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BOARDROOM – BOOKING AND USE PROTOCOL
  

Core Rules and Booking Quotas

· Weekly Allowance: Each tenant is offered one hour per week for each 100 sq ft rented at a rate of £50 per sq.ft which includes tea and coffee service. The first 50% of the quota is free of charge
· Advance Booking Limit: One calendar month in advance.
· Same-Day Bookings: For spontaneous or emergency needs, the boardroom can be used on a first come first served basis at £50 per sq.ft subject to availability.

Scheduling Tiers

· Core Hours (9 AM – 5 PM): Max 4 hours per day per tenant during normal working hours.
· Extended Hours (Early Morning, Evenings, Weekends): Discounted bookings outside core business hours for larger workshops or board meetings are offered at £40 per hour which includes self-service tea/coffee.

Fair Use and Penalties

· No-Show Policy: The boardroom will be released and marked a "no-show" if the tenant does not check in or occupy the room within 15 minutes of the start time.
· Cancellation Deadlines: Cancellations must be in writing at least 24 hours in advance to avoid deducting hours from the monthly quota or incurring a penalty fee.

Technology and Transparency

· Centralised Calendar: 63 Grosvenor uses a boardroom management app where all tenants can view real-time room availability.
· Automated Enforcement: The booking app automatically blocks duplicate bookings, excessive slot hoarding, and unverified reservations.
· One 10-seat boardroom is available.
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