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Room Hire Booking Form

	Contact Name:

	

	Organisation:
	

	Address:

	

	Telephone

	

	Fax: 

	

	E-mail:

	

	Date(s) Required:

	

	Time(s) Required:

	

	Number of People:

	

	Name of Event: 

	


Room(s):

	Large Conference Room
	
	Interview Room 1

	
	Interview Room 2
	

	Conference Room 1

	
	Conference Room 2

	
	
	

	Conference Room 3 
	
	Conference Room 4
	
	
	


Room Set-up:

	Horse Shoe
	
	Theatre
	
	Board Room
	

	Other
	


Equipment Required:

	Laptop
	
	Projector
	
	Hearing Loop
	

	PA System (conference room only)
	
	
	


Other:

	Accessibility Needs

or Special Requirements:


	


Catering:

	
	Quantity

	Tea and Coffee per person half day @ £1.50:
	

	Tea and Coffee per person full day @ £3.00:
	

	Tea, Coffee and Biscuits per person half day @ £2.00:
	

	Tea, Coffee and Biscuits per person full day @ £4.00:
	

	Water (no charge)
	


A buffet lunch can be provided at cost price.

	
	Quantity

	£4.99 per person (Includes: a selection of a wraps, baguettes, sandwiches, cakes, crisps, and fruit kebabs)
	

	£2.99 per person (Includes: a selection of a wraps, baguettes, & sandwiches)
	


Terms and Conditions:

Cancellations and amendments to bookings must be made at least 24 hours prior to hire date. Failure to notify us of a cancellation or change without this prior notice may result in some or all of your booking fee being charged to cover unrecoverable costs to LCVS.
Booking:

Please return this booking form via email to: reception@lcvs.org.uk
Alternatively you can fax the form to us on 0151 237 3998
Your booking is only confirmed once you have been advised so by a member of our reception team. If you have not heard back from us within 48 hours of submitting your request, then please contact us on 0151 227 5177.
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