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Central Baptist Church, Victoria Road South, Chelmsford, CM1 1LN

Office Manager: Nicki Lee    Church Centre Steward: Phil Latimer
Bookings: 01245 264163 options 7 & 8.  Fax: 01245 268231

Email: lettings@centralbaptistchelmsford.org

www.centralbaptistchelmsford.org.uk


HIRE CHARGES & GENERAL INFORMATION  

	The following hire charges and rules apply to ALL users of the building.

· Usual hours of business: Monday-Friday 08:30-17:00, occasional evenings after 18:00 but availability is limited.

· There are some restrictions on the use of the Meeting Place. (Please check before booking)

· The whole building has disability access, including toilet facilities and spacious lift to first floor. 

· We are a ‘No Smoking’ building.   

· Situated in a busy town centre, car parking on site is NOT available (drop off / collection / loading only).    

       Check our website for car park. We are central to mainline bus and rail stations, and the
       Park & Ride service stops in Victoria Rd South approx. 100 metres along from the church.

· Charges may be adjusted in April each year or as necessary at the discretion of the Co-ordination Committee.

· Please note that we are not available for hire on a Sunday.  
             Saturday hire (if available) is invoiced at the WHOLE BUILDING hourly rate.

· OFF-SITE CATERERS – an ‘Approved Caterers’ list is on page 4 of this form.  If ‘off-site caterers’ are used then a charge is incurred for the room/area used for lunch.  If our own caterers are used no charge is incurred.
· PLEASE NOTE- the Oasis café is for use of the general public and we are unable to book tables for Lettings clients, nor is it to be used as a waiting area. Please also note the café offers seated service only, NOT takeaway.
· Invoicing is completed after the event and is VAT exempt.  Payment is strictly 30 days from date of invoice.
· Cancellation Charges: 
      Once a booking has been confirmed the following room hire charges will apply:

      7 working days before the event = 25%;   5 working days before = 50%: 

      2-4 working days before = 75%; and 24 hours or less (incl. ‘No Show’) = 100%.  

     If refreshments are being provided or catering has been delivered on the day, the full costs will also be incurred.


	Room Name
	Theatre Style 
(max persons)
	Boardroom Style 
(max persons)
	U-shape boardroom style 
(max persons)
	Horseshoe Style seating - no tables 
(max persons)
	Café Style 
(Max persons)
	Hourly Rate
	Limited availability Evening / Saturday

Hourly Rate

(Evening Rate applies after 18:00)

	Seminar 1
	23
	15
	10
	16
	N/a
	£27
	£36

	Seminar 2
	27
	18
	13
	17
	N/a
	£28
	£37

	Lower Hall
	100
	36
	32
	32
	50
	£29
	£38

	Upper Hall
	100
	36
	32
	32
	50
	£34
	£41

	Meeting Place
	350
	N/a
	N/a
	N/a
	N/a
	£71
	£81

	Meeting Place - ALCOVE
	36
	22
	20
	20
	20
	£26
	£36

	Kitchens
	N/a
	N/a
	N/a
	N/a
	N/a
	N/a
	£11

	Friendship Centre
	N/a
	N/a
	N/a
	N/a
	N/a
	N/a
	£21

	Whole Building
	N/a
	N/a
	N/a
	N/a
	N/a
	N/a
	£250

	Equipment for hire:

· Flipcharts (complete with paper and pens), Projector Stand & OHP - Free of charge
· Portable Data Projector - £25.00 per session
· Interactive SMARTBoard & projector - £35.00 per session (Upper Hall Only)  
· Full Multi-Media Facilities - £50.00 per session (Meeting Place only NOT the Alcove)
· Sound System with Hearing Loop - £10.00 per session  (Upper and Lower Halls only)
· TV / DVD - £10.00 per session
· Laptop - £5.00 per session


BOOKING CONFIRMATION FORM
(Please PRINT all details)

Please read hire charges BEFORE completing this form.

