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Please complete this form in full and email it to reception.drh@sobus.org.uk #
You will receive a confirmation email when your booking has been confirmed.

Client Information (please complete)
	Date/s of event/s:
	Enter dates (dd/mm/yy).	Booking Times:
(Booking time must include set up and clean up)
	Enter Start and End Times (HH:mm).
	Have you booked with us before?
	Yes       No	
☐	 	☐
	If “No” where did you hear about us?
	 Enter Text here .
	Organisation Name
	Enter Text here.
	Department: 
	Enter Text here.	PO NO.
If required:
	 Enter Text here .
	Business Type
	Band A – H&F-based or operating 3rd Sector organisations 
	☐

	
	Band B – Local Authorities, NHS Organisations, non-H&F 3rd Sector, non-VAT registered companies
	☐

	
	Band C – Commercial Sector or Private Booking 
	☐

	Contact Name:
	 Enter Text here .	Contact Position:
	 Enter Text here .
	Mobile contact No:

	 Enter Phone Number here .
	Contact Email:
	 Enter email address here .
	Address:
 Enter Address here .
	Billing address: (if different)
 Enter Address here .

	Post Code:
	 Enter Postcode here .	Post Code:
	 Enter Postcode Here.
	Billing contact:
	 Enter Text here .	Billing contact  Tel:
	 Enter Phone Number here .
	Billing Contact Email:
	 Enter email address here .


Room(s) required (please tick)

Interview Room:	Hourly ☐		½ Day ☐	Full day ☐
(Seats 4)

Board Room		Hourly ☐		½ Day ☐	Full day ☐
(Seats 12 Board Room style or 20 Conference style)

Training Room		Hourly ☐		½ Day ☐	Full day ☐
(Seats 24 Board Room style or 50 Conference style)

Setup Details (please complete/ tick)

Max number of people expected         __Enter a number here.____

Boardroom style (See Rooms above for max numbers)		☐

Conference style (See Rooms above for max numbers)		☐

Other (please specify)		 Enter Text here .		☐

Equipment Hire (please tick)

Projector (no additional cost					☐

Flip Chart - £7.50 (including Paper & Pens)	                	☐

Free WiFi (state number of users)				☐__Enter a number here._

Refreshments (please complete/ tick)

Number of people for refreshments                                           __Enter a number here..___

Tea & Coffee (£2.20 per person)	                         	☐

Tea & Coffee & Biscuits (£2.70 per person)                       	☐

Tea & Coffee, Juice & Biscuits (£3.20 per person)                    ☐

Water (still water is free of charge)				☐
Sparkling water 2L bottle (£1.50)	                           	☐

Additional Information Including:

· If food is to be delivered & at what time

· Any set times for tea & coffee breaks

· Any photocopying/printing that will be required

· Any other information that will enable us to make your booking run smoothly
Enter text here.







# By returning this form I confirm that I have read and agree to the Sobus Hub Terms and Conditions of hire. I also confirm that I understand the payment and cancellation policy for this booking
Dawes Road & Freston Road Hubs are owned and managed by Sobus, a company limited by guarantee registered in England and Wales number 3471416, Charity Number 1071089 and VAT number 188 4203 90. 

Dawes Road & Freston Road Hubs are owned and managed by Sobus, a company limited by guarantee registered in England and Wales number 3471416, is a charity number 1071089 and VAT number 188 4203 90. 
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