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 ROOM HIRE BOOKING FORM

	Organisation 


	
	Group Name
	

	[bookmark: _Hlk31113860]Responsible Person
	Name:

Address:




Tel:

E-Mail:


	Finance Contact
	Name:

Address:




Tel:

E-Mail:

	

	Event Type
	
	Number of Delegates/ Attendees

	Will There be alcohol consumed at your event?
	
	

	

	
For Ad-Hoc Bookings, please complete Section A 

For regular bookings, please complete Section B and C


	

	Section A - Ad-Hoc Bookings

	

	Date of Event
	Start Time (To include setting up)
	End Time (Including packing away)
	Total Number of Hours

	
	
	
	
	

	

	

	Section B – Regular Bookings
Please specify times of the day/ week for your regular bookings 

	
	Day
	Time
AM
	Time
PM
	Time
Evening
	Total Hours

	
	Monday
	
	
	
	

	
	Tuesday
	
	
	
	

	
	Wednesday
	
	
	
	

	
	Thursday
	
	
	
	

	
	Friday
	
	
	
	

	
	Saturday
	
	
	
	

	
	Sunday
	
	
	
	



	Section C – Frequency of Room Hire


	Frequency
	Please Tick
	Start Date
	End Date
	Comments 

	Weekly
	
	
	
	

	Bi-weekly
	
	
	
	

	Monthly
	
	
	
	

	Other (Please specify in comments)
	
	
	
	




	Section D – Choosing your room


	Room Required
(Please Tick)
	Small Hall
	
	Room Layout – See Below
(Please Tick)
	Theatre
	

	
	Medium Hall
	
	
	U- Shape
	

	
	Large Hall
	
	
	Cabaret
	

	
	Board Room
	
	
	Boardroom
	

	
	Atrium
	
	
	Classroom
	

	
	Other (Please state)
	
	
	Open space
	



	Theatre 
	U-Shape 
	Cabaret  
	Boardroom
	Classroom  
	Open space




	Section E – Equipment Hire
Do you require any of the following equipment?  Please Tick all that apply. 
See additional rate card for costs for each equipment hire


	Boardroom Screen
(£20)
(Boardroom Only)
	
LCD Projector (£20)
	PA System with Microphone
(£40)
	    Photocopying
(From 20p per copy)

	
Flip Chart
(£5)

	


	
	
	
	




	
Section F – Catering Requirements (Please Tick)
	No catering requirements
	
	

Total Cost
	
Comments
(Any dietary requirements etc)

	
	Number of servings
	Cost PP
	
	

	Tea/ Coffee 
	
	£2.30
	
	

	Tea/ Coffee/ biscuits
	
	£3.10
	
	

	Orange Juice
	
	£1.00
	
	

	Break 1 Time

	
	Lunch Time
	
	Break 2 Time
	

	
Please see separate ASAN buffet menu for breakdown of options








	Food Requirements


	Please circle catering option chosen
	1
£5 per person
	2
£7 per person
	3
£8.50 per person
	Are there any dietary requirements to make us aware of?


	Please state which additional extras you would like
(Please see buffet menu for options available)
	N/A
	1.
2.
3.

	1.
2.
3.
4.
5.

	

	How many people will be catered for?
	
	

	Do you require a full vegetarian buffet?
	
	





	Section G - Booking Summary


	Room Hire
	
	Total Costs per booking date
	

	Equipment Hire
	
	
	

	Catering/ Refreshments
	
	
	

	Other Additional costs
	
	
	



	Section H – Financial Information

	Finance Contact Name
	
	Contact Number
	

	Invoice Address
	
	Email Address
	

	
	
	Purchase Order Number
	

	Payment Method
	Cash
	
	Credit/ Debit Card
	
	Invoice (Must be authorised by finance manager before invoice method agreed)
	

	Section I – Other


	Have you previously booked room hire at the Workspace? (Please tick)
	
Yes
	
	
No
	
	Do you have a PROMO Code? (Please state)
	

	Which of the following best describes your organisation? (Please Tick)

	Public Sector
	
	Private Sector
	
	Third Sector
	
	Other (Please specify)
	

	Where did you hear about ASAN? (Please State)
	

	Section J – Declaration   
I have read the terms and conditions (attached) and I am authorised by the company/organisation to make this booking

	Name:
	Signature:
	Date:




	For Office Use

	Date Payment Received:
	

	Booking added to timetable:
	

	Processed By:
	
	Date:
	






[bookmark: _Hlk181966007]Terms & Conditions 
 
1. Binding Contract 
 
The Booking Form and these terms and conditions together constitute a legally binding contract between ASAN Management Services Ltd and the Hirer (as set out on the Booking Form). (“Contract”). 
 
