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The purpose of this document is to ensure that where ever DITASA commits to training of Candidates, the facilities will meet the minimum requirements.

	Organisation Name
	
	Programme Name
	

	Number of Delegates
	
	Dates Required
	Start
	dd/mm/yyyy
	End
	dd/mm/yyyy


	Times
	Start
	
	End
	
	Training room number
	Will be confirmed


	Intervals (for Logistical purposes)
	1st Tea Break
	Start
	
	End
	
	2nd Tea Break
	Start
	
	End
	

	
	Lunch Break
	Start
	
	End
	
	Comments:


	Contact Person
	
	Contact Number
	


	Select set-up style of facility (Mark)
	U-Shape
	Cinema
	Circle
	Boardroom Style
	Classroom Style


	Select Item
	Indicate Quantity
	Select Item
	Indicate Quantity
	Select Item
	Indicate Quantity
	Additional Requirements

	Banners
	
	Admin File
	
	Table Cloths
	
	

	Laptop/Computers
	
	Cups & Saucers
	
	Sweets/peppermint bowls
	
	

	Projector
	
	Water Glasses
	
	Tea/Coffee
	
	

	White Board & Pens
	
	Water/Juice Jugs
	
	Juice
	
	

	Flipchart & Pens
	
	Side Plates
	
	Catering
	
	

	Two point plugs
	
	Cutlery
	
	Biscuits
	
	

	Extensions/leads
	
	Cup Warmer
	
	Rusks
	
	

	Stage
	
	Sugar Bowls
	
	Muffins
	
	

	Registration Table with name tags
	
	Milk Jugs
	
	Ice
	
	

	Banners
	
	Teaspoons
	
	Serviettes
	
	


	Requester Signature
	
	Date:
	

	Venue Representative Signature
	
	Date
	


Terms and Conditions
NUMBERS – Venue can accommodate a maximum of 210 people cinema style. 

LOSS OF PROPERTY - DITASA staff will take every care with security and protection of the requesters property whilst it is on the premises. However, no liability for loss or damage of any item will be accepted. 

ADVERTISING – No advertisements will be placed on DITASA grounds without prior written approval. 

CATERERS – DITASA has selected preferred suppliers and holds the right of approval over catering arrangements.  Alternative arrangements may be requested from the DITASA and consideration will be made.  Special requirements i.e allergies, halaal or vegetarian meals must be indicated on this form if catering is required to be organised by DITASA.
SMOKING –  DITASA is a non-smoking venue, although provision has been made outside the building in allocated areas which will be explained to the requester on the date of the event or prior which ever is preferred.

AMENDMENTS TO BOOKINGS - Any requested changes to the requester’s booking must be submitted in writing (fax, email or letter) for approval. 

SECURITY – Certain events may require approved security personnel.  DITASA will take all reasonable steps to ensure the safety of members and their guests using the DITASA premises and facilities.  The facilities will be fully supervised by DITASA to ensure order and decent behaviour is maintained.  DITASA retains the right to eject any person from the premises for inappropriate behaviour. 

DAMAGES - The requester is responsible for the cost of any damages incurred by guests who wilfully or negligently caused such damage. Please report any damage discovered prior to booking to the Function Manager.  This will ensure the requester will not be held responsible. Should anything need to be affixed to any of the facilities of DITASA’s  property the Venue Manager must be advised prior to the function date.  No tape is to be used on any paintwork in the venue.  There are no food of beverages allowed on the desks of the Training Lab and it remains the responsibility of the requester to relay these instructions. 

FIRST AID - There are currently three Level 1 Basic First Aid Trained employees at DITASA if the need arises in an emergency.
CELLPHONES – As indicated by the signs in the venue, all cellphones should be turned off while the venue is in use.
Set-up Style
	U-Shape
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	Boardroom Style
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	Cinema
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	Classroom Style
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	Circle
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