Selby Town Hall


RENEWAL OF VOWS & BABY NAMING CEREMONIES







Hire of Selby Town Council Registry Office 
Wedding Booking Form – Arts Centre

Bookings can be reserved over the telephone however they will not be confirmed until the booking form and deposit is received by the Town Council Office and confirmation has been received from the Registry Office.  

Contact Name for Room Booking              …………………………………………………………………………………………………………………..
Address			                              …………………………………………………………………………………………………………………..
Postcode			                …………………………………………………………………………………………………………………..
Email				                …………………………………………………………………………………………………………………..
Contact Tel No/Mobile No	                …………………………………………………………………………………………………………………..
Date Room Required:                                   …………………………………………………………………………………………………………………..

Time of Booking	                             From:   ………………………………………………   To:        ………………………………………..
Number of persons attending		……………………………………….

FOR OFFICE USE ONLY – AGREED PRICE £410.00 Arts Centre (2 hr ceremony) with a Registrar Monday - Friday.
£510.00 Weekend rate.

Additional Charges
Cleaning /Damages Charge £200 – this is required at the time of booking. Should there be no additional cleaning (other than standard cleaning after a room booking) and no damages this charge will be refunded.
Tech Support - £200+
Removal of seating - £87

PLEASE NOTE
There will be a caretaker available to set up the room and clear up after the ceremony. No catering or other facilities will be available with this booking.

MUSIC – A CD or iPhone/iPod must be provided 1 week prior to the Wedding taking place and details as follows:· Background music (4 – 5 tracks) 
· Bride’s music (walking into ceremony)

· Signing of Register music
· Leaving the ceremony


[image: ]

T:  01757 708449     |     E: admin@selbytowncouncil.gov.uk      |    W: www.selbytowncouncil.gov.uk
The Town Hall, York Street, Selby YO8 4AJ




Full payment will be required four weeks prior to the date of the booking, please submit your payment by BACs.  
A non-refundable deposit of £100.00 is payable at the time of booking.  Please note the Cancellation Policy for charges should the booking be cancelled.

Bank Details:    Account Name: Selby Town Council   |     Sort Code: 60-83-01       |       Account No: 20266109 

NO BOOKING IS SECURED UNTIL THE BOOKING FORM AND FULL DEPOSIT IS RECEIVED AT THE TOWN COUNCIL OFFICE, YORK STREET, SELBY, YO8 4AJ. 

The Town Hall has a private car park which the Bride and Groom and Registrar can have access to.  There is a large Pay and Display car park next to the rear of the Town Hall for other members of the Wedding Party and guests.

The Booking form can be emailed to e.rogers@selbytowncouncil.gov.uk.  Contact 01757 708449.

FIRE SAFETY
Should the fire alarm activate whilst you are in the building please ensure you evacuate the building and walk to the muster point (South Parade Car Park) until the Fire Officer or Caretaker contacts the hirer that they can return to the premises.  It is the responsibility of the hirer to ensure they are aware of the Evacuation Procedure and Muster Point for their group.  Please tick to confirm you have understood this statement.  Should you be unsure please speak to a member of the Town Council staff or Caretaker. 						


CARETAKING
A caretaker will be available to assist on the day of the booking. Details of the Caretaker on duty will be provided prior to the day.

ADDITIONAL REQUIREMENTS
Should you have any additional requirements please list them below: (tables for  flowers, access to decorate the room etc)










Client Signature:

[image: new logo]Print Name:

Date: “
And they lived happily
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“
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