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	Venue Hire Booking Form

	For more information about our spaces, including facilities and room capacity please visit www.chippenham.gov.uk/venue-hire/ or contact the Museum on 01249 705020 or email heritage@chippenham.gov.uk

	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
	
	
	

	Hire Times (allow time for set-up and clearing away)
	Room(s) required
	

	Hire start
	
	The Education Room (Museum)
	☐
	Hire end
	
	The Yelde Hall
	☐
	Event start
	
	
	

	Event end
	
	
	

	Resources for your event: 

	Tables
	Yes ☐ No ☐
	Flip chart & pens
	Yes ☐ No ☐

	Chairs
	Yes ☐ No ☐
	Tea, coffee & biscuits (Education Room only)
	Yes ☐ No ☐

	Screen for presentation (Education Room only)
	Yes ☐ No ☐
	Exhibition panels* (Yelde Hall only)
	Yes ☐ No ☐

	Video conferencing facilities (Education Room only)
	Yes ☐ No ☐
	Portable projector & screen (Yelde Hall only)
	Yes ☐ No ☐

	Additional info, including room layout required:

	* Please discuss any exhibition requirements with a member of the museum team before making your booking




Please now read and sign the Terms & Conditions overleaf. If you would like to talk to someone about your event, please contact the Museum on 01249 705020 or heritage@chippenham.gov.uk

	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 where applicable and charges on receipt of an invoice from Chippenham Town Council.

	Signed:


	Date:


	Please return this form by email to heritage@chippenham.gov.uk
or by post to Chippenham Museum, 9-10 Market Place, Chippenham, SN15 3HF
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