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Student Event Booking Form – Part 1

Please check the room and date availability with the Events Office. Once they have confirmed what is available please complete the form. 
You will receive a confirmed booking letter from the Events Office, and this will be your proof of booking when collecting keys from the Porters Lodge.
Please complete Part 1 of this form if you are booking a Study Session, Rehearsal (individual or group), Presentation, Social Space or Society Meeting and return it to the Events Office
Please complete Part 1 and 2 at least 10 working days in advance if you are booking a Party, Dinner, Garden Party or a JCR/MCR Event and return it to the Events Office. The Events Office will circulate the form to all those concerned. Garden Parties in Orchard Court, Library Court and the Servant’s Garden can only be booked during May Week. 
A supervision booking does not require a form. Please e-mail the Events Office with the supervisor copied in to make the booking. The booking will be made under the supervisor’s name.
	Name: 
	

	What do you require the room for:
	

	Date of event:
	

	Society/event name:
	

	Venue: 
	

	Approx. number of guests: 
	

	AV requirements (subject to training and additional charges):
	

	Start time:                                                             
	
	Finish time:
	

	Music – circle all applicable
	Yes
	No
	Amplified
	Background

	Will you have alcohol at your event? 
	Yes
	No
	All alcohol must be ordered via the Events Department. It is not permitted to supply your own alcohol. This is to ensure compliance with legislation and the terms of our license.

	I understand that I am responsible for ensuring my guests behave in an acceptable manner. Any unacceptable behavior will be reported to the Dean, who will take appropriate action.

I also take responsibility for all necessary cleaning of the area used. Should any damage occur or if extra cleaning after my event is required, I understand I will be charged.

By signing below I confirm I have read and accepted the Terms and Conditions for booking events at Murray Edwards College (updated Oct 2017). Available on the College website.

	Signed: 
	
	Print:
	

	Date: 
	
	E-mail:
	


The following should be completed if you are hosting a dinner, party, JCR/MCR event, Garden Party
	Planning/Layout – How do you intend to set the room, manage your guests and ensure their safety?

	

	Catering Requirements – Do you require food/a staffed bar? Will you be having a table plan?

	

	Housekeeping – If you need cleaning materials, you will need to order them from the Accommodation Department accommodation@murrayedwards.cam.ac.uk

	

	Maintenance – Do you require the artwork to be covered or the beetles moved? Do you require additional electrical points?

	

	Wet weather plan for outside events

	

	Invoicing – Provide the name and address for the invoice.

	

	The invoice must be paid promptly by a single cheque or one electronic transfer. Multiple payments for individual guests will not be accepted.

A VAT exemption form must be completed before your event. This is available from the Events Department. If one is not completed, you will be charged VAT on your final invoice. Be aware, however, that alcohol is subject to VAT regardless of whether VAT exemption is otherwise available.



If additional staffing or resources incur costs, you will be informed as soon as possible.

By completing this form, you agree to contact the Events Office at least 10 working days in advance of your event to book any catering/equipment and inform them of all your event details including final timings and invoice details.


Please send your completed Part 1 and Part 2 of the Event Booking Form to the Events Office and they will circulate the form to all those concerned.

If the form is agreed, you will receive a booking confirmation letter from the Events Office.

	
	Signature
	Date

	1) Dean

	
	

	2) Events Office 

	
	

	3) JCR President
(if JCR Bar or Dome Bar is required)

	
	

	4) JCR Bar Officer

(if JCR Bar or Dome Bar is required)

	
	

	5) Designated Premises Supervisor
(if alcohol will be consumed)

	
	

	6) Head or Deputy Porter 


	
	


	Dean

Events and Catering Department

Head Porter

Accommodation Office

Maintenance Department

Head Gardener
	dean@murrayedwards.cam.ac.uk
events@murrayedwards.cam.ac.uk
porters@murrayedwards.cam.ac.uk
accommodation@murrayedwards.cam.ac.uk
maintenance@murrayedwards.cam.ac.uk
gardens@murrayedwards.cam.ac.uk


Please note, by signing this form you agree that if your booking is later found to be subject to VAT, Murray Edwards College may collect from your organisation full payment of the outstanding VAT and any charges incurred.

This form must be returned with your booking form. Exemption cannot be applied in retrospect.


Please confirm whether you are an eligible body as defined above, and if so, within which category you fall. 

Should you fall within category (f), you must supply a copy of your constitution as evidence to confirm that you meet the criteria of the category.

I confirm that this event is VAT exempt under category _________ as detailed above.

	Signed:
	
	Print name:
	

	
	
	
	

	Position:
	
	Date:
	





VAT STATUS PRO-FORMA





If you are an “eligible body” then your receipt of conferencing and catering services at Murray Edwards College will be exempt from VAT where:





the conference and catering services are closely related to education, research or vocational training supplied by you to your pupils, students or trainees; and


you are able to provide evidence that your organization is an “eligible body”.





“Eligible bodies” are broadly defined as:-


Schools;


a UK university, and any college, institution, school or hall of such a university;


Institutions defined in the Further and Higher Education 1992 Act.


Central government bodies, for example, government departments, executive agencies and non-departmental public bodies and NHS bodies, local authorities and non-profit-making bodies that carry out duties of an essentially public nature similar to those carried out by a local authority or government department;


Bodies teaching English as a foreign language (only when undertaking such teaching).


Other bodies not falling within paragraph (a) to (e) but which:


are precluded from distributing any profit and


apply any profit made from exempt supplies of education, research or vocational training to the continuance or improvement of such supplies.











Updated Aug 2016                          J:\Events\College\Booking Forms\Student Event Booking and VAT form.doc

