[image: ]The University of Technology Academic Staff Union (UTASU) Mais House Common Room Facilities Request Form (FRF)

Name of Organization: ----------------------------------------------------------------------------------------------------------------------
Mailing Address: -------------------------------------------------------------------------------------------------------------------------------
Telephone#: ---------------------------------------------E-mail Address: --------------------------------------------------------------
Contact Person: ---------------------------------------------------------------------------------------------------------------------------------
Address: --------------------------------------------------------------------------------------------------------------------------------------------
Telephone#: Cell ---------------------------------------- Work --------------------------------- Home -----------------------------
Email Address: ----------------------------------------------------------------------------------------------------------------------------------
Other Contact Person: ----------------------------------------------------------------------------------------------------------------------
Address: --------------------------------------------------------------------------------------------------------------------------------------------
Telephone#: Cell ---------------------------------------- Work --------------------------------- Home -----------------------------

Email Address: ----------------------------------------------------------------------------------------------------------------------------------



Event Type: 	□ Meeting 	□ Party/Dance		□ Expo	/Exhibit	□ Social
		□ Other
Brief Description of Event: ---------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------------------------------------------------
Event Date: ------------------------------------------- Proposed Start Time: ---------------------------------------- 
Proposed End Time: -----------------------------
Expected number of Participants: -----------------------------------------------------------------------------------------------------
Participants will be: 	□ Academic Staff	□ Other Staff 	□ Members of the public       
Requested Location:	□ Conference Room        □Front Lawn 	□ Lounge	□ Rear 
Additional Services required: 	 □ Aqueduct Bar	□ Mais House Restaurant	□ PA System
Other: -----------------------------------------------------------------------------------------------------------------------------------------------
Additional Security Personnel Required: ------------------------------------------------------------------------------------------
Décor will be provided by the customer: ------------------------------------------------------------------------------------------
Chairs, Tables & Tents will be provided by the customer:   Yes ---------------------    No -----------------------
(Procurement of chairs, tables & tent will attract an additional 5% service charge) 

Cost for Rental of Premises inclusive of Service Charge:  $.................. (Non UTASU Members)
Service Charge Only (UTASU Members): -----------------------------------------------------------
50% Deposit one month before the event ------------------------------------------------------
Final Payment on the date of the event:  ----------------------------------------------------------------------------------------- 
Please provide menu for your function two months in advance 


Name: ----------------------------------------------------------------------------------------------------------------

Signature: -----------------------------------			Date: ---------------------------------------





UTASU OFFICIAL OFFICE USE:
Rental Approved: ------------------------------------------------------------------------------------------------------------------------------
Date and Time of Event Approved: --------------------------------------------------------------------------------------------------
Amount of Deposit: ----------------------------------------------- Bal. -------------------------------------------------------------------
Approved By: ----------------------------------------------------------------- Date: --------------------------------------------------------
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