Room Booking Form

	Name
	
	Job Title
	

	Organisation


	Address: (Invoice address)


	Telephone
	Email


Booking Details

	Date(s)
(Inclusive)
	Time From
(Please include preparation time)
	Time To
	Number of Attendees

	
	
	
	


Type of Organisation
	Sector
	Structure
	Charitable Status

	
	
	
	
	
	

	VCS Organisation
	
	Association
	
	Registered charity
	

	
	
	
	
	
	

	Private company
	
	Not-for-profit company
	
	Charitable, but not registered
	

	
	
	
	
	
	

	Public Sector (School, Health 
	
	Cooperative
	
	N/A
	

	Service, Social Services, etc)
	
	
	
	
	

	
	
	Other
	
	
	


Is it:

	
	National
	
	Regional
	
	Local


Glenroyd House - Consett
Please Select Which Room You Are Hiring:-
Training Room  1

□



Training Room  2

□
Small Office


□
Tommy Armstrong Centre - Stanley
Please Select Which Room You Are Hiring:-
Training Room    1

□



Training Room     2

□
Small Office

      
□




Presentation Equipment
(Please Tick)
Overhead Projector

□
Digital Projector

□
Screen


□
Laptop (s)


□
How many ? ________________________
Television


□
Video/DVD Player

□
Flipchart


□
Buffet/Refreshments

Buffet


Yes
□
No
□


Cost
_________  Office Use Only
Tea


□
Coffee

□


Cost
_________  Office Use Only
I wish to hire the room(s) as indicated above

Signed.......................................................................................      Dated .........................................
Please send booking details to:

[image: image1.jpg]Supporting the Voluntary
and Community Sector

DOVS

Derwentside Council for
Voluntary Services and
Volunteer Bureau





Derwentside Council for Voluntary Services and Volunteer Bureau,

Tommy Armstrong Centre, Clifford Road, Stanley, Co Durham, DH9 0XG
Tel: (01207) 218855

Fax: (01207) 218849
Derwentside Council for Voluntary Services and Volunteer Bureau,

Glenroyd House, Medomsley Road, Consett, Co Durham, DH8 5HL
Tel: (01207) 593440

Email: dvb@derwentside.org.uk

Website: www.cvs.derwentside.org.uk
Please Note
A booking is only valid on receipt of your booking form.
Cancellations to room bookings must be made 5 working days in advance or you may still be liable for the charges.
Derwentside CVS & VB is a registered company No: 6023881 and registered charity No: 1119823


