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Application for Hire of Room / Hall


Office Hours for enquiries or payments

Monday to Friday from 09:00 to 12:30 and Mon to Thurs from 18.45 to 20.15  

	Contact Name
	
	Tel:

	Organisation/Group
	
	Fax:

	Meeting Name
	
	Email:

	Invoice Name and Address


	
	

	
	
	

	
	
	

	
	
	Charge rate: C

	Postcode
	
	See terms & conditions


Facilities required

	  Date:
	Times:
	No. of people:

	Please  the room/s required
	Please  your required equipment and layout.

	
	
	
	
	
	
	
	

	Room
	
	
	Equipment
	
	Layout (see over)

	Stuart Room
	
	
	Whiteboard
	
	
	Boardroom
	

	Tudor Room
	
	
	Flipchart
	
	
	Syndicate
	

	Windsor Room
	
	
	Screen
	
	
	Conference
	

	Hanover Room
	
	
	Slide Projector
	
	
	Circular
	

	Lounge
	
	
	Digital Projector
	
	
	None/other:
	

	Lancaster Room
	
	
	O/head Projector
	
	
	
	

	Buckingham Room
	
	
	TV/Video or DVD
	
	
	Special requests:

	Coach Hall
	
	
	Hearing loop
	
	
	

	Use of Kitchen
	
	
	Refreshments
	
	

	Use of Garden
	
	
	Mineral Water
	
	
	

	Use of Bar
	
	
	Tea/coffee/biscuits
	
	
	


I have read and understand the conditions of hire.  I am over 17 years of age.

Signed: ____________________________               Dated:    ____________________________

ROOM LAYOUTS:

	ROOM
	STYLE - MAXIMUM SEATING
	ACCESS

	
	Board Room
	Conference
	 Circular
	 Syndicate
	

	Stuart
	24
	40
	30
	30
	1st Floor - chairlift

	Tudor
	12
	20
	20
	16
	1st Floor - chairlift

	Windsor
	10
	N/A
	N/A
	N/A
	1st Floor - chairlift

	Lounge
	12
	20
	20
	12
	Ground Floor

	Hanover
	12
	15
	15
	12
	Ground Floor

	Lancaster
	14
	18
	16
	12
	Ground Floor

	Buckingham
	20
	60
	20
	30
	Ground Floor

	Coach Hall
	26
	70
	30
	48
	1st Floor - stairs


Please note: The Windsor room is furnished with a boardroom table.  This seats 10 comfortably with an additional space if required.
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