



	Name of Event:
	

	Client’s name and position:
(Main Contact):
	

	Name of organisation (if any):
	

	Contact Postal Address:
	

	
	

	
	
	Postcode:

	Invoice address:
(If different from contact address)
	

	
	

	
	
	Postcode:

	Contact Telephone Number:
	

	Alternative Telephone Number:
	

	Email Address:
	

	Purpose of hire/description of event:
	

	
	

	
	

	Date(s) of event:
DD/MM/YYYY
	

	
	

	
	

	Time of Event:
	Start:
	End:

	Times must include set up and take down time within the hours booked, to avoid overtime charges

	Total number of attendees:
	

	Refreshments:
	Please Tick Below
	Tea, coffee and herbal tea can be replenished throughout the booking. If additional biscuits, bottled water or juice is required then you will need to book more then one per head.

	Tea/coffee/herbal tea
	£1 per head
	
	

	Tea/coffee/herbal/biscuits
	£1.15 per head
	
	

	Bottled water/fruit juice
	50p Per head
	
	

	Breakfast
	By quote
	
	Menu’s And Charging on Request

	Lunch
	
	
	

	Dinner
	
	
	

	Evening Snacks
	
	
	

	How did you hear about Studio 3 arts?
	

	
	

	I confirm I have read and agree to the teams and conditions:
	Please Tick 
	
Signed By Client:

	Additional information:


Please complete both sides of this from

Room set up required [double click to tick]:
Top of Form
Theatre	     	Boardroom        Cabaret           Classroom               Horseshoe
Bottom of Form
Top of Form
Clear Space			Other [please state] : 
	Bottom of Form
Additional Facilities/ Services available free of charge:

	Kitchen facilities (fridge/sink)
	
	Water Cooler and cups
	

	Wifi Access
	
	Flip chart, pens and paper
	

	Chairs and Tables
	
	
	

	Additional facilities/ services available that are chargeable:

	Projector and screen with laptop*
	
	Photographing of Event*
	

	Printer*
	
	Staffing/Hosting of event*
	

	Photocopying*
	
	PA System w 2x microphone*
	

	Laptop (PC or MAC)*
	
	Additional AV and Lighting available* 
	

	CD-R’s, data copies*
	
	Portable Stereo
	

	Dance Floor*
	
	Name badge printed
	

	Overhead projector*
	
	Display boards
	

	Fax access and sending
	
	Security
	

	TV (LCD)*
	
	Flowers
	

	DVD/VHS player*
	
	Additional technical support
	

	* Indicates items, which include set up, and technical assistance if required for duration of booking.

	Other service/ facilities not on this list
Please let us know what you require and we’ll do our best to provide it






	Once we receive your booking form we will send you a BOOKING CONFIRMATION letter by email or post. If you have sent a booking form but have not received a confirmation letter by email, please contact us ASAP.


Please return the form to Teresa@studio3arts.org.uk
	For Studio 3 Arts use only:

	Booking taken on behalf of Studio 3 Arts by:

	Date Received:
	Booking confirmation sent:

	Invoice Number: 
	Date of Invoice: 
	Invoice Number: 

	Comments/ additional information: 
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STUDIO HIRE
We ask you read our terms and conditions of hire which, with this form, makes a full booking agreement
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