ACVO
TRAINING ROOM  -  BOOKING FORM

Organisation:

     
Contact Person:
     
Invoice Address:
     
Telephone No:
     

E-mail :
     
Which Training Room is Required:
Training Room 1 (Up to 16 people) 
 FORMCHECKBOX 



Training Room 2 (Up to 6 people)
  
 FORMCHECKBOX 

Name of Meeting/Event:
     

Date Room Required
     
Times: 
From :    
     

To

     



No of People attending
     
Equipment Required:
OHP

 FORMCHECKBOX 


Laptop

 FORMCHECKBOX 


Projector 

 FORMCHECKBOX 

Flipcharts
 FORMCHECKBOX 


TV & Video

 FORMCHECKBOX 


Internet (£10 charge)
 FORMCHECKBOX 

Small charge for these appliances will apply

Catering Required

Tea & Coffee

 FORMCHECKBOX 


At what time
     

Numbers:
     
Lunch 

 FORMCHECKBOX 

At what time
     

Numbers:
     
Sandwich lunch can be supplied at cost
Are there any special dietary requirements?          
Please tick here to confirm acceptance of terms & conditions (page 3)

 FORMCHECKBOX 

ACVO TRAINING ROOM

CHARGES

Training Room No 1  (Large Room)

Up to 16 people

½ Day Cost


£25.00

Full Day


£50.00

Tea , Coffee & Biscuits £1.75 per head

Internet - £10

Training Room No 2 (Small Meeting Room)

Up to 6 People

½ Day Cost


£20.00

Full Day


£40.00

Room hire cost includes Tea and Coffee only
No internet access in training room 2

Extras

Sandwich lunch can be arranged at cost

Overhead Projector

Laptop and Projector

Flip Charts/Pens

TV & Video

Small charge for appliances will apply

For Bookings Please Contact :        
Claire Conroy
Tel : 01224 686058
E-mail : cconroy@acvo.org.uk 
Aberdeen Council of Voluntary Organisations (ACVO)

Training Rooms   -   Booking Terms and Conditions

All bookings are subject to written confirmation by ACVO and are subject also to the following terms and conditions:

Importance of the booking Confirmation form:
All bookings will be regarded as firm and a contractual relationship having been created when ACVO receives a completed and signed booking confirmation form.  Reservations will be regarded as provisional until the booking confirmation form has been received. Up until that point, ACVO will be free to accept firm bookings from other clients for facilities, which are subject of provisional reservation.

Charges:
The price of the facilities and service will be stated to the customer at time of booking. The price will either be a fixed charge or a charge subject to increase, taking into account any extra costs for providing additional facilities and services.

Confirmation of final details:

Client organisations are required to confirm final numbers, including names of those attending and all other arrangements 7 days prior to the event-taking place. Charges will be based on this figure.
Cancellation or alteration:

All notifications of cancellations, any changes in the number of delegates or any change in the duration of the booking will only be deemed to be accepted when received in writing. Cancellations are subject to the following sliding scale of charges:

Less then 1 week in advance of the first day: 100%
Between 1-2 weeks in advance of the first day: 50%
Responsibility for damage:
The client organisation will be responsible for meeting the cost of repair or replacement of the Training room property, that arises from carelessness, neglect or default of any of its delegates, guests or visitors. Where it is believed such attribute damage has occurred, the Office Manager will contact the client organisation as quickly as possible.
Unexpected closure:
ACVO reserves the right to cancel any booking without liability on its part, in the event of any damage or disruption to the ACVO Offices caused by fire, flood, power failure, industrial action, act of god, weather conditions or any cause beyond our control. In these circumstances the ACVO Office will use its best endeavours to assist the client.
Settlement terms:
Payment of the client’s organisation’s final invoice is due for settlement within 30 days from the date of issue






























