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CATERING & CONFERENCE OFFICE

SELWYN COLLEGE, CAMBRIDGE, CB3 9DQ

Telephone:  (01223) 335855

Facsimile:  (01223) 762006

E-mail:  catering @sel.cam.ac.uk

RESIDENTIAL CONFERENCE BOOKING FORM

Please reserve accommodation and facilities for the period shown on behalf of:

Organisation: .…………………………………………………………………………………………………………………
Conference to be known as  ..…………………………………………………………………………………………………
(Title will be used for correspondence)

Arrive before: …………………………………
(meal) ………………………………………………………………………
Depart after: ………………………………….
(meal) ………………………………………………………………………
Number of Residents Expected: [     ]  

Number of Non-Residents Expected:   [     ]

Meeting Room Requirements:

	Please state number of rooms required
	Number of days
	AVA Requirements

	
	
	


Conference Organiser’s Name: ……………………………………………………………………………………………..

(To whom the invoice will be sent)

Address: …………………………………………………………………………………………………………………….…

………………………………………………………………………………………………………………………………… 




Telephone: …………………………………….
Fax: …………………………..
Email:
…………………………………...

Name of contact if the organiser will not be resident ..................................................................................................................

We accept the conditions of booking and cancellation charges shown, and accept responsibility for payment of the account.

Signature ....................................................... (Name in capitals) ............................................................................................

---------------------------------------------------------------------------------------------------------------------------------------------------

For College Use only:  To.................................................................................................................................................…….

On behalf of Selwyn College, I acknowledge our acceptance of the above conference.  The booking is accepted in respect of the numbers, and for the period stated, subject to the Booking Conditions and Cancellation Charges.

Signed........................................................... (Catering & Conference Manager) Date .........................................................
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CONDITIONS OF BOOKING
A booking should be made by completing the attached Booking Form, and returning it within one month

of the provisional booking/enquiry.  

After the booking has been confirmed, any fluctuation in numbers should be notified as soon as possible.  Final numbers should be submitted no later than 14 days before the conference, together with a complete alphabetical list of delegates, stating sex of each.  

A draft programme with audio visual, public room layouts, and any special requirements (e.g. drinks, receptions or gala dinners) should be sent to the Catering & Conference Office Manager as soon as possible.  

CONFERENCE CANCELLATION CHARGES
The following scale of charges will apply if a conference is cancelled.  

· Within 6 – 3 months before the start of the Conference – 25% of the daily charge per person

      for the period of the conference.  

· Within 1 month of the start date of the conference – 50% of the daily charge per person 

       for the period of the conference

CHARGES FOR REDUCED NUMBER OF DELEGATES
The following scale of charges will apply to conferences where the shortfall of delegates is 

25% or more below the agreed number when the College is notified.  

· Within 3 – 1 months before the start date of the conference – 25% of the daily charge for 

the period of the conference per delegate whose booking has been cancelled.  

· Within 1 month before the start date of the conference – 50% of the daily charge for

the period of the conference per delegate whose booking has been cancelled.  

