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PLEASE SUBMIT THIS FORM TO MAKE AN APPLICATION TO HIRE MEETING ROOMS AND ACTIVITY SPACES. PLEASE NOTE THIS APPLICATION IS A BOOKING REQUEST AND DOES NOT GUARANTEE A CONFIRMED BOOKING. LIBRARY STAFF WILL SEND YOU A CONFIRMATION UPON RECEIPT OF THIS FORM WITHIN 3 WORKING DAYS.

Please read the Terms and Conditions of Room Hire before completing this form.
BOOKING DETAILS
Have you made a booking inquiry? ( YES   ( NO

(Please note you will need to check availability before completing and submitting this form. Please e: bendigoroomhire@ncgrl.vic.gov.au or p: (03) 5449 2782 to make a tentative reservation)
DETAILS OF HIRER 
	Hirers Name:

	Organisation/Group Name:

	Type of Organisation (non-profit/commercial):

	Do you have Public Liability Insurance:

	Postal Address:

	Phone Business:
	Mobile:

	Email:
	Website:


DETAILS OF HIRE (MINIMUM 2 HOUR BOOKING REQUIRED)
Please ensure set up and pack up time is included 

	Room Required:
	Date/s of Use:
	Start Time:
	Finish Time:




DETAILS OF USE
	Event Title:

	Details and purpose of use:


	Number of people attending:

	Will participants be charged a fee:

	Equipment required:        

( Data Projector & Screen     (Chairs     (Tables     (Speakers     (Hearing Loop     (LCD Screen    
( Headset Microphone     (Web Camera     ( Video Conferencing     (White Board 

	Please outline equipment you will bring into the library (If applicable):


	Comments:



( I have read the Terms and Conditions of Room Hire (mandatory)

Signature_________________________________________  Date:_____________________

PAYMENT METHOD

An invoice will be sent to you with payment options. 

Payment must be made prior to room hire and usage.
Please email this form to bendigoroomhire@ncgrl.vic.gov.au 
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