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Breakfast 

(60 – 200 persons) 

Full Buffet 

(K65.00 per person) 

Grilled Crispy Shoulder Bacon Rashers 

Mini Cheese Kranskys or Thin Beef Sausages 

Scrambled & Fried Eggs or Quiche Lorraine 

Grilled Tomato Halves with Chives 

Hash Browns or Tomato, Onion & Chive Potato Bake 

Baked Beans or Spaghetti in Tomato Sauce or Savory Mince 

Vegetarian Option - Oven Roasted Vegetable Frittata Squares, Warm Mini Cheese Croissants or Vegetable Ragout 

Sliced Tropical Seasonal Fruits 

Bakery Basket - Freshly Baked Assorted Muffins, Danish Pastries & Croissants 

White & Wholemeal Toast, Butter & Preserves 

Orange Juice 

Brewed Coffee & Tea 

Continental Buffet 

(K40.00 per person) 

Assorted Cereals with Full Cream Milk & Yoghurt, Individual Muesli Cups 

Cream Cheese, Avocado & Lettuce Mini Rolls 

Sliced Tropical Seasonal Fruits 

Bakery Basket - Freshly Baked Assorted Muffins, Danish Pastries & Croissants, Muesli & Health Bars (Wrapped) 

White & Wholemeal Toast, Butter & Preserves 

Orange Juice 

Brewed Coffee & Tea 

  

Plated Breakfast 

(K45.00 per person)  

Scrambled or Fried Eggs, Crispy Shoulder Bacon Rasher, Sausage, Grilled Tomato Half with Chives, Hash Brown  

Toast, Butter & Preserves  

Orange Juice  

 Brewed Coffee & Tea  

 Vegetarian Option - Oven Roasted Vegetable Frittata Square, Grilled Tomato Half with Chives, Hash Brown,      

Warm Cheese Mini Croissant  

Toast, Butter & Preserves  

Orange Juice  

Brewed Coffee & Tea  
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Morning & Afternoon Tea 

       (25 – 200 persons) 

Boardroom 

(K15.00 per person) Cookies 

or Pastries Brewed Coffee & 

Tea 

Sweet Selection 

(K35.00 per person) 

Cookies (2 per person) 

Assorted Muffins (1 per person) 

Freshly Baked Scones with Strawberry Jam & Fresh Cream (1 per person) 

Sliced Tropical Seasonal Fruits 

Muesli Cup 

Banana Cake with Lemon Frosting (1 slice per person) 

Chocolate Slice or Carrot Cake Squares (1 per person) 

Muesli & Health Bar (1 per person) 

Brewed Coffee & Tea 

 

Savory 

(K35.00 per person) 

Oven Baked Mini Croissant with Shaved Leg Ham, Cheese & Tomato (1 per person) 

Bacon & Egg Filled Bread Roll with Barbeque Sauce (1 per person) 

Assorted Mini Pizza Squares (2 per person) 

Mini Quiche Lorraine or Cream Cheese, Avocado & Lettuce Mini Roll (1 per person) 

Assorted Sandwiches (1 per person) 

Brewed Coffee & Tea 

Beverages 

Orange Juice 

(K16.00 per Jug) 

Assorted Soft Drinks 

(K5.00 per can) 

600 ml Bottled Water 

(K4.50) 
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           Buffet 

(25 – 200 persons) 

Hot Selection 

Choose 3 of the following… 

Roasted Pork Leg with Apple Sauce 

Mustard Crusted Scotch Fillet with Rich Pan Gravy 

Oven Baked Chicken with Garlic & Thyme Glaze Honey 

Roasted Ham Leg with Cloves 

Roasted Herb & Garlic Lamb Leg with Minted Jus 

Oven Baked Reef Fish Fillet Topped with Seafood Harvest 

Thai Style Green Chicken Curry with Coconut, Lemongrass & Chili 

Beef & Red Wine Casserole 

Mild Lamb Korma 

Tandoori Chicken Drumsticks 

Sides 

Choose 2 of the following… 

Potato Bake 

Oven Baked Potato 

Roasted Sweet Potato 

Vegetable Ragout 

Steamed Rice 

Fried Rice 

Jasmine Scented Rice 

Vegetables 

Choose 2 of the following… 

Roasted Pumpkin Wedges 

Oven Baked Half Honeyed Carrots 

Steamed Broccoli in Oyster Sauce 

Aibika, Tomato, Onion & Ginger Wok 

Tossed Stir-Fry Vegetables 

  

