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Events Booking Form
PERSONAL / DEPARTMENTAL INFORMATION
Name: 

     
Job Title: 
     
Organisation: 
    
Address: 
     
Telephone No: 
     
Fax Number: 
     
Email Address: 
     
Preferred Method of Communication:  FORMCHECKBOX 
Telephone
  FORMCHECKBOX 
Fax
 
 FORMCHECKBOX 
Email
Full Cost Code / Purchase Order Number
     
ROOM REQUIREMENTS
Date(s) of Event:        

If booking covers more than one day please enter all dates                 
Title of Event:      
Number of Delegates Attending:     
If booking covers more than one day please enter No. of delegates for each day            
Please tick to confirm if your event is for:

 
a)
CMFT Trust Employees only


 FORMCHECKBOX 
 



NOTE: HMRC charge an additional employee benefit tax on catering for Trust Staff only events


b)
Includes Non-CMFT Employees


 FORMCHECKBOX 




NOTE: University of Manchester Staff are considered ‘Non-Trust’ staff for tax purposes 
Start Time of Event:      
If booking covers more than one day please enter all start times              
End Time of Event:      
If booking covers more than one day please enter all end times              
Room Required:


 FORMCHECKBOX 

Meeting Room 1 – up to 80 delegates 

 FORMCHECKBOX 

Meeting Room 2 (Servery) – up to 100 delegates

 FORMCHECKBOX 

Partitioned Front of Meeting Room 2 with Servery – up to 50 delegates
 FORMCHECKBOX 

Partitioned Back of Meeting Room 2 – up to 30 delegates
 FORMCHECKBOX 

Teaching and Demonstration Laboratory – up to 25 delegates

 FORMCHECKBOX 

Boardroom – up to 20 delegates

 FORMCHECKBOX 

Meeting Room 3 - up to 12 delegates
 FORMCHECKBOX 

Exhibition Room - up to 12 delegates
Please choose from the options below an appropriate room layout:
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	Please enter details in the text box below

	 FORMCHECKBOX 
 Classroom
	 FORMCHECKBOX 
 Lecture
	 FORMCHECKBOX 
 Boardroom
	 FORMCHECKBOX 
 U-Shape
	 FORMCHECKBOX 
 Other


Details of ‘Other’ requirements:
     
Facilities Needed:

 FORMCHECKBOX 

AV Kit (including laptop, projector and screen)


 FORMCHECKBOX 

PA for amplified sound

 FORMCHECKBOX 

DVD facility 
 FORMCHECKBOX 

Videoconferencing
 FORMCHECKBOX 

Teleconferencing
CATERING REQUIREMENTS

Please select the catering option(s) you would like.  Enter the time(s) you would like them to be ready and also the number of people your catering is required for.  Please also advise how many of your delegates are vegetarian (all lunch options cater for vegetarians but it helps to know how many are in your group).  Please also advise of any special dietary requirements. 
If booking covers more than one day please also complete the section for subsequent days.
​
Tea 0  Time:     
Coffee 0  Time:     
Biscuits  0   Time:     

Tea 0  Time:     
Coffee 0  Time:     
Biscuits  0   Time:     

Tea 0  Time:     
Coffee 0  Time:     
Biscuits  0   Time:     

Subsequent days:

Tea 0  Time:     
Coffee 0  Time:     
Biscuits  0   Time:     

Tea 0  Time:     
Coffee 0  Time:     
Biscuits  0   Time:     

Tea 0  Time:     
Coffee 0  Time:     
Biscuits  0   Time:     

Tea 0  Time:     
Coffee 0  Time:     
Biscuits  0   Time:     

Tea 0  Time:     
Coffee 0  Time:     
Biscuits  0   Time:     

Tea 0  Time:     
Coffee 0  Time:     
Biscuits  0   Time:     
All lunch options include tea & coffee, fruit juice and water

Delegate Rate A lunch options:

             Buffet Masters Sandwich Lunch
 FORMCHECKBOX 

Shlurp! Sandwich Lunch                                            
 FORMCHECKBOX 

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


Delegate Rate B lunch options:

Buffet Masters Sandwich Lunch with Soup                         
 FORMCHECKBOX 
      
---------------------------------------------------------------------------------


Delegate Rate C lunch options:

Shlurp! Soup & Sandwich Lunch                               
 FORMCHECKBOX 

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

Delegate Rate D lunch options:

Buffet Masters Cold Buffet Menu                                 
 FORMCHECKBOX 

Shlurp! Healthy Eating Buffet Lunch                               
 FORMCHECKBOX 

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


Delegate Rate E lunch options:

Shlurp! Hot Lunch Option
 FORMCHECKBOX 

Buffet Masters Hot Buffet Option    
 FORMCHECKBOX 

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


            Time:       
No. Required: 0 
Vegetarians 0
Special Diet  0

Details of Special Diet:      

Subsequent days:

Time:       
No. Required: 0 
Vegetarians 0
Special Diet  0
Time:       
No. Required: 0 
Vegetarians 0
Special Diet  0
If catering is not booked on submission of this form it is your responsibility to contact us and book catering at a later date if it is needed. All food catering must be ordered at least 5 working days prior to your event date 
CANCELLATION CHARGES

8 weeks or less

50% of cost without catering

4 weeks or less 

75% of cost without catering

7 days or less 

100% of total cost
Cancellation of your event should be in writing – see contact details below

Once completed please email this form to the Nowgen Events Team bookings@nowgen.org.uk

Or post to:

Bookings
Nowgen - A Centre for Genetics in Healthcare
The Nowgen Centre
29 Grafton Street
Manchester
M13 9WU
Fax: 0161 276 4058
Your booking is classified as confirmed once the Nowgen Events Team has received this completed document. Payment will be processed via invoice or internal recharge after the booking date. Should you have not received a quotation detailing the total costs of your booking, please contact the Events Team.
For any other information, please contact Nowgen Reception on 0161 276 5956
Thank you for choosing The Nowgen Centre as your venue
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