	Hire agreement number
	

	
	


[image: ]NEIGHBOURHOOD SERVICES  
AGREEMENT FOR HIRE OF ROOMS AND/OR EQUIPMENT BETWEEN:
	
	LEICESTER CITY COUNCIL
	

	NAME OF FACILITY
	
	MANAGER
	
	

	ADDRESS
	
	

	
	
	POSTCODE
	
	

	EMAIL
	
	TELEPHONE
	
	

	COMPLETED BY (PRINT NAME)
	
	SIGNATURE
	
	


and
	CUSTOMER DETAILS
	PERSON / ORGANISATION RESPONSIBLE FOR HIRE
	(The hirer should be on the premises or available/contactable for the duration of the booking)
	

	NAME
	
	
	

	ADDRESS
	
	
	

	
	
	
	POSTCODE
	
	

	EMAIL
	
	
	TELEPHONE
	
	

	CONTACT NAME
	
	
	CUSTOMER ORDER NUMBER
	
	

	SECTION/DEPT
	
	
	

	
	


DETAILS OF HIRE
	PURPOSE                                                                                                                                RATE   


*The hirer will be required to pay any additional amounts due if the rate charged is based on incorrect information given by the hirer.
	ROOMS/ DATES/ TIMES/ EQUIPMENT/ ADDITIONAL ITEMS
	**MAX NO's
	COST (£)
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total charges excluding security deposit:    
	
	

	Returnable security deposit
	Some events/parties require an additional security deposit to be paid at the time of booking. This will be returned if the room is left in a tidy condition and there is no damage.
	
	

	IT IS THE HIRERS RESPONSIBILITY TO ENSURE NUMBERS ARE NOT EXCEEDED	Total
	
	

	
	
	

	DETAILS OF HIRER'S OWN EQUIPMENT  (See terms and conditions: "EQUIPMENT BROUGHT INTO FACILITIES")
	

	
	



All details entered on this form will be treated as confidential and will only be used in conjunction with this booking.  Your name and address will not be passed on to any third party without obtaining your further consent.

I have read and agree to comply with the Terms and Conditions of Hire.	
	Customer's Name (Print Name)
	

	Customer's signature
	
	Date
	


Neighbourhood Services Hire Agreement Jan19

Staff Use Only: Hirer information form complete: Yes : No – if not completed, please do so.


Payment Record	NS
Receipt/sales order no
Neighbourhood Services Hire Agreement Jan19
Date of Payment
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Amount
1
4
3
8
7
5
6
9
10
12
11
15
13
14
18
16
17
26
24
23
21
22
20
19
25
Total

image1.jpg
Leicester
City Council