Chef’s Choice of 2 Salads   

Bread Rolls & Condiments  

Fruit Platter  

  

K85.00 per person  
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Buffet 

Additional Choices  

 Cold Platters  

  

Meat Platter with Roast Beef, Leg Ham, Pepperoni & Roasted Chicken   

Antipasto Platter with Char Grilled Eggplant, Zucchini, Sun-dried Tomato & Capsicum Bowl 

of Poached Saltwater Prawns with Lemon Wedges & Cocktail Sauce  

  

ADD K15.00 per person  

Salads  

  

Tomato & Red Onion   

Potato & Bacon   

Coleslaw  

Cucumber  

Green Leaf  

Mediterranean Pasta  

Rice  

  

ADD K5.00 per person  

Desserts  

  

Selection of Homemade Gateaux & Slices  

  

ADD K10.00 per person  

 

Cheeses 

  

Selection of Imported Cheeses with Dried Fruits, Walnuts & Water Crackers  

  

ADD K15.00 per person  
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 Working Lunch  

(Minimum 5 persons)   

 Baguettes, Sandwiches & Wraps  

Choose 3 of the following…  

Leg Ham, Cheese & Tomato   

Chicken, Avocado & Mayonnaise  

Roast Beef with Salad & Mustard  

Tuna, Mayonnaise, Cheese & Red Onion  

Salami, Salad, Capsicum & Black Olives Char-Grilled 

Vegetable  

 

Cold Platters  

Choose 1 of the following…  

Meat Platter with Roast Beef, Leg Ham, Pepperoni & Roasted Chicken   

Antipasto Platter with Char Grilled Eggplant, Zucchini, Sun-dried Tomato & Capsicum  

Bowl of Poached Saltwater Prawns with Lemon Wedges & Cocktail Sauce  

 Pizzas  

Choose 2 of the following…  

Hawaiian or Barbeque Chicken or Supreme   

Meat Lovers or Vegetarian   

 Salads  

Choose 2 of the following…  

Tomato & Red Onion   

Potato & Bacon or Coleslaw  

Cucumber or Green Leaf  

Mediterranean Pasta Rice 

Desserts  

Choose 2 of the following…  

Fresh Fruit Platter or Fruit Salad  

Selection of Homemade Gateaux & Slices  

  

Full Working Lunch – K55.00 per person  

Cold Platters, Salads + Dessert – K45.00 per person  

Baguettes or Sandwiches or Wraps + Fruit - K30.00 per person 

Pizzas + Salads - K30.00 per person  

   

A minimum of 24 hours is needed ensuring freshness & availability  
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Set Menu 

(50 – 150 persons)  

Alternate Drop  

 

 Soup  

 Cream of Pumpkin with Crispy Bacon Lardons  

 Curry Sweet Potato Soup with Deep Fried Cooking Banana  

  

Aibika, Pitpit, Tomato & Ginger Coconut Cream  

  

Chicken & Sweet Corn Soup with Chilli Soy  

 

 

Starter (Cold)  

Poached Prawns with Julienne Vegetable & Cherry Tomato Salad & Seafood Sauce  

  

Mini Caesar Salad with Shredded Roast Chicken  

  

Cajun Beef Encroute with Roasted Tomato Balsamic  

  

 

Starter (Warm)  

Red Emperor Potato Cake with Pickled Cucumber & Sesame Soy Dressing   

  

Atlantic Salmon, Green Bean & Cherry Tomato Salad with Lemon Buerre Blanc   

  

Santa Cruz Style Lamb Tenderloin, Balsamic Eggplant with Roasted Tomato Sambal  
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Main Course 

 Slow Roasted Pork Loin, Potato & Apple Fritter, Caramelized Tomato & Red Onion with Apple Cider Jus  

  

Herb Crumbed Reef Fish Served with Paprika Wedges, Garden Salad & Tar tare Sauce   

  

Roasted Lamb Rack with Garlic & Rosemary, Baked Potato, Roasted Pumpkin Wedge, Honey Carrot                    

with Pan Juice Minted Gravy   

  

Grilled Pork Cutlets, Kaukau & Banana with Ginger, Aibika & Tomato Coconut Cream   

  

Pan Fried Chicken Breast Filled with Ham & Camembert, Potato Rosti, Steamed Broccoli                                 

& Roasted Capsicum Sauce   

  

Oven Baked Red Emperor Fillet with Buttered Parsley Potato, Green Beans & Sweet Chili Potato Puree   

  

