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WESTLAKES
SCIENCE PARK




                                               


TRANSFORMATION MEETING ROOM
FIRST FLOOR, INNOVATION CENTRE (Lift available)
Please complete and return this Form before the date of the Meeting to bookings@discoverbec.com 

or The Reception, Ingwell Hall, Westlakes Science & Technology Park, Moor Row, Cumbria CA24 3JZ
All bookings are provisionally held for 48 hours, until the return of BOOKING FORM
	TITLE OF MEETING :  
	DAY/DATE OF MEETING:    

	CONTACT NAME:   
	TELEPHONE No:    

	COMPANY:    
	TIME OF MEETING:  

	NO OF DELEGATES: (Up to 45 depending on room layout)

	ROOM RATE:     
Full Day : £140
Half Day : £90  (9.00 – 12.30 or 13.30 – 17.00)
£35 per hour

	EQUIPMENT AVAILABLE:
	Smart TV/Screen Share, Teleconferencing (Min. charge £5 ½ day, £10 full day, where the costs exceeds this amount the excess will be charged in full), Wi-Fi, NUC computer, Flipboard chart/whiteboard & complimentary stationery. Video conferencing & projector & screen available on request. 

	LAYOUT:

(please indicate)
	Layouts available:  Theatre (45 delegates), Classroom 24 delegates, U shape 18-20 delegates, Cabaret 32 delegates, Hollow square 20 delegates 

	HOSPITALITY:  
	NO OF DELEGATES: 

	
	TIME:  

	
	TIME:  


	
	TIME:           

	
	TIME:                              


SIGNED:
______________________________
   PRINT:    ____________________________

COMPANY:  ______________________________      DATE:     ___________________________

	
	INVOICE DETAILS

	Contact:
	

	INVOICE ADDRESS:
	

	BILLING E-MAIL ADDRESS:
	

	COST CODE OR PURCHASE ORDER NUMBER:
	

	CREDIT CARD PAYMENT:
	


(STRICTLY FOR BEC USE ONLY)

	ROOM HIRE RATE:   
	£   

	REFRESHMENT COSTS
	£

	BUFFET COSTS:
	£

	MISCELLANEOUS ITEMS:             
	£

	COST EXCLUDING VAT:
	£


WESTLAKES SCIENCE AND TECHNOLOGY PARK
AGREEMENT TO CONDITIONS OF HIRE OF MEETING ROOMS
1. All applications for hire of the Conference/Meeting Rooms must be booked provisionally over the telephone and confirmed on the official Conference/Meeting Room Form.

2. To avoid abortive costs, cancellations should be in writing (e-mail or letter), giving 24 Hours Notice.
If notice is not given all Services will be invoiced. If the meeting room is booked and cancelled on the same day, the full charge of the meeting will be incurred.
3. Any complaints should be addressed to the Reception of the building your meeting was held in and marked for the attention of the FSO’s within 3 days of the event.

4. BEC does not accept liability for the loss of any property.

5. BEC does not accept liability for theft from or damage to, parked vehicles.

6. Speakers/Presenters should arrive at least 15 minutes prior to the start of the Conference/Meeting, to familiarise themselves with the equipment and to check arrangements for refreshment/food.

7. The Conference/Meeting Room is available from 8.00 am to 17.00 pm Monday to Friday.  Enquiries for bookings outside of these times maybe considered and will incur additional costs.

8. All requirements must be stated on the Booking Form and returned to Reception of the building the meeting is held in, marked for the attention of the FSO’s, at least 7 days prior to the event.

9. When making a reservation for a Conference/Meeting Room, disabled facilities are provided in various buildings across the Park.  Advice will be given at time of booking.


10. If any delegates attending the meeting have a disability, an appropriate Risk Assessment should be carried out prior to the meeting, i.e. fire evacuation etc.

11. BEC does not accept liability for evacuation of delegates inc. disabled, in the event of a fire etc (only in extreme circumstances).  This will be the responsibility of the meeting Room Co-ordinator/Chair.  
12. The basic hire cost varies for each individual room and are exclusive of V.A.T.  Charges for Additional Services are extra.  BEC reserves the right to review these charges from time to time.

13. You will be invoiced by ECWC (P) Ltd for the room hire and all services used.

14. Payment can be taken by Credit Card (NOT AMERICAN EXPRESS). All Card details to be given on the day of the Booking. 

15. Invoice queries should be made within 30 days.
A SIGNED COPY OF THIS AGREEMENT MUST BE RETURNED WITH THE BOOKING FORM.  I HAVE READ AND AGREE TO THE TERMS AND CONDITIONS SET OUT ABOVE.
Signed:    _______________________________     Print Name:   __________________________

Date:       ________________________________    Telephone:     __________________________
Telephone:  
01946 595210
E-Mail:    

facilities@discoverbec.com

