Venue Hire
Booking request / Hire Agreement

APPLICANT
[bookmark: Texto3]Name      
[bookmark: Texto2]Address      
[bookmark: Texto5][bookmark: Texto6][bookmark: Texto21]Post Code      				City / Country       /      
[bookmark: Texto1]Fiscal ID (VAT number)      
[bookmark: Texto7]Contact person name
[bookmark: Texto4][bookmark: Texto8]Email      					Telephone      


EVENT INFORMATION
[bookmark: Texto9]Title      
[bookmark: Texto12][bookmark: Texto13]Start date      				Start time   :  
End date      				End time   :  
Short description
[bookmark: Texto19]     

Additional information
[bookmark: Texto20]     

[image: ]
[image: ]

Please complete this form in full and return to eventos@fpce.up.pt 
february/2019
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AVAILABLE FACILITIES
	
	Facility
	No.
	No. of days /
½ day
	Material

	
	
	
	
	Projection
	Audio PC
	Wireless microphone
	Clip-on microphone

	[bookmark: Marcar1]|_|
	Auditorium 1
	-
	     
	|_|
	|_|
	|_|
	|_|

	[bookmark: Marcar2]|_|
	Auditorium 2A
(central)
	-
	     
	|_|
	|_|
	|_|
	|_|

	[bookmark: Marcar3]|_|
	Auditorium 2B 
	-
	     
	|_|
	|_|
	-
	-

	[bookmark: Marcar4]|_|
	Auditorium 2C 
	-
	     
	|_|
	|_|
	-
	-

	[bookmark: Marcar5]|_|
	Lecture room
	     
	     
	|_|
	  |_|*
	-
	-

	[bookmark: Marcar6]|_|
	Computer room
	     
	     
	|_|
	-
	-
	-

	|_|
	Meeting room
	     
	     
	|_|
	-
	-
	-

	|_|
	Enclosed Patio
	-
	     
	-
	-
	-
	-

	|_|
	Garden
	-
	     
	-
	-
	-
	-

	|_|
	Hall / 1st floor
(for registration  and/or coffee breaks)
	-
	     
	-
	-
	-
	-

	|_|
	Corridors
(for poster display)
	-
	     
	-
	-
	-
	-



* subject to availability









ADDITIONAL MATERIAL
[bookmark: Marcar7][bookmark: Texto17]|_| Tables * (number of tables needed      )
[bookmark: Marcar8]|_| Chairs * (number of chairs needed      )
[bookmark: Marcar9]|_| Poster hangers * (number of poster hangers needed      )
       (size: A1, vertical. Availability: 25)
|_| Wooden Pulpit 	
       (availability: 1)
[bookmark: Marcar10]|_| Triple projection (when hiring Auditoriums 2A + 2B + 2C simultaneously)
[bookmark: Marcar14][bookmark: _GoBack]|_| Space hire for outdoor banner 
(Produced by the applicant. Please read Standard Conditions for instructions.)
|_| Wi-Fi FPCEUP: (please request if needed)
[bookmark: Marcar13][bookmark: Texto18]|_| Other * : (please describe)
* Subject to availability

Note: 
Any additional material that is not previously requested will not be made available for use. 
FPCEUP Wi-Fi is free but access must be previously requested. 


GENERAL CONDITIONS
I. Venue hire requests are subject to the formal approval by FPCEUP’s Director at all times. 

II. Bookings for external events must be made at least 30 days prior to the events.

III. Any payment must be processed no later than 15 days prior to the event. 

IV. Cancellations will be considered only if requested 15 days prior to the event. 

V. Sound and video projection must be requested when completing the booking form. In the event of a single function in auditoriums 2A, B and C, applicants must request triple projection and any additional equipment. 

VI. Sound and video equipment hire does not include the support of a technician. Technical support will be provided during office hours – Monday to Friday from 9am to 6pm. Additional hours are subject to availability and extra costs. 

VII. Any promotional and display materials must be previously agreed.
Any materials used for the purpose of the event must be removed within 24 hours, or at the end of the event if the Venue is booked on the following day. 

VIII. For external events, the applicant shall pay the cost of hire together with a deposit of 25% of the total hire cost. 
Any and all damages or loss that result from the applicants’ failure to maintain the Venue’s facilities and equipment in proper working order are the sole responsibility of the applicant and will be mitigated or repaired at the applicants’ expense. 
The applicant shall be responsible for leaving the Venue in a clean and tidy condition. The applicant must ensure that the Venue is returned to the condition in which was found on arrival. If the applicant fail to do this, FPCEUP reserve the right to make an additional charge for the expense of cleanup at the conclusion of each use.



I, the hirer, have read, understood and agree to abide by the Standard Conditions for the hire of FPCEUP’s facilities and equipment. I agree to take full responsibility for the payment of fees and any additional charges arising out of hiring, in accordance with the Standard Conditions that have been supplied to me. 

Porto, _____________________________



___________________________________________
Applicant signature
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