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APPLICATION FOR THE HIRE OF FACILITIES
Submission of this form does not automatically guarantee acceptance

Title: 
Forename: ____________________________   Surname: _______________________________
Organisation (if applicable): _______________________________________________________
Address: _______________________________________________________________________ 
_______________________________________________________________________________
_______________________________________________________________________________

_______________________________________________________________________________
______________________________________________
Post code: _______________________
Contact Details

Office number: 
_______________________________________________________________
Mobile number: 
______________________________________________________________
E-Mail: 

______________________________________________________________
Booking Requirements

Type of activity / event: ___________________________________________________________
Room(s) required: ________________________________________________________________
(Main Room (Grey), Workshop Room (Orange), Office Room (Yellow), Outside Grounds)

Chairs/Tables required: _____________________________________________________________

Booking Prices (Tick Applicable box)
	
	Private Hire
	Community Event
(run by Company or Org)
	Community Event (run by community)

	Main Room (grey)
	£20.00 per hour
	
	£12.00 per hour
	
	Free
	

	Workshop Room (orange)
	£15.00 per hour
	
	£9.00 per hour
	
	Free
	

	Office Room (yellow)
	£12.00 per hour
	
	£7.50 per hour
	
	Free
	

	Outside Grounds
	£12.00 per hour
	
	£7.50 per hour
	
	Free
	

	Evening Hire of venue
	£100
	
	£60
	
	Free
	

	Day Hire of venue
	£200
	
	£120
	
	Free
	


Date(s) & times of hire
	Single Booking
	 

	 
	 

	Date
	 

	Day
	 

	Time from
	

	Time to
	 


	Block Booking
	 

	Date of Commencement
	 

	Date of Termination
	 

	Day(s)
	 

	Time from
	 

	Time to
	 


Availability of Centre

To check the current availability of the centre you can drop in to the Grange Pavilion, Email us at communitygateway@cardiff.ac.uk or contact us on Tel: 029 20 870456
Further information

Estimated numbers attending:
_____________________

Juniors ____________________
Additional requirements: ________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
I agree to abide by the Terms & Conditions of Hire if my application to hire is granted (document attached). I also agree that this signed document, for which I am making an application to hire, will form a contract between myself and the Grange Pavilion on the terms set out in this document.
N.B. You must be aged 18 or over to sign this form

Signed: ____________________________________________
Date: ____________________________

Please note that, on acceptance of booking request, copies of the following documents must be submitted to Community Gateway prior to the event:

· Risk Assessment (template can be supplied)

· Public Liability Insurance

Completed forms to be returned to:

Community Gateway, Cardiff University, Welsh School of Architecture, Bute Building, King Edward VII Avenue, Cardiff, CF10 3NB or email: communitygateway@cardiff.ac.uk

For official use only


Date received:	_  _  / _  _  / _  _  _  _			Total cost: _________________________


Charges: _____________________________	Deposit received: ____________________


_____________________________________	Receipt No.: ________________________


_____________________________________	Received by: ________________________


Signed: _______________________________	Date received: _  _  / _  _  / _  _  _  _


Contract Ref: ________	








