PROCEDURE

CANCELLATION
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VENUES OF IMPORTANCE

Annexure “C” to CU/PB/Admin/ SoP 1/2025
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HALL / VENUE BOOKING

HALL / VENUE BOOKING FORM

#  Co-Ordinator's Name Co-Ordinator's Contact No. College / School / Department Name Event Name Action
1 Jagdeep 9855554377 Maintenance DJ Night

hitps./fstorehk.chitkara,edu.in/inventery/booking/booking. php#
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HALL / VENUE BOOKING

HALL / VENUE BOOKING FORM
The halls/venues available in campus are:
Halls Lounges

Name Building Capacity Photo Name Building Capacity Photo

Einstein Hall GALILEQ 200 NIA Explore Lounge Exploretorium 38 NIA

Exploretorium Exploretorium 771 NIA Facuity Lounges GALILED 30 NIA

Moot hall Edison 193 N/A Picasso Lounge Picasso Block 12 MNIA

Pieme Hall Le Corbusier 120 N/A Tesla Lounge Tesla Block 10 MNIA

Plato Hall Square ONE  (Total Capacity 120), (With Round N/A

Table 96), (Without Round Table 24) Stage
el :i;‘ziso L i Name Building Capacity Photo
Sun Hall Turing 500 N/A Open Air Theater Alfa Zone 5000+ NIA .
€| Hall _Venuz Boo..html A Showall X

0 @ e
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Cpen Air Theater Sculpture Park 200 N/A

Conference
Name Building Capacity  Photo
CURIE Hall {Conference Room) Edison 16(30) View
Green Conference Room Turing 10 NIA
Jupiter Conference Room Turing i /A
Picasso Conference Room Picasso Block 11 N/A

Your choice of halllounge may be mentioned in the remarks column.

Instructions:

1. Please book the facilty atleast 48 hours before your scheduled activity.

2. Booking online does not guarantee the confirmation of allocation of the facility to you. Please waif for the final confirmation in this regard from the concemed office.
3. Your booking may be modified/cancelled owing to some special circumstances. An intimation in that regard will be sent across to the end user.

4. Please be elaborative while filing in the information required for the 'Additional Requirements (Specific arrangements).

Hall _Venue Boo..himl A Showall = X
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HALL / VENUE BOOKING

HALL / VENUE BOOKING FORM

Co-Ordinator's Name Co-Ordinator's Contact No. College / School / Department Name Event Name

VIP Guest(s), If any (Kindly provide Name and Designa

o, of SPOC
rmal Contact

No. of Internal b

= From Date/Time To Date/Time Students Guest Mzt SPOC Name No. SPOC Email Remarks If any
: mmiddiyyyy mmiddiyyyy CONTA EMAIL Remarks
= “
Hours Minutes Hours Minutes
|Hours = | 00 *| |Hours = | OD - |

Additional Requirement [ Specific Amrangement)

Are you sure declare information correct

If for S@AMe event ,more than 1 venue is
required, use the “Add More” option.
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ADDITIONAL REQUIREMENTS
FOR THE EVENT

IN THE HALL

(Re ference Slid e10)
® Make sure that all additional requirements /

arrangements m for the event N te s hal are

mentioned 1n this column.(Refer next slide)

—This DOES NOT include demands of refreshments, oifts

1T or electrical support.
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HALL / VENUE BOOKING

HALL / VENUE BOOKING FORM

Co-Ordinator's Name Co-Ordinator's Contact No. College / School | Department Name Event Name

VIP Guest{s), If any (Kindly provide Name and Desgignation)

No. of No. of SPOC
No. of Internal External Contact
= From Date/Time To Date/Time Students Guest Guest SPOC Name No. SPOC Email Remarks If any
: mmiddiyyyy mmiddiyyyy MNAME CONTA Enaly Remarks
= i
Hours Minutes Hours Minutes
[Hours = | 0D *| |Hours = | OD -

Additional Requirement [ Specific Ammangement)

Requirements inside the hall to be mentioned here.
For e.g. need hall with round table arrangement,
B Request display board in hall etc.,

Are you sure declare information correct

Online Hall / Venue Booking/ cancellation 10



ADDITIONAL REQUIREMENTS
FOR THE EVENT

(Reference Slid el12)

® Make sure that all additional requirements /

arrangements m for the @at dher fen in
e sad hall are mentioned in this column.(Refer

next slide)

