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200a Pentonville Road

London, N1 9JP

Tel: 0207 832 5801

Email: roombookings@vai.org.uk 

BOOKING FORM

	Contact Name
	

	Organisation Name
	

	Organisation Type
	(Private / Statutory / Voluntary)

	Telephone No
	

	Email Address
	

	Invoicing Address
	

	
	

	
	

	
	

	Date(s) Required
	

	Time(s) Required (Rooms available 9am-5pm)
	

	Number of People
	


	Room and Setup (enter yes against your chosen room & setup style)

	Conference Room in Rows (capacity 70)
	

	Conference Room Boardroom Style (capacity 26)
	

	Conference Room U Shape (capacity 26)
	

	Conference Room Cabaret Style (capacity 26)
	

	
	

	Training Room in Rows (capacity 44)
	

	Training Room Boardroom Style (capacity 16)
	

	Training Room U Shape (capacity 16)
	

	Training Room Cabaret Style (capacity 16)
	

	
	

	Meeting Room 1 (capacity 10)
	

	Meeting Room 2 (capacity 6)
	

	Meeting Room 3 (capacity 6)
	

	Meeting Room 4 (capacity 6)
	

	Meeting Room 5 (capacity 10)
	


	Equipment Hire (enter yes against your chosen equipment)

	Laptop (Conference & Training Rooms only)
	

	Projector (Conference & Training Rooms only)
	

	Flipchart(s) – please indicate how many
	


	Prices

	Rooms
	Voluntary Sector Rates
	 
	Private/Statutory Sector Rates
	 

	
	8 hours
	4 hours
	8 hours
	4 hours

	Conference Room
	£165
	£90
	£225
	£115

	Training Room
	£120
	£60
	£180
	£90

	Meeting Room 1 & 5
	£80
	£45
	£135
	£70

	Small Meeting Room
	£60
	£35
	£105
	£55

	Equipment
	Voluntary Sector Rates
	 
	Private/Statutory Sector Rates
	 

	
	8 hours
	4 hours
	8 hours
	4 hours

	Flipchart
	£10
	£5
	£20
	£10

	Projector
	£35
	£20
	£60
	£30

	Laptop
	£35
	£20
	£60
	£30


	Catering
	Price
	Quantity
	Delivery Time(s)

	Tea and Coffee
	£2.10
	
	

	Tea and Coffee with Biscuits
	£2.70
	
	

	Sparkling Mineral Water 1.5 Lt.
	£1.95
	
	

	Natural Still Water 1.5 Lt.
	£1.95
	
	

	Sparkling Mineral Water 500 ml.
	£1.20
	
	

	Natural Still water 500 ml.
	£1.20
	
	

	Canned Soft Drink (Coke, Diet Coke, Fanta Orange, Fanta Lemon)
	£0.85
	
	

	Orange juice 1 Lt.
	£2.20
	
	

	Apple Juice 1 Lt.
	£2.20
	
	

	Small carton of apple juice 200 ml
	£1.50
	
	

	Small carton of orange juice 200 ml
	£1.50
	
	

	Ice cubes (container) 5kg
	£12.00
	
	

	
	
	
	

	Single Bowl container of Chicken Salad
	£4.95
	
	

	Single Bowl container of Tuna Sweetcorn Salad
	£4.95
	
	

	Single Bowl container of Mozzarella & Tomato Salad
	£4.95
	
	

	Single Bowl container of Greek Salad
	£4.95
	
	

	Big Bowl for sharing (six people)
	£19.00
	
	

	Dressing: Caesar, Olive Oil or French dressing
	
	
	

	
	
	
	

	Sandwich Platter: Meat (20 quarters)
	£15.00
	
	

	Sandwich Platter: Vegetarian (20 quarters)
	£15.00
	
	

	Sandwich Platter: Fish (20 quarters)
	£20.00
	
	

	Single Meat Sandwich (Brown/white thick slice)
	£2.40
	
	

	Single Vegetarian Sandwich (Brown/white thick slice)
	£2.40
	
	

	Single Fish Sandwich (Brown/white thick slice)
	£3.00
	
	

	
	
	
	

	Crisps (Any kind)
	£0.80
	
	

	
	
	
	

	Pastries (Croissants, pan au chocolate & Danish) Each
	£2.20
	
	

	Mixed Fresh fruit (per person)
	£2.20
	
	


Terms and conditions of use:

All room hirers must complete a booking form.

Premises are only to be used for the purposes stated on the booking form.

All fire exits must be left clear and unobstructed at all times.

Users must take precautions for the prevention of accidents.

We reserve the right to cancel or terminate the booking if rules are not being observed or if there is any risk to health and safety.

We will not take responsibility for any loss or damage incurred by the hirer.

We will only rent space to organisations that comply with our equal opportunities policy.

Any cancellation must be made at least 48 hours prior to date of booking.  Failure to do so will incur a charge of 50% of the original booking fee.

I confirm that the details on this form are correct and that I have both read and accept the Terms and Conditions of hire.  Payment is due within 30 days of invoice date.
Signed:






Date:
