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South Fens

BUSINESS CENTRE



 
CONFERENCE BOOKING FORM

Your details

Company Name      
        

Address                  

E- mail:             

Contact name:     
              
Phone numbers:      
Conference details


Event title:

Date:           

Times required:    
	Room Required

 
	Layout Style

	
	Boardroom 
	Classroom/ Café
	U-shape
	Theatre style

	Beech Conference Room (max. 50)
	
	
	
	
	
	
	
	

	Apple Conference Room  (max.20)
	
	
	
	
	
	
	
	

	Oak Conference Room     (max. 16)
	
	
	
	
	
	
	
	

	U14 Meeting Room           (max. 10)
	
	
	
	
	
	
	
	

	U2 Meeting Room             (max. 4)
	
	
	
	
	
	
	
	

	U1 Meeting Room             (max. 4)
	
	
	
	
	
	
	
	


	Number of Delegates:
	

	
	
	Quantity
	
	Times

	Tea, Coffee & Biscuits
	
	
	
	

	Orange Juice Jugs (1 jug = 6 glasses)
	
	
	
	


	Catering:
	Please select menu choice and either fruit or mini cakes


	Menu A
	
	Menu B
	
	Menu C
	
	Menu D
	
	Menu E
	
	

	Menu F
	
	Menu G
	
	Menu H
	
	Menu I
	
	
	
	

	Fruit Bowl
	
	
OR
Mini Cakes
	
	
	
	

	
	
	
	
	
	
	

	Time Food Required: 
	
	
	
	
	
	


Extras

Please write in the number required as applicable

	Pencil and A4 lined notepads
	

	Flipchart Paper and Markers
	

	Colour Pencils
	

	Microsoft Windows computer facilities with over projectors and screens are included if required, please tick below to indicate whether organiser will bring a laptop or memory stick to connect to the system


	Screen required (organiser will bring laptop) 
	

	Computer & screen required (organiser will bring memory stick)
	

	Public address system and microphone required
	

	DVD/Video player required
	

	Induction Loop System required
	


Please confirm below any other requirements:

	


I confirm that:

· I have read all the terms and conditions (see page 3) for making a conference booking and would like to make a booking as detailed on this form. 


Client Signature





Date


Budget Code
    


Invoice Name &

Address

Please return this form to:
South Fens Business Centre

Fenton Way, Chatteris,
Cambridgeshire

PE16 6TT
Tel: 01354 691623
Fax: 01354 691614
Email: Southfens@fenland.gov.uk 
Terms and Conditions

Core Hours

Core conference hours are Monday to Friday 9.00am to 5.00pm. 
Where a booking is outside core hours, the evening/weekend rate shall apply depending on the availability and discretion of the Centre Manager.

When making a booking, please book from the time access to the conference is required to the time you intend to vacate the conference room as this would be strictly adhered to.

Making a booking
All bookings must be on the Conference Booking Form and be signed by a member of the client company or organisation. Bookings are valid where the Centre Management has provided written confirmation.
Refreshments will be supplied as requested and confirmed on the conference booking form.

Bookings are based on a minimum hourly rate basis subject to availability.

Cancellations

All cancellations should be made in writing or by using the cancellation forms available from the Business Centre 15 working days before the date of the booking. If cancellations are made within 14 working days of the booking a 35% charge applies. If a cancellation is made within 2 working days of the booking, then the client is liable for the full cost of the booking.

Refreshments and Catering

Catering and refreshments can be arranged on your behalf. Please see our menu for details. The current menu can be downloaded from www.southfens.com, or alternatively you may call our reception desk for a copy. South Fens Business Centre shall not accept liability for maintaining standards of quality for food provided by contracted caterers. We will normally require two weeks notice for catering orders.
You are at liberty to provide your own catering; however there would be a service charge of £1 (exc. VAT) per delegate.

On Arrival 
The ‘responsible person’ should make themselves known to the reception desk, providing staff with a complete list of attendees, including information relating to any attendees with specific requirements or disabilities (for fire evacuation purposes)
In the event of an emergency 

The ‘responsible person’ will be required to familiarise themselves with the nearest safe and alternative fire exits and ensure the safe evacuation of all attendees. 
In the event of the fire alarm sounding, please head to the nearest fire exits as indicated by the signs within the conference and meeting rooms.
VAT

All conference services including catering are subject to VAT at the prevailing rate.
Further Contact
From time to time, South Fens Business Centre may contact you by email, phone or post to inform you of upcoming events or offers.  If you would rather we did not contact you, please tick here(. Your details will not be passed to any third party or used for any purpose other than that stated above.
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