OTLEY COURTHOUSE CHILDREN’S PARTIES BOOKING FORM

NAME

	


TYPE OF EVENT                                                                                                              DATE OF EVENT

	


FIRST CONTACT DETAILS

	Name_________________________________________

Address______________________________________Post Code___________

Telephone:_____________________  email:____________________________

Please tick if you would like to be put on the Courthouse mailing list.


SECOND CONTACT IF POSSIBLE

	Name_________________________________________

Address______________________________________Post Code___________

Telephone:_____________________  email:____________________________

Please tick if you would like to be put on the Courthouse mailing list.


Total length of session to nearest half hour (Including time for setting up and clearing away) 

	Get in time.


	Start time.
	Finish time.
	Get out time.


Which areas do you wish to book?

	Courtroom.
	Robing room.
	Media room.
	Foyer.
	Bar.
	Cafe.




EQUIPMENT REQUIRED agreed with Centre Manager or party planner

	Tables/chairs etc.

Pa equipment?




CATERING

	Please add any relevant notes here:

Will you be using outside caterers?

Where do you wish to serve food?

Do you want the bar to be open?

Will you require the use of the kitchen area?




I have read and agree to the Otley Courthouse party guidelines and terms and conditions of hire.

Signed________________________________  Date_____________________

Please return the completed for to:

Otley Courthouse

Courthouse Street

Otley

LS21 3AN

ADMIN PURPOSES ONLY

	Deposit £10. Received.

Hire costs agreed

Booking confirmed in writing.

Invoice sent.


