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ACCOMMODATION BOOKING CONFIRMATION
Please email or fax this form to the INSEAD Accommodation Booking Department (Hotelresa)

Email: hotelresa.fb@insead.edu Fax : +33(0)1 60 72 93 84
By return to confirm the booking
	To:

HOTELRESA
INSEAD Accommodation Booking Dept. 
Boulevard de Constance

F - 77305 Fontainebleau Cedex

Tel:
+33 (0)1 60 72 93 87 (9 am – 6 pm CET)
Fax:
+33 (0)1 60 72 93 84
Email:
hotelresa.fb@insead.edu 
	From:
Name:




Address: 




Tel:




Fax:




Email:





INSEAD Directors forum
The hotel name will be confirmed approx. 5 weeks prior the event.
A single room has been pre-reserved for you (all rooms have double beds & are non-smoking)
The full invoice (including extras) should be settled by by you upon check out.
(price per room at max. € 161*/ night, B&B, based on single occupancy, VAT included / *A flat rate per day per person will be added as City tax/  *Prices and VAT are subject to change without notice)
Arrival date: Friday 12 October 
Departure date: Saturday 13 October
Check in time: 15:00
Check out time: 13:00 
(These dates are subject to the below mentioned cancellation policy)

 FORMCHECKBOX 
 I do not require INSEAD pre-reserved accommodation 
If you require accommodation for additional nights, please indicate as such below (to be confirmed, subject to availability; any extra night is at your own cost) 
ARRIVAL Date/Time:_______________________ DEPARTURE Date:___________________________
COMMENTS:

 FORMCHECKBOX 
 Double occupancy (extra charge of 20€ B&B per night) 
 FORMCHECKBOX 
 Dietary requirements (food allergy, vegetarian, etc.):
 FORMCHECKBOX 
 Reduced mobility:
 FORMCHECKBOX 
 Other:
Credit card details: (all details are necessary to guarantee and confirm your booking) 

 FORMCHECKBOX 
 Diners 
 FORMCHECKBOX 
 Visa/ Mastercard 
 FORMCHECKBOX 
 American Express  
 FORMCHECKBOX 
 Other : 


Card N° :







Expiry Date:  




Please note that this credit card can be debited in case of a cancellation, a no-show or a failure to pay any charges upon departure.
CANCELLATION POLICY: 
Please return this form as soon as possible to guarantee your room booking. This form is your confirmation of our pre-booking. You will only receive confirmation from Hotelresa if you change arrival/ departure dates. 
If you cancel this booking the following cancellation fees will apply:
Cancellation on or after 30th  day prior to arrival date:
50% of 1 nights 
Cancellation on or after 7th day prior to arrival date:
100% of 1 nights 
If you leave earlier than your confirmed departure date, or if during your stay you should leave temporarily, you will be charged for the whole stay.
NO-SHOW POLICY:
If you fail to arrive or if you arrive after your confirmed arrival date, you will be charged for any unoccupied night(s).
SIGNATURE: 
Confidentiality and safety is a top priority of INSEAD and all customer payment details are destroyed after the programme. Deletion is an automatic process which means there is no risk of your information being stored in unknown files and records. INSEAD reminds its customers that, in accordance with the provisions of article L.132-2 of the French Monetary and Financial Code, an order of commitment to pay with a credit card or debit card cannot be reversed or modified. The payment may be cancelled only in the event of loss, theft, fraudulent use of the card (or the data related to its use), or of insolvency or bankruptcy of the recipient. In the event of a customer’s failure to comply with the above regulations, INSEAD reserves the right to initiate any necessary procedure in order to obtain damages.
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