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	DELEGATE BOOKING FORM


Name of Conference: PR AND COMMS CONFERENCE 2017
Booking Instructions  

	This form must be completed on behalf of all delegates.  Bookings made by telephone or letter cannot be accepted.  Please complete in full, in type or block capitals and please read each booking category carefully
	Please note that CHC will not be booking accommodation at the Future Inns Hotel, Cardiff, but we have secured an allocation of rooms at a cost of £76 per room for Thursday 23rd March, please mentioned code 337500 when making the booking. All allocation will be released by Tuesday 21st February, any bookings after that will not be guaranteed the discounted rate. Please contact Reservations on 029 2048 7111



	Name  and e-mail 

address of delegate
	Job Title
	Personal requirements: wheelchair access, diet, BSL, hearing impairment
smoking/non smoking room etc
	Booking 

Code
	Booking Fee

£

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Your Organisation Name: ____________________________________________
	Total fees due:
	£_____


When faxing, please remember to include the 2nd page
Organisation:
. . . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . .  . . . . . . .Contact Name:. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Tel No:

. . . . . . . . . . . . . . . . . . . . . . . . . . .  . Fax: . . . . . . . . . . . . . . . . . . . . .  . . . Email: . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . .

 Address for Details:
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 





. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Purchase Order No:
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Cheque enclosed for:
£ …………….. (cheque made payable to CHC)    OR
Please pay by BACS:
(     
Signed
 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  . . .  

Date
. . . . . . . . . . . . . . . . . . . . . . . . .  .

	Cancellations:

	Amendments:


	Residential Places
	Non Residential Places


	All bookings

	If you cancel:

· 30 days or more before the event
£25 admin charge is payable per person
· 30 days or less before an event: 

Full fee payable 


	If you cancel:
· 30 days or more before event:  

£25 admin charge is payable per person


· Between 15 & 29 days before event: 

     50% of total fees payable


· 14 days or less before event:    

     Full fees payable  
	· 14 days or less before the event -  additional £25 Admin fee per change




All cancellations or amendments to bookings must be made in writing

Please return completed booking form to Rhian Robinson, CHC,  2 Ocean Way, Cardiff, CF24 5TG
Tel:  (029) 2067 4814  Fax: (029) 2067 4801 or via email to  rhian-robinson@chcymru.org.uk 
