
Request to Confirm an Event Booking
Ginger Catering 
Old Parliament House

To request a booking please:
· complete and print this form (page 1 only) on to your Organisation’s letterhead
· read and sign Ginger Catering’s Terms and Conditions

· return all three pages to Ginger Catering via

	email (signed pdf file):
	fax:
	or post:

	events@gingercatering.com.au 
	02 6273 4266
	Ginger Catering

Old Parliament House

18 King George Tce

PARKES ACT 2600


	


	Event Details
	

	Organisation / Department (if applicable):
	     

	Event title:
	     

	Day(s) and dates(s):
	     

	Start and finish times 
(include bump in and pack down)
	     

	Number of people:
	     

	Room(s) to be booked: 
	     

	For meetings of two or more days duration only:
	

	Will the meeting be packed down at the end of each day? (inc’ displays, staging etc):
 
	     


	Nature of the Event
	(For the Old Parliament House approval process)

	Briefly indicate the nature of the event:
	     

	Will there be any VIP’s in attendance?
	     

	- If yes, please list:
	     

	Will there be any advertising of the event?
	     

	- If yes, please list:
	     


	Contact Details
	

	Organiser & contact person on the day:
	     

	Direct telephone number(s):
	     

	Email address:
	     


	Billing contact name:

(if same, please write “as above”)
	     

	Direct telephone number:
	     

	Email address:
	     

	Postal Address:
	     

	Confirmations & invoices are sent by email. Please indicate here if you require postal invoices:
	     



	Booking requested by (name):

(if same, please write “as above”)
	     

	Position:
	     

	Direct telephone number:
	     

	Email address:
	     

	How did you hear about us?
	     


	


TERMS AND CONDITIONS
Introduction: Juniperberry Pty Ltd trading as Ginger Catering (“Ginger Catering”) is contracted by the Commonwealth of Australia (“the Department”), to provide catering and function management services at Old Parliament House (“OPH”). The Terms and Conditions for the hire of rooms and provision of catering for functions at OPH are set out below. The Hirer indicates acceptance of the Terms and Conditions by signing and returning a copy of this document. 

Approval: Confirmation of function and venue hire proposals is subject to the prior approval of the Department. Conditions may be imposed by the Department on approval and these may in some cases add to the cost of the function (e.g. additional security costs). You will be notified if this occurs. Use of OPH and its precincts for any purpose other than that approved by the Department is not permitted.

Advertising: All promotional material associated with the proposed function that refers to OPH must be approved by the Department prior to publication or release. The OPH logo is not to be used without the specific approval of the Department. No commercial advertising signs, billboards, banners or the like are permitted to be erected on the OPH building, in a public area within the building or within the precincts of the building. 

Access: Access to the building by the Hirer is restricted to those areas approved for the specific function. Ginger Catering or its designated representative shall have access to venues at all times. 

Conduct of Functions: The Hirer shall conduct a function in an orderly manner and in compliance with instructions issued by Ginger Catering or its designated representative. The Hirer shall nominate a host or other person who will be responsible and held liable for the conduct of those attending the function. Ginger Catering reserves the right to remove from the premises any person who does not comply with its conditions.

Protection of Works of Art and Building Fabric: Special precautions are required for the protection of works of art and building fabric. All Users will be advised of such precautions and are required to cooperate in implementing them. Tape or adhesive material should not be applied to surfaces such as walls, windows, furniture, display cases or works of art. All displays within OPH are to be free standing and not fixed to building fabric in any way.

Public Areas: Where functions are held in areas normally open to the public, temporary installations must be cleared immediately following the function, to allow public access to be restored as soon as possible. Tours of exhibition areas outside of public access hours must be pre-arranged through the Department.

Smoking:  Smoking is not permitted within the building, including both Senate and House of Representatives Courtyards.
Catered Functions: Where any catering is required, clients are required to use the services provided by Ginger Catering.

Force Majeure: Performance of the Hiring Arrangements is contingent upon Ginger Catering not being restrained from making arrangements associated with the function due to factors beyond its control including, but not limited to, industrial action, accidents, Government requirements, restrictions on travel, transport or food and beverage supply. In no event shall Ginger Catering be liable for the loss of profit, or the consequential damages, based on breach of contract, warranty or otherwise.

Prerogative to Cancel in Certain Areas: Any reservation for use of OPH venues for functions is subject to subsequent cancellation at any time by the Department should those areas be required for a function which is of direct relevance to OPH core business. In such cases, Ginger Catering will extend full co-operation to finding an alternative venue or time, but if no agreement can be reached any deposit made will be fully refunded. Not withstanding this, Ginger Catering shall not be liable for any consequential loss or damage arising out of such a cancellation.

Responsibility for Loss or Damage: Ginger Catering accepts no responsibility for damage or loss occasioned to any property of or hired by the Hirers, their employees, invitees or sub-contractors, while such property is within OPH or its precincts. The Hirer shall be responsible for and shall make good and repair any damage to the building and precincts or to any equipment, furniture, fittings and fixtures caused by negligent or unlawful act or omission of the Hirer, the Hirer’s employees or agents or by any guest or other person entering the premises in relation to this hiring and shall repay to Ginger Catering the cost of making good and repairing any such damage. The Hirer’s liability under this clause is subject to an aggregate limit of ten million dollars for a period of six months from date of the function.

Public Liability: Organisations may be required to produce evidence of public liability insurance, to an amount specified by the Department, before approval is given for any function.
Specific conditions on the use of venues are as follows:

King’s Hall: Functions held in King’s Hall should use the central area only and leave the area outside the pillars clear of obstructions for reasons of access. Use of the area for functions must only occur out of hours.

