ANNUAL DINNER 2020
TERMS OF BOOKING

· BOOKING FORMS should be sent to us by 30th JANUARY 2020 at the latest
· FULL PAYMENT OF THE TICKET COST AND PRE-ORDERED WINE COSTS MUST REACH US BY 14th FEBRUARY 2020. The terms of our contract with the Reading FC Conference and Events state that we must pay for the event in full by 6th March 2020.  The Chartered Insurance Institute stipulate that an annual dinner organised by a local insurance institute must be self-funding and not funded by our grant, so for that reason all monies must reach us at least one week ahead of our deadline;
· WE CANNOT GUARANTEE YOUR TICKETS/TABLE UNTIL FULL PAYMENT IS RECEIVED; FAILURE TO MAKE PAYMENT BY 30TH JANUARY WILL MEAN WE CANNOT PROVDE YOU WITH YOUR TABLES   
· Tables are being sold on a first come/first served basis i.e. first to return booking form and payments.  There is a maximum of 300 places and limited availability of tables of 12 so the Institute  would urge you to make your booking as soon as possible;

· Sponsorship package options are incorporated into the booking form for tables and tickets to streamline the process and so that table hosts/companies are aware of  the potential additional outlay they can consider if they wish to sponsor the event
· TICKETS WILL NOT BE PROVIDED FOR THIS EVENT TO SAVE ON COSTS
· The Millennium Madejski hotel, which adjoins the Madejski stadium and conference rooms, provide us with a unique booking code for our event on Friday 20th March 2020, through which hotel accommodation can be booked direct. Upon receipt of your booking and payment, details will be provided. The table host is responsible for arranging rooms for their guests OR providing details of how to book rooms direct with the hotel.
· Please ensure that any hotel rooms booked are allocated with name or names of occupants by 20th February at the latest. After that date any unsold rooms will be released by the hotel back to public sale.  If  additional rooms are still required by our guests for the event after that date, the date of release will be delayed upon agreement between the Millennium Madejski and the Insurance Institute of Reading.
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