External 

Use of Meeting Rooms at the LIDC, 36 Gordon Square

Room booking procedure
· All booking and room requirements can be done through LIDC main office. Please contact samantha.blackburn@lidc.bloomsbury.ac.uk
· Rooms are hired out on a half day or full day basis.
· Full day rate is £160 and Half day rate is £90.
· Any cancellations need to be made five working days before the actual event or a £25 pound cancellation fee will be levied. 
· The booking form must be used the catering, room arrangement and clean up of the room must be organised by the lead person for the meeting.
· Each  meeting room can accommodate around 30-35 people. 

· LIDC uses XLNT caterers for LIDC meetings. Please complete the appropriate section of the form if you would like to use XLNT. However alternative catering arrangements can be made. Please contact John or Grace on 020 7237 0208 to discuss catering requirements.
· The room hire fee includes the use of  a laptop projector screen with powerpoint available, flipchart stand and paper/flipchart pens and a Whiteboard. There are internet facilities. 
· The room fees will be invoiced. Therefor, please provide your finance contact details.  
Meeting Room Booking Form

	Contact Name
	

	Meeting Title


	

	Date


	

	Actual Start & Finish times
	

	Number of People attending (approx)
	

	Audio Visual Required
	

	Catering not required (tick)
	

	Is Catering required? 

Suggested -http://www.xlntbuffets.com
	

	Catering times


	

	Billing address for Invoice.

	


