	Please email this form to roombookings@lifeworks.com.au or

print and fax it to 03 8650 6299 when it is completed.

	[image: image1.jpg]life

Promoting Positive Relationships




	Training Room Form

For use by external organisations who wish to book our training rooms at 255 Bourke St, Melbourne.   Call 03 8650 6200 for further information and pricing.

	Your Organisation & Billing Details:

	Organisation Name:
	     

	Contact Person:
	     

	Job Title:
	     

	Billing Address:


	     


	Telephone:
	     
	Mobile:      
	Email:      

	Your  Room Requirements: Timing and Room Setup

	Name of Event Trainer:
	     

	Which Room:
	 FORMDROPDOWN 
             No. of people attending      

	Room Setup:
	 FORMDROPDOWN 

	Catering required*?      
	*See attached form

	Start Date:
	     
	Start Time: including setup
	     

	End Date:
	     
	End Time: including packup
	     

	Complimentary Equipment (Please Check Relevant Boxes):

	 FORMCHECKBOX 
 TV & DVD/Video     FORMCHECKBOX 
 Electronic Whiteboard    FORMCHECKBOX 
 Data Projector     FORMCHECKBOX 
 Laptop     FORMCHECKBOX 
 Flip Chart

	Your Payment Details:

	Payment of 10% deposit is required with return of this form to hold your booking. Please indicate:

 FORMCHECKBOX 
   I have arranged a Direct Deposit to LifeWorks BSB 083004 A/C 04 739 4369 for $      Quoting My Organisation Name.

 FORMCHECKBOX 
  Please find attached Cheque payable to “LifeWorks” for $     
 FORMCHECKBOX 
  Please charge the following credit card: 
MasterCard  FORMCHECKBOX 
    
Visa  FORMCHECKBOX 
  
American Express   FORMCHECKBOX 
    
       Card Number                  



Expiry Date       /     
       Card Holder’s Name      
       Card Holder’s Signature       ___________________(if faxed) 
Date      

	Please sign (if faxing) or print (if emailing) your name here to confirm the booking and acceptance of the terms & conditions attached to this form. For catering see next page.
Print Name: 
Date: 


	Our Catering Options:

	Standard Options Available:

	Refreshment Packages:
	Package 1 - All Day Coffee, Tea, Herbal Tea - $3.50 per person
Package 2 - All Day Coffee, Tea, Herbal Tea and Biscuits - $5.50 per person


	Morning & Afternoon Tea:
	Package 1 – Gourmet Biscuits Platter – $2.20 per person
Package 2 – Muffins - $2.50 each  (minimum 10 pieces)
Package 3 – Scones, Jam, Cream – 20 scones for $66
Package 4 – Sweet Platter (fudge, brownies, slices) – Min. 40 pieces  for $88
Special Requirements Package – By Arrangement – ask for a quote


	Lunch:
	Package 1 – Sandwich & Wrap Platters (inc Juice) - $15 per head

Package 2 – Hot Finger Food Platters (inc Juice) - $17 per head

Special Dietary Requirements - $18 per head

Special Requirements Package – by arrangement – ask for a quote

(All prices inc. GST)

	· These are our basic packages and other catering options are available
· You are also welcome to arrange your own catering.

·  Please contact us with any further needs that you may have.

· All day and multiple day packages which include catering may incur a staff service fee.


	Your Catering Requirements:

	Please select the option you require, time and numbers.

	 FORMCHECKBOX 
  Refreshments
	Option:  FORMDROPDOWN 

	Time:
All day

	No:
     

	 FORMCHECKBOX 
  Morning Tea
	Option:  FORMDROPDOWN 

	Time:

	No:
     

	 FORMCHECKBOX 
  Lunch
	Option:  FORMDROPDOWN 

	Time:

	No:
     

	 FORMCHECKBOX 
  Afternoon Tea
	Option:  FORMDROPDOWN 

	Time:

	No:
     

	Special Dietary Requirements:

	 FORMCHECKBOX 
  Gluten free
	No included in above number:
     

	 FORMCHECKBOX 
  Vegetarian
	No included in above number:
     

	 FORMCHECKBOX 
  Other
	Please indicate      

 FORMTEXT 
              No included in above number:
     

	 FORMCHECKBOX 
  Soy Milk (extra)
	Yes/No
     

	Office Use:

	

	

	

	

	

	


	Our Terms and Conditions:

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

Prices for our rooms can be found on our web site at http://www.lifeworks.com.au/venue-hire. As we are a not for profit organisation we are happy to negotiate discounted pricing to charities and other not for profit organisations - contact us for details.

Catering:

We have a wide range of catering options available or you can provide your own catering if you wish. Our catering options can be found above or contact us if you have specific requirements.

Transport & Parking:

We are situated close to all public transport and recommend that as the best way to get to our venues. There are also a number of car parks close by and details of these can be found on our web site at http://www.lifeworks.com.au/venue-hire.
Importance of the Training Room Booking form:

All bookings will be regarded as firm and a contractual relationship when LifeWorks receives a completed and signed Training Room Booking form.  Reservations will be regarded as provisional until the Training Room Booking form has been received. Up until that point, LifeWorks will be free to accept firm bookings from other clients for facilities, that are subject to provisional reservation.

Training room equipment:

All rooms have built in data projectors and whiteboards - extra charges may apply for some equipment.

We can also source other equipment if required – contact us with any further needs that you may have.

Extra charges apply for photocopying and printing services on site.
Mediation Rooms:

Solicitors and mediators hiring mediation rooms are asked to arrive before or with their clients and are  responsible for management of the parties to the mediation throughout the booking. A conference phone is available and electronic whiteboards are installed in the rooms.

Charges:

The price of the facilities and service will be provided to you at time of booking. A 10% deposit is required to confirm your booking. We accept all major credit cards, direct bank deposit or can organise an invoice for you.

Cancellation Policy:

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:
· Within 48 hours of the first day: 100%

· Between 48 hours and 1 week of the first day: 10%

Responsibility for damage:

The client organisation will be responsible for meeting the cost of repair or replacement of any damaged training room property which arises from the carelessness, neglect or default of any of its delegates, guests or visitors. Where it is believed that such damage has occurred, LifeWorks will contact the client organisation as quickly as possible.

Unexpected closure:

LifeWorks reserves the right to cancel any booking without liability on its part, in the event of any damage or disruption to the LifeWorks Premises caused by fire, flood, power failure, industrial action, act of god, weather conditions or any cause beyond our control. In these circumstances LifeWorks will use its best endeavours to contact and assist the client.



