
HARLAN PEPPER FUNCTION TERMS & CONDITION 

To assist us in ensuring the success of your function, we would appreciate your attention to the 

following:  

0.0 Staffing and Pack Down/Cleaning 

These are the only other payments, No other hidden costs, No Hireage, No Incidentals etc…. 

Staff necessary for event will be charged out at a rate of 25 dollars per hour for a minimum of 4 hours 

for any event. Depending on number of patrons you have at function will determine how many staff will 

be necessary for event. If catering is involved in the process, then a chef will be needed on premises to 

prepare and distribute food. A minimum of 2 bartenders for ease of service will be required to mix and 

pour drinks when necessary. This will include a manager’s certificate/liquor license holder to obey the 

laws of alcohol consumption and distribution. A standard $30 fee for cleaning, sanitation, rubbish 

removal, recycling fee and pack down will also be added to the invoice/bill. 

1.0 Confirmation of Event 

1.1 The client must confirm the booking by paying the required deposit and returning a signed copy of 

these terms and conditions within five (5) working days of placing a reservation. Prior to receiving 

confirmation, the reservation will be viewed as a pencil booking. 

1.2 Pencil bookings will be held for five (5) working days during which the booking will not be cancelled 

without contacting the client in the first instance. If the client does not respond to confirm the pencil 

booking within 24 hours Harlan Pepper reserves the right to cancel the booking. 



1.3 If the booking is not confirmed within five (5) working days Harlan Pepper reserves the right to 

allocate the function room to another reservation and shall have no obligation to contact the client 

before cancelling the pencil booking. 

1.4 A pencil booking will become a firm booking only upon receipt of the signed terms and conditions, 

and verification that deposit monies have been cleared by our bankers. 

2.0 Function Room Hire 

2.1 It is agreed that the event will commence at the scheduled time and the function room allocated for 

the event will be vacated at the nominated time (12 Midnight, obeying the law of our license). 

2.2 Room hire charges, if applicable, are subject to the date and time required, number of guests in 

attendance and overall catering requirements. Harlan Pepper reserves the right to review room hire 

charges should the nature or substance of the function be amended by the client subsequent to 

confirmation of the booking. 

3.0 Deposit 

3.1 To secure an event with Harlan Pepper a minimum of 20% of the estimated function costs or $250 

cash is required at the time of confirmation. 

3.2 Deposits to be paid are inclusive of Goods and Services Tax.  

06-0622-0926983-00 ANZ Harlan Pepper Food Co or by Paying in cash/debit to Harlan Pepper Premises 



 4.0 Final Payment 

4.1 A credit application or invoice is considered for private functions. Full payment must be made in on 

the night or by 12.00 noon or fourteen (14) working days after the function date, based on the minimum 

guaranteed numbers at this time. 

4.2 Accepted payment methods include; cash, credit card, debit or bank transfer. 

4.3 Additional charges may subsequently be incurred (eg. extra guests in attendance) and will be 

payable to Harlan Pepper on demand. 

4.4 Any amount overpaid (eg. bar tab in advance) will be processed and a refund issued within ten (10) 

working days following the event. 

4.5 If credit is approved all outstanding charges will be invoiced upon completion of the event. Payment 

terms are strictly seven (7) days from invoice date. Deposit payment criteria still apply. 

4.6 Harlan Pepper reserves the right to charge interest on overdue accounts at 2% per month. 

4.7 All costs incurred by Harlan Pepper pursuing the recovery of any outstanding monies due will be an 

additional charge to be paid by the client. Costs will include, but are not limited to, Commission Agency 

fees, other commissions and disbursements, solicitor fees on a solicitor own client basis. 

4.8 An additional transaction fee applies to all international payments where a swift code is required 

5.0 Final Numbers 

5.1 The number of people expected to attend the event must be advised five (5) working days prior to 

the commencement of the event, with confirmation of final numbers no later than three (3) working 

days prior to the event. 



5.2 Numbers charged for will be the final numbers confirmed, or the actual numbers in attendance on 

the day of the event, whichever is the greater. 

6.0 Cancellation of the Event 

6.1 All cancellations must be received by Harlan Pepper in writing. 

6.2 For events, the following criteria applies; 

6.2.1 The event may be cancelled more than seven (7) days prior to the date of the booking without 

penalty and the deposit held will be refunded. 

