University of Waikato GROUND BOOKINGS 

Event Name:      
Date of Event:      
Booking form filled out date:      
1. Key contact name:                  
2. Phone:      
3. Mobile:      
4. Email:      
5. Address (for invoicing purposes):      
6. Start time:      
7. Finish time:      
8. Set-up time (if different from start time above):      
9. Break down time (if different from finish time above):      
10. One off event:  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

11. Reoccurring event: Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
  How often?      
12. Booking day contact name (if different from above):        
13. Mobile:      
14. Postponement Date:      
15. Number of competitors:      
16. Number of Volunteers:      
17. Expected crowd:       
For event purposes only

Vehicle Access to grounds

Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

Parking requirements


Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

Signs Erected: 


Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

Bins Required



Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

Number      
Porta Loos



Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

Number      
Marquees: 



Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
 
Number      
Sizes:      
Power requirements 


Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

Telecommunications requirements
Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

Water requirements 


Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

Food vendors



Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

Security requirements


Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

Site Plan



Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

Event Description – Other Requirements:
     
Booking Area Description

Summer & A Semester

    Winter & B Semester
	Area Description 
	Tick 
	Area Description
	T

	Cricket 
	
	Rugby 
	

	Artificial cricket wicket 1
	 FORMCHECKBOX 

	Rugby Field 1
	 FORMCHECKBOX 


	Artificial cricket wicket 2
	 FORMCHECKBOX 

	Rugby Field 2
	 FORMCHECKBOX 


	Artificial cricket wicket 3
	 FORMCHECKBOX 

	Football 
	

	Artificial cricket wicket 4
	 FORMCHECKBOX 

	Football Field  1
	 FORMCHECKBOX 


	Touch 
	
	Football Field 2
	 FORMCHECKBOX 


	Touch Fields 1
	 FORMCHECKBOX 

	Netball 
	

	Touch Fields 2
	 FORMCHECKBOX 

	Netball Court 1
	 FORMCHECKBOX 


	Touch Fields 3
	 FORMCHECKBOX 

	Netball Court 1 with lighting
	 FORMCHECKBOX 


	Touch Fields 4
	 FORMCHECKBOX 

	Netball Court 2 
	 FORMCHECKBOX 


	Touch Fields 5
	 FORMCHECKBOX 

	Netball Court 2 with lighting
	 FORMCHECKBOX 


	Touch Fields 6
	 FORMCHECKBOX 

	Netball Court 3
	 FORMCHECKBOX 


	Mini Soccer 
	
	Netball Court 4
	 FORMCHECKBOX 


	Mini Soccer Fields 1
	 FORMCHECKBOX 

	Netball Court 5
	 FORMCHECKBOX 


	Mini Soccer Fields 2
	 FORMCHECKBOX 

	Netball Court 6
	 FORMCHECKBOX 


	Mini Soccer Fields 3
	 FORMCHECKBOX 

	Training Field
	

	Mini Soccer Fields 4
	 FORMCHECKBOX 

	Training 1
	 FORMCHECKBOX 


	Tennis 
	
	Training Field 1 with lighting
	 FORMCHECKBOX 


	Tennis courts 1
	 FORMCHECKBOX 

	Training field 2
	 FORMCHECKBOX 


	Tennis courts 2
	 FORMCHECKBOX 

	Training field 2 with lighting
	 FORMCHECKBOX 


	Tennis courts 3
	 FORMCHECKBOX 

	
	

	Tennis courts 4
	 FORMCHECKBOX 

	Changing Rooms
	

	Tennis courts 5
	 FORMCHECKBOX 

	Changing Rooms 1
	 FORMCHECKBOX 


	 Tennis courts 6
	 FORMCHECKBOX 

	Changing Rooms 2
	 FORMCHECKBOX 


	Tennis courts 7
	 FORMCHECKBOX 

	Changing Rooms 3
	 FORMCHECKBOX 


	 Tennis courts 8
	 FORMCHECKBOX 

	Changing Rooms 4
	 FORMCHECKBOX 


	Tennis courts 9
	 FORMCHECKBOX 

	
	

	 Tennis courts 10
	 FORMCHECKBOX 

	
	

	Changing Rooms
	
	
	

	Changing Rooms 1
	 FORMCHECKBOX 

	
	

	Changing Rooms 2
	 FORMCHECKBOX 

	
	

	Changing Rooms 3
	 FORMCHECKBOX 

	
	

	Changing Rooms 4
	 FORMCHECKBOX 

	
	


* If field marking required extra charges will be incurred.

Event Area Description – if not indicated above

     
OFFICE USE ONLY
APPROVAL PROCESS
Event approved;

U Leisure


Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

If no, reason      
FMD Facilities Manager 
Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

If no, reason      
If event not approved by above, determine why it has not been approved. If a clash of dates then;

1) See if anything can be rescheduled to accommodate all events, or 

2) Check with University PR and Marketing as to whether this is an important event for the University to host.  If it is not the booking will not be approved.  If it is then approval for the event needs to go ahead and relevant parties to work together to minimise impact on effected persons and event.  Inform U Leisure Development Manager. 

Event approved by         Date      
Event organiser contacted by      Date      
Event organiser sent and agreed to conditions of use:  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

Key contact is       
One person from U Leisure or the University of Waikato
Advise FMD Facilities Manager 
Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

Advise security@waikato.ac.nz 
Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

Event NOT approved due to       Date      
Event organiser contacted on      Date        

PAYMENT PROCESS
Charge details

      
Email invoice Instruction to U Leisure accountant by date      
