[bookmark: _GoBack]CONFERENCE/SEMINAR REQUEST FORM

Title of Conference/seminar:

Number of Invited Attendees:

School/Building/Venue Preference:

Suggested date (s) of conference/seminar:				

Online Registration for Event:			YES|_|		NO|_|				

Catering : (Menu Attached)	Morning/Welcome Refreshments 	YES|_|	NO|_|	

			Lunch Requirements 			YES|_|	NO|_|	

				Afternoon Refreshments		YES|_|	NO|_|	


Accommodation Required:		YES|_|	NO|_|		Self Pay:	YES|_|	NO|_|	

Name Badges Required:			YES|_|	NO|_|			

Staffed Registration Desk on the first morning only:		YES|_|	NO|_|	

Staffed Registration Desk for the Duration of the Event:		YES|_|	NO|_|	

Hand-outs required:			YES|_|	NO|_|	(if yes, quantity)

IT Services required (explanation please)

Poster Presentation Requirement:

Breakout/Socialise Room Requirement (s): (quantity of rooms and size of rooms)



FINANCE

Account code: 

AUTHORISATION

Supervisor/Financial Authorised Signature:

Printed Supervisor Name: 							Date:





Please return this form to Samantha Hill email at samantha.hill@manchester.ac.uk

