[image: image1.jpg]IT Store
Gd-09

3sqm

sgm

Gd-10

SLOTE 4.5

_Gd-ll








   
  

Gilchrist Seminar Room Booking Form
Booking contact name: 


Student/Staff Number: ____________________ Email _________________________________

Purpose of Hire (circle one): Meeting/Event/Other (please give description) 
Date: ___________________ Start Time: _________________ End Time: 

No. of PG Students attending: ________ Total attending: _______ (Max capacity 60 lecture style)
Will you be ordering catering?  Yes / No

Time catering will arrive: ______________ and be collected: _____________
It is the responsibility of the person/group hiring the room to organise catering with Hospitality Services, and arrange delivery and pick up times. You must notify the SRC of any catering you are ordering.   Please allow an extra 30 minutes at the start and end of your booking if catering is required.   

Additional Information: ___________________________________________________________

Any additional requests must be discussed with SRC Staff.
Rules & Regulations for Gilchrist Seminar Room




 Initials
1. Only current PGT/PGR and staff of the University of Glasgow will be allowed to hire the seminar room in The Gilchrist Postgraduate Club. The seminar room may only be used for events that are beneficial (socially or academically) to the postgraduate community at the University of Glasgow. 
2. A £100 deposit (cash or cheque) OR a staff liability form must be submitted to the SRC Welcome Point, accepting liability for any theft or damage to items within the seminar room, and the room itself. You may collect your deposit 5 days AFTER the event has passed from.
3. Your deposit will not be refunded if the following conditions are not adhered to:

a) The seminar room must be kept in a clean and tidy state at all times and the tables and chairs should be returned to their original position, as stated by the poster on the door.  

b) All AV equipment is switched off and stored away correctly.

c) You must complete the damage form BEFORE and AFTER your booking.  You could be held accountable for any damage which is not reported on this form.  You must turn the form into the staff at the Gilchrist Café. 

4. Food and drink, including alcoholic beverages, purchased within the club may be consumed in the seminar room. Under no circumstances may alcohol be brought into the club.  

5. The seminar room will be opened 15 minutes prior to the start of hire and will be locked 15 minutes after the hire has ended. Please ensure all those attending are made aware of this and that no one will be able to gain access to the room out with this period.  Anyone without a booking form will not be permitted to use the seminar room. 

I confirm that the above-mentioned Club/Department/Student is fully aware of the conditions governing the use of the Gilchrist Seminar Room, the rules have been read, understood and I guarantee that the said person(s) will abide by them.

Signed: _______________________________________________ Date: __________________

ONCE FILLED OUT, PLEASE RETURN THIS FORM TO THE WELCOME POINT – McIntyre Building, or scan and email to gilchristpgclub@src.gla.ac.uk  This booking is not confirmed until it returned to you with a booking reference number by our staff.  





Damage Form

You must complete this form BEFORE and AFTER your booking.  You could be held accountable for any damage which is not reported on this form.

 Record any damage to the room BEFORE your booking on the diagram below:
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Please state any specific damage to carpet, walls, tables, chairs, IT equipment, etc:

Room Hirer (signature)
                      Date


Print name
                      Booking Ref…….………………….

                                                                                                    Time of Booking……..……………..

Record any damage to the room AFTER your booking on the diagram below:
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Please state any specific damage to carpet, walls, tables, chairs, IT equipment, etc:

.


Room Hirer (signature)
                      Date


Print name
                      Booking Ref: ………….…………

PLEASE RETURN THIS FORM TO THE STAFF AT THE GILCHRIST COUNTER[image: image3.emf] 
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For office use only                                                                           


Booking date: 	___________                                                                                                                                              Booking no:   	___________ 





Confirmed?     ___________





Event for/run by postgrads?    yes/no


Dates available & 30min gap? yes/no 


Deposit (cheque/cash)	


OR Liability received	yes/no








For office use only





Authorised by: __________________________





Special Requests: (room set up, etc)


	


	


Request authorised by Markee/Anne: ________________________





    Person booking has read and initialled rules					.


    Photocopy both sides of form.


    Hand a copy to society; file the original with the signature.	 


    Add to electronic calendar: main contact, booking no. /no. attending / room layout/special requests
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