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Room Dimensions Sq. Ft Rounds Classroom Conference Theater U-Shape Reception 

Catalina Ballroom 65 x 65 4226 260 240 60 400 50 400 

Catalina A 39 x 36 1354 50 60 40 65 34 75 

Catalina B 39 x 28 1091 40 30 30 50 25 50 

Catalina C 68 x 31 1782 120 100 50 200 45 125 

Sage Boardroom 32 x 19 619 30 25 20 44 20 25 

Pima 37 x 33 1242 60 40 30 84 32 55 

Pima A 19 x 33 634 30 25 15 42 15 30 

Pima B 19 x 33 612 30 25 15 42 15 30 

Mesa Room 26 x 16 411 20 18 18 20 18 20 

Sabino Ballroom 54 x 56 3054 150 110 50 180 40 200 

Canyon Theater 59 x 37 2185  100 - - - - 

Gazebo 47 x 43 2039 50 - - 80 - 100 

Suite 200 24 x 14 337 10 - 10 20 8 15 

Suite 300 25 x 14 350 10 - 10 20 8 15 
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DEPOSITS 25% of your minimum revenue guarantee (non-refundable) will be required in order to make the reservation definite. This initial deposit will apply to 
your future balance. 50% of your minimum revenue will be due four (4) months prior to your event. 100% of your estimated total cost will be due three (3) business 
days prior to your event to be paid by Certified Check, Money Order, Cashier’s Check or Credit Card. Should you wish to pay by personal check, payment will be due 
in full ten (10) business days prior to event.  
 
FOOD & SERVICE All food and beverage items must be supplied by the hotel. Menu selections, room requirements and all other arrangements must be received 
thirty (30) days prior to the function. No food may be taken off hotel premises. Special Dietary Requests: Our culinary specialists are happy to assist you. Please 
discuss considerations with your catering representative.  
 
GUARANTEES Your minimum revenue guarantee is determined by your Sales Representative at the time of booking your event. All charges will apply to your 
minimum revenue guarantee with the exception of the 22% Service Charge. 8.1% Sales Tax with exception of Parking, Wedding Cake Upgrades, Rehearsal Dinner, 
Brunches, and Guest Room Charges (if applicable). This will be considered your minimum financial guarantee, not subject to reduction, for which you will be 
charged, should less attend.  
Your final guarantees are due by 11:00 a.m. (3) business days prior to the event date. If the guarantee of attendance is not received, the expected number of guests 
will serve as the guarantee.  
The hotel provides set-up for 5% over final guarantee. If the number of guests exceeds the 3 business day guarantee number of guests by 5% on the day of the 
event, a charge of 1.5 times the cost per person charge will apply to each guest over the 5%.  
 
VENDORS Recommendations for ceremony music, entertainment, photography, videography and additional décor are available through our Events Department. 
You may bring vendors onto Hotel premises that have no contract or legal connection with the Hotel. In these cases, the Hotel must be assured that those Vendors 
are informed of all rules and regulations pertinent to any service or product to be used at the Hotel. Vendors must provide a Certificate of Liability Insurance that 
lists the following entities as additionally insured  
 
Certificate Holder:  
Sheraton Tucson Hotel & Suites  
5151 E Grant Road Tucson, AZ 8.15712  
(520) 323-6262  
 
LABOR FEES All Cash or Hosted Bars are subject to a $150.00 Bar set-up Fee. Cocktail Servers may be added to your event at $35.00 per server, per hour. (4-hour 
minimum) If your event extends past the conclusion times, a $500 charge will be incurred for every ½-hour or any part thereof per section of the Ballroom.  
 
PARKING All parking on property is complimentary.  
 
ROOM & SET UP FEE Function rooms are assigned according to the anticipated guaranteed number of guests and carry a revenue minimum. If there are fluctuations 
in the number of attendees, the hotel reserves the right to assign the room accordingly and charge an additional room rental fee or minimum to insure minimums 
for function rooms. The hotel reserves the right to charge a service charge fee for set-up of meeting rooms with extraordinary requirements. All diagrams must be 
pre-approved. Any major changes to the room set-up the day of the event will incur an additional $100 labor fee.  
 
SECURITY The hotel cannot be responsible for damage or loss of any articles or merchandise left in the hotel prior to or following your event. Arrangements may be 
made for security of exhibits, merchandise or articles set up for display prior to the event at an additional cost. This must be arranged through your Event Manager. 
The hotel shall have final approval on any and all security personnel to be utilized during your event. If, in the sole judgment of the Hotel, security is required to 
maintain order due to the size and nature of your event, the Hotel may require you to provide, at your expense, uniformed security personnel. All off site security 
services must be bonded and licensed in the state of Arizona. Proof of insurability must be provided three business days prior to your event.  
 
DECORATIONS All decorations incorporating candles must meet with approval of the Tucson Fire Department. Hotel will not permit the affixing of anything to the 
walls, floors or ceilings of rooms with nails, staples, tape or any other substance.  
 
CLEANING FEE Upon completion of the event, all related equipment, centerpieces, props, trash, etc. must be removed from the premises. In the event the hotel is 
left to disperse any of these items, an additional fee of $50.00 per hour, per houseman would be assessed.  
 
SERVICE CHARGE & SALES TAX 22% taxable service charge and current (8.1%) state sales tax will be added to all audio visual, food and hosted beverage prices. 
Arizona law states that service charge is subject to sales tax.  
 
SHIPPING AND STORAGE Hotel does not have storage space for crates, pallets or large shipments. Any materials to be sent to Hotel may arrive no earlier than (3) 
days prior to arrival. Should you be shipping boxes for your meeting, they must be addressed with the name and date of your function along with the individual 
within group who will be signing for the boxes and accepting financial responsibility on behalf of the group. We cannot accept COD’s, unpacked or unlabeled items. 
Hotel will not be responsible for any loss or damage to materials sent to Hotel prior to (3) days prior to group’s arrival. The following fees will apply • $10.00 flat 
rate per box (50 lb. limit), $25.00 additional charge for boxes over 50 lbs.  
 
SMOKE FREE POLICY Hotel and all public space is smoke free. To protect the smoke free environment, Hotel will post a $200 cleaning fee to the groups’ master 

account if attendees smoke in any smoke free location. If guest smokes in their guest room, the $200 cleaning fee will be posted to their guest room. To ensure the 

cooperation and comfort of Customer’s attendees, Customer is advised to make attendees aware of the smoke free policy.


