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Tel 01234 344813

Wedding Booking Form
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Name of applicant: ………………………………………………   Signature: …….……….…………………


(Block Letters)
Address: ………………………………………………………….    Date Signed: ……………….……………

              ……………………………………………………………………………………….………………………….

             Contact Tel No: ……….………….…

E-mail address: …………………………………………

I wish to hire the following room(s):
Date of Hire: ……………………………………………….

(Please tick appropriate box[es])


Main Auditorium


Names of Bride & Groom: …………………………………


Harpur Suite


Howard Room



…………………………………………………………………





Event Times

Access required at: ……    Event starts at: ………    Event finishes at: ………    Exit from venue: ………   
Maximum estimated attendance: ………  

Technical Requirements

Bar/Catering Requirements

Staffing Requirements


(Tick appropriate boxes)

(Tick appropriate boxes)

(Tick appropriate boxes)




Sound and Lighting Technician

In-house Beverages


Door Security



Sound system



In-house Catering


Cloakroom Attendants



Stage lighting



Use of full Kitchen facilities


 



Audio visual equipment


Use of Servery facilities

              



Stage                 


Bar (licensed/soft drinks*)
 




An additional charges will be made if you tick any of the above boxes (except for Bar).


I wish to hold my civil ceremony:


If you are holding the ceremony in our venue
(Please tick appropriate box)
you must confirm that your Registrar is booked within 7 days of making your booking.


Elsewhere








In the Mayor’s Parlour
 (max 20 guests)

Time of ceremony: ………………
In the Old Council Chamber (max 55 guests)
Time of ceremony: ………………



How did you hear about our venue?  ……………………………………………………………………….
   
Please return this form with your deposit within 14 days to secure your booking.

Bookings made prior to 1 January each year are subject to an annual price increase.


For Office Use Only


Risk Level    Low/Medium/High

Date application received: ……………….

Received by: …………………………………

Total Room Hire Charge: ………………..

Amount of deposit: …………………………..

Date full payment due: ……………………….

Date deposit received: ………………………..


Entered on Artifax

Date: ……………
Receipt No: …………………………………..


BACS form received
        
Conditions of Hire received

Civil ceremony booking form if 

civil ceremony is with us
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Civil Ceremony Booking Form


Name of applicant: ………………………………………………   Signature: …….……….…………………


(Block Letters)

Address: ………………………………………………………….    Date Signed: ……………….……………

              ……………………………………………………………………………………….………………………….

             Contact Tel No: ……….………….…

E-mail address: …………………………………………


Date of Ceremony: …………………………………
Time of Ceremony: …………….

Names of Bride & Groom: ……………………………………………………………………………………

Maximum estimated attendance: ……… 
Please note that access to the room is no more than 
I hour prior to the ceremony. 


I wish to hold my civil ceremony:



(Please tick appropriate box)




In the Mayor’s Parlour
 (max 20 guests)


In the Old Council Chamber (max 55 guests)




Please confirm with us that you have booked your Registrar within 7 days of returning this 
form to us.  Failure to do so could result in us cancelling your booking






Please tick the appropriate box if you require any of the following additional services:


Reception drinks after the ceremony


Canapés

Floral decorations


Provision of these services is at an additional cost.


How did you hear about our venue? ……………………………………………………………………….
    

For Office Use Only


Risk Level    Low/Medium/High

Date application received: ……………….

Received by: …………………………………

Total Charge: ………………..



Amount of deposit: …………………………..

Date full payment due: ……………………….

Date deposit received: ………………………..

Entered on Artifax

Date: ……………
Receipt No: …………………………………..


Is Reception in our venue?     Yes

 No



Has confirmation of Registrar booking been received? 
Yes

No
Name of Registrar: ……………………………………………………………………….
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