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From:

Wivenhoe Town Council Clerk - Ms A Stinson

Sent:

17 October 2017 12:56

To:

Alice Wootton

Subject:

RE: Booking Village Hall

Hi Alice, 
 
I have just spoken to you on the phone and provisionally booked November 20th, 3-7pm. The quote for this £64 plus 
£100 cash deposit. 
 
Many thanks, 
Ellie 
 
Reception 
Wivenhoe Town Council 
  
Council Offices 
77 High Street 
Wivenhoe 
Essex CO7 9AB 
Tel: 01206 822864 
  
This email (including any attachments) is intended only for the recipient(s) named above.  It may contain confidential 
or privileged information and should not be read, copied or otherwise used by any other person unless express 
permission is given.  If you are not a named recipient, please contact the sender and delete the email from your 
system.  It is the recipient's responsibility to ensure that appropriate measures are in place to check for software 
viruses.  

From: Alice Wootton [mailto:

]  

Sent: 17 October 2017 09:39 

To: Wivenhoe Town Council Clerk - Ms A Stinson 

Subject: RE: Booking Village Hall 
 
Hi Ellie, 
 
No problem. Yes a phone call would be much easier.  
 
My office number is 

. I’m in the office at the moment but will be leaving at 10.45am 

for a personal appointment and returning roughly at 12.30pm so a call in the afternoon would 
probably be best. 
 
Kind regards, 
Alice 

Alice Wootton • Delivery Team Administrator – North Essex Garden Communities • www.ne‐
gc.co.uk • @NorthEssexGC • Tel: 

 • Mob: 

 • Fax: +44 

 • Textphone users dial 18001 followed by the full telephone number you wish to 

call 

Help protect the environment.  Only print out this email if it is absolutely necessary. 
 

From: Wivenhoe Town Council [mailto:xxxxxxxxxxxxxxxx@xxxxxxxxx.xxx]  
Sent: 17 October 2017 09:27 
To: Alice Wootton 

> 

Subject: RE: Booking Village Hall 
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Dear Alice, 
 
I’m very sorry for my late reply. I’m afraid that the 4th of December has been booked out since I sent you the email 
with the available dates. Would you like to ring me in the office and we can book a date that way? 
 
Many thanks, 
Ellie 
 
Reception 
Wivenhoe Town Council 
  
Council Offices 
77 High Street 
Wivenhoe 
Essex CO7 9AB 
Tel: 01206 822864 
  
This email (including any attachments) is intended only for the recipient(s) named above.  It may contain confidential 
or privileged information and should not be read, copied or otherwise used by any other person unless express 
permission is given.  If you are not a named recipient, please contact the sender and delete the email from your 
system.  It is the recipient's responsibility to ensure that appropriate measures are in place to check for software 
viruses.  

From: Alice Wootton [mailto

  

Sent: 13 October 2017 17:13 

To: Wivenhoe Town Council Clerk - Ms A Stinson 

Subject: RE: Booking Village Hall 
 
Good Afternoon Ellie, 
 
I’ve had a meeting with some of my colleagues and they’ve now advised that they don’t want the 
event to be held on a Friday. 
 
Please can I change the booking to Monday 4th December from 3-7pm if possible. 
 
I hope you have a good weekend. 
 
Kind regards, 
Alice 

Alice Wootton • Delivery Team Administrator – North Essex Garden Communities • www.ne‐
gc.co.uk • @NorthEssexGC • Tel:

 • Mob: 

 • Fax: +44 

 • Textphone users dial 18001 followed by the full telephone number you wish to 

call 

Help protect the environment.  Only print out this email if it is absolutely necessary. 
 

From: Wivenhoe Town Council [mailto:wivenhoe xxxxxxx@xxxxxxxxx.xxx]  
Sent: 09 October 2017 15:38 
To: Alice Wootton 

 

Subject: RE: Booking Village Hall 
 
Hi Alice, 
 
I can confirm that the hall is provisionally booked for you on Friday 8th December from 4pm-8pm. As this is a 
provisional booking, should anyone else wish to book the hall at this time I will contact you so you can confirm or 
cancel the booking. Please complete the attached paperwork and return to us, you can do this by post or complete in 
word and email/scan back to us. 
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The quote for the booking is; 
 
Main hall 4 hours = £72 
Damage deposit = £100 
 
Please bear in mind, there is another booking from 8pm so the hall will need to be cleaned up and vacated by then. 
Please read the attached information regarding cleaning/ clearing the hall following an event. 
 
If you have any other questions, please just ask. 
 
Many thanks, 
 
Ellie 
 
Reception 
Wivenhoe Town Council 
  
Council Offices 
77 High Street 
Wivenhoe 
Essex CO7 9AB 
Tel: 01206 822864 
  
This email (including any attachments) is intended only for the recipient(s) named above.  It may contain confidential 
or privileged information and should not be read, copied or otherwise used by any other person unless express 
permission is given.  If you are not a named recipient, please contact the sender and delete the email from your 
system.  It is the recipient's responsibility to ensure that appropriate measures are in place to check for software 
viruses.  

