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Hospitality Booking Form
	Date
	
	Company
	

	Room Required
	
	No. of Delegates
	

	Host on Day
	
	Start Time
	

	Event Name
	
	Finish Time
	

	Requested by
	
	
	

	Telephone No
	
	
	

	Email Address
	
	
	


	Refreshments/Timings
	AM
	Lunch
	PM

	Coffee, Tea & Biscuits
	
	
	
	
	

	Bottled Water
	
	
	
	
	

	Orange/Apple Juice
	
	
	
	
	

	Pastries
	
	
	
	
	

	Biscuits
	
	
	
	
	

	Times Required
	
	
	
	
	

	

	Lunch Requirements (please tick)

	Buffet Light Lunch
	
	Time Required
	

	Buffet Hot Lunch
	
	Time Required
	

	
	
	
	

	Room Set Up (please tick)
	

	Theatre Style 
	Boardroom

	U-Shape
	Classroom

	Circles of chairs 
	Chairs around tables

	
	
	

	Equipment Required (Please tick)
	

	Projector & Screen
	Pens

	Conference Phone
	Paper


Customer Signature:






Date:

Full terms and condition take effect once signed confirmation has been received.
Minimum 24hrs notice required for beverages and 48hrs notice for catering requests and amendments. 
 If you are submitting a request outside of this time scale, contact the Conference Centre Team before prior.
Confirmation Signature:



    
      

Date:

Signed confirmation will be returned. Bookings are not deemed confirmed until signed confirmation is received.

Return signed booking forms to: events@leedslawsociety.org.uk 
Booking procedure -

Once a provisional room hire reservation has been made, a completed booking form must be signed and returned to the Leeds Law Society no less than 14 days prior to the event. For bookings made within 14 days of the required date, the signed booking form should be returned no less than 48 hours prior. Once signed by both parties the booking form will constitute the contract. Provisional reservations are not guaranteed until a signed booking form is received.

Updates to final attendee numbers, catering requirements, room and equipment requirements and delegate names must be received no less than 48 hours before the event as this will form the minimum number catered for. Please remember to include all organisers and presenters.

Cancellation policy

Leeds Law Society reserves the right to cancel the reservation if:

· The client fails to adhere to the terms and conditions of this contract.

· There has been a significant change to the original booking.

· The Leeds Law Society Office is closed due to circumstances beyond its control.

Cancellations made by the client must be received in writing prior to the event. Cancellations will incur fees based upon the cancellation timeframe set below. The cancellation fees below apply to the whole booking, room hire and catering, for cancellations made within:

· 4-6 weeks prior to event 30%

· 2-4 weeks prior to event 75%

· 2 weeks or less prior to event 100%

Terms and conditions
Should the numbers be significantly less than those agreed, we reserve the right to relocate the conference room to suit the final number.

The Conference Centre reserves the right to cancel a booking up to 7 working days before the event date due to circumstances beyond its control. We will however endeavour to assist the client in re-arranging the event.

Charges for breakages or loss will be added to your final invoice.

Final lunch orders and special requests must be placed 48 hours prior to the event.

Payment terms

An invoice will be sent once the booking form has been received and payment in full is required within 30 days.
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