Name of Organisation 
ROOM HIRE BOOKING FORM
Booking Secretary: ?????????? Tel:  ????????
We are delighted that you have decided to book the Name of Organisation please do contact us if you need any information about the facilities. 

Hirer Information (‘the Hirer’)

	Name of organisation
	

	Name of organiser
	

	Address 
	

	Telephone number
	

	Email address
	


Booking Details

	Date (s) required
	

	Room (s) required
	

	Purpose of hire
	

	Room access time
	
	Finish access time
	

	Start time of event
	
	Finish time of event
	

	Expected number of delegates
	


How did you find out about the facility?

	Leaflet
	
	Word of mouth
	

	Previous hire
	
	Newspaper
	

	Other please state
	


Details of Charges - Cost of room per hour
	Type of booking 
	Main Hall & Kitchen 
	Meeting Room & Kitchen 

	General rate 
	£6-00
	£6-00


The charges set out above are for the financial year 2014 / 2015. The Committee reserves the right to change these charges without prior written notice. 
Set out below are the details of the amount that the Hirer is required to pay for the hire of the room (s):
	Room Hire Charge:
	£6/hour

	Total Amount Due:
	


IF THE TOTAL AMOUNT DUE IS MORE THAN £50.00 A 10% DEPOSIT WILL BE REQUIRED. 
If the Total Amount Due is less than £50.00, you will be expected to pay the full amount no less than 10 days before your event. 
If your booking is made 10 days or less prior to your event you will be required to pay the Total Amount Due immediately. 
For those providing activities:
	I/We already have Public Liability Insurance
	


By ticking the box above, the Hirer who provides activities is required to have adequate Public Liability Insurance with a minimum cover of £5 million pounds through a reputable provider and a copy of your insurance certificate has been provided to the Booking Secretary.   
The Hirer confirms that he/she is authorised to sign this Agreement. By signing this Agreement you agree to be bound by its terms.  Please read them carefully.
Signed by the Hirer

	Signed
	

	Name
	

	Date
	


Signed for and on behalf of Name of Organisation
	Signed
	

	Name
	

	Date
	


Below are the contact details for the Hall: 

Email:- 
