GARDEN COURT CHAMBERS EVENT BOOKING FORM
Please note due to the volume of calls and emails all room bookings and hire requests for events need to made on this form in the first instance.


Please complete this form and send as an email attachment to lisam@gclaw.co.uk 
Building opening times for events are 9am - 8pm, event bookings are usually 3.5 hours (morning, afternoon and evening slots or all day [7 hours]).
	Proposed event date
	

	Working Title of Event
	

	Description of event
	

	Start time
Access time (if different)
	

	End time
	

	Your name
	

	Organisation
	

	Invoice Address
	

	Email contact
	

	Telephone contact
	

	Number of delegates / guests
	

	Conference room required (leave blank if unsure)
	

	Will you be charging admission for delegates? If so, how much?
	

	Will the event involve refreshments, catering /food order or use of kitchen or bar services? Please describe.
	

	Any special instructions or information  
	

	Any special access requirements for access (wheelchair etc)
	

	Any AV Equipment required? Projector, Video Conferencing Facilities, Telephone Conference e.t.c.
	

	Please state the room layout required (e.g. theatre, boardroom etc)
	

	Office Use Only
Charge for the Event
	


