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THE KING EDWARD VII MEMORIAL HALL, HIGH STREET, 
NEWMARKET, SUFFOLK, CB8 8JP

BOOKINGS TEL: 01638 667227 Out of Hours Stuart Fox 07515 255669
APPLICATION FOR HIRE OF FACILITIES

Hiring Organisation: ………………………………………………………………….
Name of Applicant: ……………………………………………………………………
Position in Organisation: …………………………………………………………….
Address ……………………………………………………………………………….
………………………………………………………...  Post Code 
Telephone No: (Daytime)  …………….…………...........(Evening)

Email ……………………………………………………
	FACILITY 
	Date of Hire
	Time of Opening and Closing (this must include set up time)
	Time of Activity

	Main Hall 
	
	
	

	Kitchen (only)
	
	
	

	Licensed Bar
	
	
	

	Stage & PA System
	
	
	

	Sir Ernest Cassel Meeting Room
	
	
	

	Council Chamber
	
	
	


Special items to be required for the booking

	Items
	Quantity
	Charges
	No Charge Applicable

	Licensed Bar
	
	£50.00 one off charge
	

	Chairs
	
	
	No Charge Applicable

	Tables
	
	
	No Charge Applicable

	PA System
	
	£5.00 one off charge
	

	Microphones
	
	
	No Charge Applicable

	Projector
	
	
	No Charge Applicable

	Screen
	
	
	No Charge Applicable

	Chair Covers
	
	£1.00 per cover
	

	Table Covers
	
	£4.00 per cover
	

	Set Up of tables and chairs required (does not include table/chair dressing) 
	
	£15.00 one off charge (please see page 3 for set up styles)
	

	Removal of tables and chairs required (does not include removal of table/chair dressing)

	
	£15.00 one off charge
	

	Dressing of tables with tablecloths
	
	£0.20p per table
	

	Dressing of chair with chair covers
	
	£0.20p per chair
	

	Dressing of chair with bows
	
	£0.20p per chair
	

	Removal of tablecloths
	
	£0.10 per table
	

	Removal of chair covers
	
	£0.10p per chair
	

	Removal of chair bows
	
	£0.10p per chair
	

	Tea/Coffee
	
	£2.50 per person
	

	Buffet
	
	To be advised when booking as subject to customer requirements
	


1) Type of Activity
Please state the purpose of your function: ..........................................................................

Please tick the appropriate box relevant to your function:-

Public event with no entrance fee applicable



□
Private Function 






□
Ticket/Pay on the Door





□
Ticket Only







□
Will you be serving alcohol at no cost at the function


Will you be selling alcohol at the function




2) Functions where alcohol is served at no charge 

Applicants shall be aware that at functions serving alcohol at no charge, the alcohol must be served from behind the Licensed Bar area only. The standard hire charge of the Licensed Bar Area shall be £50.00.

3) Selling Alcohol at the function
Applicants selling alcohol at the function are required to obtain a TENS Licence from Forest Heath District Council.
The original and a copy of the TENS Licence must be submitted to the Venues Administrator seven days in advance of the function taking place.
The Venue Administrator must display the original TENS Licence in the bar area prior to the function taking place.
Customers wishing to trade on the Newmarket Town Council Premises Licence are required to use the Town Council recommended Bar Services.
Customers must be aware that alcohol shall be served from behind the Licensed Bar Area only. The standard hire charge of the Licensed Bar Area shall be £50.00.
4) NOTES to 2 and 3 above
Subject to 2 and 3 above, hirers shall be aware that spot checks will be carried out by the Town Council. 
5) Deposits and Additional Charges
On booking the Memorial Hall or Sir Ernest Cassel Room, a deposit of 20% of the total sum of the hire cost must be received within 3 working following receipt of the Town Council’s invoice. Failure to pay the required deposit, will result in the booking being nil and void.
i. Additional Deposit for functions serving or selling alcohol

A booking that involves either the selling or serving of alcohol and/or Live Music, the customer shall deposit with the Venues Administrator, in addition to the 20% deposit, a cash deposit in the sum of £200. The £200 cash deposit must be received within 3 working days following receipt of the Town Council’s invoice. Failure to pay the required deposit, shall result in the booking being nil and void. If the venue is left as found, the deposit will be returned immediately to the customer i.e. the following day. 
However, in the case of the venue being left in an untidy/unclean state or if damage has been caused to the venue, then any costs incurred to the Council for any damages caused or cleaning hours, shall be charged to the customer and shall be directly deducted from the £200 cash deposit.
In addition, should the hire period run beyond the hire time noted on the booking form, the additional time used shall be charged to the customer in an additional invoice, which will be directly deducted from the £200 cash deposit. 

Note: Hire periods running beyond the hours of 12.00 midnight, shall be charged at double rate. 
ii. Additional Costs for Meeting Functions 

In the case of a customer hiring the venue for the purpose of a meeting, should the booking time run beyond the time noted on the booking form, the additional time used will be charged to the customer.
Note: Subject to i and ii above, the Town Council would therefore strongly recommend that customers allow enough time on their booking to avoid any additional charges.

6) Set up and Break Down of hired venue

Customers are responsible for the set-up and break-down of the hired venue. However, customers can request that the venue is set up to their requirements and tidied up following the hire period, at a standard charge.
If you require the room to be set up for your function, please circle the set up style below:-
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Please note that the Banquet –style set up will be set up with square tables.
7) Terms and Conditions of hire
Please read the attached Terms and Conditions of hire

8) Declaration
I agree on my own behalf and on behalf of the above organisation to comply with and be bound by Terms and Conditions of Hire, a true copy of which I have received. 
Signed ……………………………………………….Date ………….……………………...
Memorial Hall and Sir Ernest Cassel 

Hire Charges from 1st April 2012
OFF PEAK 6.00am Monday to 6.00pm Friday


        Per hour

Main Hall (Including Kitchen and Bar)




£25.00
+ VAT

Use of Kitchen only 







£15.00 + VAT

Sir Ernest Cassel Meeting Room 





£10.00 + VAT
Council Chamber







£20.00 + VAT
Stage with PA System & Lighting





£  5.00 + VAT
Licensed Bar (Licence required)



£50.00 subject to availability
PEAK 6.00pm Friday to Midnight Sunday



          Per hour
Main Hall (Including Kitchen and Bar)




£35.00 + VAT

Use of Kitchen only







£20.00 + VAT

Sir Ernest Cassel Meeting Room





£15.00 + VAT
Council Chamber







£25.00 + VAT
Stage with PA System & Lighting





£  5.00 + VAT

Licensed Bar (Licence required)



£50.00 subject to availability
Note: Customers should be aware that any bookings running beyond the hours of 12.00 midnight, shall be charged at double rate.

Note: Customers should be aware that the Town Council strongly recommends that customers allow enough time on their booking to avoid any additional charges. (see point 5)
Note: Customers should be aware that if their booking requires items to be left in the venue overnight, a standard charge of £50 shall apply.
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