FACILITIES MEETING ROOM - BOOKING FORM

Contact Details

Name of Organiser:
__________________________________________________

Department:

__________________________________________________

Extension No:
__________________________________________________

Event Details

Topic/Title of Event:
__________________________________________________

Type of Event:


· Committee/Management Meeting

· Recreational

Times/Dates

Date of Event/s:
__________________________________________________

From:


__________________________________________________

To:


__________________________________________________

Start Time (if different):
_____________________________________________

IMPORTANT 

· There is no need to order hot drinks from the Catering Department, as there is a hot drinks machine in the meeting room available for your use.

· If the meeting runs later than 5.30pm please contact the Chargehand Porter on extension 3522 who will secure the building after you have left.

PLEASE ENSURE THE MEETING ROOM IS CLEARED, ALL WINDOWS SHUT AND LEFT AS FOUND INCLUDING REPLACING TABLES AND CHAIRS IF MOVED.

For further information or help please contact Facilities Department on extension: 3943

Thank you

