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Venue Finding Enquiry Form
Return to karenhanks@venuesolutions.com or fax to 01684 893492
	Company
	

	Name of Contact
	

	Tel.
	

	Fax.
	

	Email address
	


Event:
	Date of Event
	

	Purpose of Event
	

	No of delegates
	

	Location
	

	Timings/schedule
	

	Budget
	

	Style of venue required
	


Event Space Requirements:
Plenary Room:

	Main room layout


	

	Projection type

(Back or Front)
	

	
	


Catering Requirements (please tick requirements):
Teas and Coffees on Arrival  ڤ   Mid Morning ڤ ڤ Mid Afternoon
Lunch Type: 
Seated Lunch in Private room  ڤ
Working lunch in meeting room ڤ 

Working lunch in separate room ڤ

Networking lunch with standsڤ    
Lunch in restaurant ڤ
Dinner:

Dinner in Private Room ڤ
Dinner in Restaurant ڤ
Exhibition Space:
	Number of Stands
	

	Type of Stands
	

	Size of Stands
	


Break-Out Rooms:
	Number of Syndicate rooms required
	

	Number of delegates per room
	


Accommodation:
	Number of Rooms required
	

	Arrival date
	

	Departure date
	


Please tick payment details for accommodation:

All accommodation to be settled by Master account ڤ
All accommodation to be paid by individual delegates on departure ڤ
Accommodation allocation required with agreed cut-off date for no cancellation charge ڤ
Additional Information:
