LYMPSTONE VILLAGE HALL BOOKING FORM Version29 May 2017

) L K ey sollect in person from: Al cohol Licencles
Bookings, Enquiries & A®Y{diie counterin village stores, | Sally Harradine

Tel ephone: (01395) |40pp&itk fhe Swan & Station Hill) Marstrands, Longmeadow Rd
Michael Wilkes, Bookings Manager & Treasurer, | 07:00 to 21:00 7 days a week. Lympstone EX8 5LW

River House, The Strand, Lympstone, EX8 5EY | Return keys there after hire Telephone (01395) 282649

Bookings are managed by Michael Wilkes (01395 265147). Please contact him to check availability & to discuss details of
your requirements. He will be able to provide a price quotation. You can make a provisional booking when you speak to him,
but you must return this form within 7 days to confirm your booking. NB - we do not accept bookings for teenage parties.

If you have not hired the hall before you will need to read information about our facilities and charges. This is all available
on our website at www.lympstonevillage hall.co.uk . You can ask for a tour of the facilities, most useful for large events.

The website also has our full terms & conditions which you must accept when you sign this booking form. We will send
these to new hirers. We will confirm acceptance of booking by post to the address you give. We will send you more infor-
mation if you are a new hirer, including how to get the keys. Please read and check everything carefully to avoid problems.

The hall’s three main rooms, plus our kitchen and bar are all bookable by the hour. We charge a published rate per hour and
a reduced rate for preparation and clearing-up time before and after your event. See hire charges on website. You can book

rooms in combination or the whole complex. Our licence sets end-of-evening closing times which apply to all events, unless

you request and pay for a licence extension. See back of form for further notes and guidance

Section 1 Your details. YOUr Name .......cccuvviveeieiiiecce et

Phone no. - fixed & MOobile.........cooeiiiiiice e EoMail e e s
If booking for an organisation or COMPANY, ZIVE TS NAME ....c.ccecciieie ettt sttt s et s et s e ste st sbe e sae e sessessebesenssrnanas
Your address and postcode. This is the address we will send the acceptance and iNVOICE L0 .........cceuevcvevesvsrsveseecrieisrvsisinaanan
................................................................................................................................................... POStCOAE ..o

Section 2 Your event. The minimum charge is for one hour, and by the half-hour thereafter. You should normally book
preparation and clearing-up time (lower cost; by the half hour) - see Section A overleaf for guidance and example of timings.

TYPE Of @VENT - PIEASE DB SPECITIC cueuieieeietiet ettt st sttt bttt e e etesteste e e sesteseb e et easaseaseate st seenessensantarens
If you want to book multiple events and enter all dates in Section E overleaf or on a separate sheet

Day & date of event ... Start time of event .......ccoceveunnnne Finish time of event .......ccccceeevevennnnen.
Time required for preparation - from ............. L (o JUUUR Time for clearing up - from ............ to ............

Section 3 Your requirements for rooms and facilities. If you need help see our website for layout or call Michael Wilkes.
Tick all boxes that apply. Use of chairs, tables, heating / air conditioning, gas & electricity included. We will confirm availa-
bility and charges on our acceptance letter.

Main Hall & Stage Function Room Committee Room Whole Complex (all 5 rooms)

Kitchen (for food Kitchen (tea making only - Bar Crockery, cutlery & glasses
preparation) 1 hour charged)

ALCOHOL Will you be selling alcohol? Eor stage Iighting, sound equipment or oth_er AV facilities, tick boxe:_g &
Will you be servin If yes, bar licence needed so ring Don Mildenhall on 01395 260500 to discuss and arrange specifics
alcohol? (Yes or No) read and complete Section 4 Stage lighting I I Projector Audio/PA

External patio (with function room) —excludes preschool Portable staging Other equipment—call to discuss

play area / garden at rear — extra charge applies for this
Wedding ceremony + reception Wedding reception only I I

Section 4 Bar licence Read notes overleaf to understand why this is important. A bar licence must be arranged in advance.
Period during which alcohol will be sold - from ........ccccovveeecieeceenne 10t

Details of person who will be responsible for the bar, if already known : Name .........ccoeveieeececee it
AAArESS...eeveiiecieeieiire et evenes Phone .....cccooeeeivieicreecee Office use only : Licence application accepted I:I

Section 5 Your agreement and signature. By signing and returning this booking form you agree to our terms and
conditions — see overleaf for summary. You can see our full terms & conditions on our website, or ask to be sent a copy.

