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Multipurpose Room Hire
On initial request to hire the multipurpose room:

· check the date to see if the room is available or already in use on that day.
· If the room is available,  there are 2 forms that the hirer needs to receive:

-FA56 Multipurpose Room terms and conditions of hire (to read and keep)  

-FA57 Multipurpose Room Application & User Agreement (to complete and return with the deposit)

Hard copies of these forms are kept in a thin black folder labelled “Room Hire” which is kept in admin cupboard next to the yellow Bus/Car folder.

On computer they are filed S:Manuals Policies & Forms\Forms\Current Forms\Admin\FA56  and FA57.

On receiving a completed Multipurpose Room  Application & User Agreement:
· Receipt the deposit are received 
· Forward the application to the Finance Officer
· Advise all staff via email the date the MPR has been booked for
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