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Complete the following details for your booking at Kohia Centre
and email this to kohia@auckland.ac.nz
	General information
	

	Date of booking* (i.e. what day would you like the room?)
	

	Which room would you prefer (if known) (Seminar 1, Seminar 2, APPA room, NZEI room, Maungawhau room)
	

	Arrival time* (i.e. access to start setting up etc.)
	

	Start time of meeting/event*
	

	Finish time of meeting/event*
	

	Client name and phone number* (you)
	

	Contact email address* (yours)
	

	Invoice sent to* (please state the name of your organisation, postal address and email address for accounts person)
	

	Name of event/Room sign* (to guide attendees)
	

	Number of people attending*
	

	Will anyone require special assistance?*
Yes / No (please cirlce one)
	Assistance required:

	Break times/Catering details 
	Free tea and coffee provided

(please note that you will need to organise your own catering)
The only 3 caterers approved by The University of Auckland are: 

Flame Tree, Urban Gourmet and The Hangi Shop

	Lunch time (if known)
	

	Your caterer’s name*
	

	Room facilities included:
	WiFi, data projector, speakers (microphone available on request for Seminar 1 only)

	Room set up - please choose set up preference
	Classroom /  Theatre / Boardroom /  U shape

	University of Auckland staff* 

If Yes please add cost code to be charged for non-faculty events
	Yes / No (circle one)
Cost Code:

	Please tell us a bit more about your event*

	

	Is there a book/resource you would like us to have in stock at our retail store for the event? (Please note we will look into this but there is no guarantee)
	

	Health and Safety representative during the booking* (mandatory)
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