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ROOM HIRE AGREEMENT & BOOKING FORM
Name of Organisation/Group: _______________________________________
Contact Name: _______________________________________
Address: _______________________________________

Telephone: _______________________________________
Email: _______________________________________
ROOM REQUIRED (please tick )

     Large Community Room

     Meeting Room 1

     Meeting Room 2

      IT Room

       Café Area

       Training Kitchen       
  
BOOKING DETAILS
Date of Hire: _______________________________________
Start Time:  ______________
Finish Time:  _____________
Purpose of Hire/Event:  ____________________________
Expected Number of Attendees: ______________

ROOM HIRE CONDITIONS
By signing this form, I agree to the following:

Room/facility will be left clean, tidy and in the same condition as it    was found. 

   All rubbish will be removed or placed in the bins provided.

    Any spillages will be cleaned up immediately.

Tables, chairs and equipment will be returned to their original            positions.

I accept responsibility for the conduct of all attendees associated        with my booking.
Any loss, damage or breakages caused during the hire period must be reported immediately.

I agree to pay for any damage, loss or replacement costs resulting from    the use of the facility.

I understand that Pan Together Community Centre accepts no    responsibility for personal belongings left on the premises.

I agree to comply with all health and safety requirements and emergency procedures.

CATERING OPTIONS
Why not let us take care of the food?
🍽️ Buffet Lunches Available for Groups
We can provide freshly prepared buffet lunches for larger groups and events.
Prices range from £10 - £15 per person depending on menu choices and requirements.
Please let us know if you would like catering information and a menu.
         Yes, please contact me regarding buffet catering.

          No catering required.

DECLARATION
I have read and understood the Room Hire Conditions and agree to abide by them.
Signed: ____________________________________________
Print Name: _______________________________________
Date: ______________________________________________

OFFICE USE ONLY


Booking Approved:           Yes            No
Room Hire Fee: £ __________


Buffet Required:                Yes             No
Staff Initials: __________  
Booking Reference: __________________

Pan Together Community Centre
Downside Community Centre
📞 01983 248170 / 01983 248171
📩 enquiries@pantogether.org.uk
"Helping our community come together."
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