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Booking Form

Organisation/Group:_________________________________________________________

Payee Name: _______________________________________________________________
Payee Address (for invoice):___________________________________________________
___________________________________________________________________________
Purchase Order No.: _________________________________________________________

Expected no. of participants: Primary_____      Post Primary_________
Other___________
Name of contact person: ______________________________________________________
Tel: _________________ Fax: __________________ E-mail:_________________________
Name of Facilitator/s on the day:     _____________________________________________
Tel: _________________ Fax: __________________ E-mail:_________________________

Dates Required: ____________________________________________________________

Access to Building at: _______________________________________________________
(If earlier than 9.30a.m., please state time)

Starting time: ______________________
Finishing Time:_________________________

Equipment Required:   Data Projector____________    Overhead Projector___________

                                        Flipchart Stand ___________      T.V./DVD _________________

Room Layout: ______________________________________________________________

Tea/Coffee/Biscuits:     Yes_______    No______            Time :11.00am/8.00pm
Lunch 1.00pm:     Yes ______________                No ____________________

(If yes, please discuss requirements with us)

Signed:    ___________________________          Position:_____________________


Date:       ___________________________

Please note: All individuals and/or groups that are not part of the Department of Education & Science (DES) will be asked to produce a valid insurance certificate to cover their activities in Athlone Education Centre prior to any bookings being accepted. Failure to produce the necessary documentation will result in a cancellation of bookings. Athlone Education Centre & the DES will not be held responsible for any losses, either financial or otherwise for failure to produce such an insurance certificate.  A cancellation fee of 100% of room hire will be applied if booking is cancelled on the day of, or the day preceding the booked date. A 50% cancellation fee is applied if cancelled within 2-5 days of booked date. 
