[image: image1.wmf]
· Please complete all the grey boxes on the booking form.
· Only one room booking per form.

· Rooms can be booked a maximum of two weeks in advance.
	Contact details
	ULU Club/Society
	

	
	Your Name
	

	
	Your committee position
	

	
	College email (1) essential
	

	
	Personal email (2) optional
	

	
	Mobile number
	


	Room booking request
	Day of meeting
	

	
	Date of meeting (dd/mm/yy)
	

	
	Start time of meeting*
	

	
	End time of meeting**
	

	
	Number of people expected
	

	
	Nature of meeting

eg committee meeting, AGM, EGM, lecture, training session, seminar, social, other (please specify)
	

	
	Attendees

eg members of ULU club/society only, open meeting (non- members/non-students)
	

	
	Room layout

eg theatre, classroom, boardroom, exam
	

	
	Data projector needed?
If you require the use of a data projector, you must indicate here
	

	
	Other information (optional)
	

	Today’s date (dd/mm/yy)
	


Please note that rooms are not generally available for clubs and societies on weekdays during the daytime.
* meetings on weekday evenings cannot generally start before 1800

** all meetings must be finished and rooms vacated by 2200 Monday-Saturday and by 1900 on Sundays
The completed form must be returned to: ulu.roombookings@lon.ac.uk
Please put the following subject heading in your email:
 ULU Room Bookings – (name of your club/society)
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For ad hoc room bookings

















