










[image: image1.png]GRIMSBY FISHING HERITAGE CENTRE











[image: image2.png]





Grimsby Fishing Heritage Centre
MEETING ROOM HIRE

BOOKING FORM: Fred Smith Conference Room
Tuesday to Sunday (Monday is not available)

10.00 - 15.30 - November 1st to March 31st
10.00 - 16.30 - April 1st to October 31st
*Out of operational hours will incur additional charges
Date of meeting

Type of event     Business / group activity / other
Title of meeting


Contact Name: 

Tel/mobile



Email

Company / Dept 


Address (inc postcode) 


Invoicing details

Are these the details to be used for invoicing?  Yes   No

Name and address of where invoice needs is be sent if different to above 


Method of payment:    Invoice / Card
Purchase order ref: 

Budget code(s)



(please attach)
Signed: 





Date:

All bookings are provisional until confirmed by GFHC.  Any amendments or cancellation must be made no later than one week prior to your booking. 
The Grimsby Fishing Heritage Centre, Alexandra Dock, Grimsby, DN31 1UZ, Tel: 01472 323345 
Or email to deborah.winter@nelincs.gov.uk
Meeting information
Please note operational hours and additional cost*
Number of attendees



Start time of event

Finish time of event


Time access is required for set up 
 
Total number of hrs required 



Room set up 

Room Layout (see options on next page) 


Equipment available at the FHC (Please tick if required)
Available - FOC is flip chart stand/paper and pens
Projector screen – please bring your own projector

Equipment that you are bringing 


Refreshments – *Charges apply.  If you require refreshments, please contact the museum to discuss options on Tel: 01472 323345, or e-mail deborah.winter@nelincs.gov.uk
Catering provision and times 


Time of breaks


Any additional requirements: 

The Fishing Heritage Centre 

Meeting Room Hire – Room set up options
Theatre Style (max 30)
Chairs all in a row facing screen at the front

         Screen

XXXXX  XXXXX XXXXX  

XXXXX  XXXXX XXXXX
XXXXX  XXXXX XXXXX
Committee/Board Room Style (max 16)
Chairs around an oval or oblong table shaped table layout


Horseshoe (max 16)
Chairs around horseshoe shaped table layout, facing the front

 Screen

   U

Groups (max 20)
A specified number of chairs around a specified amount of tables

(E.g. 6 tables each with 4 chairs)



Meeting room hire (Fred Smith Room)

Tuesday to Sunday (Monday is not available)

10.00 - 15.30 - November 1st to March 31st
10.00 - 16.30 - April 1st to October 31st
*Out of normal operation hours bookings will incur extra staffing and costs and are subject to availability. £15 per hour per staff member (minimum of 2).  Staffing depends on size of event – please contact us for advice.
External hire 
Hourly
  
£15.00

Half day

£45.00

Full day
 
£90.00

Refreshments £2.25 per person per time 
(tea, coffee, water, and biscuits)

Buffet lunches are available from £10.00 per person










