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LINDEN HOUSE
Booking form


	Name  of Your Company


	

	Name of person making the booking
	

	Invoice Address


	

	Contact telephone No
	

	CIVICA NO (if applicable)
	

	Teacher/ Tutor 
	

	Date of the booking
	

	Name of the event
	

	Arrival time to set up
	

	Guests arrival time
	

	Finish time
	

	No of guests attending
	

	NAME OF ROOM BOOKED
	

	Tea  and coffee breaks
	
	TIME

	
	Morning tea

Midmorning tea

Afternoon tea
	

	Lunch Time
	

	Your lunch choice
	

	Dietary  Requests

(Nut allergy, Vegetarian, etc.)
	

	Equipment required
	Flipchart and pens
	

	
	TV 
	

	
	Laptop
	

	
	Projector
	

	
	Overhead projector
	

	
	Plasma Screen (Commodores Room only)
	

	
	Ext. Power leads
	

	
	Pads and Pens
	

	
	Post it Notes
	

	Seating style (please choose one)
	Theatre Style
	

	
	Boardroom Style
	

	
	U shape (horseshoe) 
	

	
	Classroom Style
	

	
	Cafe Style
	

	
	Empty Room
	

	
	Extra tables Required
	

	Any Additional Info
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