
 

 

 

 

 

 

 

CONFERENCING 
Based on a minimum of 10 delegates 

 
RATES:     
 

o Full Day Conference  Package @ R395-00 per person.   
 
o This package includes the following: 

o Venue hire and setup 
o PA system and projector 
o Free WI-FI 
o Arrival tea/coffee with refreshments 
o Mid-morning tea/coffee with refreshments 
o Chef’s choice lunch (Please provide us with all dietary requirements) 
o Afternoon tea/coffee with refreshments 
o Flip chart and 3 x different colored markers 
o Ice water & mints on the tables 
o Note pad and pens 

 
o Half Day Conference Package  @ R295-00 per person.   

 
o This package includes the following: 

o Venue hire and setup 
o PA system and projector 
o Free WI-FI 
o Arrival Tea/Coffee with refreshments 
o Mid-morning tea/coffee with refreshments 
o Chef’s choice lunch  (Please provide us with all dietary requirements) 
o Flip chart and 3 x different colored markers 
o Ice water & mints on the tables 
o Note pad and pens 

 
CATERING 
 
Arrival:  Tea, coffee, muffins and croissants 

Mid-Morning: Tea, coffee, sandwiches 

Lunch: 2 x Meats (A red and a white meat are served) 
 Starch 
 2 x Vegetable 
 Dessert 

Afternoon: Tea, coffee, sandwiches and sweet tartlets 



 
 
 
 

 
 
 

 
 
 
 
 
 
 
CONFERENCE TIMES 
 

o Standard conference times are from 08h00 – 17h00 (Full day) 

o Standard conference times are from 08h00 – 13h00 (Half day) 
o 30 Minute extensions in the morning (by prior arrangement) or afternoon will be allowed at no 

extra charge   
o Additional after hour usage will be charged at R350-00 per hour.  Please note that the 

allowing of extended hours is at the discretion of Management and on availability. 
 
SETUP OPTIONS 
 
SCHOOLROOM       
U-SHAPE 
CINEMA 
BOARDROOM 
 
We can accommodate up to a maximum of:  
 
60 People Schoolroom style     
40 People U-shape 
220 People Cinema (there is no area to accommodate the delegates for sit down meals) 
40 People Boardroom 
 
PAYMENT PROCEDURES  
 

o To confirm and secure your booking, a 50 % deposit is payable immediately 
o All outstanding payments to be settled 7 days prior to the Conference & any additional 

expenses to be settled on departure 
o Should an open bar limit be required, master account to be settled on departure 

 
BANK DETAILS 
 
NAME    : Irene Country Club 
BANK    : STANDARD BANK 
ACCOUNT NUMBER  : 011 739 754 
BRANCH CODE  : 01-09-45-40 
 
Please e-mail copy of the proof of payment to events@irenecc.co.za 
 
 
CANCELLATIONS 
 
A Cancellation / postponement fee will be charged in the event of cancellation of conference as 
follows:  

 
o 50 % for notice less than 30 days 
o 100 % for more than 14 days, but less than 1 calendar month. 
o 100 % for notice less than 7 days 



 
 
 
 

 
 
 

 
 
 
 
 
 
 

TERMS & CONDITIONS 
 
The customer will be liable for the replacement value of any items removed from the premises by the 
guests of the Customer.  The Customer is responsible for any and all damages to or losses of Irene 
Country Club incurred as a result of Function/Seminar/Conference and indemnity Irene Country Club 
in full for any and all damages or losses. 
 
Irene Country Club shall not be responsible for any injury to any of the delegates to or loss of any 
property of delegates through any cause of whatever nature of the act of any person. 
Final numbers are to be supplied at least 14 days prior to the date of the conference/event.  Should 
the function be cancelled within a period more than 14 days prior to the date of the function, but less 
than 1 calendar month, the penalty payable is 75% of the total quoted amount as stipulated on the 
pro-forma.  If cancellation takes place within a period less than 14 days, the full price agreed upon is 
payable.  All changes to number or set-ups have to be confirmed in writing or via e-mail.  No verbal 
changes will be accepted.  The responsibility is with the client to confirm via phone or e-mail whether 
Irene Country Club has received this confirmation.  All bookings will remain tentative until a signed 
agreement is received and as quotations go out daily, the first signed agreement received by Irene 
Country Club will be confirmed. 
 
Please note :  A tentative is valid for 1 week from the date that the tentative has been booked.  A 
deposit is then due to secure the booking and the relevant forms signed and sent back to 
events@irenecc.co.za.  All tentative bookings will thereafter be released and be made available to 
other possible conferencing / functions / golf days without consultation. 
 
No Conference or Event will be allowed to continue unless full payments have been received or 
unless otherwise pre-arranged.  With the signing of this agreement the Authorized person accepts 
responsibility of payment.  Set-ups will be done as directed to Irene Country Club on this contract and 
clients are requested to note requirements.  The person signing this contract agrees to settle any 
outstanding amount if a problem with payment occurs and further confirms that he/she is duly 
authorized to enter into this agreement. 
 
Signed on the ________________ day of __________________ 20 
 
____________________________  _________________________ 
Signature      Print Name 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 

CONFERENCE PACKAGE AGREEMENT 
 
Bookings will only confirmed on acceptance of this document. 
 
Please sign the contract and mail it back to events@irenecc.co.za . 
 

COMPANY NAME  ______________________________________________ 

 

COMPANY VAT NUMBER ______________________________________________ 

 

TEL NUMBER  ______________________________________________ 

 

FAX NUMBER  ______________________________________________ 

 

CELLULAR NUMBER ______________________________________________ 

 

EMAIL ADDRESS  ______________________________________________ 

 

CONTACT PERSON ______________________________________________ 

 

PHYSICAL ADDRESS ______________________________________________ 

 

POSTAL ADDRESS ______________________________________________ 
 
 



 
 
 
 
 
 

 
 
 
 
 
 

CONFERENCE BOOKING FORM 
 
Date of Conference   ____________________________________ 
 
Number of People   ____________________________________ 
 
Arrival Time    ____________________________________ 
 
Mid-Morning Tea/Coffee Time ____________________________________ 
 
Lunch Time    ____________________________________ 
 
Dietary Requirements  Halaal     ________________________ 
    Vegetarian    ________________________ 
    Kosher    ________________________ 
    Vegan     ________________________ 
    Diabetic    ________________________ 
    Other     ________________________ 
 
Afternoon Tea/Coffee Break ____________________________________ 
 
Departure Time   ____________________________________ 
 
Seating    Please mark below 
 
SCHOOLROOM         
U-SHAPE   
CINEMA 
BOARDROOM 
 
Signed at 

____________________________________________________________ on this 

______________day of_________________________________ 20____________. 

 
____________________________________ 
FULL NAME / SIGNATURE 

�



 


