Booking Form for Queen Square House 2nd floor SMALL Meeting Room
Capacity = 15 people
Equipment* – Projector only
Data Projector/UCL Desktop Networked PC/Laptop connectivity/Ceiling mounted PA system

Title of Event
Number of Attendees
Date of Event (Day, Month, Year e.g. 10 October 2018)
Start time (24 hour format e.g. 1 pm = 13:00)
End time (24 hour format e.g. 2 pm = 14:00)
Is it a recurring event?  
If recurring, what is the frequency?  
What is the end date of the sequence?
Name of Person Booking
Telephone Number (e.g. 0203 448 4137)
UCL/UCLH E-mail Address 

Contact details of Person Responsible on the day for the event

Name

Telephone Number

UCL/UCLH E-mail Address 

Audio-visual requirements:  *If required service users can book a laptop in advance from the UCL ION Medical Illustration Unit, pending availability,  by emailing their request including the time/date/location of the meeting to ion.medicalillustration@ucl.ac.uk;  Telephone: 020 3448 4125
Wireless access is available via Eduroam. Non UCL staff will require a guest access code from UCL ISD ION Computing by email their request including the date/starting & finish time/location/delegate numbers to +AISC.Ion-Itsupport ion-itsupport@ucl.ac.uk
Out of Hours Access – Meetings booked to commence pre 9.00am/post 5.00pm
To gain access to the seminar room/s pre 9.00am service users must present at QSH Security Reception with valid UCL or UCLH staff ID and a member of the team will escort you to the venue and open it for you. (Photo ID will be needed)
(Telephone:  0203 448 3195 or 0203 448 3923; e-mail:  ion.securityqsh@ucl.ac.uk)
Please notify QSH Security desk of visitors (ie those who are not UCL/UCLH staff/students).  Visitors must sign-in at the Security Desk.

