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Please ensure that this form is submitted, fully completed, at least 14 days prior to the date of the proposed function.
	Campaign Week Name


	Campaign Leader  name


	Telephone number
	Email address



	

	Date of function


	If you are requesting more than one date please specify all dates / times below:

	Time (from - to)

	

	
	

	Requested Venue (if not available best alternative will be booked for you)


	Number of persons expected to attend
	

	
	

	Name of function
	Purpose of function

	Are you having a non UCL speaker?  
	YES / NO  (if YES, please complete an outside speaker form)

	Who will be attending the function?

staff/students/outsiders*
	

	
	

	Is disabled access required?


	Catering requirements

Please confirm these details directly UCL Union Catering on 020 7679 7218.

	Additional requirements

porters/cloakroom/display boards/other (please specify)

	Audio-visual requirements

Please attach an Order Request form to this request outlining your requirements


	Declaration of person making application for booking

I have read and agree to accept, the College’s Policies and Rules of Management for the Usage of Halls, Theatres, Rooms etc., as well as the College Code of Practice for Room Bookings.  I furthermore declare that for the duration of the meeting/dinner etc no racial or sexual harassment will be committed and that ...................................................................(name of society) will reimburse the College for any loss caused by a breach of this declaration.

	Signed


	Campaign Leader
	Date

	Booking approved on behalf of UCL Union
	
	

	Signed:


	Position held:
	Date:

	Speaker approved by 
	
	

	Signed:


	Position held:
	Date:


	Security charges may apply in certain circumstances; you will be contacted by Room & Conference Bookings if this is necessary.  












