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BOOKING FORM
Complete, sign and return this form and the terms and conditions page within 7 days, together with a deposit of £50.00 per session.  Reservations remain provisional and are not confirmed without these.
CONTACT INFORMATION

	Booking Contact Name:
	

	Company:
	

	Charity Reg. No (if applicable.):
	


	Address:
	

	
	

	
	

	Postcode:
	

	Telephone:
	

	Email:
	


BOOKING DETAILS
	Booking Date:
	
	Attendee No.s:
	

	Arrival Time:
	
	Finish Time:
	

	Please note arrival and finish times should be inclusive of set up / pack up time as the space(s) cannot be guaranteed to be available outside your stated times

	Session Contact Name:
	

	Emergency Contact No. on the day:
	


	Space(s) booked 
(please indicate with a cross)
	Set up requirements for Meeting Room
(please indicate with a cross)

	□
	Meeting Room
	□
	Theatre style (maximum of 30 people if catering required, or 40 people if no catering required)

	□
	Gallery (by arrangement)
	□
	Boardroom (maximum 20 people)

	□
	Meeting Room and Gallery
	□
	Workshop (maximum 20 people / 4 tables)

	
	(by arrangement)
	□
	Standing event (minimal / no seating)


CATERING AND EQUIPMENT REQUIREMENTS 

(please note any catering will be in the Meeting Room)
	Equipment (please indicate all required)


	□
	Digital Projector 

(£50 plus VAT unless part of a package)


	□
	Flip Chart stand and paper 

(£10 plus VAT unless part of a package)

	□
	Laptop (£25 plus VAT)
	
	


	Catering and Equipment packages (please select one):

	□
	Half Day Sandwich Lunch Package 
(5 person minimum)
	□
	Organic Full day Sandwich Lunch Package 
(5 person minimum)

	□
	Organic Half Day Sandwich Lunch Package 
(5 person minimum)
	□
	Full day Buffet Package - choice A, B or C
(5 person minimum)


	□
	Half Day Breakfast Package Continental

(5 person minimum)
	□
	Full day Tea and Coffee Package

	□
	Half Day Breakfast Package Healthy

(5 person minimum)
	□
	Evening Wine and Snacks Package

	□
	Half Day Tea and Coffee Package
	□
	Evening Wine and Finger Buffet Package – choice B or C (5 person minimum)

	□
	Full day Sandwich Lunch Package
(5 person minimum)
	□
	Evening Wine and Canapés Package - choice A, B or C (10 person minimum) 

	
	
	
	


	Times for catering:
	

	Numbers:
	

	Special dietary requirements:
	


	Additional info:
	


How did you hear about the Meeting Facilities at the Architecture Centre?  

I have read and agree to the Booking Terms and Conditions and enclose the signed Terms and Conditions document together with a non-refundable deposit of £50 per session (deductible from final invoice) with this booking form.
	Signature:
	

	Date:
	


FOR OFFICE USE ONLY

	DOCUMENTS
	CATERING
	COSTS

	Form received:
	Order Date:
	Hire:

	T & Cs received:
	Company ordered from:
	C&E Package:

	Deposit received:
	
	Additions:

	Deposit Reference No.:
	Notes:
	Subtractions:

	FOLLOW UP
	
	Equipment (if applic):

	Invoiced: 
	
	VAT:

	Feedback sent:
	
	

	Feedback received:
	
	Total:


