	
	
	Conference Room Hire Agreement:

Terms Of Agreement



This agreement summarises our Terms of Hire but is not separate to them. Any hire is made under those conditions and hirers are expected to have read and agreed to them when signing the booking form.

The aim of the agreement is to ensure that:
· The hirer of the room gets a good quality training/meeting/exhibition space at a reasonable rate

· The hirer is able to use the facilities effectively and it is fit for its purpose

· Hackney CVS does not incur unexpected costs such as cleaning or repairing damage.
LIABILITY

Under the terms of this agreement, Hackney CVS will not be held liable for any damages or injury caused to the hirer or the hirer’s property. It is the responsibility of the hirer to ensure that a suitable insurance policy is in force in their name, on the date of hire to cover any damage or injury to themselves, their property, or the people attending their training/meeting/event.
RESPONSIBILITY

The hirer is responsible for:

1. Paying to Hackney CVS the total hire cost on the receipt of an invoice.
2. Providing their own refreshments unless arranged with Hackney CVS.
3. Leaving the conference room in the same condition as they found it i.e. clean and tidy and with equipment put away and chairs and tables returned to their original position.
4. Contacting staff on duty before vacating the conference room.
5. Ensuring that all health and safety requirements are met in use of the facilities.
6. Paying the cost of any damage to property, equipment or the cost of additional cleaning if the room is left dirty.
Hackney CVS is responsible for:

1.
Providing a meeting facility that is clean, tidy and arranged as previously agreed with the hirer for the period booked.
2.
Providing such materials and equipment as the hirer has booked to be set up and ready for use at the start of the hire (10.00am for morning bookings, 30 minutes before the start of the booked slot for all other bookings).

3.
Providing technical support on the operation of equipment.
4.
Providing a minimum of seven working days’ notice in the event of any changes.
5.
Providing a courteous, prompt and efficient service

CAPACITY AND COSTS
	Conference Room

Max. Capacity: 24 Seated Boardroom Style: 50 seated (no tables)

	Training Room

Max. Capacity: 14 Seated Boardroom Style


	Room
	Monday -Friday
10 - 6
	Monday – Friday

6 - 10
	Weekends **

	
	Members
	Private
	Members
	Private
	Members
	Private

	Conference Room/Studio
	
	
	 
	 
	
	 

	Hourly
	n/a
	n/a
	£25
	£25
	n/a
	n/a

	Half Day
	£100
	£150
	n/a
	n/a
	£150
	£225

	Full Day
	£180
	£260
	n/a
	n/a
	£270
	£390

	Training Room 
	
	
	 
	 
	
	 

	Hourly
	£15
	£20
	£20
	£25
	n/a
	n/a

	Half Day
	n/a
	n/a
	n/a
	n/a
	£90
	£120

	Full Day
	n/a
	n/a
	n/a
	n/a
	£160
	£220


Please note that weekend bookings, if accepted, will be charged at time and a half.  
I wish to book the following meeting room (please tick as appropriate):
	Conference Room/Studio

	

	Training Room 

	


	Date of hire: 
(dd/mm/yy)
	Start time:
	End time:
	No. of people:

	
	
	
	


Purpose of hire:
(tick or delete as appropriate)
 FORMCHECKBOX 
 Meeting clients (1 to 1)
 FORMCHECKBOX 
 Meeting clients (groups)
 FORMCHECKBOX 
 Training
 FORMCHECKBOX 
 AGM


 FORMCHECKBOX 
 Conference

 FORMCHECKBOX 
 Staff Meeting


 FORMCHECKBOX 
 Trustee Meeting

 FORMCHECKBOX 
 Social event
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 FORMCHECKBOX 
 Other (please specify)

Room Layout:
(tick or delete as appropriate)

 FORMCHECKBOX 
 Boardroom
 FORMCHECKBOX 
 Cafeteria


 FORMCHECKBOX 
 Conference

 FORMCHECKBOX 
 Classroom   
 FORMCHECKBOX 
 Circular style (no tables)
 FORMCHECKBOX 
 Theatre style (no tables)
Do you need a table at the head of the room?
YES  FORMCHECKBOX 


NO  FORMCHECKBOX 

Equipment:

Flipchart (Free):

YES  FORMCHECKBOX 


NO  FORMCHECKBOX 

Laptop: (£20 per booking)
YES  FORMCHECKBOX 


NO  FORMCHECKBOX 

Projector: (£20 per booking) YES  FORMCHECKBOX 


NO  FORMCHECKBOX 

PA System: (£50 per booking) YES  FORMCHECKBOX 

NO  FORMCHECKBOX 

REFRESHMENTS

Light refreshments

£1.50 per person (incl. tea, coffee, biscuits, water)
YES  FORMCHECKBOX 


NO  FORMCHECKBOX 

Lunch (If arranged by Hackney CVS)

£8.00 - £12.50 per person

	Lunch:
	Meat
	Vegetarian
	Kosher/Halal
	Wheat Free
	Other (please specify)

	(indicate number of people for each option)
	
	
	
	
	


Any Other Requirements:
Applicant Contact Details:

	Organisation Name:
	

	Name of person completing this form:
	

	Telephone:
	

	Address::
	

	Mobile:
	

	Email:
	

	Is your organisation a Hackney CVS member?
	YES  FORMCHECKBOX 


NO  FORMCHECKBOX 




Invoice Address:  Same as above  FORMCHECKBOX 
 

If different please enter below:

Address:
CANCELLATION FEE:

FIVE WORKING DAYS OR MORE:
25%
LESS THAN FIVE DAYS:

50%

LESS THAN THREE DAYS:

100%


Declaration:

I have read and agree to abide by the conditions of the conference room hire. By submitting this form I provisionally book the venue. I understand Hackney CVS will confirm the booking in writing.
Signed____________________________________ (if delivered by hand)

Name:





Date:
(dd/mm/yy)
RETURN YOUR COMPLETED BOOKING FORM TO:

Hackney CVS, Adiaha Antigha Centre, 24-30 Dalston Lane, London E8 3AZ
Tel. 020 7923 1962/ Fax: 020 7275 9577
 Email: Nathan@hcvs.org.uk
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