Financial Guide for Schools

Section 7.9 Appendix 2 - Lettings Application Form


Lettings Application Form

Purpose - to procure a formal application by an individual or group for use of a specific school facility. It provides a record of the hirer's requirements that enables the school to determine whether the letting can proceed and plan the use of facilities, staffing etc.   It will form part of the contract process and should be sent out to the prospective hirer along with the Scale of Charges and Terms & Conditions for Hire.  
Whilst schools can purchase Lettings Application Forms from the Schools’ Accountancy Section, schools are free to devise their own form provided it contains the following sections: -

· Name and address of the school

· Name and address of the applicant and/or organisation

· Description of the facility required, e.g. Hall, Gym, Playing Field

· Dates and times facility required

· Details of number of people attending

· Details of any equipment required, e.g. tables, mats etc.

· A line for the signature of the person making the application

· Date of the application
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