Members’ Dining Room: Entry for functions is via the rear MDR entrance from Queen Victoria Terrace. Prior approval from the Department must be obtained for use of the heritage piano. Tuning charges apply.

House of Representatives and Senate Chambers: Functions held in the Chambers must adhere to the current Guidelines for Use of Chambers (available from Ginger Catering).
Contracted Caterer: This booking is made on the basis that Ginger Catering is and will continue to be the caterer at OPH at the time of the booked function. If subsequent to the acceptance of a booking Ginger Catering is given notice by the Department that it will no longer be the OPH caterer at the time of the function, Ginger Catering will use all reasonable endeavours to transfer the booking to the new caterer and will advise the Hirer as soon as possible of the change. If the Hirer is not satisfied with the alternative catering arrangements, the Hirer will be entitled to cancel the booking. Ginger Catering will not be liable for any loss or damage suffered by the Hirer which relates to any function booked to be held after the date of termination of the contract between Ginger Catering and the Department whether arising from cancellation or otherwise.
,mknl;

Tentative bookings: Tentative bookings will be held for a period of one week.  After one week Ginger Catering has the right to remove a tentative booking.
Bookings:  Bookings will only be accepted in writing, accompanied by a signed copy of these Terms and Conditions. 

Non-Catered Events:  For non catered events, a room setup fee will apply. For 1-100 guests a fee of $500.00 and for guests 100+ a set up fee of $1000.00.  

Deposit: Once approval by Old Parliament House Management is granted a non-refundable deposit equivalent to 50% of the room hire fee is due and payable. For a function not requiring catering, a deposit equivalent to 50% of the room hire fee is payable upon booking and the balance is payable 10 working days prior to the function.

Confirmation: Bookings are confirmed only upon receipt of the deposit.

Payment terms:

for Corporate & Government Functions:  14 days from the date of the invoice. Accounts outside our normal trading terms will incur interest charges. 

for private functions: 10 days prior to the function. Payments by credit card will incur a credit card fee (currently between 0.90 % and 4.0% depending on the card used). 

Change of Function Date: Should the Hirer need to change a function date, the function may be rebooked and the deposit transferred once only provided that the new function takes place prior to, or within six months of the original function date. Cancellation fees will apply:

- if there is less than 14 calendar days to the original function date at the time of rebooking

- if no date suitable to the Hirer is available within the specified six month period or

- if the date is changed more than once.

To book a new date for the function the booking process must be repeated. 

Notifying function details: Relevant function details including room set up, menu selection, beverage requirements, estimated numbers and duration must be received in writing at least two weeks (14 days) prior to arrival. In the event of the function being booked less than two weeks (14 days) out from arrival these details must be provided at the time of booking. Floor plans are final 48 hours prior to event.
Final confirmed numbers: must be provided in writing 7 working days prior to the function for Corporate and Government clients and 14 days prior for private functions. These numbers will form the basis for invoicing. Minor increases to confirmed numbers (up to 5%) can be accommodated up to 48 hours in advance of the function and will be charged accordingly. Any reduction in numbers will not alter the invoiced cost.

Substantially reduced numbers: in the event that within 60 calendar days of the function the expected attendance slips by more than 20%, the Hirer will be liable to pay for up to 50% of the resultant reduction in function revenue (based only on the slippage in excess of 20%).

Cancellation: Notice of cancellation must be provided in writing and the following fees apply:


[image: image1]
Function commencement: Hirers may not commence functions prior to the agreed commencement time without the provision of adequate notice to, and express consent of, Ginger Catering. Early commencement may incur additional costs.

Vacating the function space: Hirers must vacate the designated function space by the agreed finishing time.  In the event that a function goes beyond the agreed finishing time Ginger Catering reserves the right to charge costs reasonably incurred to ensure the smooth operation of following functions.

Functions extending past Midnight: will incur a surcharge of $150.00 per half hour or part thereof. Service and consumption of alcohol is not permitted past midnight (as per liquor act and licence held). The client will continue to accrue these charges until all guests have left the building.  Please note that Security Charges are also payable under these circumstances. Note; trading hours are Monday to Sunday, 7.00am-12.00am (midnight).
Functions held on a Sunday or a Public Holiday: will attract a surcharge on the food and beverage content. The surcharge is 10% on Sundays and 15% on Public Holidays.

Peak season: From September to May The Members’ Dining Room is available on Saturday evenings seated dinners only with a minimum of 100 guests.

Security:  It is a requirement of OPH that evening and weekend functions have a dedicated security presence.  One security guard is required for each 100 guests (or part thereof).  Guards will begin 30 minutes prior to your function and finish 30 minutes after your last guest has departed, with a minimum four (4) hour payment required. Guard fees are charged at cost and may therefore be subject to change prior to 30 June 2012.

Cleaning: If substantial additional cleaning is required following a function, the cost of such additional cleaning will be added to the final invoice.

Prices and menus: are valid for functions occurring prior to 30 June 2012 only
. Pricing and menus are reviewed annually and revised pricing and menus will apply should this function take place after 30 June 2012. Menus may also be adjusted seasonally.
I have read and agree to Ginger Catering’s Terms and Conditions:

Name:
     
Today’s Date:
     
Signature: 
____________________________________
 


Notice of  cancellation


�



Cancellation fee�
�
Date of confirmation to 14 calendar days prior to arrival�
Deposit acts as cancellation fee �
�
14 to 5 days prior to arrival�
25% of food costs�
�
5 days to 48 hours prior to arrival�
50% of food costs�
�
48 hours to schedule arrival�
100% of total costs�
�









� Venues are available for both day and evening hire. Venue hire fees apply to hold venues overnight.


� Guard fees are charged at cost and may therefore be subject to change prior to 


30 June 2012.
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