THE PRESTON  ROOM
BOOKING FORM
Email: enquiries@glebehouseproject.org.uk    Tel: 01509 218096
	[bookmark: _GoBack]DATE OF FUNCTION

	

	**TIME    (inc. setting up)
	FROM:
	TO:
	NOS:

	TITLE OF FUNCTION

	

	NAME OF THE ORGANISATION 

	

	CONTACT  NAME
	

	TELEPHONE NUMBER
	

	EMAIL
	

	ADDRESS 

	

	INVOICE ADDRESS IF DIFFERENT
	

	VOLUNTARY/STATUTORY                                         
 £10.00 PER HOUR/£15  PER HOUR after 4pm 
	PRIVATE/BUSINESS/COMMERCIAL                    
£25.00 PER HOUR 

	CHARNWOOD BOROUGH COUNCIL 
CODE FOR ROOM HIRE:
	CHARNWOOD BOROUGH COUNCIL
CODE FOR REFRESHMENTS:

	CATERING REQUIREMENTS                  Nos:                  TIMES REFRESHMENTS ARE REQUIRED

	Orange/Apple  juice jug       £2.25
	
	

	Squash and Biscuits             £1.75
	
	

	Tea / Coffee  per person     £1.75           
	
	

	Biscuits per person                   50p
	
	

	Small Cakes                                90p
	
	

	Mini pastries                              95p
	
	

	Sandwiches – 4 quarters    £2.60
	
	

	PLEASE STATE ANY OTHER REQUIREMENTS /SPECIAL REQUESTS




Agreement:
I agree to this booking and understand that in the event of cancellation the following charges will apply:		Two or more weeks’ notice			No charge
	Between one and two weeks’ notice		10% charge
	Between two days and one week’s notice	50% charge
	Less than three days’ notice			100% charge

Signature……………………………………………………………   Name …………………………………………………………………..

Position in company ………………………………………………………………………………….. Date ………………………………

Notes:
There is no onsite parking but public parking at Beehive or McCauley car parks are within 50m of our premises.
Conference Organisers are responsible for fire evacuation procedures as per notice situated in the Preston Room.
Please be aware that you will be charged from the time you arrive until the time you leave.
Please note that drinks and food will be served in the café area and are not to be taken in the Preston Room.
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