Financial Guide for Schools: 

Section 7.9 Appendix 5 – Provisional Booking Notice


Provisional Booking Notice 

The purpose of the Provisional Booking Notice is to make a formal offer to the hirer for the use of school facilities at a given time at a predetermined price.  It is sent to the hirer upon receipt of their Application Form. 
Schools should devise their own form and it must contain the following sections

· Name and address of (prospective) hirer and/or organisation

· Name and address of school
· Description of the let: i.e. which facility, for what purpose, dates & times
· The NET amount of the let before VAT and Insurance
· The amount (non refundable) damage deposit
· Amount of insurance surcharge
· Amount of VAT (if applicable)
· Total cost to the hirer should then decide to accept the letting
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