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Booking form – Hyett Room
Self-contained second floor meeting room.  Ideal for training and confidential meetings.
Room capacity:	Seats 12 people boardroom style
Hire charges:		£45 per hour
			£70 half day
			£140 full day
Refreshments:	A jug of water and glasses will be provided.
			Tea/coffee per person £2
For larger groups, we offer a large flask of coffee and hot water (tea bags are provided) for £20 (12 cups per flask)
Please note:		
· Projector, screen and WiFi available
· Car parking is not available in College Green.  The following link provides details of available car parks in Gloucester, the nearest being Westgate Street:
https://en.parkopedia.co.uk/parking/gloucester/?arriving=201811051530&leaving=201811051730

Terms and Conditions of Hire
Payment in full is required at the time of booking.
Room hire can only be cancelled in writing, via post or email, with charges levied as below:
· Cancellations received up to 14 days before hire date:			No charge
· Cancellations received 7 to 14 days before hire date:			50% charge
· Cancellations received less than 7 days before the hire date:		Full charge
GRCC reserves the right to cancel room bookings in case of unforeseen circumstances.  
Access to the building is not possible before 9am unless by prior arrangement.  Meetings should also be concluded by 5pm at the latest.
Please ensure you have read, understood and accepted these Terms and Conditions before you place a booking.  By booking a meeting room at Community House you will be deemed to have read, understood and accepted them.

Your requirements:

Date of hire: ……………………………………………………………….. 

Time of hire: …………………………………………………………………
Do you require any of the following?  Please tick:
☐ Flip chart & pens		
☐ Projector and screen		
☐ Tea / coffee for ……….. people	
Your details:

Contact name: …………………………………………….…………………………………………………………………………  
Organisation: ..………………………………………….…………………………………………………………………………..
Address: …………………………………………….……………………………………………………………………………………
Email (for invoice): …………………………………….………………………………………………………………………..

Signed: ……………………………………………………………………..	 Date: ………………………………………………
Return completed form by post to address above or by email to info@grcc.org.uk 
Payment may be made by BACS using the following details:
Gloucestershire Rural Community Council	
Sort code: 08-90-41	Account no.: 50316618
Please use your organisation’s name as a reference when making the payment.

Processing personal data
Personal data within this booking form will be processed according to GRCC / Independence Trust’s Privacy Notice http://www.grcc.org.uk/about-us/privacy-policy.  Information you provide will be held securely by GRCC / Independence Trust for legitimate interests, i.e. in order to administer this room booking, and will be retained for 12 months following the booking, in line with GRCC / Independence Trust’s Data Protection and Information Governance Policy.  Please let GRCC / Independence Trust know if you would like your booking information to be deleted earlier.
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