________________________________________________________________________________

Castle Quay, Banbury

________________________________________________________________________________

Thank you for your recent enquiry.  Please complete and return the following form to The Administrator, The Management Suite, Castle Quay Shopping Centre, Castle Street, BANBURY, Oxon OX16 5UN and, if your application is approved, it will be returned to you as confirmation of your reservation.

MALL BOOKING REQUEST/PERMIT

(CHARITIES/COMMUNITY ORGANISATIONS)

Name of organisation: .................................................................................................

Registered charity no: (if applicable)............................................................................

Contact name:  .........................................................  Tel No: ....................................

Address:......................................................................................................................

....................................................................................................................................

Date requested: (Please give alternatives if possible) …………………………………...
Purpose Please describe exactly what activity you intend, e.g. collection only (a maximum of 5 collectors are allowed in the Centre at any time), display etc. and type of equipment you would like to bring (area available is only 6ft x 3ft).  You should note that displays should have a professional appearance; with tables, if agreed to, suitably covered and goods for sale restricted to the charities own promotional merchandise.  Shop windows must not be obscured.  

....................................................................................................................................

…………………………………………………………………………………………………

***IMPORTANT!!  A copy of your Street Collection Licence, obtainable on application to Cherwell District Council, must be forwarded (where applicable) together with a copy of your public liability insurance PRIOR to the date you are in the centre.

Arrival time:     ..............................                   Departure time:  …..............................

Set-up and dismantling of stands should be outside mall opening hours and in any event should not be done between the hours of 9am and 5pm Mon-Sat, or 10.30am and 4.30pm Sundays.  THIS IS NOT NEGOTIABLE.  You must ring 01295 256296 for an escort over the malls if you arrive 8-9am or wish to leave 5.30-6pm Monday to Saturday or between 10-10.30am and 4.30-5pm Sundays.

IF YOU ARE GRANTED A POSITION IN CASTLE QUAY, THIS FORM MUST BE AVAILABLE FOR INSPECTION AT ANY TIME DURING THE COLLECTION. 

CASTLE QUAY SHOPPING CENTRE MANAGEMENT RESERVE THE RIGHT TO CANCEL THIS BOOKING (AS MUCH NOTICE AS POSSIBLE WILL BE GIVEN) AND TO CURTAIL ANY COLLECTION/DISPLAY NOT COMPLYING WITH CENTRE PROCEDURES OR INSTRUCTIONS.  

----------------------------------------------------------------------------------------------------------------

For Castle Quay use:     Approved/Not approved:  ……………........................…….

……………………………………………………………………........................................

Signed:   ....................................................................
Date: ......................................

Please read carefully the guidance and health & safety notes which will be enclosed if your application is approved.

Approval is subject to the centre receiving documents requested at *** above.

 C:files/forms/charitycommBooking Form.doc

