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Corporate Volunteering Booking Form
How to book: Please complete and return this booking form by email. Once confirmed an invoice will follow from our Finance team. All the payments must be made fourteen (14) days prior to the event.

Please Note: Cancellations received less than fourteen (14) days prior to the event date will incur a charge of seventy-five percent (75%) of the total booking cost. External catering is not permitted on-site, and only approved or in-house catering services may be used. A Value Added Tax (VAT) of twenty percent (20%) will be applied to all quoted prices. Any changes to bookings, including but not limited to guest numbers, room setup, or catering requirements, must be made no later than two (2) weeks prior to the event. Requests to change the event date made less than ten (10) days before the scheduled date will be subject to an administrative fee of ninety pounds (£90).

	Contact & Organisation Information:

	Contact Name:
	
	Job Title:
	

	Organisation Name & Address 
(including postcode):
	



	Contact Telephone Number:
	

	Contact Email Address:
	

	Email address for invoice/billing:
	

	Registered Charity Number (if applicable):
	



	Booking Details:

	Requested date:
	
	Requested time:
	

	Corporate Volunteering:
	☐ Full Day (£62 pp + VAT)
9am – 4pm 
	☐ Half Day (£36 pp + VAT) 
9am-1pm or 12pm-4pm

	Number of Attendees:
*Minimum 10 and a maximum of 20 people.
	
	Education Workshop: 
£180 (inclusive of vat)
(Please enquire for full details.)
	Yes/ No



	Catering Options:  +VAT
	
	Time of Service
(Please Specify the time to setup in the room)

	Hot Drinks Station (£4.00 per head)
	Yes/ No
	

	Hot Drinks Station Plus+ (£5 per head)
	Yes/ No
	

	Breakfast Pastries (£5.80 per head)
	Yes/ No
	

	Cold Lunch Buffet (£16.30 per head)
	Yes/ No
	

	Soup of the Day (£16.30 per head)
	Yes/ No
	

	VCF Lunchbox (£11 per head)
	Yes/ No
	

	Cake Platter (£4 per head)
	Yes/ No
	

	Please note, VAT will be added to your catering total. 
	
	




	Allergens, dietary needs, or support needs:  

	

	

	

	

	

	

	

	

	

	



	Invoice details - To be completed by the office.

	Date requested:
	Requested by:
__

	Description
	Unit Price
	QTY
	Gross Total
	Disc (if applicable)
	VAT (20%)
	Net Amount

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	



We may process your email address to receive our newsletter, if this is in accordance with your marketing preferences. You can opt out of our marketing emails at any time.
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