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Application Form for the Hire of a VANL Facility

Thank you for your recent request to hire the meeting facility. Should you require any further information or have any questions about the completion of this form, please contact Voluntary Action North Lanarkshire office (details at top of page) for assistance.

With this application form are the Conditions of Let which must be read and agreed to by the person responsible for the hire and the rental charges. 
Thank you again for your enquiry and we look forward to being of service to you. 

PUBLIC HOLIDAYS

Please note - premises are not available for hire on public holidays. 

	1. Details of Person Responsible For Booking



	Organisation Name:
	

	Contact Name:
	

	Contact Address:
	

	Post Code:
	

	Tel No:
	
	Mobile:
	

	E-mail Address:
	

	2. Group Details


	Yes
	No

	Are your group / organisation members of Voluntary Action North Lanarkshire?
	
	

	Are you an individual or organisation working with children under 18yrs?  
	
	

	Will under 18’s be present at this event?
	
	

	3. Event Details



	Nature of Event  (i.e. committee meeting; conference; youth group etc)
	Numbers Attending

	
	

	4. Details of Dates and Times of Let   Must include setting up & clearing up time.          
           

	Day
	Date 
	Arrival Time
	Start Time
	Departure Time

	
	
	
	
	


If more than one booking, please detail overleaf
	5. Details of Facility Required



	Mavisbank Suite,  Central Office- Airdrie
	Church & Manse,   South Office- Wishaw 

	Mavisbank Suite
 Board Room Style  (15)    FORMCHECKBOX 

Conference Style  (20)       FORMCHECKBOX 

	Computer Suite 
(10)   FORMCHECKBOX 


	Small Hall 
(40)  FORMCHECKBOX 


	Large Hall 
(60)  FORMCHECKBOX 
 



	Manse Room 2 

Board Room Style  (15)    FORMCHECKBOX 


	Computer Suite- can also be used for small meetings.


	6. Hall Lay Out Requirements: 



	Descriptor
	Descriptor
	Please Tick

	Flexible
	This leaves hall area clear – chairs around walls  
	

	Chairs 
	Chairs against walls
	

	Note:
	This is suitable for group work – dance classes, gymnastics, karate classes, drama,  etc

	Additional notes:
	

	Descriptor
	Descriptor
	Please Tick

	Theatre style
	Chairs set out in rows 
	

	Top table  
	Yes / No
	No of Chairs at top table
	

	Note:
	This is suitable for larger meetings with option for additional tables for display

	Additional notes:
	

	Descriptor
	Descriptor
	Please Tick

	Meeting style
	Formal
	

	Square
	6 tables available (3 chairs at each table)
	

	Horseshoe
	3 tables – leaving opening at one end for presentation purposes
	

	Additional tables
	Yes/No 

	Note:
	This is suitable for business meetings, trainer led sessions or presentations

	Additional notes:
	

	7. Do you require any of the following?   ( Please Tick)


	Digital Projector  £25.00    FORMCHECKBOX 
     Laptop   £25.00    FORMCHECKBOX 
        Flipchart     £5.00   FORMCHECKBOX 
    OHP        £5.00   FORMCHECKBOX 
     
Catering Requirements
Tea / Coffee / Biscuits £1.00          FORMCHECKBOX 

Menu 1   £2.50      FORMCHECKBOX 
                  Menu 2   £3.00        FORMCHECKBOX 
                      Menu 3   £3.50  FORMCHECKBOX 
                             
Tea / Coffee                                Tea / Coffee                                     Tea / Coffee

Sandwiches / Biscuits                 Soup / Sandwiches                          Sandwiches / Home baking

For a more extensive menu for church bookings please contact Helen on 01698 358866
Please contact Dianne on 01236 748011 to discuss hospitality options available for Mavisbank Suite lets.


	8. Standard  Price List


	Community Hub (Church) – 

South Office - Wishaw
	Per Hour
	Full Session
9am - 5pm 
	Half Session
9am-1pm

1pm-5pm
	Weekends

	1 – Computer Suite

      (Small Meetings)

Non Voluntary Sector


	£9.00

£8.00

£10.00

£9.00
	£72.00

£64.00

£80.00
£72.00
	£36.00

£32.00

£40.00

£36.00
	By Arrangement

	2 – Small Hall
Non Voluntary Sector
	£10.00

£11.00
	£80.00

£88.00
	£40.00

£44.00
	By Arrangement

	3 – Large Hall
Non Voluntary Sector
	£12.00

£13.00
	£96.00

£104.00
	£48.00

£52.00
	By Arrangement

	4- Manse Room 2

Non Voluntary Sector
	£8.00

£9.00
	£64.00
£72.00
	£32.00

£36.00
	By Arrangement

	


	Mavisbank Suite – Central Office - Airdrie
	Per Hour
	Full Session 
	Half Session
	Evenings & Weekends

	Voluntary Sector
	£6.00
	£40.00
	£20.00
	Evening Hire -£10.00 plus hourly rate Weekends by Arrangement

	Non Voluntary Sector
	£10.00
	£80.00
	£40.00
	

	
	
	
	
	


	9. Details of Dates and Times of Let   
* Please remember to include setting up & clearing up time.                     



	Day(s)
	Date (s)
	Arrival Time
	Start Time
	Departure Time

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Terms and Conditions of Booking

Important Information

Once you have completed the form, please check all details carefully and return it to

Voluntary Action North Lanarkshire, Central (Registered) Office, 
Stirling House, 82/86 Stirling St, Airdrie ML6 0AS

Failure to comply with any part of this form will invalidate the Application for let.

The premises shall not be deemed to be let until the applicant has received confirmation in writing from Voluntary Action North Lanarkshire.
All bookings must be made at least 14 days prior to the date of let.

Cancellation Policy

If you have to cancel your event within 5 working days of the date of hire you will be charged in full.

Payment

An invoice will be issued to cover the lets.  These are issued at the end of each month.  Please note terms on the invoice. 

You can send in a cheque made payable to VANL. The date of let and name of organisation 

should be written on the back of the cheque and returned to 

Voluntary Action North Lanarkshire, Central (Registered) Office, 
Stirling House, 82/86 Stirling St, Airdrie ML6 0AS

PLEASE DO NOT SEND CASH THROUGH THE POST.
No Smoking

The Prohibition of Smoking in Certain Premises (Scotland) Regulations 2006 means that smoking is prohibited in our premises.  For this reason your event will be non smoking.

Failure to comply with the law will result in a fixed penalty of £50 being enforced for individuals smoking in no‑smoking premises. 

As the person responsible for the booking, you could be fined a fixed penalty of up to £200 for allowing others to smoke in no-smoking premises and will be refused any future lets.

Declaration

I have read and agree with the VANL Conditions of Let

	Signed:
	

	Date:
	


FOR OFFICIAL USE ONLY

	Date received
	
	Catering Notified
	

	Customer No
	
	Invoice Amount
	

	Confirmation Sent
	
	Initials
	








































