




Dear 

European Union Referendum – Thursday 23 June 2016

I am writing to request the use of your premises as a polling place on the date specified above.  

The hours of poll are 7.00am until 10.00pm although the Presiding Officer will require access to the building at 6.30 am and will require to remain in place until after the ballot boxes have been uplift.  In addition, we ask Presiding Officers to check their premises before Referendum Day but this is at a mutually convenient time which should be agreed with yourself.  Prior to the Referendum, the Presiding Officer will contact the keyholder to discuss access to the premises.

Please note that we have incorporated some terms for the hire of facilities used as Polling Places.  The terms are detailed overleaf to maintain the highest standard possible in the provision of Polling Places for the public.  I would be grateful if you could confirm agreement by completing and make amendments where necessary on the enclosed Polling Place Booking Confirmation Form for your premises and return this, at your earliest convenience, in the addressed pre-paid envelope provided.  

If there are no polling screens stored at the Polling Place, please state on the booking confirmation form if you have the facility available to store the polling screens for a period of 5 months in 2016.   

I also enclose payment details forms for completion for the Referendum and would be extremely grateful if you could complete the form and return it with the confirmation booking form by no later than (date).  Please note that you will not be required to submit an invoice to the Referendum Office, (address).

If you have any queries regarding this booking, please do not hesitate to contact me.  If you are no longer involved in the running of the premises please pass this letter on to your successor or, alternatively, return it to me.  

Yours sincerely




(Name)
Counting Officer


	
Office Use:  
	Date Received:
	Supplier Number :

	
	PD Number:
	

	







Payment Details Form  
European Union Referendum
Thursday 23 June 2016

	Please complete the information detailed on this form and return it, together with the booking confirmation form, in the envelope provided to allow arrangements to be made for payment immediately following the poll.  


	Name of Premises
Address
Post code
	




	Cost of hire of Premises

	

	Plus VAT (as applicable)
	

	Total cost including vat
	

	Vat Registration number
	

	Tax Point
	xxxxxx  2016

	Contact name 
Address
Post code


	

	Tel No
	

	Mobile No
	

	Contact Email address
	



	Section 2 – Payment

	Bank Sort Code
	

	Bank Account Number 
	

	Bank Account Name
	

	Bank Name
	

	Bank Address
	

	Authorised signature
	

	Date
	

	Position / role
	


Please obtain a copy of this form for your records.
______________________________________________________________________________________________
Referendum Office, (Address and contact details)

2 Letter for use of Premises (C) EUR

