EVENT SUPPORT REQUEST FORM


Date(s) of Event:			

Project Name & Number:

Check all that apply. I will need help:

[bookmark: Check1]|_| Welcoming guests
[bookmark: Check2]|_| Conference room set up 
[bookmark: Check3]|_| Ordering catering
[bookmark: Check4]|_| Meal/fika preparation and clean up
[bookmark: Check5]|_| Restaurant reservations
[bookmark: Check6]|_| Making hotel reservations


[bookmark: _GoBack]For support with hotel reservations, please send an email with the request details, including guest names and travel dates.  If you need help restaurant reservations, catering, preparing for fika/meals, kindly fill in the fields below. Unless otherwise stated, it is assumed that your event will take place at SIPRI. Please submit requests two weeks prior to your event. Support is subject to availability.

Morning Fika
Time: 			Number of People:

Lunch
Time: 			Number of People:

Afternoon Fika
Time: 			Number of People:


Preferences (i.e. fruit, yogurt, buns, muffins, salad, sandwiches, hot buffet):


Participant dietary restrictions (i.e. lactose or gluten intolerance, vegetarian, vegan, food allergies):


Restaurant Reservations
Please note that reservations for parties of six or more should be made at least one week in advance and usually require pre-ordering.

Lunch or dinner:			Date and time: 

Number of people:			Budget (SEK/person):

Participant dietary restrictions (i.e. lactose or gluten intolerance, vegetarian, vegan, food allergies):

Other information (i.e. desired location, private room or equipment requirements):


Miscellaneous (additional requests or details not captured above)
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