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Room Booking Proforma
Meeting for:  

Main contact:

Address: ……………………………………………………………………………………………………
Phone  

Email: 

Name of Meeting: 


Date of meeting:                           

Number of delegates expected:  


Will anybody attending this event require assistance in the event of a fire or evacuation of the building for any reason?
Yes / No

[internal procedure] if yes notify Centre Manager for a Personal Emergency Evacuation Assessment
Time venue required (include set up and breakdown time)  

Please note that the layout of the room is your responsibility
Access to building must be agreed in advance.
Contact on site on the day…………………………………………………………….

Will you be recording the event? 

Will a copy of the recording be provided to WWIC for their use     Yes / No
Would you agree to us including the date and some information re your event on the WWIC website?

YES   /   NO (please delete as appropriate)
[internal procedure] if yes send details to IT Manager for inclusion
If you are happy for us to do this would you like to provide a short paragraph (below), 

or a link to your website giving information about the event

or attach a copy of your brochure/leaflet about the event.
Please copy pages 3, 4 & 5 and 
complete one set for each day of your event
Day: …………………………………   Date: ………………………..

Are any WWIC staff involved in the event e.g. as presenters    Yes / No

If yes:

	Name
	Role e.g. Chair, presenting
	Have they agreed?
	Fee

	
	
	
	

	
	
	
	


Please attach a provisional agenda for the day.

Room(s) Required
Please ensure you include times below for the use of the Networking area if required for meet and greet, tea/coffee and lunch or for networking prior/after the event. 
Please note that if you have catering or refreshments you MUST book the Networking area and if you are expecting 30 or more attendees you MUST book the Networking and Ground Floor Meeting Room areas.
	Room
	Time period(s)
	Layout*
	No. tables
	No. seats*

	Education Suite
	
	Lecture theatre style 
	
	………………….

(max 60)

	
	
	Cabaret style
	………………….

(Max 5)
	6 seats per table

	Ground Floor Meeting Room
	
	Board Room style 
	………………….

(max 6)
	………………….

(max 14)

	
	
	Square tables with 4 chairs
	………………….

(max 6)
	

	Networking area
	
	No changes available


	
	

	Clinical Space
	
	6 podiatry chairs

No changes available


	
	

	
	
	Bedded area
	
	

	Board Room
	
	Board Room style
	Fixed - 1
	Fixed – 10

	Small meeting room (upstairs)
	
	Board Room style
	Fixed - 1
	Fixed – 8


*NB if more than 60 seats are required in total (over all rooms), there will be an additional cost incurred. 
Day: …………………………………   Date: ………………………..

Equipment Required
Projection (Educational Suite)
yes / no
Will you be using your own laptop
yes / no
Extension lead (only 1 available) 
yes / no
Flip chart (max 2)
yes / no      number ………….
Flip Chart pads @ £6 each 
yes / no      number ………….

Please ensure no food or drink is taken into the Education Suite
Catering required   Yes / No (please delete as appropriate)

Catering can be arranged by WWIC or by yourselves. If WWIC to arrange, please give the following details:

Number of delegates    …………………………

	
	On arrival

Y/N
	Time
	At  AM break

Y/N
	Time
	With

Lunch Y/N
	Time
	At PM break

YI/N
	Time
	Cost per head (not inc VAT)

	Tea / Coffee
	
	
	
	
	
	
	
	
	£0.50

	Menu 1
	
	
	
	
	
	
	
	
	£7.50

	Menu 2
	
	
	
	
	
	
	
	
	£9.50

	Menu 3
	
	
	
	
	
	
	
	
	£10.50

	Menu 4
	
	
	
	
	
	
	
	
	£11.00

	
	
	
	
	
	
	
	
	
	

	*Orange Juice
	
	
	
	
	
	
	
	
	£1.00
Per Jug



Buffet Lunch Options 

(All will include vegetarian options)

	Menu 1 @ £7.50 per head

Selection of sandwiches & wraps

Plus a choice of 5 items:
Mini pasties, sausage rolls, pork pie

quiche, cheese rolls, scotch eggs, chicken satay sticks, chicken goujons, samosas, onion bhajis, dips, salad cherry tomatoes & carrot sticks, crisps

Plus
Welsh cakes


	Menu 2 @ £9.50 per head

Selection of sandwiches, wraps & bagels

Plus a choice of 7 items:
Mini pasties, sausage rolls, pork pie,

quiche, cheese rolls, scotch eggs, pizza, chicken satay sticks, chicken goujons, samosas, onion bhajis, dips, salad cherry tomatoes & carrot sticks, crisps

Plus
Welsh cakes

Fresh fruit



	Menu 3 @ £10.50 per head

(Includes all items)

Selection of sandwiches & wraps, rolls and bagels
Mini pasties, sausage rolls, pork pie, quiche, cheese rolls, scotch eggs, pizza with variety of toppings

Mixed chicken platter 

Indian platter with dips

Crudities served with a selection of dips

Pasta bowls

Salad bowls 

Selection of cakes

Fresh fruit


	Menu 4 @ £11.00 per head
Welsh Themed Buffet
(Includes all items)
Selection of sandwiches, rolls and wraps 

Welsh quiche & pork pies 

Welsh rarebit 

Glamorgan sausage

Welsh cheeseboard with crackers

Welsh pate with crackers
Welsh butter

Welsh cakes

Barra Brith
Fresh fruit




If you wish to arrange for external caterers yourselves, please provide the following details (please note you will also need to order crockery/cutlery/tablecloths etc). Please ensure your named contact is available to accept delivery, set up and to remove at the end of the event. 
Catering Company 

Contact Name ………………………………………….. Tel ………………………….
Items and Delivery time(s)

Collection day & time ……………………………………………………………………
You are responsible for ensuring, at the end of the event, that the accommodation has been vacated by all persons attending the event and that the premises, furniture and effects are left in clean and proper condition with all furniture arranged as found at the beginning of the event.

Signed: ……………………………………………    Date: 


Name (please print) 

	Terms and Conditions

WWII appreciates that situations arise in which you must cancel your booking.  The intent of the cancellation policy is to describe the conditions and fees applicable to order cancellations such that WWII can manage its resources effectively.  You must confirm cancellations and/or changes to the number of attendees in writing/email to WWII, otherwise such cancellations or changes will not be accepted by WWII. The notice period becomes effective on our receipt of that written confirmation.


	Cancellation Fee:

If you cancel the Course/Workshop/Room Booking,  you will be liable to pay our cancellation fees in accordance with the table below and, by signing this Confirmation Form, you acknowledge that the applicable cancellation fees represent a genuine pre-estimate of WWII's loss and opportunity cost in such circumstances and that you will not seek to challenge or avoid paying such fees. 

	WWII cancellation charges are as follows:

A. Notice period of 8 weeks or more before the scheduled start date will not be subject to a cancellation fee.

B. Notice period of between 1 and 8 weeks before the date of the event will be subject to a 50% cancellation fee.

C. Notice period of 1 week or less will be subject to a 100% cancellation fee.
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