From: Alice Wootton 

  

Sent: 09 October 2017 15:05 

To: Wivenhoe Town Council Clerk - Ms A Stinson 

Subject: RE: Booking Village Hall 
 
Hi Ellie, 
 
Can I provisionally book the hall on 8th December from 4-8pm please? 
 
Kind regards, 
Alice 

Alice Wootton • Delivery Team Administrator – North Essex Garden Communities • www.ne‐
gc.co.uk • @NorthEssexGC • Tel:

 • Mob: 

 • Fax: +44 

 • Textphone users dial 18001 followed by the full telephone number you wish to 

call 

Help protect the environment.  Only print out this email if it is absolutely necessary. 
 

From: Wivenhoe Town Council [mailto:wivenhoe xxxxxxx@xxxxxxxxx.xxx]  
Sent: 03 October 2017 12:24 
To: Alice Wootton 

 

Subject: RE: Booking Village Hall 
 
Dear Alice, 
 
As requested, here are the available dates. 
 
Wednesday 15th November 12:30 – 18:30 
Friday 17th November 10:30 – 19:00 
Sunday 19th November ALL DAY (£20 extra hire fee on Sundays) 
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Monday November 20th 12:00 – 18:00 
Wednesday 22Nd November 12:30 – 18:30 
Thursday 23rd November 11:30 – 18:00 
Sunday 26th November ALL DAY (£20 extra hire on Sundays) 
Wednesday 29th November 12:30 – 18:30 
Thursday 30th November 11:30 – 18:00 
Saturday 2nd December ALL DAY 
Sunday 3rd December ALL DAY (£20 extra hire fee on Sundays) 
Monday 4th December 12:00 – 19:00 
Wednesday 6th December 12:30 – 18:30 
Friday 8th December 10:30 – 20:00 
Sunday 10th December ALL DAY (£20 extra hire fee on Sundays) 
Thursday 14th December 11:30 – 18:00 
Saturday 16th December ALL DAY 
Sunday 17th December ALL DAY (£20 extra hire fee on Sundays) 
Monday 18th December 12:00 – 19:00 
Wednesday 20th December ALL DAY 
Thursday 21st December ALL DAY 
Friday 22nd December 11 – 20:00 
Wednesday 4th January 12:30 – 18:30 
Thursday 4th January 11:30 – 18:00 
Friday 5th January 10:30 – 20:00 
Saturday 6th January ALL DAY 
Sunday 7th January ALL DAY (£20 extra hire fee on Sundays) 
 
Many thanks and best wishes, 
Ellie 
 
Reception 
Wivenhoe Town Council 
  
Council Offices 
77 High Street 
Wivenhoe 
Essex CO7 9AB 
Tel: 01206 822864 
  
This email (including any attachments) is intended only for the recipient(s) named above.  It may contain confidential 
or privileged information and should not be read, copied or otherwise used by any other person unless express 
permission is given.  If you are not a named recipient, please contact the sender and delete the email from your 
system.  It is the recipient's responsibility to ensure that appropriate measures are in place to check for software 
viruses.  

From: Alice Wootton [mailto

]  

Sent: 03 October 2017 11:51 

To: Wivenhoe Town Council Clerk - Ms A Stinson 

Subject: RE: Booking Village Hall 
 
Dear Ellie, 
 
Thank you for your email and I apologise for the delay in my response.  
 
I have just returned from 2 weeks leave and been advised that the dates for the event have now 
been changed. Are you able to provide me with the hall’s availability from 13th November to 8th 
January (excluding Xmas period w/c 25th). 
 
Again, I would need access to the hall for 4-6hours as previously mentioned. 
 
I apologise for the change and look forward to your response. 
 
Kind regards, 
Alice 
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Alice Wootton • Delivery Team Administrator – North Essex Garden Communities • www.ne‐
gc.co.uk • @NorthEssexGC • Tel:

 • Mob: 

 • Fax: +44 

 • Textphone users dial 18001 followed by the full telephone number you wish to 

call 

Help protect the environment.  Only print out this email if it is absolutely necessary. 
 

From: Wivenhoe Town Council [mailto:wivenhoe xxxxxxx@xxxxxxxxx.xxx]  
Sent: 12 September 2017 09:37 
To: Alice Wootton <

> 

Subject: RE: Booking Village Hall 
 
Dear Alice, 
 
Thank you for your enquiry regarding the William Loveless Hall. I have listed below the availability for your requested 
4 -6 hour slot. If one of the dates/times suits you do let me know asap and I can send you over all the information and 
booking paperwork. I should mention that to hold the booking we require a cash or cheque deposit, the remainder of 
the hire costs must be paid one week prior to the event. 
 
