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Room Hire Booking Form
Please complete the booking form and either email it to:

Polly.moreton@wdm.org.uk or post it to: 66 Offley Road, London SW9 OLS

	Your Details

	Contact name
	

	Organisation name
	

	Address
	

	Phone number
	

	Email
	

	Are you a charity?
	YES / NO

	If yes, please supply your charity number
	

	Do you have public Liability Insurance?
	YES / NO

	

	Event Details

	
	

	Name of event
	

	Brief outline of the course / group event
	

	Date of event
	

	Maximum number of people
	

	Start time
	

	End time
	

	

	Equipment requirements
	

	Dry wipe board
	Yes / No

	Flipcharts 
	Yes / No

	WiFi
	Yes / No

	Digital Projector
	Yes / No

	Room set up
	Boardroom/theatre/horseshoe

	For alternative room set up styles please let us know what you require


Deposit

In order to secure and confirm your booking we require a deposit of £50.  

Catering Requirements
Please note that prices are for room hire equipment and teas and coffee only. We have no facilities to provide you with lunch, however, we can supply you with contact details for a number of local delicatessens that make delicious food at very reasonable prices. 

Malinka Delicatessen



Mimi’s Deli

58 Brixton Road



2 Brixton Road

London SW9 6BS



London SW9 6BU

Tel: 020 7091 0882



Tel: 020 7735 2121
I have read and agree to abide by the terms and conditions of hire

Signed …………………………………………………………………………. Date…………………………………….
Terms and Conditions of hire
1. See “prices” (link here) for charges of our various meeting rooms.  These charges are valid until further notice.

2.  A deposit of £50 is required to confirm the booking

3. Cancellation: Your deposit is 100% refundable if 14 days notice of cancellation is given.  If notice of cancellation is more than 7 days, but less than 14 days prior to your event, then a 50% refund is available.  A cancellation notice of 7 days or less prior to your event, will incur a 0% refund.  The cancellation notice must be in writing (email is acceptable).

4. We will send invoices after the event - payment is required within 30 days of receipt of the invoice.

5. The World Development Movement cannot accept any liability for any damage to persons or property. Individuals who are running courses must have public liability and professional indemnity insurance. WDM is also not responsible for any of your own equipment you bring onto our premises – you must have your own insurance policy for such items.

6. The booking charge covers the use of the meeting room, heating, lighting, and toilet facilities.

7. Care must be taken to avoid damage to the room and any WDM facilities and equipment. In the event of damage above normal wear and tear, a charge will be made.

8. There are no parking facilities. There is meter parking available outside our building. 

9. If you wish to include mention of WDM in any advertising literature, please gain approval from us first.

10. No tenancy is created by acceptance of these terms.

Thank you for choosing to have your event with WDM and we hope that you will continue to do so in the future. We are always happy to receive your comments and suggestions on how to improve your experience with us. Please email comments to Polly.moreton@wdm.org.uk
