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     Booking Form/Room Hire 
	Name of Hirer: 

	Contact  Address 

	

	

	

	Contacts Phone:                                                                                

	Purpose of Hire: Physical Activity Session at Tassibee


 
	Dates of Hire:
	


	

	Duration of Hire:
	(Time) From:
	(Time) To:

	
	
	



	Small Meeting Room
(Seats up to 4) 
	
	

	Medium Sized Training Room (seats up to 10-16) 
	
	

	Large Conference Room
(Seats 20-50 Theatre style)
	
	



	Additional services Available: Each appliance £10* each per booking 
	Laptop
	Projector
	Wi-Fi



I have read the Terms and Conditions of let and agreed to abide by them.
Signed 
                             
Room Hire
Terms and Conditions
	1. Invoices for room hire will be issued after the event unless requested in advance. Invoices for repeat bookings will be issued monthly unless specific arrangements have been made by the hirer with Tassibee. Payment to be received by Tassibee within 14 days.
2. Please inform Tassibee staff of all your requirements for rooms, facilities and equipment and the likely numbers involved.  Use of additional rooms, facilities or equipment during the period of hire (that were not booked prior to the event), will depend on availability at the discretion of Tassibee and may incur additional cost. Changes to the booking may be requested after the booking has been made by contacting Dawn Bradbury directly on 01709 377750 or by emailing accounts@tassibee.co.uk
3. Bookings are available for a minimum of 1 hour in multiples of 1 hour starting on the hour.  Part hours booked are charged at full hourly rate (e.g. 1.5 hours will be charged at 2 hours). XXX reception is open between XX and 3.XXX Monday to Friday.
4. There will be no charge for cancellations made prior to 10 working days before the event, unless the hirer has previously requested an invoice. Cancellations made between 10 and 5 working days of the event will be charged at 25% of the full rate. Under 5 days notice will be charged at 50%. Cancellations of 24 hours (or less) notice will be charged in full.   
	Cancellation notice
	Charge to hirer

	More than 10 working days
	No charge

	Between 10 and 5 working days
	25% fee charged

	Under 5 working days
	50% fee charged

	24 hours or less
	Full fee charged plus any catering costs incurred by Tassibee.


If the hirer has ordered a buffet through Tassibee, 24 hours notice will be required to cancel it. Otherwise the hirer will be charged for costs incurred by Tassibee. Tassibee will try to accommodate calendar changes of existing bookings where possible without invoking the cancellations policy.       
5. We reserve the right to levy a cleaning charge if rooms require additional cleaning beyond reasonable expectations of use.   No tacks, screw, pins or similar objects can be used to attach objects to the wall in any meeting room. Hirers will be liable for any damage to Tassibee equipment arising from misuse.      
6. It is the hirer’s responsibility to ensure that visitors are fully aware of the location of fire extinguishers and exit routes and also comply with the house keeping guidelines . Visitors will be required to sign-in on entering the Tassibee Centre.      
7. There is no visitor parking at Tassibee. Cars that are left on the driveway, by prior arrangement, are left at the owners risk and Tassibee cannot accept any responsibility for loss or damage to vehicles or belongings. 
8. Should Tassibee need to cancel bookings due to unforeseen circumstances at short notice, it will endeavour to provide an alternative suitable venue.
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         Booking Form/Room Hire   

Name of Hirer:    

Contact  Addr ess   

 

 

 

Contacts Phone:                                                                                   

Purpose of Hire:  Physical Activity Session at Tassibee  

   

Dates of Hire:        

Duration of Hire:  (Time) From:  (Time) To:  

   

 

Small Meeting Room   (Seats up to 4)     

Medium Sized Training Room  (seats up to 10 - 16)     

Large Conference Room   (Seats 20 - 50 Theatre style)    

 

Additional services Available:  Each appliance £10 *   each per  booking   Laptop  Projector  Wi - Fi  

  I have read the Terms and Conditions of let and agreed to abide by them.   Signed                                     Room Hire  

