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ROOM BOOKING FORM

Please complete a form for each day you wish to make a booking and email it to facilities@osteopathy.org.uk or send a hard copy for the attention of the Facilities Manager, General Osteopathic Council, Osteopathy House, 176 Tower Bridge Road, London, SE1 3LU

Hiring organisation or individual: 



Nature of planned event: 

	Date required:
	

	Times:
	Start:
	
	Finish:
	


CONTACT DETAILS

	Name:
	
	Company 
	

	Address:
	
	Telephone:
	

	
	
	Email:
	

	
	

	Post Code:
	


ROOMS REQUIRED Please indicate delegate numbers for each room booked

	Room
	Boardroom style arrangement
	Seminar style arrangement

	Council Chamber 
	
	

	Meeting 

room 1 
	
	N/A

	Meeting  room 2 

(internal room with no window)


	
	N/A


Room rates and capacity are shown in the document Rates for room and equipment hire.
CATERING DETAILS

	
	Time
	Room 
	Please delete as appropriate
	Catering No’s

	Morning start
	
	
	Water for table/tea & coffee 
	

	Lunch


	
	
	Water for table/tea & coffee 
	

	Special dietary requirements


	Please refer to attached menu for lunch options

	Mid-afternoon
	
	
	Water for table/tea & coffee
	


AUDIO VISUAL REQUIREMENTS

Please indicate if any of the following are required:  
	Description
	Cost
	Please tick if required
	Description
	Cost
	Please tick if required

	Laptop, projector and screen
	£50
	(
	Microphone system
	£25
	(

	Printer
	£10
	(
	Induction loop
	Nil
	(

	Flipchart and pad
	£15
	(
	Use of ADSL broadband
	Nil
	(

	All software and files must be scanned by GOsC staff prior to its use with GOsC equipment


ANY OTHER REQUIREMENTS OR SPECIAL INFORMATION

	Signature:
	

	Name of signatory:
	

	Job title:
	

	Date:
	


