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Application to Hire
	Name of hirer or organisation:      


	You have applied to hire the following rooms:

	Gatefield Hall  FORMCHECKBOX 
   Gatefield Kitchen  FORMCHECKBOX 
   Lounge Area  FORMCHECKBOX 
   Bar Service  FORMCHECKBOX 
  Sydney Room  FORMCHECKBOX 
    Jubilee Room  FORMCHECKBOX 
       Mayor’s Parlour  FORMCHECKBOX 
   Garden   FORMCHECKBOX 
   Charters Room  FORMCHECKBOX 
 Assembly Rooms 
** Please note the bar must close at least 30 minutes before the end of the hiring

	On the following date/s:      

 

	Type of function:      

	Bar Times: From  FORMDROPDOWN 
 to  FORMDROPDOWN 


	Time of Function:      
	Preparation Times:      

	Max numbers expected to attend function:      
Private function – invitation only – or public?


	Ticketed Event:  FORMDROPDOWN 


	Name of hirer:      
	Tel No:      
Email address:

	Address:      


	Invoice Required:  FORMDROPDOWN 

	Order Number:      
	Contact Tel No:      

	Invoice Address:      


	Total Cost £     
	Deposit: £     
	Due by:      
	Receipt No:     
	Date:     

	
	Balance £     
	Due by:      
	Receipt No:     
	Date:     

	Refundable surcharge: £     
	Due by:      
	Receipt No:      
	Date:     

	Notes:      


	This booking is made subject to the conditions of hire.  Hirers are reminded that the Trust expect all hirers of the facilities to be clear of the premises by the time specified for the function to end.  This also includes all externally hired staff and services.  Refundable surcharges may be kept should the premises not be left on time or in the manner expected as per the conditions of hire.  

	I can confirm I have read and understood the conditions of hire and accept these conditions will be applied to my booking. 

	Signed______________________________________________________
	Date___________________

	Booking Taken By: ______________________     Added to Diary Y/N  Date_______________


Facilities and Services 

	Layout Options:

	Theatre    FORMCHECKBOX 

	Boardroom   FORMCHECKBOX 

	Classroom    FORMCHECKBOX 

	U-Shape    FORMCHECKBOX 
  
	Banquet    FORMCHECKBOX 

	Other    FORMCHECKBOX 


	Number of Tables      
	Number of Chairs      

	Number of Attendees:      
	Notes:      


	Equipment Options:
	Notes:      


	Flipchart/Whiteboard  FORMCHECKBOX 
 
Pad  FORMCHECKBOX 
 
	 Projector   FORMCHECKBOX 
         TV Screen   FORMCHECKBOX 


	P/A System  FORMCHECKBOX 
  (Hall Only)
	Internet Access  FORMCHECKBOX 
  
	Projector Screen    FORMCHECKBOX 
 

	Catering Options:
	Notes:      


	Refreshments £2.50 per head per session  FORMCHECKBOX 
   Number of People         Sessions per booking       

	External Catering    FORMDROPDOWN 

	Full Meal  FORMCHECKBOX 
  Buffet Style  FORMCHECKBOX 

	

	Name of Caterer:      
	Contact Number      

	Address:      

	In house Catering    FORMDROPDOWN 

	Selection of sandwiches, vegetable crisps, nuts and fruit.  Charged from £8.00 per head (+ VAT) to include refreshments of Water and Juices

	Number of people      
	

	Do you require us to sell tickets for your event if so there is a 5% Handling fee on all tickets?   Yes  FORMCHECKBOX 
       No  FORMCHECKBOX 


	PRS 

Please note that a 3% charge of total ticket sales for live music events will be levied – this is subject to a minimum charge from PRS of £45

	Gatefield Hall Only

	Do you require the use of a stage:  FORMDROPDOWN 
    Number of Sections          £7 per section  8ft x 4ft
* staging to be added to the final balance once amount and layout is agreed with the booking staff, staging can only be set up by caretaking staff due to health and safety regulations

	Caretaker to set up and clear away the equipment:  FORMDROPDOWN 
 

	Up to 1 hour  FORMCHECKBOX 
 
	Up to 2 hours  FORMCHECKBOX 

	Up to 3 hours  FORMCHECKBOX 
 

	* Please note time includes set up at beginning and clear away at the end of the booking

	Cleaning Service after function   FORMCHECKBOX 
  

	Additional notes for staff:      


*N.B an application to hire will not be accepted without the appropriate payment.  If the function falls within one month of the date of the application, full payment is required upon application otherwise 50% of the hire costs are payable at the time of booking. The remaining 50% balance is due not later than 3 months before the hire date.
**Please note it is a requirement of the Alexander Centre’s Performing Rights Society license, that if requested, you should supply the trust with the box office receipts, the number in the audience and the number of performers.
Please complete and return to The Alexander Centre C.I.C: bookings@thealex.org.uk


