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Please provide a minimum of two weeks’ notice for any request. Bookings are subject to availability and will be confirmed in writing by council staff.

	Start Date and Time: 
	End Date and Time:

	Do you require access to video conferencing?


	Purpose of Hire:




	Name or Organisation:


	Postal Address:


	Person collecting key:


	Contact Details (phone number and email):




	Venue
	Hire Fee
	Terms

	Chambers half day (Mon-Fri 8am-12pm or 12pm-4pm)
	$330.00
	Weekdays only 

	Chambers full day (8am-4pm)
	$608.00
	Weekdays only

	Bond
	$300.00
	Per hire

	Cleaning fee
	$114.00
	Per hour



Declaration:
· On behalf of myself/my organisation I agree to the Terms and Conditions of Venue Hire.
· I hereby agree that any damages or loss of keys will be my/my organisation’s responsibility.
· I have attached a copy of my/our current certificate of insurance for our Public Liability. 
· I acknowledge that my booking is not finalised until it is confirmed in writing by council staff and payments have been received.

	Name:

	Signature:
	Date:



Please return this completed form to events@barkly.nt.gov.au – including any required additional documents.







TERMS AND CONDITIONS OF VENUE HIRE
· Half day hire is for Monday-Friday only – either 8:00am-12:00pm or 12:00pm-4:00pm.
· Time for cleaning must be included in the hours of the half day hire.
· Organisations must ensure they have provided a current certificate of insurance for Public Liability prior to hiring council facilities.
· Council office hours are between 8:00am-4:15pm Monday-Friday.
· Smoking is NOT permitted within any council buildings.
· Any council furniture, fittings, or equipment must be returned to its original position at the end of hire, or bond may not be refunded.
· We require 48 hours’ notice of cancellation of your booking in writing. If you cancel within that timeframe, you may be subject to a cancellation fee.
· All outside equipment brought to the venue MUST be removed before departing, unless other arrangements have been approved by the council in writing.
· If at the end of the hire period the venue requires additional cleaning, an additional fee will be charged to the hirer.
· If any damages to council structures/equipment are incurred during the hire period, repair costs will be charged to the hirer.
· Internal rubbish bins must be emptied into the outside bins.
· Bonds are refundable after a post event inspection by council staff.

* The following discounts apply to venue hire only: 
· Full price to be paid for Businesses/Government bookings.
· 50% discount for residential ratepayers (individual/personal use only), not-for-profits, associations for internal organisation use.
· 90% discount for registered not-for-profits and associations for Community events.
· 100% discount on approved applications to Council (Council means Ordinary Council Meetings, applications require at least 2 months’ notice).
· Bonds are not included in the discount structure and are required for all venue bookings.
· All bookings presented to Council must include:
· The completed booking form.
· A copy of your Certificate of Currency for Public Liability Insurance.
· A request to waive fees form.
· A letter of request from an authorised representative.
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