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	This form is for completion for internal staff that wish to hold an event in RCSI that will take place during term time that will have an impact on teaching and examinations.  

	Contact Details and Background Information

	Name of person submitting the request: 

	

	Contact email and phone number 
	

	Title of Event: 


	

	Who is the host in RCSI (name and department)?
	

	Is this conference affiliated with another College / Department / Organisation ? List all 
	

	Who will be covering the costs for the conference? 
	

	Who is the target audience?  
	

	Will delegates be charged a fee to attend?   
	

	Event / Conference Details

	Preferred Date(s) of Event: 
	

	Attendance Numbers:
Please advise if any Government Ministers or Dignitaries are due to attend.
	

	Purpose of Event: 
	

	Schedule of Event: 

Please provide an overview of the programme for the event/conference including start/end/break times
	

	Provide a list of venue requirements (lecture theatre, breakout room, meeting rooms, exhibition, catering spaces)
	

	Set-Up/Room Layout Requirements for the venues:
	·         What setup do you need in the required venues?

·         Will there be exhibitors in attendance? If yes, how many approx?

·         Will there be a poster display? If yes, how many approx?

	Catering Requirements: 
(breakfast/ mid-morning  / lunch  / dinner etc)


	

	AV Requirements: 
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