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MAKING A RESERVATION:

1. Please telephone (07904 350543) or email bkgs.heronslodge@yahoo.co.uk  to make a provisional booking 

2. Send booking form, deposit cheque and an SAE (to return your booking confirmation) to
Bookings, Heron’s Lodge Guide Centre, Bradwell Road, Loughton Lodge, Milton Keynes, MK8 9AA
All reservations must be confirmed, in writing (with the appropriate deposit if not being invoiced), within one month or will be automatically cancelled. Cheques to be made payable to ‘Heron’s Lodge Guide Centre’

	Name
	
	Telephone
	

	Department/ Company
	
	Mobile
	

	Address
	
	Email
	

	PURCHASE ORDER NUMBER:

REQUIRED IF MEETING IS TO BE INVOICED. 
	

	Invoicing Address (if different from above):
	


	Purpose of hire
	

	Facilities required

(Please Indicate)
	Hall One

(with access to kitchen)
	Hall Two

(with access to kitchen)
	Upstairs Meeting Room

(with access to kitchen)
	Outside Area

	
	
	
	
	

	Date and Time
	Date 


	

	
	Arrival Time **
(including setting up time)
	
	Departure Time**

(including clearing up time)
	

	** NB: Please note that opening and closing of the building is done by a team of volunteers and someone will meet you at the time stated on this form.

	
	Office use only

	
	Rec’d
	By

	Hire Fees

	Please see attached fees table
	TOTAL COST OF BOOKING

(Payment to be remitted on confirmation of booking if not to be invoiced)
	       £          .                          
	
	

	Damages
	Please note that there is a minimum £50 damages/cleaning charge which will be invoiced if the centre is not left in an acceptable state.
	
	

	PAYMENT BY CHEQUE:      Cheques should be made payable to ‘Heron’s Lodge Guide Centre’. 


Please note our cancellation policy: Cancellations must be made in writing to the Bookings Secretary at the above address. A cancellation fee will be charged on the following scale: less than 14 days notice the full fee will be charged; between 14 days and three months notice 50% of the fee will be due. Thereafter no fee will be charged but the deposit is non-returnable – please note that if you have opted to be invoiced for your hire fee then the deposit will be charged on cancellation.
Declaration:  I have read the Terms and Conditions and agree to abide by them.

Signed _____________________________ Print name _____________________ Date _____________________
Girlguiding Heron’s Lodge Guide Centre is an operating name of The Guide Association

Milton Keynes Division. Registered Charity Number 1026890


