VETERANS CONVENTION CENTRE

EVENT LEAD / BOOKING FORM

Meeting/Event Name:

Event Date: Start Time: End Time:

Billing/Contact Information
Company Name:

Contact Name:

Address:

City: Prov: Postal Code:

Phone: Mobile: Email:

FOOD & BEVERAGE REQUIREMENTS
Five Eleven Hospitality is the exclusive Food & Beverage Supplier for Credit Union Place.

Please check all that apply:

Morning Nutrition Break (J#¥1 [#2 [J#3 [#4 Time:

Lunch ] Deli Time:
[]salad & Grill
[]italian Comfort
[ ] Homestyle Supper
[] Traditional Hot Buffet
Afternoon Coffee Break []Yes Time:
Dinner ] Deli Time:
[ ]salad & Grill
[]Italian Comfort
[ ]Homestyle Supper
[] Traditional Hot Buffet
Meeting Packages CJ#1 [#2 [J#3 Time:
Plated Reception []Yes Time:
Bar Service []Yes Time:

Please list any ‘A La Carte’ items

Additional information about your food and beverage requirements:
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[] cClassroom [] Conference [] U-Shape [] Banquet

[ ] If your set up differs from the standard layouts please draw a diagram

[] Theatre

Do you require additional tables/chairs for the following: (Check all that apply to your event)
[] Registration Table outside of convention hall entrance

] Registration Table inside of convention hall entrance
L] # Tables for additional materials inside convention hall
ADDITIONAL LAYOUT NOTES

Please list specific requirements:

ATTENDEE DETAILS
Any updates to the initial seating plan should be submitted no later than 3-days prior to the event.
Final numbers should be submitted 3 days prior to your event.

Estimated Attendees:
(prior to event start time)

Estimated Client Arrival Time:

MISCELLANEOUS REQUIREMENTS
[ ] Flipcharts/Easels-Quantity:

[[] Coat Check Facilities - (] Self-Serve or[_] Hosted-additional cost)

[] Flags/Banners Required Flags:
[] staging (3ft high) -5200 [JRiser (1ft high)
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TECHNOLOGY REQUIREMENTS

Points East Audio Visual is the in-house provider of all audio visual requirements for Credit Union Place.

Please check all that apply:

Included in rental

Telephone Line (comes with single line set) [ ]Yes
High Speed Internet (Hard Wired) []Yes
Wireless Connectivity [ ]Yes
Wired Microphone and Podium []Yes

Additional Charges apply

LCD Projector/Screen |:| Yes $30 daily, per projection/screen set

Wireless Mics or Lapel Mics []Yes # of wireless/lapel mics: (1=$75; 2=$150; 4=5300)
Projection Screens linked []Yes # of in-house screens linked: (2=$50; 3=575; 4=5150) + Tech Fee
Video Conferencing []Yes $250 + Technician Fee

] Music - Live Music ] Live Music w/ Dance [] Live Music w/out Dance

[[] Music — Recorded (D)) []Recorded Music w/ Dance ] Recorded Music w/out Dance

If you’re looking to enhance your event, we have an array of audio-visual assets on site that can help make your event stand
out! For additional options, see our audio-visual rate sheet for available equipment and technician pricing.
*Please note additional charges will apply

Additional Requirements:

Client Signature: Date:

For Office Use

[] ConferenceRoomA [ ] Meeting Room1 [] Eastlink Arena/Ice pad

[] ConferenceRoomB [ | Meeting Room 2 [] The Oval

[[] ConferenceRoomC [ ]| Meeting Room 3 [] Lobby/Other

Audio Visual Technician Required [[] During Event [_]for Set Up/Strike Only # of Hours

[] Security Required Cost$ Responsible for payment : O Client O Facility

Music Cost $
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