Room Hire @ CICT Centre
CICT Open Learning Centre, 117 Westgate Road, Newcastle upon Tyne, NE1 4AG
www.c-ict.co.uk
Email: info@c-ict.co.uk   Tel: +44 (0)191 – 230 3158

Car Parking
Car parking can be found at the Grainger Town Car Park (with 400 parking spaces) which is off Waterloo Street beside Dance City, just 3 min walk from this centre. 

(Parking charges: Monday - Saturday  8am - 6pm = 60p /hour ; 
Sunday = £1 all day)

Room Hire Rates:

	Room No 

	Room description 

	Maximum Occupancy

	Half Day 
Rate 
(9:00am – 12:30pm or

1:00pm – 4:30pm
	Full Day 
Rate 
(9:00am – 4:30pm)

	A

	Training room

with access to 10 PCs
	12-14 people  

	£45
	£80 


	B

	Training room

with access to 7 PCs
	7 people

	£30
	£50


	* Reduced room hire rate for Charitable Communities: * £10/hr; 2rs minimum) 
   available during normal office hours only

All rates are inclusive of VAT. (Rates valid until 31st Dec 2010)

Room hire charges are inclusive of presentation facilities ((Screen, laptop and LCD projector, interactive whiteboard, whiteboard, etc, all need booking in advance)
Use of photocopier, fax machines, Net Op School training software, printouts, & flipchart pads, karaoke equipment, table tennis facilities at extra cost.  

Catering is provided to client specification: menus available by request.
(** Use of extra laptops - all wireless connected and internet accessible - at extra cost)

A minimum of 14 days’ notice is required to avoid payment of room hire charges in full.

Bookings outside normal office hours of Mon-Fri 09.00 to 17.00 by special arrangement & at extra cost.



	
	 


Chinese Centre (North of England)   (Charity Reg. No: 1093920)

Room hire agreement form

Name of person booking room


Title
 _________
Forename
  ______________
Surname  ________________

Date room booked   
________________________

Organisation

_____________________________________________________

Address

_____________________________________________________

Postcode

__________________

Telephone

___________________________

Mobile: ______________

Fax


__________________

e-mail


_______________________________________

Room/s booked
( Room A (12-14 people) 
 

( IT Room B (6-7 people)  
( Other
Agreed charge 
£ ________ (Cheque payable to Chinese Centre (North of England) Ltd.)
   



   
Dates room required
_____________________________________

Time room required 
from _______________  to
___________________
Approximately how many people
_________________________

Other requirement:( Electronic Whiteboard
  ( Computers   ( Printer
 ( Scanner
 
( NetOp School software  ( Table Tennis  ( Karaoke equipment   


( Refreshments
( Technical support (please specify no. of hours _________)

Agreement

· All room bookings must be confirmed in writing within 7 days or booking will be cancelled.

· Copy of agreement will be sent in confirmation

· Any room booking cancelled less than 14 days before used must be paid for in full

· Invoice address (if different to above)

______________________________________________________________________________
Full Name___________________  Signed __________________  Date ______________

***************************************************************************

Chinese Centre (North of England) Ltd.,
117 Westgate Road, Newcastle upon Tyne NE1 4AG.

Tel: (0191) 230 3158  email: info@c-ict.co.uk
