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Contact: Dawn Arquis/Sara Caleo 
e-mail: learningdevelopment@seap.org.uk
tel: 0330 440 9000
	Contact Name:


	Telephone No:
	Email:


	Company name and address: 


	Invoice address (if different):


	Type of organisation (Please choose one)

	Registered Charity
	Statutory
	Private Sector


	Contact person on the day and contact details:




	Title of event:


	Number of delegates and tutors:


	Date:

	Start time *:
	End time *:


*Please include set up and time you will vacate the room
	Room Required
	Equipment Required 

	Boardroom (up to 12 people)









Training Room 

Theatre Style (up to 25 people)
Horseshoe (up to 10 people)
(one row in a horseshoe shape)
Small Meeting Room 1 (up to 4 people)
Small Meeting Room 2 (up to 4 people)

	Data Projector
Screen

Flipchart and pens
PC Server

SmartBoard                                            
Video Conferencing
Photocopying is available at 10p per A4 BW copy or 20p per A3 BW or A4 colour copy.



Refreshments

Coffee/Tea at £1 per person per serving
	Time
	Coffee/Tea 
on arrival

Total numbers
	Mid morning Coffee/Tea 

Total numbers
	Lunchtime

Coffee/Tea
Total numbers
	Afternoon Coffee/Tea 
Total numbers

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please Note: Lunch can be provided with a range of catering options on request and at an additional cost.
Rates

Rooms

	ROOMS
	Third Sector Organisations
	Statutory Organisations
	Private Companies

	
	Full Day
	Half Day
	Full Day 
	Half Day
	Full Day
	Half Day

	Boardroom
	£80
	£45
	£90
	£55
	£100
	£60

	Training Room
	£100
	£55
	£120
	£65
	£130
	£70

	Small Meeting Room
	£25
	£15
	£35
	£20
	£40
	£25


Equipment 

	EQUIPMENT
	Third Sector Organisations
	Statutory Organisations
	Private Companies

	
	Full Day
	Half Day
	Full Day
	Half Day
	Full Day
	Half Day

	OHP and screen
	£15
	£10
	£20
	£15
	£25
	£20

	Flip Chart Paper & Pens 
	£10
	£7
	£12
	£9
	£14
	£11

	Video Conferencing
	£40
	£30
	£45
	£35
	£50
	£40

	Smart Board
	£35
	£30
	£40
	£35
	£45
	£40

	Server PC
	£15
	£10
	£20
	£15
	£25
	£20

	Internet Connection
	£15
	£10
	£20
	£15
	£25
	£20


Cancellations will be charged as follows:

10 days or more: No Charge

Between 5 & 9 days notice: 50% Room Hire

Less than 5 days notice: 100% Room Hire 
Signed:                          



Date:                                                                

By signing this form I confirm I have agreed to SEAP Terms and Conditions of Hire.
