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Hackney Co-operative Developments CIC

Meeting Room Booking Form

	Contact Name:
	


	Name of Organisation:
	


	Contact Address:
	

	

	

	Post Code:
	


	Telephone No:
	


	Mobile No:
	


	Email Address:
	


	Event details: 


	Date of event:

	


	Title of event:



	


	No. of people attending:

	


	Length of time required:
	Start Time: 

End Time: 



  Please circle as appropriate: 

  One off/Weekly/Monthly/Quarterly/Yearly/OR Please Specify …………………….

	Venue details:




	Venue: 
	Beechwood Road Meeting Room A or Bradbury Street Unit C5 




	Invoicing details:


	Name/Organisation/Address for invoicing purposes (If different from above):
	


	Are you Hackney Based?
	Yes
	
	No
	


	Are you an HCD Member?
	Yes
	
	No
	


	Are you an HCD Tenant?
	Yes
	
	No
	


	Please give a brief description of the purpose of your requirement for meeting room e.g. recruitment,  interviews,  general meeting etc.

	

	

	

	

	

	

	

	

	

	


	Total Cost (Add VAT) £
	


In making the above booking I have read and agreed to the Terms and Conditions of the HCD Meeting Room Hire Agreement. 


	Name in Full:
	


	Signature:
	


	Contact Number:
	


	Today’s Date:
	


If you have any queries please contact the Administrator on 020 7254 4829


AUDIO/VISUAL EQUIPMENT REQUIRED 



(Please indicate below the items required) 

(
Multimedia Projection Unit & Laptop Computer 

(
Flip Chart & Stand 









· White Board






        (       Others (Please state)

(
Use of Wi – Fi System and instructions to access 

Hackney Co-operative Developments CIC

Venues for Hire 

Meeting Room 

Approximately 16-20 people

Suitable for table discussions, training sessions, meetings, interviews and other small events.

Procedure for Hire

You can book any meeting room by email, telephone or letter or by visiting our administrative office at Beechwood Road.  Please check availability before finalising your meeting or event.   For non-regular users who require  use outside office hours (Mon-Fri 10:00am to 5:00pm) you must collect keys from 62 Beechwood Road, between 10.00am and 5.00pm the day prior to your meeting or by 5pm Friday if your meeting is on the weekend. For regular users a set may be issued to you by leaving a deposit of £25.00. This is optional but we strongly recommend for convenience.  
You will be required to complete, sign and return the booking form at the time of your booking, or latest on the day of your meeting / event. if required we will email the booking form to you for your completion.  You will be charged for the full period that you have booked, unless 48 hours notice is given of the variation of the time required.

Conditions

Our premises are a non-smoking building, smoking is only permitted in the courtyard and cigarettes must be disposed of in the wall-mounted ashtray.   You should inform a member of staff when you vacate the room if using during working hours.  Should you hire the room out of office hours the property should be secured; all doors and windows should be locked when you are leaving the premises.

Charges

If you are booking a block of 10 sessions you are entitled to 10% discount.  Please note that tea and coffee are included in the prices.

	

Non Tenants
	
	HCD Tenants/Members

	Hourly rate
	£18.00
	
	Hourly Rate
	£15.00

	½ Day (4 Hours)
	£65.00
	
	½ Day
	£50.00

	Full Day 
	£120.00
	
	Full Day
	£110.00

	Night Hourly rate from 9pm
	£25.00
	
	Night Hourly rate from 9pm
	£20.00


Payments
Regular/repeat users are invoiced quarterly. First time users are required to pay before or on the day of usage; non regular uses may pay before, at the time of usage or within 14 days of receipt of the invoice. Payment is accepted by BACS, cash or cheques made payable to Hackney Co-operative Developments CIC.  If you are making a block booking, payment must be made in full.  All prices are subject to VAT. 
Hackney Co-operative Developments CIC

Meeting / Training Room

‘Rules of the House’

Welcome to Hackney Co-operative Developments CIC.  We want everyone to feel comfortable and at home here. However, this is also our working space.  We hope the following will help you to enjoy your visit with us.

	1
	TOILETS

The unisex toilets are located on each floor; please leave the toilet clean and tidy after use.



	2
	FIRE ESCAPE

The fire exit is through the main entrance door.  In the event of a fire please exit calmly through the main door and walk out of the building, turn left and assemble in the car park area of Crosby Walk where a member of HCD staff will check that all the visitors/users on the signing in sheet are present.  Please do not wander off as we may assume you have been left in the building.  Do not stop to collect personal belongings.  Please wait until you are told it is safe to return to the building.

 

	3
	SMOKING

This is a no smoking building.  If you wish to smoke please do so in the courtyard using the ashtray mounted on the wall to extinguish your cigarettes.  Please respect the fact that other tenants may be at work in the offices situated around the courtyard; therefore please refrain from smoking in front of their office.  



	4
	TEA ( COFFEE 

Tea and coffee will be available in C5 or in the kitchen if using Beechwood Road.  Please do not help yourself to other things located in the fridge or cupboards, unless the Administrator has given you permission.  Trainers/persons in charge may contact the administrator/office staff during break regarding the replenishment of refreshments.



	5
	TIDINESS

Please leave the meeting room and all areas occupied in good order.  Please put litter in the bins provided and do not leave cups and plates in the meeting room or courtyard.



	6
7
	PHOTOCOPYING & LAMINATING 

We will try to accommodate reasonable requests for photocopies using our machine at a charge of 5p for A4 copies and 10p for A3 on black/white.  Speak to the Administrator for colour copying rates, laminating, faxing and mailing service current rates.

 FIRST AID KIT 

On the Beechwood Road site the first aid kit is located in the kitchen and signposted. In Bradbury street  (Room C5) the first aid kit is located near the door.

	8
	GENERAL

We will try to accommodate reasonable requests.  


	9
	SECURITY

During office hours always notify a member of staff upon your arrival and departure.  Should you hire the room out of office hours the space you have occupied should be left secured; all doors and windows in the area should be locked prior to leaving the premises.  



	
	Thank you for taking time to read ‘Rules of the House’.

PLEASE NOTE: 



1.
THE CLIENT WILL BE HELD RESPONSIBLE FOR ANY LOSS OR DAMAGE TO HCD's PROPERTY CAUSED BY HIS/HER DELEGATES.  CHARGES FOR ANY LOSS OR DAMAGE WILL BE ADDED TO THE FINAL INVOICE.

2.
HCD CANNOT ACCEPT RESPONSIBILITY FOR ANY LOSS OF, OR DAMAGE TO, THE PERSONAL PROPERTY OF DELEGATES.  

3.
A FEE OF £25.00 WILL BE INCURRED FOR CANCELLATIONS WITH LESS THAN 48 WORKING HOURS NOTICE FOR EACH BOOKING.              

4.
REGULAR USERS ARE INVOICED QUARTERLY.  

NON REGULAR USERS ARE INVOICED WITHIN 30 DAYS OF USAGE OF THE FACILITIES. ALL INVOICES MUST BE SETTLED WITHIN 14 DAYS OF RECEIPT.  FIRST TIME USERS MUST PAY ON OR BEFORE USAGE.
THANK-YOU AND WE LOOK FORWARD TO SEEING YOU AT HACKNEY CO-OPERATIVE DEVELOPMENTS CIC.

-you 




Website: www.hced.co.uk       
Tel: 020 7254 4829     
 Email: c.spencer@hcd.coop     

Address: 62 Beechwood Road, London E8 3DY

                                                                                                                           Updated July 2015

