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Room Hire registration form
To confirm your booking with Artcore, please complete this form and return it to us with at least 1 week before your event.
	Organisation/ business Name and address
	Contact name, number and email of the responsible person
	Number of people

	
	
	

	Dates room booked


	Times room booked
(when access needed and until)

	From                        To
	From                           To

	Pay by
Room Hire rates @ £10/hr
Bank details: HSBC, Sort Code: 40-19-15, Account Number: 44072936 Please make Cheques Payable to Artcore
	Amount     £


	Equipment/ Item
	Details 

	Chairs and tables meeting room style
	Please bring your own laptop if needed

	Plug Sockets and wifi provided
	

	
	

	
	


Terms and conditions: 
· Cancellations are chargeable at 50% of the total cost of the room hire if cancelled less than one week prior to the meeting.

· Cancellations are charged at full price if cancelled on the day of room hire.

· Car parking spaces are limited. Please notify us if you want to use it (available only on first come first basis). 

· Payment must be received at least two weeks prior to the meeting unless arranged otherwise.

· Any damage to the room, artwork on display or equipment will be chargeable. The artwork on display is Artcore’s property and shall not be touched by anyone at all times. 

· We cannot guarantee any additional extras, but will endeavour to accommodate such requests where possible.

· Please note that the room booking will begin from the time specified on the booking form. If your trainer/leader wishes to arrive early, you must notify us in advance.

· Any electrical equipment brought on site must have a Portable Appliance Testing certificate. Artcore cannot accept resources in advance of a booking unless previously agreed.

· The person/organisation renting the room is responsible for all the damage, loss or theft incurred while renting the property.  
· Room access:  there is access to the toilets, kitchen and the room which is booked. Kitchen facilities (Fridge, microwave, kettle) are available but need to bring own supplies. Existing supplies in the kitchen are restricted for Artcore use only.
· Kindly make sure that the premises are kept clean and tidy at all times
· The person responsible for this room booking must ensure that booking regulations are adhered to and that those present are aware of the health and safety and evacuation procedures of the venue.
Contacting Us:

Artcore, 3 Charnwood Street, Derby, DE1 2GT

Telephone – 01332 384561  
Email – info@artcoreuk.com 
Signature__________________________________________   Date__________________
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