South Delhi Municipal Corporation
The Rules and Process for Booking a Community Hall

1. Who can book a Community Hall?
Citizens can book a Hall for marriages, other social and cultural activities, free Hall Booking for Widows Daughters/orphans, Govt Purpose. 

In respect of Social and Religious Purposes, the organizing committee of the function can book a Hall
2. For how many days can a booking be made?
A Hall can be booked for half day (3 hours) or for a maximum period of two days, treated as General Booking.  If booking is for more than two days, then it is treated as Special Category.
3. Where to make a booking?

General Bookings can be made at CSB centers of the respective zones.
All the concessional bookings (such as bookings by SDMC Staff/Retired SDMC Staff/Dependents of Deceased SDMC Staff, bookings for conducting religious functions and rasam pagri and condolence meetings) will be done at CSB West Zone after a prior permission from Director of Community Services Department .

Non-concessional Special Bookings (booking for more than 2 days) will be done at respective Zonal Office (Community Service Department) of the respective zones after a prior permission from Director of Community Services Department.  The respective booking charges shall be paid at CSB within 24 hours from the date and time of booking.   If failed, the booking will be cancelled automatically.
4. When can a booking be made?
Community Halls can be booked one year in advance except for the religious functions.  

Booking for religious functions are allowed in advance of max 30 days only. 
The Booking Charges will depend on the advance period of booking.  
The booking charges for each Hall published on home page are for one day and applicable if the booking is made within three months prior to the date of function.  If any body wants the booking to be made much in advance i.e. 3 months to one year from the date of function, then the booking charges will be:
(i) If made within 3-6 months in advance – Double of the booking charges.

(ii) If made within 6-9 months in advance – Three times of the booking charges.

(iii) If made within 9-12 months in advance – Four times of the booking charges.

Security Deposit, Tent License and Sanitation Charges  remains same.

5. When can a Hall be occupied?

    At 8.00 AM on the day for which the Community Hall was booked.

6. When to Vacate Community Hall?
Check out time is 8.00 A.M. on the day next to the day for which the Community Hall was booked.
7. What are the amounts to be paid for booking a Hall?

The community halls are categorized into A, B, C, D, E categories and the charges are depending on the category of the hall.  
The amounts for the following are to be paid at CSB at the time of booking.  
· Hall Rent


 
· Security Deposit                
· Tent License Fee (TLF) 
 
· Transaction fee
If booking is made for more than one day, then Hall Rent shall be collected for the number days of booking.

If booking is made for short duration (for 3 hours), then half of the  Hall Rent and Security Deposit will be collected.  The Sanitation Charges and TLF will be charged as per normal existing rate.

Sanitation fee are to be paid to In-charge of the Community Hall at the time of occupying the    Hall.

The Security Deposit will be refunded only after event is over and on production of   no damage certificate from Incharge/Chowkidar of the community Hall (* not applicable in case of cancellation of booking) 
      Concessions :

· SDMC employees including retired are allowed to use community hall for one day at free of charge. Hall Rent and Security Deposit will not be collected.  Tent Lic Fee and Transaction Charges are only collected from the SDMC Staff.   
· In case a booking is made for religious functions, then Hall Rent and Security Deposit are exempted.  Tent license fees and transaction fee will be collected at CSBs and Sanitations charges are to be paid at Community Hall at the time occupation.
· In case a booking is made for the purpose of “Rasam Pagri” and “Condolence Meetings”, then Booking can be made at free of cost.   The transaction fee only will be collected.
Table: Type of Booking and respective charges

	Type of Booking
	Hall Rent
	Security Deposit
	TLF
	Sanitation Charges

(to be paid at Hall)
	Transaction Fees

	General Booking
	√
	√
	√
	√
	√

	SDMC Staff -  for 1 day
	X
	X
	√
	√
	√

	SDMC Staff  -  for 2 days and above
	√
(one day will be free)
	√
	√
	√
	√

	Religious Functions
	X
	X
	√
	√
	√

	Short Duration Booking (3 hours)
	√
(50%)
	√ (50%)
	√
	√
	√

	Condolence Meeting/Rasam Pagri
	X
	X
	X
	X
	√

	Special  Booking (more than 2 days)
	√
	√
	√
	√
	√

	Booking for Marriages of Widows Daughters/Orphans , Govt Purpose
	X
	X
	√
	√
	√


8.  What documents are required for booking a hall?
· Application for booking of Community Hall.
· An affidavit on Rs. 10/- duly attested by notary. Click here for Affidavit format
· Proof of residential address.

