BALYANA CONFERENCE CENTRE FINAL RUN SHEET

CUSTOMER TO PLEASE FILL IN SHADED AREA ONLY 
Information –Date of run sheet                      CUSTOMER ID                SO                  INV.NO.  
	Business / Company Name: 



	Day / Date : 

	Room: 

	Door sign: 

	Contact: 
	Phone: 

	Facilitator: 
	Phone: 

	Arrival Time: 
	Departure Time: 


Catering

	
	No. of Guests
	Collect from kitchen Time
	Menu
	Special Diets

	On Arrival


	
	
	
	

	Morning Tea


	
	
	
	

	Lunch


	
	
	
	

	Afternoon Tea


	
	
	
	


Room Set Requirements
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Boardroom  

                 Classroom  


U-Shape
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Cabaret
   

     Theatre
  

            Other 
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Equipment Required

Electronic Whiteboard 
      TVf       Flip Chart

                          Lectern/Mic                                           

                          
   
   

Lapel Mic

                              Data Projector

               Lap top



Additional Information
	Front Table, Screen, Whiteboard, Power Board- standard in all rooms
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