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	AUSA Booking – GP Hall Booking Request 


	

	



	Please note that all enquires and booking requests are deemed provisional.
Completed booking requests will be reviewed by AUSA in the first instance and forwarded to

 The Conference & Events Office.

The Conference and Events Office will then contact the enquirer directly to advise of availability, booking processes and required actions, along any associated costs.

No booking will be deemed confirmed until a written contract has been issued by the Conference & Event Office and the booker has signed and returned a copy of the schedule agreeing to booking conditions and Health & Safety responsibilities, along with the submission of any additional mandatory documentation.
 (Risk Assessment / External Speaker Form)


	


	Date request submitted
	
	Society/ Group name
	

	Bookers name(s)
	
	Contact telephone number
	

	Bookers student number
	
	Contact email address
	

	

	Billing contact name
	
	Billing postal Address 
	

	Bill payer’s student number
	
	Societies / billing email address
	

	

	Venue(s) requested 
	GP Hall – Hillhead 

	

	Date of planned event
	
	Title of event  
	

	Expected no. of attendees
	
	Will any attendees be under 18 yrs. old? 
	

	Access time requested
	
	Is the event open to the public or private?
	
	Will there be any associated attendee charges?
	

	Start time of event 
	
	Finish time of event

	

	Nature of activity / purpose of the event
	

	Brief description of event activities


	

	Requested layout of venue / furniture requirements 
	


	Requested use of inhouse audio visual equipment
	

	Proposed use of external/ personal audio-visual equipment 
	
	Details of proposed suppliers
	

	PLEASE NOTE YOU OR YOUR ENTERTAINMENT SUPPLIER WILL BE REQUIRED TO PROVIDE MANDATORY TECHNICAL INFORMATION AND PROVIDE EVIDENCE THAT ALL EQUIPMENT IS PAT TESTED




	Proposed catering requirements /services required 
	

	Proposed refreshment/ bar requirements / services required  
	


	Organisation representative to be present at and responsible for the event

	Name:

	

	Contact number during the event:


	


	Any other relevant information to support booking request 
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