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Women’s Resource Centre

Venue hire Booking Form
Please complete both sides of this booking form.

Step 1 – Your details
	Name:  __________________________________________________________________________
Organisation: _____________________________________​_________________________________


	

	Address: _____________________________________________________________________________________ 

Postcode: ____________________   Email: _________________________  Tel: ____________________   

Mobile (in case of short notice alterations): _____________________________ 



	WRC membership details:     ( Member            ( Non-member      ( Applying for membership

	Proposed date(s)______________________________________________________________________

Times:_____________________________________________________________________________

Number in group:_____________________________________________________________________


Costs for the Meeting Room

	
	WRC members
	Non-Members 

	Full day room hire
Half day room hire
	£100
£50
	£200

£100


Step 2– Your Requirements 

(Please Tick if the any of the following will be needed)
	Room Layout

	Office Equipment 
	Catering 

	Board Room                    (
(holds 15 people)
Lecture                           (
(holds 20 people)
Other                             (
Please specify: ……………………
……………………………………
	OHP(free)                             (
Laptop & Projector(£25.00)     (
Flip Chart(free)                     (
Induction Loop(free)              (
Other                                 (
Please specify: …………………

	All day inc. lunch(£10 per head)         (
Tea/coffee/biscuits  (£3 per head)     (
Water(free)                                (
Juice (£1.50 per head)                      ( 
Other Dietary requirements                  
Please specify: ………………………


Step 3 – Confirming your booking. 

In order to process your booking we must secure 50% of the cost. Please send this in with your booking form (cheques should be made payable to Women’s Resource Centre). We will then invoice you for the remainder following your event. 

	Services Offered


	Cost(s)

	Room Booking

Equipment

Catering

Other

Total

Deposit
	………………..

……………….

……………….

……………….

……………….

……………….


Name of person(s) to invoice:

 _________________________________________________________________________
Step 4 – Cancellations. 

If your event is cancelled for any reason please inform us immediately. The Women’s Resource Centre will refund deposits where7 days notice has been given. No refunds will be made for any other cancellations. 
Please confirm that you have read and understand the booking form and that you agree to the cancellations procedure. 
(  I have read and understood your cancellation terms. 
	For a copy of this form in larger print, Braille, audio or electronic format, contact the WRC on 020 7324 3040 or email info@wrc.org.uk 


For all enquiries and to return this form: 

Skye Sandhu

Women’s Resource Centre
33-41 Dallington Street

London EC1V 0BB

Ph: 020 7324 3040 

Fax: 020 7324 3050     Website: www.wrc.org.uk













