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Please kindly complete all fields in the form below.
*Items marked with an asterisk are required for invoice.
	Event name:
Event date:
	


	Contact name:
Contact email:

Contact telephone number:
	



	*Company name/university department: 

*Company/university department address:

*Department Code:
	



	*Billing department:
*Billing department code:
*Billing email:

*Billing telephone number:
*External/Internal:

University of Cambridge departments are VAT-exempt. If your event is eligible for VAT exemption, you will need to provide a VAT-exemption form.
	







	Numbers attending:
	

	Time of first arrivals:
Please include time to set up the event, if required.
	

	Time of last departures:
	

	VIPs attending:
	Yes/No

	Catering requirements:
Please include the catering schedule you would like (e.g. Tea and coffee at 10:30, lunch at 13:00, afternoon tea and coffee at 16:00, and dietary requirements (e.g. one Vegan, two nut allergy).
	

	Name of room(s) required:
	

	Preferred room layout(s): 

Please describe your arrangements 
(E.g. Theatre style).
	


	AV Equipment required:
	

	Disabled facilities required:
Please notes all floors have lift access.
	


	Parking registration/name of driver:
	



 University Centre Event Booking Form

Please return the completed form 14 days prior to your event. Remember to confirm any final details no later than ONE WEEK before your event.

Email: 
conferences@admin.cam.ac.uk
Post: 
The Conference Office
University Centre

Granta Place

Mill Lane

Cambrid
CB2 1RU 

Fax: 
01223 337745
Specific personal information collected on this form
This booking form asks you to provide information about yourself. We gather this information so that we can manage bookings. We use this personal data to fulfil our “contractual” relationship with you.

We do not share your data with any external parties. We will not collect any data about you from any external sources. We will hold your data for no longer than two years after your booking.

For more information about how we handle your personal information, and your rights under data protection legislation, please see https://www.information-compliance.admin.cam.ac.uk/data-protection/general-data.

Statement updated May 2018

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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