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Function Booking Form 

Customer Information 

Name:    __________________________________________________________________________ 

Company:   __________________________________________________________________________ 

Contact number:  __________________________________________________________________________ 

Email address:   __________________________________________________________________________ 

Function Details 

Date (dd/mm/yy): ________________  Start time: _________ (3 hr duration) 

Occasion:      ______________________________________________________________________________ 

Number of adults: __________________  Number of children (under 12): __________________ 

Area (Please circle): Sports Bar Alfresco (Semi-Private) | Sports Bar Alfresco (Private) | Beer Garden (Semi-Private) |      

Restaurant & Restaurant Alfresco (Semi-Private) 

Beverage Option (Please circle): Bar tab | Cash bar  Bar tab limits: ___________________________ 

Food Option (Please circle):  Set Menu | Platters  Serving time: __________________ 

Payment Details: 

Payment Method (Please circle): EFT Cash Credit Card (Phone) Credit Card (In-person)  

Credit Card Information (Required): 

Card Type (Please circle): Master Card (1.3% Surcharge)  

Other: ___________________ 

Visa (1.3% Surcharge) AMEX (1.5% Surcharge) 

Cardholder Name:  

Card Number:  

Expiration Date (mm/yy):  

CVC:  

 

Office use only 

Minimum Spend: $   50% deposit: $   Balance: $     

Extras: $    Date paid:   Date paid: 
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Function Terms and Conditions 

1. TENTATIVE BOOKINGS: We do not take tentative bookings. Our function reservations are on a first come 
basis, based on when the completed booking form and 50% of the minimum pre-paid spend is received. 
 

2. CONFIRMATION OF BOOKING/DEPOSIT: The completed booking form and 50% of the minimum pre-paid 
spend is required to confirm your function booking.  If the deposit and signed booking form is not received, 
RBG has the right to allocate space to another client. 
 

3. CONFIRMATION OF FINAL NUMBERS: Final numbers must be confirmed in writing seven (7) business days 
prior to your function (unless told otherwise).  If final numbers are not provided the highest estimated 
number of guests as advised on the booking form will be confirmed.  Clients will be required to pay 
according to final confirmed numbers.  If numbers increase after they have been confirmed, then you will 
still need to pay for the increased numbers.  If numbers decrease after final numbers have been confirmed, 
then you will still need to pay for the number of people that you have confirmed. 
 

4. CANCELLATION: All cancellations must be made in writing to Functions and Events Manager.  Cancellations 
within seven (7) business days prior to the contracted event date will be charged at 50% 
cancellation/administration fee based on the agreed minimum spend. 
 

5. PAYMENT: Credit card details are required for all Function bookings for security purposes.  Full pre-payment, 
final numbers & final catering selections are required seven (7) business days prior to your event. EFT 
payment option is available, however must be settled ten (10) business days prior to your event. Any 
additional charges must be settled at the conclusion of the function and charged to the nominated card 
provided on the booking form. 
 

6. FOOD: Food selections/Menus must be confirmed and selections advised to the venue seven (7) business 
days prior to the date of function.  NO FOOD or BEVERAGE of any kind will be permitted to be brought into 
the venue by the client or any other person attending the function unless prior arrangement with RBG, and 
may incur a charge.  Menus are subject to change due to availability of seasonal produce. Service times may 
vary depending on the date, time and circumstances of your function. 
 

7. AREA ALLOCATION: RBG reserves the right to allocate reservation areas according to function size and 
suitability. Please note requests for specific areas cannot be guaranteed. 
 

8. EQUIPMENT, DECORATIONS AND ENTERTAINMENT: Strictly no confetti, glitter, nails or tape. All balloons 
must be weighted. 
 

9. STORAGE: All belongings are asked to be collected at the conclusion of your function.  Unfortunately, there 
are no facilities for storage of any items on the premise.  RBG does not accept responsibility for the damage 
or loss of goods left on the premises prior to, during or after a function.  
 

10. ACCESS: Please advise when confirming the booking if you require access to the venue prior to your function 
for set up, deliveries, equipment etc, so that RBG staff can arrange a time suitable for you and the venue. 
 

11. SINAGE: Nothing to be nailed, screwed or stapled to any wall, door or other surface or part of the building.  
Signage must be approved by the Functions and Events Manager in writing prior to the function. 
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12. SUPPLY OF ALCOHOLIC BEVERAGES: RBG reserves the right to refuse the supply of alcoholic beverages to any 

guest attending the function that are considered to be under age, highly intoxicated or behaving in an 
offensive manner as per The Liquor Control Act. 
 

13. UNDERAGE GUESTS: All underage guests must be in the accompaniment of their parental or legal guardian 
for the duration of the function.  All underage guests must vacate the Sports Bar spaces by 9 PM.  
 

14. RESPONSIBILITY: The client will incur a charge to the to the nominated card provided on the booking form 
for any damage that is sustained to the venue, or any other property owned by or in the care and custody of 
RBG, which is caused by the client or any other person attending the function.  General and normal cleaning 
is included in the cost of function, however additional charges may be payable if the function has created 
cleaning that needs above and beyond normal cleaning.  
 

15. TERMINATION OF FUNCTIONS: Without limiting any other rights, RBG may terminate the function if you 
and/or any of your guests, or invitees fail to comply strictly with these terms and conditions; or an event 
which is beyond reasonable control, which prevents the holding of function.  It is the responsibility of you, 
the organiser, to inform all guests of RBG’s terms and conditions. 
 

16. CHANGE OF AREA: In the event of unforeseen circumstances or any dramatic alteration to numbers, RBG 
reserves the right to change the allocated area to another suitable area.  Every effort will be made to discuss 
the changes with the organiser well in advance where possible. 
 

17. COVID-19: In the event that the function cannot go ahead due to COVID-19 there is the option to cancel or 
reschedule the event. If cancellation is within seven (7) business days prior to the contracted event date, a 
25% cancellation/administration fee based on the agreed minimum spend applies. 
 

 

I __________________________ (print name) agree to the Terms and Conditions set by The Riverton Bar and 
Grill and authorise for The Riverton Bar and Grill to charge my nominated credit card any additional charges or 
damages. 

 

Functions and Events Manager    Client 

Montana Hopkins / Ivy Chiam    Name   ____________________ 

       Signature  ____________________ 

       Date           ____________________   


