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Your details

	Your name
	



	Organisation or business name
	



	Type of organisation
	
VCFSE          Statutory          Commercial





	Address



	



	Telephone number
	



	[bookmark: _Hlk155771436]Email
	



	Invoice address and email if different
	




Event details

	Title of event
	



	Date of Event 
	
	PO Number
	

	

	Room required
	 
Training Room   G07      F40       F25   




	Start time 
	
	End time
	



	Number of delegates
	 



	Name of Lead person or trainer on the day
	
Is this person authorised to request further refreshments further to those already booked?    Yes     No
Please note that additional refreshments may incur a charge.





	Type of event
	
Training   Meeting  Networking   Other: ________________    

Please give a brief description of your event:





Is your event:

In-house (only available to your staff or invited guests) 

Public (this will be promoted in the public domain for anybody to attend)





Room requirements

	
Layout
	
Boardroom   Theatre   Cabaret   U-Shape   Classroom  Horseshoe (no tables)    Circle (no tables)

Other: _____________________________




	
Equipment

	
Laptop  Projector   Flipchart   








Refreshments  (please see enclosed information for refreshment prices)

	
	Quantity 

	Serving times

	
	
	Serving 1
	Serving 2
	Serving 3

	Jugs of water
	
	
	
	

	Tea and coffee
	
	
	
	

	Tea, coffee and biscuits
	
	
	
	

	Fruit juice
	
	
	
	



Lunch Arrangements (please see enclosed information for lunch menus and prices)

	None required?
	




	Menu requirements
	
Menu 1          Menu 2          Menu 3        Menu 4

* Please advise any options: 



	Quantity 
	



	Dietary requirements
(please note that there will  be an additional charge for these)
	Please specify any dietary requirements and state whether these lunches are included or in addition to the quantity stated for the standard menus.



	
Serving time

	




	Drinks to accompany lunch              QTY
	Jugs of water
	Fruit Juice
	Tea and Coffee
	Tea, Coffee and biscuits

	
	
	
	
	



	Any additional information or requirements

	










How will we use the information about you?
We will process your request for a service from Community Action Suffolk and manage any account you have with us.
This information may be shared within Community Action Suffolk and it’s subsidiary companies but will never be shared for marketing purposes outside our group of companies. Further information  on how we treat your personal data and our group of companies can be found on our privacy policy here
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