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FUNCTIONS & VENUE HIRE CORPORATE BOOKING FORM 
 

Personal Details: 
 
Company Name:  Contact Name:  
Organiser Name:  Contact Number:  
Address:  Mobile Number:  
  Fax Number:  
  Email:  
  Website:  
Post Code:  Other:  
 
Booking Information: 
 
Day Required:  Type of Event:  
Date Required:  Rooms Booked: 1. 
Time Required:   2. 

From:  Breakout Area: 1. 
Until:   2. 

No’s Attending:  Room Layout: 1. 
Delegates:   2. 
Facilitator:  Arrival Time:  
Other:  Departure Time:  
 
Refreshments & Catering Requirements: 
 
Refreshments: No’s: Time: Venue: Notes:
     
On Arrival:     
     
Mid Morning:     
     
Lunch:     
     
Mid Afternoon:     
     
Early Evening:     
     
Other:     
     
Any Additional Requirements:   
(i.e. red or white wine with lunch)  
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Equipment & Stationary Requirements: 
 

Equipment: Required: Stationary: Number:
OHP / Screen:  Pens / Note Pads:  
Flipchart / Paper:  Tent Cards:  
Whiteboard / Pens  Name Badges:  
LCD Projector:  Photocopies:  
TV / VHS / DVD:  Laminates:  
Other:  Acetates:  

 
Please Note: There is an extra charge for hiring AV equipment as detailed in 
   your terms and conditions of hire and must be pre-ordered for  
   each event individually. 
 
Declaration:  I wish to apply for the facilities detailed above and understand by 

 completing this form I am under contract.  I have read and 
 understand the terms and conditions of hire and agree to pay the 
 charges incurred. 

 
 
Signed: …………………………………………… 
 
 
Dated: …………………………………………… 


