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ASHM Training Room - Booking Requirements & Informa tion 
(Please complete all sections)  

 
Name of Event: ______________________________________________________ 
 
Room Required:______________________________________________________ 
 
Half / Full Day :_____________ Venue Total:$______________(inc GST) 
 
Date of Event: _____ Times of Event: _____________________________________ 
 
Coordinator _________________________________________________________ 
 
Organisation: ________________________________________________________ 
 
Address:____________________________________________________________                                      
 
Phone: _____________Fax:___________________Mobile:____________________ 
 
Email: ______________________________________________________________ 
 
Total numbers attending: _______________________________________________ 
Note: For comfort and accessibility, the room capacity is 20. See room layout information for more 
details  
Note: If an internal meeting and less than 5 people are attending, please ask the coordinator whether 
this can be held in a staff member’s office 
 
Main set up required: __________________________________________________ 
(I.e. Boardroom style, discussion group theatre style seating, cabaret style, class room style seating) 
 
Other room requirements: ______________________________________________ 
E.g. main table at front of room for speaker, registration table outside room 
 
Additional space required: ______________________________________________ 
Breakouts: The small conference room and other breakouts (e.g. reception area, central area) are not 
available during weekdays i.e. only weekends or evenings 
 
A/V requirements: ____________________________________________________ 
E.g. laptop, data projector, slide projector, lectern, flip chart, electronic white board  
 
Catering requirements:  
 
Option no #:_________________________________________________________ 
  
Price per head: $_____________________________________________ ( inc GST) 
 
Catering Total: $______________________________________________( inc GST) 
 
TOTAL QUOTE:$______________________________________ ______ ( inc GST) 
 
OFFICE USE ONLY 
INVOICE REQUEST FORM SUBMITTE  :  yes  /  no  : date:___________ 
JOURNAL TRANSFER FORM SUBMITTED: yes / no : date:___________ 
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Booking Procedures 
 

1. All booking are to be made through the ASHM Conference Team by 
contacting 02 8204 0775 or ryan.boland@ashm.org.au   

 
2. The date is to be checked on the Outlook Training Room Calendar in “Public 

Folders” for availability( for all day or multiple days book 9am – 5pm on each 
day, selecting “all day event” will not block out the whole day)  

 
3. Ask the coordinator the questions on the venue booking requirements form 

and fill out 
 

4. The coordinator is to be notified regarding the provisos below on booking the 
space 

 
5. Venue Booking requirements form to be forwarded to the Conference Team 

 
6. After calculating totals submit an Invoice Request Form to Accounts for Venue 

Hire and Catering (including surcharge). 
 
 
Provisos of booking space: 
 

·  The ASHM Conference Team provides a booking service of the room 
and catering only and ensures that all requirements are in the room.  

·  All catering costs are at the expense of the coordinator. 
·  The coordinator of the event is responsible for the final set up of the 

room, service of catering during break times and will be required to 
clean up after the event.   

·  Room layout examples are available on the following pages 
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Training Room Layouts 
 
 
The Training Room is a dynamic room which can be laid out many different ways 
depending on the number of people and the type of event. When used together, the 
modular tables provide a number of layout options. 
 
Below are a few setup options listing their suggested usage and potential number of 
available seats. The lines between the individual tables have been enhanced to 
facilitate each setup. 
 

Layout 1 
4 table groups seating up to 8 people per table 

Good for team discussions 
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Layout 2 
6 table groups seating up to 6 people each 

Good for team discussions 
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Layout 3 
1 table group seating up to 16 people 

Good for board or staff meetings 
 



Q:\ASHM Conferences\Training Room\Booking Form draft.doc 

Layout 4 
1 table group seating up to 22 people 

Good for staff meetings and larger groups 
 

 
 


