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Room & Equipment Booking Form 
	


Macc is committed to sharing its resources with other voluntary and community groups in Manchester. 
Organisations wishing to utilise Macc equipment and facilities must be aware that they take full responsibility for the repair or replacement of items which are damaged or lost while in their use. Please bear in mind that this may include expensive items of equipment for which Macc is not insured while they are not in our possession. 
Organisations who fail to keep to the terms of use set out below will not be given use of these resources in the future.
	Contact Name

	
	Job Title

	
	Organisation Name & Address

	
	Telephone Number

	
	Email address

	
	Purchase Order Number 
	
	Invoicing Contact Name

	
	Job Title

	
	Invoicing Address

	
	Telephone Number for Accounts
	
	Email Address for Accounts

	
	Please state discount code where applicable 
	
	Date room required

	
	Title of Meeting, Training or Event

	
	Time required 
	Up to 4 hours
Please specify the time required from and to below

	Full Day

All day 9am – 4.30pm

	Approximately how many attendees

	
	Audio Visual Requirements

	Flipchart stand and Pad £10.00
Data Projector & Laptop £25.00
Smart TV £30 (VCS) £40 (Private & Statutory organisations) Board Room only
Please note that some of our rooms have Interactive Whiteboards with built-in projectors, these are included in the price of the room hire. Please enquire for further clarification.          

	Room Requested / Allocated
	
	Room layout

	Theatre

Board

Cabaret

Horse Shoe


	Refreshments

	Tea/Coffee/Biscuits 
4 hour session £2.50 per person (this is unlimited tea/coffee and 1 serving of biscuits)
Full day £4.75 per person (this is unlimited tea/coffee and 2 servings of biscuits) 
Please tick relevant box             

	Is your organisation a Macc Member? 
	Yes (please give the Macc Membership Number in the box


No    


Would you like information sending about Macc Membership?


	
	


Room prices and capacities are on a separate sheet sent with this form. 
The above named person accepts responsibility for the following:
a. Prices for hiring rooms and equipment are detailed in our separate flyer or on request and are dependent on the status of the organisation (member or non-member of Macc, or a private company) using our facilities and equipment
b. Bookings are accepted as provisional until the booking form is signed and received by us  and a confirmation is sent out to you or a maximum of 3 working days
c. That someone from your organisation is present at least 15 minutes before the meeting is due to start in order to greet your participants/attendees
d. All who attend your meeting sign the visitors signing in sheet and also the room signing in sheet (this is for fire safety reasons)

e. In line with Government legislation Macc has a NO SMOKING Policy within their premises

f. You must at the beginning of your meeting inform attendees of the procedures to follow in the event of a fire, fire evacuation routes and assembly point, where toilets are etc.
g. You must remind attendees at the beginning of the meeting to be mindful that people are working in the offices and meeting rooms, for this reason please be quiet outside the room so as not to disturb others.  Excessive noise from the meeting or people disturbing workers may result in the booking being terminated and you being asked to leave the premises
h. That the meeting begins on time and ends on time, in order that the room can be cleared and prepared for other meetings
i. That any confidential information is removed
j. That the meeting room is left in a clean and tidy condition after use
k. The management and staff are unfortunately unable to accept any responsibility for personal possessions brought into or left on the premises
l. All invoices for bookings must be paid within 30 days of being sent to you

m. Late departure charges will be levied the fees for this are detailed below

n. Cancellation by us for reasons beyond our control, will be undertaken as soon as is possible, but could be at short notice

o. Cancellation (by you) of the room booking, charges are detailed below

Late Departure Charges
It is expected that any room booking will end at the specified time on the booking form.  Failure to leave at the stated time will incur late departure charges.
	15 minutes late leaving the room
	£15 will be levied on top of the room costs

	30 minutes late leaving the room
	£30 will be levied on top of the room costs

	More than 30 minutes but less than an hour late leaving the room
	£50 will be levied on top of the room costs

	More than an hour leaving the room
	£75 will be levied per hour on top of the room costs


Cancellation Charges

For cancellation of the booking 4 weeks or more prior to the date there will be no charge made.

For cancellation between 2 to 4 weeks prior to the date a charge of 50% of the total cost of the booking will be levied.

For cancellation less than 2 weeks prior to the date a full charge for the booking will be levied.

Declaration

I have read the additional document Meeting Room Hire – Terms & Conditions & accept the terms of use of Macc facilities/resources and confirm that I have the authority to accept liability for any costs, damage, loss and cancellation charges on behalf of the organisation named above.  
	Signed
	
	Date
	

	
	
	
	


How information about you will be used 

We will use your information to: 

· Provide your organisation with meeting room hire with any additional requirements

· We will contact you using the telephone number and / or email address provided

· We will invoice you using the email/postal address provided

Your information will be stored in our database. Once we receive your information, we will make our best effort to ensure its security on our systems and paper copies will be locked in a filing cabinet. We will not share your information with third parties.

To read more about how the information you provide us will be used please read our privacy policy on our website.
Office use only

	Room to be used:


	
	Date
	

	Completed by:

Macc Member?
	Notes/issues:



	Private company?
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