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Name: ____________________________________ Company:___________________________________________ 
Company address if new to school : ________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
Phone number: ___________________________________________						
Email address:	 ___________________________________________						
Invoice to be sent to:	__________________________________________________________________________
Type of booking (Training/workshop/meeting): _____________________________________________________
Which room and layout arrangement would you like to book? Please tick
	Cornflower Suite
£180 full day / £100 half day
	Zinnia Suite
£140 full day / £80 half day

	Conference style: up to 48 delegates
	
	layout: seats 12
	

	Horseshoe layout: up to 40 delegates
	
	Classroom style: seats 12
	

	Boardroom layout: up to 26 delegates
	
	
	

	Teamwork layout: up to 28 delegates
	
	
	

	Classroom style: up to 40 delegates
	
	
	

	other layout (please specify)
	
	
	



Date: _______________________   Full/Half Day: _____________________ Time: _________________________
Will you be using your own laptop or a memory stick? ________________________________________________
Buffet required: Yes/ No
If so Buffet requirements/numbers: _________	
Food allergies: ________________________________________________________________________________						
Buffet brochure can be seen on request.
We will require 2 weeks’ notice to cancel or rearrange the room booking. If the booking is cancelled with less than two weeks’ notice it is 50% of the original room will be charged. If we are not notified of the room booking being cancelled 2 weeks before the booking then the full amount will be payable. If you have booked a buffet we need at least 2 weeks’ notice to cancel the booking with our catering team. Cancellations later than two weeks’ notice for buffets will be payable at the full amount.
I 					, am agreeing to the terms and conditions of the booking outlined in this document. I am agreeing to the cancellation periods required for my booking.
Signed								 Date					
Admin:
Room booking confirmed by:							 Date:				
Catering booked:								 Date:				
Chargeable amount:	________________________
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