18/10/17 – 12:30 – 18:30 
19/10/17 – 12:00 – 18:00 
23/10/17 – 09:00 – 18:30 
30/10/17 – 09:00 – 18:00 
01/11/17 – 12:30 – 18:30 
02/11/17 – 12:00 – 18:00 
03/11/17 – 11:00 – 19:00 
04/11/17 – 09:00 – 19:00 
06/11/17 – 12:00 – 18:00 
08/11/17 – 12:30 – 18:30 
15/11/17 – 12:30 -  18:30 
17/11/17 – 11:00 – 19:00 
19/11/07 – 09:00 – 19:00 
20/11/17 -  09:00 – 18:00 
23/11/17 – 12:00 – 18:00 
 
Once you have chosen a date and time I can let you know the costs etc, weekdays are slightly cheaper than 
weekends. 
 
I look forward to hearing back from you, 
 
Best wishes, 
 
Ellie 
 
Reception 
Wivenhoe Town Council 
  
Council Offices 
77 High Street 
Wivenhoe 
Essex CO7 9AB 
Tel: 01206 822864 
  
This email (including any attachments) is intended only for the recipient(s) named above.  It may contain confidential 
or privileged information and should not be read, copied or otherwise used by any other person unless express 
permission is given.  If you are not a named recipient, please contact the sender and delete the email from your 
system.  It is the recipient's responsibility to ensure that appropriate measures are in place to check for software 
viruses.  

From: Alice Wootton [mailto

]  

Sent: 11 September 2017 10:08 
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To: Wivenhoe Town Council Clerk - Ms A Stinson 

Subject: Booking Village Hall 
 
Good Morning, 
 
I am hoping you can provide me with the Village Hall’s booking availability from 16th October  - 
24th November. I am looking to hold an event at your venue on a day in between the dates 
provided above. The event would last for 4-6 hours depending on your availability.  
 
At the moment I am flexible to which day it is held, however I would like to avoid the school 
holidays from 23rd Oct to 29th Oct, hence the request for all availability from 16 October to 24th 
November.  
If possible, please can you get this to me by Wednesday 13th at the very latest. 
 
I look forward to hearing from you. 
 
 
Kind regards, 
Alice 

Alice Wootton • Delivery Team Administrator – North Essex Garden Communities • www.ne‐
gc.co.uk • @NorthEssexGC • Tel: 

 • Mob: 

 • Fax: +44 

 • Textphone users dial 18001 followed by the full telephone number you wish to 

call 

Help protect the environment.  Only print out this email if it is absolutely necessary. 
 
The information in this email, and any attachments to it, is solely for the use of the intended recipient(s). If 
you should not have received it you must not take any action based upon it, or forward, copy or show it to 
anyone; please tell the sender you have received the email in error, then permanently delete it and any 
attachments. Any views or opinions expressed are solely those of the author and do not necessarily represent 
those of Colchester Borough Council and/or Colchester Borough Homes. Although the Council has taken 
reasonable precautions to ensure no viruses are present in this email, the Council cannot accept 
responsibility for any loss or damage arising from the use of this email or attachments.  
The information in this email, and any attachments to it, is solely for the use of the intended recipient(s). If 
you should not have received it you must not take any action based upon it, or forward, copy or show it to 
anyone; please tell the sender you have received the email in error, then permanently delete it and any 
attachments. Any views or opinions expressed are solely those of the author and do not necessarily represent 
those of Colchester Borough Council. Although the Council has taken reasonable precautions to ensure no 
viruses are present in this email, the Council cannot accept responsibility for any loss or damage arising 
from the use of this email or attachments.  
The information in this email, and any attachments to it, is solely for the use of the intended recipient(s). If 
you should not have received it you must not take any action based upon it, or forward, copy or show it to 
anyone; please tell the sender you have received the email in error, then permanently delete it and any 
attachments. Any views or opinions expressed are solely those of the author and do not necessarily represent 
those of Colchester Borough Council. Although the Council has taken reasonable precautions to ensure no 
viruses are present in this email, the Council cannot accept responsibility for any loss or damage arising 
from the use of this email or attachments.  
The information in this email, and any attachments to it, is solely for the use of the intended recipient(s). If 
you should not have received it you must not take any action based upon it, or forward, copy or show it to 
anyone; please tell the sender you have received the email in error, then permanently delete it and any 
attachments. Any views or opinions expressed are solely those of the author and do not necessarily represent 
those of Colchester Borough Council. Although the Council has taken reasonable precautions to ensure no 
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viruses are present in this email, the Council cannot accept responsibility for any loss or damage arising 
from the use of this email or attachments.  
The information in this email, and any attachments to it, is solely for the use of the intended recipient(s). If 
you should not have received it you must not take any action based upon it, or forward, copy or show it to 
anyone; please tell the sender you have received the email in error, then permanently delete it and any 
attachments. Any views or opinions expressed are solely those of the author and do not necessarily represent 
those of Colchester Borough Council. Although the Council has taken reasonable precautions to ensure no 
viruses are present in this email, the Council cannot accept responsibility for any loss or damage arising 
from the use of this email or attachments.  
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