
Description 

Setup Notes 

The Caledonian Club 
9 Halkin Street SW1X 7DR 
Telephone: 020 7235 5162 Fax: 020 7235 4635 

 
 

BANQUET EVENT ORDER #036950 

Event Name  Member No: ZD101141 
Address: 

 
Email: 

Contact Name:  Contact Tel: 
Salesperson:  Contact Fax: 

Printed: 31 May, 2022 3:26 PM 
 

 

Date 
 

Time 
 

Function 
 

Setup 
 

Exp. 
 

Guar. 
 

Room 
Room 

Rental 

Tuesday     

Sep 20/22 8:00a - 5:00p Not Applicable Theatre Style 0 Glengoyne Room £0.00 
Tuesday     

Sep 20/22 8:00a - 5:00p Meeting Theatre Style 0 Oval Room £0.00 
Tuesday     

Sep 20/22 8:00a - 5:00p Refreshments Occasional Tables 200 Morrison Room £0.00 
9a Halkin Street Entrance- basement manned cloakroom     

Tuesday     

Sep 20/22 8:00a - 5:00p Meeting Theatre Style 0 Selkirk Room £0.00 
Tuesday     

Sep 20/22 8:00a - 5:00p Meeting Theatre Style 0 Stuart Room £0.00 
Tuesday     

Sep 20/22 8:00a - 5:00p Not Applicable Theatre Style 0 Card Room £0.00 
Tuesday     

Sep 20/22 8:00a - 5:00p Refreshments Rectangular 0 Library £0.00 
Tuesday     

Sep 20/22 8:00a - 5:00p Meeting Theatre Style 200 Johnnie Walker Front £0.00 
Tuesday     

Sep 20/22 8:00a - 5:00p Meeting Theatre Style 0 Johnnie Walker Back £0.00 

 

Monday 19th September 

Day Delegate Package £66 per person to include:  
Room hire 
Morning breakfast (croissant, OJ, coffee/tea) 
Mid-morning/ Afternoon coffee breaks 
Hot Fork standing buffet 
Pads & Pens 
Still & Sparkling Water  
AV- 1 Lectern, 2 Club microphone, 2 Club TV screen 55”        

                   

Tuesday 20th September 
Day Delegate Package £66 per person to include        
Room hire 
Morning breakfast (croissant, OJ, coffee/tea) 
Mid-morning/ Afternoon coffee breaks 
Hot Fork standing buffet 
Pads & Pens 

Still & Sparkling Water 
AV- 1 Lectern, 2 Club microphone, 2 Club TV screen 55”  
 
AV Projection for both conference days:        
3 TV screen 55” 
1 PA system 
2 Hand held radio microphone 

AV technician from 8.30-5.30pm 

Weekend delivery/installation/collection 

 
 
 
 
 
 
 
 

DocuSign Envelope ID: A3852666-7285-4EE8-AA5F-1E0F733F3224



Page 2 

BANQUET EVENT ORDER #036950 
 

Total Charges 

Charges Taxes Service Chg Total 

Room 
Food 
Beverage 

£0.00 
£0.00 
£0.00 

£0.00 
£0.00 
£0.00 

£0.00 
£0.00 
£0.00 

£0.00 
£0.00 
£0.00 

Grand Totals £0.00 £0.00 £0.00 

Dep/Pymt Received    

Balance Due    

Guarantee: Members will be charged for the full number of meals ordered (or served if greater) unless written 
confirmation is received 2 working days in advance of the function. All beverages are charged on consumption. 
A 10% discretionary staff fund donation is added to the final invoice. 

 
 
 

The Caledonian Club 

 
 
 

Date 
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ELECTRONIC RECORD AND SIGNATURE DISCLOSURE  

From time to time, DEPARTMENT FOR INTERNATIONAL TRADE (we, us or Company) 

may be required by law to provide to you certain written notices or disclosures. Described below 

are the terms and conditions for providing to you such notices and disclosures electronically 

through the DocuSign system. Please read the information below carefully and thoroughly, and if 

you can access this information electronically to your satisfaction and agree to this Electronic 

Record and Signature Disclosure (ERSD), please confirm your agreement by selecting the 

check-box next to ‘I agree to use electronic records and signatures’ before clicking 

‘CONTINUE’ within the DocuSign system. 

 

Getting paper copies  

At any time, you may request from us a paper copy of any record provided or made available 

electronically to you by us. You will have the ability to download and print documents we send 

to you through the DocuSign system during and immediately after the signing session and, if you 

elect to create a DocuSign account, you may access the documents for a limited period of time 

(usually 30 days) after such documents are first sent to you. After such time, if you wish for us to 

send you paper copies of any such documents from our office to you, you will be charged a 

$0.00 per-page fee. You may request delivery of such paper copies from us by following the 

procedure described below. 

