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	WI Centre, 6a Walden Road, Huntingdon, PE29 3AZ
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	01480 453137
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	ofice@hpfwi.org.uk

	Office hours: Tues, Weds, Thurs 9am – 1pm

	



HALL HIRE BOOKING FORM

Please complete and return this form to the above address at least 4 weeks prior to your preferred hire date.  You will then receive an invoice – which must be settled IN FULL no less than 4 weeks prior to your hire date.  Bookings made less than 4 weeks in advance will require full payment at time of booking to secure your booking.

	HIRER DETAILS

	Name of Organisation:
	

	Contact Name (“The Hirer”):
	

	Address:
	

	
	

	
	

	Contact details for invoicing (if different to above):
	

	Telephone Number:
	

	E-Mail:
	

	Purchase Order Number:
	



	FUNCTION DETAILS

	Name of the Event:
	

	Date of Hire:
	

	Between the Hours of:
(including set-up and clear-up times)
	From:
	
	To:
	

	Rooms Required
Tick box as applicable
* shared use of the kitchen is included
	Large Hall - £14 ph
(max 80 seated theatre style, 60 cabaret style, 40 boardroom style)
	☐
	
	Committee Room - £10 ph
(max 30 seated theatre style, 25 cabaret style, 15 boardroom style)
	☐
	
	BOTH ROOMS - £24 ph
	☐
	Number of hours per session:
	
	hrs
	Hall hire charges per session
	£

	Keyholder charge:
(open and/or close @ £4 ea)
	Open:
	☐	Close:
	☐


	I agree to pay the following fees:
	Room Hire Fee
	£

	
	Keyholder Fee
	£

	
	TOTAL
	£



I have read and agree to abide by the Terms and Conditions and undertake to make any *ADDITIONAL PAYMENT, which may be necessary in connection with conditions (6) and (7) of the Terms and Conditions as issued to me:

	Signed:
	
	Date:
	

	PRINT NAME:
	

	Position:
	




On behalf of Huntingdon & Peterborough Federation of WI’s:
	Signed:
	
	Date:
	

	FEDERATION CHAIRMAN




	



PARKING AND ACCESS
Parking is available on a first-come, first-served basis. The barrier will be raised to allow access.
When leaving the car park the barrier will raise automatically.

Disabled access to the building is available via the main entrance.  There is a ramp into the large hall, level access into the Committee Room from the large hall.  Access to the disabled toilet is available via the main entrance.

Disabled access to the small meeting room and access to the disabled toilet from the Committee Room may not be available if the large hall is in use.
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