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Scottish Council for Voluntary Organisations

Edinburgh Office

Training/Meeting Facilities – Room Booking Form

Mansfield Traquair Centre, 15 Mansfield Place, Edinburgh, EH3 6BB 

Tel: 0131 556 3882
Fax: 0131 556 0279

	Date of Event:
	
	Membership No:
	

	

	Organisation:
	

	

	Address:
	

	

	Tel No.:
	
	      Mobile No:
	

	

	Email:
	

	

	Event Title:
	

	

	Start Time:
	
	Finish Time:
	

	

	Number of people attending: 
	
	Contact Person:
	

	
	
	
	


	
	
	Maximum Capacity

	Available Room:
	
	Theatre
	Horseshoe

(chairs)
	Board Room

	(
	Raeburn Room (training room on mezzanine floor – can be divided into 2 rooms)
	
	40
	25
	30

	
	
	
	
	
	

	Room Layout (Please Specify):
	
	
	Equipment Provided 

	
	
	
	
	

	Boardroom
	(
	
	Screen
	(

	Theatre
	(
	
	Flipchart(s)
	(

	Horseshoe (chairs only)
	(
	
	Whiteboard(s)
	(

	Horseshoe (chairs & tables)
	(
	
	
	

	Cabaret
	(
	
	Equipment On – Request
	

	Other
	(
	
	Induction Loop                                                (                

Conference Call Facilities                                  (
	

	
	
	


	Tea and coffee:  Fresh tea and coffee is supplied by our facilities team outside the Raeburn Room and can be refreshed at times that suit your event. Biscuits are supplied with your tea and coffee. These are charged at £1.75 per person, per half day. All prices are exclusive of VAT.



	Name of Caterer delivering lunch:
	

	We do not supply catering however Social Bite,
Club Class Catering and New Town Deli are 

familiar with our premises. 
	
	
	


	Other requirements:

	

	Is wheelchair access required?
	

	

	Please specify any other requirements (including Disabled Parking):

	


	Room Hire Charges:
	
	NB: All prices are exclusive of VAT

	
	
	Members of SCVO
	Non-Members
	Lunch use - only

	Raeburn Room
	
	£120 (£70 ½ day)
	£140 (£80 ½ day)
	

	
	
	
	
	


NB: Half-day charges are from (9am – 1pm) and (1pm – 5pm).  Any overlaps will incur a full day’s charge

Other Charges:
Photocopying:  6p per page
	Conditions of Use:
	

	* The meeting room is not available before 9am.  Attendees who arrive at the building before 9am will not gain access until 9am.
	* Smoking is not permitted anywhere in the building

	* Parking is only available on request.  There are a limited number of spaces and we can not guarantee a space.
	* Rooms must be vacated by 5pm for security purposes and are not available at weekends or other days when SCVO offices are shut.

	* Posters/charts are not to be affixed to walls in any of the meeting rooms. Rails are available in the Raeburn Room for this purpose.
	* 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 total room booking charge.

	* SCVO reserves the right to refuse a hire without stating a reason
	* If a provisional booking is not confirmed within one week of the booking, it will be assumed that the room is no longer required.


Please return your completed form to facilities@scvo.org.uk
