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Meeting Room Booking Form


Organisation: 


Contact Address:



Booking Contact Name: 					Contact number:

E-mail:

Course Facilitator Name:					Contact number:

Invoice Details:
(If different from above)




Please indicate whether you are:
1. A local voluntary or charitable group 							
2. An non-charity group (including local authority) 							
3. A commercial or business group								
	
Please note that for bookings during evenings, DWT reserves the right to charge an additional fee per booking to provide adequate staff cover.

Date and time of booking (it is important that you read carefully item 10 in the Terms and Conditions):

Day and date of booking:

From:			 	To: 				Number of attendees:

Frequency:        Once Only 		Weekly 	Fortnightly   	 Monthly 
Ongoing bookings will be subject to review annually. 
Discounts are available on the room hire for ongoing bookings;
20% weekly,15% fortnightly and 10% monthly

Personal Emergency Evacuation Plans (PEEPS) are available for disabled visitors and people with mobility problems (e.g. pregnant or injured) in the event of a fire or other emergency. Please indicate below if any of your prospective members/visitors have any disabilities so we may assess any specific needs. We may contact you concerning this.




Room configuration: 
Conference style		- chairs in rows facing front		(max 32 people)		
Meeting style			- chairs set up around a table  	(max 24 people)				
Room Configuration-Other (please specify)	




Additional equipment:
Overhead projector, screen, flip chart and wireless networking is available for use at no extra charge.
TV/Video/DVD player   *		 Digital projector    *                        
*Please see attached price list for equipment charges

Refreshments 
Buffets and refreshments are served in the meeting room. 
Please indicate below the times when you would like any refreshments to be served. 
Jugs of tap water are available for guests and at the speakers table as a courtesy.
Location and Time(s):

Fair Trade Tea, coffee & biscuit*    		 

Fruit Juice*   			       

Breakfast Menu*		        A / B

Buffet Menu*			        A / B   
*Please see attached price list for details
Are there any special dietary requirements?
Vegetarian, Vegan, Gluten/ Wheat Free and Kosher diets can be catered for. 

I have read, understood and agree to be bound by the terms and conditions of hire of the Meeting Room. 
I agree that I will:

1	inform the members of my group or facilitator using the room of the emergency evacuation procedures (a copy of the procedure is attached)
2	inform the members of my group or facilitator using the room that personal emergency evacuation procedures are available for disabled user
3	provide the time to accompany a member of staff to tour the building identifying all emergency exit routes on the initial visit.

Print name:					     Signature:

Date:		

Please complete, sign and return this form to: 
	
Duckworth Worcestershire Trust				Telephone: 01905 734934/730601	
The Pump House Environment Centre, 			Fax: 01905 734 981		
Waterworks Road, Barbourne, 				Email:  volunteer@dwt.org.uk
Worcester, WR1 3EZ     
		


 (
For Office Use only
Date of Meeting;
Price List version;
Hirer;
Phone Number of Hirer;
Course Facilitator;
Phone No of facilitator;
Time Expected on day of hiring;
Buffet;
Date Ordered:
Supplier:
Time of Delivery:
Emergency access 
  Assembly Point 
   First Aid 
    Welfare  
Date shown       /         /      Staff member 
    
Number of PEEPS   
   Questionnaire(s) sent   
    
Q1  Date
 received         /        /          Interview        /       /    
Q2  Date
 received        /        /           Interview       /       /     
Q3  Date
 received       /        /            Interview      /       /  
PEEP Plan 1;
PEEP Plan 2;
PEEP Plan 3;
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