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ROOM BOOKING FORM
Fairways House, Fairways Business Park, Inverness, IV2 6AA

Tel: 01463 732311/251739     Fax: 01463 732319
Event Title _______________________________________________________

   
Organisation     ___________________________________________________
Contact Person
________________________    
Email Address________________________
Date of Event

______________________

SCVO Membership No _______________
Address

_______________________________________________________________________



_______________________________________________________________________
Postcode

____________



Number attending (including Trainers) ______
Telephone

__________________

 
Mob_________________
Fax _____________
Start Time

_____________



Finish Time
______________
	Room
	Location
	Maximum Capacity for Rooms

(Layouts)

	
	
	Theatre

(NO TABLES)
	Horseshoe

(NO TABLES)
	Boardroom 
(WITH TABLES)

	RUTHVEN
	Ground Floor (Training Room)
	25
	20
	20

	GARTEN
	Ground Floor
	4
	4
	4

	MORAR
	First Floor
	8
	8
	8

	GLASS
	First Floor (Teleconference Unit)
	8
	8
	8

	MORLICH
	First Floor
	8
	8
	8


Choice of Room
          






Choice of Layout
     
Equipment Required  

All of the equipment listed below is included in room hire charges

· OHP/Screen


                       FORMCHECKBOX 

· Flipchart(s)


                       FORMCHECKBOX 

· Induction Loop


            FORMCHECKBOX 

· Laptop/Data Projector - by arrangement in the Ruthven room only.
Coffee/Tea Requirements 
	
	
	Please specify times

	Half Day (£2.50 per person)
	Yes/No
	

	Full Day (£4.00 per person)
	Yes/No
	

	Sandwich lunch (£7.00 per person)
	Yes/No
	


Other Requirements
Is Wheelchair access required?       

 FORMDROPDOWN 

Other charges
· Photocopying



10p per copy

· Fax




25p per page

· Extra Flipchart Sheets


10p per sheet
Conditions of Use

· Bookings will not be accepted more than 6 months in advance.
· Smoking is not permitted inside or at the entrance of the building.  Cigarette ‘ash’ boxes are situated at each side of the building and must be used at all times.
· Posters/charts are not to be affixed to walls in training room or meeting rooms.
· Rooms must be vacated by 5.00pm for security purposes.
· SCVO reserves the right to refuse a hire without stating a reason.
· Entrance is 9.00am but should you require earlier admission, please state time on booking form. 
· DELEGATES MUST NOT PARK AT ANY OTHER PAVILION IN FAIRWAYS BUSINESS PARK.
For cancellations, we require 2 working days notice prior to the event.  Failure to notify in that time will incur a charge of 50% of the room booking charge.
Please notify us if there are any changes in numbers attending 24 hours in advance to avoid over charging for lunches/refreshments. 

Please send completed form to: 
Terry Ruitenburg (at the address given at the top of form)

Or email to:



facilities@scvo.org.uk 
Room Hire Charges





Training Room


Meeting Rooms
Members of SCVO


£100 (£60½ day)


£60 (£35 ½ day)

Non-members


£110 (£70 ½ day)


£70 (£40 ½ day)

N.B.
Half-day charges are from 9am - 1pm and 1pm - 5pm. Any overlaps will incur a full day’s charge.

All prices are exclusive of VAT
SCVO Use Only


Reservation Confirmed by
____________________________________
Please turn over . . .


