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Room Hire Booking Form

	Event Name 
	Event Date(s)


To make a booking please complete and return this form to – 

Howden Park Centre, Howden, Livingston, West Lothian,  EH54 6AE
For assistance with your requirements please contact  – Tel: 01506 773853   email:venuehire@westlothian.gov.uk

PLEASE COMPLETE THIS FORM IN BLOCK CAPITALS

Details of person responsible for hire                2nd contact 

	Name :
	

	Organisation :
	

	Address :
	

	
	

	
	

	Postcode:
	

	Telephone 1 :
	

	Telephone 2 :
	

	Email:
	


	Name :
	

	Organisation :
	

	Address :
	

	
	

	
	

	Postcode:
	

	Telephone 1 :
	

	Telephone 2 :
	

	Email:
	


West Lothian Council Booking only

Service:                                                                                           Cost Centre:                          Subjective Code:

Event details

Type of Event (e.g. dance, meeting) :  ……………………………………………..       Numbers attending :…………..
Are you a youth group :   YES □     NO □                                 Private Event  □       Public Event  □

	Name of space required
	Arrival time

(set up)
	Event start time
	Event end time
	Departure time

(clear up)
	Numbers attending
	Room 

set-up style

(theatre, cabaret etc)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Marketing
The venue has no responsibility for marketing or promoting your event. For information concerning the support we can provide and brochure deadline dates please refer to ‘Marketing and Advertisements’ section of the ‘Conditions of Let’

Auditorium Bookings              
                                                             Hrs required                                                               Hrs required

	House Lights Only 
	

	Technician Only
	

	Dress/Technical Rehearsal (min 6 hrs)
	


	Performance Package (min 6 hrs)
	

	Conference Package
	

	Additional Hours required (estimate)
	


Equipment & Services

Please give us more information on any additional requirements you may have

	Equipment/Service
	Cost
	Yes

tick

	Water & Cordial  (top table)
	£3.60
	

	Lectern
	Free
	

	Top table with table cloth
	Free
	

	Portable induction loop 
	Free
	

	Laptop
	£22.90
	

	Flip chart pad, stand & pens
	£5.80
	

	CD player
	£5.80
	

	TV / DVD player
	£21.85
	

	Digital projector & Screen 
	£32.70
	

	Sound system
	£27.20
	

	Conference Chairs
	Free
	

	Trestle Tables 1825 x 750 cms
	Free
	

	Square Tables 600 x 600 cms
	Free
	

	Wired Microphone 

(set up & operational)
	£5.60 plus Tech* 
	

	Equipment/Service
	Cost
	Yes

tick

	Radio Microphone

(set up and operational)
	£27.20 each plus Tech *
	

	Portable Staging pieces 

2000 x 1000 cms
	£21.75 for 1-6 pcs 

£43.50 for 

6-12 pcs
	

	Glitter ball and soft lighting
	£10.85 per hire
	

	Late Bar License 

(11pm onwards) 
	tbc
	


*Radio/wired microphones.  If you require a technician to be in attendance this will be charged at £27.20 per hour

Will your event have :

	□ Live/recorded music   

PRS form or playlist must be submitted
	□ Pyrotechnics 

       Written permission from Fire Service must be submitted prior to let

	□ Smoke machine  
	□ Strobe lighting          □ Naked flame  


Catering

All catering must be bought from the Howden Park Centre Bistro. Please refer to the ‘Corporate Catering Menu’ before completing your requirements below.

	Food / Dish
	Time
	Number 

	
	
	

	
	
	

	
	
	


Special requirements (e.g. vegetarian, nut free, dairy free, coeliac) : 






Confirmation

I confirm that I have read the Conditions of Let and I agree that I will be personally responsible for ensuring compliance with these conditions. Hire charges apply to events held between April 2012 - March 2013. Prices from April 2013 are subject to change.

Name :  











 

Signature :                                                                                     Date : 



        

FOR OFFICIAL USE ONLY
	Date received :
	
	Booked / amended on Artifax:
	

	Received by:
	
	Confirmation issued:
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