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	This form is for completion for internal staff that wish to host a tour of 26 York Street while the building is operating pre-examination or examination modes:

· Pre-examination Mode: All tours hosted after 3pm between Monday 11 November to Sunday 24 November 2019 and between Monday 30 March to Sunday 12 April 2020 require the approval of SMT

· Examination Mode: All tours hosted during building opening hours between Monday 25 November to Wednesday 18 December 2019 and Monday 13 April to Saturday 30 May 2020 require the approval of SMT
Completed forms should be returned to the Dean’s Office deansoffice@rcsi.ie and the Bookings team bookings@rcsi.ie.


	Contact Details and Background Information

	Name of person submitting the request: 
	

	Contact email and phone number:
	

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

	Tour Details

	Preferred Date(s) of Tour:
	

	Preferred Time of Tour:
	

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

	Purpose of Tour: 
(give as much information as possible to aid the decision)
	

	Areas in 26 York Street to be visited:
	

	Is the Head Porter, Front of House Manager or nominee available to deliver the tour?  
	

	Is the Simulation centre available to access (if required) 
	

	If you require access to the Simulation centre, you will need separate approval to visit the centre. Please book via the Simulation Manager.


	Approval

	Reviewed at SMT meeting:
	[enter date]

	Decision
	Approved                        Declined  
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