	DELOS COMMUNITY

York House

1-3 Newton Close

Park Farm Industrial Estate

Wellingborough

Northants

NN8 6UW
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	Telephone: 01933  677889

Fax: 01933  677881

Email: info@delos.org.uk

www.delos.org.uk
Conference Contacts:
Heather Pitts

Martine Ward










	Name:
	

	
	

	Position:
	

	
	

	Name of Company/Organisation:
	

	
	

	Address:
	

	
	

	
	

	
	

	Postcode:
	

	
	

	Telephone:
	

	
	

	Fax:
	

	
	

	Email Address:
	






	Date/s of Hire:
	

	
	

	
	

	Room/s Required:
	Meeting Room 1
	
	8-10 people, board style

	
	
	
	

	
	Meeting Room 2
	
	8-10 people, board style 

	
	
	
	

	
	Meeting Room 3
	
	10-12  people, board style

	
	
	
	

	
	Meeting Room 4
	
	20-25 people, board style/up to 35 people, theatre style

	
	
	
	

	
	Conference Room
	
	20-25  people, board style/up to 40 people, theatre style

	
	

	Title of Event:
	

	
	

	Nature of Event:
	

	
	

	Time of Arrival for Setting up:
	

	
	

	Finish Time – (approximately):
	

	
	

	Delegate Numbers including Trainers/Speakers
	




	Coffee on arrival
	
	Approximate time 
	

	
	
	
	

	Coffee Break
	
	Approximate time 
	

	
	
	
	

	Lunch*
	
	Approximate time
	

	
	
	
	

	Delos Menu Options:
	Menu 1
	
	£7.00 per person

	
	
	
	
	

	
	Menu 2
	
	£5.50 per person

	
	
	
	
	

	Please indicate any known dietary requirements and numbers:
	

	* If using your own catering company, please list catering company name, contact number and delivery time


	
	
	
	

	Orange Juice 
	
	Approximate Time   
	

	
	
	
	

	Mineral Water 
	
	Approximate Time 
	

	
	
	
	

	Afternoon Break
	
	Approximate Time
	




	Television/Video/DVD
	
	
	FOC

	
	
	
	

	Overhead Projector and Screen
	
	
	FOC

	
	
	
	

	Flipchart and Pens
	
	
	FOC

	
	
	
	

	Projector 
	
	
	£50


	Any other equipment required (please state):   
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	ROOM HIRE
	Full Day
	Half Day

	Meeting Room 1
	£120
	£60

	Meeting Room 2
	£120
	£60

	Meeting Room 3
	£120
	£60

	Meeting Room 4 
	£150
	£75

	Conference Room
	£150
	£75


	REFRESHMENTS
	Full Day
	Half Day
	X Delegates=
	   £

	Hot Drinks Per Person
	£2.50
	£1.50
	
	


	Quantity

	Orange Juice 
	£1.50 per jug
	
	  £

	Mineral Water
	£1.50 per large bottle 
	
	  £


	LUNCH
	Menu 1
	Menu 2
	X Delegates=
	  £

	Per Person
	£7.00
	£5.50
	
	


	Sample menu’s are enclosed.  Specific dietary needs can be catered for.


	TOTAL COSTS

	ROOM HIRE:
	

	NUMBER OF DELEGATES:
	

	REFRESHMENTS AM/PM:
	

	LUNCHES:
	

	TOTAL:
	




1. Bookings are only confirmed upon the receipt of this fully completed Booking Form and a deposit of 50% of Hire Fee.  Your event should not be advertised until you have received written confirmation.  The remaining bill should be settled within seven days of the event taking place.

2. If you require catering services then the final numbers must be confirmed at least 3 days prior to the event otherwise the catering will be prepared and costed on the basis of your original booking.

3. Delos reserves the right to cancel any event if this Booking Form has not been returned or if the deposit has not been received.  No responsibility can be accepted for any prior advertising or expenses incurred by you in the event of such a cancellation.
4. The customer shall be responsible for paying all charges arising out of the booking including the cancellation fee.  The scale of cancellation charges is as follows:

	Up to one calendar month prior to date of event
	75% of total room hire charge refunded

	Up to 14 days prior to date of event
	25% of total room hire charge refunded

	Less than 14 days prior to date of event
	No Refund


5. The customer shall be responsible for insuring all their own equipment brought onto the premises and for any damage caused to the property of fixtures by any person, equipment or exhibits brought onto the premises by the customer.
6. Delos shall not be responsible for any loss or damage to any property arising out of holding a function or any injury sustained during the holding of an event arising from any cause whatsoever, or for any loss due to any breakdown of machinery, failure of supply of electricity or telephone, leakage or water, flood, fire, riot, government restriction or act of God which may cause the premises to be temporarily closed or the event interrupted.



I have read and understand this Booking Form and the conditions hereon.

Room Hire Fee £ 50% Deposit enclosed £

Please make cheques payable to: Delos Community Ltd

	Signed:
	

	
	

	Date:
	

	
	

	Name: 
	(block capitals please)

	
	

	On behalf of:
	


--------------------------------------------------------------------------------------------------------------------------------------

For Office Use Only:
	Deposit received:
	
	

	
	
	

	Remaining Costs
	Room:
	
	Catering:
	

	
	
	

	Letter of Confirmation sent:
	

	
	
	

	Final Payment Due:
	

	
	
	

	Final Payment Received:
	


Classroom Style





Informal





Boardroom Style





Theatre Style





Casual with tables





Jan2007.v3











