Audio/Visual Equipment Order Form 
(“Order Form”)

This Order Form is for room hire and the hire of audio visual equipment and telephone line (“Equipment and Room Hire”) for video conferencing.
	Supplier:
	[NAME OF AVANTA GROUP COMPANY]

	Customer:
	[NAME OF CUSTOMER AND ADDRESS IF NOT AN EXISTING CUSTOMER OF THE SUPPLIER]]

	Equipment and Room:
	[DETAILS OF ROOM AND EQUIPMENT TO BE HIRED]

	Date of Hire:
	[DATE]

	Duration of Hire:
	[START TIME AND END TIME]

	Charge: (exclusive of VAT):
	[TOTAL AMOUNT] being [

] hours @ £150 per hour

	Maximum Number of Persons Using Room:
	[NUMBER]

	
	


This Order Form relates to the Equipment and Room Hire only.  Requests for bridging, ISDN and/or telephone connections must be made separately through InterCall by calling +44 (0) 1452 556 267. 

Equipment and Room facilities are provided by the Supplier and are subject to the Terms and Conditions overleaf.
Terms and Conditions

(the “Conditions”)
Terms defined in the attached Order Form shall have the same meanings where used in these Conditions.
These Conditions should be read and agreed to in conjunction with the Order Form

1. GENERAL

1.1 The maximum number of people to be accommodated in each room hired is laid down by the Supplier and the Customer will ensure that such capacity is not exceeded at any time during the Duration of Hire.
1.2 The Customer shall comply at all times with the Supplier’s security requirements and fire, emergency and health and safety regulations.  Fire exits and routes must not be obstructed.
1.3 Nothing may be fixed to walls, ceilings, floors or pillars of any room by nails, screws, tape or other means without the Supplier’s prior approval.

1.4 No illegal, indecent or immoral activity is permitted.

1.5 The Customer shall have access to the Room for the Duration of Hire on the Date of Hire.  Should the Customer wish to extend the Duration of Hire on the date of Hire, the Supplier will endeavour to accommodate such wishes.  However, if the Supplier needs to vacate the room, for example, in the event the room is required for a subsequent booking, the Customer shall comply immediately.

1.6 Representatives of the Supplier reserve the right to enter the hired room at any time during the Duration of Hire.

1.7 The Equipment hired must not be altered, moved and/or otherwise interfered or tampered with.  Any damage to the Equipment and/or Room caused during the Duration of Hire will be the responsibility of the Customer.
2. CHARGES

2.1 Equipment and Room Hire will be charged on an hourly basis as set out in the Order Form.
2.2 If the Customer is an existing customer of the Supplier, charges for the Equipment and Room Hire will be added to the Customer’s standard monthly service invoice and such charges will be subject to the Customer’s existing payment terms.

2.3 If the Customer is a new customer to the Supplier, charges for the Equipment and Room hire will be invoiced to the Customer in advance of the Date of Hire and must be settled in full before the Date of Hire.
2.4 For all Customers, charges for InterCall’s services will be invoiced separately by InterCall and InterCall’s services will be provided subject to InterCall’s own terms and conditions.
2.5 In the event of delay or cancellations resulting from any unforeseen circumstances or technical problems the Charge will still be payable by the Customer.  

2.6 Should the Customer over-run the Duration of Hire, the Customer will be charged for the additional time pro-rata the hourly Charge rate.

2.7 The Customer will be liable to pay for any and all damage caused to the Equipment and Room as a result of the hiring.

3. TESTING AND EQUIPMENT SET-UP

3.1 All Customers must arrange for the far end contact to conduct a test call.  The Supplier shall not be responsible for a failed audio and/or visual conference where no test call has been conducted.
3.2 The Supplier accepts no responsibility for any costs incurred by the Customer or any other person due to delay or cancellations resulting from any unforeseen circumstances or technical problems. 

4. CANCELLATIONS

4.1 In the event of cancellation, the Customer shall notify the Supplier as soon as possible and confirm the cancellation in writing.  The following changes will apply from receipt of the written confirmation of cancellation:
4.1.1 1 business day’s notice or less:
100% of the Charge will remain be payable.
4.1.2 2 business days’ notice:

50% of the Charge will remain be payable.

4.1.3 More than 2 business days’ notice:
No Charge will be payable.

5. DISCLAIMER

5.1 To the extent permissible by law, the Supplier expressly disclaims any responsibility or liability for any damage, loss or injury arising from or related to the Customer’s use of the Equipment. and/or the Room 

I hereby agree to accept the Terms and Conditions issued by the Supplier as set out above.

Authorised Signatory:
​​​​​​​​​​​​​​​​​​​​_________________________________
On behalf of:

​​​​​​​​​​​​​​​​​​​​_________________________________

Date:


​​​​​​​​​​​​​​​​​​​​_________________________________
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