Char Grilled Eye Fillet Mignon Cooked Medium, Garlic Mash, Caramelized Tomato & Red Onion                      

with Balsamic Red Wine Jus   

  

  

 Dessert  

 Banana Fudge Cake with Caramel Sauce & Vanilla Ice Cream  

  

Individual Black Forest with Chocolate Ganache  

  

Seasonal Fruit Custard Tartlet with Crème Anglaise  

  

Cheese 

Selection of Imported Cheeses with Dried Fruit, Walnuts & Water Crackers  

  

  

2 courses – K75.00 per person  

  

3 courses – K95.00 per person  

   

3 courses + Cheese – K110.00 per person  
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 Gourmet Barbeques  

  

Option 1: 

Beef & Pork Sausages  

Hamburger Patties  

Fish Fillets  

Chicken Fillets  

Roast Potatoes  

Stir-Fry Vegetables  

Rich Pan Gravy  

  

Garden Salad   

Coleslaw  

  

Bread Rolls, Sliced Bread & Condiments  

  

K55.00 per person (minimum 20 persons)  

  

  Option 2:  

Rib Fillet Steaks (150 gram each) 

Beef & Pork Sausages  

Citrus & Herb Chicken Breast  

Garlic Butter Tiger Prawns  

Mornay Style Lobster Tails  

Barbeque Vegetable Medley  

Portobella Mushrooms  

Onion Gravy  

  

Potato & Bacon Salad & Garden Salad with Italian Dressing 

Coleslaw & Mediterranean Pasta Salad  

 French Stick, Bread Rolls & Condiments  

  

K120.00 per person (minimum 20 persons)  
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Option 3:  

  

  

Prawn Vietnamese Rice Paper Rolls  

Mini Bruschetta with Salsa & Feta  

Bocconcini, Cherry Tomato & Fresh Basil Skewers  

  

Whole Citrus & Herb Steamed Salmon  

Petit Eye fillet Steaks (150 gram each)  

Citrus & Herb Chicken Breast  

Garlic Butter Tiger Prawns  

Garlic Lobster tails  

Barbeque Sweet Corn on the Cob  

Barbeque Buttered Asparagus  

Portobello Mushrooms  

Pepper & Diane Sauce  

  

Potato & Bacon Salad  

Garden Salad with Italian Dressing  

Coleslaw  

Mediterranean Pasta Salad  

  

Mustard & Garlic Bread, Bread Rolls & Condiments  

  

Assorted Imported Cheeses, Dried Fruits, Walnuts & Water Crackers Fresh 

Seasonal Fruit Platter  

  

K200.00 per person (minimum 25 persons)  

  

   

24 hours’ notice required for the above barbeque menu options  
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Picnic Hampers & Barbeque Packs 

 

 

OPTION 1 ~ BBQ PACK 

Minute Steak, Sausage, Citrus & Herb Chicken 

Breast, Potato Salad, Coleslaw, Bread Roll, 

Condiments & Sliced Fruit 

K50.00 per person 

 

 

OPTION 2 ~ READY TO GO 

Ham, Cheese & Salad Roll, Cold Meats, Cheeses & 

Crackers, Cold Roast Chicken, Potato Salad, Coleslaw 

Sliced Fruit 

K40.00 per person 

 

24 hours’ notice required 

Advise which option AND for how many 

 

 

 

 

 

 

 

 

Outside Catering 

Royal                      K75.00 per person 
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Cold Platter with Roast Beef, Leg Ham, Salami & Roast Chicken 

V Assorted Sandwiches on White & Wholemeal Bread 

V Tandoori Chicken Drumsticks 

V Beef & Red Wine Casserole 

V Steamed Rice 

V Wok Tossed Stir-Fry Vegetables 

V Garden Salad with Oil & Vinaigrette 

V Bread Rolls & Condiments 

V Selection of Gateaux & Slices 

V Fresh Tropical Fruit Platter 

Papua               K55.00 per person 

 ʁ Assorted Sandwiches & Wraps 

 ʁ Beef Stroganoff  & Nasi Goreng 

 ʁ Steamed Rice &  Herb Roasted Vegetables 

 ʁ Green Leaf Salad with Thai oil 

 ʁ Bread Rolls & Condiments  Sliced Fresh Tropical Fruit 

Yacht        K40.00 per person 

V Hawaiian & Supreme Pizzas & Marinated Chicken Wings 

V Assorted Sandwiches on White & Wholemeal Bread 

V Sliced Fresh Tropical Fruit 

 

Club        K30.00 per person 

Assorted Sandwiches on White & Wholemeal Bread 

V Banana or Carrot Cake Slices 

 

*24 Hours Notice Required. 

