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     Dedicated Session Request
	Date/Time
	Access is required 45-60 mins before start time and 30 min after finish time.

	Organisation
	

	Contact Person
	

	Contact Number
	

	Email Address
	

	Venue
	

	Address
	

	Directions
	

	Number Attending

(Min 10 max 25)
	

	Equipment available at your venue
	Laptop: Yes/No  Projector: Yes/No  Refreshments: Yes/No
You must ensure that either a screen or blank wall is available to project onto.

	Room Layout
	Cabaret / Classroom / Theatre / Boardroom/ Horseshoe

	Agreed cost
	

	Invoice Address

(If different from above)
	

	Purchase Order Number (if applicable)
	

	Notes
	

	Date Received
	

	Role of Organisation
	

	Role of staff in organisation
	

	Emailed to Organisation
	

	Confirmed by Organisation
	


Please return to:  Safer Programme
Tel: 01603 228966  Email: safer@norfolk.gov.uk
Please note any course which is cancelled with less than 7 working days notice 
will be charged at the full cost.

Safer Programme training materials may not be reproduced, distributed, modified or used for training purposes without the express written permission of the NSCB Safer Programme.
For office use only:


Trainer: 


Confirmed: 








