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PKAVS ROOM BOOKING FORM
      				       PLEASE COMPLETE ALL SECTIONS.
	
	
	Our Ref No: 

	
	
	

	ORGANISATION NAME 
	

	ADDRESS
	

	
	

	CONTACT NAME (Meeting)
	

	TELEPHONE/FAX No
	

	E-MAIL ADDRESS
	

	CONTACT NAME (Invoice)
	

	INVOICE ADDRESS
	

	PURCHASE ORDER NUMBER
	

	PKAVS MEMBER 
☐Yes   ☐No
	☐ VOLUNTARY   ☐ STATUTORY  ☐ OTHER 

	BOOKING DETAILS 
	

	ROOM(S) REQUESTED
	☐ CONF ROOM
	☐ GALLERY
	☐ MCMR      
	☐ HSBR

	(If The Conference Room or Gallery
please choose a layout)
	☐ THEATRE           ☐ BOARDROOM        ☐ CAFÉ           ☐ HORSESHOE 
☐   CLEARED ROOM (NO TABLES OR CHAIRS)  

	DATE(S)
	TIME OF MEETING
FROM              -            TO
	NUMBER ATTENDING
	TOTAL
HOURS

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	

	REFRESHMENTS
	TIME
	NOTES

	TEA/COFFEE
	
	

	BISCUITS
	
	

	LUNCH
(Amendments to be made no later than 48 hours prior to booking)
	
	SANDWICH                   ☐
TRAYBAKES                ☐   
FRUIT                            ☐         

	DIETARY REQUIREMENTS[image: ]
	If you suffer from a food allergy or intolerance, please let us know upon placing your catering order. 
Every care is taken to avoid any cross contamination when processing a specific allergen free order. We do however work in a kitchen that processes allergenic ingredients and does not have a specific allergen free zone.

	
	
	

	EQUIPMENT HIRE
	REQUIRED
	NOTES

	FLIPCHART (stand and paper)
	Yes           No
	Hire charge - £5       per day

	DATA PROJECTOR
	Yes           No
	Hire charge - £5       per day

	LAPTOP
	Yes           No
	Hire charge - £5       per day




Support needs & personal assistance: 
If applicable, please state the nature of requirements, number of people with mobility impairment (including wheelchairs), hearing impairments, and visual impairment. 

For safe evacuation planning purposes, the maximum number of wheelchairs we can accommodate on Level 1 is two. Unfortunately, we cannot accommodate battery/ electrically powered wheelchairs on Level 1.
 

Terms and Conditions

· All provisional bookings will be held for a maximum of 7 days only
· We have a cancellation policy whereby any room bookings and catering will be charged at full rate should these be cancelled with less than 1 working day’s notice. 
· We have a policy whereby any clients who leave a room in an unacceptable condition will be charged an additional £15.00. 
· We operate a no smoking policy in and around the building.
· We ask organisations to inform their delegates that there is no onsite parking.  There is a metered parking area in the vicinity as well as car parks at Thimblerow and Kinnoull Street.
· We have a cancellation policy whereby any room bookings and catering will be charged at full rate should rooms be cancelled on the booked date. 
· Amendments to catering requirements or numbers should be made no later than 48 hours prior to booking.
· Delegates are not permitted to bring their own food and drink.




Signed: _______________________                                                                                












Meeting Room Prices (Monday to Friday)

	ROOM
	LOCATION
	SEATS
	CHARGE
 (per hour)
	
HALF DAY
	
FULL DAY
	ADDITIONAL NOTES

	The Conference Room 

(Conf Room)

	Ground Floor
	Up to 50
	£30.00
	£100.00
	£200.00
	Seats maximum of 50 theatre style. If tables are required, this room will seat up to 30. Please refer to the meeting room layout guide below.

	The Gallery Conference Room

(Gallery)
	First Floor
	Up to 50
	£30.00
	£100.00
	£200.00
	Seats maximum of 50 theatre style. If tables are required, this room will seat up to 30. Please refer to the Meeting Room Layout Guide below.

	Mary Cairncross Meeting Room

(MCMR)

	First Floor
	Up to 12
	£20.00
	£75.00
	£150.00
	

	
Helen Service Board Room

(HSBR)

	First Floor
	Up to 8
	£20.00
	£75.00
	£150.00
	




Premises are available from 9.00am – 5.30pm, Monday to Thursday and 9.00am – 4.30pm Friday.



CATERING 

Lunches are available as listed below (per person): 				 
Sandwich					£4.50
Traybakes 				             £2.75
Fruit						£1.00

Tea & Coffee	                                                    £2.00*
Biscuits	                                                                 £0.50 per serving

*Tea/Coffee - £2.00 for one serving, £2.50 for two servings and £3.00 for a maximum of three servings. Biscuits cost additional 50p per serving.

If you or a member of your group suffer from a food allergy or intolerance, please let us know upon placing your catering order.



Meeting Room Prices (Saturday)

	ROOM
	LOCATION
	SEATS
	CHARGE
 (per hour)
	
HALF DAY
	
FULL DAY
	ADDITIONAL NOTES

	The Conference Room 

(Conf Room)

	Ground Floor
	Up to 50
	£45.00
	£150.00
	£300.00
	Seats maximum of 50 theatre style. If tables are required, this room will seat up to 30. Please refer to the meeting room layout guide below.

	The Gallery Conference Room

(Gallery)
	First Floor
	Up to 50
	£45.00
	£150.00
	£300.00
	Seats maximum of 50 theatre style. If tables are required, this room will seat up to 30. Please refer to the Meeting Room Layout Guide below.

	Mary Cairncross Meeting Room

(MCMR)

	First Floor
	Up to 12
	£30.00
	£110.00
	£225.00
	

	
Helen Service Board Room

(HSBR)

	First Floor
	Up to 8
	£30.00
	£110.00
	£225.00
	




Premises are available as per previous arrangement.


CATERING 

Lunches are available as listed below (per person): 				 
Sandwich					£4.50
Traybakes 				             £2.75
Fruit						£1.00

Tea & Coffee	                                                    £2.00*
Biscuits	                                                                 £0.50 per serving

*Tea/Coffee - £2.00 for one serving, £2.50 for two servings and £3.00 for a maximum of three servings. Biscuits cost additional 50p per serving.

If you or a member of your group suffer from a food allergy or intolerance, please let us know upon placing your catering order.




MEETING ROOM LAYOUT GUIDE

         Helen Service Board Room (HSBR)		               Mary Cairncross Meeting Room (MCMR)
[image: ][image: ]







   8 Seats Maximum						12 Seats Maximum

The Conference Room / The Gallery

                           Theatre Style					            Boardroom Style
[image: ][image: ]






50 Seats Maximum						22 Seats Maximum

       Café Style				     	                            Horseshoe Style
[image: ][image: ]







36 Seats Maximum						16 Seats Maximum
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