eSales Application Form for Conferences/Events



Please allow at least 5 days from submitting your application to receiving the final live url

	Department Name:
	

	2 Digit Department Code:
	
	Date of Application:
	

	Authorisation by: (HoD/delegated authority/signatory)
	

	Contact Number:
	
	E-mail Address:
	

	Name  & Job Title:
	


Event Information

	Event Name:
	

	Brief Description: (This is the description which will appear on the online store)


	Event Location:

	Event Code: (This should consist of 6 digits – the first two being your department code plus four additional alpha numeric characters)
	
	
	
	
	
	

	Are the funds/surplus from this event being retained within the University:       Yes/No

If No, please give details:



	VAT Rate for event:

	Cost of Event Registration: (Concessions, student rates, early bird rates/dates etc.)


	Optional Items: (Accommodation, conference dinner etc.  Please indicate the dates, the type of room and the number of rooms you have for each night.  If you have limited places at your conference dinner, please detail the number of places available.)


	Maximum number of places at event
	
	How many delegates allowed per single booking? This is set by default to 1 but block bookings can be accommodated (No more than 10)
	

	Is there provision for delegates to bring guests to optional items i.e. conference dinner?
	


eSales Application Form for Conferences/Events
	What date does your event start?
	
	What date does your event close?
	

	What date would you like bookings to open?
	
	What date would you like bookings to close?
	

	Contact name for booking confirmation
	

	Contact telephone number for booking confirmation
	

	Contact e-mail address for booking confirmation
Please note that to comply with GDPR, we should only share personal data within the University @cam.ac.uk network.  No external email addresses should be used as recipients of this data. 
	


Questionnaire

	Questionnaires can be set up to collect additional information from customers when booking.  They are a useful way of obtaining specific information required i.e. date of birth, special needs/disability requirements, emergency contact details etc.    
NOTE – COMPANY/ORGANISATION AND CONTACT NUMBER FIELDS CAN BE FILLED IN BY DELEGATES WHEN THEY CREATE A LOG-IN WITH THE ONLINE STORE BUT THEY ARE NOT MANDATORY.  IF YOU REQUIRE THESE FIELDS, THEY MUST BE ADDED TO YOUR QUESTIONNAIRE. Detail your questionnaire below: 



Full Finance Code for Income

	U
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	0
	0
	0
	0

	Ent
	Department Code
	Cost Centre
	Source of Funds
	Transaction Code
	Spare


Images

An image associated with your conference/event will be required in jpeg format and should be square 460 x 460 pixels in size.  Please note that images consisting of text do not display well.
The University crest is used as standard if you do not have an image.

Please provide any additional information which will assist with the setup of your event i.e. website link, documentation etc.  
Application forms should be sent to:  

Shirley Bidgood

Finance Division, Greenwich House, Madingley Rise, Madingley Road, Cambridge CB3 0TX

E-mail: shirley.bidgood@admin.cam.ac.uk

Finance Division Use
	Finance Division Authorisation:
	
	Date
	

	VAT Rate: 
	Standard Rate 20%:
	
	Exempt:
	
	Zero Rated:
	

	Notes re VAT
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