REQUEST TO RESERVE RIVERHEAD VILLAGE HALL
PLEASE RETURN THE FORM IN WORD FORMAT BY EMAIL to clerk@riverheadparishcouncil.org.uk AND DO NOT SIGN UNTIL RESERVATION IS CONFIRMED

RIVERHEAD VILLAGE HALL


DATE  _______________________

Between the Riverhead Parish Council (“the Council”) And  ___________________
____________________________________________________________________   (“the Hirer”)
In consideration of the hire fee described below the Council agrees to permit the Hirer to use Riverhead Village Hall for the purpose and periods described. This Hire Agreement includes the Standard Conditions of Hire and Further Conditions of Hire set out in the attachments.

Name of Organisation’s Authorised Representative(s) ___________________
(If hirer is an organisation)
Address: ______________________________________________________

Post code: ____________________

Contact Telephone Number(s): _____________________________________

Hire Fee:
Weekdays 	£16.00 per hour
Weekends	£19.00 per hour day time
£30 per hour Friday - Sunday evening (9pm to 23.30pm)
Committee room £10 per hour

Deposit : £100.00 

Commercial Hirer –   YES  /  NO						

Date(s) required:  _______________________________________________	
Time(s): ___________________________________________________________	
Number of hours per session: _________________________________________
Purpose of Hire: _____________________________________________________


Please pay in full two weeks in advance of date of function. Bank details to pay direct will be provided here when contract is finalised.

For repayment of deposit after the event, please provide the following details:
Name on bank account:
Sort code:
Account:

It is hereby agreed that the Standard Conditions of Hire and Further Conditions of Hire shall form part of the terms of this Hire Agreement unless specifically excluded by agreement in writing between the Council and the Hirer.

IF YOUR DATES ARE AVAILABLE, THE PARISH CLERK WILL COUNTERSIGN AND RETURN THE COMPLETED DOCUMENT TO YOU TO COUNTERSIGN

Please note that to enable the Caretaker to contact you to arrange access to the hall, a copy of this agreement is provided to her so that she has your details. That copy will be destroyed after the hall has been checked following the last date of booking. The original signed copy is evidence for accounting purposes and as such will be kept for 8 years.

Please visit http://www.riverheadpc.kentparishes.gov.uk/policies-and-procedures/ to review Riverhead Parish Council’s Privacy and Retention & Disposal policies.

CARETAKERS DETAILS WILL BE PROVIDED ONCE RESERVATION IS CONFIRMED
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