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On Behalf of Patchway Town Council

Name:


PATCHWAY TOWN COUNCIL

Callicroft House, Patchway, Bristol, BS34 5DQ
www.patchwaytowncouncil.gov.uk
PATCHWAY TOWN COUNCIL 

ROOM HIRE BOOKING FORM


Please complete all sections and e-mail to: office@patchwaytowncouncil.gov.uk to confirm your booking
Contact name: 
Company:

Address:

Invoice address and contact name: 

 

(if different from above)


    


Telephone Number:





E-mail address:

Date of event: 
Room Required: 
· Casson Centre 

· Callicroft House Board Room

· Callicroft House Meeting Room

Time of event - from:  
to:

Number of delegates:

Purchase Order or Reference Number: 

Terms and Conditions of Use 

I wish to hire the room(s) stated and agree to the conditions of hire which are:

1. To pay the hire within 30 days of the date of hire.
2. To provide as much notice as possible should the booking need to be cancelled.
3. To leave the room in the same condition in which it was found e.g. all rubbish to be cleared away, tables to be wiped clean, crockery and cutlery to be washed and kitchen to be left clean and tidy. 
4. To adhere to all appropriate fire safety measures by switching off and unplugging electrical appliances, not wedging open any identified fire doors or blocking any fire exits. 

The Hirer is liable for all damages which must be reported immediately to the Town Council. The Council will not tolerate any violent or abusive behaviour towards any of its staff. In order to obtain access to the building outside of office hours, the hirer will be given a set of keys or let in by the council. Patchway Town Council reserve the right to charge any hirer for any damages incurred during the hire period.  Patchway Town Council agrees to provide a clean and safe environment in accordance with the health and safety regulations and to the hirer’s requirements. 

I hereby agree to the Terms and conditions as set out above. 
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On Behalf of Hirer

Name:


For Office  use only:

· Booking in diary.

· Client details updated in spreadsheet.
· Completed form received from client.

· Invoice raised.
Patchway Town Council

Callicroft House 150 Rodway Road, Patchway, Bristol, BS34 5DQ.

VAT Registration No: 338 4427 87


