	Birkbeck Students’ Union
Enhancing the Student Voice since 1904
Malet Street
London WC1E 7HX
Phone 020 7631 6335  
	[bookmark: _GoBack]BOOKING FORM

	The following number must appear on all related correspondence, purchase orders and emails:
EVENT REFERENCE: “BBKSU Fayre 2016” 

	To:
Provisional Stall Holders
	



	Birkbeck Students’ Union
Freshers’ Fayre 2016

Date: Thursday 29 September 2016
Venue: Student Central, Malet Street, London WC1E 7HY (next door to main Birkbeck building)
Event opening: 3pm until 8pm

Exhibitors: set-up must be between 1pm and 2:30pm, for the Fayre to open on time at 3pm.

Confirm booking: 

In order to confirm your booking, please complete the following and the sign the bottom of the form and include your purchase order number or reference. Please return the booking form by email to r.park@bcsu.bbk.ac.uk (no later than 2pm Friday 16 September 2016.



Stall and Promotional Booking

	Please tick
	DESCRIPTION
	cost *

	
	Principle and prime space (be agreement) **
	On application by agreement

	
	Large commercial stall (circa 3 x 2 m area)
	£399

	
	Standard commercial stall (circa 2 x 1 m area)
	£299

	
	Standard charity/NFP stall (circa 2 x 1 m area)
	£199

	
	Pop-up Totem or Singleton Point (1 x 1 m area, no chair)
	£175

	
	Insert into Goodie Bag (flyers/advertising)
	£130 / £90

	
	Insert into Goodie Bag (free stock/stationery/toy/drink)
	FREE **

	
**  on a case by case basis
*  your final invoice amount may be reduced for exhibitors from previous years returning or for providing extra ‘freebies’ to enhance the atmosphere of the Fayre.
Please include a reference or purchase order number.
Please complete the short risk assessment. We may follow this up prior to the event or on the day to ensure the event runs safely and smoothly.
Please let us know the names of the persons who will be staffing your stall on the day.
Please confirm fully the invoice address and contact for us to correctly pass on the invoice.

YOUR DETAILS FOR INVOICE:
Purchase order/reference: [PO or reference]
Contact Name: [contact name]
Address for Invoice: [address]
Full company name: [company name] 

RISK ASSESSMENT STATEMENT / FACILITIES:
[bookmark: Check1]|_| We are bringing our own laptops
[bookmark: Check2]|_| We require access to a plug/power socket
[bookmark: Check3]|_| We need a WiFi access code
[bookmark: Check4]|_| We are providing some prepared cold food/drinks 
[bookmark: Check9]|_| We would like to conduct a showcase or performance that will need a safety zone on the day (e.g. fencing display)
[bookmark: Check5]|_| We are bringing equipment that showcases our activities or work
[bookmark: Check6]|_| We confirm that we are not taking any money on the day
[bookmark: Check7]|_| We confirm that we are not displaying any messages or images that could be construed to be offensive, hateful or illegal
[bookmark: Check8]|_| We confirm that we will not sign agreements with attendees at the event that are subject to a financial agreement regulated by Law (e.g. credit card consumer credit regulations). 
	
	

















ON THE DAY STAFFING OF STALL

How many people will be staffing your stall on the day and expected to attend the event?

Number: [Number here]Click here to enter text.

Please supply the names of those attending by email to rob@birkbeckunion.org no later than 2pm Friday 25 September.

All stall holders will be provided with an ID and event lanyard.

	
	
	Authorized by
	Date



Please sign above to confirm the booking and agree to the terms listed in the risk statement.


