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APPLICATION TO HOLD A UNIVERSITY CONFERENCE  /  EVENT 
	Name of Applicant seeking approval
	

	Telephone number
	

	Email address
	

	Fax number
	

	Faculty/Department
	

	School
	

	Details of Conference/Event

	Name of Conference
	

	Date/s of Conference
	

	Estimated number of delegates
	

	What is the purpose of the conference:



	Identify the meeting rooms you require:

	How is the conference to be funded, please give details:



	Delegate Fee:

	Please complete either section A or B below

	A. If the conference is part of the University’s core business please give details:

Faculty space charge will automatically be applied (see Note 1)

	B. If the conference is run on behalf of an external body please give details:

Invoice will be issued - Cost Code:

	Will the services of the Conference Office be required?

	Head of School

Approval
	Print Name 
	Signed
	Date

	For conference office use only

	Conference Services recommendation
	

	Approved by: Head of Catering & Conference Services 
	

	Date:


Note 1: As for other space charges this cost will be reflected on the Faculty financial statement impacting net margin/rate of return only. Recurrent budget transfers are not involved.
Please return to Fidelma Hodges Room E025 Coleraine Campus

