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If for same event ,more than 1 venue is
required, use the “Add More” option.
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ADDITIONALREQUIREMENTS
FORTHEEVENT
INTHEHALL

(Re ference Slid e10)

• Make sure that all additional requirements /

arrangements required for the event in the said hall are
mentioned in this column.(Refer next slide)

–This DOESNOT include demands of refreshments, gifts

,IT or electrical support.
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Requirements inside the hall to be mentioned here. 
For e.g. need hall with round table arrangement, 
Request display board in hall etc.,
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ADDITIONALREQUIREMENTS
FORTHEEVENT

(Re ference Slid e12)

• Make sure that all additional requirements /

arrangements required for the event other than in
the said hall are mentioned in this column.(Refer

next slide)

–For e.g.

• (a) “May I Help You” Counter at Gate – 2 chairs and 1Table

• (b) Display boards outside Turing Building
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For “May I Help You counters”, 2 Tables and chairs at Main
Gate.

2 Registration tables and 4 chairs in front of Edison Lobby.
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Export to Excel
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REPLYONBOOKING
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In case booking is required for another event , go back to booking once again.
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Added new option for cancellation of 
event through online process

Online Hall / Venue Booking/ cancellation 16



Online Hall / Venue Booking/ cancellation 17



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.

• In case any specific setup /arrangements are 
required, the same needs to be specifically 
mentioned in the mail
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In case of any further queries 
kindly do not hesitate to

contact us
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Mr. Balwinder Singh
Number : 8427211747
Email id :balwinder.singh1@chitkara.edu.in

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


