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	USWSU Facility Booking Form (Student Groups)

	This form should be completed and returned to the Societies Co-Ordinator (mel.monks@southwales.ac.uk).

Please note that following completion of this form, further information may be required such as tech specifications, as well as catering options should these be required. 



	Hiring Organisation/Department:
	

	Lead Organiser’s Name:
	

	Correspondence Address: 

	

	Lead Organiser’s Telephone No.
	

	Lead Organiser’s Email:
	

	Alternative Contact Details:

	



	Name of Event:
	

	Date of Event:
	

	Start/End Time of Event:
	Start:
	Finish:

	Number of Attendees:
	

	Please provide a description of the event below:

	

	What facilities will be required for the event?

	☐Meeting Room 1 
☐Meeting Room 2
☐Rec Room
☐Cwtch 
☐Activities Meeting Room
☐PlayStation Room

	☐CoalHouse 
☐Middle Ground Foyer/Reception
☐Glas
☐PAWB
☐Tafarn SU Bar

	Type of Event:
	Speaker information

	☐Meeting
☐Presentation
☐Social 
☐Exhibition
☐Performance 
☐Other (Please Specify)
	Will a Speaker be addressing the Event?
☐No         ☐Yes

Have you completed a Speaker Form from USWSU?
☐No         ☐Yes


	Facility Set Up/Set Down Arrangements

	Please specify the start and end time for set up and set down for the booking:
	Start:
	Finish:

	How would you like the room to be set up?
	☐Meeting
☐Theatre
☐Cabaret
☐Other (Please Specify below)





	Please use below to highlight any additional furniture will you require for the space?

	

	Will you be bringing in any furniture/equipment into the space? If yes, please specify below:

	

	Please specify what equipment you require to be available in the room for the booking?

	☐Digital Screen(s)
☐Projector
☐Web Camera
☐Flipchart

	☐Stationary
☐Web Camera
☐Other (please Specify)



	Please use the box below to provide further information regarding equipment needs:

	





	Enhanced Requirements
Please specify below if you have any additional requirements of the booking space. Any requirements will be evaluated, and further requests of information may be needed. 


	Do you require any of the following additional provisions for your booking?
	☐Food and Beverage
☐Security 
☐Additional Technical Support (Lighting, Sound/Stage set up etc)
☐Online ticketing/event page
☐Cloakroom

	Please provide further information regarding what you will require from the above list:
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