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Meeting Room Booking Form – Canterbury Innovation Centre
	COMPANY NAME:
	ADDRESS, TEL NO. & EMAIL:

	
	

	Date of Meeting:
	Time, from:
	Time, to:

	
	
	

	Number of People:
	
	Purchase Order No:
	

	Refreshments Needed:
Yes/No
	Jugs of Water Needed:
Yes/No

	Contact Kent Union, details:

Sylvie Parcot
Food and Beverage Assistant Manager

Kent Union

Tel: 01227 82 4249 
Email: S.Parcot@kent.ac.uk
	AV Equipment:

	
	Projector


Yes/No  £30.00

Flipchart Pens/Paper
Yes/No  £3.00

Broadband Connection
Yes/No  £25.00

	Meeting Room 1

(max. 12 people)
£20.00 per hr/ £150.00 per day
     Yes/No
Meeting Room 2

(max. 14 people)
£20.00 per hr/ £150.00 per day
     Yes/No

Meeting Rooms 1 & 2
(max. 28 people)
£30.00 per hr/ £250.00 per day
     Yes/No

Table layout

Boardroom/U-Shaped/Classroom

	Any other Special Requirements:


	In the event of an emergency please be aware that it will be the responsibility of the meeting organiser to evacuate anyone with special needs or disabilities from the building who is attending the meeting

	Please read our terms and conditions and sign below.

	Name.......................................................................................................

Company Name.......................................................................................

Signature.................................................................................................

Date.........................................................................................................

Cancellation charges: 48 hours (working days) cancellation notice required or full price will be charged.




Terms & Conditions 
We are Canterbury Innovation Centre. These are our terms and conditions that apply to the use of any meeting rooms and any associated services which we agree to provide for you (“services”) at Canterbury Innovation Centre. 

Booking
1. Confirmed Bookings 

Confirmed Bookings 
A confirmed booking constitutes a legal agreement between the parties. A confirmed booking comprises the terms and conditions set out in the booking form. A form setting out your booking will be sent to you on request. On receipt of your acceptance the booking will be deemed confirmed. 

Cancellation 
Bookings should be cancelled in writing or via e-mail. The charges are as follows. 

0 – 48 hours 100% 

No charges will be made for cancellations of more than 48 hours. 

Confirmed Numbers 
The number of delegates stated at the time the reservation is confirmed will determine 

No reduction will be permitted should attendees fail to show up for the meeting. 

All charges are exclusive of VAT. 

Fees 
The fee is the total of the meeting room and services hire charges quoted at the time of the booking. 

The price, plus VAT, is payable upon receipt of the invoice. 

Facilities 
Use of any Services may be denied if:- 

You have not paid the price plus VAT :or 

You are in breach of your agreement : or 

You are in breach of the house rules. 

Your Agreement 
Duration 

Your agreement starts on the date your booking is confirmed and continues for the period stated in your booking form. 

Ending your agreement immediately 
We may put an end to your agreement immediately by giving you notice if you breach any of your obligations. If we put an end to your agreement in this way it does not put an end to any then outstanding obligations you may have and you must indemnify us against all costs and losses we incur as a result of the termination. 

Confidentiality 
The terms of your agreement are confidential. Neither of us may disclose them without the others consent unless required to do so by law or an official authority. 

This obligation continues after your agreement ends.

Using the facilities 
Comply with the law. 

You must comply with all relevant laws and regulations in your use of the services and Canterbury Innovation Centre. 

You must not use them for illegal, obscene, immoral or defamatory purposes. You must not do anything that may; 

Interfere with the use of Canterbury Innovation Centre 

Cause loss or damage to Canterbury Innovation Centre 

Bring our name into disrepute. 

Business Name 
You must not use the name Canterbury Innovation Centre in any way in connection with your business.

Suspension 
We have the right to suspend the provision of the services for reasons of political unrest, strikes, or other events beyond our reasonable control.

Applicable Law 
English law applies.

Liability 
Our Liability 
We are not liable for any loss resulting from our failure to provide any services unless we do so deliberately or are negligent. We are also not liable for any failure until you have told us about it and given us a reasonable time to put it right. 

We will not in any circumstances have any liability for loss of business, loss of profits, loss of anticipated savings, loss of or damage to date, third party claims or consequential loss. 

We will be liable; 

Without limit for personal injury or death 

Up to a maximum of 125% of fees paid under your agreement up to the date on which the claim in question arises or £5,000 (whichever is higher), in respect of all other losses, damages, expenses or claims. 

Equipment Liability 
Client Equipment 

The client accepts responsibility for their equipment whilst on the premises. 

Canterbury Innovation Centre Equipment. 
The client is liable at all times for the loss or damage to any of our equipment

Canterbury Innovation Centre


University Road


Canterbury


Kent


CT2 7FG


 


Tel: 01227 811700


Fax: 01227 811701


 


E: canterbury@basepoint.co.uk


 








