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Buildings Office, NUI Galway – Events Checklist

Date(s) of your event: 


Title & Brief Description 

of your Event:
Event organiser: 
(Name, Office No. and Mobile No.)
List Venues Booked:

	Room Name or Number 
	Building Name
	Event Start Time
	Event End Time

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


If necessary:

Please state setup date & time:


Please state takedown date & time:



	Setup Requirements: 

please state total number of each item listed below:


	EVENT
 Setup

Requirements ONLY
	Total 
CATERING
Requirements ONLY

	Trestle tables (dimensions 1.8m x 0.75m) total number including catering
	
	

	Round banquet tables (dimensions 1.8m) – used in Bailey Allen Hall & Aula Maxima only (10 persons per table)
	
	

	Exams Desks (used for exam purposes only)
	
	XXXXX

	Chairs 
	
	

	Poster Boards (1.22m x 91m Portrait) (fits A1 Poster Size)
	
	XXXXX

	Lectern
	
	XXXXX

	Stage – ( each section measures 2.50m x 1.80m)
	
	XXXXX

	Directions Stands
	
	XXXXX

	Conference Cloths
NB CATERING TABLECLOTHS AVAILABLE FROM CATERERS ONLY
	
	XXXXX

	Do you require Brass Stands & Ropes for event/crowd management?
	
	XXXXX
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	Please state location of items for your Event (listed on previous page)
distinguishing clearly between ‘Event’ and ‘Catering’ requirements,
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State Caterer:

Office No. & Mobile No,
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Signage:  Where necessary, please provide adequate number of A4 portrait, laminated signs, detailing the name, date and location (room number and building name) of the event.  Please ensure directional arrows are displayed on the signage.

All signage must be received by the Buildings Office (marked for the attention of Naomh Cassidy) at least 48 hours in advance of the event.  
The Campus has designated established locations for Directional stands which are as follows:
Outside Archway
Fronting Áras Ní Eimhigh
Junction between Distillery Road & Distillery Lane
Chapel Car Park

Outside Arts Mill Buildings/steps to Library Podium
Fronting Áras Moyola Building
Approach to Áras na Mac Léinn (IMI Bridge)

Further information may be requested.













































Location for ‘Event’ Requirements: 








Completed Events Checklist should be emailed to � HYPERLINK "mailto:events@nuigalway.ie" ��events@nuigalway.ie�




















Electrical Requirements:


If additional power is required in the venue please highlight your requirement for extension leads and this ‘Events checklist’ will be forwarded to our Electrical Services Personnel.





IMPORTANT:  please ensure extension leads do not present trip hazards.











If you have requirements for Audio Visual have you contacted Audio Visual Unit?  


Please email: � HYPERLINK "mailto:audiovisual@nuigalway.ie" ��audiovisual@nuigalway.ie� or ring Ext: 2787/2173








If you have requirements for data have you contacted ISS?


Please email � HYPERLINK "mailto:servicedesk@nuigalway.ie" ��servicedesk@nuigalway.ie� or ring Ext: 5777





If you have requirements for telephone points, please see web link attached


� HYPERLINK "http://www.nuigalway.ie/cs/staff/telecommunications/landline/index.html" ��http://www.nuigalway.ie/cs/staff/telecommunications/landline/index.html� 


or ring Ext: 2311





Location for ‘Catering’ requirements:








Attach diagram / layout for your event





(It is necessary to provide diagrams for all Bailey Allen Hall and Aula Maxima bookings)
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