[image: ]STUDENT EVENT BOOKING FORM

A minimum of 2 working days are required for a meeting without catering and at least 7 working days if catering is required.

Alcohol, Beverages, and Food cannot be brought onto college premises but they can be provided by the College.
Application Procedure: 
If you want to book a meeting/small event in College all you need to do is email grey.reception@durham.ac.uk they will send you an application form (also available from the JCR website) and you need to complete the details and return it to grey.reception@durham.ac.uk. 

Reception will check availability for you and email you back, if the venue is available on your requested date they will confirm this and return the form to you to be signed and handed back to reception.

To be completed in full by Applicant 
	
Name of Organizer                                                                                      Room Number / liver out    

Mobile                                                                                                           Email:                          @durham.ac.uk 

NB your Durham University email account is the only email address that will be accepted on any bookings or other correspondence, this is proof of ID to being a Grey College student.


Event Date:                                 

Start Time:                                            End Time:       

Event Name:

Event Description: 

Rooms available for you to book

Old Library- Yes / No 

The Old Library is suitable for meetings of up to  22 Boardroom ,we cannot provide full Catering only
Hot and cold drinks.

Estimated numbers attending:            Minimum:                                      Maximum:                       


Is this is a regular/re-occurring  Booking      Yes / No 

If yes Dates Required:

Please note we can only take dates for one term at a time.
Room Must be left as found, all belongings removed after the event ,original set-up reinstated.
No Food or drink in the rooms


	



I declare the information above is correct and I will be responsible for ensuring Grey College policies and procedures and that the room is left as found.

 Event Organizer Signature ……………………………………...                                                                Date

Staff Name and Signature………………………………………..                                                                 Date 
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