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Please complete this form and return via email to LIBS_Exec@lincoln.ac.uk 

This will hold the room(s) required provisionally for 14 days. No booking will be confirmed until the booking deposit is paid.
	CONTACT DETAILS
	

	Contact name:
	

	Organisation:
	

	Invoice address:
	

	Email:
	

	Tel/Mobile number:
	


	ABOUT THE EVENT
	

	Name of event:
(Please note this is the name that will appear on the signage for the event)
	

	Date(s) of event: 
	

	Start time:
	

	Finish time: 
	

	Number of attendees:
	

	Name of event leader:
	


	ROOM HIRE  Please tick the room(s) you require
	
	LAYOUT Please tick which layout(s) you require for your chosen room(s) 

	Seminar Room 
	
	Classroom (seats 24)
	
	         Theatre style

(seats 40)
	
	  U-Shape

(seats 18)
	
	

	Boardroom 
	
	 Boardroom (seats 14)  
	
	

	Harvard Lecture Theatre
	
	 Harvard style (seats 60)
	
	


	ROOM BOOKING TIMES & CHARGES
	(Please indicate how long you would like to book each room for)

	Seminar Room 
	Full day 

£200
	
	Half day (8am -12pm) £120
	
	Half day (1pm -5pm) £120
	
	Per hour 

(up to 3 hours)
£30
	

	Boardroom 
	Full day 

£200
	
	Half day (8am -12pm) £120
	
	Half day (1pm -5pm) £120
	
	Per hour 

(up to 3 hours)
£30
	

	Harvard Lecture Theatre


	Full day 

£400
	
	Half day (8am -12pm) £240
	
	Half day (1pm -5pm) £240
	
	Per hour 

(up to 3 hours)
£60
	

	Video Conferencing - available in the Boardroom
	£30 (in addition to room hire charge)
	


	REFRESHMENTS 
	QUANTITY

(per serving)
	

	Freshly Brewed Coffee, Tea and a Selection of Tazo teas & herbal infusions 

£1.35pp per serving


	
	SERVING 1 
	Time:  

	
	
	SERVING 2 
	Time:  

	
	
	SERVING 3
	Time:

	Tea & Coffee (as above) plus biscuits 
£1.99pp per serving

	
	SERVING 1 
	Time:  

	
	
	SERVING 2
	Time:  

	
	
	SERVING 3
	Time:  

	Still Water (serves 6)

£1.80 per bottle
	
	SERVING 1 
	Time:

	
	
	SERVING 2
	Time:

	
	
	SERVING 3 
	Time:

	Orange, Apple or Cranberry Juice (serves 6)

£2.50 per litre 


	(please also specify flavour)

	SERVING 1 
	Time:  

	
	
	SERVING 2 
	Time:  

	
	
	SERVING 3 
	Time:

	Fruit Smoothies 

£2.65
	
	SERVING 1
	Time:

	
	
	SERVING 2
	Time:

	
	
	SERVING 3
	Time:

	CATERING 
	QUANTITY
	BUFFET CHOICE (please tick)

	(Please refer to the Hospitality Brochure)
	
	Working Lunch A
(£5.80 per person) 
	
	Working Lunch B 
(£6.25 per person)
	
	Working Lunch C 
 (£6.95 per person)
	
	Working Lunch D 
 (£8.95 per person)
	
	Other:

(Please specify from the hospitality brochure)

	
	
	
	
	Simple Packed Lunch

(£3.45 per person)


	
	Deluxe Packed Lunch

(£4.95 per person)


	
	Light Bite Option (£4.25 per person)


	
	Other:

(Please specify from the hospitality brochure)


	Time catering is required:
	

	Special dietary requirements:
	


	Other Requirements 

	Please state any other requirements needed for your event (e.g.: Wi-Fi/ flip charts, paper, pens, etc.)
	


I confirm that the above information is correct at the time of booking, and that I agree to the LIBS Executive Development terms and conditions as stated below.
	Signed:

(Hirer)
	Signed:

(LIBS Exec Dev Team)

	Date: 
	Date:


Booking Terms and Conditions for the LIBS Exec Dev

Objectives

1.  To protect all parties through providing a better understanding of their contractual obligations.

2.  To heighten awareness of the legal obligations of both the University of Lincoln and the Client when confirming a booking.

3.  To recognise that enforcement of a contract and implementation of terms and conditions will always be at the discretion of the aggrieved party, taking into account normal commercial considerations.
Definitions
4.  The ‘University’, ‘we’ and ‘the LIBS Exec Dev’ means the property (ies) for which a contract is agreed. The property is owned by the University of Lincoln whose registered office is Brayford Pool, Lincoln LN6 7TS

5.  The ‘Client’ and ‘You’ means the organising body/company and organiser who seek to use the facilities at the University and are responsible for the commissioning and payment of the booking

6.  The ‘Contract’ means the agreement between the University and the Client for a specific booking or series of bookings for Event(s). The Terms and Conditions will form part of the Contract, together with any other terms stated in the Contract.

7.  The ‘Booking Form’ means the LIBS Executive Development form to control and agree the Clients needs.

General

8.  All enquiries to LIBS Exec Dev for the use of facilities on any of the University’s campuses, or other properties, will be subject to the application of its Booking and other Policies in force at the time of enquiry, before being accepted as a reservation.

9.  The University reserves the right to refuse entry to any individual, organisation, or company, to any of its premises, at any location, or refuse the use of any of its facilities at any time for whatever reason.

