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Booking Form for the hire of the Rotunda at City Hall 

	Name of Person or Company to be invoiced

	

	Person in Charge prior to and during Event


	

	Address


	

	Telephone

Mobile phone


	

	E-Mail


	

	Type of Event & 

Date of Event


	

	Number of people attending event

 (Events must be ‘invitation only’)
	

	Set Time – Take down Time

	

	Event Starting Time  - Finish Time


	

	Insurance (Indemnifying DCC as per Guidelines)

Insurance certificate included      yes  /  no
	

	Services required – please tick requirements


	Stage                      (
PA system              (
Coat rails                 (
Electrician               (
Lectern                   (
5 X trestle tables    (
200 chairs                 (


	Payment due


	

	I agree to be bound by the conditions attached

Please sign opposite
	

	Date


	


Send completed forms to: Karen Bannon, City Hall Exhibition, Dame Street, D2. 

Tel: (01) 2222 204   Fax:  2222 620   E-mail:   cityhall@dublincity.ie  or Karen.Bannon@dublincity.ie
Checklist:


1. €750 deposit


2. Public Liability Insurance


3. Running order of event


4. Names of contractors/caterers


5. Contractors/caterers given City Hall      guidelines
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