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Date 
Event title



Name of organization


Contact details:

Name


Address
…


…
Telephone number

mobile no..
email address


…

Billing address

…





…

VAT Number if applicable
For office use only
Charges to be invoiced:




Cost of Event




Technical staff




Technical equipment








TOTAL €
Deposit :
YES

NO



Invoice No. ………………………….
Amount ……………………………

Received :
………………………
€ …………………………………
Cheque No.
……………...……………
Dated ……………………………….

Bank ……………………………………… 
Checked by Events Manager……….     Checked by Operations Manager…………….

REQUEST TO HOLD A RECEPTION    -   APPLICATION FORM
Organization:
…

Name of the Event
…
Date/s requested
…

Approximate number of guests
…

Venue requested
…
Time requested
…

Duration

…

Please note that all catering requirements should be ordered through our in-house caterers, Food Inspirations.  The contact details are Mario or Marco Fenech on 2124 1224 or by email at inspirations@maltanet.net
The hire fee for the use of the venue is determined after evaluating the nature of the event.

Generally, for Receptions, only a Podium is required.  However, should you have any other requests for equipment, please see below.

The following items are available: Please indicate your preferences clearly!
DVD player 

 €12.00 
Overhead projector 
 €60.00 

Data Projector 
 €60.00 
Laptop  

 €25.00 
Screen
 

 €12.00 

27” TV / LCD 
 €25.00 
Podium 

 €12.00 
Should you require a PA system; a separate quotation will be obtained and passed to you for your approval.
Late requests for technical equipment may not be possible.

NB: Please note that a cancellation fee of 10% (min. €20) may be charged if an event is cancelled 24 hrs or less before the event is due to take place.
Reception Application Form


