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Booking Form

To confirm your room booking, please complete this form and return by email to finance@brookburn.manchester.sch.uk asap. 
Please note that no booking is confirmed until you receive a booking confirmation email.
Booking details
	Company
	
	Contact Name
	
	Booking Authorised By (Signature)

	 
	
	 
	
	 







	No of Lunches (£6.00) per head & min 10 lunches)
	No of Refreshments required  (£1.50 Per head) per half day (£3.00 full day)
Tea, coffee and biscuits

	 
	 








	Date
	
	Time

	From __/__/__
	To___/___/___                                           

	AM/PM………………….     Full day……………………………….







Company details for invoice
	Company’s Full Address 
	
	Authorised Contact Name and Contact Number
	
	Email Address for invoice to be sent to

	 
	


	 
	
	 











Equipment
	 Screen: The Training Room has a screen provided as standard.  
Please note that Laptops/Ipads are not provided.  We have a large screen with a HDMI connector.  Please ensure your laptop will connect to this or bring along a suitable connector.
 Flip chart: The Training Room has a flip chart, if you would like pens to be provided please tick here:  
 
We ask that no items are stuck to the walls in any of our rooms.




	
Catering menu and booking form 

If you would like to order catering for your meeting please complete the form below.  Please note that whilst will try to accommodate any changes or additions made on the day, we cannot guarantee these. 
 
Buffet Lunch

Buffet lunch will be provided if requested on the booking form.  We do require a minimum number of 10 lunches to be able to provide this service.  

There will be a variety of sandwiches, Crisps and Cakes together with a bottle of water. Pastries are served with morning coffee if using the training for a buffet lunch.

Unless otherwise specified, sandwiches delivered are divided equally between meat, fish and vegetarian fillings.  
Please note that refreshments are not served with catering unless specified within the menu or requested by you. 
 	 	 	 

Special Dietary Requirements 
 
We are happy to accommodate special dietary requirements and recommend that before booking you contact all delegates to establish if there are any. 
 
If any delegates do have any dietary requirements please can you list these below and we will endeavour to provide a catering solution for these delegates. 
 
	Allergy / Dietary Requirement 
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Completed booking form received 			Booking confirmation email sent	

Number of delegates	____________                 

Refreshments  - we do expect companies to use our tea/coffee/biscuits  – lunch is optional.	No. of lunches ______    
No. of Tea/coffee _______

Invoice generated and sent			Invoice No _________________________     Charge ________________

Payments received (cheque number)	_______________________ 	BACs Payment 		

USEFUL INFORMATION 
 
Useful information for course leaders and delegates 
 
We recommend that this information is passed to both the course leader and delegates for information. 

How To Find Us 
 
The training room is situated behind Brookburn Primary School, there is no access via the main school entrance.
The entrance is down a cobbled lane at the side of the school.  Please inform your delegates to follow the sign for deliveries as below.
[image: ]






	Chorlton Ees
	Carpark

	← Cobbled Lane
	
						School
	
						
			Training Room	





Room Access 
 
Please note that due to previous or following meetings and centre opening hours we cannot guarantee access to the room outside the booking times noted on the booking form.   
If you would like to change your booking to allow for setting up and packing or if you have an 08:30 conference start and would like access to the room prior to this time please contact Karen Lord to discuss the possibility of the centre opening early. 






Payment

Room hire will be charged at the price given at the time of booking.
Full payment is required 10 working days before the beginning of the course or event.   

Amendments 

We endeavour to accommodate any changes you may need to make to your booking but please note that the deadline for these changes is no later than 5 working days prior to your meeting to ensure that we are able to guarantee provision. 

Cancellations
If you need to cancel your booking please email finance@brookburn.manchester.sch.uk
Cancellations will incur the following charges:
· More than 4 weeks prior to the course/event – No charge
· 2-4 weeks notice given – 50% booking fee charged
· Less than 2 weeks notice given – Full booking fee
Should circumstances mean that you need to transfer to your booking to an alternative date, a £25 administration fee will apply.

Dietary Requirements 
 
We are happy to accommodate special dietary requirements.  Please contact the course organisers with information for this to be passed on to us.

Car Parking 
 
There is 1 available parking space for the course facilitator only, all delegates may park for free at the Chorlton Ees carpark situated on Brookburn Road, and the training room is a 1 minute walk from Chorlton Ees car park.
 
Disabled Access 
 
The training room has a ramped entrance and a disabled toilet. 

Contacting Us 
 
You can contact us by:
Telephone – 0161 881 8880 
Email – finance@brookburn.manchester.sch.uk  
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