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	Your Y2Y Project Manager is: Jessica Kiely

Contact them via: 02 9484  7722


SECTION I : Your Details

	Contact Person:
	

	School/Organisation Name:
	

	Address:
	

	Telephone:

& Hours of contact:
	

	Fax:
	

	Email:
	


Type of organisation (please tick all that apply): 

	Independent/Private School
	

	Government (Public) School
	

	Community Group
	

	Youth Organisation
	

	Uni/Tertiary College/TAFE
	

	Local Government
	

	Other – please specify


	


	How did you hear about Youth 2 Youth?




	Please state the venue and FULL ADDRESS for each workshop, as arranged with Youth 2 Youth:
	Please state the delivery address for our resource materials (boxes), and the contact details of someone at the venue who can accept the parcels during business hours, and store them securely.

	
	


SECTION II :
	Please clearly describe your objective/s for engaging the services of Y2Y:




	
	Name of Workshop/Description of Services requested
	Preferred date and time for the workshop
	How many young people participating?
	Age of the participants

	1.
	
	
	
	

	2.
	
	
	
	

	3.
	
	
	
	


	Please list your normal break times (i.e. recess and lunch breaks):
	


The Participants & Staff Involved:

	Please advise us if the participants are attending voluntarily or as a commitment:



	What, if any, similar programs have these participants already undertaken, or are currently involved with?



	The number of staff, if any, that will be present at each workshop:  



	Please let us know of any special requirements/requests of the participants:



	What would best describe the Language, Literacy and Numeracy skills of the participants:

WEAK  BASIC  SOUND  ADVANCED



	Will there be any participants with special needs or ESL? If Yes, pls explain:




SECTION III : Terms of Booking
Please note that a 60% deposit is required to be forwarded to us within 2 weeks of Youth 2 Youth receiving this form. This deposit is non-refundable should you cancel the booking. In the event that Youth 2 Youth cancels the workshop/s booking, your deposit will be refunded to you in full. Should you re-schedule the booked workshop/s within 10 days of this booking, you will be charged an additional administration fee of $100. Please note that it may not be possible to reschedule.

Following the workshop/s, you will be issued with an invoice for the final balance, payable within 14 days.
A note about participants

You will be charged for the number of participants quoted on this booking confirmation, regardless if fewer attend the workshop/s. We only provide resources for this number of people, so please ensure you let us know of any extra attendees (charged at a higher per head rate) at least 2 weeks prior to the workshop. Transport of participants and accompanying staff to and from the venue is your responsibility.

Intellectual Property: all material used within the workshops and written material produced and received by participants remains the intellectual property of Youth 2 Youth. Any reproduction of this material must be done with the written permission of the directors of Youth 2 Youth.

Please complete:
I, (print name) _______________________________, understand the terms and conditions of this booking. I am authorised on behalf of the organisation submitting this confirmation to meet these conditions.

Signed:_______________________ Date: ____________________

PLEASE FAX BACK TO US ON: 02 9484 7933 Thank you!

Office Use Only:

	Date received
	Invoice Number
	Deposit received
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