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FEWS

conferences - holidays - groups




  INTERNAL ROOM BOOKING FORM

  2011/2012
1. A minimum of 3 days’ notice is required for all Monday – Friday room bookings. More notice is required for weekend bookings.
2. Please check room availability with reservations@st-andrews.ac.uk in first instance. A booking form should be completed and submitted to Reservations only once availability has been confirmed. 
3. Confirmation of booking will be emailed once your booking has been processed.  
4. Please note this form is for booking internal university meetings. If you wish to book a venue for a conference/event or

    for personal use, please contact Reservations. 
	

	TITLE
	     
	FIRST NAME
	     
	SURNAME
	     

	

	DEPT/SCHOOL
	      

	

	ADDRESS FOR CORRESPONDENCE
	TEL
	

	     
	EMAIL 
	     

	     
	POSTCODE
	    


	ROOM(S) REQUIRED
	     

	

	
	DAY
	DATE
	TIME

	ACCESS REQUIRED
	     
	     
	     

	START OF MEETING
	     
	     
	     

	DEPARTURE
	     
	     
	     


	PURPOSE FOR WHICH YOU REQUIRE VENUE
	     

	NUMBER OF ATTENDEES
	     

	NUMBER OF SEATS REQUIRED
	     

	SEATING LAYOUT/ARRANGEMENT
	     


 AUDIO VISUAL EQUIPMENT                                                                                                                                                                                           
AV equipment cannot be used without prior notification
	Will AV equipment be required?
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 



If YES, please confirm your specific requirements with Media Services on 01334 463674 or email: media@st-andrews.ac.uk
 CATERING

Due to food hygiene legislation the University no longer allows self-catering on its premises. 

	Will catering be required?
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 



If YES, please go to www.st-andrews.ac.uk/catering
If YES, please provide full chargeable account code for catering 1-  FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
/ FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
/ FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

 CHARGES

Room hire charges are payable for Lower & Upper College Halls and all rooms in The Gateway. Please contact Reservations for rates.
OUT OF HOURS – Charges apply after 21:30 Mon-Fri and all day at weekends. Please contact Estates for current charges.

SIGNATURE:           

 FORMTEXT 
       
DATE:       
Please submit this form to Audrey Bruce: 
Email: reservations@st-andrews.ac.uk  
Conference & Group Services, Butts Wynd, North Street Fife KY16 9AD. Tel: 01334 462499
