
The House Hire Process Map

INTERNAL UOP 
STAFF:

Enquiry made via 
Formsite form. 

Click Here

The House 
Administrator to 
check booking 
request meets 

the criteria.

No
House 

Administrator to 
decline booking 

request. 

Yes
House 

Administrator to 
check:

- space availability
- technician 
availability
- (plus any additional 
extras ie catering/bar 
etc) 

No
House 

Administrator to 
decline booking 

request. 

Yes
House 

administrator to 
calculate booking 

quote and 
agreement and 

send to the 
booker for 
approval. 

Hirer to read 
Terms and 

Conditions and 
return signed 
agreement. 

Yes
Booking 

confirmed.
Technical team 

cc’d in to 
confirmation 

email. 
Induction 

meeting set if 
required. 

No
House 

Administrator to 
decline booking 

request. 

Deposit to be 
paid to UoP. 

Either via card/or 
invoice.

(for invoice UoP 
Administrator to 

raise PO)

Following event
Administrator to 

confirm final 
hours with tech, 

incl. Any 
catering/cleaning 
charges incurred 

and send final 
payment amount. 

Final amount  to 
be paid to UoP. 

Either via card/or 
invoice.

(for invoice 
Administrator to 

raise PO)

Enquiry made via 
Formsite form. 

Click Here

The House 
Technical Team 
to check criteria/ 

House 
availability.

The House 
Administrator to 
check booking 
request meets 

the criteria.

Approve

Decline

Any technical 
costs to be sent 

to House 
Administrator for 

processing. 
(for invoice 

Administrator to 
raise PO)

https://fs26.formsite.com/bld/FormSite?FormId=LoadShareLinks&FormNbr=35
https://fs26.formsite.com/bld/FormSite?FormId=LoadShareLinks&FormNbr=35

