Manvers Street Baptist Church/Open House Centre - Room Booking Form
PLEASE COMPLETE THIS FORM IN FULL AND SEND TO office@msbcbath.org AS A WORD DOCUMENT
	Group Name (ENTER NAME)
	

	Is the group a charity or 
‘Not for Profit’ organisation
	Yes/No

	Full name of booking person   
	

	Mobile/Phone
	

	Email
	

	Full name of group facilitator (if different from the booking person)
	

	Mobile/Phone
	

	Email
	

	Full Name of Treasurer 
	

	Mobile/Phone
	

	Email
	

	Number of attendees (approx.)
	

	Public Liability Insurance Number (or see below **)
	

	Date required (One off meeting) or complete REGULAR MEETINGS SECTION 

	Times required (i.e. 10am-1pm)
	

	Preferred room (if available)
	

	REGULAR MEETINGS SECTION 
Periodicity of meetings (i.e. 1st Tuesday of each month)



	Times required (i.e. 10am-1pm)
	

	Start date
	

	End date
	

	List any dates group is NOT meeting because of holidays or other breaks
	

	Any specific resources required – please highlight or circle
	Flip chart stand, extension lead, digital projector, tv/dvd player, other


* I understand full payment is required if less than 24 hours’ notice is sent to (office@msbcbath.org).  In addition, I understand if the booking is cancelled with less than 7 days’ notice, but more than 24 hours a cancellation fee of £5 will be charged to cover administration time.
* I have seen the current pricing on the website and understand these prices are reviewed on an annual basis.



*I agree to these details being retained on file for the purposes of updates, room booking and invoicing.
** I agree MSBC won’t be held accountable in the event of an accident.
Signed (Booking person or Facilitator) ………………………………………………………….. 
Date ………/………/………
