The King Edward VII Memorial Hall 	[image: ]	Tel: 01638 667227
High Street, Newmarket CB8 8JP                                   		events@newmarket.gov.uk

CONFERENCE/MEETING ROOM BOOKING FORM
	YOUR DETAILS 

	Company/
Organisation: 
	
Click here to enter text.


	Name:
	Click here to enter text.	Billing address: (if different)

	Position:
	Click here to enter text.	Name:
	Click here to enter text.
	Address:


	
Click here to enter text.



	Address: 
	Click here to enter text.
	Postcode:
	Click here to enter text.	Postcode:
	Click here to enter text.
	Telephone:
	Click here to enter text.	Telephone
	Click here to enter text.
	Email:
	
Click here to enter text.
	Email: 
	Click here to enter text.
	Charity Reg No:
(if applicable)
	Click here to enter text.	Purchase order No:
	Click here to enter text.
	EVENT DETAILS

	Date:
	Click here to enter a date.	Hire start
Time:
	Click here to enter text.	Hire End
Time:
	Click here to enter text.
	Title of Event:
	Click here to enter text.	Event Start
Time:
	Click here to enter text.	Event End
Time:
	Click here to enter text.


	Room Preference:
	Room Layout
(please tick the appropriate box below)
	Numbers of Attending


	Memorial Hall
	 ☐
	Theatre
	
☐
	Cabaret
	☐	Lecture
	☐	
Click here to enter text.


	Council Chamber 
	☐	
	
	
	
	
	
	

	Sir Ernest Cassel 
	☐	U-shape
	☐	Boardroom
	☐	Other 
	☐	

	Sports Pavilion  
	☐	
	
	
	
	
	
	

	Severals Field
	☐	
	
	
	
	
	
	

	NTC set up/removal (charge apply) 
	Yes☐
	No☐
	Organiser set up/removal  (free of charge)
	Yes
☐
	No
☐

	Reason (Meeting/Training/Exhibition/Performance/Other):
	Click here to enter text.
	Will anyone attending have a disability requiring special arrangements? 
(please specify)
	Click here to enter text.
	EQUIPMENT: Booking of equipment is subject to availability

	Data Projector:
	☐	Screen:
	☐	Flip Chart:
	☐
	CATERING: Refreshments will be put in room for start of meeting unless otherwise requested. Please specify any special dietary requirements

	Outsourced  Catering
	Yes☐
	No
☐
	Use of Kitchen 
	Yes
☐
	No
☐
	NTC Catering
	Yes
☐
	No
☐

	Catering options
	Serving Time
	Numbers
	Requirements 

	Coffee/Tea 
	Click here to enter text.	Number	Click here to enter text.
	Coffee/Tea with biscuits 
	
Click here to enter text.
	Number	Click here to enter text.
	Working Lunch S1
	Click here to enter text.	Number	Click here to enter text.
	Working Lunch S2

	Click here to enter text.	Number	Click here to enter text.
	Working Lunch S3

	Click here to enter text.	Number	Click here to enter text.
	Working Lunch J1
	Click here to enter text.	Number	Click here to enter text.
	Working Lunch J2
	Click here to enter text.	Number	Click here to enter text.
	Working Lunch J3

	Click here to enter text.	Number	Click here to enter text.


	I apply to make this booking in accordance with the Terms & Conditions of Hire

	Signature: 
	

	Date: 
	Click here to enter a date.
	Name (Block Capitals) 

	Click here to enter text.


	




For office use only

	Event Manager:
Click here to enter text.

	Caretaker: 
	IT:Click here to enter text.
	Finance:Click here to enter text.
	Facilities:Click here to enter text.
	Confirmation: Click here to enter text.



Please complete the form above and send it to events@newmarket.gov.uk so we can investigate your request and arrange the booking
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