
Eynsford Village Hall  
Letting Secretary Duties 

Make all bookings, regular and one-off. 

Raise invoices for one-off lets. 

Invoice regular users once a quarter. 

Keep Google calendar, lettings spreadsheet and monies spreadsheet up to date 

File all emails appropriately. 

Receive all let monies, collate and pass on to treasurer. 

Issue all receipts. 

Hold the letting mobile phone and respond to enquiries. 

Respond to queries via the enquiries page of the website. 

Show people around the hall when necessary. 

Liaise between hall users and trustees as appropriate. 

Advise regular lets of the odd weeks when Riverside productions mean they cannot have 
their usual slots. 

Chase regular lets when they have not booked their slots in advance. 



The booking/invoicing process in more detail: 

Once a booking has been received via email, check the calendar to make sure that the 
date/time is available. When confirmation is received from John Cairns that he is happy to 
proceed, allocate the booking with the next number on the Booking Information Excel 
Spreadsheet and complete all the other fields, i.e. date, hours etc.  Email John Cairns the 
booking reference number. 

Enter the booking in the calendar, always noting the start and finish times, room/s booked 
and any other facilities booked. 

Send confirmation to the hirer, including a copy of the Facilities of Hall document if 
necessary, and invoice and make a note of the invoice number on the Booking Information 
Excel Spreadsheet.  Also request a £100 security deposit if needed. Bcc all invoices to Tom 
Phillips as treasurer. 

Once payment has been received, send the hirer a receipt, noting funds received and 
receipt number on the Booking Information Excel Spreadsheet and highlight with yellow to 
confirm payment.  Also note to the hirer that “all rubbish must be taken home with 
them”.  Remember to send them the door code to enable them entry to the Hall. 

Roughly once a month send the cash/cheques to Tom Phillips, making a note on the back 
of each cheque with the booking ref, date of booking, purpose of hire (i.e.  badminton, 
private bookings etc.) invoice and receipt numbers. Complete the 'EVH monies given to 
treasurer' spreadsheet and send an email of that month's entries to Tom. 


