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 MVNS CASUAL OFFICE SPACE
 Old Wingham Courthouse 4 Farquhar Street Wingham

Manning Valley Neighbourhood Services Inc (MVNS) agrees to permit the use of these facilities based on the following terms and conditions:

In exchange for use of  MVNS CASUAL OFFICE SPACE:

· I agree to abide by the following conditions, 

· and I will ensure that all who may be involved in any meeting/group that I am convening 

      also comply with these conditions

I (name)






Representing (group / organisation)

Have read the Conditions of Use listed below, and am happy to assist Manning Valley Neighbourhood Services Inc keep this resource available for our community.  

Signed






date


BOOKINGS and SESSION TIMES

· Access to the MVNS CASUAL OFFICE SPACE is arranged via booking request to Manning Valley Neighbourhood Services - 6553 5121

· The  MVNS CASUAL OFFICE SPACE is available for use on the following basis:

 

9am – 3pm Monday – Thursday.  Not available on Public Holidays.
Please indicate your requirement at the time of booking.
SMOKING   

· The COURTHOUSE and MVNS OFFICES are a SMOKE FREE FACILITY.
HOUSE KEEPING  

All users of the MVNS CASUAL OFFICE SPACE are expected to keep this resource neat and tidy.
This includes

· Washing up (and drying/putting away) of any cups, dishes etc used.
· Picking up of all rubbish.
· The room must be left in a clean and tidy manner eg returning any chairs/tables to their original position.
· All lights, fans and heaters must be turned off and windows securely locked at the end of each day. 

· Hirers must avoid any action which would cause damage or allow damage to occur to the premises or its contents.  Please report any concerns or incidences to MVNS e.g. spills, breakages, hazards.
Your group will be invoiced for any damages or additional cleaning required if the OFFICE SPACE is left in an unacceptable state.

CONSUMABLES 

· MVNS will provide toilet paper, paper hand towel and use of the kitchen facilities – fridge, kettle, cups etc.

· The User shall supply their own tea and coffee making items as well as fresh milk. 
· MVNS can provide office services such as printing, photocopying, laminating and internet access at an additional cost to the office hire fee.  The MVNS Office Administrator can provide a list of costs for these services.
FRIDGE        

·  Please mark any items placed in the fridge with user name and date food items are placed in the fridge.
.
· Food in fridge will have a 4 week life unless otherwise stated on label.
PAYMENT OF FEES
The hire charge for MVNS CASUAL OFFICE SPACE as stated in the Hire Agreement is payable in advance or by way of prior agreement with the Hirer and Manning Valley Neighbourhood Services.
TERMINATION

This agreement may be terminated at any time by Manning Valley Neighbourhood Services Inc on evidence of breach by [the user group] of any of the provisions or undertakings specified above. 
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