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	Dates Required
	

	Start and Finish Time of Event

(if you require setup time, please include in your times requested)
	

	Organisation Name 
(if applicable)
	

	Contact Name
	

	Contact Number
	

	Contact Email
	

	Address:

	Invoice Address:


	Email Address 
(to send invoice to)
	

	PO Number 

(if applicable)
	

	Purpose
	

	Number of People Expected
	

	Number of Chairs Required
	
	Number of Tables Required
	

	Boardroom (up to 10)
	
	Room 1
	

	Function Room (30+)
	
	Room 2
	

	The Amber Room (Small Counselling Room)
	
	Please (()


	Layout of Room: e.g. semi-circle, theatre style, table and chairs, etc.


	IT Requirements and/or Equipment: e.g. Wi-Fi, projector, lectern, flipchart, etc.


	Refreshment Requirements: e.g. tea/coffee/biscuits/scones/sandwiches, etc.


	COSTS


	Large Room (Function Room)

	
	Charity Rate
	Non Charity Rate

	Day 
	£30 per hour
	£40 per hour

	Evening / Weekend
	£40 per hour
	£50 per hour

	Small Room (Room 1, Room 2 + Boardroom)

	
	Charity Rate
	Non Charity Rate

	Day
	£15 per hour
	£20 per hour

	Evening / Weekend
	£25 per hour
	£30 per hour

	The Amber Room (Counselling Room)

	
	Charity Rate
	Non Charity Rate

	Day
	£12 per hour
	£12 per hour

	Evening / Weekend
	£22 per hour
	£22 per hour


	Refreshments

	Tea/Coffee
	£2.00 per person

	Tea/Coffee/Biscuits
	£2.50 per person

	Tea/Coffee/Scones
	£3.00 per person

	Sandwiches
	£4.50 per person

	Traybakes
	£1.50 per person

	Fruit platter
	£30.00 caters up to 20 people


	Name:
	Position:

	Signature:
	Date:


Please confirm the room 1 week in advance.

Cancellation fee: 25% of the total cost if cancelled less than 7 days before the event.

InVOLve House ~ 16-20 Queen Street, Magherafelt, BT45 6AB

Telephone: 028 7930 1862 ~ Email: info@involveni.org
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