
BOOK YOUR
EVENT

1< PREVIOUS PAGE  |    | NEXT > CTICC | SUSTAINABILITY MANUAL 2024 1< PREVIOUS PAGE   |      |  NEXT > CTICC | CLIENT MANUAL 2026



BOOK YOUR EVENT

PRO TIP – Effective planning is the key to 
greening your event. Take a look at our 
handy Event Greening Checklist and ask 
to meet the CTICC Sustainability Officer 
early on in your event planning process.

The CTICC accepts all credit cards, both online and on-site.
The CTICC charges VAT (Value-Added Tax) on services it renders at the current VAT rate of 15%.
All venue hiring costs and additional services quoted are exclusive of VAT. Food and beverage charges are quoted 
inclusive of VAT.

Payments should be made by electronic 
funds transfer (EFT) direct deposit. 

Credit card payments are only accepted 
on-site for total hire charges less than R50 

000, including VAT. Clients processing 
credit card payments exceeding 

this amount will be liable for the 
associated bank charges.

7. PAYMENT & VAT

Based on the initial quotation, your event 
organiser submits a request to the CTICC. If 

space is available and all conditions are 
met, a provisional booking is made. 

A Contract of Hire, including the 
General Conditions of Hire and 

Client Booking Schedule, is 
sent to you.

3. PROVISIONAL BOOKING

One month prior to your event, the CTICC must 
receive full and final information, in writing. This 

includes estimated attendance numbers and 
required equipment and services. This information is 

used to compile a Function Sheet. Final numbers must 
be provided by no later than seven days before the event 

unless it is booked within a week of the event.

We accommodate events that are booked  
at very short notice. In these cases, the Sales 

Executive or Event Executive will discuss 
specific requirements with you to ensure 

we deliver an event in line with the 
CTICC’s standards.

5. FINAL NUMBERS

Two weeks before the event, the CTICC 
will send a Function Sheet with full and 
final details. Major details may not be 
changed less than 72 working hours 
before the event. The CTICC 

will strive to cater for extra 
numbers, but this cannot 

be guaranteed.

6. FUNCTION SHEET

The CTICC’s sales team will provide 
a quotation and all the necessary 
information you require based 
on your requirements. The 

quotation is subject to 
availability.

2. INITIAL QUOTATION

Once you have signed the contract 
and paid the required deposit (10% 
total value of the booking), the 
agreement becomes binding.

4. CONFIRMED BOOKING

Based on your event 
requirements, a Sales 
Executive wil l be 

assigned to assist.

1. ENQUIRY
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https://www.cticc.co.za/


+27 21 410 5000

info@cticc.co.za

Website: cticc.co.za

@CTICC

@CTICC_Official

@official_cticc

Cape Town International Convention Centre

CTICC 1: 
Convention Square, 1 Lower Long Street, Cape 
Town, 8001, South Africa
GPS co-ordinates: -33.915141°, 18.425657°

CTICC 2: 
Corner of Heerengracht & Rua Bartholomeu Dias, 
Foreshore, Cape Town, 8001, South Africa
GPS co-ordinates: -33.91747°, 18.42908°

CONTACT
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