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Room Hire Form 
	contact details

	name of organisation:
	     

 FORMTEXT 

     

	contact name for booking:
	     

	purchase order no:
	     
	contact email address:
	     

	address for invoice:
	
	contact telephone no:
	     

	
	
	contact name on the day:
	     


	event details

	date of event:
	     
	name of event:
	     

	time from*:
	     
	time to:
	     
	total no. of participants:
	     


*please note – this is the time access will be required from, not the event start time
	room(s) required:       
	room layout    ( as applicable
	notes

	 FORMCHECKBOX 
training room
 FORMCHECKBOX 
board room  
 FORMCHECKBOX 
meeting room
	 FORMCHECKBOX 
theatre 

 FORMCHECKBOX 
cabaret 

 FORMCHECKBOX 
chairs in circle

 FORMCHECKBOX 
chairs in semicircle
	 FORMCHECKBOX 
boardroom 

 FORMCHECKBOX 
tables in horseshoe 

 FORMCHECKBOX 
other (please specify) 
	     


equipment required



	 FORMCHECKBOX 
digital projector

 FORMCHECKBOX 
laptop

 FORMCHECKBOX 
VCR / DVD
	 FORMCHECKBOX 
flip chart & stand 
 FORMCHECKBOX 
overhead projector

 FORMCHECKBOX 
PA (training room only)

	 FORMCHECKBOX 
lectern 
 FORMCHECKBOX 
web conferencing*

 FORMCHECKBOX 
other (please specify below)


*  (additional cost – please ask for further information)
notes (e.g. any special access requirements)

	     



catering required

options and costs are shown on the attached sheet  
coffee, tea, orange juice and biscuits

	
	(  if required
	time
	no. of people
	pastries?

	on arrival:
	 FORMCHECKBOX 

	     
	     
	     

	mid morning:
	


	     
	     
	     

	with lunch:
	 FORMCHECKBOX 

	     
	     
	     

	afternoon:
	 FORMCHECKBOX 

	     
	     
	     

	other:
	 FORMCHECKBOX 

	     
	     
	     


(water will be available at no charge)

lunch  
	time: 
	     
	option: 
	 FORMCHECKBOX 
1
	 FORMCHECKBOX 
2
	 FORMCHECKBOX 
3
	 FORMCHECKBOX 
4
	Number of people for lunch:
	     


	special dietary requirements?: (e.g. vegan, food allergies, etc.)
	     

 FORMTEXT 
     
	


I have read and agree to the terms and conditions: 

 (signed) 

                             (print)                                           (date)      
(if returning the form by email please tick here to indicate agreement of the T&Cs  FORMCHECKBOX 
)
Where did you hear about us?       
Catering options

Drinks

Coffee, tea, orange juice & biscuits @ £2 +VAT per head per serving. 
Coffee, tea, orange juice & pastries @ £3 +VAT per head per serving. 
We use locally sourced Fairtrade ingredients.

Lunch options
	Option 1:
£6.50 +VAT per head

· selection sandwiches and wraps with meat and vegetarian fillings 

· selection of cakes

· fruit


	Option 2:
£7.50 +VAT per head

· selection sandwiches with meat and vegetarian fillings 

· selection of savouries or salads

· selection of cakes

· fruit

	Option 3:
£9.00 +VAT per head

· selection sandwiches with meat and vegetarian fillings 

· selection of savouries or salads

· quiche

· selection of cakes

· fruit
	Option 4:
£12.00 +VAT per head

· selection of open sandwiches with meat and vegetarian fillings 

· selection of savouries

· 2 selections of salad

· quiche

· 2 selections cooked meat

· variety of desserts

· fruit


If you require something not listed above please give us a ring and we will do our best to accommodate you.


room bookings terms and conditions of business 
These terms and conditions supersede any other terms and shall apply to all bookings. 

1. definitions

· The following words or expressions shall have the following meaning:

"We", "Our" or “Us”: National Day Nurseries 
Association (NDNA)


"the Hirer" or “You”: the person signing the booking 
form or sending it to us  



“Event Organiser”: the person named on the booking 
form as the lead contact on the day of the booking 


“Delegate” : a person attending the Event 


“Event”: the activity being run at the Centre by 
the 
Hirer 

2. charges

· We reserve the right to alter or vary the hiring  charges.  
· The rates charged for the use of the Centre will be as specified in the booking confirmation.  This charge may be subject to change in the event of a change in numbers or room layout.  The final charges will be confirmed once the final catering numbers have been agreed. 
·  When the assistance of additional staff is required to provide caretaking and/or additional cleaning to enable room lettings to proceed, then the contractor’s charges and an administration fee will be recharged to the hirer.  The hirer will be advised of any additional cost at the time of booking.

· Payment may be made by BACS or cheque.

· Payment terms are 30 days from invoice date. 
· Cancellations may be made in writing and charges will be levied at the following scale:

at least 14 days notice: 
no charge

7-14 days notice:
50% of room hire fee


24 hours – 7 days notice:
100% of room hire fee


less than 24 hours notice:
100% of room hire and catering fee
3. the booking form

· The Hirer or some duly authorised person must sign the booking form to indicate that they have read and undertake to observe the conditions of letting as set out in this document (if returning the form electronically, tick the box to indicate acceptance).
· All bookings are provisional until the booking form has been received by Us and a confirmation has been returned to You.

· We reserve the right to change the room booked in the event of a significant change in numbers.
· You must inform us of the final catering numbers no later than 3 working days before of the day of the event.
4. 
health and safety
· The Event Organiser shall ensure that all gangways, passages, entrances and exits are kept free from obstruction throughout the period of hiring and shall accept full responsibility for the control and result of any unsafe conduct in the room during the period of hiring. 
· The Event Organiser must make themselves familiar with all fire escapes prior to the start of their event.
· In the event of a fire an audible alarm will be activated.  Centre staff will supervise the evacuation of the building, escorting guests to the assembly point.   

· The Event Organiser is responsible for ensuring that all electrical and ancillary equipment that they bring on to the premises meet current statutory safety standards.  We reserve the right to request to see safety certificates or make a visual check of power cables and will refuse their use if they are thought to be unsafe. 
· Smoking is prohibited in any part of the Centre.

5. liability, licences and insurance

· NDNA accepts no responsibility for the loss of or damage to property brought into the National Early Years Enterprise Centre or left in its car park.  

· The hirers agree to indemnify and to keep NDNA indemnified against all liabilities, loss, damage, expense, costs and claims by any person in respect of injury or loss or damage to property howsoever caused during the use of NDNA premises by the hirer.
· The Hirer shall indemnify NDNA for the cost of any repair of any damage done to any part of the premises (including the car park and surrounding area) thereof or the fixtures, fittings and other contents of the building during or as a result of the hiring.

· Hirers will be responsible for the payment of any fee payable for Performing Rights and  must indemnify NDNA against any claims which may be made in respect of such rights.
· The Hirer, where appropriate, shall acquaint himself with, and shall comply with the Cinematography Acts, 1909 and 1952, and with the Regulations made under those Acts.
· The Event Organiser shall leave the facilities in an orderly and clean state at the expiration of the hire period.
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