
                                                            
 
 
date as post mark 
 
A Nice Couple  
 
Special Day Road 
Weddingtown 
Happy Ever Afterborough 
XXX XXX 
 
 
RE Wedding and Wedding Reception 1st Anymonth  201? 
 
 
Dear Nice Couple, 
 
I would firstly like to congratulate you on your forthcoming wedding.  
 
Further to our recent conversations, we would like to thank you for interest in holding your reception 
at our venue. 
 
As you know we are a privately owned Country Inn, with a great team of professional staff, our focus 
is on 1st class traditional food and relaxed atmosphere. As a privately owned venue we are able to 
offer that personal touch without loosing sight of quality.   
 
Please find attached an outline of the day with costs, this more a starting point than a fixed quotation, 
because it’s your special day and your input or requirements are at the top of the list. We can add or 
remove from the outline to suit your tastes, however I do believe that it is important to have a 
structure to work from. 
 
I hope that I have covered most things, however should you wish to look closer at the details I would 
be happy to meet with you. 
 
 
 
Regards 
 
 
 
Steve Willey 
 
 
 
 

E.mail: info@thethreetunsstaple.co.uk 
Tel: 01304 812317 

The Three Tuns Staple Ltd,  The Street,  Staple,  Nr.Canterbury,  Kent,  CT3 1LN 
www.thethreetunsstaple.co.uk 



1)         Timing   ( Sample ) 
Your Ceremony is 1.30pm,the ceremony will take on average 1 hour, and be seated by 
approx 3.30pm giving a little time to refresh and settle. 
Guests will be able to circulate around the terrace and the bar area.  
Once you are happy we will announce that guests are welcome to be seated for the 
wedding breakfast.   
You may wish to make your entrance to the wedding breakfast once your guests are 
seated, this would give the opportunity for you to be formally welcomed to the wedding 
breakfast by traditional clapping to your table.  
The wedding breakfast will last approx. ( 2 ½   hours )until 7.00pm depending on the 
format of toasts and speeches and move onto the evening reception at approx. 7.30pm.  
 

 
 
 
 
2)      Wedding Breakfast  -     Total 100 Guests 
 

 
 
 
 
 
 

Menu A: £25.00 per head 
 

Starters 
~ Home made soup & Bread Butter ~ (VEG) 

~ Traditional Prawn Cocktail ~  
~ Chicken Goujons with a Sweet Chilli Dip ~ 

 
Mains 

~ Roast Fore rib of Beef with Roast Potatoes cooked in Goose fat and Yorkshire pudding ~ 
~ Roasted Lamb with Roast Potatoes cooked in Goose fat and Yorkshire pudding ~ 

~ Grilled Chicken Breast with Roast Potatoes cooked in Goose fat and Yorkshire pudding ~ 
~ Risotto with Button, Field and Chestnut Mushrooms Finished with Parmesan Shavings  ~ (VEG) 

All mains served with Seasonal Vegetables 
 

Desserts 
~ Forest Berries and Double Cream Staple Mess ~ 

~ Chocolate Mousse ~ 
~ Apple Crumble and Custard ~ 

 
 
Cost  £25.00 per head 
Total Cost £2500.00 
 
 

 
 

 
 

 
 
 
 
 



3)  Drinks Package  -     Total 100 Guests 
 
 
 
 

Drinks A: £18.00 per head 
 

Welcome Drinks  Bucks Fizz   (1 glass per person) 
                   Table Drinks   Free Pour House Wine (½ bottle per person 

Toast Drinks   Sparkling Wine (1 glass per person) 
      (This works out 1 whole bottle per person in all) 
 
Cost  £18.00 per head  
Total Cost £1800.00 
 
 
 
 
 
4)            Buffet Package - Total 200 Guests  
 
 
 
 

Traditional Buffet A 
 

~ Scotch Eggs ~ 
~ Sausage Rolls ~ 

~ Smoked Salmon and Cream Cheese Sandwiches ~ 
~ Mini Stilton Burgers ~ 

~ Smoked Salmon and Cherry Tomato Quiche ~ 
~ Bacon And Onion Quiche ~ 

~ Garlic Mushroom Vol-Au-Vents ~ 
 
 

Cost  £10.00 per head 
Total Cost £2000.00 
 
 
 
 
 
5)  Speeches and Toasts 
    Once we have cleared the tables and everyone has had a chance to refresh   
   themselves and charge their glasses we can move onto Speeches and Toasts, 

this is a quite sensitive point of the proceedings and we will require your lead as to how 
you would like to conduct this, with our assistance of course. 
We are able to offer our services to act as an informal master of ceremonies to ensure 
that the whole day goes off without a glitch. 

