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Webwww.sanctasophiacollege.usyd.edu.au
FUCNTION BOOKING FORM

Please print clearly in block letters/circle where required

GROUP DETAILS
FUCNTION NAME:






FUCNTION NUMBERS:
ORGANISATION:







BUS PH:



BUSINESS ADDRESS:





EMAIL ADDRESS:






ORGANISERS DETAILS
TITLE
 
F/NAME




SURNAME




MOBILE PHONE:








INVOICE & BILLING DETAILS
WHO IS RESPONSIBLE FOR THE ACCOUNT?  


BILLING ADDRESS: (If different from above)







HOW WILL THE INVOICE BE PAID?
CREDIT CARD

CHEQUE
DIRECT DEPOSIT






WHAT NAME WILL THE INVOICE BE PAID UNDER? i.e. company trading name
CONFERENCE NEEDS
FUNCTION SPACE(S) REQUIRED?


McDonald Room
Common Room
Quad

Library

Other

SET UP STYLE FOR FUNCTION SPACE
Theatre
Sit Down

Cocktail

Other

OTHER ROOMS REQUIRED?




i.e. cloak room/dressing room


CATERING REQUIRED?

Cocktail Menu
Buffet Menu

Dinner Menu
Afternoon Tea
Other



BAR REQUIRED?

Y/N
EQUIPMENT REQUIRED?

PA system
Microphones

Data Projector
Laptop

Lectern
WELCOME DESK/AREA REQUIRED?
Y /N

WHAT TIME DO YOU REQUIRE ACCESS TO YOUR CONFERENCE ROOM?




CONTACT US

Email:
conf@sancta.usyd.edu.au

Fax:

9577 2388
Direct Phone:
9577 2333





