THE LANCASTER CENTRE - ROOM BOOKING FORM

Date/s required: ____________________  Date booking made: _________

Session required: Morning / Afternoon / Evening* 

Evening bookings only, time of requiring access: _____________________

Room/s required: Conference Room / Sitting Room / Counselling Room*

Contact Name: ___________________ Telephone Number: _____________

Name and billing address of organisation booking room: _______________

_____________________________________________________________

_____________________________________________________________

I have read and agree to The Lancaster Center’s policies.  Signed _____________

*Delete as appropriate

Please note.

Session times:

Mon to Fri – Morning 9.00 to 1.00, Afternoon 1.15 to 5.15, Evening 5.30 to 9.30

Sat and Sun - Morning 9.00 to 1.00, Afternoon 1.15 to 5.15

Each four-hour session includes your set up and break down time.  Each room has a standard lay out and the room must be returned to that setting and fit for the next group to utilize by the end of each session.  There is a £50 charge for not leaving the room in a reasonable condition.  Bookings cancelled with less than 5 working days notice will be charged at the full rate.  A monitoring form will be issued with the invoice; completion is a condition of hire.  The Lancaster Centre is striving to be an Equal Opportunity service provider, copies of our policies are available on request and must be adhered to at all times.

The Conference room has flip chart easel, white board, induction loop and air conditioning.  The Living room has TV/video and music centre.

Parking:  There are four parking spaces at the rear of The Lancaster Centre.  Please ask all people attending to ensure they only park within the white lines.  The very first slot by the hedge belongs to the flat upstairs and not The Lancaster Centre.

Additional equipment is available, please mark your requirements in the box.

	ITEM
	
	COST
	QUANTITY REQUIRED

	Over Head Projector 
	Hire
	£5
	

	Flip Chart Pad
	Buy
	£10
	

	Flip Chart Pens (4)
	Buy
	£6
	

	White Board Pens
	Buy
	£6
	

	TV/Video
	Hire
	£5
	

	Massage Table
	Hire
	£5
	

	Multimedia Projector
	Hire
	£5
	

	Tea Urn
	Hire
	Free
	

	Cups
	Hire
	Free
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