Form: Booking Confirmation Form                                                                                 


(Ref:YGF2)
This form is to be used in conjunction with Procedure YGP1 - Sales Inbound.

This form is to be filled out for any inbound sale received by way of in person, by email, by phone, by referral, or by third party relationships (T.P.R).


	Date:
	
	Time:
	
	YGFA Staff Name:
	

	Booking taken:


In person 

By Email

By Telephone

By Referral

By T.P.R

	Event Type: Vacation Care

	First Name:
	
	Last Name:
	

	Address:
	
	State
	
	Post code
	

	Email:
	
	Phone No.
	
	Mobile:
	

	Booking Details:

	Date/required:
	

	No. attending:
	Adults =     _________

Under 16 = _________
	Estimated time of arrival and departure:
	Arrive: ______________

Depart: _____________

	Bus Hire required (circle)
Yes   or   No
	Bus hire is added at an extra cost to the client. Costing is to be added to total invoice.
	Time for bus arrival at pickup location:
	
	Time for bus pickup at venue:
	

	Service/s or special needs required for booking:  

	

	

	How did you hear about us? 

	

	

	


	PAYMENT DETAILS (OFFICE USE ONLY)

	Total Cost of Program:
	
	Deposit Invoice Number:
	
	Date sent:
	

	Deposit Payment Received Date:
	
	DD/CHQ
	REF: 
	Confirmed Payment Date: 
	

	Inventory Order Form Completed:
	Date:
	
	Staff Member:
	

	Final Numbers:
	
	Confirmed By:
	

	Final Invoice No.
	
	Date Sent:
	

	Deposit Payment Received Date:
	
	DD/CHQ
	REF:
	Confirmed Payment Date:
	

	Event Details Confirmation sent:
	

	Staff Roster Completed:
	
	Staff Notified via Email:
	

	A confirmation email  sent to guest including invoice numbers and event details:  (please record date sent)
	


