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Paxmead bookings – “what to do when”:
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· Make a note of your booking reference (given in the email) here               
and use this in all future correspondence regarding your booking
· Save the information documents (attachments to your confirmation email) as they contain much of the information you are likely to require to make your stay a success. If you have any further questions, please email office@ggsw.org.uk
· Sample Risk Assessments are available on www.paxmead.org.uk but are for reference only. Leaders of Groups booking Paxmead and/or Boating must carry out full risk assessments for their own groups as every group is different. The published assessments do not replace this requirement
1. To confirm your booking:
Send the attached ‘Slip A’ and deposit to the County Office within 14 days – a receipt for this payment will be sent via email.  This deposit is non-refundable.
If payment is not received, we reserve the right to cancel your provisional booking.

2. If you wish to book Boating:
Send the Boating booking form to the County Office with your ’Slip A’ as soon as possible to enable us to reserve the necessary boats and seek an instructor if required.
A deposit of £20 per session is required for all boating bookings.
You will receive full details of your boating booking approximately 4 weeks prior to your arrival. Whilst Girlguiding Surrey West tries to provide boating to all groups who book it, there are some circumstances beyond our control which might cause boating to be cancelled at short notice, including poor river conditions or bad weather. If your boating is cancelled by Girlguiding Surrey West then your boating deposit(s) will be refunded in full. Therefore, all boating balances will be invoiced after your stay and will cover what you actually used less the deposit already paid.
At least 4 weeks prior to the start of your event: 
· Send the attached ‘Slip B’ and balance of your fees to the County Office – the arrival and departure instructions containing all access codes and other relevant information will be sent with the receipt for this payment via email.  You will not be able to access Paxmead without these instructions.
Paxmead Booking Form
I confirm my booking for reference no:



(see original booking email)
	Residential:
	Arrival Date
	Departure Date

	Bunkhouse                                 £50 deposit per night
	
	

	Camping with access to bunkhouse wash facilities

£50 deposit per booking
	
	

	Camping - no access to bunkhouse

£50 deposit per booking 
	
	

	Cleaner for end of visit -£30 fee payable with “Slip B”
	Yes / No* *please delete as appropriate


	Boating - please show all sessions required
£20 deposit per session
	Date 
	 
	
	
	
	
	

	
	am
	 
	
	
	
	
	

	
	pm
	
	
	
	
	
	


Total Booking Deposit due = £

Payment Methods:

· via BACS to - Account 00017402
Sort code 40-52-40
· using your debit / credit card via the ‘pay now’ tab on the Paxmead website – www.paxmead.org.uk – you will need to know your booking reference
NOTE: If using either of the above methods, a copy of the completed form “A” or “B” (from Campsite booking document sent with email to confirm booking) should be emailed to office@ggsw.org.uk 

· Cheques (completed using black ink) to be made payable to “Girlguiding Surrey West” and sent, together with completed form “A” or “B”, as appropriate, to:
GGSW County Office, Old Woking Community Centre, Woking GU22 9AT
Leader in charge (please print):


Name:

Address:

Tel No:





Email:

Unit Name:




County:


I confirm my booking for reference no:



(see original booking email)
	Residential
	Arrival Date
	Departure Date
	No. in group
	No of Nights
	£ per head
	Fees

	Bunkhouse
	 
	 
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Camping  - inside access
	
	
	
	
	
	

	Camping - no inside access
	
	
	
	
	
	

	Day visitors
	
	
	
	
	
	

	Cleaner for end of visit 
	Cost = £30           Yes / No* - *please delete as appropriate
	

	Total Fees
	

	Less Booking Deposit already paid
	

	Amount Enclosed
	


Payment Methods – please submit at least 28 days prior to your start date:
· via BACS to - Account 00017402
Sort code 40-52-40
· using your debit / credit card via the ‘pay now’ tab on the Paxmead website – www.paxmead.org.uk – you will need to know your booking reference
NOTE: If using either of the above methods, a copy of the completed form “A” or “B” (from Campsite booking document sent with email to confirm booking) should be emailed to office@ggsw.org.uk 
· Cheques (completed using black ink)  to be made payable to “Girlguiding Surrey West” and sent, together with completed form “A” or “B”, as appropriate, to:
GGSW County Office, Old Woking Community Centre, Woking GU22 9AT
Leader in charge (please print):


Name:

Address:

Tel No:





Email:

Unit Name:




County:



 






Slip A











Slip B














GGSW County Office, Old Woking Community Centre, Sundridge Road, Woking GU22 9AT
Email : office@ggsw.org.uk
 Tel : 01483 454788 

Website : www.paxmead.org.uk or www.ggsw.org.uk 
Girlguiding Surrey West is an operating name of The Guide Association Surrey West

Registered Charity No. 273344
Paxmead forms 2019 v2

