TERMS AND CONDITIONS FOR CONFERENCE ROOM LETTINGS

AND BOOKING FORM

2011-12

Royal Borough of Kingston upon Thames

The Dukes Centre

Dukes Avenue, Kingston upon Thames, Surrey KT2 5QY

Tel:  020 8547 5050 ext:5
Fax: 020 8547 5052
PLEASE NOTE THAT THERE IS NO CAR PARKING ON SITE
It is your responsibility to tell your delegates this, anyone using the car park will be asked to move.

	Facilities
	Flip charts and pens

Projector and screen

Photocopying is additional if required at 10p per copy

	Refreshments
	£1.10 per person - £2.50 per person for whole day

(Tea/coffee/mineral water)
Biscuits 20p per person

You may provide your own lunch to be consumed in the conference room, or there are shops located nearby. 



	Venue Hire

Large conference room


	£20.00 per hour  (£130.00 per whole day rate)



	Booking hours
	9.00am earliest start

4.30pm latest finish Monday – Thursday
4.00pm finish - Fridays and during school holidays 

Presenters may access the room 15 minutes before and after the specified booking time to allow time to set up/ pack away equipment.

	Support
	You are requested to bring along your own admin support to facilitate, meet and greet delegates on arrival, particularly for groups of 10 and over.
Please advise delegates that any area other than that hired are for Dukes Centre staff only. Visitors are permitted to use the bathroom facilities. 

	List and register of delegates
	To be provided by Group user.



	Booking Form Attached – Please fill in and return electronically to 
Patricia Busa


	Once the booking form has been returned you will then receive an invoice for payment. 


THE DUKES CENTRE

ROYAL BOROUGH OF KINGSTON

BOOKING FORM

	Date and time: 
	

	Service User / Directorate (name)
	

	Contact Name
	

	Contact Tel. No.
	

	Conference Room
	

	Theatre Style
	

	Boardroom Style
	

	Workshop Style
	

	
	

	Number of delegates (Please supply list/register)
	

	
	

	Requirements:
	

	
	

	Projector
	

	Screen
	

	Flip charts and pens 
	

	Refreshments (hot and cold drinks)
	

	
	


Authorised By: __________________________  Signature: _____________________

Please return via email to 

Patricia.Busa@rbk.kingston.gov.uk

