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Room Booking Request Form 

	Name of Company
	

	Name of Representative
	

	Contact Details
	Email / Phone

	Today’s Date
	

	Dates and times of requested Hire
	

	Room
	Rehearsal Room, 11m x 8.5m
	

	
	Reasons Hub, 7m x 4m
	

	Number of total people attending
	

	Type of event (ie workshop, screening, rehearsals, etc)
	

	Layout of Room
· how many tables / chairs are needed
· requested layout
· blackout / natural light
	

	Technical provision

	Sound System
	

	
	LX system
	

	
	Vibe interactive Whiteboard
	

	
	Flipchart and paper
	

	
	Audio Description System
	

	
	Technician needed
	

	Tea and coffee self service:

If you would tea and coffee prepared please indicate:
· the times you need these ready
· how many rounds per person
· any dietary requirements
	

	Other provisions
· copying / scanning / etc
· specific access requirements
	

	
	



Graeae is not currently licensed to sell alcohol. Alcohol consumed on the premises must be arranged by the hirer and Graeae must be informed in advance. Bradbury studios is a nut-free building. Please do not bring products that contain nuts. 

This is a booking request form and return of a completed form does not constitute a booking.
Please return this form to Karolina Stellaki, Administrator 
E: info@graeae.org   
P: Graeae, Bradbury Studios, 138 Kingsland Road, London E2 8DY 
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