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PERSONAL/SMALL GROUPS MUSIC PRACTICE ONLY IN THE MUSIC ROOM
This form is for booking the Music Room for music practice. 

For booking ahead, or immediate use within office hours (09:00-17:00 Monday-Friday), please check the availability with the Events Office, then take completed form to the Events Office for booking. 

For immediate use outside office hours only, please complete form at the Porters Lodge, who will issue the keys if the room is available. 
	Name: 
	

	Date of event:
	

	Start time:                                                             
	
	Finish time:
	

	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 students booking events at Murray Edwards College (updated Oct 2017). Available on the College website.

	Signed: 
	
	E-mail:
	


The procedure for completing this form is to ensure we don’t have any clash of events. This also helps us to keep records of how often the room is used and what for. 

If booked within office hours, Events to sign and date below and tear off the slip for the student to hand in at the Porters Lodge. The Events Office will call the Porters to inform them that the student is on their way to collect the keys.

If booked out of office hours at the Porters Lodge, the Porters to sign and date the below and give student keys. The form should then be put into the Events pigeon hole

	Events Office and Porters use only



	Signed: 
	
	Date
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