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Resource Center



2002 Bremo Road, Lower Level
Richmond, VA 23226

804/673-3778   FAX 804/673-3798


Upon request, the CTE Resource Center provides meeting rooms and catering services to local school divisions and state/local agencies. Use of Center facilities is generally restricted to groups affiliated with Career and Technical Education (CTE) and Henrico County Public Schools (HCPS). Meeting space is scheduled on a first-come first-served basis.
Center Policy for Facility Use

· The Center does not charge for the use of its rooms for HCPS and CTE. 

· The Center does not charge for room setup and/or use of TV/VCR/DVD equipment.

· The Center charges $.03 per sheet for copies made at the Center. 
· The Center does not provide consumable office supplies for groups using its facilities.

· The Center provides catering services for all groups meeting in its facilities. Unless the group uses HCPS School Food Services or uses the Center’s facilities outside of normal working hours, all food items and beverages for meetings must be purchased and provided by the CTE Resource Center.

Catering Services

The Center provides catering services at the following rates:

• 
Beverage/Snack Breaks (hot and cold beverages, cups, ice, and snacks): $4.00 per person per break (separate charges for morning and afternoon breaks)

• 
Lunch (box lunch, hot and cold beverages, cups, and ice): $10.00 per person


Service Request

To ensure the Center reserves the appropriate room(s) and provides the anticipated catering services, please complete the following form and return it to the Center. You may send this as an e-mail attachment to info@CTEresource.org and follow up with a faxed or mailed copy with the appropriate signature, or simply send it via fax (804/673-3798) or mail (CTE Resource Center, 2002 Bremo Rd., Lower Level, Richmond, VA 23226).

Name of Group:      


Contact Person:      

Phone Number:      
 

Room Preference: 

The Center has 6 meeting spaces of various sizes. The largest space can accommodate an individual group up to 30 participants classroom style. Multiple groups can meet on the same day, and breakout sessions are possible. The Center will select the most appropriate room(s) for the size of the group and its anticipated needs. 


DAY 1: 

Date of Meeting:         Time for Meeting:        Number of People in Group:     Number of Rooms Needed:      
Catering Services: (Exact counts must be provided 2 days prior to the meeting.)
  

(# of people)
Morning Beverage/Snack Break (hot and cold beverages, cups, ice, and snacks): $4.00 per person

  

(# of people) 
Afternoon Beverage/Snack Break (hot and cold beverages, cups, ice, and snacks): $4.00 per person

  

(# of people)    
Lunch Break (box lunch, hot and cold beverages, cups, and ice): $10.00 per person

Please note any dietary restrictions:      



DAY 2: 

Date of Meeting:         Time for Meeting:        Number of People in Group:     Number of Rooms Needed:   
Catering Services: (Exact counts must be provided 2 days prior to the meeting.)
  

(# of people)
Morning Beverage/Snack Break (hot and cold beverages, cups, ice, and snacks): $4.00 per person

  

(# of people)
Afternoon Beverage/Snack Break (hot and cold beverages, cups, ice, and snacks): $4.00 per person

  

(# of people)
Lunch Break (box lunch, hot and cold beverages, cups, and ice): $10.00 per person

Please note any dietary restrictions:      



Equipment Needed:   FORMCHECKBOX 
 Computer/PC     FORMCHECKBOX 
 LCD Projector    FORMCHECKBOX 
 Overhead Projector    FORMCHECKBOX 
 TV/VCR/DVD (no cable access)
The submission of this form indicates that you have read and agree to the procedures outlined above. It also serves as your request for the Center to provide equipment and catering services. The Center will bill your group for the requested catering services, per your specifications. Any change in the number of people will result in adjusted charges. The individual requesting use of the Center is responsible for ensuring that rooms and equipment are left in the same condition as they were upon arrival. 

Additional Comments:      




Effective 1/28/08
Policy and Facility Use/ Catering Services Form








This signature is required for Virginia Department of Education meetings.





															


Signature:  Director of Procurement or Designee		                 Date





































































































































































































































































































































































































































































































































































































































































































































































































