
HIRE AGREEMENT APPLICATION FORM- (Southborough Civic Centre)

	To Request the Use of: 
This form to be completed by the applicant and submitted to the Council Offices

	Name of Organisation


	

	Applicant’s Name 

Address &

Post Code 


	

	Telephone No


	

	Email address


	

	Reason for hire

	
	Maximum number of persons
	

	Accommodation required 
	
	With / without heating
	

	Days


	
	Dates
	

	Times (including preparation and clear up time)
	

	Furniture and equipment requirements
	

	Insurance certificate available / unavailable*
	

	Caretaking requirements

(Details for duration etc)
	

	Risk assessment attached.
Public Liability Insurance attached


	

	Signed
	
	Dated
	


*Commercial hirers must have their own insurance of at least £5,000,000 to be seen and copied by the Council.  For non-commercial hirers the insurance will be applied at 3.15% of the hire charge unless own insurance seen, and a copy attached.
	For office use only:
	Date

	Application Approved / Refused (delete as applicable)
	

	Hire Agreement Letter & Hire Agreement Form & Conditions of Use sent together
	

	Risk Assessment acceptable / Not required
	

	Insurance Seen / Insurance included (delete as applicable)
	

	Hire Agreement Form signed & returned
	

	Invoice(s) Issued

	Invoice Number(s)  

	Payment(s) Received


