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Singleton Environment Centre Booking Form
Please complete fully and return to Singleton Environment Centre by email, fax or post.  Bookings should not be taken as booked until confirmation has been received.

Date Of The Event:________________________________________________
	Contact Details

Contact Name:

Contact Address:

Telephone Number:

Email Address:

Purchase order number or your reference:

Invoice Address(If Different):

If BTCV Please Provide The Cost Centre & Project Number:




Name of trainer/facilitator:

Title of event/course:

Sector  - Please Highlight or Tick 

· Voluntary Sector/Local community group

· Public Sector

· Private Sector

· BTCV

Details





Event Start Time:
Setup time:                                                                                           (time you want to use the room)
Event Finish Time:
Finish time:                                                                                          (time you will be leaving the centre)
Number of Delegates/Guests:
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Room Request – Please Highlight or Tick

· Rowan

· Hornbeam

· Hornbeam & Rowan

· Amphitheatre/outside event 

Room Layout required – Please Highlight or Tick



· Boardroom






 

· Classroom

· Theatre








· U - Shape



· Cabaret







Equipment Required – Please Highlight or Tick

· Flip Chart

(free)


               

· LCD Projector 
(provided at extra cost, please ask for details) 


· Laptop 

(provided at extra cost, please ask for details)
Refreshments 

Do you require Tea & Coffee?:

· Arrival:

· AM Break:

· PM Break:
Lunch 

· Do you require Lunch?:

Please complete the catering form

Any Special Requirements:

I have received, and agree to adhere to the Singleton Environment Centres Terms and Conditions in respect to the above booking.

Signed:













Print Name
:
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Date:
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Singleton Environment Centre 


Operated by BTCV on behalf of Ashford Borough Council


BTCV Registered Office, Sedum House, Mallard Way, Doncaster DN4 8DB. �BTCV is a charity registered in England (261009) and in Scotland (SC039302)


Reg. Company Limited by Guarantee 976410
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