Congleton
Museum
Room Hire – Booking Form

Price of room hire: £15 per hour or £80 per day.
	Name

	

	Organisation

	[image: ]

	Address

	


	Email

	

	Telephone

	


	Date of booking

	

	Purpose (eg. Meeting)

	

	Room required

	Sue Dorman Room (25 people pax)

	Access start time

	

	Finish time

	

	Number of attendees 

	



	Equipment or services needed (overhead projector and screen already included) Please type ‘yes’ in all that apply.


	Flip chart 
(£10 per booking)
	

	Digital projector 
(£10 per booking)
	

	Tea, coffee, and biscuits (£2.50 per head)
	

	Buffet lunch (£10 per head)

	



For Congleton Museum to complete
	Total
	

	Payment Received?
	




More Information


Payment: 
Full payment must be taken at the time of booking. Once your booking has been confirmed, an invoice will be sent to the email address you provided. 

Cancellation: 
If no longer require your booking, the following charges will apply;

· More than 4 weeks notice – No charge 
· Less than 4 weeks notice – 50% of the total charge
· Less than 14 days notice – 100% of the total charge

For bookings made within these time frames, the museum may agree on special arrangements. 

To cancel, please email info@congletonmuseum.co.uk. 

When you arrive
Please make yourself known to a member of staff or volunteer, the Sue Dorman room is located
upstairs (the first room on the left).

Access
There is step-free access to the museum. The Sue Dorman room is located upstairs, there is a stair lift which can accommodate 1 person at a time and is accessible for wheelchair users.  There is 1 disabled parking space outside the museum. 

Parking
There are limited spaces outside the museum. The museum is located on Market Street, Congleton, CW12 1ET (behind the Town Hall). Fairground car park opposite Morrisons offers low-cost parking and is only a 2 minutes’ walk to the museum.

If you require further information, please contact either Anna Maluk (Assistant Manager) or Ian Daughty (Chair of Trustees) by email info@congletonmuseum.co.uk or telephone 01260 276360.


We are a registered charity. Funds raised from room hire bookings go towards the cost of running the museum, help enhance the collection, and fund various projects that support our community. 

[image: ]We thank you for choosing Congleton Museum to host your event, and we hope that we see you again soon. 
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