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Hire of Rooms Booking Form 

	Details of Hirer

	Organisation

Contact Name 

	Address 

	Telephone contact 
w:

m:


	Email   



	Date of Hire      (Please give dates of all bookings) 

	Daily 
(in 1 week)
	

	Weekly 


	

	Bi Weekly
	

	Monthly 


	

	Quarterly
	

	Room Required 
	Session

	Council Chamber                     

No1 The Town House              


	Morning 

Afternoon 

Evening  

	Equipment 

	Flip Chart / Whiteboard 
	

	Flip Pad
(Whole pad purchase only) 
	

	Pens 
	

	Urn 
	

	Cost 

	Room Hire                                                                 £
Equipment Hire                                                         £
Total                                                                           £_______

	Authorisation 

	Signed by Hirer
Date 


	Confirmed by Town Council 
Date 
	Payment Received 

(cheques payable to Coleford Town Council) 

	NB   The Town Council reserves the right to cancel or postpone any booking
         Payment must be made at time of booking  
         Arrangements must be made at least 2 working days prior to event to collect a key
         from the Town Council offices 


Scale of Charges

Council Chamber 
Charity & Voluntary Organisations




£10.00 
Local Government or Statuary Organisation 



£15.00 
Coleford Parish Professional Organisations  



£20.00 
Other Professional Organisation 





£25.00 
No1 The Town House 
Charity & Voluntary Organisations




£10.00 
Local Government or Statuary Organisation 



£25.00 
Coleford Parish Professional Organisations  



£30.00 
Other Professional Organisation 





£40.00 
Sessions 
Morning 

9.00 am – 12.30 pm 

Afternoon 

1.00 pm –  5.00 pm 

Evening

6.00 pm - 10.00 pm 

NB 
The Council Chamber is not available for evening sessions 

Equipment Hire  
Portable Flip Chart / Whiteboard 





£5.00 per session

Flip Chart pads 







£15.00 per pad 

Pens 









£2.50 per session 

Urn 









£3.00 per session 

Tables & Chairs 







Free

Photocopying 
Black & White 




£0.03 per copy




Colour






£0.05 per copy 

NB 
Photocopying will be provided by Council Officers. 

Council work will take priority 


Runs exceeding 50 copies 24 hours notice must be given.
Conditions of Hire 

1. The room must be left in the same condition as at the commencement of the hire 

2. Any damage to the room or equipment will be charged to the hirer.

3. No smoking 

4. No sale or consumption of alcohol without prior permission of the Town Council 

5. Payment on return of the form

6. The Town Council will reserve the right to postpone or cancel any booking 

7. No fly posting of events although the Town Council will make its notice board available on request.










Annie Lapington   Town Clerk 



Carolyn Dixon   Deputy Clerk 
Coleford Town Council No 2 The Town House, Lords Hill Walk Coleford GL16 8BD

T: 01594 832103  E:townclerk@colefordtowncouncil.gov.uk  W: www.colefordtowncouncil.gov.uk.

Coleford Town Council Working for You
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