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Kadoorie Institute Room Booking Form
PART A: ROOM BOOKING
Please bring your own laptop if teaching in the Lecture Theatre.
Date of teaching:
Title of teaching:

Start and finish time of teaching:
Please include any setting up or clearing away time you may need.

Type of teaching:
This should describe the type of activity, e.g. ‘F1 training’ etc.

Which teaching room do you wish to book?	Please delete as appropriate  
Lecture Theatre		Yes / No 
Practical room large		Yes / No
Practical room small		Yes / No
Please state your Group / Team / Organisation: 
Example: AICU, Resus

PART B: CONTACT DETAILS
Organiser contact name:
Full address / department / ward:

Telephone number:
Email address:
	
COST Centre Code (A + five digits):
If you have a Charitable Funds account, please give us the Ward name and CF Account No., e.g. ‘Daisy Ward CF 0444’ – only if you are being charged.
Alternative contact details:
In case the above-named contact is on leave

Address for invoice (if different from the address above):

Purchase Order Number:
If relevant and you wish us to quote when invoicing:
PART C: AGREEMENT
I have read, understand and agree to be bound to the Terms and Conditions and the information on behalf of my organisation / company / department / ward etc.
Name (please print):
Date:
Signature:

Please be aware, bookings are only confirmed once all the relevant parts been filled in, signed, and returned back to us within 14 days of receiving the form.
Please make sure you read all the terms and conditions before you sign the form. Provisional bookings will be held for 48 hours only following which we reserve the right to re-let the room.
All details are below. If you have any questions regarding this form or bookings confirmed, then please don’t hesitate to contact us.
Kadoorie Institute for Trauma, Emergency and Critical Care
Level 3, John Radcliffe Hospital
Headley Way
Headington
Oxford OX3 9DU
UK
Tel: +44 (0) 1865 223101
Email: kadoorie.centre@ouh.nhs.uk
Website: www.ouh.nhs.uk/kadoorie
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