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18 North Baily
Durham
DH1 3RH
			                         
Conference Manager: 0191 334 3344
Conference Administrator: 0191 3343337
	    	                    E-mail: chads.commercial@durham.ac.uk
General Enquiries: 0191 334 3358
                                                                                                                                                         Web: www.stchads.ac.uk
                                                                                                                    
1 Contact details All areas of section 1 must be completed.
Your name:     
Contact Telephone number:       
Email address:       
Today’s date:        

Event
Name of event:       
Start date:       Arrival time:       End Date      Departure time:     
Number of nights:        
Number or anticipated number of delegates:       

2 Accommodation requirements (Bed & Breakfast) please input amount of each room type required.
Single En suite:        
Double En suite:      
Twin En suite:      
Single Standard:       
Double Standard:      
Twin Standard:       
Standard rooms have a private shared bathroom. En-suite rooms have their own bathroom.  Rooms allocated may be dependent upon availability at the time of booking.  Breakfast is included with accommodation and is served daily from 08:00 – 09:30. Special requests for breakfast outside of this time may be submitted however, this would be for a continental breakfast only.

3 Catering Requirements
Please add numbers required inside the relevant boxes.  Lunch is either a Light Lunch 
or Working Lunch menu, or servery lunch for 15 delegates and over. 
Dinner is ‘Chefs Choice’ Servery meal.  Gala Dinners are ‘served’ meals; cost and menus can be requested.
Usual dinner times are 18:00 – 19:30.  Special requests for dinner outside of these times must be submitted at the time of booking, or as soon as possible thereafter to ensure we are able to accommodate.
Lunch
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	Light Lunch
	Time:       
Numbers:        
	Time:       
Numbers:      
	Time:      
Numbers:      
	Time:      
Numbers:        
	Time:      
Numbers:        
	Time:       
Numbers:       
	Time:       
Numbers:       

	Soup & Sandwich
	Time:        
Numbers:    
	Time:      
Numbers:   
	Time:       
Numbers:   
	Time:       
Numbers:    
	Time:      
Numbers:    
	Time:      
Numbers:    
	Time:       
Numbers:    

	[bookmark: _GoBack]Vegetarian Buffet Lunch
	Time:        
Numbers:    
	Time:      
Numbers:   
	Time:      
Numbers:   
	Time:      
Numbers:    
	Time:      
Numbers:    
	Time:      
Numbers:    
	Time:      
Numbers:    

	Hot Servery
15 people of more
	Time:       
Numbers:       
	Time:      
Numbers:      
	Time:      
Numbers:      
	Time:       
Numbers:        
	Time:      
Numbers:        
	Time:      
Numbers:        
	Time:      
Numbers:        




Dinner
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	Gala Dinner
	Time:         

Numbers:       
	Time:       

Numbers:      

	Time:       

Numbers:      
	Time:       

Numbers:       
	Time:       

Numbers:        
	Time:        

Numbers:        
	Time:       

Numbers:        

	Hot Servery
15 people or more
	Time:        

Numbers:       
	Time:      
  
Numbers:      
	Time:        

Numbers:      
	Time:       

Numbers:       
	Time:      
  
Numbers:       
	Time:    
    
Numbers:       
	Time:       

Numbers:       



Coffee and Tea breaks
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	Time AM:     

Time PM:        
Numbers:        

	Time AM:        

Time PM:        
Numbers:         

	Time AM:         

Time PM:        
Numbers:        

	Time AM:        

Time PM:         
Numbers:        

	Time AM:         

Time PM:        
Numbers:        

	Time AM:        

Time PM:        
Numbers:        

	Time AM:        

Time PM:        
Numbers:        




Dietary Requirements
Please stipulate numbers in the box below of each requirement for your group
Vegan:        
Vegetarian:        
Allergy and intolerance information:        
You must inform of any allergies and dietary requirements at least 10 working days prior to your arrival.


Cassidy Quad Bar:
Please indicate in the boxes below when you would like the bar to be open. Should you require the bar to be open there may be an additional charge. The Cassidy Quad Bar closes at 23:00.

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	Time:       
	Time:       
	Time:       
	Time:       
	Time:       
	Time:       
	Time:        




4 Conference Requirements
We have limited AV equipment and all items MUST be booked in advance. Please indicate the number of each item required below.  Please allow yourself 30 minutes before the start of your event to ensure that your IT set up is working as desired.

Laptop:        
Projector:         
Projector stand:         
Screen:         
Flip Chart and pens:        
Mic and stand:        
Rooms and set up this may be dependent upon numbers and space
How many conference spaces do you require:       
How many delegates will be in each space:         
Theatre style:        
Boardroom style:         
Classroom style:         
Other:          

It is the responsibility of the client to specify the room set up requirements. Subsequent late changes may incur additional charges. Please allow sufficient time within your booking period to setup and clear the rooms. 
All final details including numbers, dietary requirements, itinerary, guest names, and AV and room set up must be received 10 working days in advance of your arrival date.
You may amend and submit this sheet as often as is required in line with our terms and conditions.  
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