BOOKING FORM

for Scottish Environment LINK’s meeting room

13 Marshall Place
Perth PH2 8AH 
(Tel: 01738 630804)

· The meeting room holds 8 people comfortably but can fit up to 12 round the table

· Availability is Monday to Friday 9.30 – 5.00pm (for bookings outside these times please call the LINK office) 
· Tea, coffee, milk and biscuits are provided

Meeting Details - 
Date: 
Times (start – finish):


No of Participants:

Title of meeting:

Do you require use of LINK’s laptop and data projector?:

Please give details of any catering arrangements (see over for list of caterers):

Do you undertake to leave the meeting room as found?:

Contact Details - 
Contact Name:

Organisation:

Address:

Tel:

Email:
Please email completed forms to information@scotlink.org 
LINK ROOM BOOKING NOTES

Equipment & facilities
The room has a standard flipchart, paper and pens, and broadband access.  Limited photocopying is available if LINK staff are in the office (additional charges may apply).  

We also have data projection facilities available upon request.  It is possible to bring your own laptop computer, or borrow ours.  Our laptop is equipped with MS Office products including MS Powerpoint and Word, and can read USB memory sticks or CD-ROM / DVD.
Please give us 2 working days notice if you require these facilities.  

Catering
If lunch is required, some local caterers are:
        Giraffe (a local Social Enterprise), Perth


01738 449227
Delicious 






01738 451617
Catering Twist






01738 633480
Nikki’s Lite Bite, Skinnergate Perth, 



01738 627443

Please make your own arrangements for outside catering, ensure you make arrangements to pay by invoice or cheque/cash on the day.

If food is delivered when your meeting is in progress, you can ask the caterers to leave it in our office, the door adjacent to the meeting room.

How to find LINK
The office is 10 minutes’ walk from train and bus stations. 
If you are coming by car into the city from Perth centre go east to Tay Street and turn south (with the River Tay on your left).  Follow Tay Street, going under rail bridge, coming to a small roundabout. Turn right at the roundabout on to Marshall Place, take the second road on the right – Nelson Street where you will find off street parking and walk back to Marshall Place – turn left and we are a few doors along. 

From the south, continue on Edinburgh Road to the traffic lights, turn left on to Marshall Place then take the second road on the right – Nelson Street where you will find off street parking and walk back to Marshall Place – turn left and we are a few doors along.

For long stay parking the South Inch Car Park is only a few minutes’ walk from the office.
Leaving the meeting room tidy

Since there may be others using the meeting room immediately after you, please leave it as you found it.  
Wash and dry any cups and plates used, dispose of any lunch debris in the recycling bins provided, and leave the meeting table tidy and ready for use.  The vacuum cleaner is stored in the front lobby cupboard.  
Should there be no LINK staff on the premises when you leave, please carefully follow the displayed instructions on locking up the building. Thank you. 
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