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ROOM BOOKING FORM

for clubs and societies

Please complete this form and submit it to either Sports & Societies Co-ordinator Glen Wilson (g.wilson@worc.ac.uk) or VP Sports & Societies Liam Hughes (liam.hughes@worc.ac.uk).
Once they have received the form they will submit the room booking request to the University and notify clubs and societies once the booking has been confirmed.


	Your Name:
	

	Club/Society:
	

	Committee Position:
	

	Contact Phone Number:
	

	Contact Email:
	



	Room/Venue Required:
	

	Alternate Room*:
	

	Date Required:
	

	Start Time:
	

	Finish Time:
	

	Number of People**:
	


*Alternate room means a second or third choice venue, if your first choice is unavailable

**Please put the expected number of attendees for your meeting/event to help us find a suitable space should both your first and alternate choices be unavailable

THIS SECTION TO BE COMPLETED BY STUDENTS’ UNION STAFF OR SABBATICAL OFFICER
	Form received (date and time):
	

	Room Booking Request Submitted:
	

	Room Allocated:
	

	Club/Society Notified (date and time):
	

	Notified via: (email/phone/in person):
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