	SERVING THE COMMUNITY

	326 HIGH ROAD, ILFORD, ESSEX IG1 1QP

TEL: 020 8220 2290 FAX: 020 8911 9246

	cardinalhcentre@aol.com
cardinalhcentre@hotmail.co.uk


CARDINAL HEENAN CENTRE
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COMPLETE, PRINT OFF AND BRING TO THE CENTRE
Evening Hall Hire

DATE REQUIRED*
enter date required             DATE OF BOOKING enter date booked
PURPOSE * (see below)
enter here the purpose of the booking
ESTIMATED NUMBERS (Max 100, Sat only) 

enter the MAX number of people attending
Commence * start time

Finish * end time​​
TOTAL COST: Hours required        (minimum 4 hours) X £40 per hour =
    £0 FORMTEXT 

0

Hall Hire payment received for the Centre by:                                                     
Date:                        
                                                                                                     
NAME OF APPLICANT
(in capitals) *
NAME OF APPLICANT (RESPONSIBLE PERSON)
ADDRESS OF APPLICANT *
line one of your address




line two of your address




line three of your address
POST CODE *
your postcode
PHONE NUMBER: Daytime *
your day time phone number Evening * your evening phone number

Email address:


enter your email address here
REFUNDABLE CASH DEPOSIT £250.   Paid: YES/NO 
Received for the Centre by:                                            
Date:                        
                                                                                                     
RECEIPT ISSUED: YES / NO 
Dated:                                       
No:                            
 
Note: Deposits will be refunded 7 days after function)
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Print Name   
……Signature … …    ¬    Date  …   
COPY OF FIRE REGULATIONS PROVIDED YES / NO
CARETAKER CONFIRMED: Name 



Phone Number: 




* Denotes required information

This form does not guarantee a hire or constitutes a contract to hire.

Purpose of Hire: The Centre reserves the right to refuse or cancel any booking.
(A full refund will apply if applicable)

CONDITIONS OF HIRE OF THE CENTRE 

· The hall is available for the hire at the following rates:
£40 per hour (min 4 hours).
      (Weekend evening hire from 6pm, weekday at CHC’s discretion)      
£250 cash deposit (refundable).
                                                                                            
£50 caretaker fee.
· Both the hire fee & the deposit must be paid minimum three weeks in advance. The deposit will be returned 7 days after the function, provided all the conditions are met to the satisfaction of the Centre Management.

· Cancellation less than three weeks before function date will attract £75.00 penalty.
· Music and supply of drinks must end at 11.00 pm and the hall and car park must be vacated by 12.00 midnight Saturday only (Sunday at discretion of CHC Management) Failure to comply may result in forfeit of deposit.
· The hirer is responsible for the cleaning up the hall, kitchen and surrounding areas after use. 

· Noise level from amplifiers etc. must comply with regulations at all time and with consideration of neighbours.
· NO SMOKING UNDER ANY CIRCUMSTANCES IN THE BUILDING.
· The hirer is responsible for keeping external doors closed during the hire and for the good behaviour of the guests in the centre and car park.

· The number using the hall must not exceed 100 persons.

· ONLY BLU-TACK or similar product to be used for hanging decorations – NO ADHESIVE TAPE of any description. Failure to observe this requirement will result in the deposit being forfeit.

· No CONFETTI, table confetti or similar under any circumstances.
· All rubbish must be removed from the centre. The hirer should make arrangements for rubbish removal on night of hire. Alternatively we can remove it for a small fee. Each bag = £2.00

FAILURE TO COMPLY WITH THE ABOVE CONDITIONS MAY PUT YOUR DEPOSIT AT RISK
PLEASE READ THE ABOVE CAREFULLY BEFORE SIGNING BELOW

I agree to abide with the conditions of hire set out above         FORMCHECKBOX 

Signature of hirer:
SIGNATURE   
Date: ¬    DATE  …
Print Name:

ENTER YOUR NAME HERE   
Received


 Back by:
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