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Room hire booking Form

	Name  & Address of organisation
	


	Contact Name
	


	Email Address
	


	Telephone Number
	


	Nature of activity
	Approximate numbers


	Date(s) days requested
	


	Arrival time
	Departure time
	Total time required


	Room lay out 
	Board room 
	
	Horse shoe
	
	classroom
	

	Facilities/amenities required

	Hospitality /Equipment
	Cost 
	How many 

	Tea/Coffee Biscuits
	£1.25 per head
	

	Sandwiches /refreshments can be ordered
	*contact seanna 
	

	
	Yes 
	Not required

	Use of OHP /HDMI connection & Speakers
	
	

	Flip Chart paper & Markers
	
	

	White board & Markers
	
	

	Use of podium
	
	

	Use of hot water Geyser * surcharge may apply
	
	

	Use of kitchen * surcharge may apply
	
	

	Specific requirements 



	INVOICING DETAILS (if different to above)

	Organisation Name:


	Address

	Postcode
	Telephone


	Contact Name

	Email Address 


Cancellation Policy
I understand and accept that a 15% cancellation fee will be charged if a confirmed booking is cancelled and a  50% cancellation fee will be charged if The North West Volunteer Centre is given less than one week's notice of cancellation.  I also understand and agree that should the event be cancelled on the day or if The North West Volunteer Centre are not notified of the cancellation full room hire charges will automatically be incurred. All cancellations made by telephone must be followed up by a letter or e-mail.  
	Signed:                                                                                                            Date:  



Completed booking forms should be send to seanna@nwvc.co.uk / contact 02871271017
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