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Contact name: 
 

 

Company name: 
 

 

Company address: 
 

 
 

Telephone number: 
 

 

Fax number: 
 

 

Email address: 
 

 

 
 
Name of facilitator: 
 

 

Name of event: 
 

 

Date and time of hire: 
 

 

Room(s) required: 
 

Conference Room Meetings Room Education Suite 

Numbers expected: 
 

 

 
Equipment requirements (please tick): 
 
Interactive whiteboard 

(Conference Room 
only 

 Overhead Projector   

Laptop  TV & video  

Laptop & projector 
(Meetings Room) 

 Whiteboard & Pens  

Flipchart & pens    

  
 
Please return to Diane Ponting at the address below to secure the booking. 
 
 
I have read all of the enclosed information and agree to abide by the stated terms. 
 
Signature:      Date: 