6.2.2 Deposits will not be refunded if a cancellation is received less than seven (7) days prior to the date 

of the booking. 

6.3 If a function is postponed more than seven (7) days prior to the date of the booking, deposits paid 

may be transferred to the new booking at the discretion of the Harlan Pepper manager. 

6.5 Where Harlan Pepper has booked audio visual equipment, entertainment or outside services for the 

function, the client may incur the full charge for these services. 

7.0 Function Details 

7.1 You are required to provide particulars of your event, any cancellations, changes or additions in 

writing. 

7.2 To ensure your requirements are met, all final details of the event, including the expected number of 

attendees, duration of the event, menu, beverages, entertainment, audio visual equipment, room set up 

etc., must be confirmed in writing by the client representative seven (7) working days prior to the event.  



7.3 Harlan Pepper will accept no responsibility for changes introduced subsequent to final sign off unless 

the Event Coordinator has acknowledged your request in writing and confirmed that the requested 

change has been approved. 

8.0 Harlan Pepper Damages/Insurances 

8.1 Should the fire brigade respond to an alarm caused by unauthorized use of special effects or a false 

alarm due to interference with alarm call points, or any other negligent action by any person in 

attendance or otherwise engaged on behalf or at the invitation of the client, the client will be liable for 

any charges incurred by Harlan Pepper. 

8.2 The client is liable to reimburse Harlan Pepper for the cost to remedy any damage to premises 

and/or equipment, or for any other loss due to theft or any other reason, caused by any person in 

attendance or otherwise engaged on behalf or at the invitation of the client. This applies to the room(s) 

reserved and to any other area or part of Harlan Pepper, accessed prior to, during, or after the event. 

8.3 Nothing is to be nailed, screwed, stapled or adhered to any wall, door or other surface or part of the 

building unless approval has been given by management. Suitable floor protection is to be used as 

required. Signage in public areas is to be kept to a minimum and must be approved by Harlan Pepper 

management. 

8.4 Harlan Pepper will take all necessary care of the client’s property, but will take no responsibility for 

damage or loss of property or merchandise left at Harlan Pepper prior to, during or after the event. 

8.5 If Harlan Pepper has reason to believe that the event will affect the smooth running of its operating 

activities, its security or reputation, or the security of individuals, we reserve the right to cancel and/or 

shut down the event, either before commencement of the event or at any time during the event, 

without liability or recourse. 



8.6 Harlan Pepper reserves the right at any time during an event to refuse to serve alcohol to any person 

deemed to be intoxicated, and to exclude from the event any person, considered in our sole opinion to 

be   acting unsuitably or inappropriately, and if necessary to remove the person from the premises, 

without liability or recourse. 

8.7 The client indemnifies Harlan Pepper against any claims which may arise from injury or damage 

caused or otherwise attributable to the use of any person not engaged by Harlan Pepper, to undertake 

work or duties on site at Harlan Pepper on behalf of the client. 

9.0 Pricing Policy 

9.1 Goods and services tax (GST) is included in the quoted rates, unless otherwise stated. GST is 

applicable to all charges at the GST rate current at the earlier of the time payment is made, or invoices 

are raised. 

9.2 Every endeavour will be made to maintain prices quoted, however prices are based on current costs 

and may be subject to change without notice to recover cost increases as they arise. 

10.0 Agency 

10.1 Where the organiser is not the client, the organiser warrants that they act as agent of the client and 

have the authority to enter into this agreement on behalf of the client. 

11.0 Client Responsibility 

11.1 The client will conduct their function in an orderly manner, in full compliance with all applicable 

laws and the instructions of Harlan Pepper personnel, ensuring minimal disruption to other guests and 

patrons of Harlan Pepper. 



11.2 If goods/packages are to remain on site after the conclusion of your event, prior arrangements 

must be made with the Event Coordinator. Any goods left at Harlan Pepper without prior arrangement 

will be considered to be abandoned, unless collected by the client within five (5) working days of the 

conclusion of the event. 

11.3 General cleaning is included at the fore note of this application. Additional charges may apply in 

instances where an event has created cleaning requirements that are considered to be over and above 

normal cleaning. 

SIGNATURE: 

 

FULL NAME: 

DATE:  


