Pro-Forma Application for University School/Service Hospitality

Please print out this form and complete parts 1 - 12. Forward to your School/Department administrator, who will process your order. The process is date and time specific - complete one form for each date and time you require hospitality. Please specify in detail your requirements. We advise that you familiarise yourself with the information detailed on our hospitality web page, http://northumbria.ac.uk/sd/central/acc/catering/hospitality/
1. Your Name: ……….….…..……………………………………………………………..

2. Contact Telephone Number: ………………………………………………………………

3. Who is the hospitality for? ………………………………………………………………...

4. School/Service: ...…………………………………………………………………….

5. Date: ……………..

6. Time: .……………….

7.Venue: Building……………………….. Room Number: ……………………….

8. Numbers Attending: Staff  .…………. Guests ……………… Total:…………….
 

9. Hospitality Order: Menus available on http://northumbria.ac.uk/sd/central/acc/catering/hospitality/menus/
	Description
	Quantity
	Price
	Comments

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


Please use the comments section to specify particular dietary requirements, special guest status etc:

10. Cost Centre: …………..

11. Internal Order Number: ………………..
___________________________________________________________________________

School/Service use
The system will not accept bookings with less than 72 hours notice. The notice period excludes weekends. So please forward plan. All reports are pulled off at 12.00 noon two days  prior to the event. 
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