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Some important information required
	Supplier Information
	Answer

	Date of Event 
	

	Name of Bride and Groom
	

	
	

	Suppliers Details
	

	Business Name:
	

	Name of Who will be delivering on the day:
	

	Email Address:
	

	Contact Number:
	

	What is being supplied:
	



	Suppliers Certification
	

	Public Liability Insurance
	

	Food Hygiene Certification if applicable
	

	Risk Assessment
	



	Details for Set Up
	

	Arrival Time for Set Up:
	

	The time it will take to Set Up:
	

	Will the supplier be staying for the duration of the event?
	

	Will the supplied item be ‘manned’ and by how many people?
	

	Staff Operating – their names and their contact details:
	

	Arrival Time for Clear Down:
	

	The time it will take to Clear Down
	

	Size of Space that they require to operate:
	

	Where you have been asked to set up and operate:
	

	What the supplier will require:
eg. Power, trestle table
	



Further Details
Please Note: 
Tablecloths for Suppliers
Suppliers must supply their own table cloth should they need a table to operate – we will not have additional cloths available without prior notice and there will be an additional charge if Wethele need to supply a table cloth for your supplier @ £25 per cloth.
Delivery and Collection
We require all suppliers to deliver and collect all that they have supplied on the day / night of their booking not the days before or after the date, unless agreed in writing in advance of the date. 
Theteam@wethelemanor.com
Waste Disposal
All suppliers must remove all rubbish associated with their supplied item and leave the space clear and tidy. Some items supplied risk marking the carpet etc. precautions must be taken to prevent damage to the venue.
Any damage by that supplier will affect the bride and grooms damage deposit return. 
(Please ensure that all suppliers take care at the venue to not drag hired equipment across the carpet and all suppliers should consider putting down a protective covering under hired equipment if there is a chance of damage to the venue tables, carpet, floors and walls)
Please note:
*We cannot have the use of blue tack, pins, nails, screws into the venue walls* 
*Hanging items eg. Flower walls etc. should be free standing and not pinned to the venue walls* 
Unloading / Loading
You are welcome to come closer to the venue to unload and then please after unloading please do move your vehicle out of the venue area and back to the back drive car parking area where you park nose pointing into the fence or hedge.


Equipment
All equipment must be PAT Tested
Contacting Wethele Manor
Tel: 01926 831772 (We are not always available on the phone)
Email: theteam@wethelemanor.com (Please reference / subject the date of the event and the couples names with all correspondence)
Location of Suppliers 
The location of the food van or other must be discussed and agreed with Wethele Manor in advance of the supplier’s arrival on site.
There are to be no vehicles located on the brick courtyard in front of the Bothy at any time. This area must remain clear of vehicles at all time. The courtyard is not for vehicle access or parking for food service or other vehicles.
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