Please return this to r.park@bcsu.bbk.ac.uk



By submitting a booking form to Birkbeck Students’ Union (BCSU) you are indicating that you have read, understood and agree to the following terms and conditions:

Booking & Payment
1. Receipt of completed booking forms does not constitute a booking until full payment has been made. Your stall is not reserved until payment is complete or an official Purchase Order has been received and accepted by BCSU.
2. Failure to attend the fair or cancellation later than 16 September 2016 will not be subject to a refund.
3. Late arrival (i.e. the stall is not set up by 14:30 on the day of the Fayre (Thursday 29 September) in time for the safety check) may result in the stall being dismantled and/or re-assigned without a refund. This decision is final.
4. Payment for your stall is due 14 days from receiving your invoice or before 30 September, whichever is soonest. 
1. BACS: BACS details are provided on your invoice.
2. Cheque: Cheques should be made payable to “Birkbeck College” clearly stating your invoice number on the reverse and the Reference: SU100-SU107-471
5. Agencies booking stalls on behalf of a client are responsible for passing on all relevant information, including these Terms & Conditions, to the appropriate person and BCSU will not be held responsible for the failure of an agency to supply the correct details.

Delivery of Goods and Parking
6. Pre-agreed company or private vehicles will only be allowed to access parking if details of the vehicle and the driver are communicated to and accepted by BCSU five days prior to the event (no later than 4pm on Friday 23 September 2016). We cannot guarantee space for parking or unloading after this time. BCSU will take no liability for unauthorized vehicles being clamped, towed or fine on the public highway or on the University of London’s private property (NB: there are NCP car parks within walking distance.)
7. Delivery of items by a third party is permitted between 10:00 and 14:00 via the main entrance of Student Central, Malet Street (the Venue). A member of your organisation must be on-site to accept deliveries. BCSU and Student Central will not sign for or be held responsible for third-party deliveries and will refuse to accept them on your organisation’s behalf, unless without prior agreement with BCSU in writing.
8. Items cannot be left for collection by a third party after the Fayre finishes.
 
Stallholders and Stalls
9. Only three representatives are permitted per stall, and fewer may agreed subject to your stall booking arrangement There are no exceptions to this. 
10. Any stands that are larger than the designated stall space agreed on the booking form will be refused. If you require additional space, you must obtain permission from BCSU. Please note this may incur an additional cost above the stated stall prices.
11. Every stall comes with a table and two chairs (except those listed above in the booking list). If you do not require these facilities, please notify BCSU by Friday, 23 September 2016.
12. If bringing your own stall structure, you are responsible for setting up and taking down the stall. Setting up time is 13:00–14:30; taking down time is 20:15–21:00 on the day of the Fayre. 
13. Stallholders are responsible for displaying their stallholder access passes at all times. Failure to do so may result in expulsion from the Fayre. Security personnel check access passes at all entrances to the fair and will refuse admission unless this is displayed.
14. Representatives of your organisation staffing the stall should be reminded that they cannot utilise the space in front of the table provided.      

Distribution & Storage of Materials
15. Flyering is only allowed at individual stalls. 
16. Materials handed out at the Fayre must relate specifically to your organisation. Sharing of stalls or distributing materials not directly related to your organisation is not permitted and could result in immediate expulsion.
17. All materials utilised on your stand (including boxes, papers and give-aways) must be cleared from the Fayre no later than 21:00 on the day of the Fayre. 
18. Items may only be stored underneath your allocated stall. At no time may you utilise the area surrounding your stall for storage. BCSU accepts no responsibility for loss, damage or theft of any items left in storage. 

Restrictions on Distribution
19. The taking of any form of payment (including debit/credit card, cash or cheque) is forbidden at all stalls, unless specific arrangements have been made beforehand with the BCSU General Manager. Failure to comply will result in immediate expulsion.
20. Stalls must not display images or other materials that are be deemed offensive, hateful or in ways is considered a breach of the BCSU Equal Opportunities and Diversity Policy.
21. Specifically, we require that all stalls refrain from overtly controversial marketing, campaigns, images or other materials – if you are asked to remove such items from display by an authorized official of BCSU, you must comply with this immediately. We are happy to advise you in advance and on the day on sensitive topics and how to provide a safe space.

Expulsion
22. Failure to meet the terms & conditions may result in immediate expulsion from the Fair without a refund for your booking.

