Ealing Community Resource Centre

Expression of interest form for hire of desk space.
If you need guidance completing this form, please call Alison Wood on 020 8280 2223, or email alisonw@ecrc.org.uk
	Organisation details

	Organisation name     

	Contact person      

	Address      
     
     
     

	Telephone      

	Email      


	Space
	currently available
	number requested
	licence fee per desk per year* 

	Desks in shared office space
	0
	     
	£1, 879. 50

	Cellular offices
	0
	-
	-


*In addition to the licence fee there is an annual service charge covering costs such as electricity, heating, air conditioning, cleaning and IT maintenance. For next year this is estimated at £935 per desk. Licence fees and service charges are reviewed annually by the Resource Centre Board

	Please explain briefly why the Resource Centre should allocate desk space to your organisation (e.g. benefits for the community and the existing resident workers)
     
     
     
     
     
     
     
     
     


Costs: As well as the Licence and Service charges, resident groups are charged for telephone calls and printing.  Resident groups have an allocation of free hours in our small meeting room and interview room and discounted rates for use of our large meeting/training room for 25 with computers and digital projector, community equipment loan (e.g. portable PA system for meetings) and hot desks (including design software for leaflets and reports). For full details of charges see Website.                You will be asked for evidence of your organisation’s ability to pay (e.g. letter from a funder, or state if you are awaiting the result of any funding applications)
We provide for you 

· Centre open to staff 8am to 6:30pm Mon-Fri, with reception staffed from 9am to 5:30pm.

· Furniture (desk, chair, and some wall-mounted filing space)

· Telephone (digital phone, with its own direct dial line and voice mail service, on each desk)
· IT infrastructure (internet connection, file server with back-up, anti-virus software)

· Printing and photocopying facilities (colour and black & white)

· Reception, cleaning, post, fax, recycling and security services

· Modern kitchen and break out area for your staff and volunteers with fridge, dishwasher and microwave, and tea, coffee, milk available

· Shower facilities

· Advice and help with IT issues

· Free Community Library (including funding directories and charity commission documents)

· Community equipment (e.g. wireless laptops and digital camera to record your events)

· Modern display boards and information facilities to promote your events and activities

· Staff to manage and administer the building and facilities

· A name-plate for your organisation at reception, and a free page on the website

· Bi-monthly user group meetings so you have a say in the running of the Centre

· We can host your Email for you if required

· PC with XP and Microsoft Office or you ca hire a PC from us. 
You need to provide

· Small items such as waste bins – there is no room for groups to bring major furniture into the open-plan areas

· Insurance for your staff, volunteers and equipment (our insurance covers public liability, shared equipment and the building).

· Participation in the Centre’s operation, e.g. joining the User Group, or contributing personnel as Fire Marshals or First-Aiders 

· Information about your staff and activities

Expected usage of facilities.  In order to help us with decision-making and planning, we ask you to give us an estimate of your use of space and services within the Centre.  Existing residents applying for additional space please indicate only increases in use.
Workers (staff and volunteers) you hope to be based at the Centre:

	Position
     
	hours pw

     
	Position
     
	hours pw

     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


How many visitors do you expect to receive per week? ..............

What hours do you expect to operate? (E.g. 10am – 6pm, Mon - Thu)..............


..............


How many phone calls do you expect each week? Received: ..............
Outgoing: ..............


Do you have books you would like to include in the shared library area? ..............


There is limited storage space.  Would you be interested in external archive storage? ..............


Will you be bringing your own computer(s)? ..............


If so, please consult with the Resource Centre about the configuration.  If not, we will contact you about purchasing machines to hire.

Do you have any special software or IT equipment that needs to be installed? ..............


..............


Do you have other equipment that you need to bring with you? ..............


..............


Average monthly photocopy and print pages. B&W: ..............
Colour: ..............


Postal letters/packets per month.  Received: ..............
Sent: ..............

What sort of meetings will you expect to hold at the Centre?
	Type of meeting(eg Board Meeting)
	No of people
	frequency (eg quarterly)
	length eg 2hr

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	Please add any additional comments below      
     
     
     
     
     
     
     
     
     


Thank you for taking the time to complete this form. If you would like more information or to come in and visit the Centre please contact us 
If you are completing the form on paper, please sign and date where indicated below and send to
Alison Wood, Ealing Community Resource Centre Manager
Lido Centre, 63 Mattock Lane, London, W13 9LA
If you are completing the form electronically, please email it to alisonw@ecrc.org.uk . You will be asked to sign it later.
Signature:
Date:..............


Name (block capitals): ..............


Position: ..............
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