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	Ticket Order Form


Once completed, please return this form electronically to:

Elaine Ansell, Base Co-ordinator:  ansell@liv.ac.uk 
Your details:
	Ordered By
	

	Contact Number
	

	E-Mail address
	

	Activity Group
(if applicable)
	

	Account code

(internal orders / Activity Groups only)
	


Event details to appear on tickets:
	Date
	

	Times
	

	Venue
	

	Name of Event
	

	Ticket Price(s)
	

	Number Required

(Maximum 500 per order)
	

	Logos
	Please email any logos with your order

	Selling Tickets
	Would you like your tickets to be sold in the Base
Yes/No

	Other Information
	


Would you like the Base to keep a sign up sheet for your event

YES/NO
(If yes please give details of info you would require eg name, contact details, dietary requirements)
It is possible for you to advertise your event on the plasma screens in the Base windows.  If you would like to do this please email artwork with order. There is a template on www.lgos.org/howto look for plasma screen
Your event will automatically be advertised on www.lgos.org if the Base is selling tickets.
Please note:

· Please allow 3 working days from receipt of order for your tickets to be produced.

· You will be e-mailed to confirm when tickets are ready for collection.

· Tickets cost 5p each to print.

· Tickets cannot be printed for events with reserved seating.
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