Minimum 20 Persons. 

Pick Up From MacDhui Restaurant or  Delivery 

Fee: K100.00 
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RPYC VENUE HIRE RATES - 2016 

  

 Size 
(Approx) 

Theatre Sit down 
Dinner 

Boardroom Cocktail Room Hire 

       

Function Room(full day) 32m2 40 20 20 40 K550 

Function Room(half day) 32m2 40 20 20 40 K350 

Mac Dhui Restaurant 128m2  100 80 n/a 120 K550 

Mac Dhui Rest/Balc 193m2  150 n/a 200 K750 

Lounge Bar 68m2 60 60 40 80 K550 

Lounge/Balc/Main Bar 192m2 350 300 n/a 400 K1500 

Balcony 572m2 n/a 150 n/a 250 K350 

Boat Shed 288m2 150 180 n/a 300 K1200 

Sails Cafe 68m2 50 60 25 100 K550 

Gantry 75m2 n/a 60 n/a 80 K3250 

Entire Club 
(minus Wet bar) 

1000m2 n/a 600 n/a 1000 K10000 

Morning & Afternoon Tea  

  

Brewed Coffee & Tea                        K10.00 per person  

Brewed Coffee & Tea with Assorted Muffins or Cookies        K15.00 per person  

Brewed Coffee & Tea with Assorted Sandwiches + Fruit                 K30.00 per person   

  

Full Day Conference Package (minimum 10 persons) @ K85.00 per person  

                    

Inclusive of:  

Room Hire (includes Whiteboard, Flip Chart & Markers)  

Morning & Afternoon Tea  

Restaurant Weekday Buffet Lunch Served with Orange Juice  

  

Equipment Hire  

  

Overhead Projector & Screen              K300.00  

Data Projector                 K500.00          

Whiteboard, Flipchart & Markers             Inclusive  
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Kids Parties 

  

Sausage Rolls Hot Dogs  

Chicken Wings  

Mini Hamburgers  

Fish Fingers  

Hot Chips  

 Tomato Sauce & Barbeque Sauce    

K30.00 per child  

  

K40.00 per child above menu + pizza  

  

Extras: Balloons, Party Favours, Streamers + Venue Hire - K500.00  

  

Please enquire about our birthday cakes  

Other Menu Options 

  

Chicken Nuggets & Fries  K15.50  

Fish Bites & Fries  K 15.50  

Squid Rings & Fries  K15.50  

Ham & Cheese Pasta  K15.50  

Spaghetti Bolognese  K15.50  

4” Ham & Cheese Pizza & Fries  K15.50 Cheese Burger & Fries  

K15.50  

  

 Assorted Beverages – Spiders, Milk Shakes, Juices & Soft Drinks    

Ice-creams & Sundaes  

  

Beverages 

  

   

A Full List of Beverages is Available on Request  
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Royal Papua Yacht Club                                                                                                                  

Functions Terms & Conditions  

Prices                                                                                                                                                                                                            

All prices are valid to 31st December, 2015 and are subject to change without notice.  All prices are in PNG Kina 

and are inclusive of tax.  

PRICES DO NOT INCLUDED  

• Any personal or additional expenses such as facsimile use, telephone calls, internet use or any items not 

indicated as included in the Function Agreement.  

• Additional costs such as printing for menus, name tags/cards, programs, invitations or tickets etc., Special 

Function Licence fees, decorations or hiring of additional equipment in order to hold your event.  

Royal Papua Yacht Club (RPYC) reserves the right to recover from you:  

• Any property or accommodation damages caused by you or your guests; or  

• Any other fees, charges or levies the RPYC may incur because of your actions or omissions.  

BOOKINGS AND PAYMENTS                                                                                                                                                       

BOOKINGS                                                                                                                                                                                                    

All details of the event must be confirmed by the Organiser(s) prior to the event.  The Function Agreement and 

Terms and Conditions must be signed off by the Organiser.  Final numbers of attendees must be confirmed 24 hours 

prior or full numbers will be charged.                                                                                                                                                            

PAYMENTS                                                                                                                                                                                                    

A deposit of 50% of the full cost amount for your event is required in order for you to secure your booking.  The full 

balance of payment must then be made prior to the commencement of your event.  Failure to pay the stipulated 

deposit or the full balance in the times mentioned in these Terms and Conditions, will mean your event will be 

cancelled.  Any additional costs must be settled at the conclusion of the event.  If agreed prior by Management, 

provision can be made to settle additional costs within 48 hours of the event.  Extra costs incurred during the event 

must be approved by Management and signed off by the Organiser prior to those costs being incurred.  Method of 

payment must be approved prior to the event by RPYC Management.                                                                                                   

