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MEETINGS & EVENTS BOOKING FORM
Please complete all sections in full for your meeting/event:
	Event Name:
	

	Organisation Name:
	

	Client Contact Name:
	

	Contact Number:
	

	Contact Email:
	

	Nominal Cost Code:
	

	Booking Reference/PO Number:
	

	Invoicing Address:
	Postcode:

	Date of Meeting/Event:
	

	Room(s) Required:
	Tom Finney:
	Presidents:
	Seminar 1:
	Seminar 2:
	Coaches:

	Room Layout:
	Boardroom:
	Theatre:
	Cabaret:
	Classroom:

	Booking Period: *(delete)
	Full day    /    Half day    /    Evening

	Number of Delegates:
	

	Time of booking:
	Arrival:
	
	Departure:
	


CATERING & REFRESHMENTS SELECTION

	
	Cost per person
	Please x as required

	No Catering or Refreshments Required
	£0
	

	Single serving of Tea/Coffee/Biscuits
	£2.50
	

	Unlimited Tea/Coffee/Biscuits
	£4.00
	

	Unlimited Tea/Coffee/Snacks
	£5.25
	

	Mineral Water 500ml & Cordials 
	£1.00
	

	Fresh Fruit Basket
	£1.00
	

	Morning Pastries
	£1.00
	

	Bacon & Sausage Sandwiches
	£3.75
	

	Selection of Cold Sandwiches, crisps & cakes
	£7.00
	

	One Hot Dish and Accompaniments-choose from:

Selection of Pies, Peas, Gravy & New Potatoes
	£9.95
	

	Chilli Con Carne, Rice & Garlic Bread
	£9.95
	

	Selection of Pizzas & a Pasta Dish
	£9.95
	

	Chicken Curry, Rice & Naan Bread
	£9.95
	

	Beef Lasagne, Garlic Bread & Green Salad
	£9.95
	

	Selection of Desserts
	£2.00
	

	Cold Buffet and Selection of Desserts
	£11.95
	

	Hot & Cold Buffet and Selection of Desserts
	£ 13.50
	


	Food service times:
	Breakfast:
	Lunch:
	Dinner:

	Number Of Vegetarians:
	
	Special Dietary Requirements:
	


Please note, should there be any increase or decrease on the contracted numbers for your meeting/event, you must notify us as soon as possible, numbers and dietary requirements MUST be confirmed 3 days prior to your event. All prices are subject to Vat @ 20%
I have read, understood and agree to the below terms and conditions and am an authorised signature on behalf of the company booking this event: Name: …………………………………………………………Signature:…………………………………………………………….

EQUIPMENT HIRE

The Sir Tom Finney Suite has a state of the art 85” 4K HD Smart TV, Presidents Suite has a 75” 4K HD Smart TV & Coach Seminar Room comes fitted with high-tech multimedia projectors and screens.  Smart Board equipment is also available in the Coach Seminar Room and wireless internet connection in all rooms. Laptops are not provided but can be hired by the Association should you wish to use the equipment, the following equipment is also available for hire:
	
	Cost per item
	Please tick if required

	Laptop
	£25.00
	

	Flip Chart, pens and stand
	£20.00
	


Terms and Conditions

1. Number booked

a) Provisional numbers will be asked for at the time of booking, this is set out in the attached document.  Final numbers must be confirmed 3 working days prior to the event (not including the day of the event).

b) The Association reserves the right to change a designated room after the appropriate consultation with the client.

2. Payment

a) Payment is required in full three days prior to the event when the catering requirements have been confirmed unless pre-agreed in writing by Lancashire FA

b) For customers who require invoicing, invoicing in full will follow the date of the Event/Meeting. Payment will be required in as detailed on the terms of the invoice. 
c) If payment is to be made by either a credit or debit card this must be made known to the Association at the time 
of the booking.  Only recognised cards will be accepted.  The card must be produced by the signatory prior to the 
event. There will be an additional charge of 1% per card transaction.
3. Cancellation by the Customer

a) Should you cancel your booking a charge must be made equivalent to any loss suffered by the Association. Costs 
incurred for any equipment hired by the Association on your behalf will be added to any cancellation fee.

b) The following percentages of the total amount pre-booked will be charged:
- If cancellation occurs more than 72 hours before an event your deposit will be retained

- If cancellation occurs less than 72 hours before an event
50% of total charge

- If cancellation occurs less than 24 hours before booking
80% of total charge

4. Cancellation by the Association
The Association may cancel the booking at any time and without any obligation to you in any of the following circumstances:

- If the Association, or any part of it, is closed due to fire, alteration or re-decoration, by order of any public authority, or through any reason beyond the Association’s control.

- If an event taking place on the grass pitch is prioritised.

- If you are more than 30 days in arrears with payment to the Association for previously supplied services.
- If you have not confirmed numbers and paid in full 3 days prior to your event.
- If the event may, in the Company Secretary’s reasonable opinion, prejudice the reputation of the Association.
5. Liabilities

a) Please safeguard your property.  The Association will not accept any liability loss or damage to property, or death or illness of, or injury to persons unless caused by the Association’s negligence.

b) Unless the Association is liable as referred to in (a), you will indemnify the Association from and against any and all liability for loss or damage to property arising there from as a result of the event.

c) You are advised to consider your insurance cover in respect of (b) above.

6. General

a) Goods and services may not be bought or sold on the premises without the Company Secretary’s prior written consent, in which case additional terms and conditions will apply. 

b) Only catering and refreshments provided by the Association will be permitted at any event.

b) The Association’s name, logo and telephone number may not be used in any advertising or other publicity without the prior written consent of the CEO.

c) No signs, displays, posters or other material may be fixed to the walls of Association rooms without the prior authorisation of the Head Of Hospitality.
d) If the contract includes you employing the services of an outside contractor you will indemnify the Association against any loss or damage to property to death or illness or injury to any persons and against all claims, costs, demands, proceedings and damages arising there from.  The Association reserves the right to refuse access to any contractor in appropriate circumstances.
e) Should any member of your party have any safeguarding children concerns whilst on our site it is critical that these are reported as soon as possible to our Designated Safeguarding Officer Neil Yates on 01772 624000 or neil.yates@lancashirefa.com. 

f) Any loss or damage to the Associations property borne by your event or your guests will be charged in full
