East Staffordshire - Community & Voluntary Services
Equipment Hire Booking Form

Contact Name: …………………………………………………………………………………………………………………………………………………..

Organisation: ………………………………………………………………………….………………………………………………………………………….

Address: ………………………………………………………………………………………….………………………………………………………………….

………………………………………………………………………………………………………..………………………………………………………………….

Telephone No: …………………………………………………..…………….………………………………………………………………………………...

Equipment required for hire: ……………………………………………………..………………………………………………………………………

Date Equipment to be collected from ESCVS: ……………………………..………………………………….

Date Equipment to be returned to ESCVS ………………………………….…………………………………..

Price Quoted ………………………………………………………………………………….……..……………………….

Entered in Diary: …………………………………………… By: ………………………………………………………..

Checked by Office Manager …………………………………………….. Date……………………………………
(Signature required before sending invoice to Bookkeeper)

Equipment taken from the Voluntary Services Centre is not covered by ESCVS insurance and therefore hirers are to be responsible for equipment and in the event of damage or theft must agree to replace or repair any equipment.

Please sign to agree to replace or repair any equipment if required to do so.

Signed by (Hirer) ……………………………………………….….. Print Name ……………….………………………………..

Equipment taken in good condition on: …………………………………………………….………………………………….
ESCVS Staff Signature ……………………………………………. Hirer Signature ……………….……………………………
Equipment returned in good condition on: ……………………………………………………….………………………….
ESCVS Staff Signature: …………………………………………… Hirer Signature ……………..…………………………….

Invoice Request / Payment passed to Finance Manager..………………………………………………………………
East Staffordshire – Community & Voluntary Services

Equipment & Office Services Available April 2011
	Equipment for Hire

	                                 

	 Display Boards
	
	£10 per day
	

	Overhead Projector & Screen
	
	£10 per session/half day
	

	Powerpoint Projector
	
	£15 per session/half day
	

	Laptop Hire
	
	£20 per session/half day
	

	EQUIPMENT IS NOT COVERED BY INSURANCE IF TAKEN OFF SITE – PLEASE ENSURE YOU HAVE ADEQUATE  

INSURANCE AGAINST DAMAGE OR STOLEN EQUIPMENT


	

	Services Provided

	

	Facsimile
	
	1 sheet 50p, additional 10p per sheet

	

	Photocopying
	A4

A3
	Members - Black 5p/Colour 10p

Black 6p/Colour 15p

Members - Black 10p/Colour 25p

Black 12p/Colour 30p

	

	Spiral Binding – Use of machine

Full service – (staff time & materials)
	
	Free

From 50p per item

	

	Meeting Room with Kitchen facilities and Public Liability Insurance
	Tenant Groups*
Affiliated 

Non Affiliated/VCS

Statutory
Private
	2 free sessions per calendar month, £18.75 thereafter
£18.75 per session

£38.25 per session

£50 per session
£60 per session


	

	Use of interactive white board and laptop

Wireless access
	
	£10 per session

£5 per session

	

	Interview Room hire with reception facility
	Tenants

Affiliated

Non - affiliated VCS

Statutory
	per hr          ½ day         full day

£3                  £10            £20

£4                  £12            £24

£5                  £15            £30

£6                  £20            £40

	

	* TENANTS WILL BE CHARGED £38.25 IF THEY DO NOT USE THE ROOM BUT DO NOT CANCEL AT LEAST ONE WEEK IN ADVANCE
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