GATEWAY BOOKING FORM


Name of Organisation




Contact Name




Address


Tel No. & email address



Type of Event




Date Required




Expected attendance
  Adults  

Children  


Hours Required

  From


To


Total Hours


(including set up & breakdown)

Rooms Required

Ground Floor:


Auditorium      ( 
Preston Lounge
  (        


Small Hall          (        

1st Floor:


Westfield Suite  (
Lyde Room         (
Equipment Required (chairs, tables, overhead projector, flipchart, white board, etc)



Layout Required



Catering Requirements (timings & type of refreshments)



Proof of Insurance Cover (Terms & Conditions Para 3.c.i. refers)




Special Requirements


Declaration by Hirer:

I acknowledge that I have received a copy of the terms and conditions relating to the use of the GateWay and agree to abide by them.  I will pay for the hire on receipt of an invoice following the event.  I agree to pay for the reinstatement following any damage to the property or contents caused as a result of this booking.  Proof of Insurance cover is enclosed; either copy of insurance document or letter confirming insurance cover.


Date



Signature









						Post Code





FOR OFFICE USE ONLY





Agreed Cost:





Hire of Building by Yeovil Community Church	£





Catering carried out by The GateWay Coffee Shop	£





Date Booking Confirmed:            Invoice No. and Date Issued:                    Date Balance Received:











