
 
Conference-Venues (www.conference-venues.co.za )has grown and evolved significantly since our humble beginnings in 

2005 to become the largest (in terms of web traffic) dedicated conferencing website in Africa (we receive on average 

450 000 hits per month).  

 

We have decided to change the format in which a venue can list on the Conference-Venues website. This will apply to all 

2 000+ existing venues as well as any newcomers.   

 

Please find below the options available and pertinent information in order to continue your listing on the conference-

venues website (which remains a FREE service): 

 

Conference Venues South Africa Listing Agreement 
 

PART 1: VENUE LISTING 

 

Conference venues would like to offer you a choice of two listing options:  

 

Option 1 – Standard Listing.  

 

This allows you to list your venue as per the standard requirements, and benefit from the free listing and exposure that 

Conference Venues has to offer. If and when a client confirms a conference and/or accommodation with you from a lead 

that originated from our website, we would require a standard 10% commission on both the conference and 

accommodation rates charged.   Please note that this commission must be included in your normal rate and not added on 

to accommodate us.  Our promise to the client is that they will never pay more by utilising our services and therefore we 

are unable to charge higher rates than the client would pay if they were to book directly with you. 

 

Option 2 – Preferred Venue (receive SIGNIFICANTLY more business than a Standard Listing). 

 

This allows you to list your venue as per the standard requirements, and benefit from the free listing and exposure that 

Conference Venues has to offer. Your property will be advertised as a Preferred Venue and will appear at the top of the 

page of the area that your listing falls under. We will also provide you with additional pages to your listing, allowing you to 

provide more information and photos, thus making your venue more attractive to the client. If and when a client confirms a 

conference and/or accommodation with you from a lead that originated from our website, we would require a commission 

of at least 15% on both the conference and accommodation rates charged.   The percentage offered is at your discretion, 

but must not be less than 15%.  Sales and Marketing priority will be given to venues that offer a higher percentage 

commission. Please note that this commission must be included in your normal rate and not added on to accommodate us.  

Our promise to the client is that they will never pay more by utilising our services and therefore we are unable to charge 

higher rates than the client would pay if they were to book directly with you 

 

PART 2: OUR ROLE AS PCO 

 

Conference Venues receives hundreds of new enquiries every day. The lead is then allocated to a sales consultant who will 

liaise with the client and contact you, the venue, for a quote as per the client’s specific requirements.   

 

Conference Venues does not manipulate any information or rates on your quotes, and we send the quotes to the clients in 

the attached form that we received it. Therefore we require you to send us a formal, professional quote, ideally as a 

separate document. The quotes need to be inclusive of the agreed-upon commission.  

 

We ask that you, the venue, take note of the clients name provided by the consultant when quoting. As we send your quote 

to the client without deleting any contact information, we find that on occasion the client contacts the venue directly for 

changes to be made or to confirm the booking. In these instances, the venue must inform us immediately so that we can 

continue assisting the client with the enquiry/booking.  We will still invoice for the commission due, as the lead originated 

through the Conference Venues website.  

 



Throughout the process, the consultant will act as the liaison between the client and the venue, and therefore should the 

client contact you after they have received the quote, the consultant must be copied in on all further correspondence that 

you send the client. 

 

PART 3: FUNCTION REFERRAL ARRANGEMENT  
 

Conference Venues receives numerous private and corporate function enquiries daily along with the conference related 

enquiries. We feel that these enquiries are best dealt with by the venues directly, as they often require a lot more attention 

and each enquiry is unique.  Until now have been advising these clients that we cannot assist with their enquiry and have 

urged them to contact the various venues directly. However we would like to be of more service to the client and refer the 

enquiries to the venues directly.  In order for this to be beneficial to Conference Venues, we would ask for a referral 

commission to be paid to Conference Venues should the client confirm with your venue.  

 

Our role: One of our consultants would contact the client to find out where they want to host their event and which of 

venue they are looking for. If we think that your venue is suitable we would pass the enquiry to you directly to handle from 

there on in.   We would follow up with you occasionally to check on the progress of the enquiry and would require you to 

stay in contact with us as well.  

 

If and when the client confirms their event with you from a lead that originated through our website, we would require a 

referral commission to be paid on venue hire, catering and accommodation rates charged. The percentage referral 

commission is at your discretion but must not be less than 5%.  As with the conference commission we will issue you with a 

tax invoice after the event for settlement.  

 

We hope that you understand and agree to the above mentioned. 

 

Kindly send us your pictures and information which you require updated along with this signed document to:   

rudi@conference-venues.co.za  

 

 

Accomm On-Site Overflow Accomm Close By 

Accommodation: Single Sharing (Twin) Single Sharing (Twin) 

 

        

     Conferencing: Maximum Number of Delegates that can be hosted: 

 

Cinema Seating U-Shape Seating Schoolroom Banqueting 

 

        

 

Part 1  

Option chosen  (Option 1 or 2)    _________________________ 

 

Commission % offered     _________________________ 

 

Part 2    

Agreed to our role as the PCO (Yes or No)  _________________________ 

 

Part 3 

Agree to the referral Commission (Yes or No)  _________________________ 

 

Referral Commission% offered    _________________________ 

 

_________________________      _________________________ 

Name of Venue      Print Name 
(Authorised Person Signing this Agreement) 

 

 

_________________________     ______ /_______ /2012  

Signature      Date of signing 
(Authorised Person Signing this Agreement) 

 

Once completed please send this to:  rudi@conference-venues.co.za or fax: 086 627 8154 