· Photographs of both boy and girl in case of marriage and office bearer in case of organizer/organization as the case may be.

· Area Councilor’s recommendation in which Ward Community Halls falls.

· Name, Father’s Name & Address of boy and girl (in case of marriage function).

· Attached Demand Draft in favor of “Commissioner, Municipal Corporation of Delhi” for the purpose of Security Deposit.
· Copy of Receipt of cremation (if booking is made for the purpose of Rasam Pagri/Condolence Meeting).

· Bank Account No. of the applicant with Proof.

In case of booking by Municipal employee/dependents, the following documents are to be provided 

(a)
Application duly forwarded by DDO.

(b) Photocopy of ID Card of employee attested by DDO/HOD; if ID Card not     

      issued photocopy of Appointment letter/ copy of Pension book in case of Mpl. Employees;

(c)
Ration Card for blood relation/residential proof.

      9. Whether postponement/advancement of booking possible?
The day/date a Hall booked cannot be postponed.   Any request for postponement / advancement of booking is treated as cancellation of original booking and a fresh booking being made.

      10. Whether Cancellation of booking is possible?
The cancellation of bookings shall be only with the approval of the concerned Dy. Commissioner who will take personal hearing in all cancellation matters.   Same will be done by respective Zonal Asst. Director or Zonal Administrative Officers.

If the cancellation was made more than 5 days prior to the date of event or function, then 50% of the Hall Rent will be deducted as Cancellation Charges and the Security Deposit will refunded in full.  Otherwise (the cancellation was made with in 5 days from the date of event or function), 100% of the hall rent will be deducted as cancellation charge. The amounts collected in respect of security deposit only would be refunded.   Tent License Fees will not be refunded. 

In case of contingency SDMC has right to cancel the hall without assigning any reason

11. How to claim the Refund? 
· The application along with G8 Receipt issued at the time of booking needs to be submitted in the Office of the Zonal Asstt. Director, CSD.

· The security deposit will be refunded only after the event is over on production of no damage certificate from Incharge/Chowkidar of the Community Hall (* not applicable in case of cancellation of booking). 

· In case of damage the booking party either get it repaired or the security deposit will be forfeited (* not applicable in case of cancellation of booking). 

· The draft deposited by the applicant towards security deposit will be refunded by the Zonal Assistant Director (CSD) of the concerned zone within 7 days of the closure of the function.

In case of cancellations, Hall Rent (as applicable) and Security Deposit will be refunded.  Tent License Fees will not be refunded. 
12. Table: Type of Activate (Booking and Cancellations) and service locations.
	Type of Booking
	               Services are Provide at the following   

	
	All CSBs  

(at respective Zones)
	At Civil Lines CSB Only

	Admin Officers/Asst Director

(of respective Zones)
	Director (CSD)

	General Booking

(for Citizens)
	√
	√
	x
	x

	Booking for SDMC Employees 
	x
	√
	x
	x

	Booking for Religious Functions
	x
	√
	X
	x

	Booking for Rasam Pagri/Condolence Meeting (only for 2 hours)
	√
	√
	X
	x

	Booking for Marriages of Widows Daughters/Orphans , Govt Purpose
	√
	X
	X
	x

	Short Duration Booking (for 3 hours)
	√
	√
	X
	x

	Special Booking

(for more than 2 days)
	X
	√
	√
	√

	Cancellation of Bookings
	X
	X
	√
	√

	Blocking
	X
	X
	X
	√


13. Community Hall Booking Charges
	S.no
	Hall Category
	Ground Rent
	Security Deposist
	Sanitation Fee
	Tent License Fee
	AC Charges

	
	
	
	
	
	
	

	1
	A 
	28500
	10000
	1500
	500
	12000

	2
	B 
	17100
	10000
	1500
	500
	0

	3
	C 
	11400
	10000
	1500
	500
	8500

	4
	D 
	7980
	5000
	1000
	500
	0

	5
	E 
	2280
	2000
	1000
	500
	0

	6
	F 
	15000
	7500
	1000
	500
	0

	7
	G 
	1500
	750
	300
	500
	0

	8
	H 
	9000
	4500
	1000
	500
	0

	9
	I 
	4000
	5000
	1000
	500
	0

	10
	J 
	9000
	4500
	500
	500
	0

	11
	K 
	57000
	15000
	1500
	500
	0

	12
	L 
	9000
	4500
	1000
	500
	0

	13
	M 
	34200
	15000
	1500
	500
	0

	14
	N 
	15000
	7500
	1500
	500
	0
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