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	Please complete and return to:
hallmanager@grangeoversandstowncouncil.gov.uk

If you would like to chat about your booking in person or would like to look around the hall prior to booking then feel free to arrange an appointment via email.
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VICTORIA HALL BOOKING FORM – MAIN HALL
Please see our Conditions of Hire document.

The information you give in this form is to help us organise your booking, so the more info you can give the better. Don’t worry if you don’t know the details, for example, how many microphones you need; as long as we know you’ll need microphones - that’s enough to get the ball rolling. We can iron out the details nearer the time of your event. Filling out and returning the booking form is a requirement before we confirm your booking. 

NB: Your booking is not confirmed until you hear back from us - we might need to add or change details.

	Contact information

	Name 
	

	Organisation (if applicable)
	

	Address
	

	Telephone number
	

	E-mail address
	

	PL Insurance number
	



	Invoice information, if different from above

	Name 
	

	Organisation (if applicable)
	

	Adress
	

	Telephone number
	

	Invoice E-mail address
	



	Details of your hire

	Main Event Description
(live music, lecture etc)
	

	Date(s) required
List all dates if a repeat booking
	

	Times required - total hire times
(inc. get-in, set up and take down)
	

	Times of event if different from above - (where there will be more than 30 people)
	





	Room Layouts

	We can set up any layout for your event for a charge - See the room layout diagrams on our website here:  Main Hall | Victoria Hall
Prices quoted are for set up and take down of our furniture and include VAT. 
Mark the Layout that you’d like below:

	Theatre 1 & 2
2-300 chairs
Total Cost: £62.40 

	Concert 1 & 2
2-300 chairs
Total Cost: £62.40 

	Smaller theatre style all chair layouts
with fewer than 200 chairs
From £41.60
	Cabaret
(tables & Chairs) 
Total Cost: up to 10 tables: £62.40
10-15 tables: £72.80
15-20 tables: £83.20 

	Craft Fair
Full layout: £83.20

	Default layout 
Clear, no extra tables or chairs:
No extra charge
Suitable for DIY set up or sports etc activities

	Y/N

	Y/N

	Y/N

	Y/N

	Y/N

	Y/N


	Bespoke Layout: - please describe your layout here and if you need help with set up. Please note that for layouts with more than 100 chairs, Hall Staff will need to set up for you as per our safety policy. We will send you a quote for your chosen bespoke layout. Please free to talk to us to get an idea of what is possible.





	Extras

	Mark the facilities you’d like to use and give details if possible. The ones with an additional fee are marked with a *.
More info can be found here: Additional Info | Victoria Hall

	Kitchen
	Dressing Rooms
	Screen & projector
	Stage use
	Sound system for music/audio
	Microphones
	Grand * piano
£30 per hire

	Y/N

	Y/N

	Y/N      

	Y/N            

	Y/N             

	Y/N            

	Y/N        




	Bar / Alcohol Sales - Options:

	1. Don’t need the bar - there will be no bar, we will not be using it.
	Y/N


	2. Free - Fully staffed bar - we run a bar for you - at zero cost to you. All proceeds go to us. 
Must be pre-booked.
	Y/N


	3. *£84 - DIY bar hire - without our glasses - use of our Vic Hall Bar pop up facility - you use your own glasses - includes use of bar, and our licence. 
	Y/N


	4. *£108 - DIY Bar Hire - with our glasses - use of our Vic Hall Bar pop up facility - includes use of bar, our alcohol premises licence, and up to 400 glasses.  Deposit of £0.5 per glass will be payable close to your event.  See info sheet/website for full details and Ts & Cs.
	Y/N




	Extra additional day/s bar hire - £30 per day. 
No. of days you need bar:    
	       

	Glass cleaning service: up to 200 glasses - £30. Over 200 - £45 - MUST be pre-booked.
	Y/N    

	Glass Only Hire - ONLY if you are not selling alcohol and are not using the pop up bar.  Price: 1-100=£24, 101-200=£36, 201-400=£48
Deposit of £0.5 per glass will be payable close to your event. See info sheet/website for full details and Ts & Cs.
	Number. Required:




	NB: Glassware deposit covers cleaning and breakages. Failure to clean glassware with the glass washing machine will mean you lose your deposit. See info sheet/website for full details and Ts & Cs.



	Refreshments*

	For £3.25 (inc. VAT) per head, we can lay out hot drink buffet style facilities with biscuits for you. 

	I’d like hot drinks and biscuits for my event
	Y/N                  

	Number of people - (we have discount packages for more than 20 people - please ask for more details)
	           




Booking confirmation						 

By signing below, I agree that:

· I am the hirer or appointed representative of the hirer. 
· I have read and agree to all the terms and conditions in the accompanying documents – ‘Conditions of Hire’ and ‘Victoria Hall Fire Safety’.
· I agree to abide by the terms of the ‘key holder policy statement’ (short or long term).
· I agree to follow all guidance given by Town Council staff specific to my event.
· If running a bar, I agree to all the terms and conditions of the ‘Victoria Hall Bar - Guest Use - Terms of Licence’ document.  
· I agree to pay the invoice in full within 30 days of receipt. 

Print name:  ………… ……………………………………………………………………………………..

Signed:  …………………………………… ……………………………………………………………………


Dated: 

Completed forms to be returned to the Hall Manager 
hallmanager@grangeoversandstowncouncil.gov.uk

Document checklist - Please also send us:
· Copy of your insurance policy certificate
· Risk assessment docs if requested
· Bar use agreement - if you are running a DIY Bar
· Posters or artwork so we can publicise your event - we have a big mailing list, notice boards and social media streams. 

Privacy:
Grange Town Council will only use any information that you give us to provide services that you request.
For more information see our Privacy Notice www.grangeoversandstowncouncil.gov.uk
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