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CLEVE

HOTEL & COUNTRY CLUB






	Date
	
	Delegates
	Day 
	
	Eve
	

	Contact Name
	
	Your Reference
	

	Company Name
	

	Address
	
	Account Address if applicable
	

	Tel. No.
	
	Email
	


	Main Room Layout
	

	Syndicate Rooms 
	

	Any Additional Notes
	


	
	No. 
	Cost 
	Equipment
	No. & Cost
	Conference Timings

	Day Delegates
	
	
	Flip Charts
	
	Set up
	

	½ Day Delegate
	
	
	Screen
	
	Coffee On Arrival
	

	24 Hr Delegate
	
	
	OHP
	
	Mid Morning
	

	Room Hire
	
	
	TV & Video
	
	Lunch
	

	Teas & Coffees
	
	
	TV & DVD
	
	Afternoon Tea
	

	Lunch/Dinner
	
	
	Projector
	
	Close of Meeting
	

	Syndicate Rms
	
	
	
	
	Evening Dinner
	

	Any Additional Notes & Costs




	Please complete the above confirmation & Sign Below. Then Return to us as soon as possible to confirm your booking via email to conferences@clevehotel.com or Fax us on 01823 660874

	Name
	

	Position
	
	Date
	





	Date of Event 


	

	Name of Company     
	


1.The Booking

Please check the details of your booking on the Conference Booking Form and advise us of any alterations. Please note that all charges are exclusive of V.A.T unless stated.

2.Confirmation

Bookings will be treated as provisional until the signed contract and terms are returned by the client, which should be within 14 days of the original booking.

3. Payment

We will provide you with an itemised invoice at the conclusion of your event and payment can be made by credit card, cheque or cash. Should you wish to have a credit facility then please contact us at least 14 days before the event. The Cleve Hotel reserves the right to charge interest on overdue invoices, if not settled within one month of the event, at a rate of 5% per day after this.
4. Changes to the numbers of delegates
We reserve the right to allocate a different conference room should your final numbers decrease significantly i.e. by more than 10 % from those originally booked. The minimum numbers charged will be those submitted no less than 2 weeks before the event. Should the numbers increase we will make every effort to cater for them but this will of course increase the cost of the event.

5. Cancellation Policy
All cancellations must be confirm in writing. Please bear in mind that a cancelled event results in a considerable loss to the hotel. 

Less than 2 weeks before the date of the event 100% of the quoted cost will be charged.

6. Damages

The client is responsible to The Cleve Hotel for any damage caused to the allocated room/s or the furnishings, utensils, and equipment there in or to the hotel generally by any act, default or neglect of the client, subcontractor, employee or guest of the client and shall pay to The Cleve Hotel the amount required to make good or remedy such damage.
7. Guests Clothing and Personal Property

The Cleve Hotel does not accept any responsibility for the property of clients or their guests. Items on the premises are left at the owners risk without any liability on the part of The Cleve Hotel. 

8. Equipment Storage 

The hotel will assist clients where reasonably possible, with the storage of equipment, etc. The Cleve does not accept any responsibility for the loss or damage to any item of equipment, furniture, stock or the like. Any conference resources or correspondence delivered to the hotel must be delivered no earlier than 1 day prior to the event. 

Should you have any queries concerning the Terms and Conditions, please let us know before signing. Please sign below to confirm the booking and return to us immediately to secure your event. 

	I have read the Terms and Conditions and I agree to be bound by them

	Signed
	

	Name 
	
	Position
	

	Company
	
	Date
	



The Cleve Hotel & Country Club Mantle Street Wellington Somerset TA21 8SN
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Registered in Cardiff Registration No. 4681206
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