
	Lismore Campus: 
PO Box 157 Lismore, NSW 2480 Ph: 02 6620 3444 Fax: 02 6622 4341

Coffs Harbour Campus: 
Private Bag 2 Coffs Harbour NSW
2457 Ph: 02 6659 3777 Fax: 02 6659 3051

Gold Coast campus: Southern Cross Drive Bilinga QLD 4225 Ph: 07 5589 3000 Fax 07 5589 3700



	ROOM BOOKING FORM
For External Organisations only

	Contact Details: Room Bookings – Ph: 02 6626 9353                   Email: eventbookings@scu.edu.au
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Please complete all information on this form and return by email
	Name of Organisation:
	


	Contact Name
	
	ABN
	

	Email 
	
	Telephone
	


	Mobile
	
	Fax
	

	Street Address: Not  PO Box
	

	Postal Address:
	


	Title of Event and full description of activity:
	

	Date(s) of booking
	

	Time of Booking – show times for each day in 24 hour format
	From:
	
	To:
	

	Location/s Of Booking 

(Indicate all that apply)
	Lismore  
	Gold Coast  

	Number attending at each Location
	
	

	Preferred Room(s)/Facility 
	

	Audio Visual Support
	Do you require audio visual support for your booking  
Yes          No 
Additional charges may apply

	If Yes, please advise audio visual support requirements
	

	Any additional requirements
	


	Are you a non-profit organisation, or a not for profit organisation with exempt status?
	Yes 
	No 

	If Yes, please provide full business name:
	

	Will any type of fee/subscription/donation be charged for this event/activity?
	Yes 
	No 

	If Yes, please indicate the amount of this charge per person:
	

	Are you applying for a waiver of Room Hire and Service and Facility Fee? No other fees will be waived.
	Yes 
	No 

	Are you a SCU Alumni Member?
	Yes 
	No 


	Signature (Please type name)
	
	Date:
	


	Proof of current Public Liability Insurance MUST be provided before a booking will be made


Please ensure that any promotional or advertising material for this booking clearly 
indicates that it is NOT supported by or affiliated with, Southern Cross University.
Updated: 29-03-18

