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Keep Britain Tidy Conference Room Booking Form


In order to ensure an efficient room booking service please confirm all your details by e-mailing or faxing this form to the Events Team.

Any provisional telephone booking will not be confirmed until this form is received.

	Invoice address (your booking will not be taken without this)
	

	Order Number (if used)
	

	Contact name, telephone number and Organisation
	

	Name of Meeting
	

	Number of Delegates
	

	Day and Date room is required
	

	Time Room is required
	From:

To:
	
	Start of meeting
	

	Refreshments: Please state any special dietary requirements

	Tea / coffee / biscuits
	On arrival

Yes  /  No

Time______
	Mid Meeting am

Yes  /  No

Time________
	Mid Meeting pm

Yes  /  No

Time______



	Lunch Required

Yes  /  No

Time__________


	Tea / Coffee required with lunch

Yes  /  No

	All Equipment needed must be booked in advance

	Equipment Requirements (Please tick equipment required)
	Lectern
	Laptop
	Flipchart

	
	Writing paper and pens
	Screen
	

	Room Layout (please tick the relevant box below)

	Cabaret
	Boardroom
	Theatre
	“U” shaped

	Other (please state)
	


For all enquires please email events@keepbritaintidy.org or telephone 01942 612620 and ask for the Events Department.

Forms can be returned to the above email address or faxed on 01942 824778 or posted to the address below.

All cancellations must be received in writing (preferably by email) at least one week before the booking date. All late cancellations will be charged an administration fee which may be up to 100% of the original booking.

Events Team

Keep Britain Tidy

Elizabeth House

The Pier

Wigan

WN3 4EX
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