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BOOKING NOTIFICATION FORM

(7 DAYS NOTICE TO MAINTENANCE IS REQUIRED)





  Event Day and Date:	____________________________ Time: ___________________________ 

  Name of Event Organiser: __________________________________________________________ 	

	Venue:	Resource Booking on SIMON
	
	
	

	Kendell Hall
	
	Fourvière Centre:	Green Room (F3)
	

	McBride Centre
	
		Dance Studio (F1)
	

	Lower A – Warrigal Road
	
		Music Studio
	

	Lower A – Latrobe Street
	
	D (Level 2) Year 7 Open Learning Area
	

	E27 
	
	
	



  Please be aware Kendell Hall and McBride Centre bookings and set up may impact on Physical Education classes

	Event:
	Department:

	Description of Event:


Total number of persons involved in the Event (including staff):  



	Maintenance Set Up
	
	Number required
	Maintenance and Director of Organisation

	Chairs
	
	
	Set up Date/Time:	

	Tables
	
	
	Pack up Date/Time:	

	Media Wall
	
	
	

	Description: (PTO to sketch location of equipment)





	Audio Visual Requirements	Library A/V

	Description of the use of the audio visual equipment (eg PowerPoint projection):




	Equipment Requirement:
	
	
	

	Lectern with Microphones
	
	Wireless Microphone
	

	Projector for Computer Images (ie powerpoint)
	
	Extra Power outlets
	

	Extension cords
	
	Portable PA
	

	
	
	
	

	
	
	
	



	Staff Checklist
	
	Maintenance Checklist 
(Maintenance Use Only)
	

	Original to:
	Planning Team
	
	SIMON
	

	Copies to:
	Organiser (keeps a copy)
	
	
	

	
	Maintenance Pigeon-hole
	
	Diary
	

	
	Library A/V
	
	
	

	Notification:
	Health Sciences Learning Leader
	
	Received
	

	
	Sports Co-ordinator
	
	
	

	
	Arts Learning Leader (Fourvière)
	

	Book venue in SIMON/Resource Bookings
	



THE DEPARTMENT AND EVENT ORGANISER RESPONSIBLE FOR COMPLETING THE BOOKING NOTIFICATION FORM IS RESPONSIBLE FOR SIGNING OFF THIS FORM IN CONJUNCTION WITH ANY OTHER PARTIES INVOLVED IN THE EVENT (IE MUSIC DEPARTMENT OR MISSION AND MINISTRY TEAM) THAT ASSIST IN THE SET UP OF THE EVENT. IF APPLICABLE, IT IS RECOMMENDED THAT THIS AGREEMENT BETWEEN PARTIES OCCURS 14 DAYS PRIOR TO THE EVENT OR AT TIME OF PLANNING APPROVAL.
	Event Organiser Signature: _____________________
	Date: ____________________________________


		PTO


BOOKING NOTIFICATION (cont’d)
(7 DAYS NOTICE TO MAINTENANCE IS REQUIRED)

SKETCH SET UP REQUIREMENTS
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BOOKING NOTIFICATION (cont’d)
(7 DAYS NOTICE TO MAINTENANCE IS REQUIRED)

SKETCH SET UP REQUIREMENTS

FOURVIÈRE SET UP:

GREEN ROOM
Unisex toilets
Dance Room 
Music Room
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