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__________________________________________________________________________________Company Limited by Guarantee Number 4464396

Booking Request Form

Please complete and return this form to PECDT at Vincent House by post or by email.
I wish to make a booking for the following room (or rooms):
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MR1 / Meeting Room 1 – larger room, ground floor
    
MR2 / Meeting Room 2 – smaller room, basement

Café


Qube ✔
PLEASE COMPLETE ALL QUESTIONS
	YOUR NAME
	

	ORGANISATION NAME
	

	YOUR ADDRESS
	

	Is your Group’s annual turnover less than £100,000?
	No:                         Yes:                         Don’t know:

	Your telephone number(s) and email address:
	Telephone: 
Email: 

	Purpose of meeting / event:
	

	Date or Dates that you would like to use the room or rooms:
	

	Times (FROM and TO):
	

	Number of People expected:
	

	Arrangements for Catering / Refreshments
	

	Any Additional Requests
	


	Where did you hear about us?
	


I have read and agree to PECDT’s Terms and Conditions for Room Hire. I will use the room reasonably and responsibly and undertake to leave it in the condition I found it. I acknowledge that this booking will be valid when I have received written confirmation from PECDT.
Signature ……………………………………….Name (please print) ……………….……
Date:…………………………………………………………………
FOR PECDT OFFICE USE ONLY
Date BF Received
:  .........../............/..........    Hard copy or email:   ..................................................
Booking status:…………………………………………… Category                
Room Hire Rate / Cost: £ ……………………………
Deposit Received:  ....................................

INVOICE / RECEIPT NUMBER   .......................................................................................................

SIGNED:  .............................................   NAME:  ............................................... DATE: ....../......./.......







































_______________________________________________________________________________________________________________________
Ponders End Community Development Trust
Unit 1, Vincent House, 2e Nags Head Road, Ponders End, Enfield Middlesex EN3 7FN  Tel: 020 8443 3858  Email: roomhirepecdt@btconnect.com
A copy of PECDT’s Room Hire Terms and Conditions is available on request.


