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VIEWING FACILITY RATE CARD 
The viewing studio is available for hire Monday to Friday from 5pm. 

Daytime and weekends may also be available on request.
The standard rate is £140 per hour
Studio hire rate includes:
· DVD and digital audio recordings

· TV for playback of DVDs and audio

· Items such as flip chart and stationery
· Nibbles for clients and respondents

· Wireless internet
Please note that we do not currently offer live web streaming or MP4 facilities

Catering
We are happy to make any specific catering arrangements that are required and can arrange a variety of food and beverages to suit all tastes and budgets, including take away meals from Just Eat or some of the surrounding restaurants.  Please note that we cannot prepare hot food at the premises.
Refreshments are charged as follows:
Food

Cold buffet



from £12.50 per head

Finger buffet 



from £9.50 per head

Sandwiches



from £6 per head

Take-away



charged on at cost

Drinks
Soft drinks



£1 each
Wine




from £12 per bottle

Beer/Lager



from £2.50 per bottle

Cancellation charges for confirmed bookings
6+ days




no charge

4-5 days



25% of costs

2-3 days



75% of costs

same day



100% of costs

Payment terms

Our terms are strictly 30 days from date of invoice.  All prices quoted are subject to VAT at the prevailing rate.
Please note that room hire is charged from point of entry.
VIEWING FACILITY BOOKING FORM

Company details

	Company name: 


	Contact name & title: 

	Company address: 

	Invoice address (if different): 

	Telephone number: 

	Fax number: 
	Email:


Booking details

	Date/s required: 

	Total number of groups: 

	Duration of each group: 

	Start times of each group: 


	Number of respondents: 

	Group 1:

Group 2:

	Number of clients:


	Group 1:

Group 2: 

	Audio recording required? (delete as applicable)
YES / NO
	Filming required? (delete as applicable)
YES / NO

	Additional info/requirements (TV/DVD player, etc)
	

	Moderator name & telephone number:
	

	Project name & number:
	

	Additional Services
	

	We are pleased to be able to offer our clients a transcription service on request.  For further details, please contact us.


Refreshment details 
Please highlight/delete as appropriate the type of catering required.  Drinks will be charged as consumed.
	
	FOOD 
	DRINKS

	Client
	Cold Buffet x   Finger Buffet x   Sandwiches x   Takeaway x
	Soft Drinks x   Wine x   Beer x

	Group 1
	Cold Buffet x   Finger Buffet x   Sandwiches x  
	Soft Drinks x   Wine x   Beer x

	Group 2
	Cold Buffet x   Finger Buffet x   Sandwiches x  
	Soft Drinks x   Wine x   Beer x

	Special requests / dietary requirements:



Cancellation Charges

	6+ days - no charge
	2-3 days - 75% of costs

	4-5 days - 25% of costs
	Same day - 100% of costs


Payment Terms

Our terms are strictly 30 days from date of invoice.  All prices quoted are subject to VAT at the current rate.

Please note that room hire is charged from point of entry.
Please complete and email back to chloe@scottporter.co.uk or fax to 0131 555 1367
Any questions? Call Chloe on 0131 553 1927
Scott Porter Research


