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Conference Information

Springlake Hotel provides you with all the relative information necessary to ensure that your next conference is a success.  Please read the Springlake conference packages in detail to guarantee your satisfaction.

Location
The Springlake Hotel is conveniently located on Springfield Lakes Boulevard on top of the hill over looking the picturesque lakes.

Our address: 
1/1 Springfield Lakes Boulevard, Springfield Lakes 4300

Opening and Closing Hours

Conferences are available from 6.00am to accommodate those requiring early morning meetings, corporate discussions and board meetings till 2:00am for those who wish to have a seminar or perhaps networking drinks after the work day.  

Function Rooms and Areas

The Springlake Hotel is your new Conference Facility, and can cater for your individual needs. We have two rooms that will allow you to hold that important meeting for 20 people or open the sound proof separation wall and allow you to present to a large amount of delegates of up to 300.
Conference packages

Complimentary with All conferences:
· Function staff to assist with your needs
· Lectern and microphone 
· Ice Water and Mints
· Notepad and Pens
· Full room set to cater to your requirements
Function Room setup styles:

· Theatre 

· Hollow-square

· U- Shape

· Boardroom

· Group 

· Class room

· Open Rounds

· Rounds

· Cocktail (networking events)

Please see room hire sheet for prices & setup styles numbers.

Equipment that you may need to hire:

· Over head projectors 





$25.00 per day
· Portable plasma TV’ with DVD or VHS machine 

$50.00 per day
· Portable data projector & screen (Own laptop) 

$70.00 per day
· Flip Chart and paper 





$20.00 per day
· White Board with printer 




$50.00 per day 
Please note that you may bring in your own equipment free of charge.

Payment Options:
· Direct Bank Deposit
· MasterCard, Visa, Amex, Diners
· Cheque

· Eftpos

· Cash

Please advise the Functions Manager of your payment option prior to your event so the necessary details can be provided so your payment is received promptly and on time.

CATERING

Catering must be ordered when booking a conference room – unless pre arranged with the Functions Manager. We have set Day Delegate Packages to cater for your individual conference or create your own menu with our Coffee Break options.
Platters are available to your group if you wish to have some light nibbles and drinks after your event or in our cocktail lounge, deck areas or foyer.
Your menu selection is required on the Wednesday two weeks prior to your conference date.  Final numbers and payment is required 7 days from your event. From this point numbers can still increase and need to be advised 72 hours (3 days) from the conference date with payment for additional numbers made at the same time.

Should additional catering be required during your function, please see the Function Manager to arrange this for you.

Catering may not be purchased from any external source and brought onto the premises.  The only exception is a cake to celebrate a special occasion. Kindly advise the Function Manager of any expected deliveries.

BEVERAGES
Beverages can be based on consumption basis or bar tab. Please organise drinks prior to your event.
BELONGINGS / GIFTS

Clients are to ensure all belongings are taken at the event conclusion. Should it be necessary to have items stored, this needs to be pre-arranged with the Functions Manager and all items are stored at your own risk. We do not take any responsibility for any property that is stolen or damaged if left on premise. 
Breakfast 

Continental Breakfast Buffet

Minimum 20 people

$19.95 per person 

 Selection

· Assorted Pastries

· Muffins 
· Croissant


· Toast & Condiments
· Selection of Cereal & Muesli

· Natural Yoghurt

· Fresh Sliced Fruit Platter

Drinks
· Orange Juice

· Tea & Coffee

Full Breakfast Buffet 

Minimum 20 people

$27.95 per person 

Continental Selection
· Assorted Pastries, Muffins & Croissants

· Toast &Condiments

· Selection of Cereal & Muesli

· Natural yoghurt

· Fresh sliced Fruit Platter

Hot Selection
· Grilled Tomato

· Scrambled Eggs

· Grilled Bacon Rashers

· Breakfast Sausages

· Sautéed Mushrooms

· Hash Browns

· Baked Beans

Drinks

· Variety of Juices

· Tea & Coffee

Breakfast Set Menu 1

Minimum 20 people

$21.95 per person
· Fresh fruit platter (served on tea and coffee station)

· Spring Lake breakfast of eggs Benedict with double smoked ham on toasted foccacia, Asparagus & grilled cherry tomatoes 
Drinks
· Freshly Brewed Coffee

· Selection of Teas 

· Orange Juice
Coffee Break Menu

Option 1
Drinks

· Freshly Brewed Coffee and a Selection of Teas.

