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Please complete fully and return to Singleton Environment Centre by email or post.  Bookings should not be taken as confirmed until you have received written confirmation.  Being an Environment Centre we politely ask you to consider car sharing where possible. 

[bookmark: Text1]Day and Date of Event:        


Contact Details
[bookmark: Text3]Company Name:	     	
[bookmark: Text4]Contact Name:	     
[bookmark: Text5]Contact Address:	     
[bookmark: Text6]Telephone Number:	     
[bookmark: Text7]Email Address:	     
[bookmark: Text8]Purchase order number for your reference:	     
[bookmark: Text9]Invoice Address (if different from above):	     

Sector (please tick)
☐	Voluntary Sector/Local Community Group
☐	Public Sector
☐	Private Sector

Event Details
[bookmark: Text10]Title of Event/Course:	     
[bookmark: Text11]Name of Trainer/Facilitator:	     
[bookmark: Text12][bookmark: Text14]Event Start Time:	     	Set-up Time:	     
		(time you want to use the room from)
[bookmark: Text13][bookmark: Text15]Event Finish Time:	     	Finish Time:	     
		(time you will be leaving the centre)
[bookmark: Text16]Number of Delegates/Guests:	     	 (final numbers to be provided 7 days prior to the event)

Room Request (please tick)
☐	Hornbeam
☐	Rowan
☐	Hornbeam & Rowan
☐	Amphitheatre/Outside Event
Room Layout Required (please tick) 
☐	Boardroom
☐	Classroom
☐	Lecture
☐	U-Shape
☐	Cabaret
[bookmark: Text18]☐	Other – please specify         

Equipment Required (please tick)
							Cost
☐	Flip Chart						(free)
☐	Projector Screen					(free)
☐	LCD Projector					(£20)
☐	Laptop						(£20)
[bookmark: Text17]☐	Other – please specify        

Any Special Requirements:

[bookmark: Text19]     




	
Catering
Fresh, homemade, local food prepared onsite to your requirements. Custom made options also available – just ask!
All food is freshly prepared on the premises by Footprints, our in-house caterers, and is locally sourced wherever possible.  Teas and coffees are Organic and Fairtrade, our milk and creams come from a local dairy and meat and eggs are free range.  All of our dishes and cakes are homemade here on the premises.
We believe that in order for food to taste it’s best, it must be freshly prepared with the finest ingredients. Animals must be happy animals, fruit and vegetables must be picked when in season and ripe.  It should also travel as little distance as possible.
If you would like to combine menus, have special dietary requirements or you would like something that isn’t listed, please ask.  We are happy to help with your requirements and proud to be different.  
Sandwich fillings are given as examples and can vary on a weekly basis.


	
	
	Cost

	
	Beverages
	

	☐	Water Jugs & Glasses (if required)
	Complimentary

	☐	Fair Trade, Organic Tea and Coffee for one serving
	£1.85 per person/serving

	☐	Fair Trade, Organic Tea and Coffee up to 3 servings throughout your booking
	£4.95 per person/serving

	☐	Fair Trade, Organic Tea and Coffee with biscuits for one serving
	£2.45 per person/serving

	☐	Fresh Orange Juice (one jug serves approx. 15)
	£11.00 per jug

	☐	Locally Produced Apple Juice – 250ml Bottle
	£2.95 per bottle

	☐	Mineral Water – Still Kentish Spring Water – 750ml Bottle
	£4.50 per bottle

	☐	Mineral Water – Sparkling Kentish Spring Water – 750ml Bottle
	£4.50 per bottle

	
	Breakfast or Mid-Morning Break
	

	☐	Danish Selection – freshly baked Danish/Croissant selection from the oven contains wheat 
	£2.75 per person

	☐	Filled Breakfast Rolls – a selection of locally baked white or wholemeal bread / baguettes with bacon, sausage and egg fillings contains wheat & egg (Mixed Selection)
	£3.95 per roll

	☐	Home Baked Cookies – home baked at the centre contains wheat
	£1.95 per cookie

	☐	Biscuit Mini-Packs – traditional favourites contains wheat
	£0.60 per person

	
	Lunch Menus
	

	☐	Simple Sandwich Plate – platters of a selection of locally baked white or wholemeal bread / baguettes with various fillings such as free range egg salad, cheese & tomato, local ham salad and tuna mayonnaise  contains wheat & egg (2 rolls per Person)
	£5.95 per person

	☐	Luxury Sandwich Plate – platters of a selection of locally baked white or wholemeal bread / baguettes with a variety of fillings such as free range chicken salad, beef or ham, roasted vegetable & local goats cheese, English brie & fig relish, local crisps and fruit contains wheat (2 rolls per Person)
	£8.50 per person

	☐	Home Made Soup – with freshly baked baguette
	£5.50 per person

	☐	Jacket Potatoes – with selection of fillings
	£8.95 per person

	☐	Ploughman’s Plate – with fresh fruit bowl and brownie
	£15.50 per person

	
	The Café Main menu is also available to pre-order on the day by mid morning.
	

	
	Afternoon Delight
	

	
	Freshly Homemade Cakes – portioned to your requirements, usually up to 24 portions  Contains milk, wheat, eggs & nuts
	

	☐	· Kentish Apple & Cinnamon Cake
	£36.00

	☐	· Carrot Cake Topped with Vanilla Frosting
	£36.00

	☐	· Homemade Chocolate Brownie
	£39.00

	☐	· Freshly Baked Fruit Scones with Jam & Clotted Cream
	£4.95 per person




Refreshment Times

Arrival:	     	
Morning:	     
Lunch:	     
Afternoon:	     	

I have received and agree to adhere to the Singleton Environment Centre’s Terms and Conditions in respect to the above booking

Signed:__________________________________________________________________________________

[bookmark: Text20]Print Name:       

[bookmark: Text21]Position:       

[bookmark: Text22]Date:       
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