YOUr SINAUIE ......covveiiiiee et e Date ....ccovevvreernicnnnenns



NOTE: We cannot accept
niture etc with you. We have

there are no noise or access

A.Notes and Guidance on event

bookings

ti
Each room has an hourly charge rate - see our charge sheet, available on our website and the noticeboard in

el ectroni
many per mut
conflicts i

mes and

ally [/ on
ions of r
2 rooms a

our Makaegildg

the Hall& porch. Rooms may be hired in any combination subject to availability. Please give us:

1) the actual event times and

The Actual Ev e nt id dtraigbtforward. The Pr epar at i on
to give this careful thought, particularly in the case of large events where a lot of preparation time is required.
Example:Fi | m Shhooomwr s open 7pm, film

We need an accurate finish time as another hirer may have the hall booked immediately after you leave. If you

ends

have any questions before making your booking, please call Michael Wilkes.

10pm

2) the required preparation and clear-up time (charged at a lower rate).
dimealis ntie @agiable &hgd you need

3 hour s.

Changes & c a:rBookihgt wiltbe takersas firm if no adjustment has been requested by you on

receipt of our acceptance form, so please read all paperwork we send you carefully. We are a charity. No VAT

payable.

If we request ad e p o (své normally do this for weddings and large events): we hold this against your final
payment. Bookings can be cancelled but we reserve the right to make a charge of up to 50% of the full hire

charge if we cannot re-let. For a cancellation within 48 hours this becomes 100%.

B.This hire is made under

our

-Pleaseses ourawabdite dEondi t i on s
www. | ympst on e v iof askafagg euhfal IT&Cs if you aveknot familiar with these. You, either as a personal hirer

or on behalf of a hiring organisation, agree to the T&Cs, by signing the booking form, and to pay invoices for hire
within 14 days of receipt. We wi | | charge

extra

i f you

pay | ate.

All bookings are accepted at the discretion of the VHMC. No reason for a refusal need be given.
C.SELLI NG ALOOK@Ishave a bar

If you plan to s e &ldohol then authorisation must be obtained by supplying information about who will be run-
ning the bar. A licence fee (currently £11 per day or part) is charged. (A dree bar6does not need a licence. Our

wedding package includes the bar licence)
Sally Harradine (contact details overleaf) administers bar licences on behalf of the Management Committee.

Please ensure that you give us the name and contact details fort_h e
e v_e nlftnot entered overleaf, we will ask again 6 weeks before your event. We will write to this individual 28
days before your event setting out their responsibilities under the 2003 Licensing Act and transferring responsi-

|l icence

from suslad f ygou

person

responsi bl

bility to them for the sale of alcohol for the event. Only when they sign and return the form we send them will

your organisation concerned be authorised to sell alcohol at the event. A register of the authorised individuals

is maintained by us.

e

Prepa

(0]

eV épt

1

f

(

|l tyoaresponsibility to provide us with he informat.i
the event . Failure to do so may result in the refusa
sell al cohol Wiethavy o discretowie thig - .Government laws apply, enforced by EDDC.

No supply of alcohol to under 18 is allowed on our premises, even if it is not sold.

D.What happens next?

We will send you an acceptance and confirmation of your booking as soon as possible. Please check this when
received to ensure that we have understood and recorded your requirements correctly. We will also send you
full details of how to obtain the keys, and how to gain access to the building. If you are a new hirer we will send

you a detailed guide about where to find things. An invoice will be sent to you immediately after the event.

b

I f you need to change or cancel your booking please

A cancell ation charge may be payabl e.

E .EnterdetailsofMu |l t i pl e Bewmwki hgs nsuf ficient space, please us
Day Dat e Start tilme Fjinpnjsh t|me Specific n

€



