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Documentation to made available for your Hallmark visits
By gathering the evidence in advance it reduces the time the visitors need to be with you for the formal assessment.  It provides us with evidence that we can use to make our report to our Hallmark VHA at Community First that the halls we have recommended for Hallmark were indeed worthy of the award.
Please send the Fee required with your application form    The documents that you will need to copy and send in the Pre-Visit Documentation Pack for Hallmark 1 are:-
1. Your trust deed or the governing document for your charity
2. The minutes of your last Annual General Meeting and Accounts
3. List of trustees with signatures showing acceptance of office 
4. A copy of the charity’s annual report
5. Your hiring agreement, and Instructions for hirers
6. Evidence of insurance
7. Your hall entertainments license
The documents that you will need to have available to view at the Visit for Hallmark 1 will be:-

1. Minutes book/file (with agendas) for all meetings including AGM
2. Current accounts and daily record of all receipts and payments (book or computer)
3. Booking diary/calendar
4. Maintenance log
We appreciate that getting this documentation together may take a bit of effort but it is well worth it for the benefits that will follow. It will also make life easier for your committee with all the relevant documents in one place. 
Hallmark awards are valid for three years before a follow up visit is needed. Retaining key documents will ensure the renewal process is a painless as possible 
Hallmark 1 documentation required: October 2014 
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