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	Event Enquiry Form


Once completed, please return this form electronically to guildroombookings@liv.ac.uk
This form constitutes an enquiry only. Please be aware that all bookings are considered on a first come, first served basis. The allocation of larger spaces is dependant on the number of registered members in your society and tech support and catering requests will only be considered if funds are available in your society account.
You will receive a reply to your enquiry within 3 working days. Bookings are not confirmed until you receive an e-mail from a Guild staff member stating as such. 
In order for us to give you the best possible service, it is recommended that you return this form as soon as you have details of a proposed event.
Enquiries received less than 2 weeks before your requested date/s will not be considered.

You’re Details
Activity Group (with account code) / Organisation Name:
Booker’s Contact Details:
Name:
Email:

Phone:
Student number:
Event Details
Type of event:
 
Performance / Show 
|
Film Showing
|
Exhibition
(delete as appropriate)
Party / Dinner

|
Talk / Meeting
Title & short description of event:

Requested date/s:


Anticipated numbers:

Times:
Access to room:
 
Set-up complete:


Doors open:



Event start time:


End time:


(Note: Activity Groups will be charged at £7.15 per hour/ per staff member for technical support)

Technical Requirements

The following are the general technical provisions for each type of event and are subject to change. There may be amendments in certain rooms, and many provisions will be unavailable in meeting rooms. If you require specific Technical Requirements please give brief details in box below.
	Performance / Show
	Film Showing
	Exhibition

	· 2 radio/wired handheld microphones
· Sufficient PA system
· General stage lighting.
· CD Player / iPod Connection
	· Data Projector and Screen
· Laptop or DVD connection point (you will need to provide a Laptop / DVD player)

	· 5 display boards

· General room lighting

	Party / Dinner
	Talk / Meeting

	· 1 radio/wired microphone
· Sufficient PA system
· CD Player / iPod Connection
· Data Projector

· Laptop or DVD connection point (you will need to provide a Laptop / DVD player)
· General stage / room lighting
	· Data Projector and Screen (if requested). If you require audio playback through a PA system please note in box below.
· 1 wired microphone and small PA system (dependant on size of room booked and expected attendance.)
	The more detail you can provide at this early stage, the easier it is to provide you with the support you require.





In addition to the above, are there any other technical requirements:

If you have a specific tech spec, please send it with this form.
Please detail any specific requirements for room set-up and layout (chairs, tables, etc.)
If you have a specific floor plan, please send it with this form.
Catering
Full details of catering options are available at www.lgos.org/catering. 

If you require LGoS catering, please detail which menu option you would like: __________

Information to note:
	Bar opening
	During normal LGoS opening times, The Saro Wiwa bar will be open until 11pm as standard.

	Drinks
	Groups are not allowed to bring their own drinks (alcoholic or otherwise) to any events within the LGoS building.

	External catering
	External catering is not allowed at events within the LGoS building, unless explicitly organised by LGoS staff in advance and if a valid food Hygiene certificate has been seen by an LGoS manager at least 5 working days before the event.

	Invoicing
	For Activity Group events, payment will be taken directly out of activity funds following the event. 
For all other bookings, the person / group making the booking will be invoiced.

	Risk assessments
	Activity Groups will need to complete a risk assessment for all events. For events with specific or high risks a specific risk assessment will need to be written. Details on and support with these is available at www.lgos.org/howto or visit The Base.

	Duty manager
	For every event, there will be a Guild manager on duty. This manager will have the final say on any decisions taken on the day/night of the event.

Any LGoS staff member will able to direct you to this person.

	Ticket sales
	LGoS can print tickets for your event, which can also be sold through The Base and on www.lgos.org. Income is paid directly to your Activity Group account.

For more information, please visit www.lgos.org/howto or visit The Base


LGoS use only:

Pre-event:

Additional agreed notes:

Confirmation of event sent: 
____________ (date)
____________ (initials)

Follow-up confirmation sent:
____________ (date)
____________ (initials)

Approx. number of crew hours required: ______________
Post event:

Approx. number attending:

__________

Additional notes from event:

Feedback form sent:
____________ (date)
____________ (initials)
Invoiced: 
____________ (date)
____________ (initials)
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