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Olde Towne Bakery
Kelsey Allison – Wedding Cake Coordinator
(309)764-8421
OTBMoline@yahoo.com

Bride:
Contact:

Groom:
Contact:

Date of wedding:
(OR) Date of pick up:

Email for confirmation:

Ceremony time:
Ceremony location:
Reception time:
Reception Location:
Address:
Facility contact:

Booking Deposit

There is a $50 booking deposit required to reserve your wedding date. In the event of cancellation, the 
booking deposit is NON-REFUNDABLE. 












Initial _____

Payment

The remaining balance of your total contract price is due (2) weeks prior to your wedding date.  Increment payments are accepted in any amount and may be made in cash, credit or check. If final payment is not received (2) weeks prior to the wedding date, your order will not be fulfilled (your cake will not be made).












Initial _____

No Other Cake Vendor Policy. 

There will be no other cakes or cupcakes brought into the venue that are not provided by Olde Towne Bakery. We put a lot of pride into our taste and work, in order to insure we always have good feedback and we are not at fault for any issues that may be brought on by another vendor, we do not allow multiple cake vendors. 












Initial _____

Order Changes

Tiered cake designs, sizes and flavors are required to be finalized (2) weeks prior to your wedding date. Sheet cakes, cupcakes and other desserts may be added anytime up until the week of the wedding, and paid for as added.  Changes may affect the price of your order. 












Initial _____

Cancellation Policy 

Any orders cancelled before the lockout date (2 weeks prior to your wedding) will receive a full refund, minus the $50 booking fee. This was NON-REFUNDABLE. Orders cancelled after the lock-out date (2 weeks prior to the wedding date) will result in no refund, NO EXCEPTIONS. In the event of a postponement of a wedding. Olde Towne Bakery will honor the order for a later date, (if the date is available) for one year. This is Non Transferable to other parties. 












Initial _____

Delivery & Setup

We charge a $30.00 delivery and set up fee for all wedding cakes in the QCA. If you need delivery outside of the QCA, Delivery fees depend on location. We will coordinate the time with the venue to schedule a time to set up. The delivery charge will be added to the bottom of your total cake cost.












Initial _____

Picking up your  cake

Picking up your cake is ONLY available for single, two tier and three tier cakes. Picking up your cake is a great way to save money!  However, if you choose to pick up your own tier cake, once it leaves our store Olde Towne Bakery will hold NO responsibility for any damages made. NO EXCEPTIONS. When picking up your tier cake, the vehicle should have a clean flat surface to set the cake on. Vans, Sports utility and any vehicle that has seats that fold flat so the air conditioning may reach the cake are best for transit. If you are in a car, the floor is better than a seat.  Never hold the cake in your lap. Drivers should drive cautious, with slow turns and stops. 












Initial _____

Ornaments/Toppers

Ornaments/toppers and ribbons can be brought to Olde Towne Bakery between now and (1) week before the wedding date. Topping cake with ornaments that are too heavy or not secured properly may cause damage to your cake. It is understood that any items brought to Olde Towne Bakery to be added on a cake for decoration is to be used at the bakery’s discretion. Any items used to add decoration to the cake such as cake toppers or other figurines will be added at the reception site. If once at the site the cake topper or figurines do not seem stable enough to leave on the cake, Olde Towne Bakery reserves the right to leave them off the cake and on the table to insure the structure and stability of the cake. If any party, other than an Olde Towne Bakery employee, adds to a cake, we are not responsible for damage to the ornament or to the cake.












Initial _____

Edible Paint and Pearls

Please Note, All metallic edible paint and pearls are Non toxic for consumption. However they are NOT approved by the FDA. The option of adding these designs to your cake is up to your discretion, and we will not be held responsible.












Initial _____

Flowers

Olde Towne Bakery will place and arrange your flowers on the cake. All Fresh flowers must be provided by a florist, at the hall, on the day of the event. It is your responsibility to check with your florist to see which flowers can and cannot touch icing that will be consumed. In the event we are there before your florist, your florist should put the flowers on the cake.  Any Flowers that are silk must be provided by you, and either brought into the bakery prior to the event or left on the table before we arrive. Sugar paste flowers will be provided by the bakery for an additional fee based on the style you are looking for (must be purchased ONE MONTH before the wedding) and placed on the cake when delivered. 












Initial _____

Outside Locations

Humidity and heat can adversely affect your cake. In warmer months, it is recommended that the cake be kept in air conditioning, or at the very least, a cool area. (Please note, refrigeration is not needed).
You acknowledge that I am in no way responsible for any damage that may occur due to weather conditions or outdoor locations including heat, humidity or insects.  Cakes should never be displayed in direct sunlight, or anywhere sunlight might eventually move to. Please prepare a backup plan in case of inclement weather. Determine someplace safe where the cake can be displayed indoors on exceedingly hot days or in case of rain. 












Initial _____
Stands and Plateaus
A $100 deposit and $25 rental fee is required for every stand rented out. ($125 total)  The $100 deposit will be returned to you once the stand is returned to us, with no damage, no later than the Wednesday to follow your wedding. 












Initial _____

Photographs of your cake

I reserve the right to take and use my own photos of your cake to use for marketing and promotional purposes, including advertising and promotion without compensation to you. 












Initial _____

Liability for mistakes

I will make every effort to provide exact details you have requested, the creation of a wedding cake is an art and may be subject to slight variations in design by the creator(s), including colors. We will make every effort to insure you have a beautiful wedding cake on your day that best reflects the design ideas you have envisioned. Not all colors can be made to the exact shade, we will match as close as possible to any sample brought to us.












Initial _____
We (bride and groom) have read, understand and agree to comply with this agreement. We have received a copy of this contract for our records. 

Signature of bride ________________________________  Date _____________

Signature of Groom _______________________________ Date _____________

** This signed contract and deposit can be returned to (Kelsey Allison) at Olde Towne Bakery 1824 7th street, Moline IL 61265.  Or by Email at OldeTowneBakery@sbcglobal.net     If you choose to email this contract, I will be in contact with you as soon as I am back in to get your deposit, I will call the number you have provided at the top of the contract. 
Olde Towne Bakery:  ____________________________________  Date: ___________________
(This contract is not valid until Kelsey Allison, or another Olde Towne employee has signed.)
Internal use only:
Total tier price: ________________

Design charges:________________

Sugar Paste Flowers $_____________

Sheet Cakes cost  $ _____________

Cupcakes? $ _____________

Cookies $__________________

Other Desserts $______________

Total Price $ ___________________

Delivery $___________________

Stands/Plateaus $_____________

Deposit fee -$_________

Final price(w/tax) $ ___________________

Payments

Payment Date:____________  $______________
Total due  $_____________________

Payment Date: ___________  $________________
Total Due  $____________________

Payment Date:___________  $______________
Total Due $____________________

Booking deposit: Paid  Y/N  Date: ______
Down payment made with booking?  Y/N  $______
Final Payment made?  Y/N  


