SNAPE INSTITUTE – FORM FOR HIRING/BORROWING INSTITUTE EQUIPMENT (eg chairs, tables, cutlery, crockery etc)

Name ……………………………………………  Address ……………………………………………...

…………………………………………………………….Telephone number ……………………………..

Group/Society (if appropriate) …………………………………………………

Purpose/event to be held ………………………………………………………

Items and the number required: 

Please note the hire charges below are per day of hire.
	Item
	Number
	Charge
	Item
	Number
	Charge

	Tables @ £2 each
	
	£
	Crockery:
	
	£

	Chairs @ 50p each
	
	£
	Plate @ 25p each
	
	£

	Cutlery setting @ 25p setting
	
	£
	Bowl @ 25p each
	
	£

	Wine glasses @ 25p each
	
	£
	Cup and saucer @ 50p each set
	
	£

	Garden Jenga @ £5
	
	£
	
	
	

	Other (please specify)
	
	£
	Other (please specify)


	
	£

	Total this column
	
	£
	Total this column
	
	£


Date and time items to be removed from the Institute ……………………………

Date and time items to be returned to the Institute …………………………………

Total hire charge for the above £ ………………

(NB minimum charge is £5 irrespective of number of items borrowed)

Please note no booking is confirmed until this form has been completed and returned to Sarah Lowe, Laurel Grove, Snape, Bedale Tel 01677 411424.

The items must be retuned to the Institute in the same condition as when they left the Institute.  The items will be thoroughly checked after the hire has occurred and any damage/loss or cleaning which is required will be charged to the hirer. 

I agree to pay a deposit of £25 to the Snape Institute and agree to the Institute Committee withholding any or all of this in the event of loss/damage or cleaning being necessary after the return of the equipment.

Signed acceptance

I accept full responsibility for the items hired/loaned during the period of this booking and will make good any damage/loss which occurs.

Signed … …………………………………………. Date…………………………

This form should be completed and returned to Sarah Lowe (see address above)

Please make cheques payable to Snape Institute.  (BACS payments are possible – please contact Sarah for bank details.)
Privacy notice – we use personal data for the purposes of managing the hall, its bookings and finances, running and marketing events at the hall, staff employment and its fundraising activities.  Data may be retained for up to 7 years for accounts purposes and for longer where required by the hall’s insurers.  If you would like to find out more about how we use your personal data or want a copy of information about you that we hold, please contact the hall Secretary.
