
[image: image1.jpg]LODGE
7



 

      BOOKING FORM 
Wedding Ceremonies & Receptions and private functions
	Contact Details:
Names: 

Address: 

Email: 
	Phone Numbers: 

Home: 

Work: 

Mobile: 



	Date of Wedding/Party: 
	

	
	

	No of Persons Attending: 
	Day:                                         Evening:


	
	
	
	

	CEREMONY:
Time of Ceremony, location & number of guests:  
	
	
	
	

	
	
	
	
	


RECEPTION: 
	Time and location

Room or marquee?
	

	
	

	No of Persons Attending: 
	

	
	

	Room Layout
Head Table req?

Number of round tables?

Chairs per table?

(Please also provide a diagram)
High chairs required? 
	

	
	

	Caterer
Ins cert/Food Hygiene cert 

Time access required

Fee & Deposit paid
	

	Champagne required
How many bottles

Time

Waitresses

Where served
	

	Wine at the table

Agreed amount?
	

	Pay Bar required

Free bar period

Time
	

	Music (disco / band)
Ins cert/PAT test

Time
	

	Other suppliers

Ins certs/PAT test

Time

Where
	


VENUE HIRE: £ 2,500.00 includes vat
Deposit required to secure booking (50%): £ 1,500.00 
Chqs made payable to Teampursuits Ltd

Use of ceremony room: £180.00 includes vat
(to inc up to 60 white plastic bistro chairs)

Notes: 

Office Use Only: 

Date booking received: _______________
Fee due: ___________________________
Deposit paid: _______________________
Ref:                                  
Date: ______________________________

Date balance paid:  ___________________

Letter/email confirmation sent: 
Conditions of Booking – The Small Print 

Here at Owl Lodge we have tried to make our terms of business as straight forward as possible.  If however, you have any questions, please feel free to get in touch with us before you sign. 

1a
What happens if I cancel? 


For all meetings and events, there needs to be an agreed ‘cancellation policy’, as cancellations cost 
money.  Here’s how ours works. 
             DATE OF CANCELLATION 


CANCELLATION CHARGE PAYABLE BY YOU


Between 12 – 6 months prior to the event             50% of the total booking value

Less than 6 months prior to the event  

100% of the total booking value 

1b. 
Could Owl Lodge cancel my booking? 


In the unlikely event that Owl Lodge has to cancel your booking, you’ll receive all your advance 
payments, although Owl Lodge will not have any other liability.  
             However, Owl Lodge will only cancel if: 

· any of the venue is closed or unavailable due to events beyond our control

· if you, or we, become insolvent, or in the case of bankruptcy petition

· the persons associated with the booking and/or the purpose of the meeting might damage the reputation of Owl Lodge. 
2. 
Can I change my guest delegate numbers? 


Of course you can, provided they do not exceed the maximum capacity for the room you will be 
hiring.  If numbers are considerably reduced, Owl Lodge reserves the right to move your party to
             any room at the venue more suitable. 

3.
Catering

All catering is supplied by Royston Lyons – ask for details
As Owl Lodge are not the providers of any catering consumed on site, their staff are not responsible or the clearing away of any catering items left in any of the rooms. 
Any bespoke outside suppliers must provide copies of insurance and food & hygiene certificates.
             A fee of £250.00 + vat will be charged for the use of the kitchen facilities

A returnable deposit of £250.00 + vat will be required to cover any damages that may occur, this will                     be returned on successful inspection of the kitchen area.
             Also any food remaining needs to be disposed of the same day and taken away by the caterers. 
             Equipment, etc must be collected the following day before 12noon. 
It is the responsibility of the person making the booking to ensure the Caterers are aware of this rule   and adhere to it. 
Failure to do so will incur a charge and we will not be held responsible for the security of any equipment whilst on site.
General 

· We are concerned with your Health and Safety and that of our staff. 

· Owl Lodge reserves the right to refuse admission 

· Owl Lodge cannot be held responsible for damage or loss of another parties property, however caused. 

· Organisers will be liable for the cost of repairs carried out as a result of any damage caused to any part of the venue by negligence, wilful act/default of any person invited to the venue by you or your suppliers. 