$ 3.50 per person/session 

· Freshly Brewed Coffee and a Selection of Teas.

$ 5.50 per person continuous all day

· Jug of Assorted Juice 
$15.00per jug
· Jug of Assorted Soft Drink
$9.50 per jug
Option 2:

· 1 Choice of the following 

$5.50 per person/session
· 2 Choice of the following

$6.50 per person/session
· 3 Choice of the following

$7.50 per person/session
· Assorted Danish pastries

· Scones

· Assorted mini muffins

· Assorted mini cakes

· Home baked cookies

· Croissants

Option 3:
(Minimum 10 people)

· Assorted 6 point sandwiches
$9.50 per person

Hot Platter Option

Each platter is enough for approximately 10 guests

Wedge Platter - $45.00 per platter

Seasoned potato wedges with sweet chilli sauce & sour cream
Asian Platter - $50.00 per platter

Fried wontons, spring rolls, samousas, prawn crackers & money bags

Served with soy & sweet chilli sauce 

Aussie Platter - $57.00 per platter

Selection of premium sausage rolls & meat pies 

Seafood Platter - $70.00 per platter

Ocean bites, Panko prawns, Tempura whiting fillets, Thai fish cakes, panko calamari & sesame prawn toast served with soy & sweet chilli 
Pastry Platter - $60.00 per platter

Beef & vegetable, Sun dried tomato, Olive & Ricotta, and Thai red curry, gourmet cocktail pinwheels, and spinach & fetta, ham & cheese pastries.

Kebab Platter - $65.00

Selection of Chicken or lamb Kebabs with condiments

Sushi Platter – $65.00

Chef’s choice of fresh sushi rolls with soy & ginger dipping sauce

Kids Platter - $42.00

Chicken strips, ocean bites, meat balls, & beer battered fries 

Cold Platter Option
Each platter is enough for approximately 10 guests
Assorted Sandwich platter $60.00 per platter

A selection of mixed freshly made sandwiches

Antipasto Platter - $80.00 per platter

Grilled Zucchini, Eggplant, Mushrooms, Asparagus, Artichokes, Olives, Smoked Salmon, Fetta, & Sun dried Tomato Tapenade

Served with assorted crackers

Australian Cheese Platter-$55.00 per platter

Brie, Aged cheddar & Blue vein, lavish crisp bread & water crackers with a blend of Australian nuts & fine dried fruits

Fresh Fruit Platter - $45.00

Selection of cut seasonal fruits

Day Delegate Package
Deluxe Package One

Minimum 20 delegates

$35.50 per delegate per day

On Arrival

· Freshly Brewed Coffee

· Selection of Teas 

Morning Tea

· Home Baked Danish Pastries 

· Fresh Fruit Platter
Drinks

· Freshly Brewed Coffee 
· Selection of Teas 

Working Lunch

· Fresh Cut Crusty Bread

· Selection of Cold cut Meats 

· Antipasto Platter

· Condiments

· Fresh Garden Salad

· German Potato Salad

· Caesar Salad with Condiments

· Selection of Australian Cheese, Water Crackers and Dry Fruit
Drinks
· Freshly Brewed Coffee

