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Room Booking Form 	Email to: pak-kwan.lau@bbk.ac.uk

[bookmark: _GoBack]It is mandatory to complete all the details provided on this form. You may include more than one booking on this form, assuming the events are similar in nature and you have clearly differentiated requirements where necessary. 

Please provide as much detail as possible to ensure the booking can be actioned, failure to include important or accurate details will result in the form being returned to you, and no room booking will be made. 

Please ensure that you also put the event on the SU website before submitting the form.


	Personal and Society Information

	Name of Club or Society
	

	Organiser Name
	

	Organiser Role
	

	Email
	

	Mobile
	

	Event Name
	

	Date of the Event
	

	Time of the Event
	Start
	
	End
	

	Description of the Event. Please provide as much detail as possible. The more information provided, the quicker the processing takes place.
	





	Additional Scheduling details
	

	
	

	
	

	How many attendees are expected? How many will not be current students at Birkbeck?:
	

	Type of room required (e.g. Classroom or Lecture)
	





	Risk and Speakers

	Describe the general nature of the event or meeting (e.g.: lecture, discussion forum, action based etc)
	



	Will there be, or has there been, any media interest in this event or similar events that you have run in the past? If yes, please give details. 
	|_|Yes
|_|No

	Will there be, or have there been, any security concerns at this event or similar events that you have run in the past? If yes, please give details.
	|_|Yes
|_|No

	Will the event be advertised to individuals who are not part of your organisation? If yes, please give details.
	|_|Yes
|_|No

	Have you considered health and safety requirements in relation to the suitability of classrooms or lecture theatres for the event? (for example action based sessions such as dancing etc.)
	|_|Yes
|_|No

	Have you considered requirements in relation to security for the event?
	|_|Yes
|_|No

	Have you considered any other risks in relation to this event?
	|_|Yes
|_|No

	Do you require underwriting or insurance for the event or meeting?
	|_|Yes
|_|No

	If Yes to any, please explain



	

	Will there be speakers at this event?
	|_|Yes
|_|No

	Name of Speaker
	


	Email Address of Speaker
	


	Telephone of Speaker
	


	Brief summary of the topics that the Speaker will be covering
	










	General Information

	Is this event or meeting supported by an agreed Activity Plan or Union Budget? 
	|_|Yes
|_|No

	Will any attendees be charged to attend?
	|_|Yes
|_|No

	Is this event a trading or fundraising event?
	|_|Yes
|_|No

	Is this event on the Union’s website? www.birkbeckunion.org
	|_|Yes
|_|No

	Please give details of expenditure(and estimated income) for the event
	







	Acknowledgement

	The Students' Union is able to book free Birkbeck rooms for events organised by our recognised Clubs, Societies, Campaign Groups, and Student Officers. All requests must be directed to the Students' Union which we will process and submit to the college room bookings system - this process takes time & all requests are subject to availability, so please consider booking in advance to avoid disappointment (especially at busy times of the year e.g. freshers/orientation!).

Please be aware that there's a number of regulations (including Union & College policies) that MUST be adhered to when booking and using Birkbeck rooms, so please familiarise yourself with the policies. Policies can be found on birkbeckunion.org. If you are not a recognised Union group, then you will need to make an external request to Birkbeck College directly. 

Please confirm 

|_| Yes, I have read the above information and have completed this form to the best of my knowledge. 







Please return to pak-kwan.lau@bbk.ac.uk
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