The Brewhouse Conferencing, Room Hire and Events

Booking Form
Please provide all essential information required for your event/conference below
1. Company Information & Contacts.

	Event:
	
	
	Contact Details:
	

	
	
	
	
	

	
	
	
	
	

	Room:
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Event
	
	
	
	

	Date:
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2. Times & Numbers


	Arrival 
	
	
	Numbers to attend
	

	
	
	
	
	

	
	
	
	
	

	Lunch
	
	
	Numbers for food
(If different)
	

	
	
	
	
	

	
	
	
	
	

	Departure
	
	
	Tea/Coffee on arrival
	

	
	
	
	
	


3. Layout (Please mark X where appropriate)
	Boardroom
              
	
	
	Cabaret
	
	
	Theatre
	


	U Shape
	
	
	Reception
	
	
	Clear
	
	
	
	




4. Equipment.
Please ‘X’ if you require use of any other additional equipment.
	Flipcharts
	
	
	Access before 9am
	

	
	
	
	
	

	Data Projector
	
	
	Technical Support                                 
	

	
	
	
	
	

	Display Boards
	
	
	Other
	


5. Refreshments (please ‘X’)
	Tea/coffee
	
	
	Sandwich platter hospitality package
	

	
	
	
	
	

	Tea/coffee/biscuits
	
	
	Sandwich platter hospitality package cake upgrade
	

	
	
	
	
	

	Tea/coffee/Danish pastries
	
	
	Finger buffet hospitality package 
	

	
	
	
	
	

	Tea/coffee/cakes
	
	
	Sandwich platter
	

	
	
	
	
	

	Cream tea
	
	
	Vegetarian sandwich platter
	

	
	
	
	
	

	Still/sparkling water

	
	
	Cold finger buffet
	

	O
	
	
	
	

	Orange juice
	
	
	Hot & cold fork buffet
	

	
	
	
	
	

	Apple juice
	
	
	2 course restaurant lunch
	

	
	
	
	
	

	Fresh fruit
	
	
	3 course restaurant lunch
	



	


4. Invoice

	


Please return to the Brewhouse Admin Assistant (Susan Green) susan.green@thebrewhouse.net or via post at the address below
Room Bookings Terms & Conditions 
1) All Prices exclude VAT unless where stated. 

2) Payment must be received within 7 days of the event. 

3) All details of numbers, catering requirements etc. must be confirmed no later than 12pm on the Thursday of the week proceeding the week in which the booking takes place. If no confirmation is received within one week of the booking being made, then The Brewhouse reserves the right to assume that the event has been cancelled.

4) Where a deposit has been taken, deposits are not returnable in the event of cancellation. All auditorium bookings must be confirmed with a 25% deposit. 

5) Notification of cancellation must be received in writing from the person who initiated the booking (or someone acting on their behalf). Cancellation charges for the Studio, Gallery and Cultivate Hub will be applicable, as follows i) More than three weeks prior to the event, no charge will be made. ii) Less than three weeks, 50% of the charge will be made. iii) One week, or less and the full charge will be applicable

6) Cancellation fees for the Auditorium bookings will be applicable as follows i) Between one and three months notice 75% of the total charge will be made. ii) Notice of one month or less and the total charge will be made. 

7) For Catering needs, please contact operations@thebrewhouse.net 

8) No publicity material, equipment or displays may be brought in without prior permission. 

9) All equipment and a technician if needed must be booked in advance to guarantee their availability. 

10) The Brewhouse will not be liable for any loss or damage to hirers' property, howsoever caused. The hirer shall be liable for, and indemnify The Brewhouse against, any loss or damage caused to the premises, furniture, fixtures or equipment as a result of the event or from items being brought into the premises by the hirer, their staff, guests or agents.

 11) The Brewhouse allows the hirer to use the facilities solely for the purpose of the function. The hirer must comply with our Health & Safety regulations, the laws relating to the consumption of liquor and the provision of entertainment. 

Tel: 01823 274608 

Fax: 01823 323116 

Email: susan.green@thebrewhouse.net
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The Brewhouse Theatre & Arts Centre is a company limited by guarantee.  Reg. no 2333213. Charity no. 801077

Registered Office: The Brewhouse, Coal Orchard, Taunton, Somerset  TA1 1JL

