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One Wellwynd
Meeting Room Booking Form

If you would like to book a meeting room please complete the following booking form.  Your booking will only be confirmed on receipt of an authorisation e-mail from One Wellwynd.

1.
Contact Details

	Name of Contact Person


	

	Company


	

	Address


	

	Contact Number


	
	E-mail Address


	

	What kind of organisation are you (please ()
	Commercially Trading Not-For-Profit Organisation
	
	Not-for-Profit Organisation
	
	Commercial 

Company
	


2.
Hire Details

	Date of Meeting


	

	Time of Meeting


	Start Time
	
	End Time
	

	Number of Delegates


	

	Room Layout


	

	Contact on Day


	


3.
Hospitality Required

	Tea, coffee, water and biscuits are included within your room hire.




4.
Equipment Required

	Powerpoint Facility*
	
	DVD Player
	
	Flipchart
	


	Any Other Requirements
	


5.
Signature of Hirer

	Signature
	
	Date


	


* Includes laptop – you are only required to bring your presentation on a memory stick.

Please return completed form to onewellwynd@cvha.org.uk.  For any enquires please e-mail us or telephone 01236 439320.
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One Wellwynd is managed by Clyde Valley Housing Association Limited

50 Scott Street, Motherwell, ML1 1PN (Registered Office)

Recognised Scottish Charity (Number SC037244)

Registered in Scotland under the Industrial and Provident Societies Act No 2489 RS

