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EVENT


INFORMATION


Please kindly complete all fields in the form below. *Items marked are required for invoice.

	Event name:
Date:
	

	Organiser:
	

	Host:
	

	*Company Name:
*University Department: 

*Customer Number:
	

	*Billing Department:
Postcode:
*Telephone:
*E-mail:
	

	Numbers attending:
	

	Time of first arrivals:
	

	Time of last departures:
	

	Please advise if VIPs will be attending
	Yes/No

	Catering requirements

or attach a copy of our menu with your selections clearly marked. Please include the catering schedule you would like, eg. Tea and coffee at 10:30, lunch at 13:00, afternoon tea and coffee at 16:00 etc.
	

	Dietary Requirements
	

	Name of room/s required (if applicable)
	

	Please specify your preferred room layout (theatre/classroom/boardroom etc)
	

	Equipment required
Let us know if you plan to bring your own
	

	Disabled facilities required
Lift access & flat floors on all levels
	Yes/No

	Parking – 
Registration / name of driver:
	


Please return the completed form 14 days prior to your event to:

Email: conferences@unicen.cam.ac.uk
Post: The Conference Office, at the University Centre, Granta Place, Mill Lane, Cambridge CB2 1RU 

Fax: 01223 337745

Please remember to confirm final details no later than ONE WEEK before your event.
We would like to use the information you have provided to stay in touch, but only in ways you find helpful. If you prefer not to receive information about our offers on products or services, please mark the appropriate box below. 

         Please do not e-mail me

	We do not share
personal information with third parties


         Please do not phone me                

         Please do not text me

         Please do not mail me
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