





	Venue Hire Booking Form

	Date of Event
	
	Event Type
	

	Name/Organisation
	

	Contact Name
	
	Contact Tel No
	

	Contact Address
	

	Contact Email
	

	Invoice Address
(If different)
	
	Purchase Order No.
(If required)
	

	Total Participants

	
	Of which aged under 18
	

	Ticketed Event
	Yes ☐ / No ☐
	Tickets through our Box Office?
	Yes ☐ / No ☐



	Hire Times (allow time for set-up and clearing away)
	Rooms required
	Tick all required

	Hire start
	
	The Neeld (Theatre)
	☐
	Hire end
	
	Neeld Foyer
	☐
	Event start
	
	Neeld Bar (**see info over)
	☐
	Event end
	
	Green Room 
	☐
	Additional info:
	Syndicate Room
	☐
	
	Town Hall
	☐
	
	Town Hall Bar (**see info over)
	☐


	Resources for your event: (See Charges & Fees document for cost of additional resources) 

	Tables*
	Yes ☐ No ☐
	Kitchen Hire
	Yes ☐ No ☐

	Chairs*
	Yes ☐ No ☐
	Tea & Coffee
	Yes ☐ No ☐

	Table Linen Hire
	Yes ☐ No ☐
	Tea, Coffee & Biscuits
	Yes ☐ No ☐

	Technician inc. PA
	Yes ☐ No ☐
	Orange / Apple Juice 
	Yes ☐ No ☐

	PA system (+2 x Mics)
	Yes ☐ No ☐
	Refreshment time/s:


	Microphone stand*
	Yes ☐ No ☐
	

	Lectern*
	Yes ☐ No ☐
	Music copyright
	Yes ☐ No ☐

	Projector & screen*
	Yes ☐ No ☐
	SIA registered door security
	Yes ☐ No ☐

	Flip chart & pens
	Yes ☐ No ☐
	Ticket sales (through our Box Office)
	Yes ☐ No ☐

	*No additional charge for these resources
	*If yes, please also completed Box Office Agreement




	CTC USE ONLY - Code
	
	Date form received
	

	Deposit Invoice Number
	
	Full Invoice Number
	

	Deposit Amount
	
	Invoice Amount
	

	Deposit Date Sent
	
	Invoice Date Sent
	

	Deposit Date Paid
	
	Invoice Date Paid
	



Please now read and sign the Terms & Conditions overleaf.  If you would like to talk to someone about your event, please contact the Venue Officer on 01249 446699.






	Catering & Bar Details 

	Self-catering
	Yes ☐ No ☐
	If you are self-catering, please provide a copy of your Food Hygiene certificate and public liability insurance.

	Outside caterer
	Yes ☐ No ☐
	Name and contact of your catering company:

…………………………………………………………………………………

	Staffed Bar**
	Yes ☐ No ☐
	There is no additional charge to hire the bar.  ALL drinks must be purchased through the bar and any additional corkage charges agreed in advance with the Bars Manager.

	Contact Permission
	Yes ☐ No ☐
	Please indicate you give permission for us to pass your contact details to our outsourced Bars Team.



	Please sign below to confirm you have read and understand the following:

	☐	I confirm the hire is in accordance with CTC (Chippenham Town Council) Terms & Conditions, which I have 	received, understood and accept, including following good practice in relation to Safeguarding of children, young 	people and vulnerable adults.


	☐	I agree to pay a deposit and charges on receipt of an invoice from Chippenham Town Council.


	Signed:


	Date:




	Next steps

	On receipt of the fully completed form, we will review your application and confirm the booking and cost of your hire.


	We will send you a deposit invoice for 50% of the hire fee (please note cancellation charges in the Terms & Conditions document).

Payment can be made by:
Cheques made payable to 'Chippenham Town Council' 
Credit and debit cards payments at the Town Hall front desk or by calling Customer Services on 01249 446699
Bank transfer/online payment to Chippenham Town Council: Lloyds Bank, A/C No. 00075579, Sort Code 30-91-99




	Room Layout/Plan (optional)
















	Please return this form by email to venuehire@chippenham.gov.uk
or by post to Chippenham Town Council, High Street, Chippenham, SN15 3ER
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