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TOWER ROOM BOOKING FORM
Please complete this form to enable us to check availability and return to:

Aliki Georgiou at aliki@londonandpartners.com. Direct Tel: 020 7234 5809.

	ABOUT YOU

	Name of Contact
	

	Company
	

	Address
	

	Postcode
	

	Email
	

	Tel / Mobile
	

	Name of event
	

	Date of event

(please give alternatives)
	

	Access time to room (earliest access 0800)
	

	Start time (earliest 0900)
	

	Finish time (latest 1800)
	

	Number of people attending (list of names required)
	

	Disabled visitors amongst attendees?

Please give full details
	

	PURCHASE ORDER NO/REF:
	




	LAYOUT  (Tick as required)

	Boardroom-style (max 25)
	

	Horseshoe-style (max 20)
	

	Theatre-style (max 50)
	

	Evening reception (max 80)
	

	Other layout: please specify
	


	EQUIPMENT  NEEDED (Tick as required)

	Flipchart & pens (state how many required)
	

	Presentation  (please bring your Presentation on a memory stick)
	

	Desk at reception for registration, badges, press packs etc
	


	BOARDROOM HIRE COSTS   


	Non-Partners

	Half Day (up to 4 hours between 0800 and 1800)
	£700 + £150 per additional hour + vat

	Full Day (up to 8 hours between 0800 and 1800)
	£1200 + £150 per additional hour + vat

	Evening (1800-2200)
	£1000 + £150 per additional hour + vat


	Partners

	Half Day (up to 4 hours between 0800 and 1800)
	£350 + £75 per additional hour + vat

	Full Day (up to 8 hours between 0800 and 1800)
	£600 + £75 per additional hour + vat

	Evening (1800-2200)
	£500 + £150 per additional hour + vat


	Platinum & Premier Partners
	Free


	CATERING REQUIREMENTS cost + vat (Tick one option)

* Please note that waiters are required for all bookings, in order to set up tables and chairs and service meetings.


	HALF-DAY MEETING – MORNING/AFTERNOON

	· On arrival: Tea, coffee, mineral water and biscuits

· At mid-meeting break: Tea and coffee
	£12.00 per person

	Waiter
	£108.00

	Member of staff for meetings starting before 0900
	£90.00

	
	Tick here:


	HALF-DAY MEETING – MORNING

	· On arrival: Tea, coffee, mineral water and selection of freshly-baked Danish pastries
· At mid-meeting break: Tea and coffee
	£15.00 per person

	Waiter
	£108.00

	Member of staff for meetings starting before 0900
	£90.00

	
	Tick here:


	HALF-DAY MEETING – AFTERNOON

	· On arrival: Tea, coffee, mineral water and selection of cakes
· At mid-meeting break: Tea and coffee
	£15.00 per person

	Waiter
	£108.00

	
	Tick here:


	FULL-DAY MEETING – SANDWICH LUNCH MENU

	· On arrival: Tea, coffee, mineral water and biscuits

· At 1030: Tea and coffee
· At 1230: Meat, fish and vegetarian sandwiches, rolls, seasonal cut fruit platter and juices
· At 1500: Tea and coffee
	£28.00 per person

	1 Waiter – 1-29 people
	£174.00

	2 Waiters – 30-50 people
	£260.00

	
	Tick here:


	FULL-DAY MEETING – SANDWICH LUNCH MENU WITH PASTRIES

	· On arrival: Tea, coffee, mineral water and selection of freshly-baked Danish pastries
· At 1030: Tea and coffee
· At 1230: Meat, fish and vegetarian sandwiches, rolls, seasonal cut fruit platter, cakes and juices

· At 1500: Tea and coffee
	£32.00 per person

	1 Waiter – 1-29 people
	£174.00

	2 Waiters – 30-50 people
	£260.00

	
	Tick here:


	FULL-DAY MEETING – BUSINESS LUNCH MENU WITH FINGER FOOD

	· On arrival: Tea, coffee, mineral water and selection of freshly-baked Danish pastries
· At 1030: Tea and coffee
· At 1230: Selection of Finger Food, Meat, fish and vegetarian sandwiches, rolls, seasonal cut fruit platter, cakes and juices
· At 1500: Tea and coffee
	£40.00 per person

	1 Waiter – 1-29 people
	£174.00

	2 Waiters – 30-50 people
	£260.00

	
	Tick here:


	EVENING RECEPTION

	A quote can be provided once you provide your requirements on a separate email:

· Finger food or canapés 

· Wines, juices, sparkling water, ice
	Quote provided

	Minimum 2 waiters required
	Quote provided

	Member of staff for duration of event (required)
	£90.00

	
	Tick here:


All prices subject to change from April 2015
NOTE
1. Any damages to structure, furniture or equipment to be paid at cost by yourselves.

2. Please note that if anyone sits on the curved folding tables, they will break and could collapse causing an accident.
3. There is Wi-Fi access throughout the office for your visitors to use and details are available from our IT Helpdesk.
4. No sticky adhesive or tape to be used on the white wall in the Tower Room. Paper may be stuck on the glass within the room.
5. The male, female and disabled toilets are located through the reception doors and first door on the right after the lifts. 
6. London & Partners’ office is fully accessible for disabled visitors. We must have prior knowledge of any visitor with special access needs. On arrival, they will be assigned a designated Buddy in case of emergency.

7. A no-smoking policy is in operation in all parts of 2 More London Riverside, and it is strictly forbidden to smoke anywhere within the building.
8. In the interest of safety and to enter the building, More London Security may request information from you and search your bags. London & Partners requests visitors’ cooperation in such circumstances.
9. The nearest fire exit to the Tower Room is adjacent to the room. The second fire exit is situated opposite the toilets in the lift lobby.
10. The nearest first aid kit is in on the countertop in the Café kitchen near reception
11. Cancellation Charges – Should you cancel your meeting and the room is not resold for that date, the following charges will apply:

· 2 weeks before meeting, cancellation fee is 10% of the hire charge

· 1 week before meeting, cancellation fee is 50% of the hire charge

· less than 1 week before, cancellation fee is 100% of both the hire charge

and the catering charge
REQUIRED