1.1 The Hirer and the Contract Person (as set out on the Booking Form) shall be jointly and severally liable for payment of all charges due to The Workspace under this Contract.  
 
1.2 “Booking Form” shall refer to either a Room Booking Form or a Catering Booking Form or both (as the context infers). 
 
 
 
2. Provisional Bookings 
 
2.1 Enquiries should first be made to check the availability of the venue. If the date required is available for the function, a provisional booking can be made by telephone or e-mail. The Hirer should provide organisation name, full invoice address, a purchase order number (if required by the Hirer’s internal procedures) and any other provisional details. The provisional booking will be held for a maximum of 7 days or until another enquiry for that room is made, whichever sooner, at which point the Hirer will be contacted and asked to either confirm the booking or to release it immediately. 
 
 
3. Confirmation of bookings and numbers 
 
3.1 All bookings are provisional until: 
 
3.1.1 The Hirer has confirmed the provisional booking by properly completing the Room Booking Form; and  
 
3.1.2 The Workspace has acknowledged receipt of the Booking Form and confirmed the booking in writing. 
 
3.2 If catering is required for the function, the Hirer shall complete the Catering Booking Form in accordance with section 6. 
 
3.3 The Contact Person warrants that he or she has, prior to submitting a Booking Form, complied with the Hirer’s internal procedures, including but without limitation, any requirement for prior authorisation by way of a purchase order. 
 
 
 
4. Cancellations and postponements 
 
4.1 Once room booking are confirmed, room cancellations will be charged on the following basis: 
 
	More than 20 working days notice:            	No Charge 
	Between 11 and 20 working days notice:  	50% Room Hire 
	Between 3 and 10 working days notice:    	100% Room Hire 
	Less than 2 working days notice:              	100% of Room Hire and Catering 
 
4.2 All cancellations should be made in writing and will be effective on the date received by The Workspace. 
 
4.3 Where possible every effort will be made to re-sell cancelled space to minimise any cancellation charges to the Hirer. 
 
4.4 Any bookings that wish to postpone will be subject to cancellation charges as set out in section 4.1. 
 
 
 
5. Payment terms and VAT 
 
5.1 The Workspace reserves the right to require payment by way of a deposit of all or part of the room charge on such date prior to the functions as The Workspace shall determine.  Should the Hirer not pay such a deposit by the date specified, The Workspace may treat the booking as having been cancelled by the Hirer and will be subject to cancellation charges as set out in section 4.1. 
 
5.2 All accounts will be invoiced on the last working day of the month of the function and will be due for payment within 30 days of the invoice date. Invoices can be paid via cash, credit/debit card or via BACS. 
 
5.3 All prices are exclusive of VAT and will be charged on the following or on the basis of the prevailing rate: 
 
Room Hire is charged at the standard rate at the time of booking 
Catering items are Vat at the standard rate at the time of booking 
Equipment items are VAT at the standard rate at the time of booking 
 
5.4 The Workspace reserves the right to alter prices or other details shown in its brochure or on its website without notice. Tariffs are reviewed annually and implemented on the 1st January every year. The Hirer will be invoiced at the rates applicable on the actual day of the function.  
 
 
6. [bookmark: _Hlk181955086]Catering 
 
6.1 All catering relating to a function shall be provided by The Workspace’s preferred catering provider. Outside catering is not permitted. 
 
6.2 The Hirer shall, not less than 10 days prior to the day of the function, complete and submit to The Workspace the Catering Booking Form which shall set out the final number of guests attending the function. Final numbers may not be less than 75% of the numbers booked. If this is the case then cancellation charges as those laid out in section 4 of these terms and conditions will apply. 
 
6.3 Any reduction in numbers received during the 10 days prior to the function cannot be accepted and non-arrivals will be charged for. 
 
6.4 Numbers may be increased up to 2pm of the day prior to the function, subject to the caterer’s agreement. 
 
6.5 Dietary requirements will be catered for if ordered within the time frame specified in these conditions of hire. 
 
6.6 Due to Food Hygiene reasons, The Workspace shall after a 1 – 2 hour period remove any remaining food which they have supplied. 
 
 
 
 
7. Session times 
 
7.1 Unless otherwise stated, session times are as follows: 
Morning:              09.00—12.30 
Afternoon:           13.30—17.00 
Evening:              18.00—21.00 
 
7.2 The function is required to finish at the times specified on the Booking Form. The session time shall include the setting up and breaking down of equipment. In the event of any extension to the session time(s), the Hirer shall incur additional charges calculated by reference to the session charges for the allocated room(s). 
 
