Waverley Abbey House

PLEASE COMPLETE ONE FORM PER EVENT.
BEFORE SENDING THIS FORM, PLEASE CONSULT WITH OUR CONFERENCE
ADMINISTRATOR TO ENSURE AVAILABILITY.

Organisation

Group/department

Name of contact for the day of your event

Booked by (if different from above)

Invoice Address

Post code

Telephone (day) (evening)

Fax Email

Please state the purpose for which your organisation will be using Waverley
Abbey House:

DAY DELEGATE BOOKING

Arrival date Departure date

Arrival time Departure time

Number of delegates

RESIDENTIAL BOOKING

Arrival date Departure date
Arrival time Departure time
Number of delegates ~ Number of day visitors (additional to residential)

ROOM REQUIREMENTS (please tick)

How would you like the room set out?

D Seminar (rows of chairs) D Boardroom (centre table with surrounding chairs)
D Classroom (tables in rows with chairs) D Circle (chairs only)

" Cluster classroom (tables grouped together with chairs)

D Horseshoe (with or without tables)

Depending on your group size and requirements, a suitable room will be allocated to you.

Number of syndicate rooms required

ADDITIONAL EQUIPMENT HIRE (please tick)

D Additional Flip Chart (one is included in basic rate)

" Portable CD Player

i Clip Microphone (Waverley & Priory rooms only)
" Piano Keyboard (Waverley, Priory & Prayer rooms only)

OTHER EQUIPMENT (non-chargeable)
_Data Projector

NB Plasma Screen available in Priory & Waverley rooms

Waverley Abbey House, Waverley Lane, Farnham, Surrey GU9 8EP Tel: 01252 784733
Fax: 01252 784732 Email: waverley@cwr.org.uk www.waverleyabbeyhouse.org.uk



CATERING REQUIREMENTS

Please state the times you require lunch and refreshment breaks.

Coffee/tea on arrival in coffee lounge
Mid-morning coffee/tea in coffee lounge
Lunch in restaurant

Mid-afternoon tea/coffee in coffee lounge

From To

Please give details of any special dietary requirements

Please give details of any noise/activity that might affect other events

Is this your first booking with Waverley? _ Yes | No
If this is your first visit, how did you hear about Waverley?

" Friend/ colleague | Advert - please say where

L] Waverley Abbey House or CWR website " Attended Viewing Reception at Waverley
" A conference venue-finder website | Attended another event at Waverley

" Via another website (please state) [] Mailing

" Other - please say how

Terms and conditions

1.

Provisional bookings will be held for a period of 10 working days after which the room(s) will automatically be made available for
re-letting. A booking will only be confirmed upon receipt of this booking form.

2. Final numbers should be confirmed at least 72 hours prior to the event, for catering purposes only (please note cancellation policy below).

6
7.
8
9

. Any cancellations or changes must be made verbally in the first instance and then confirmed in writing by the client.
. The final invoice will be based on the numbers advised on your booking form or the actual numbers on the day, whichever is greater.

Allowance cannot be made for last minute cancellations.

. Payment in full is to be made within 30 days of the invoice date. Interest on unpaid invoices will be charged at the rate of 5% above

base rate.

. Prices are subject to change without notice on unconfirmed bookings.

We reserve the right to offer an alternative room if expected numbers fall below those given on the booking form.

. We reserve the right to cancel a booking if the client is in arrears from an earlier booking.
. We reserve the right to cancel any bookings at our discretion, with no liability for loss or consequential damages.

10.The client is responsible for their own equipment brought onto the premises. We are not liable for any loss or damage caused to

clients’ equipment.

Cancellation charges

In the event of a cancellation the following scale of charges will apply:

+ 3 months — no charge

2-3 months — 50% of confirmed charges

2 weeks—2 months — 75% of confirmed charges
2 weeks or less — 100% of confirmed charges

Waiver: if up to 5 delegates are cancelled at least 4 working days prior to the event, the cancellation charge will not be made for these

5 delegates. However, this waiver does not apply to any changes made in the actual week of the event.

We accept the terms and conditions as set out here and agree to the tariff of current prices.

Name (please print) Position
Signed Date
FOR OFFICE USE ONLY:

Booking reference number




