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TCPA Room Hire

The TCPA has two meeting rooms for hire in its Grade I-listed offices at 17 Carlton House Terrace, central London. The rooms are suitable for seminars, small conferences, meetings and training events.
The largest room is the Boardroom, which overlooks the Mall and St James’ Park. It can accommodate up to 40 people in a theatre style layout; up to 28 in boardroom style; and can also be set up cabaret style. A Small Meeting Room, for up to 10 people, is also available. If both rooms are hired the Small Meeting Room can be used for break-out sessions or to provide an extra space for refreshments.
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The TCPA’s offices are close to Trafalgar Square; the nearest underground stations are Charing Cross and Piccadilly Circus. There is no parking. However, there is a National Car Park a couple of minutes walk away in Spring Gardens. The car park is accessed via Trafalgar Square, or on foot via steps between the car park entrance and Carlton House Terrace.
The rooms are available for hire all year during office hours. Weekend or evening hire is at the discretion of the TCPA. TCPA members are given booking priority and preferential rates.

To find out if the rooms are available call 0207 930 8903. To book the rooms complete the following form and return to:
Michael McLean
Projects and Promotions Officer
TCPA
First floor
17 Carlton House Terrace

London, SW1Y 5AS

Tel: 0207 930 8903
Email: tcpa@tcpa.org.uk
Your booking will be confirmed upon receipt of the completed booking form and will be taken as confirmation that you have read and understood the terms and conditions. Return your form as soon as possible as bookings are confirmed by the completed form only, and not a provisional enquiry.
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In light of the ongoing COVID-19 situation, we request that delegates are advised to review current advice regarding what to do if they are feeling ill prior to the meeting, and how to reduce the chances of catching and spreading the virus. Please also use the hand sanitiser located near the main door when entering and leaving the building, and remember to wash hands regularly for 20 seconds.

TCPA Room Hire booking form
Contact information

Organisation: 
Contact / meeting organiser: 
Address: 

Postcode: 
Telephone: 






Email: 


Please reserve the Boardroom on:  _ _/_ _/_ _ (date) from _ _ _ until _ _ _ (start & finish times). 
The event will start at _____ (please book for longer if you expect delegates to arrive early).

Please select appropriate rate below:

□
TCPA members’ day rate (over 4 hours) £180
□ 
TCPA members’ half-day rate (up to 4 hours) £100
□   
Registered charities day rate (over 4 hours) £250
□ 
Registered charities half-day rate (up to 4 hours) £125
□ 
Standard day rate (over 4 hours) £500
□ 
Standard half-day rate (up to 4 hours) £250
Number of people attending: ___________________
Preferred room layout: 

□ 
Theatre style (maximum 40 people)

□ 
Boardroom style (maximum 28 people)

□
Cabaret style (maximum 24 - 6 tables of 4)


Please reserve the Small Meeting Room on:  _ _/_ _/_ _ _ (date) from _ _ _until _ _ _ (start & finish times).
The event will start at _____ (please book for longer if you expect delegates to arrive early).

Please select appropriate rate below:

□
TCPA members’ day rate (over 4 hours) £120
□ 
TCPA members’ half-day rate (up to 4 hours) £65
□   
Registered charities day rate (over 4 hours) £150.00

□ 
Registered charities half-day rate (up to 4 hours) £75.00 

□          Standard day rate (over 4 hours) £300.00

□ 
Standard half-day rate (up to 4 hours) £150.00 

Number of people attending: ___________________


Equipment required
□ Flipchart @ £15.00

□ Projector @ £100.00 (please check availability at time of booking)



Catering requirements (see details on p 4)
□ Tea & coffee @ £1.50 per head for .........people

□ Biscuits @ £2.00 per plate ………

□ Orange Juice @ £1.50 per litre ……….

□ Apple Juice @ £1.50 per litre ……….

Lunch to be served at …………………. (time) 
Catering: 
Please indicate number of platters required. Catering is provided by Eden Caterers, a sustainable caterer providing seasonal food. A sandwich platter contains 24 quarters. See page 4 for further details.
□ Classic Sandwich Platter (serves 6) @ £24.00 x ………
□ Contemporary Sandwich platter (serves 6) @ £26.00 x ...….
□ Mixed Sandwich Platter (serves 6) @ £25.00 x ……...
□ Vegetarian Sandwich Platter (serves 6) @ £23.00 x ………
□ Vegan Sandwich platter (serves 8) @ £22.00 x ...…
□ Cake Platter (8 cakes) @ £17.50 x …….


Any additional information or requirements?


Standard rate VAT will be added to all quoted prices

I agree to these charges and have read and agree to abide by the conditions of use for TCPA meeting rooms.

Signed………………………………………….                Date………………………………………

Print name…………………………………….

□ I enclose a cheque for £………………………payable to TCPA

□ Please invoice me for the total cost of the room hire and associated costs as detailed above.

(Invoice will be sent after the event to the address shown on page 1 of this form, for the 

attention of the meeting organiser, unless otherwise specified.)

Purchase order number (if required) …………………



Catering information
Tea and coffee

If you ask us to provide tea and coffee for your meeting this will be available from the beginning of the event and will be replenished at your request at no extra cost. We do not accept bookings for timed servings throughout the day. We serve filter coffee, standard tea and herbal tea bags. Please let us know if you need anything else and we will let you know if we can accommodate your request. 

