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Please, fill in the following information:
	Organiser:

Address:

Telephone + Fax:

E-mail address:

Person to contact:




	Type of event


	

	Date:
	

	Time:
	Beginning:                                    End:

	Arrangement and type of chairs:

Tavoli/sedie disponibili:

Brown tables (big): 11

Brown tables (small): 6

White tables (big): 3

Tall tables: 10

Chairs (black): circa 70

Chairs (brown): 100

Chairs with board to write: 45
	Cinema arrangement

	

	
	Event with no chairs

	

	
	Chairs with board to write
	

	
	Tables with chairs

	

	
	Tall tables
	

	
	Exposition/Vernissage

	

	
	Table lunch with waiters
	

	
	Other (please be precise)


	

	Number of foreseen participants :
	

	Are VIPs participating or giving a welcome speech?
	

	Supporto tecnologico necessario:
	Laptop:
Beamer:

Microphones (how many ? 1-3):
Screen:

Bookstand:

Podium (not available):

Interpretation tools (not available):

Interpretation booths (not available):

(If you want to hire technological tools, booths, etc, we have a list with useful contacts)

	Food /beverages:
	Catering:
(We have a list with useful contacts)

	Course of the event:
	


Please note:
· Contact us for a preliminary visit of talk.
· The Office of the European Region Tyrol – South Tyrol – Trentino to the European Union puts its available premises and technological tools at your disposition (see above).
· The payment of invoices for further expenses like catering service, hiring of technological tools and equipments must be made by the organiser.
· The organiser manages the catering service and the hiring of technological tools directly with the involved company.
· Cutlery, glasses, table sheets, etc. must be provided by the organiser. 
· Our Office is not responsible for the technological tools and for the material brought directly by the organiser.
· Our Office takes no liability for clothes and objects in the wardrobe.  

· At the end of the event, the premises must be cleaned and rearranged by the organiser.  
45/47, Rue de Pascale

1040 Bruxelles

Tel. 0032 2 743 27 00

Fax. 0032 2 742 09 80

e-mail. info@alpeuregio.eu
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