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	Organiser

	Claire Drury/Henrietta Duckworth – Hull City of Culture 2017

	Telephone 


	01482 318911

	Email


	siana-mae.heppell-secker@hull2017.co.uk

	Event Date


	7th or 8th September 2016

	Access Time


	4/4.30pm

	Event Start Time


	5pm

	Break Times


	N/A

	Event Finish Time


	8pm


	
	Main Meeting Room Requirements
	Suggested Room
	Cost

	Number 

of Delegates


	100 +
	
	

	Room Layout


	
	
	

	Equipment Requirements
	Projector, WIFI and screen required. 
	
	


	
	Additional Meeting Room Requirements
	Suggested Room/s
	Cost

	Number of

Additional Rooms
	N/A
	
	

	Number of

Delegates 

Per Room 
	
	
	

	Room Layout


	
	
	

	Equipment Requirements
	
	
	


	
	Catering Requirements
	Catering Numbers
	Unit Cost
	Total Catering

Cost

	Arrival 


	
	
	
	

	Mid-Morning 


	
	
	
	

	Lunch
	
	
	
	

	Mid-Afternoon


	
	
	
	

	Evening
	
	
	
	


	
	Requirements 
	Comments
	Relating Costs

	Additional Requests 

e.g. 

Parking,

Service staff


	
	
	


	Other Information
	
	Anticipated

Total Cost
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