Lunch

We will order lunch for delivery well in advance of the time you specify on the booking form. 

We understand that the specified time can only be approximate and will therefore not interrupt your meeting but will wait for you to tell us that you are ready for lunch to be served.

Lunches will be ordered on the basis of the information given on your booking form and we will charge accordingly. If you want to change your lunch order after your booking has been confirmed, please inform us as soon as possible - at least two working days before the event. 
Gluten-free sandwiches are available for £3.95 per sandwich (vegetarian or meat); other dietary requirements may also incur additional costs. 

Sandwich platters contain 24 quarters and include the following sandwiches
Classic Sandwich Platter: Blythburgh Farm Gammon Ham & Mustard on White Bread; Cheddar & Rhubarb Chutney on Sliced Cereal (v); Egg Mayonnaise & Cress on Malted Grain (v); Rare Roast Beef with Caramelised Onions on Whole Wheat & Honey Bloomer; Roast Chicken & Cucumber on Malted Grain; Smoked Salmon, Cucumber & Dill on Malted Grain
Contemporary Sandwich Platter: Cajun Chicken with Lettuce & Tomato on Seeded Baguette; Cucumber Caper & Mint on Tunnbrod (v); Italian Salami & Pepperonata Flaguette; Salmon, Chilli Mustard & Rocket on Malted Grain; Smoked Mackerel in a Spinach Wrap; Veggie New Yorker on Rye (v)
Mixed Sandwich Platter: Blythburgh Farm Gammon Ham & Mustard on White Bread; Egg Mayonnaise & Cress on Malted Grain (v); Italian Salami & Pepperonata Flaguette; Mozzarella, Tomato, Olive & Basil in Ciabatta (v); Smoked Mackerel in a Spinach Wrap; Smoked Salmon, Cucumber & Dill on Malted Grain
Vegetarian Sandwich Platter (v): Cheddar & Rhubarb Chutney on Sliced Cereal (v); Cucumber Caper & Mint on Tunnbrod (v); Egg Mayonnaise & Cress on Malted Grain (v); Falafel & Baba Ganoush Wrap (vegan, d); Houmous & Olive Tapenade on Multi Seed Bloomer (vegan, d); Mozzarella, Tomato, Olive & Basil in Ciabatta (v)
Vegan Sandwich Platter: Coronation Cauliflower on Malted Grain (vegan, d, n); Falafel & Baba Ganoush Wrap (vegan, d); Humous & Olive Tapenade on Multi Seed Bloomer (vegan, d)
TCPA Room Hire Conditions
The TCPA is a charity, and to maintain our room hire fees at a reasonable level we have to insist on the following conditions.
1. Nothing can be fixed to the walls or the sound absorbency panels. Pictures on the walls, information about the TCPA and other fixtures are TCPA property and must not be moved.

2. Fax, photocopying and computer facilities are not available, and no stationery is provided. Delegates and speakers must be advised accordingly.

3. Trade stands / advertising boards / signs and other free-standing equipment can be placed in the rooms that are booked. They should not be put in the foyer / public areas of the offices or at the entrance to the building. The foyer and public areas should be kept as clear as possible.
4. Invitations sent to delegates for events at 17 Carlton House Terrace must be clearly marked RSVP to the address of the organisation sending the invitation. TCPA staff cannot be responsible for handling delegate enquiries.

5. All material / equipment must be taken away at the end of the day, unless otherwise arranged in advance. TCPA does not accept responsibility for items left overnight.

6. TCPA reserves the right to charge 50% of the agreed room hire charge in the event of cancellation with less than seven days’ notice; and 100% if less than two days’ notice is given. The hirer will, in either case, be responsible for any other charges incurred as a direct result of the booking.

7. The TCPA will not be responsible for any loss or damage to any property arising out of the holding of a function, or any injury which may be incurred by or be done or happen to any person during the holding of a function arising from any causes whatsoever, or for any loss due to breakdown of machinery, failure of supply of electricity or telephone, leakage of water, fire, riot, restriction or force majeure which may cause the TCPA’s premises to be temporarily closed or the function interrupted.

8. The hirer will be responsible for insuring that all equipment brought onto the premises and for any damage caused to the TCPA’s property by any person, equipment or exhibits brought onto the premises by the hirer.

9. The hirer will pay all charges within 14 days of the invoice. Should the hirer fail to pay any invoices within this period the TCPA shall have the right to cancel any contractual arrangements with the hirer without prior notice. 

10. The TCPA reserves the right to cancel confirmed bookings if the subject of the event contravenes the TCPA’s aims and objectives. 

11. If, after the event, there are noticeable stains on the carpet £50 plus VAT will be added to the cost of hire to cover the cost of carpet cleaning. 

12. If any attendee asks for use of the TCPA’s projector prior to, or during the event, the cost of hiring the projector will be added to your invoice even if it had not been requested on the form. Therefore, if you are going to bring your own projector please let your attendees know.
13. The hirer will be responsible for ensuring that no attendees upload to the TCPA IT system files which contain software or other material, data or information not owned or licensed to themselves or which contains a virus or corrupt data, or disseminate material that is defamatory, indecent or which infringes data protection legislation. 
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