 
8. Equipment hire 
 
8.1 The Hirer must book equipment required using the Room Booking Form. Equipment is hired out on a first come first served basis and as such, no item can be guaranteed until a Room Booking Form has been received. 
 
8.2 The Hirer may only bring additional equipment, articles or substances on to the premises with the prior written agreement of The Workspace and as such, equipment, articles or substances must be specified in writing. The Hirer may use their own electronic equipment as long as it is less than 12 months old or has been electrically PAT tested within the last 12 months. Evidence of which should be given to the venue before set up. 
 
8.3 The Hirer shall be liable, on demand, to make good any damage to furniture fittings, equipment and any other property of the The Workspace caused by any act, 
neglect or default of the Hirer’s employees, delegates, agents or other representatives. 
 
8.4 The Workspace will assist where reasonably possible, with the storage of equipment, article or substances. The Workspace do not accept any liability for any loss of or damage to any item of equipment, article or substance so stored. 
 
 
 
9. Affixing of signage 
 
9.1 The Hirer shall not erect any exhibitions, stands, displays, freestanding advertising material or signs or any other items on the premises without prior agreements of The Workspace. 
 
9.2 Where The Workspace’s agreement has been given, no materials shall be affixed to walls using blue or white tack. The only material that may be used is masking tape and this will be supplied by The Workspace.  
 
9.3 The Hirer shall be responsible for any loss or damage caused to the premises arising from the erection of any item specified in section 9.1 above and shall pay to The Workspace on damage the amount required to make good any such damage. 
 
 
 
Obligation of the Hirer 
 
9.4 The Hirer shall remove (or procure the removal from the premises) of any person acting in a manner which, in the reasonable opinion of The Workspace may be undesirable, inappropriate, harmful, offensive, obscene or illegal or may cause a breach of the peace and shall procure the cessation of any activity on the premises for which the Hirer or its guests are responsible and which, in the reasonable opinion of The Workspace, constitutes or may constitute a breach of the peace. 
 
9.5 The Hirer shall not assign or sublet the Booked Room without prior written consent of The Workspace. 
 
9.6 The Hirer shall indemnify The Workspace for any loss or damage to any property arising out of the holding of a function or any injury which may be incurred by, be done or happen to any person during the holding of a function arising from any causes what so ever, or for any loss due to any breakdown of machinery, failure or supply of electricity or telephone, leakage of water, fire, riot, government restriction or act of God which may cause The Workspace’s premises to be temporarily closed or the function interrupted.   It is the responsibility of the hirer to ensure they have adequate Public Liability insurance. 
 
9.7 The Hirer must comply with The Workspace’s policies including Health and Safety and Equal Opportunities (available on request). The Workspace will refuse the right to hire or cancel said booking that does not comply with the current policies at the date of hire. 
 
 
 
10. General 
 
10.1 Neither party excludes liability for death or personal injury caused by its negligence, or that of its officers, employees, contractors or agents; for fraud or fraudulent misrepresentation; or for any other liability, which may not be excluded by law. 
 
10.2 The Workspace’s liability, under the Contract, for loss of or damage to the Hirer’s tangible property caused by the negligence of the Supplier, its officers, employees, contractors or agents, shall not exceed the charges paid by the Hirer under the Contract. 
 
10.3 Without prejudice to section 11.1 The Workspace shall have no liability for any losses or damages which may be suffered by the Hirer (or any person claiming under or though the Hirer), whether the same are suffered directly or indirectly or are immediate or consequential, and whether the same arise in contract, tort (including negligence) or otherwise howsoever, for any indirect or consequential loss, including but without limitation loss of profit or anticipate savings. 
 
10.4 The Hirer shall indemnify, and keep indemnified, defend and hold harmless The Workspace and its respective officers, agents, employees, successors and assigns from any and all losses, liabilities, damages, costs and expenses arising directly or indirectly from or in connection with any and all acts or omissions of the Hirer, or breaches of this Contract by the Hirer including any act, neglect or default of the Hirer’s employees, agents or sub-contractors. 
 
10.5 The Hirer agrees that The Workspace may periodically contact the Hirer with details of special offers and services that may be of interest to you. The Hirer can any time on written notice advise The Workspace that it does not wish to be included in this activity. 
 
 
10.6 This Contract shall be governed by English law and the parties hereby submit to the exclusive jurisdiction of the English courts to determine any dispute arising out of this Contract or its interpretation. 
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