
 

CONFERENCE CENTRE: EVENT BOOKING FORM 
 

Non-Conference Events: Parties • Dinners • Awards • Matric Dances • Launches • Bridal 
Showers • etc. 

 
Date:  

Quotation Number:   

Attention:   

 
Thank you for choosing The Cove Restaurant and Ocean Breeze Hotel for your event. 
Please complete the form below to help us prepare a tailored quotation aligned with our 2025 
Conference Event Packages. 

 
Client Details 

Client / Company Name:  

Contact Person (if different):  

Contact Number:  

Email Address:  

Event Name / Description:  

Event Date(s):  

Number of Guests:  

Event Start Time:  

Event End Time:  

 
 
 
 
 
 
 
 

 

 

 

 



 

Venue Selection 

Please indicate your chosen area(s): 

Venue Description Tick 

False Bay Conference Room Large, versatile - ideal for gala dinners, dance floor 
setups, stage, and large functions 

☐ 

Gordon’s Bay Boardroom Medium-sized room suitable for cocktail-style 
functions, high-tea, intimate parties 

☐ 

Betty’s Bay Breakaway Small private dining / meeting space for up to 20 pax ☐ 

Foyer / Pre-Function Area (if 
needed) 

For welcome drinks, registration, harvest tables ☐ 

Venue hire includes standard setup. Additional décor, staging or layout changes may require setup 
time and/or décor fees. 

 

Catering & Dietary Requirements 

Menu Style Requested: 

☐ À la Carte 

☐ Set Menu (per person pricing) 

☐ Buffet / Harvest Table 

☐ Cocktail Canapés / Platters 

☐ Dessert / Cake Table Setup 

Special Dietary Requirements: 
☐ Allergies:____________________________ 
☐ Vegetarian / Vegan 
☐ Halaal 
☐ Other: ______________________________ 

 

Note: Special Dietary Requirements must be submitted no 
later than 10 days before arrival. Late requests may incur 
surcharges. 

Beverage Service: ☐ Cash Bar 
☐ Bar Tab Limit (R ___________) 
☐ Non-Alcoholic Event 

External Food & Beverage Policy: No external food or beverages may be brought onto 
the premises without prior written approval. Weddings/birthdays may supply their own 
cake only - cakeage fee may apply. 

 

 

 

 



 

Décor, Styling & Entertainment 

Décor 
 
Would you like our Events Coordinator 
to assist with décor & setup? 
 
☐ Yes – please contact me 
☐ No – standard venue setup is 
suitable 
☐ I will provide my own décor (Setup 
times must be confirmed) 

Event Style / Setup Requirements (tick all that apply): 
 
☐ Sit-Down Dining 
☐ Long-Table / Family Style 
☐ Cocktail / Standing with High Tables 
☐ Mixed Seating + Dance Area 
☐ Buffet / Harvest Table Placement 
☐ Dance Floor 
☐ DJ Space / Sound System Required 
☐ Welcome Drinks Station 
☐ Photo Backdrop / Cake Table 

Supplier Access Time Requested: 
(Subject to venue availability & agreed 
schedule)  

 

External Service Providers (DJ, 
Florist, Balloon Artist, etc.): 

 

 

Accomodation Details (if applicable) 

Check-in Date:  Check-out Date:  

Room Type(s):  Number of Rooms:  

Meal Plan: (e.g. Bed & Breakfast; Dinner) 

Note: The client must provide a final rooming list at least 14 days prior to arrival. Late 
changes are subject to availability and may incur surcharges. 

Financial Terms 

Total Event Value (excl. add-ons): ZAR  

Deposit / PO Required:  50% of total 

Balance Payment: Due 7 days before the event 

Additional Charges: Bar spend, décor, equipment, overtime, etc., will be added to 
final invoice 

 

 

 

 



 

 

Cancellation & Amendment Policy 

Notice Period Refund / Charges 

30 + days prior to arrival Full refund of deposit 

15–30 days prior 50% of total estimated event cost 

14 days or less 100% charge applies (non-refundable) 

No-shows Non-refundable (Full charge applies) 

Reductions in guest numbers within 7 days of event will be charged at the confirmed 
per-person rate. 

CLIENT CONDUCT, SOUND & CLOSING TIMES 

All guests attending the event are subject to the The Cove Terms & Conditions, which include: 

●​ Latest event finishing time: 
○​ Sunday - Thursday: 22H00 
○​ Friday - Saturday: 00H00 

(Later times by written approval only and subject to noise control regulations.) 
●​ The client assumes responsibility for the behaviour of all guests, entertainers, and 

suppliers. 
●​ The hotel reserves the right of admission and may remove guests acting disruptively. 

 
DAMAGES & LIABILITY 

The client will be held liable for: 

●​ Damage to property, décor, furniture, glassware, or equipment 
●​ Additional cleaning fees for excessive mess or décor waste 

The Ocean Breeze Hotel/The Cove Restaurant is not responsible for: 

●​ Loss or damage of personal property 
●​ Weather interruptions for outdoor setups 
●​ Supplier performance (external DJs, florists, etc., unless supplied by the venue) 

 
 
 
 
 

 

 

 

 



 

FORCE MAJEURE 

Neither party shall be held liable for failure to perform obligations due to events beyond their 
control (e.g. natural disasters, civil unrest, government restrictions). Both parties will make 
reasonable efforts to reschedule services or mitigate losses. 

 
ACCEPTANCE OF TERMS 

By signing below, the client acknowledges that they have read and agree to abide by the above 
terms.​
 

For The Cove Restaurant For Client / Company 

Name: Name: 

Signature: Signature: 

Date: Date: 

 
 
 

 
 

 

 

 

 

 


