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	Royal Institution of Naval Architects

HQ Facilities Booking Form




Please complete and email to: events@rina.org.uk
Organisation:
Contact 
Name: 

Telephone: 




Email:
Address:



                Invoice Address (if Different)
Date of Room Hire:



Arrival Time:

All rooms are available for use from 9am and must be vacated by 5pm

Number of Delegates:
Room(s) Required
Denny Room* @ £250 per half day:

AM (
PM (   All Day (
*Style (see Notes):   Boardroom (    Classroom (   Lecture Theatre  (
Exclusive rates above are applicable to members. For non-members, an additional £50 surcharge will be applied to the standard price.
Audio Visual Equipment: 

Laptops  (
Flipchart  (    Teleconference (Subject to availability)  (
Standard Buffet Lunch @ £8.50 per head:  


      (

    
Luxury Buffet Lunch @ £13.00 per head (Min. 12 Delegates):       (

Time:
            Lunch Not Required:
           

      ( 


Refreshments:

On Arrival (

AM (


PM (
Specific Time(s): 

……………


……………..

……………..

Tea/Coffee (

Water (
Sparkling Water (
Orange Juice (       

Coke (

Diet Coke (
    Wine (
  Breakfast Rolls (
Biscuits (
NOTES
Seating Capacity
· Denny Room – 24 Boardroom/Classroom Style or 60 Lecture Theatre Style.
IT Facilities (Included in room charge)
· LCD Screen
· Screen, Projector, Computer

· Wi-Fi
· Teleconference (Maximum 3 dial in delegates)

Refreshments

· Tea and Coffee - £2 per cup

· Water - £2.00 per bottle
· Sparkling water - £3 per bottle
· Orange Juice - £6 per carton
· Coke/ Diet Coke - £2.50 per can
· Wine - £12 per bottle
· Biscuits - £6 per selection box / £0.5 per individual packet of 2 biscuits
· Small Breakfast Rolls - £4.50 per roll
Terms and Conditions

All prices are exclusive of VAT 

Bookings cancelled within 48 hours of hire will be charged at full rate. 
Signed ……………………………

Print Name  ………………………………

Date  …………………
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