[image: image1.png]Convention Centr&

palmerston north




Application to Hire

PLEASE COMPLETE THIS FORM AND POST WITH YOUR DEPOSIT TO:

Palmerston North Convention Centre





Phone:
(06) 358 0000

Private Bag 11034







Fax: 
(06) 355 5480

Palmerston North

Person Applying:

Name of Organisation.....................................................................................................Phone............................................................
Contact Person...............................................................................................................Fax………………………………………………
Address.................................................................................................................................................................................................
............................................................................................................................................................................................
Email Address………………………………………………………………………………………………………...........................................
Name of Event………………………………………………………………………………………………………………………………………
	
	Date/s Required
	Approx. Time
	Est. People Attending

	Total Venue

	
	
	

	Ground Floor

Elwood Room
	
	
	

	Mezzanine Floor

Seminar Room
	
	
	

	First Floor

Conference Room
	
	
	

	First Floor

Meeting Room
	
	
	

	First Floor

Total First Floor
	
	
	

	First Floor 

The Gallery
	
	
	

	First Floor 
The Boardroom

	
	
	


Details of my booking can / cannot be released to the Media or made public.

I acknowledge that I have read and understood the Conditions of Hire and agree to abide by them

YES / NO
I acknowledge also that this application will not be confirmed until I have paid the required deposit

YES / NO
Signed..........................................................................................Date..............................................................

Booking Arrangements
 
1.
Booking Applications
Applications for booking of the Convention Centre, Main Street should be made direct to the Convention Centre, Private Bag 11034, Palmerston North. Phone (06) 358 0000 or Fax (06) 355 5480.
 
2.       
Tentative Bookings
Tentative or pencil bookings will be accepted and held on the following conditions.
٠  That the booking is to be confirmed with in one week 7 days of the Convention Centre being notified that another hirer wishes to confirm a booking for the same facility at the same time and date.
 
3.       
Confirmed Bookings
A deposit of $200 per day booked should accompany your completed Application to Hire Form. The Convention Centre will then acknowledge your booking in writing.
 
4.       
Rejection of Application
The Council or Management reserves the right to:
 
A) 
Refuse any application, as it may deem fit.
B) Cancel in writing any booking giving seven days notice. Any deposit may be refunded but management will not be responsible for any costs incurred, i.e. advertising etc.
C) 
Subletting to another hirer is not permitted.
D) 
Persons attending any function will be permitted to use only the portions being hired.
 
5.       
Refund of Deposit
Your deposit may be forfeited if you cancel your booking and the Convention Centre is unable to obtain a replacement.
 
6.       Final Numbers
Advice of the numbers attending is required four clear working days before the start of a conference or function involving catering.
 
7.       Payment of Account
The total account (less deposit paid) is required to be paid within one calendar month from receipt of account. A surcharge of 10% may be charged on accounts that are not paid within the time prescribed above.

Conditions Of Hire

1.  
Centre Manager

A Duty Manager will at all times be in attendance to assist hirers who must comply with the Duty Manager’s directions particularly in such matters as security, egress ways and affixing of decorations. Hirers must obtain the Centre Management’s consent prior to affixing any decorations, banners, posters, display items etc.

2.  
Additional Cleaning and Rubbish Removal

Convention Centre staff without cost to the hirer undertakes normal cleaning and rubbish removal. However where the Centre Manager deems additional cleaning, including carpet shampooing is required after a function then the cost of doing so will be an additional charge to the hirer.

3.  
Indemnity

The hirer agrees to indemnify the Management, the Convention Centre and its owners, the Palmerston north City Council, against all costs charges and claims in respect of: Injury to any person whether using the Centre or present during or in connection with the hiring. Any monies or goods deposited or left on the premises by the hirer or on his behalf, before during or following the period of hire.

4.   
Indemnity Against Damage

The hirer agrees to defray the cost of making good any damage caused to the building, goods, chattels, apparatus, furniture, furnishings or appliances either of the Councils or any other person or persons during the period of hire.

5.  
Liquor

Hirer’s and their guests are expressly prohibited from bringing liquor on to the premises.

