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UEEN ELIZABETH’S FOUNDATION

 

LEATHERHEAD COURT, WOODLANDS ROAD

 

LEATHERHEAD KT22 0BN

 

TEL NO: 01372 841100  FAX NO:  01372 844072

 

R

egistered Charity No:  251051

 

 

CONFERENCE ROOM BOOKING FORM

 

 

 

This form is to be completed in full and returned as soon as possi

ble to Alison Patterson 

–

 Email:  

alison.

patterson@qef.org.uk

 

-

 at the above address to confirm booking.

 

 

Company/Organisation  

……………………………………………………………………………………………………………

 

 

Purchase Order No:  ………………………………………………………….

 

 

Registered Charity No: (if applicable

)  ……………………………..

 

 

Address 

………………………………………………………………………………………………………………………………

 

 

………………………………………………………………………………………………………………………………

 

 

Co

ntact Name: …………………………………………………………Email: …………………………………………..

 

 

Telephone No: ………………………………………………………… Fax No: ………………………………………..

 

 

Dat

e of Meeting: ……………………………………………………………  Start/Finish Times ……………………….

 

Please note access to the building is not permitted before 

8.30 a.m.

 

 

Number of Attendees:………………

 

 

Room Layout

: please circle requirement

 

 

Board Room                                  Theat

re                               Horseshoe

 

Maximum 20 people                      Maximum 30 people          Maximum 20 people

 

 

 

 

Room Charges

:  please circle charge applicable

 

 

Regular:

 

                                

                  

Full day £200

 

                                

   

Half Day £100

 

Charity:

 

                                

                   

Full day £150

 

                                

   

Half Day £75

 

 

Audi

o Visual Equipment

           £65                 

Please tick box if required

 

 

 

                             

 

Catering:

 Please note that Queen Elizabeth’s Fou

ndation takes no responsibility for catering management.   A booking 

form is enclosed with the pack and we will ensure it is pas

sed to Showgreen Management Services Limited should you 

wish to order.

 

 

Cancellation fees

:   If the booking is cancelled up to 4

 working days before the hire then the full invoice rate will be 

applicable.

 

 

Invoices

:  These will be issued following the use of the room and as a charity we would be obliged if the terms of pa

y-

ment, 30 days from invoice date, could be adhered to.   If the invoice is to be sent to any other address please ensure we 

are i

nformed.

 

 

 

 

Signed:  ……………………………………………………………..    Date: ……………………………………………..

 

 

 

 

 


