	LAYCOCK PDC ROOM BOOKING FORM

	Please complete and return to:          Jo Bellamy, Laycock PDC Bookings Administrator

                                                           Laycock PDC, Laycock Street, London N1 1TH. 

              Tel: 020 7527 5588              Fax: 020 7527 5652           email: jo.bellamy.camb-ed@islington.gov.uk

	Title of course/meeting:   

	Date(s):Please list all dates if course  runs for more than 1 session



	Time of let: from:                  to:  

Time of meeting from:          to:   
	Maximum no. of people:  
Allocated room number:

	Equipment requirements

	Video & TV
	
	OHP
	
	ADDITIONAL REQUIREMENTS



	ICT Support
	
	Data projector with PC
	
	 PC’s / Laptops
	Please fill out ICT BOOKING form

	Extra flip chart

(please state amount)
	
	Catering


	Please fill out  CATERING form

	Other (please specify)

Room
No 
Layout
Y/N
Conference (Ground)
100 
Lecture Style
80 
Single tables
65 
Paired tables
Room 1
35
Any layout
Room 2
16
Horseshoe facing screen 
10
Small meeting block
Room 3
28
Paired tables / horseshoe facing screen / meeting block
Room 4
28
Any layout
Room 5
16
Paired tables / meeting block
Room 6
28
Any layout
Room 7
35 
Horseshoe facing screen
40
Paired tables 
Room 8

15

Paired tables / meeting block

Mezz 1

15

Meeting block/paired tables
Mezz 2

12

Meeting block

Pods 1 & 2 (reception)

4

Single table



	Customer details:

	Name:  

  
	Tel: 


	Fax: 



	Name of organisation:  

	Department:  


	Department/Company address:  


	Invoice address (if different from above)



	Terms & Conditions:

*  24 hours notice must be given for cancellation of a room booking and 3 days notice for catering or full costs will be incurred.

*  Room bookings and/or catering requirements cannot be processed if invoice details are not fully completed

*  There is very limited parking available.  To book a space – please call the site reception (0207 527 5520)

	I have read and accept the terms and conditions:

(Your signature)
	
	Print 

Name:
	


