Lawton Memorial Hall
Liverpool Road west

Church Lawton

Stoke on Trent

ST7 3DA
	Name:

	Application/Invoice No.

	Address:
Post Code:

Contact No:


	Date Of Function:
	


	Type Of Function:
	


	Estimated Numbers:
	


	Will all those attending have official invitations?


	Will there be door stewards


Yes                              No

	If ‘Yes’ ,please insert registration number


	Hours Required:   Note: Hours should include preparation/setting up time and must be continuous.  If the building is not occupied the alarm must be set and only the Caretaker can let you in and out - HIRERS DO NOT HAVE A KEY.  It would be advantageous if caterers, disco or others could gain access at the same time.                                                        

	                                                                      Please state below           Charge

	Daytime until 6pm
	
	

	Bar Required
	
	

	

	Evening after 6pm 
	
	

	

	4pm-12pm inclusive
	
	

	

	Continual 12 hours
	
	

	

	Meeting Room per hour
	
	

	

	Hire of Cutlery 
	
	

	N.B. The use of the crockery is free but breakages will be charged against your Damage Deposit. Please notify the Caretaker if there are breakages as there may not be enough crockery for the next booking.

	Hire of Tablecloths
	
	


Catering and Bar Arrangements:
Please tick relevant answer or provide information required.

	Provision of Food:


	                                                                                                                         Yes   No

	Will there be food provided or sold
	
	

	Do you need the kitchen?




	
	

	Will you be doing the catering?



	
	

	or

	Will you be employing an outside caterer?



	
	

	If ‘Yes’ please state who, if known.


Provision of Alcohol: 
If you have any special requirements and  to let the bar people know your numbers, please ring The Royal Oak, Worleston 01270 624138.  
	Do you require a licensed bar for all or part of the event?
	
	

	




	If ‘Yes’ please state the times required.
From


To

	Do you wish to provide anyone with alcohol at your own cost? (e.g. for toasts etc at a wedding reception)
	
	

	If ‘Yes’ please give details.


Entertainment:  
The Disco equipment must be dismantled and removed from the building after the function.

	Will you be providing music or music for dancing?
	
	

	Will you be providing the music yourself?
	
	

	Or will there be a disco, group or similar?
	
	

	If ‘Yes’ please give details.


We respectfully request that you and your guests DO NO SMOKE in the building .  Thank you.

Declaration:

I apply for the hiring of Lawton Memorial Hall for the purpose of the function detailed above.

I confirm that I have read and agree to the ‘Conditions of Hire’.

CANCELLATIONS MUST BE MADE IN WRITING
	Non refundable Hall Hire Deposit
	
	£30.00

	Refundable damage deposit
	
	   £50.00


I enclose the deposit requested of  £30.00
Cheques made payable to ‘Lawton Memorial Hall’
	
	
	

	(signed)



        (print name)                
             (date) 


and if the application is made on behalf of an organization, the position within the organisation
Please contact Mrs. Cooper 01270 874466 regarding access and setting out of Hall.
Reg Charity No. 520034