10.  The University will charge any individual, organisation, or company of any event, and or those taking part in an event or any individual, organisation or company who is found to be on the University’s premises at any time, for damages caused to its property for whatever reason.

11.  The University does not permit smoking inside any of its buildings at any time.

12.  The University reserves the right to alter these Booking Terms and Conditions at any time as it see fit.

13.  The University must approve any externally arranged entertainment, services or activities that you have arranged and cannot accept any liability for any resultant cost. 

15.  Should any of your delegates be unable to correct any aspect of poor behaviour or activities unacceptable to the University, the University reserves the right to terminate your stay. Should this occur, no monies will be refunded to you. The Director of Facilities decision is final.

16.  The University will not be liable for any failure to provide or delay in providing facilities, services, food or beverages as a result of events outside its control.

17.  The University’s name/logo may be used in publicity, once proof of the promotional material has been agreed with the University in writing.

18.  The University must comply with certain licensing and statutory regulations and requires the Client to fulfil their obligations in this respect.

19.  You are required to obtain prior written approval from the University if you wish to fix items to the walls, floors of ceilings of any part of any property or facility.
Confirmation by the client

20.  All reservations will be treated as provisional pending formal acceptance by the University and will be held for no more than 14 days pending receipt of written confirmation from the Client, at which time the reservation becomes a firm booking.

21.  The University requires at least fourteen days’ notice prior to any Event date to arrange any required credit facilities. Credit accounts must not exceed their credit limit at any time.

22.  The LIBS Exec Dev Booking Form will be completed for all bookings and signed by both parties as an accurate record of the Clients requirements. Once the Booking Form is signed by both parties, all such facilities and services reserved on your behalf will be subject to the terms and conditions of the contract. 

23.  Where special requests are made, the University will endeavour to accommodate them, however, they cannot be guaranteed.
Amendments by the client

24.  All alterations to a booking, by either party, must be confirmed in writing before they are deemed to be accepted. The LIBS Exec Dev will accept written communications by e-mail.
25.  Where the Client is unable to confirm exact numbers of those attending the event at the time of booking, final numbers must be confirmed by the stated date on as specified by the LIBS Exec Dev team. The University reserves the right not to accept any further alterations to this after this date.
Amendments or cancellation by the University 

26.  The University may cancel the booking: 

a.  If the booking might, in the opinion of the University, prejudice the reputation of the University

b.  If any of these Terms and Conditions have been broken

c.  f the Client is more than 30 days in arrears of previous payments to the University

d.  If the University becomes aware of any alteration in the Client's financial situation

27.  In the event that the University needs to cancel any booking, for whatever reason, it will attempt to offer an alternative date or venue or a full refund will be given.

Charges and payments

28.  No deposit is required for internal bookings.

29. Catering will be ordered 7 working days before your event takes place; if your event is cancelled following the catering being ordered you will be liable for paying these catering charges in full.
30.  In the event of payment becoming overdue, interest at 5% above the current payable Bank Base Rate, as at the date of invoice, will be added to your account.

31.  All bookings are subject to cancellation charges at the following rates, based on the number of working days notice, prior to the Event: 

a.  100% five or less working days

b.  50% six to fifteen working days

c.  25% sixteen to twenty working days

d.  10% 21 working days to thirty working days

e. 0% 31 working days or more

32.  Reduction in the duration or contracted value of the booking will be subject to the University’s cancellation policy.

33.  No charges will be made for any reductions in numbers of less than 10% from those stated on the Booking Form, providing they are received in writing by the University at least 7 days prior to arrival.

34.  Should a reduction in numbers of 10% or more be made at any time prior to the event, the University will first endeavour to re-sell any facilities and services released to a similar value. In the event that the released facilities and services cannot be re-sold, then any reductions of 10% or more shall be subject to the University’s Cancellation Policy.

35.  All prices quoted  are exclusive of VAT at 20% and are subject to alterations should the rate change.
Catering

36.  LIBS Exec Dev provides a standard external catering menu for the provision of food and beverages for those seeking to holding events on its premises. Seasonal variations may apply as appropriate.
37. Confirmation of delegate numbers for catering is required at least 72 hours in advance of the event. If confirmation is not provided by then, the Client will be charged for the provisional numbers as provided at original time of booking. 
38.  LIBS Exec Dev will, where possible, accommodate any special requests for specific catering menus and or dietary requirements.

39.  Where alcoholic beverages have been requested to be served on LIBS Exec Dev premises, confirmation of this remains subject to the successful application by the University to the Local Licensing Authority.

40.  It is strictly forbidden to bring food and drink onto the University’s premises for use at an event without prior written agreement.

Accommodation

41.  The University has a range of student accommodation facilities, in various locations, that it makes available to Clients who wish to book them. This can be independent of any other service.

42.  Those events requiring large amounts of accommodation, which will normally only be available outside semester time, will need to book well in advance to allow the University to make appropriate administrative arrangements. 

43.  The accommodation facilities are subject to availability. 

44. Alternatively, the University of Lincoln has preferred rates with local hotels, which can be arranged, subject to availability.
45.  All bookings for accommodation must be confirmed by way of a deposit by either cheque or credit card as specified in point 30. 
46.  The bedroom accommodation is available from 14.00 on the day of arrival and must be vacated by 10.30 on the day of departure, unless specific alternative arrangements have been agreed. 
47.  The meeting rooms are available for the time shown on your Booking Form. Any extension may incur additional charges.
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