· Selection of Teas 
· Orange Juice 
· Soft Drinks

Afternoon Tea

· Assorted Homemade Biscuits

For groups less than 25 please discuss with Functions Manager

Day Delegate Package
Deluxe Package Two

Minimum 25 delegates

$41.50 per delegate per day

On Arrival

· Freshly Brewed Coffee

· Selection of Teas 

Morning Tea

· Home baked Danish pastries 
· Mini muffins 
· Fresh fruit platter
Drinks

· Freshly Brewed Coffee 
· Selection of Teas 

Working Lunch

· Fresh cut crusty bread

· Selection of cold meats 

· Antipasto selection

· Condiments

· Selection of Australian cheese, water crackers and dry fruit
Salad Selection

· Tossed green salad
· Sweet potato, spinach and feta salad

· Caesar salad

· Condiments & dressings

Hot Selection

Chef selection of 
· Petite pies,

· Sausage rolls 
· Quiches
Drinks

· Freshly Brewed Coffee

· Selection of Teas 

· Orange Juice 

· Soft Drinks

Afternoon Tea

· Homemade assorted cookies

· Assorted mini cakes

For groups less than 25 please discuss with Functions Manager

Credit Card Authorisation

Date:_____________________________________________

Name on Card:_____________________________________

Card Number:______________________________________

Exp Date:__________________________________________

Type of Card:______________________________________

Amount to be Charged:______________________________

Signature of Cardholder:_____________________________

Date of Function:___________________________________

Name of Function:__________________________________

	ROOM HIRES

	 
	THEATRE
	HALLOW  SQUARE
	U/SHAPE
	BOARDROOM
	Group
	CLASS
	O/ROUNDS
	ROUNDS
	COCKTAIL

(NETWORKING)
	Cost

	Description
	# pax
	# pax
	# pax
	# pax
	# pax
	# pax
	# pax
	# pax
	# pax
	Other

	
	
	
	
	
	
	
	
	
	
	

	Grand Billabong
	350
	70
	N/A
	N/A
	
	100
	180
	230
	600
	$600.00

	Watering Hole
	80
	30
	40
	40
	
	50
	70
	90
	120
	$350.00

	Billabong
	80
	30
	40
	40
	
	60
	80
	100
	120
	$350.00

	Cocktail lounge           
Monday –

Thursday

Only
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A
	40
	$150.00

	Foyer

Weekdays only

Friday till 6:30pm
	100
	60
	50
	80
	
	40
	N/A
	N/A
	200
	$250.00

	Conference ½ day 4hrs

Watering hole/

Billabong room.
	80
	30
	40
	40
	
	50
	70
	90
	120
	$150.00

	Conference Full day 8hrs

Watering hole/

Billabong room.
	80
	30
	40
	40
	
	60
	80
	100
	120
	$250.00

	G/Billabong Conference 1/2 day 4 hrs
	350
	70
	N/A
	N/A
	
	100
	180
	230
	600
	$350.00

	G/Billabong Conference Full day 8 hrs
	350
	70
	N/A
	N/A
	
	100
	180
	230
	600
	$450.00

	* Prices Valid until 31st December 2011. Terms and conditions apply and subject to changes.

	


Function Terms & Conditions

Effective January 2011

The Springlake Hotel guarantees service & dedication to their customers at all times.  To ensure absolute satisfaction is achieved at your function, please read and acknowledge the following terms & conditions.

CATERING

Please refer to the attached menus for options. For food safety reasons, catering may not be purchased from any external source or provided by you and brought onto the premises.  THIS IS A FOOD SAFETY LAW. 

The only exception is a cake to celebrate an occasion.  Kindly advise the Function Manager of any expected deliveries.  

BEVERAGES

Beverages can be based on consumption basis with a cash bar, beverage package or bar tab. All Springlake Hotel staff are certified in the Responsible Service of Alcohol and it is Hotel policy that all staff comply with all relevant legislative and company requirements regarding the responsible service of alcohol, including refusing to supply liquor to a minor (or a person who cannot provide proof of age to confirm that they are 18 years or over), intoxicated or disorderly person.  We will fully support any staff member who refuses service to a person on these grounds.  

The Springlake Hotel has a zero tolerance policy and if it is deemed necessary will shut down any function that has strayed from within these guidelines.

Beverages may not be purchased from any external source and brought onto the premises. Our function bar will serve last drinks half an hour prior to end of room hire unless otherwise arranged in advance with the Function Manager.

BELONGINGS & GIFTS

Clients are to ensure all belongings (including gifts, banners etc) are taken at the conclusion of the function.  Should it be necessary to have items stored, this needs to be pre-arranged with the Function Manager and it is to be left at the owner’s risk. Springlake Hotel takes no responsibility for the loss or damage to personal property whilst left on premise.

DECORATIONS

Should you wish to decorate or theme your function, please discuss the alternatives with the Function Manager. 

