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[bookmark: _Hlk529431417]
A Charitable Incorporated Organisation
Registered Charity Number: 1157787   

[bookmark: _Hlk529431473]BOOKING FORM FOR HIRE OF THE UNDERCROFT OF THE OLD GRAMMAR SCHOOL 


	Contact Name:
	


	Job Title (if applicable):
	


	Organisation:  

	

	Address: (This will also be the address used for billing purposes)
	



	Telephone(s): 

	

	Email:

	




EVENT DETAILS

	Event Date: 
	


	No. of Attendees: 
	


	Event Name:
	


	Start Time: 
	


	Finish Time: 
	




Please provide information regarding the nature of your event, to include full details of any fitments, furniture, decorations, and electrical equipment, etc. to be brought onto the premises for use at your event. 

Booking Fees based on a half day or part

Charities or community:	£25.00
Professional or corporate:	£50.00
[bookmark: _Hlk517945994]Event or party: 		£100.00
[bookmark: _Hlk517255085]
An invoice will be sent to the Hirer once the booking from has been returned.  Payment must be made immediately upon receipt of the invoice.


Please read the following documents on the Charity’s website before submitting your booking form:

· Lettings Policy
· Terms & Conditions of Use, Fire, Health & Safety
· Children, Young People and Vulnerable Adults Safeguarding Policy


CANCELLATION

The Hirer must notify the Charity immediately of intention to cancel the booking.   If this is received within 7 days of the event the full cost of the hire charge may be retained.


[bookmark: _Hlk517255138]PLEASE RETURN FORMS TO:

Market Harborough & The Bowdens Charity
10 Fairfield Road
Market Harborough
Leicestershire LE16 9QQ

Telephone: 01858 419128                

Email: admin@mhbcharity.co.uk 
 www.mhbcharity.co.uk
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