[image: image1.wmf] 


Meeting Room

Booking Form
East Sussex Disability Association




Organisation Name
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Contact Address
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Telephone Number
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Contact person’s name


Contact Person’s position

[image: image5.png]


[image: image6.png]



[image: image7.png]


Emergency number for course trainer: 

Purpose of hiring 
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              *Meeting Room / DLC/ Karten Suite (M/DLC/KS)
Date 






*



required






          From

            To



Please note: When giving us the times please include adequate set up times
*MEETING ROOM – MINIMUM HIRE PERIOD ½ DAY, I.E. 31/2 HOURS
Layout (diagrams on reverse)


Boardroom style

   Theatre style (just chairs)
         Theatre style (with table)

U style 


   U style (with table)      


U style (just chairs)

Other (please illustrate on reverse)
Is the booking on behalf of a voluntary or charitable organisation
  YES

    NO


Please tick if you would like to use 








Television, PowerPoint, Internet access and DVD/Video £6.50 per session                 


Refreshments (Tea/Coffee) charged at £1.50pp

    How many attendees 


Flipchart 

Flipchart pads 

Pens 

    Flipchart pads will incur a charge



Karten Suite PCs – No of PCs required

We DO NOT provide lunch, but if you expect lunch to be arriving please let us know what time so we can ensure someone is here to collect it for you 

I have read the Terms and Conditions for hire and agree to abide by them

Signed





Date



Diagrams of Meeting Room layout

Boardroom:



 U style: 











Theatre (just chairs):     

U style (with table): 



Theatre (with table):


U style (just chairs): 


Other (please illustrate):
� EMBED Word.Picture.8  ���







































































































































































When completed, please return to: Stephanie Melling, East Sussex Disability Association at 1 Faraday Close, Eastbourne, East Sussex, BN22 9BH


Tel: 01323 514500	Fax: 01323 514501	Text via Type Talk	Email: steph.melling@esda.org.uk
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