CANCELLATIONS                                                                                                                                                                                           

If you cancel your booking 48 hours or more prior to your event no financial penalty will be incurred.  If your 

booking is cancelled within 48 hours of your event or you do not show up on the date of the booked event, the 

deposit paid will not be refunded.  
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LIABILITY                                                                                                                                                                                                      

To the full extent permitted by law, the RPYC;   

a) Whilst acting in good faith, does not accept any responsibility for default causing loss or injury to person 

or property whether by negligence or otherwise on the part of any company, firm or their employees or 

any individual providing any facilities for any person taking part in the event; and  

b) Is not liable for any loss, damage, cost or expense suffered by any person or additional expenses caused 

or occasioned by delays due to adverse weather, unsuitable conditions, illness, injuries, strikes, civil 

disturbances or whatsoever in nature interfering with, altering or adding to the cost of the service 

requested or booked.  

Responsibility for third parties or conduct of others    

a) Neither the RPYC nor its’ agents or co-operating organisations will be responsible for any cancellations, 

delays, diversions or substitution of equipment or any act of omission whatsoever by air carriers, hotels, 

transportation companies, or any other persons providing any of the services necessitated by the same.  

Nor shall they be liable for any loss or damage to property, or for injury, illness or death, or for any 

damages or claims whatsoever arising from loss, negligence or delay from the act, error, or negligence of 

any person not its’ direct employee or under its’ exclusive control.  

The RPYC is not responsible for any criminal conduct by third parties.  

Governing law                                                                                                                                                                                                      

All matters concerning this booking will be subject to the laws of the National Capital District (NCD), Papua New 

Guinea and legal action arising under this contract shall be litigated in the appropriate Court having jurisdiction at 

the NCD which Court both parties acknowledge to have exclusive jurisdiction in relation of any legal action brought 

under these Terms and Conditions.  The RPYC will comply by the conditions of its’ Liquor Licence and any special 

fees incurred for the extension of trading hours will be passed on to the event Organiser.  

Errors and omissions                                                                                                                                                                            

Every effort is made to ensure accuracy at the time of going to press, however, the RPYC cannot be held responsible 

for printing or typographical errors (including electronic publications), or errors arising from unforeseen 

circumstances.  

Entire agreement                                                                                                                                                                                                

This document and the Functions Agreement represents the entire agreement between the participant and the RPYC.  

I agree with the abovementioned Functions Terms & Conditions.  

Name:_______________________________   Signed:____________________________________   

Date:________________________________                                                            
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WiFi Hotspot & Internet Connectivity  

  

You are able to connect to the internet in and around the Club’s surrounds.  

Administration Services  

  

Services:     
  

Price:         Rate:  

Local telephone call    50t / K2.00        To landline / To mobile phone  

International telephone call  

  

K4.00         Per minute on international calls  

Photocopying     

  

K2.00 / K4.00       Per A4 page / Per A3 page  

Laminating     

  

K5.00         Per A4 page  

Colour printing     

  

K5.00         Per A4 page  

Typing / Data processing 

& retrieval  

K5.00         Per A4 page  

  

Facsimile transmission (local) K4.00         Per page  

Facsimile transmission (intl.) K8.00         Per page  

Event Organisation  

  

We can assist with booking entertainment for your event.  We have a number of bands and other music 

professionals who perform regularly at the RPYC and can be arranged to perform at your function.  Please contact 

our Function Sales Team for more information and assistance.  

We also work closely with a number of professional Event Management organisations which offer services such as 

decoratiing, sound, lighting, set building, staging, rigging, design and logistics.  They can assist with events like 

product launches, conferences, award shows, presentations and live concerts.  

  

Event:       Price: (indicative only & to be confirmed at time of booking)  

  

Performance group      K500.00 per performance  

  

Live music / band       K1,000.00 per 4 – 5 hours  

  

DJ / Master of Ceremonies    Various prices to be confirmed at time of booking    
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Booking Agreement 

 

STEP 1. (Booking Agreement) 

Please read the attached booking agreement carefully, sign it and return it no later than the contract due date of  

_____/_____/______ 

  

STEP 2. (Deposit) 

Please send your deposit of 20% of the total amount owing (per the accepted quote) 7 days after confirming  

your booking to secure your booking. 

