CONFERENCE HALL BOOKING FORM
Please complete all sections and e-mail to: mwilliamson@govanhillha.org in order to confirm your booking
Contact name: 
Company:

Address:

Invoice address and contact name: 

 

(if different from above)


    


Telephone Number:





E-mail address:

Date of event: 
Brief purpose of meeting:

Time of event - from:  
to:

Number of delegates:

Tea/Coffee requirements (£1 per person): Yes/No
Please let us know if you will be organising an outside caterer for your meeting so we can arrange access to the kitchen: yes/no

Room set up (theatre style, boardroom etc):

Hourly Hall Rates – Full £18, Tenants/Residents/Other Community Organisations £12.60
Equipment requirements (projector, flipcharts etc): 
(Hire of Flipchart (free), Hire of Laptop Projector £25, Hire of Laptop £20)
To comply with Fire Safety Regulations, all groups/organisations using this facility must ensure the sign-in register provided for your use is signed by anyone attending your meeting/event. The Fire Evacuation process is briefed in a laminated sheet at the entrance to the community hall, please ensure you adhere to this process at all times. 
________________________________________________________________
For Corporate Services use only:
Booking in diary □



Client details updated in spreadsheet □
Completed form received from client □ 

Invoice raised □
Client details updated in diary □


Cost breakdown:
