
Event booking form 

To ensure that we have the information we need to facilitate your event, please take a few moments to fill 
out the form below. If you have any questions, please feel free to contact us on venues@woolcock.org.au. 

event details and contact information 

Event date

organisation 

function name

booked by

contact email 

contact phone number

contact person on the day 

address (for invoicing)

Number of attendees

Promotion code: 

are you a non for profit organisation?               Yes             no 

how did you find out about us? 

Complete this form and send to your Venue & Events Coordinator at venues@woolcock.org.au or call 02 9114 0442.

existing customer

woolcock institute website

google search

referral

OTHER



event booking form 

room hire information 

Complete this form and send to your Venue & Events Coordinator at venues@woolcock.org.au or call 02 9114 0442.

preferred room

Lecture theatre 1

Lecture theatre 2 

Lecture theatres combined

Boardroom

Meeting room 5008

Meeting room 5009

function start time

organiser arrival time

set up style

theatre style

classroom 

boardroom

U-shape

cabaret

cluster

cocktail

function finishing time

delegates arrival time

Note: Rooms 5008 & 5009 are only suitable for theatre, classroom & boardroom set up styles. 

Additional equipment and AV REquirements

(All rooms except 5008 and 5009 have built-in AV)

laptop

projector

registration table 

Teleconference (additional charge)

video conference (additional charge)

Please contact your Venue & Events Coordinator if you are planning to use own equipment to make sure it is 

compatible with in-house equipment. 

wifi

flip chart 

white board 

hand held mic 

lapel mic



event booking form 
Complete this form and send to your Venue & Events Coordinator at venues@woolcock.org.au or call 02 9114 0442.

Catering requirements - basic selection

Please specify catering times: (see attachment for menu options)

on arrival                                                                                    lunch

morning tea                                                                               snacks

afternoon tea 

Please tick or specify

tea & coffee ($6/person):    all day          specific times 

Special Dietary Requirements: 

catering requirements - all day packages

We have a variety of all day packages, which can be tailored to suit your catering needs. Including: 

•	 Breakfast Packages

•	 All Day Conference Catering 

•	 After Conference Canapés and Drinks Packages 

•	 Sit Down or Buffet Dinner Options 

Please send me more information about these packages                   Yes            No  

additional requirements 

Will there be materials delivered to the Woolcock Institute?             Yes            No  

Expected date of delivery

Name of company/person delivering

Additional Requirements 



event booking form 
Complete this form and send to your Venue & Events Coordinator at venues@woolcock.org.au or call 02 9114 0442.

woolcock venue hire terms and conditions 

You can find venue hire terms and conditions on our website: www.woolcock.org.au/venuehire

         Yes, I have read and agree to the Woolcock Institute’s terms and conditions 

First Name                                                                               Last Name

Date                                                                                            Signature 

To complete your booking please insure you have attached a copy of your Public Liability Policy or 

Certificate of Currency, to ensure that any risks are adequately covered. 

  Yes, I have attached my Public Liability Policy / Certificate of Currency

Thank you for completing this booking form. Your Venue & Events Coordinator will contact 

you shortly to confirm your booking.    
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