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Conference Room Booking Form

Summerlee Museum                                                                                                                  
	Name of Person  making Booking  


	

	Designation

	



	Department/Section 

	


	Invoice Address

	

	


	


	 Telephone No

	


	Part(s) of Building required
	

	Date of Event

	
	Is Catering Required? (please tick )
If yes please contact Joyce McCluskie
	YES
	NO

	

	Equipment Required (Please Tick)


	

	Plasma TV:
	Laptop:
	Flipchart:

	

	PLEASE NOTE: IF ROOM IS BOOKED FOR USE WITH EQUIPMENT, VAT WILL BE CHARGED

	Times of Hire (Including all Preparation Time)
	

	
Start Time:




	Finish Time 

	
Type of Event :
	Number of Delegates:
	

	
Layout Requirements(Tables & Chairs) 


	Theatre (max 40)
	
	Boardroom (max 18)
	
	Horseshoe(max 16)
	
	Groups (max 30)
	
	

	PLEASE NOTE THAT THIS BOOKING WILL NOT BE PROCESSED UNLESS AN INVOICE ADDRESS IS GIVEN ( IF YOU HAVE ANY QUERIES REGARDING THIS BOOKING, PLEASE CONTACT LORRAINE HUGHES ON 01236 638 461 OR EMAIL hugheslo@culturenl.co.uk

	
Signed


	

	Date






	

 

	

	
For Office use only
     

 FORMTEXT 



Date Received
      

	Ref No





Confirmation sent




CultureNL Ltd


Summerlee Museum of Scottish Industrial Life


Heritage Way


Coatbridge


ML5 1QD





Tel: 01236 638460


Fax : 01236 638454


Scottish Charity Number SCO43891











