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—CONFERENCES





Accommodation Booking Form
	Conference Title
	     

	Name of Organiser
	     

	Invoice Contact
	          

	Invoice Address
	     
     
     
     
Post Code                Country      


Event Information
	Date of arrival
	                              Time (approx)      

	Date of departure
	                              Time (approx)      


Accommodation
	Total number of delegates
	     

	Number of standard single rooms
	     

	Number of en-suite single rooms
	     

	Number of twin rooms (limited availability)
	     


Catering Requirements
	Breakfast
	     

	Lunch
	     

	Dinner
	     

	Please list any special dietary requirements (vegetarians, allergies, etc.) and numbers
	     


Booking Information
Provisional Bookings may be made without commitment but must be confirmed with planned numbers within two weeks from initial inquiry.

Confirmed Bookings A deposit of £10 per guest per night is required at the time of confirming a booking. Deposit attached £       
Cancellation Charges: 

i) Complete cancellation:

Over 6 months prior to the event: The deposit will be retained by the College

6-3 months prior to the event: 25% of the daily charge per room

3-1 months prior to the event: 50% of the daily charge per room

1 month – 2 weeks prior to the event: 75% of the daily charge per room

Within 2 weeks of the event: 100% of the daily charge per room

Any deposits paid will be retained by the College and deducted from any cancellation charge levied.

ii) Reductions of more than 20% of confirmed guests will be subject to the above cancellation fees.

iii) Any reduction in numbers notified later than 48 hours prior to the event will still be charged in full.

VAT is additionally chargeable on all relevant items at the current rate, unless proof of VAT exemption can be supplied. VAT Status -      
I accept the Conditions of Booking & Cancellation Charges attached and accept responsibility for payment of the account.  I confirm that I am not acting as an agent for others.

	Name
	     

	Organisation
	     

	Address
	     
     
     
     
Post Code                       Country      

	Telephone (Office) 
	                                     Mobile           

	E-mail                                                   
	                                     Fax         

	Signature                                             
	                                     Date       


Full details of the meal arrangements must be with the Conference Manager at least two weeks prior to the event.

Sidney Sussex College

Accommodation and Catering – VAT Declaration by Eligible Body

To determine whether VAT is chargeable on the price of your function we need to know whether or not your organisation is an ‘eligible body.’ An ‘eligible body’ is broadly:

(i) A school OR
(ii) A UK University and any college, institution, school or hall of such a University (UK campuses of foreign universities are excluded, but may be eligible under paragraph (vi) below) OR
(iii) A Further and Higher Education Institution OR
(iv) A public body, for example a Government Department, Executive

 Agency, Local Authority or Health Authority OR
(v) A body which provides the teaching of English as a foreign language, but
 only in so far as the provision relates to the teaching of English as a 
foreign language OR
(vi) A body not falling within paragraphs (i) to (v) above which

(a) Is precluded from distributing and does not distribute any profit it makes AND
(b) Applies any profit made from supplies of education towards the continuance or improvement of such supplies

Please confirm whether you are an eligible body as defined above and, if so, under which category. Please also clarify that your function will be of DIRECT benefit to your students, delegates, trainees.


Function Title              
Function Organiser      
Function Date             
Declaration (please tick and complete as appropriate)

1) This organisation is NOT an eligible body.
 FORMCHECKBOX 

2) This organisation is an eligible body under category (     ) detailed above AND I further certify that the services to be provided by you for this function will be for the direct benefit of our students, delegates or trainees.
 FORMCHECKBOX 

In the event that HM Customs and Excise successfully challenge the validity of the above certificate and VAT becomes payable we/I agree to reimburse Sidney Sussex College the VAT payable and all related costs arising from the HM Customs and Excise challenge of this certificate.

Signed               
Position Held      
Date                  
Registered Charity Number 1137586

Tel: 01223338800
E-mail: conference@sid.cam.ac.uk
http://www.sid.cam.ac.uk/confer

