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Warminster Civic Centre 
Booking Form

	Date of Event

	

	Name 


	

	Address

	

	Contact Telephone Number 


	

	E-mail


	

	How many people
attending in total


	

	Type of Event:


	Hire start time*:                        Event start time:
Hire end time:                          Event end time**:
*Hire start and end time should include preparation and dismantle time
** Event end time is when premises is vacated by guests.
Depending on the type of function door staff may be required which will be arranged by Civic Centre staff. We are happy to discuss arrangements and costs.


	Equipment required:
Room Layout:


	Catering information – If you are having caterers, please supply details below.

Name and Address

Contact Tel no & Email:

Food Hygiene Certificate No:

	Music / Entertainment - If you are having music, please supply details below Live Band / Disco / Other. 

Name and Address
Tel No:

Email

	Total hire cost (A non-returnable deposit maybe required)

Cancellation Charges:
 a) Up to two months’ notice - Full refund

 b) Up to one months’ notice - 50% refund

 No refund is payable if your booking is cancelled within one month of the event.

I have read and agree to the Terms and Conditions of hire for Warminster Civic Centre. I confirm receipt of the floor plan of the building, date, and emergency evacuation details.

Signed

Date

Please sign this form to confirm your booking. Upon receipt, we will then send you an invoice. 

Please pay by BACS to HSBC. Sort code 40-45-23, Account No 91001000, Account name Warminster Town Council, quote/reference your invoice number.
                                                                                                                             Please return forms to: Warminster Civic Centre, Sambourne Road, Warminster, BA12 8LB or email them to: civiccentre@warminster-tc.gov.uk
VAT registration 771 5766 00.
 All prices quoted are inclusive of VAT If you need further information or wish to speak to a member of staff, please telephone 01985 804666 or email civiccentre@warminster-tc.gov.uk.

Your booking or events may be of interest to the public and by signing this form you consent to your details being shared and events being publicised by the Town Council

	For Office Use Only:
Door staff booked   Yes/No                          Date booked
Invoice No:
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