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BRITISH EXPERTISE ROOM HIRE

MEMBERS’ BOOKING FORM   BOARDROOM        
      Rates from 22 February 2008


  
I wish to confirm the following booking of the British Expertise meeting room for
Date:  ../../….
    

Time:   from ………  to ………

	Main Boardroom (will seat up to 18 round a table or 50 theatre- style)

	Half day: (0900-1245 or 1315-1700)
	£140 + VAT
	□

	Full day: (0900-1700)
	£235 + VAT
	□

	Morning + lunch: (0900-1400)
	£180 + VAT
	□


NB: Normal office hours are 0900 – 1700.   For access to rooms before 0900 and after 1700 there will be a charge of £40+VAT per hour, or part thereof. 

Meetings lasting in excess of 3 hours and taking place in the middle of the day are liable to incur the full daily charge.

For meetings of 15+ people there is liable to be an administration charge, to be agreed individually with the Office Manager (cl@britishexpertise.org)

	No. of persons (write in)
	
	
	Visual aid requirements (tick box)

	Layout (tick box)
	
	
	PowerPoint facilities - ceiling mounted projector (£30+VAT)
	□

	Theatre-style
	□
	
	
	

	Round table
	□
	
	Flip chart
	□


Refreshments

Refreshments can be arranged at the following rates. If you choose to provide your own refreshments it is your responsibility to clear away after the meeting.

	Coffee @ £1.50 per head
	Time(s) required:  
	
	

	Coffee & Biscuits @ £2.00 per head

	Time(s) required:
	
	


Catering

If you require lunch please contact XLNT  (Tel: 020 7623 1650, Contact: Grace) www.xlntbuffets.com.  If you prefer, you may use your own caterers. 
YOUR BOOKING IS CONFIRMED BY SUBMITTING THIS COMPLETED FORM BY FAX TO 020 7824 1929 OR EMAIL TO mail@britishexpertise.org 

Cancellations are subject to a charge of:

25% of the overall cost more than 1 week before the meeting

50% of the overall cost 2 days before of the meeting

100% of the overall cost the day before the meeting

	Name :
	
	Telephone:
	

	Organisation
	
	Fax:
	

	Address:
	
	E-mail:
	

	
	
	Purchase Order Number 
(if required)
	

	Signed
	
	Date:
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