The King Edward VII Memorial Hall 	[image: ]	Tel: 01638 667227
High Street, Newmarket CB8 8JP                                   		events@newmarket.gov.uk

EVENT/WEDDING BOOKING FORM
	Contact Name
	


	Address for
Correspondence 


	





	Telephone
	

	Email
	

	Date of Hire
	



	Room Preference:
	Room Layout
(please tick the appropriate box below)
	Numbers of Attending


	Memorial Hall
Council Chamber 
Sir Ernest Cassel 
[bookmark: _GoBack]Several Pavilion  
	Theatre
	
	Cabaret
	
	Lecture
	
	



	
	U-shape
	
	Boardroom
	
	Other 
	
	

	NTC set up/removal (charge apply) 
	
	Organiser set up/removal  (free of charge)
	

	Dinner&Dance/Dinner/Wedding/Party/Concert/ Show/Other:
	

	Will anyone attending have a disability requiring special arrangements? 
(please specify)
	



	CATERING: Please specify any special dietary requirements

	Outsourced  Catering
	YES
	
	NO
	
	NTC Catering
	YES
	
	NO
	

	Catering options
	Numbers
	Requirements 

	Party Buffet 
	
	

	3 course dinner
	
	

	2 course dinner 
	
	

	Wedding breakfast 
	
	

	Wedding evening buffet 
	
	

	3 course lunch
	
	

	2 course lunch 
	
	

	Children birthday party – Buffet 
	
	

	Christening- Buffet or sit down 
	
	

	Afternoon tea 
	
	

	Friend&Family gathering (funeral)-Buffet or sit down
	
	

	999 Party package 
	
	



	REQUIREMENTS – Additional charge may apply – Please circle as appropriate 

	Use of Kitchen
	YES / NO
	Use of bar
	YES / NO 

	FURNITURE REQUIREMENTS
*subject to availability*
	NUMBER REQUIRED

	Square table (seats max 8 persons)
	

	Chairs 
	

	Table cloths
	

	Chair covers 
	

	Chair Sashes (Limited colours available) 
	

	CROCKERY, GLASSES AND UTENSILES
*subject to availability*
	NUMBERS REQUIRED

	Tea Cups & Saucers
	

	Tea Plates
	

	Sugar Bowls 
	

	Milk Jugs 
	

	Soup Bowls 
	

	Dinner Plates
	

	Dessert Bowls
	

	Water jugs 
	

	Wine glasses 
	

	Water glasses 
	

	Teaspoons 
	

	Knives 
	

	Forks
	

	Teapots (1liter)
	

	Bread knife
	

	Toaster 
	

	Microwave 
	

	Dishwasher 
	

	Cooker/Oven
	



	EQUIPMENT/EVENT RESOURCES 
	Please circle as appropriate 

	Will you be playing or performing music 
	YES / NO

	NTC DJ/Live band
	 YES / NO
	Outsourced DJ/ Live band 
Condition: Must have PAT testing certificates and Public Liability Insurance
	YES / NO



	Will you sale/distribution of alcohol 
	YES / NO

	Do I need to licence to sell alcohol? A licence is needed to sell alcohol, this can be obtained from Forest Heath District Council (£21.00). If an outside bar is to use, in the Town Hall, they will usually obtain the licence for you. 

	Notification Licence
	Applied for
	Secured
	(copy )Enclosed 

	
	
	
	



	Will there be an admission charge to this event (what will the charge be?) ………………….?
	 YES / NO

	Will be using the electricity supply for display or other equipment? If so a PAT test certificate is required 
	 YES / NO

	Do I need a Risk Assessment? Yes -  As the event organiser you are responsible for the event and you should be able to demonstrate that you managed risk appropriately. Examples of risk assessment can be found www.homeoffice.gov.uk

	*Risk Assessment Prepared 
	YES / NO
	Documents Enclosed 
	YES / NO



	I apply to make this booking in accordance with the Terms & Conditions of Hire

	Signature: 
	

	Date: 
	

	Name (Block Capitals) 

	



	For office use only

	


	Event Manager:


	Caretaker: 
	IT
	Finance 
	Facilities 
	Confirmation 







Please complete the form above and send it to events@newmarket.gov.uk so we can investigate your request and arrange the booking
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