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	Date
	Time From
	Time To
	Numbers attending 
	Form completed by:

	
	
	
	
	

	If access to the building is required before 9am or after 5pm please make this clear on the booking form

	Contact Name:
	Full billing address & Dept (if NLC)

	
	

	e-mail address:
	

	
	

	Telephone number:
	Cost Centre / Account Number for NLC

	
	

	Equipment Required: (please tick) at a charge of £5.00 per item

	
         Laptop Computer   

                                                                                      Slide Projector


         Projector Screen (70” x 70”)                                   Flipchart  


         Overhead Projector                                                Induction Loop


         Digital Projector                                                     Television & DVD Player

	Seating Arrangements: (please tick and add any further requirements or instructions) 

	         

         Board Room Style (Maximum 25 people) 


         Theatre Style (Maximum 25 people) with use of display equipment


         Theatre Style (Maximum 40 people) without use of display equipment

          

         Other please specify: 

	Refreshments:
	Numbers Required:
	Times Required:
	Total:

	Tea & Coffee at £1.20 each 


	
	
	£



	Tea & Coffee and biscuits at £1.45 each 


	
	
	£



	Buffet Number ____ at  £ ____ each 


	
	
	£



	SPACE Fees and Charges

	£50.00 Full Day Booking (10am – 4pm)
	£10.00 hourly rate

	£30.00 Evening rate per hour     (2 hours minimum)
	£15.00 for use of the room before 10am or after 4pm (Per hour or part hour)

	Please note: we require 48 hours notice of cancellations and alterations of numbers. Failure to do so will incur a £15.00 charge and a charge for refreshments.

	These prices do not include 20% VAT and are subject to change in April 2014 

	For Admin use only

	Payment date:             CSV001  9103 £        ,     CSV001  9802 £        ,  CSV003  9002 £

	
	date
	initial
	Total Amount:

	Booked on to electronic calendar
	
	
	

	Cafe informed of catering requirements
	
	
	


Return your completed booking form to: 20-21 Visual Arts Centre, Church Square, Scunthorpe, DN15 6TB, Tel:01724 297070 e-mail 20-21.epd@northlincs.gov.uk
20-21 Visual Arts Centre





SPACE Booking Form
















































































