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Summer Term 2012 – From Monday 23rd April until Friday 22nd June 

Deadline for returning the form is 4 pm on Monday 27th February  2012
Dear club or society leader,
The UBU Building Refurbishment is cracking on. Unfortunately this will mean several rooms will be out of use for the Summer Term.  Please do not request to book the following rooms:-
The Anson Room and AR2/Mandela Bar – Not in Use from 19th March to September 2012

The Blandine Richards Room – Not in Use from 19th March 2012 onwards.

It is crucial that we make the best use of the space we have available to us and that we have a fair and transparent system for allocating it.  

· Prioritising your requests really helps us do the allocation so we are not changing this.
· Make your slot requests start and finish on the hour.
· Make sure you fill in the number of slots you require each week so we don’t over allocate space.
· If you could be as flexible on the start and finish time as possible enabling us to ease times to fit.

· PLEASE DON’T ‘hedge your bets’ by asking for slots you don’t need, we will try to fit everyone’s requests in - space allowing.

You can check your allocations on the UBU web site; you will be advised when it’s available by email.
Feedback

If you have any comments or suggestions please email me Margaret Capener at
 ubu-roombookings@bristol.ac.uk
Or Chris Ruff - VP Activities at
ubu-activities@bristol.ac.uk
Many Thanks for all your help.  Have a Great Easter Break.
Kind regards,

Margaret Capener – Room Bookings Administrator

Summer Term 2012:  Monday 23rd April – Friday 22nd June 2012 inclusive.  Return by 4pm Monday 27th February
CONTACT DETAILS:  Name:                              SOCIETY/CLUB                                     Tel:                          Email                        @bris.ac.uk

Weekly Room Requests (for every week in term)   

· Please list below in order of priority - ONLY slots you actually need.

· Please be as flexible as possible with start and end times.

· Please try to start and finish on the hour.

How many bookings per week do you require in total______? 
	Weekly Choice In order of priority
	Day of the week
	Duration


	Earliest

Start

Time
	Latest

Finish 

Time
	No.

Attending
	Purpose 


	Room requirements and other comments
	Preferred Room

(Not guaranteed)

	1st choice
	
	
	
	
	
	
	
	

	2nd choice
	
	
	
	
	
	
	
	

	3rd choice
	
	
	
	
	
	
	
	

	4th choice
	
	
	
	
	
	
	
	

	5th choice
	
	
	
	
	
	
	
	

	6th choice
	
	
	
	
	
	
	
	

	7th choice
	
	
	
	
	
	
	
	


Special Events & one off bookings

	Date
	Time
	No. attending
	Purpose
	Room Requirements
	Preferred Rooms
	Other notes

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	Notes Please add any additional information that may help us when allocating requests and trying to fit everyone in. Please don’t use this space for additional requests.


Important Notes 

Returning the form

Return to the General Office, 3rd Floor, or by email to ubu-roombookings@bristol.ac.uk no later than 4pm Thursday 17th November 2011.  Forms returned after the deadline will not be considered until all others have been resolved.

Bars & Special Events

If you are thinking of holding a Special Event, even if it is planned for outside the Union Building we have professional event organisers who can give you help and advice.  Please contact our Social Events Team by emailing Brian.Marsh@bristol.ac.uk  or  Nicky.Butcher@bristol.ac.uk .

Membership lists and constitution 

It is important to check with the Vice President Activities that the Union has up-to-date copies of your Society membership lists and constitution.  If these details are not on record you will not be allotted rooms.

Deadline for return

When the room allocation process is complete you will be able to view your bookings online at www.ubu.org.uk.

Hard copies will also be on display in the Do It Hub on the 4th floor.    It is the responsibility of clubs and societies to check this information.

Signing for your Room

Please sign for your room on arrival, either at the Welcome Point if staffed, or the Porters' Lodge.

Cancellations

If you will not be using the room you have booked please notify ubu-roombookings@bristol.ac.uk as far in advance as possible so that it can be released for others to use.

Outside Speakers

In addition to a standard room booking request form please complete a Speaker Request Form available from the General Office 3rd Floor, Union Building. This form is compulsory and must be submitted at least 28 days in advance of the date of the meeting.  Your application has to be approved for your meeting to take place.

Technical Equipment

To book technical equipment for a meeting or event held in the Union Building please contact the Union Technician – Andrew Williams at stapw@bristol.ac.uk 

Theatrical Productions

If you are making a booking request for a theatrical production, cabaret, revue or similar entertainment, you must arrange a meeting with the Vice President - Activities (ubu-activities@bristol.ac.uk) at your earliest possible convenience to discuss your requirements.

Food & Drink

Food and Drink can only be brought into the activity rooms by prior arrangement and in exceptional circumstances.  

Room Information

	ROOM


	LOCATION
	CAPACITY
	SUITABLE FOR:
	FLOORING

	ANSON ROOM

NOT IN USE 

19th March to September 2012
	1st floor North
	standing:  900 

seated:      600 
	concerts,  meetings, dances etc
	wood



	MANDELA BAR/AR2

NOT IN USE 

19th March to September 2012
	1st floor North
	with bar:   100

seated: 50    
	bar to accompany event, party
	carpet/vinyl

	Brunel Room

	1st floor South
	seated:      150
	meetings, rehearsals
	wood

	WINSTON THEATRE


	1st floor South

(£25 per perf.)
	raked seats: 200
	*performance, lectures rehearsals

(for performance contact ubu-activities@bristol.ac.uk)
	wood/vinyl



	MEETING ROOM 5A


	5th floor South
	seated:      100
	martial Arts, meeting, rehearsal
	wood

	MEETING ROOM 5C

Theatre Room


	5th floor South

(£15 per perf.)
	seated:        80 

(but dependent on size of set)
	*performance rehearsal meeting

(for performance contact ubu-activities@bristol.ac.uk)
	wood



	DANCE STUDIO


	5th floor South
	
	dance rehearsal
	sprung wood

	MEETING ROOM 6 LARGE


	6th floor South
	seated: 30
	small meeting rehearsal
	tiled

	MR6 SMALL


	6th floor South
	seated: 20
	small meeting

Rehearsal
	tiled

	ART ROOM


	6th floor South
	seated: 80
	art class meeting rehearsal
	tiled

	LARGE STUDY ROOM 4


	4th floor South
	seated: 120
	meeting

rehearsal
	wood