  

STEP 3. (Further Deposit)  

Please send the remaining deposit of 30% of the total amount owing (per the excepted quote) no later than 1 month 

prior to your booked function by ______/______/______ 

  

Bookings made within a three month period will require a total deposit of 50% up front per the accepted 

quote. 

  

STEP 4. (Security & Dress Code) 

Minimum of 24hrs prior to your reservation please advise a full list of names of your guests so they can be allowed 

through Security and signed into the club. RPYC also has a dress code and we ask that all members of your group 

abide by this dress code. Failure by guests to abide by the dress code may result in non access to RPYC & its 

facilities. We are a members club and all Members, Guests & Visitors must obey our standards of conduct and dress 

appropriately at all times. NO singlets or tank tops, hats, soiled work clothes, distasteful or offensive t-shirts will be 

permitted. Footwear must be worn at all times. NO thongs after 6pm. Closed in shoes, sports shoes or sandals with backs on 

are permitted. Clean, neat and tidy dress is required at all times within the club. 

 

STEP 5. (Final Payment) Tax Invoice 

The balance of the account and any other agreed incidentals are to be paid in full on departure and a tax invoice and  

receipt will be provided at this time (if required)  

Preferred Payment methods are Cash, Credit Card or EFT 

For credit card payments please contact Functions on +675 7272 4950 

  

Address for contract and payment can be sent to:  

Royal Papua Yacht Club 

PO BOX 140 

Port Moresby NCD 

Papua New Guinea. 

 

If you have any questions please do not hesitate to contact me 

 

Functions Manager 



 
 

Royal Papua Yacht Club   
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 T: +675 321 700  F: +675 321 4935 E: functions@rpyc.com.pg  W: www.rpyc.com.pg  
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Welcome Letter 

     

1st July 2016 

  

_______________________________ function 

  

  

  

  

  

Dear ___________________________________ 

  

  

Thank you for your enquiry at the Royal Papua Yacht Club. 

  

I am pleased to confirm the availability of our XXXXXX room for the dates of  

______/_____/______ 

  

Please find enclosed the following link to our website, where our Banquet kit and services can be viewed or 

downloaded. 

  

http://www.rpyc.com.pg/food-social/functions/ 

 

  

I have provided a basic written quotation for the estimated cost of your function which is  

attached on the email.  

You will notice that I have left our beverage and choice menu’s etc.  I have also attached our menu options, we can 

discuss your menu choices shortly. 

  

We appreciate the opportunity to provide a quote for and if agreeable host your function . 

  

Should you require any further assistance or have any questions please do not hesitate to phone on (+675) 321 1700 

or email me on functions@rpyc.com.pg . 

  

  

Yours sincerely 

 

 

 

 

 

 

http://www.rpyc.com.pg/food-social/functions/
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Quotation No: 

 Date: 5/23/2016 

INVOICE # [100] 

Expiration Date: [Enter 

date] 

TO [Name] 

[Company Name] 

[Street Address] 

[City, ST  ZIP Code] 

[Phone] 

Customer Email  [ABC12345] 

 

Qty Item Description Unit Price Total

-$                        

-$                        

-$                        

-$                        

-$                        

-$                        

-$                        

-$                        

-$                        

-$                        

-$                        

SubTotal -$                        

GST -$                        

TOTAL -$                        

 

 

Quotation prepared by:  _________________________________________________________________________________________  

This is a quotation on the goods named, subject to the terms and conditions policy of the RPYC. Payment Terms: 50% deposit required, 50% upon 

Completion Validity: 5 Days from the date of the Quotation   
Please contact Serah/Sarah, should you have any queries. 

 

To accept this quotation, sign here and return: _______________________________________________________________________  
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Functions Booking Procedure 

 

 

NOTES 

 

1. Once the sale is made and the deposit paid the Function is handled by the Functions Manager. 
 

Member contacted and 
business generated. Availability 
assessed and Welcome letter or 

email sent with quote. Space 
tentatively booked with 

functions. Follow up in 7 days.

QUOTES. Member accepts 
quote and is forwarded Booking 

agreement and terms & 
conditions.

Function raises deposit tax 
invoice. 

FUNCTIONS COORDINATOR. 
Raises event orders and 

organises set ups. Department 
coordination. Functions set up, 

Social Secretary, F& B, FOH, 
Maintenance.

Final invoice. 

SALES. Follow up. Ensure 
Member is on database and 
regular call pattern. Initiate 

feedback letter and offer 
incentive to return.


