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BOOKING FORM FOR CASUAL OR REGULAR HIRE OF ROOMS AT MOOROOPNA EDUCATION & ACTIVITY CENTRE OR

 TREACY STREET.

(To be read and signed in conjunction with Room Hire Booking Policy) 

2012
	NAME OF ORGANISATION/GROUP:
	

	POSTAL ADDRESS:
	

	
	

	CONTACT PERSON:
	1/
	2/

	PHONE NUMBER:
	
	


	EMAIL ADDRESS
	
	

	PERSON TAKING KEY
	

	$10 KEY DEPOSIT
	


	SPECIAL REQUIREMENTS:


	TABLES                              (    

KITCHEN FACILITIES           (
TEA/COFFEE                       (
CHAIRS                              (
OTHER ……………………….     (  
	O’HEAD PROJECTOR                (
DATA PROJECTOR                   (
TV/VIDEO                               (
TV/DVD PLAYER                      (


	PAYMENT ARRANGEMENTS:
	
	
	

	
	TAX INVOICE REQUIRED  (  
	ORDINARY RECEIPT    (


	COMMENCEMENT 

DATE & TIME:
	

	ENDING DATE:
	

	NUMBER OF PARTICIPANTS:
	1 to 10 (
	10 to 20  (
	Other (please specify) 

……………………


.......................................................................................................................................................................................

OFFICE USE ONLY

COPY OF INSURANCE 
 □TAX INVOICE: 
#

       
DATE: ___/___/_____    

FEES APPLICABLE - 2012
	
	Support Group

No Funds
	Community 

Groups
	Commercial

Users

	Treacy Street Rooms
	Half Day $11
Full Day $22

	Per Hour $11
Half Day $27.50
Full Day $44
	Half Day $44
Full Day $77

	
	
	
	

	Alexandra Street
	
	
	

	Lounge Room
	
	
	

	Training Room 1
	
	
	

	Meeting Room 1
	
	
	

	Meeting Room 3
	
	
	

	Classroom 1
	
	
	

	Classroom 2
	
	
	

	Classroom 3
	
	
	

	Full use of Classrooms

1 & 2  or 1, 2 & 3
	Half Day $11
Full Day $22
	Per Hour $11 or

Half Day $38.50
Full Day $55
	Half Day $60.50
Full Day $121

	Consulting Room
	Half Day $11
Full Day $22
	$11 per hour or

Half Day $27.50
Full Day $44
	Half Day $44
Full Day $77


	Computer Room
	$3.00 per hour per person

* If your group requires exclusive use of the computer room the maximum of $30 per hour will apply.

	The Gallery
	Rates Negotiable


· Times for Half Day Bookings are as follows: 9am – 1pm, 1pm – 5pm

Mooroopna Education and Activity Centre have a quantity of Audio/Visual equipment available for hire.

These include:  





Overhead Projector 

Microphone & Amplifier




Data Projector


Projector Screen




Television/Video Player

Laptop




Television/DVD Player

Portable Whiteboard

The centre is equipped with a fully functional kitchen subject to availability.

Tea and Coffee making facilities are available at a cost of $1.00 per person or users are welcome to bring there own.

We request that facilities are left clean and tidy following use.
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Room Hire Booking Policy

Alexandra Street & Treacy Street

The Mooroopna Education and Activity Centre have rooms which may be booked for meetings or community functions.  These rooms attract a hire fee, which is required to cover items such as lighting, power, cooling and heating.

All users must provide a copy of their organisation’s Certificate of Currency of their insurance policy 

All food handling and storage procedures are required to meet Government Health Regulations.

A photocopy service is available at a cost of 20 cents per single sided copy and 30 cents for a double sided copy. These costs can be added to your room hire invoice.

Please ask at Reception if you require access to a phone line.   

All room bookings will require approval by the Centre Manager.

	Signature of Hiring Group Representative:

	                                                                                        Date:

	Signature of Mooroopna Education and Activity Centre Inc Manager:

	                                                                                                       Date:                     



