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ABBEY MANOR BUSINESS CENTRE




The Abbey

Preston Road

Yeovil, Somerset

BA20 2EN

Tel: 01935  848524     Fax: 01935 431269

E-mail: ambc@abbeymanor.com



Company
     

Name to be displayed on direction signs:
     

Contact Name
     

Address
     




Your Order number
     

Phone
W)
     
Fax:
     


M)
     
Email:
     

Invoice details ( if different from above )

Name:
     

Address
     




Room Hire: 


Date:
      

Time in*:
     
Delegates Arrival Time:
     
Time out:
     

Presenter’s Name/s:
     

Number of delegates:
     
(Including Presenters)

Name of Room:
 FORMCHECKBOX 
 Mandeville Room




 FORMCHECKBOX 
 Plucknett Suite


 FORMCHECKBOX 
 Small Meeting Room


 FORMCHECKBOX 
 Other Meeting Room

Room Layout:
 FORMCHECKBOX 
 Boardroom




 FORMCHECKBOX 
 Theatre



 FORMCHECKBOX 
 U-Shaped
(with tables)


 FORMCHECKBOX 
 Horseshoe
(no tables)


 FORMCHECKBOX 
 Other
(Please provide Details/plan)

     

Disabled Access Required
     

* Please Note Our rooms are set up based on your Time In/Arrival time, if you arrive before this time, you may not be able to gain access to your room until the time you have requested.

Equipment Required:

 FORMCHECKBOX 
 Projector / Audio Visual Equipment 

 FORMCHECKBOX 
 Screen 
 FORMCHECKBOX 
 Internet Access 
 FORMCHECKBOX 
 Flipchart – Qty       

 FORMCHECKBOX 
 Whiteboard
 FORMCHECKBOX 
 Laptop 
 FORMCHECKBOX 
 Notepads & Pens 

 FORMCHECKBOX 
 Other (please specify):      

Continued . . . 

Abbey Manor Business Centre – Room Hire Booking Form

Catering Requirements

Please put quantity required in the relevant box.

Time Required:
     
     
     
     
     
Total

DELEGATE RATE






     

Tea/Coffee

     
     
     
     
     
     

Tea/Coffee and Biscuits

     
     
     
     
     
     

Tea/Coffee and Cakes

     
     
     
     
     
     

Tea/Coffee and Pastries

     
     
     
     
     
     

Orange Juice (1lt jug)

     
     
     
     
     
     

Breakfast Menu

     
     
     
     
     
     

Lunch Menu A

     
     
     
     
     
     

Lunch Menu B

     
     
     
     
     
     

Lunch Menu C

     
     
     
     
     
     

Lunch Menu D

     
     
     
     
     
     

Ploughman’s Menu

     
     
     
     
     
     

Cold Buffet Menu

     
     
     
     
     
     

Hot Buffet Menu

     
     
     
     
     
     

Hot Meals 

     
     
     
     
     
     

Special Menu As Agreed

     
     
     
     
     
     

Tap water will be provided in each meeting room free of charge.

Other Dietary Requirements or Notes :      


CANCELLATION POLICY

Less than 5 working days notice
Full cancellation charge for room hire and catering charges as booked
Between 6 and 10 working days notice
80% cancellation charge on room hire only

Between 11 and 21 working days notice
50% cancellation charge on room hire only

Please note that the hirer will be liable for any costs incurred due to damage or unnecessary cleaning expenses caused during the hiring of the facilities

Full terms and conditions available upon request.



How did you hear about the facilities at AMBC?
     


Signature: 

By signing this form you are agreeing to our conditions of hire.
     

Date:
     







All Prices displayed on this form are shown excluding VAT.
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ABBEY MANOR BUSINESS CENTRE