 
 
 
6)   Cake Cutting  
   As above you would lead us on this issue.    
 
 



7)    Free Time to set-up evening Reception 
Not required as the tables and chairs will remain in the Luxury Marquee for your use 
and the entertainment will be set up in the bar area you and your guests are welcome to 
use all the facilities that we have or perhaps spend a few moments outside for 
photographs. 

 
 
8)  Evening Reception 

For the evening reception we will have moved some the furniture in order that you and 
your guests can freely chat and socialise in a more informal way, we will of course 
retain some tables and chairs for those that would like them. 

 
 
9)   Entertainment 

We have a number of DJ’s that we use they all play a good all round mixture of music 
for an evening party. They are to set up to the rear of the bar, and I would expect them 
to arrive at approx. 6.30pm 
 

Total Cost £300.00 
 
 
10)       Accomodation 

We have 10# En Suite room’s doubles and twins, we are able to offer you these rooms 
at our normal rate of £65.00 and £95.00 per room this rate includes breakfast for the 
guests. Should you require further accomodation we are able to place guests in very 
close by alternatives. 

 
Total Cost £95.00  Own Room 
 
 
11)  Venue Decorations 

We are able to provide any decoration you require, however due to the time of year 
local fresh flowers will be in abundance and are not expensive.  

  (should you wish we are happy for you to do this yourself) 
     

Total Cost £00.00 
 
 
12)  Venue Hire Inn and Luxury Marquee and Garden Gazebo 

We are happy to offer complete exclusivity of the whole venue for the duration of your 
reception, Due to the time of year booking we will need to make a charge. 

 
Wedding Breakfast and evening Reception £1850.00 
Total Cost £1850.00 
 
 
 
13)   Notes 

We are contact with various associated service which may help you with your 
arrangements, please feel free to contact us for assistance.  

   
  Florist  Make Up Car Hire Accomodation Coach Hire 
  Taxi’s  Toast Master   Wedding Gift Lists Cake 
  H/Dresser Photographer  Stationery  Dress Maker 
   
 



14)  Cost Summary 
 
 
Daytime Reception 100 Guests 
Wedding Breakfast     £ 2500.00  
Drinks Package     £ 1800.00 
Table Decorations     £     00.00 

£ 4300.00  
 
 
Evening Reception 200 Guests 
Buffet Package     £  2000.00   
Total Venue Hire     £  1850.00 
Entertainment     £    300.00 
Accomodation     £      95.00      
       £  4245.00  
 
 
 
 
 
 
 
Total Costs      £ 8545.00 inc VAT 
 
25% Deposit Required to secure Booking £ 2136.25 
 
 
 
 
 
 
We are able to offer breakfast for non-residents for a cost of £6.50 per head please advise if you 
would like this and for how many. 
 
 
For our terms and conditions please see attached sheet booking conditions. 
 
 
 
Regards, 
 
 
 
 
Steve Willey 
 
 
Should you have any queries please do hesitate to contact us.   
 
 
 
 
 
 
 
 



                                                                    
Booking Conditions 2010 / 2011 

 
PPlleeaassee  rreeaadd  tthhee  ffoolllloowwiinngg  ddeettaaiillss..  TThheenn  ssiiggnn  aanndd  ddaattee  tthhee  ffoorrmm  aanndd  rreettuurrnn  iitt  wwiitthh  yyoouurr  ddeeppoossiitt::  
 
11..        BBooookkiinnggss  ccaann  bbee  ttaakkeenn  oonnllyy  bbee  ttaakkeenn  wwiitthh  aa  ddeeppoossiitt  ooff  2255%%  oorr  tthhee  hhiirree  cchhaarrggee  wwhhaatteevveerr  iiss  tthhee  ggrreeaatteerr..  TThhiiss  ddeeppoossiitt  iiss  ssttrriiccttllyy  nnoonn  rreeffuunnddaabbllee..  AA  
ffuurrtthheerr  ppaayymmeenntt  ooff  2255%%  ooff  tthhee  wwhhoollee  ccoosstt  iiss  ppaayyaabbllee  33  mmoonntthhss  pprriioorr  ttoo  tthhee  eevveenntt  ddaattee..  
 
