Otley Courthouse

Private Party Booking Form

Parties, weddings etc.

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.




Number of people expected at activity

EQUIPMENT REQUIRED agreed with Centre Manager or party planner

	e.g. 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?




Extra requirements

	Corkage @ £5.50 per bottle
	Number of bottles.


	Charge.



	Bar staff @ £6/hour per staff member
	Number of staff.
	Charge.



	Erecting Staging £35
	
	Charge.

£35.00 

	Time charged for delivery/clearing & caretaker duties


	To include:


	Charge.


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

Signed________________________________  Date_____________________









