Important – Please read

For the attention of Club Secretary

GUIDANCE NOTES FOR COMPLETING THE FOOTBALL PITCH RESERVATION FORMS CORRECTLY

1.
Please ensure the fixture secretary can be easily contacted on a Friday before 11 am.  We need to contact clubs in case of cancellations which will be by email.  Please give more than one contact name and make sure a call and be taken if there is no email address.
2. 
The name and address given for the person to be invoiced will be responsible for receiving and paying the invoice, they will also need to sign the ‘Form of Guarantee’ to guarantee the payment of the invoice. 

3. All parts of the form need to be completed i.e.; all postcodes and telephone numbers. (In the case of pub teams, do not just put the name of the pub and town – this is not a sufficient address)

4. If the form is not completed properly it will be returned to you – delays in processing the reservation forms could result in your pitch allocation being offered to another team.
If you require any further assistance or have any queries when completing the forms, please contact Resident & Visitor Services,

Linda Goss on 01803 208873 or Catherine Williams on 01803 207976.
sports@torbay.gov.uk


