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 HOLY TRINITY CHURCH TEWKESBURY




        Booking Form for Church Members and Charities 



                   Holy Trinity Church Office, 10 Oldbury Rd, Tewkesbury GL20 5NA



       office @trinitytewkesbury.org.uk
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Please read carefully and complete all sections before signing this form
	Name of 1st responsible adult (printed please)

	

	Name of 2nd responsible adult (printed please)

	

	Name of organisation
	

	Address of hirer or organisation address

	

	Telephone
	

	Email
	

	Reason for hire


	

	Date(s) of Hire


	

	Room(s) required
	

	Time of hire          

Please include setting up and clearing away time as part of the booking
	From:
	Until: 

	Is the kitchen required?
	YES/No

If yes, please note that you must supply, use and take away your own tea, coffee, milk and sugar and tea towels. 

	Number of chairs/tables
	Long tables
	
	Short tables
	
	chairs
	

	Key(s) collection
	Please arrange a date and time to collect key(s) from the Church Office.  You may also be given an out-of-hours emergency phone number if appropriate.  The key must then be posted back through the Church Office door after the event. 

	Terms and Conditions
	Hirer to send completed booking form with signed Terms and Conditions form


	Room
	Charge per hour        

	Room 1     
	£9.00                

	Room 2    
	£12.00                     

	Room 4   
	£18.00                     

	Kitchen
	See below

	OMH
	£15.00


Please send this completed Booking Form and signed Terms and Conditions form together with the full payment for the dates at least 5 days in advance to ensure room(s) and equipment can be booked   Non-payment will result in cancellation of the booking. 
Holy Trinity PCC will assume the hire has kept a copy of the completed booking form

Payments can be made by bank transfer or cheques.  Please add your name and date of event as payment reference to   Holy Trinity PCC     Sort Code: 60-05-16      Account Number: 24583162 
· I have read and agree to be bound by the Conditions of Hire. 
· I am the person responsible for opening and closing down this booking. 

· If I am part of an organization I have attached the Risk Assessment.  

· I have added all the equipment I need for the event and I understand that these resources may not be available unless booked on this form

· I understand that the payment that I have made for all the dates and times I have requested will not be refunded in case of any cancellation.  
Name of Hirer (printed please)  ______________________  Signature of Hirer  ____________

Today’s date:  ______________________
For Office Use Only   


Payment of £                    Date received 


RA received? Y/N


Ts and Cs received? Y/N