22..        AAllll  ddeeppoossiittss  aarree  ssttrriiccttllyy  nnoonn--rreeffuunnddaabbllee..  DDeeppoossiittss  ccaann  oonnllyy  bbee  ttrraannssffeerrrreedd  ttoo  aannootthheerr  ddaattee  ffoorr  tthhee  ssaammee  oorr  ssiimmiillaarr  ffuunnccttiioonn  wwiitthhiinn  tthhrreeee  mmoonntthhss,,  
ssuubbjjeecctt  ttoo  aavvaaiillaabbiilliittyy..   
 
33..        AAllll  pprriicceess  qquuootteedd  aarree  oonnllyy  gguuaarraanntteeeedd  ffoorr  tthhee  yyeeaarr  ssttaatteedd.. 
 
44..        AAllll  ccaanncceellllaattiioonnss  mmuusstt  bbee  mmaaddee  iinn  wwrriittiinngg  aanndd  aarree  ssuubbjjeecctt  ttoo  aa  5500%%  cchhaarrggee  ooff  tthhee  aannttiicciippaatteedd  ffuullll  aaccccoouunntt  iiff  mmaaddee  ttwweellvvee  wweeeekkss  oorr  mmoorree  bbeeffoorree  tthhee  
ddaayy..  CCaanncceellllaattiioonnss  aafftteerr  tthhaatt  ttiimmee  aarree  cchhaarrggeedd  aatt  aa  rraattee  ooff  7755%%  ooff  tthhee  ttoottaall  bbiillll.. 
 
55..          IIff  yyoouu  aarree  hhaavviinngg  aa  WWeeddddiinngg  cceerreemmoonnyy  aatt  TThhee  TThhrreeee  TTuunnss  IInnnn  NNoo  DDrriinnkkss  aarree  ppeerrmmiitttteedd  iinn  tthhee  CCeerreemmoonnyy  RRoooomm  ffoorr  11  hhoouurr  pprriioorr  aanndd  wwhhiillee  tthhee  
MMaarrrriiaaggee  iiss  ttaakkiinngg  ppllaaccee.. 
 
66..        OOnnee  mmeennuu  mmuusstt  bbee  cchhoosseenn  ffoorr  aallll  gguueessttss  wwiitthh  tthhee  ffoolllloowwiinngg  eexxcceeppttiioonnss:: 
TToopp  ttaabbllee  gguueessttss,, SSppeecciiaall  ddiieettaarryy  rreeqquuiirreemmeennttss  ((cceelliiaacc,,  ddiiaabbeettiicc,,  vveeggeettaarriiaann  eettcc)).. 
 
77..        EEvveenniinngg  ffuunnccttiioonnss  ccaann  bbeeggiinn  ffrroomm  66..3300ppmm  aanndd  aallll  ffuunnccttiioonnss  mmuusstt  hhaavvee  vvaaccaatteedd  tthhee  rroooomm  bbyy  1111..3300ppmm..   
 
88..        WWee  rreeqquueesstt  tthhaatt,,  ffoorr  tthheeiirr  ssaaffeettyy  aanndd  ppaarreennttss  ppeeaaccee  ooff  mmiinndd,,  cchhiillddrreenn  rreemmaaiinn  iinn  tthhee  ffuunnccttiioonn  rroooomm  oorr  iinn  tthheeiirr  ppaarreenntt’’ss  ssiigghhtt  aatt  aallll  ttiimmeess..  CChhiillddrreenn  mmuusstt  
nnoott  bbee  lleefftt  aalloonnee  iinn  tthhee  BBaarr  aarreeaa.. 
 
99..        WWee  wwiillll  bbee  hhaappppyy  ttoo  oorrggaanniissee  aannyy  ddeeccoorraattiioonnss  ffoorr  yyoouu;;  pprriicceess  ooff  tthheessee  aarree  aavvaaiillaabbllee..   
 
1100..    No food or drinks are to be brought onto the premises. The Inn can cater for all requirements.  
 
1111..  The management reserve the right to terminate the function should it be found that food or drinks have been brought on to the premises  
  
12   The management will terminate the function with immediate effect should any of the staff or guests or Inn guests be subject to any verbal or 
physical abuse by anyone attending the function  
  
13.   Please note it is the responsibility of the hirers to ensure that anyone attending the function behaves in a responsible manner not likely to cause 
offence to others.  
  
14.   The hirer will be responsible for any damage caused to the function room or any of its amenities during the hire period & Credit Card will be duly 
debited 
 
1155..      VVAATT  iiss  iinncclluuddeedd  iinn  aallll  pprriicceess  qquuootteedd  ttoo  yyoouu,,  aanndd  cchhaannggee  iinn  tthhee  ccuurrrreenntt  rraatteess  wwiillll  bbee  rreefflleecctteedd  iinn  oouurr  ffiinnaall  iinnvvooiiccee 
 
1166..      FFuullll  ppaayymmeenntt  iiss  rreeqquuiirreedd  ffoorr  aallll  ffuunnccttiioonnss  nnoo  lleessss  tthhaann  2288  ddaayyss  bbeeffoorree  tthhee  eevveenntt,,  sshhoouulldd  ppaayymmeenntt  nnoott  bbee  rreecceeiivveedd  tthhee  vveennuuee  rreesseerrvveess  tthhee  rriigghhtt  ttoo  
ccaanncceell  tthhee  bbooookkiinngg..  IInn  aannyy  eevveenntt  iinntteerreesstt  wwiillll  bbee  cchhaarrggeedd  aatt  55%%  ppeerr  ddaayy  oonn  tthhee  aammoouunntt  oouuttssttaannddiinngg  ffoorr  aannyy  ddaayyss  aafftteerr  tthhee  dduuee  ddaattee..    AAnnyy  iinnddiivviidduuaall  
ccaanncceellllaattiioonn  nnoottiiffiieedd  ttoo  uuss  iinn  wwrriittiinngg  uupp  ttoo  11  mmoonntthh  bbeeffoorree  tthhee  ffuunnccttiioonn  wwiillll  bbee  rreeffuunnddeedd  iinn  ffuullll..  TThhiiss  iiss  ssuubbjjeecctt  ttoo  aa  mmaaxxiimmuumm  ooff  1100%%  ooff  tthhee  gguueessttss  
aatttteennddiinngg  oorr  aatt  tthhee  ddiissccrreettiioonn  ooff  tthhee  mmaannaaggeerr.. 
 
1177..      AAllll  bbooookkiinnggss  wwiillll  bbee  ccoonnffiirrmmeedd  iinn  wwrriittiinngg  oonn  rreecceeiipptt  ooff  yyoouurr  ddeeppoossiitt..   
 
1188..    TThhee  IInnnn  wwiillll  nnoott  bbee  hheelldd  rreessppoonnssiibbllee  ffoorr  aannyy  aaccttss  bbeeyyoonndd  iittss  ccoonnttrrooll  ii..ee..  PPoowweerr  ccuuttss,,  SSuupppplliieess,,  FFllooooddiinngg,,  LLiigghhtteenniinngg  oorr  aannyy  aaccttss  ooff  WWaarr.. 
 
1199..    NNoo  lliivvee  mmuussiicc  iiss  ppeerrmmiitttteedd,,  uunnlleessss  aapppprroovveedd  bbyy  TThhee  TThhrreeee  TTuunnss..  SSoouunndd  lleevveellss  aarree  SSttrriiccttllyy  lliimmiitteedd  ttoo  8800ddbb..  MMuussiiccaall  eenntteerrttaaiinnmmeenntt  mmuusstt  eenndd  bbyy  
1111..3300ppmm.. 
 
II  hhaavvee  rreeaadd  aanndd  uunnddeerrssttaanndd  tthhee  aabboovvee  ccoonnddiittiioonnss  aanndd  ccoonnffiirrmm  aacccceeppttaannccee  ooff  tthhee  ssaammee.. 
 
SSiiggnnaattuurree::    ____________________________________________________________  DDaattee::  ________________________________________________ 
 
DDaattee  ooff  FFuunnccttiioonn::  ____________________________________________________________________________________________________________ 
 
CCoonnttaacctt  NNaammee::  ________________________________________________________________________________________________________________  

E.mail: info@thethreetunsstaple.co.uk 
Tel: 01304 812317 

 

The Three Tuns Staple Ltd,  The Street,  Staple,  Nr.Canterbury,  Kent,  CT3 1LN 
www.thethreetunsstaple.co.uk 


