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	Name of Event Organiser
	Person responsible for arrangements prior to the event.

	Telephone No. & Email Address
	
	

	Department/Organisation
	

	Name of Event Leader 
	Person responsible for running the event on the day, if different from above.

	Telephone No. & Email Address
	
	

	Department/Organisation
	

	Event Leader is…

(highlight one)
	UoS Academic Staff  /  UoS Non-Academic Staff  /  UoS Postgraduate  /  

External (Academic)  /  External (Other)

	Event Title
	

	Event Type
	Research Training Event  /  Research Meeting  /  Seminar  /  Lecture  /  Conference  /  Knowledge Exchange Event  /  Other:  

	Event Synopsis
	Please provide details of the aims and objectives of the event.


	Approximate No. of Attendees
	

	Date
	

	Time Room Required
	From: 
	To:

	Duration of Event
	From: 
	To: 


	Please mark the room(s) and any equipment you require…
	BOARDROOM
(capacity 32)
	CONFERENCE ROOM

(capacity 54)
	GLASS MEETING RM.
(capacity 14)
	MEZZANINE

(capacity 14)
	FOYER
(capacity 80)

	Room
	
	
	
	
	

	Laptop & Projector
	
	
	
	
	

	Flipchart Stand(s)
	
	
	
	
	

	Poster Board(s)
	
	
	
	
	

	Whiteboard(s)
	
	
	
	
	

	Video-Conference
	
	
	
	
	

	Access Grid
	
	
	
	
	



Interdisciplinary


Centre


of the


Social


Sciences





Meeting Room Request Form





Do you require a space for catering at lunchtime/during a break?    YES / NO    (delete as applicable)


Any refreshments or food required should be booked in advance by the event organisers. Refreshments may be served in the Boardroom or Glass Meeting Room but not the Conference Room. Food must be served in the Foyer or on the Mezzanine. Organisers are responsible for receipt of refreshments or food from chosen caterers, unless other arrangements are agreed with ICOSS staff beforehand.








Please return your completed form to Angie Maskrey – a.maskrey@sheffield.ac.uk








