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Information & Terms & Conditions

Room layout & capacity:

	U-shape
	Theatre
	Boardroom
	Classroom
	Cabaret

	30
	70
	36
	27
	40


IT Requirements: 
Please state on your booking form if you have any IT requirements for your event so we can make sure they are available on the day.

Standard Term and Conditions of Hire

Reserve a booking: We will reserve a booking for up to 6 weeks before the event. If an alternative booking request is received you will be given first option to confirm.

Confirm booking:  Your booking is only confirmed when we have received a signed booking form.

Delegate numbers: Please confirm delegate numbers no later than 5 days before event. Please tell us of any special dietary requirements.

Room Costs: 

	Room Rate
	½ day: £125
	Full day: £200
	

	Tea & Coffee
	£1.50 ppps
	
	

	Lunch

Menu 1: £6 pp
	Menu 2: £7 pp
	Menu 3: £9 pp
	Menu 4: £11 pp


All costs exclusive of VAT

Cancellation Charges: 

	Up to 6 weeks

Before event
	6-4 weeks before event
	4-2 weeks before event
	2-0 weeks before event

	0% charge
	25% charge
	50% charge
	100% charge


Catering: Please state what time you would like your lunch served. 

We do have four menus to choose from, however, if you require anything additional please speak to a member of MADE and we will do our best to accommodate your needs. 

Please note we order on a 2/3 – 1/3 basis in favour of vegetarian unless otherwise requested.

MADE@ Newhall Square Booking Form

	Your event name
	

	Company
	

	Contact name, number and email
	

	MADE Contact
	

	Date of event
	

	Number of delegates
	

	Room Rate: ½ day or full day
	

	Room Layout
	

	Event start time & finsh


	Start:

Finish:

	Lunch Required? 


	Menu:

Time:

	IT Requirements
	

	Special dietary requirements
	

	Tea & Coffee


	Break 1:

Break 2:


Invoice information:  

Please provide details of where final invoice should be sent.

Invoice address:

FAO:

Email address:

Telephone:

Purchase order number:

I confirm I have read and agreed to the terms and Conditions of MADE meeting room hire.

Signature:

Date:

For office use only

	In MADE Calendar


	Staff initials



	Catering
	Who
	When
	Booked (date/staff initials)
	Final No/ dietary req confirmed

(date/staff initials)

	EA
	Who
	When
	Booked (date/staff initials)


	Confirmed

(date/staff initials)

	Finalise with event organiser 


	Date/Staff initials

	Invoice 
	Number