Please pre-arrange room access with the Function Manager at least 1 week prior to your event if you wish to decorate the room.  

Kindly also advise us of any expected deliveries or companies booked to theme your hired function room.  

Items may only be fixed to the walls, doors with adhesives that do no remove paint (eg. Original bluetac or 3M removable hooks), in order to maintain the standard of the wall/fixture and need to be removed at the conclusion of the function.  All damage to the function room or equipment is to be reported and the client will be invoiced accordingly.

MUSIC & ENTERTAINMENT

The sound system throughout the entire function area is capable of playing nightlife or a CD player (able to play MP3 discs) can be located in your room for your use.  This system can be isolated so that each function area can listen to their own music.  Nightlife is a continuous playing selection of a wide variety of mainstream, top 40, and retro music from classical numbers to the latest hits with video clips playing in tandem on the plasma or projector screens (by request).  

Should you wish to view a Power Point presentation you have saved onto a disc, you can organise this with the Function Manager. 

Please ensure that you also organise with the Function Manager to check that your disc works prior to your function as we would hate for you to be disappointed on the day of the event.

Alternatively you may either hire a DJ, Jukebox or Acoustic Band.  Please advise the Functions Manager of any expected deliveries or band set-ups.  Bands need to bring their own portable speakers, as they are not able to hook into our sound system.  Due to liquor licensing laws we are required to close our outdoor areas at 12:00am (midnight) and in the event that the music level exceeds the decibel level it may be requested that entertainment is turned down or ceases completely. The Hotel Duty Manager will advise if this is the case.

PAYMENT

Payment can be made by either Cash or Credit Card (phone / in person) – see attached form at the end of this document. 

$150.00 non refundable deposit is required to secure your booking.

If posting credit card authorisation please send to:

Springlake Hotel 

Att: Function Manager

1/1 Springfield Lakes Boulevard 

Springfield Lakes QLD 4300

Should you require a Tax Invoice please request this from the Function Manager.

CANCELLATIONS

The deposit paid is non-refundable but is transferable to another available date should you give at least 6 weeks notice, but  should your function be cancelled 6 weeks prior to your date your deposit will be taken as a cancellation fee.  You must pay the full amount of food, room hire and any extras 2 weeks prior. If the function is cancelled within 7 days from the function date, full payment is non refundable.

MINORS​​​​​​​​​​​​​​​​​​​

It is hotel policy that minors are allowed in a private function up to 12.00am however must be accompanied by their parent or guardian at all times.  Minors may be provided with a wrist band to ensure that they are easily detectable.  If a minor removes his/her wrist band then the hotel security will ask this minor and his/her parents to leave the hotel premise immediately.

Minors are not allowed access (even when accompanied by an adult) to other areas within the hotel including the Sports/TAB Bar, Gaming Room & Designated smoking areas. 

PROPERTY DAMAGE

The client is financially responsible for any damage suffered by the hotel and permanent damage to property during their function (including their set up time).  In particular no items should be thrown off the verandas and the client must exercise appropriate control over their guests. 

MISCELLANEOUS

Food and Beverage prices are subject to change without notice however deposits paid within a three month period from a function date are guaranteed the initial pricing of catering only.

The Springlake Hotel reserves the right to refuse or cancel any function or event prior to the event being held.

The hotel and its management also reserve the right to implement any of the following actions if deemed necessary:

· Refuse service of alcohol (in accordance with RSA legislation)

· Removal of patrons from private functions

· Closure of bar at any point during a function

· Closure of private function at any point during function (No refund of room hire will be issued)

Once you have read the terms and conditions, please sign in the space below and return to the Function Manager when paying your deposit.

I HAVE READ AND UNDERSTOOD THE ABOVE TERMS AND CONDITONS: 

Clients Signature: 



__________________________________

Clients/Function Name


__________________________________

Client’s address



__________________________________


          




__________________________________

Clients Phone no



__________________________________

Client’s Mobile















__________________________________

Clients Email




__________________________________

Current Date: 




__________________________________

Date of Function:



__________________________________

Fax: 07 3436 2171

Post to Springlake Hotel – 1/1 Springfield Lakes BVD. Springfield Lakes 4300 

Email: functions@springlakehotel.com.au
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