—Fore.g.
® (a) “May I Help You” Counter at Gate — 2 chairs and 1Table

® (b) Display boards outside Turing Building

Online Hall / Venue Booking/ cancellation 11
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HALL / VENUE BOOKING

HALL / VENUE BOOKING FORM

Co-Ordinator's Name Co-Ordinator's Contact No. College / School f Department Name Event Name

XYZ XYZ XYZ XYZ

VIP Guest(s), If any (Kindly provide Name and Designation) | 0000

No.of  No.of
No. of Internal  External SPOC
# From Date/Time To Date/Time Students Guest  Guest SPOC Name Contact No. SPOC Email Remarks If any
1 10-12-2019 10-12-2018 1 2 3 XNZ xX¥Z XYZ XYZ
C
4
Hours Minutes Hours Minutes
iﬁ vloo ls v|uu v |
|

For “May | Help You counters”, 2 Tables and chairs at Main
Gate.
@/ Are you sure declare information correct 2 Registration tables and 4 chairs in front of Edison Lobby.

12
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HALL / VENUE BOOKING

To—— e L
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Add Booking

#

4

2

Co-Ordinator's Name

XYZ

Jagdeep

HALL / VENUE BOOKING FORM

Co-Ordinator's Contact No. College / School / Department Name
XYZ XYZ
9355554377 Maintenance

Event Name

XYZ

DJ Night

f Action

Csv

Csv

~

|
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— M Gmail Q, Search mail v @ WE o
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*— Compose
CHITKARA |51
D Inbox 19 UNIVERSITY M
FUNIAR
% Stamed
@
@ Snoozed
» Important Dear Sirf Mam,
> Sent Reference your request for a venue. #
i Drafts 11 Kindly note the following:
¥ More Venue/Block Faraday Hall/Edisen
Floor: Ground flocs
Co-Ordinator Hame:! Jagdesp
Co-Ordinater Contact Mo: 0335334377
College / School [ Department Mame: Maintenance
Event Mame: D Might
Additional Requirement For Event: Registration desk - 2
Admin Remarks ! will be provided
SPOC Details:-
i Mo. of | No.of | Event Additional )
S | pate(s) and Time Slot No. of Students |InlJema||Em!-ma| spgc |EYEmtSPOC Event SPOC Email S
Ho. Contact Mo. ' Femarks
| Guest | Guest | Mame in Hall
[ [oieaz-1z(i000)-2010-1242 | raminder.sharma@chitkars edu. Roun
i. .LE 01212 (40:000 - 2098412 i i s Raminder jg203422028 minder.sharma@chitkars edu. |Round table ot
(13:00) | lin -2 proveded
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HALL / VENUE BOOKING Dashboard

L

HALL / VENUE BOOKING FORM

#  Co-Ordinator's Name Co-Ordinator's Contact No. College / School / Department Name Event Nagie Action

1 Jagdeep 9855554377 IMaintenance DJ Nigj

Csv

https://storehk.chitkara.edu.in/inventory/booking/booking.php#
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M Search results - charanjeetsingh X & Hall / Venue Booking

< &

HALL / VENUE
BOOKING

HALL / VENUE BOOKING FORM

Co-Ordinator's Co-Ordinator's College / School /| Department Event
# MName Contact No. Name Name

1 Charanjeet Singh 8847477745 Maint Meeting

Added new option for cancellation of
event through online process

256PM | |
28/04/21
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HALL 1 VENU E storehk.chitkara.edu.in says

Cancel Successfully

BOOKING

HALL / VENUE BOOKING FORM

Co-Ordinator's Co-Ordinator's Contact College /| School [ Department Event
# MName No. Name Name Action
1 Charanjeet Singh 8847477745 Maint Meeting

3:00 PM

- L] i
e 2 Saam
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BOOKING OF STUDIO 401

* This is the e-lounge of the campus

 Demands for this venue may be taken up via
email, with IT Team, Office of University
Communication and Office of Administration.

* |[n case any specific setup /arrangements are
required, the same needs to be specifically
mentioned in the mail

Online Hall / Venue Booking 18



In case of any further queries

kindly do not hesitate to
contact us

Mr. Balwinder Singh
Number : 8427211747
Email id :balwinder.singhl@chitkara.edu.in

Sqn Ldr (Dr) Rina Angel
Number : 9501105628
Email id :rina.angel@chitkara.edu.in
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