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FACILITY HIRE REQUEST FORM
Important Notice:
Please be aware that submitting this booking form does not guarantee your reservation. You will receive a confirmation email once your booking has been successfully processed and confirmed. 

	Date of Request:
	

	Name:
	

	Organisation:
	

	Telephone Number:
	

	Email address:
	

	Room(s) required:

	
	

	Room layout preferred (if applicable, this cannot always be guaranteed):
	

	Brief description of your event/activity:
	

	Name of contact on the day:
	

	Number of guests:

	

	Expected arrival time:
	

	Event start time: 
	

	Event end time:
	

	Refreshments/catering requirements/other extras available:

	

	Tea, coffee & biscuits at £2.50 per head per serving

	☐
	Breakfast – Selection of Danish Pastries, Orange Juice, Tea & Coffee - £5 pp
	☐
	Cold Buffet (min 15 people) 
6 Items - £6 pp 
8 Items - £6.50 pp
10 Items - £7 pp
	☐
☐ ☐☐
	

Number of items:     


	Sandwich Platter- £4.50 pp

	☐

	Sandwich and Cake Platter - £6 pp
	☐

	Do you require our staff’s assistance? E.g. Climbing Wall Instructor, Gym Instructor
	       ☐    Please Specify:
     

	Please state any allergies/preferences:
	

	Additional Support, please specify your requirements (subject to availability)
	



	For invoice payments, please confirm the following:

	

	Accounts Contact Name:
	

	Organisation Name for invoice:
	

	Email address to send invoice:
	

	Purchase Order Number:
	

	Reason for facility hire:

	





	Any other info you would like to share which is relevant to your booking:
	



Please email your completed form to info@base71yz.org
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