	Name and Address of Organisation:


	
	Invoice Details  (if different):


	Post Code:
	
	

	Contact Person:
	
	

	Tel / Fax:
	
	

	E-mail address:
	
	


	Event Title:




	Purchase Order Number (if any):


	Date of Event:
	Access Time req’d to Venue:
	Start Time:
	Finish Time:
	No. of attendees:

	
	
	
	
	


	Room Required:

(tick box) Please check hire charge sheet for max no. of persons:
	Theatre
	Boardroom
	U Shape Boardroom
	Horseshoe 

(no tables)
	Café Style

	Seminar Room 1
	
	
	
	
	N/a

	Seminar Room 2
	
	
	
	
	N/a

	Lower Hall
	
	
	
	
	

	Upper Hall
	
	
	
	
	

	Meeting Place
	
	N/a
	N/a
	N/a
	N/a

	Meeting Place Alcove
	
	
	
	
	


	Equipment Required:
	Flipchart 

 (Includes pens/paper)
(6)
	OHP

or Laptop

(please specify)
(1 of each) 
	Projector Stand / Screen
	Portable Data Projector
(2) 
	Interactive SMARTboard 

with Projector

(Upper Hall only)

(1)
	TV/
DVD/

VIDEO
(1)
	Multi Media Use 

(Meeting Place only NOT Alcove)
	Sound System incl. Hearing Loop 

(Upper and Lower Halls only)

	Quantity Req’d:
	
	
	
	
	
	
	
	

	Technical Support Req’d:
	N/a
	Y/N
	N/a
	Y/N
	Y/N
	  Y/N
	Is available for set up / balancing of mikes etc

Y/N
	Is available for set up / balancing of mikes etc

Y/N



LUNCH MENU OPTIONS 
PLEASE NOTE: NEITHER of these menus includes tea/coffee.
Please specify requirements for this in the refreshments section on the next page.

	Menu
	Description and price
	No. of persons
	Time lunch is required
	Other requirements

	1
	Sandwiches
A selection of blister-packed sandwiches, crisps, fresh fruit. Served with fruit juice.

£4.40 per head
	
	
	

	2
	Buffet
A selection of sandwiches/wraps, a variety of finger bites – sweet and savoury, fresh fruit. Served with fruit juice.
(Minimum catering is 10)

£6.27 per head
	
	
	

	3
	Salad Box
Varieties are: egg, cheese, ham, beef, prawns, chicken, plain vegetarian with
bread roll and butter. Served with fruit Juice.

Please specify variety when booking.
£5.72 per head
	
	
	

	4
	Salad Bar Buffet
A variety of pasta/rice/couscous salads and green salads complemented with either fish, vegetarian or meat salads. Bread roll and butter. Fresh fruit. Served with fruit juice.

Adjustments may be made to meet your specific requirements.
Please specify variety when booking.
(Minimum catering is 15)

£7.70 per head
	
	
	


VEGETARIAN:

Please note – ALL menus allow for a 50% vegetarian choice (includes fish) unless otherwise requested by the client.

	SPECIAL DIET:
Salad Boxes (no dressings)
(Please enter quantities required by each variety)
	Plain Salad:

Cheese Salad:

Egg Salad:

Chicken Salad:


Kindly note that if a menu choice is not made when confirming your booking, we may NOT be able to

accommodate your request at a later date. 
Please notify us of your final numbers 7 working days before your event.

Thank you!
REFRESHMENTS
Additional Information:

Tea/Coffee: £0.80 per person, per serving.

Tea/Coffee with Cake/Pastry: £2.00 per person, per serving.
Bottled Water:  
500ml: Still – £0.40     
1.5ltrs: Still or Sparkling – £0.75
Jugs of water are always available and served with refreshments free of charge.
	Refreshments Required:
	Time:
	Number of persons:

	Tea/Coffee on Arrival
	
	

	Mid Morning Break (with biscuits)
	
	

	Afternoon Break (with biscuits)
	
	

	
	
	

	Tea/Coffee with Lunch
	
	

	
	
	

	Tea/Coffee with Cake/Pastry
	
	

	
	
	

	Bottled Water / 500ml
	
	No. of bottles req’d:

	Bottled Water / 1.5ltrs 
Still or Sparkling
	
	No. of bottles req’d: 
Still -
Sparkling - 


APPROVED ‘OFF-SITE’ CATERERS:
The Café Experience 

37 Langton Avenue

Chelmsford

Essex

Mob: 07960 333810

Email: chris@thecafeexperience.com
Sarah’s Catering

Tel: 01245 494605

Mob: 07885 287865

Email: SarahsCatering05@aol.com
Sonia-Clere Gourmet Foods 
The Warren

Braintree Road
Little Waltham
Chelmsford
Essex 

Tel: 01245 363990  
Thank you for choosing CBC and if we can be of any further help or assistance 
please do not hesitate to call or email.
Any Comments:
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