 

Withdrawing your consent  

If you decide to receive notices and disclosures from us electronically, you may at any time 

change your mind and tell us that thereafter you want to receive required notices and disclosures 

only in paper format. How you must inform us of your decision to receive future notices and 

disclosure in paper format and withdraw your consent to receive notices and disclosures 

electronically is described below. 

 

Consequences of changing your mind  

If you elect to receive required notices and disclosures only in paper format, it will slow the 

speed at which we can complete certain steps in transactions with you and delivering services to 

you because we will need first to send the required notices or disclosures to you in paper format, 

and then wait until we receive back from you your acknowledgment of your receipt of such 

paper notices or disclosures. Further, you will no longer be able to use the DocuSign system to 

receive required notices and consents electronically from us or to sign electronically documents 

from us. 

 

All notices and disclosures will be sent to you electronically  
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Unless you tell us otherwise in accordance with the procedures described herein, we will provide 

electronically to you through the DocuSign system all required notices, disclosures, 

authorizations, acknowledgements, and other documents that are required to be provided or made 

available to you during the course of our relationship with you. To reduce the chance of you 

inadvertently not receiving any notice or disclosure, we prefer to provide all of the required 

notices and disclosures to you by the same method and to the same address that you have given 

us. Thus, you can receive all the disclosures and notices electronically or in paper format through 

the paper mail delivery system. If you do not agree with this process, please let us know as 

described below. Please also see the paragraph immediately above that describes the 

consequences of your electing not to receive delivery of the notices and disclosures 

electronically from us. 

 

How to contact DEPARTMENT FOR INTERNATIONAL TRADE:  

You may contact us to let us know of your changes as to how we may contact you electronically, 

to request paper copies of certain information from us, and to withdraw your prior consent to 

receive notices and disclosures electronically as follows: 

To contact us by email send messages to: ian.thomson2@trade.gov.uk 

 

To advise DEPARTMENT FOR INTERNATIONAL TRADE of your new email address  

To let us know of a change in your email address where we should send notices and disclosures 

electronically to you, you must send an email message to us at ian.thomson2@trade.gov.uk and 

in the body of such request you must state: your previous email address, your new email 

address.  We do not require any other information from you to change your email address.  

If you created a DocuSign account, you may update it with your new email address through your 

account preferences.  

 

To request paper copies from DEPARTMENT FOR INTERNATIONAL TRADE  

To request delivery from us of paper copies of the notices and disclosures previously provided 

by us to you electronically, you must send us an email to ian.thomson2@trade.gov.uk and in the 

body of such request you must state your email address, full name, mailing address, and 

telephone number. We will bill you for any fees at that time, if any. 

 

To withdraw your consent with DEPARTMENT FOR INTERNATIONAL TRADE  

To inform us that you no longer wish to receive future notices and disclosures in electronic 

format you may: 



i. decline to sign a document from within your signing session, and on the subsequent page, 

select the check-box indicating you wish to withdraw your consent, or you may; 

ii. send us an email to ian.thomson2@trade.gov.uk and in the body of such request you must 

state your email, full name, mailing address, and telephone number. We do not need any other 

information from you to withdraw consent..  The consequences of your withdrawing consent for 

online documents will be that transactions may take a longer time to process.. 

 

Required hardware and software  

The minimum system requirements for using the DocuSign system may change over time. The 

current system requirements are found here: https://support.docusign.com/guides/signer-guide-

signing-system-requirements.  

 

Acknowledging your access and consent to receive and sign documents electronically  

To confirm to us that you can access this information electronically, which will be similar to 

other electronic notices and disclosures that we will provide to you, please confirm that you have 

read this ERSD, and (i) that you are able to print on paper or electronically save this ERSD for 

your future reference and access; or (ii) that you are able to email this ERSD to an email address 

where you will be able to print on paper or save it for your future reference and access. Further, 

if you consent to receiving notices and disclosures exclusively in electronic format as described 

herein, then select the check-box next to ‘I agree to use electronic records and signatures’ before 

clicking ‘CONTINUE’ within the DocuSign system. 

By selecting the check-box next to ‘I agree to use electronic records and signatures’, you confirm 

that: 

 You can access and read this Electronic Record and Signature Disclosure; and 

 You can print on paper this Electronic Record and Signature Disclosure, or save or send 

this Electronic Record and Disclosure to a location where you can print it, for future 

reference and access; and 

 Until or unless you notify DEPARTMENT FOR INTERNATIONAL TRADE as 

described above, you consent to receive exclusively through electronic means all notices, 

disclosures, authorizations, acknowledgements, and other documents that are required to 

be provided or made available to you by DEPARTMENT FOR INTERNATIONAL 

TRADE during the course of your relationship with DEPARTMENT FOR 

INTERNATIONAL TRADE. 


