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FACILITY BOOKING 
FORM

The Facility Booking form is to be used to request a booking at Council’s hireable facilities. 

To return your completed form or for further information, please contact Council on (07) 4776 4600, by emailing 
council@hinchinbrook.qld.gov.au, in person at Council’s Main Office, 25 Lannercost Street, INGHAM QLD, or via post PO 
Box 366, INGHAM QLD 4850.  

ACTIVITY 

Activity Name 

Activity Type 
 Meeting               Incentive  Conference             
 Trade Show/Exhibition  Activity  Workshop 
 Event   Private Event/Hire 

Date/s of Activity 

Entry Time Commencement Conclusion 

Attendees (per day) 

______________ Adults 

______________ Children (15 years and under) 

______________ Infants (0-2 years) 

CONTACT DETAILS 

Name 

Company/Organisation 

Address 

Phone Email 

Secondary Name 

Secondary Phone Secondary Email 

FACILITIES TO HIRE 
*Items marked with an asterisk attract a 50% deposit at time of booking as stated in Council’s Fees and Charges.

TYTO Conference and 
Events Centre 

Indoor Outdoor 

Monarch Room 
Whistler Room 
Jabiru Room 
Jacana Room 
Wagtail Room 
Double Daw Creative Studio 
TYTO Regional Art Gallery Forecourt 

See page 3 for room set up options 

Garden Terrace 
TYTO Amphitheatre 
TYTO Piazza 
The Papergrove 
TYTO Parklands 
TYTO Wetlands 

Halifax Hall 

 Hall Hire* 
per day/evening 

 Hall hire  
maximum 6 hours 

Hall hire – Minor Use Small  
per hour – less than 2 hours 
Grounds hire* 
per day 
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FACILITIES TO HIRE 
*Items marked with an asterisk attract a 50% deposit at time of booking as stated in Council’s Fees and Charges.

Hinchinbrook Shire Hall 

Function* 
Full Day Hire* 
Half Day Hire* 
Kitchen only 
Full Hire 
Kitchen only  
Less than 6 hours 

Additional Items 
Preparation Day/Night* 
Seating  
Set up included – per 100 chairs 
Bar  
6 hours or more with hall hire 

Hinchinbrook Meeting Place 
Hall Hire (Per day)* 
Hall hire (Per hour) 
Hall Hire – Minor Use Small 

Office Hire (per hour) 
Grounds (per hour) 
Grounds (Per day)* 

Ingham Showgrounds 

Eastern Side Western Side 

 All-inclusive Use of Eastern Side* plus 
electricity 

 Multi-purpose Sports Arena* 
plus electricity 

 Main Oval* 
no lighting 

 Seasonal Use of Showgrounds 
please select facility above 

  Ground Hire 
Additional Items 

Lighting – Training 50%  
Lighting – Practice 75% 
Lighting – Game Night 100% 
Club Room 
Canteen 
Horse or Cattle Stalls  
with an  associated event only 
Camping  
with an associated event only 
Traveller Camping  
with working animals only 

 Shoulder Period Fee 
 Auction Sale 

All inclusive Use of Western Side plus 
electricity 
Pavillion  
includes kitchen and mezzanine 
floor*  
Pavillion  
per hour up to 3 hours 
Mezzanine Floor 
Pavillion Shed 
per day 
Pavillion Shed 
per hour 
Hire for Range of Hours 13-40 hours 
per week 

LICENSED FUNCTIONS (IF APPLICABLE) 

To be completed by an 
Ingham/Halifax Police Officer 

Hinchinbrook Shire Council: 

To Whom it May Concern, 

I hereby certify that …………………………………………………………………………………… 
Club/Association/Organisation has advised the Ingham/Halifax Police Service of this 
licensed function.  

………………………………………………………………………. Officer, Ingham/Halifax Police 
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TYTO Conference and Events Centre Only 
The following items are only available for TYTO Conference and Events Centre facilities. 

 

 

 

 
 

 

 

 

 

 

VENUE SET UP  
Please tick the preferred layout option for your activity. 

 Boardroom    Theatre    Cocktail 
 T Shape    U Shape    Hollow Square 
 Exhibition    Classroom    Chevron 

Other/Details (if any)  

EQUIPMENT  

  Lectern and Microphone    Portable Amplifier    Wifi 
  Handheld/Lapel Microphone    Projector     Whiteboard 

Other/Details (if any)  

SIGNAGE  

Directional Signage 
Required   Yes     No Name/Event Title  

CATERING  

  Water Station Only   Hot Water Urn Only    Tea, Coffee and Water Station 
  Morning Tea     Working Lunch    Afternoon Tea 

Delivery Time of Catering 

Morning Tea  

Working Lunch  

Afternoon Tea  

Budget Per Person  

Additional Details (if any)  
 

If organising your own catering please provide details 

Catering Business  

Contact Name  

Phone  Email  
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FACILITY BOOKING  
FORM 

 

 
PAYMENT METHOD 
Please advise your preferred method of payment   

Direct Debit /Cheque  Once you have returned this form an invoice will be sent to you for payment.  

Credit Card   A Customer Service Officer will contact you for payment over the phone.     
 
 

Payment Terms and Conditions 

• In accordance with Section 3 Term and Conditions of Facility Hire; and 
• Rates can be found in the Hinchinbrook Shire Council Fees and Charges. 
 
Privacy Notice and Disclaimer   
Hinchinbrook Shire Council is collecting your personal information to process your submission as stated in this form. The 
collection of this information is authorised under the Local Government Act 2009. Your personal information will not be 
disclosed to a third party unless required by law. You may access this information on the appropriate form obtainable from 
Council's website at any time.  
 

SIGNATURE REQUIRED  

Signature    Date    
 

 

BOOKING METHOD 

How did you find out about Council’s hireable facilities? 

 Web Search   Townsville Enterprise   Magazine                 TYTO Signage 
 Facebook   Event Program   Word of Mouth             
 Other_____________ 

OFFICE USE ONLY 

Booking Fee Invoice  Amount: $ Bond Invoice Amount: $ 

Hire Fee Invoice Amount: $ 

Confirmation Sent  Yes   No Invoices Paid  Yes   No 

Booking Number   Yes   No Induction Booked  Yes   No 

Post event inspection 
booked  Yes   No Date  

Bond to be refunded? 

 
 Yes   No 

 
If no, provide reasons and evidence of damage: 
 
…………………………………………………………………………………………………………………………. 
 
…………………………………………………………………………………………………………………………. 
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