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This form is to provide notification to the Union about meetings or functions involving outside speakers, that is speakers who are not members of UCL.   It must be submitted at least two weeks in advance of the meeting.

1.
Name of Society/Organisation: 

2.
Date of Function:
 Room Booked: 

3.
Starting Time: 
 Ending Time: 


4.
Name of speaker(s) and their affiliation: 


5.
Title of the talk or subject of the meeting: 


6.
Will the audience include persons who are not members of the College? 
[ ] No
[ ] Yes


If yes, please specify: 

7.
Do you intend to advertise the function outside of UCL?
[ ] No
[ ] Yes


If yes, please specify: 

8. Are there any circumstances which give rise to concern about possible disturbance which could be caused at the meeting or which might give rise to difficulty in a speaker entering or leaving the premises or being able properly to deliver his or her speech? [ ] No  
[ ] Yes
Note: Any person making a booking request who has grounds for believing that a breach of the peace or a criminal offence might occur at a meeting must give notification to the Union of such likelihood at the time of making the request or as soon as possible after such likelihood becomes apparent.  Under these circumstances, bookings may be confirmed only by the Union Chief Executive.  If there is any doubt about whether a meeting is likely to give rise to difficulties, the Union Chief Executive must be consulted.  No further arrangements may be made by the organiser without the express permission in writing of the Union Chief Executive.  In particular in such cases if the meeting has not by that time been advertised, no advertisement of, or promotion of the meeting or function shall be made without appropriate authorisation from the Union.


If yes, please specify:


9.
Contact information of the principal organiser who will be responsible for communication and liaison with the Union:


Name: 
Telephone: 



Postal address: 


E-Mail Address: 

10.
A draft copy of any proposed notice, leaflet or other material announcing or advertising the meeting or function must be attached.
	Office Use only
SYMBOL 168 \f "Wingdings" \s 10 \h
Booking approved without special condition
SYMBOL 168 \f "Wingdings" \s 10 \h    Conditions apply to this booking 

Signed:___________________________  Position Held:_______________________   Date: _________










