

	
	[image: Logo

Description automatically generated]

	
	









ASFP MEETING ROOM HIRE
	Contact Details
Name:	
Company:  	
Address:	
		Postcode:	
Phone number:	
Invoice email address:	
Address for invoice (if different from above):	
		Postcode:	
Purchase order no:	
	Room Hire	ASFP meeting rooms can be connected should you require a meeting room with a higher capacity.	We can connect:	Board Room and Meeting Room 1	Meeting Room 2 and Meeting Room 1	Or all three rooms
Room/s required:
(Please tick one or more)		Board Room	(Max 18 people)		Meeting Room 1	(Max 8 people)		Meeting Room 2	(Max 10 people)
Number of delegates:	
Date required:	
Arrival Time:		Departure Time:	
Meeting Start Time:		Meeting End Time:	
	Catering
Catering included:		Yes		No
Tea/coffee included:		Yes		No
Numbers for catering:	
Time required:	
Dietary Requirements:	
	
	
	Additional Information




	  Room
	Daily Rates
	Screen Sizes

	
	Members:
	Non-Members:
	

	
Board Room
Hiring Time – 9am – 5pm
	
85”

	Full Day Rate:
	£200.00
	£275.00
	

	Half Day Rate:
	£100.00
	£137.50
	

	
Meeting Room 2
Hiring Time – 9am – 5pm
	
65”

	Full Day Rate:
	£150.00
	£225.00
	

	Half Day Rate:
	£75.00
	£112.50
	

	
Meeting Room 1
Hiring Time – 9am – 5pm
	
65”

	Full Day Rate:
	£100.00
	£150.00
	

	Half Day Rate:
	£50.00
	£75.00
	



Unlimited free Wi-Fi is included with every room hire.
You can add any of the below to your booking:
· Unlimited tea and coffee - £5.50 per head
· Catering - £11.50 per head
	
For ASFP Use Only:
	
	
	

	Event Confirmation (date)
	
	Catering booked (date)
	

	Diary Entry
	
	Added to meeting schedule
	

	No. of delegates booked
	
	Delegates attended
	

	Room allocated
	
	Feedback form issued
	

	Invoice raised (date)
	
	
	

	
Invoice Details:
	
	
	

	Room hire
	Full or half day rate
	£

	Unlimited tea/coffee
	£5.50 per head
	£

	Catering/lunch
	£11.50 per head
	£



Once completed please return the booking form to jo.oneill@asfp.org.uk
Please note all invoices are to be paid before the meeting
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