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Please read LMC Agreement for Hirer before completing this form

		Event date(s)
	Click here to enter text.
	
	

	

	Set up from
	Click here to enter text.
	Start of event
	Click here to enter text.
	End of event
	Click here to enter text.
	Leave LMC by
	Click here to enter text.
	

	Type of event
	Click here to enter text.
	

	No. of people 
	Click here to enter text.
	

	Brief description of event:

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.

Attach details of all speakers for the event, including those via live links or pre-recordings.
	Facilities required

	
	
Main Hall (ground floor)
Hajja Um Aref Hall (1st floor)
Seminar Room
Meeting Room
Community Rooms [6 max]
	Capacity
430
430
60
12
25
	
[bookmark: Check8]|_|
[bookmark: Check9]|_|
|_|
[bookmark: Check11]|_|
[bookmark: Check12]|_|
	No.




   

	
	

	
	Chairs
Tables
Flipchart
Projector
OHP
TV/video/DVD
Video link
	|_|
|_|
[bookmark: Check15]|_|
|_|
[bookmark: Check17]|_|
[bookmark: Check18]|_|
|_|
	Internet
Photocopying
Telephone
Fax
Microphones
Stage
Set/pack up
	|_|
|_|
|_|
|_|
|_|
|_|
|_|
	Plasma (50″)
Lectern
Kitchen
Stage light
refreshments*
meals**
	[bookmark: Check20]|_|
|_|
|_|
|_|
|_|
|_|

	
	*   please ask for details of light refreshments
** we operate a preferred caterers list, please ask

	
		Hall/Room Arrangement
	|_| Boardroom
|_|Circle 
|_| Theatre 
|_|Wedding




	

	Details of Person Making Booking:
	Invoice details if different from booking or as agreed by the LMC Events Office:

	Name
	Click here to enter text.	Purchase Order Number
	Click here to enter text.
	Organisation
	Click here to enter text.	Name
	Click here to enter text.
	Address
	Click here to enter text.	Organisation
	Click here to enter text.
	
	Click here to enter text.	Address
	Click here to enter text.
	
	Click here to enter text.	
	Click here to enter text.
	Telephone
	Click here to enter text.	
	Click here to enter text.
	Email
	Click here to enter text.	Telephone
	Click here to enter text.
	
	
	Email
	Click here to enter text.
	

	I have been given a copy of the LMC Agreement for Hirer, which I have signed and returned to the Events Office with this booking form. I agree to the terms and conditions contained therein, including the dress code.

	Signature
	
	Date
	Click here to enter text.
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