REGIONAL BUSINESS CENTRE

BOOKING FORM FOR CONFERENCE/BOARD/MEETING ROOMS
To:
Reception, Portsmouth & South East Hampshire Chamber of Commerce and Industry, Regional Business Centre, Harts Farm Way, Havant, Hampshire.  PO9 1HR



Telephone No: 023 9244 9449      Fax No: 023 9244 9444

From:

Contact Name
____________________________    Company

Address_____________________________________________________________________
Post Code___________________


Telephone No_______________________
Signed_______________________


Date_______________________________

Are you currently members of the Chamber of Commerce?      Yes                No

If not, are you interested in becoming a Member?       Yes                   No

To book the following room(s) please check the availability with Reception then confirm your requirements below:-


Conference Room (25)



Meeting Room 1 (8)


Meeting Room 2 (8) 



Board Room  (10)

Date(s) Room Required__________________________________________________________
Day 1 - Time from______________________        to__________________________________



Day 2 - Time from______________________
to_________________________________

Expected Numbers                                   Cost :       Members : £7.00 per hour per room or 
£50 Full    Day + VAT

                                                                                 Non Members :  £10.00 per hour per room
                                                                                           +VAT
Event _______________________________________________________________________                                            
EQUIPMENT REQUIRED

        FLIPCHART
        POWERPOINT PROJECTOR @ £30 per day 
BOOKINGS FOR CONFERENCE/BOARD/MEETING ROOMS

Thank you for enquiring about the availability of our meeting rooms at the Regional Business Centre.  

We have four meeting rooms available for hire.  They are as follows:-

Conference Room  :  Capacity of 25 people

Board Room          :  Capacity of 10 people

Meeting Room 1    :  Capacity of 8 people

Meeting Room 2    :  Capacity of 8 people

The meeting rooms are available between the hours of 9.00a.m. and 5.00p.m.  
Price Structure

The charges for hiring any of our meeting rooms are as follows:-

Members:           £7.00 per hour per room + VAT.  

               £50 Full Day (9am-5pm) per room + VAT.

Non Members:   £10.00 per hour per room + VAT – payment required in advance 
Members can be invoiced for the room hire.  Please be advised that we need 24 hours notice regarding cancellation.  If this time is not given then the room must be paid for in full.

Equipment

We do have a PowerPoint projector available at a cost of £30 per day should you require it.
Refreshments

There are no facilities available to make refreshments at our Regional Business Centre, however, should you require refreshments of any kind, including tea, coffee, snacks etc. there is a breakout room situated opposite our building, next to Broadmarsh Reception, which is for the use of everyone on the Broadmarsh Business & Innovation Centre complex.

Further Information & Bookings

If you are interested in booking a room can you please telephone our Reception on 023 9244 9449 to confirm the availability of the room you require. Once this has been provisionally booked we would ask you to complete the attached Booking Form and return it to Reception at the address below together with your payment.  Please make cheques payable to ‘Portsmouth Chamber of Commerce’.