· Should you fail to correct any aspect of poor or unacceptable behaviour, you may be asked to leave the premises. Should this happen, no monies will be refunded to you. 

· The management reserves the right at all times under all circumstances to refuse admittance or service to any person or persons considered undesirable.
Things to consider when hiring Owl Lodge.

Bookings: When booking a date at Owl Lodge for your wedding/reception/function/conference we can only confirm bookings one year in advance.  Provisional dates can be accepted prior to this.  Bookings should be confirmed within two weeks of the 12 months prior to the ceremony.  For provisional bookings less than one year in advance, bookings will only be held for a maximum of 2 weeks, then released.  All bookings must be submitted on an official booking form.  A deposit is required to secure a selected date.
Miscellaneous: Downstairs, sun deck and toilets are wheelchair accessible.  

Confetti: Please do not throw paper confetti anywhere on site.  Dried rose petals or dried flowers may be used instead.
Candles/tea lights: If wishing to use candles to decorate the barn, please discuss this prior to the event with the Event Manager, as some candles may not be permitted 
Car Parking: Cars should be parked in the main car park unless otherwise directed.  The bridal car may pull up to the front of the cobbled yard for the bride/couple to alight and then must use the car park.
Cars that are left over night are left at the owners risk, we do not provide security. All cars must be removed by 12.00 noon the following day 

Alcohol: Guests are not permitted to supply their own alcohol unless otherwise agreed and noted in the contract. We do not charge corkage on champagne/wine at the reception meal. Once the meal has finished all unfinished bottles must be corked and stored away. ALL future drinks must be bought from the supplied cash bar.
For receptions: Owl Lodge does not hold a licence for alcohol so one must be obtained in advance by those providing the pay bar.  Entertainment, music etc at receptions must end by 11.30 pm.  The venue must be vacated by 12.00pm.  Extensions of time are possible and must be agreed and noted on the contract. 
OUTSIDE SUPPLIERS

Health & Safety – All electrical equipment brought on to the venue must have a current PAT test certificate or stamp. All setting up at high level must be carried and supervised by the contractors and Owl Lodge hold no responsibility over those procedures. However Owl Lodge does retain the right to suspend or stop any works being carried out if deemed dangerous to personnel or facilities.
Music: Music should be kept to a reasonable level and reduced if requested by Owl Lodge staff.
Power: As stated in the venue visit the venue is powered by a super silent generator so any suppliers with heavy draw electrical equipment must advise the venue.

Catering: The capacity of the Cara’s Barn is for 60 guests dependent upon room layout (please discuss this with the Event Manager prior to making your booking).  Owl Lodge does not provide catering but has preferred caterers.  Please note that any caterers contracted by the booking party must be noted on the booking contract. There will be documentation to be produced and a fee for use of the kitchen area. 

6 x 5’ round trestle tables, table cloths and up to 60 white bistro chairs are provided.  Extra table linen, glass hire, chair covers etc should be provided by yourself or your caterers.  
Kitchen: For health & safety this area is out of bounds to any guests.

Access to venue Is provided from 6.00pm on the day prior to the reception for you to decorate and set up.  Please use existing fixings and do not knock anything into the walls – no blutac to be used.  No floor covering should be used. Any materials use to enhance the venue to be removed by 12.00 noon the following day.
Photography: If the photographer requires visiting before the wedding an appointment must be made.
Smoking: Smoking is not permitted anywhere inside Owl Lodge there are areas outside with appropriate butt bins

Fireworks: Fireworks are NOT permitted July – Sep and only permitted before 10.00 pm. and must be noted on the contract
Safety: The venue staff on duty at the event are representatives of the licence holder and are empowered to suspend an event if licence or health and safety guidelines are being ignored. 
Responsible person: It would help if a nominated person could be named for any questions or problems that may occur on the day, not the bride or groom!!
Bookings will not be accepted without authorised signature below, stating that parties making a booking agree with the above conditions of bookings. 

I agree to the terms as stipulated above: 

Sign: ________________________________________
Date: __________________________________

Print: ________________________________________








