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Letter of Agreement Training Room / Board Room
Please PRINT CLEARLY IN BLOCK LETTERS.  Please Return to: 
BEC St George & Sutherland Shire Limited, P O Box 3263, Kirrawee NSW 2232 
or hand deliver to Unit 1a, 29-33 Waratah St, Kirrawee.  
Telephone: (02) 9545 5900     Fax: (02) 9545 5988
Email: admin@becsmallbiz.com.au
	Name of Organisation:
	

	Name of Applicant:
	

	Application to Hire:
	

	Description of Function:
	

	If Workshop, please advise title:
	

	Address:
	

	
	

	Suburb, State, Postcode:
	

	Telephone:
	

	Mobile:
	

	Email:
	


If this is your first application to hire BEC Facilities, please provide some information about the nature and purpose of your organisation and attach it to this application.
	Date(s) Required 
	Time Required From
(including set up time) 
	Time Required To 
	Number of people attending 

	
	
	
	

	
	
	
	


Fees.

The use of the Training Room plus kitchen and toilets will be available for private function hire at the rates listed below. All bookings must be confirmed by signing and dating below. Until this form is signed, your booking is not secured.

There are three time periods available for partial day hire. Should your function fall over more than one time period, a full day charge will apply.

	Training Room (40 person max.)
	*Partial Day
	Full Day
	Cost

	Member Rate
	$80
	$160
	$

	Non Member Rate
	$100
	$200
	$

	Board Room 1 or 2 (8 – 10 person max.)
	
	

	Member Rate
	$40
	$80
	$

	Non Member Rate
	$50
	$100
	$

	Interview Room (3 people max. – not available Tuesdays)

	Member Rate
	Free for Members
	 

	Non Member Rate
	$20
	$40
	$


*Partial day times are:

8:30am–12:30pm (or part thereof)   1:00pm–5:00pm (or part thereof)   5.30pm–9.30pm (or part thereof)

Extras

	Tea & Coffee 
	$1 per person
	$

	Tea, Coffee and Biscuits 
	$2 per person
	$

	
	Total Cost:
	$

	Signature of Applicant:
	

	Date:
	


	How to make payment

□ Cheque
	made out to "BEC St George & Sutherland Shire”

	□ Credit Card
	by Phone or by completing details below
	□ Visa
	□ Mastercard

	Card Number:
	
	Expiry Date:
	

	
	

	Signature: 
	

	□ Direct Deposit.  I have made a direct deposit into the Business Enterprise Centre Account

	Westpac Bank BSB: 032 151
	Account No. 296706

	Please quote:  Your Business Name/Name + Room Hire.


We welcome you to the BEC and are very pleased that you wish to hire our facilities. The following conditions must be considered before signing the Agreement, as you will be liable should there be any breaches of these conditions.
Conditions of Hire of Room.

1. The BEC has the right to refuse hire of the facilities for any function that represents a conflict of interest with BEC workshops, is felt to be inappropriate or may endanger the Centre or users of the Centre. 
2. Bookings are essential for the allocation of rooms for hire.

3. Confirmation of booking is subject to room availability and receipt of payment and signed booking form.

4. If a person or organisation has booked the Training/Board Room desires to cancel the booking, then no less than 5 working days notice of such cancellation shall be given. If a cancellation is made less than 5 working days from the date of the hire there will be a charge of 10% of total fee.

5. The BEC will not accept responsibility for damage to or loss of goods and chattels left in the venue prior to, during or after a function held. All goods and chattels belonging to persons attending a function must be claimed and removed from the venue by 12.30pm the next day.

6. The Hirer is financially responsible for any damage, for all breakages to equipment, furniture and fixtures incurred to the Room or any other part of the premises by organisers, guests of the organiser or any person attending the function and for any BEC property that may be removed from the venue.
7. Payment of Hire Fees is to be paid at the time of key collection, prior to the booked event. 

8. Key Collection times - It is the Hirer's responsibility to collect keys before closing time on the day pick up is advised. The office is open Monday to Friday 8:30am to 5:00pm. Keys are to be returned on the next working day after hire.

9. Alarm - ensure that the Alarm system is deactivated when you arrive and activated upon leaving the premises at all times. Please check all doors and ensure they are closed. 

10. Cleaning - must be done immediately following your function. The hirer must return the room to the same condition it was in at commencement of hire period. This includes leaving tables and chairs as they were at that time.

11. Urn – must be turned off at the end of each day/evening.

12. No Smoking is allowed inside the Building. 

13. Tea & Coffee (includes milk and sugar) and biscuits are available at an extra cost. All other food to be supplied by hirer.

14. Room hire includes complimentary use of our ceiling mounted data projector, speakers and screen and a large whiteboard.

15. Hirer is to provide their own laptop computer and any other electrical equipment required.

For BEC Use Only
Member
Ο Yes

Ο No
Approved:
	Per:
	Date:


Ο  Calendar

Ο Invoiced

Ο Approval letter/invoice emailed
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