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Group Room Booking Form
This form should be completed once you have a confirmed date and time for a group committee meeting or group event. The date and time will be confirmed with you by your Groups & Awards Officer. 
Please complete and return this form to your assigned Groups & Awards Officer, Marcia Reais at Marcia.Reais@iop.org or Andrew Le Hegarat at Andrew.LeHegarat@iop.org.  
1.
Group details

	Name of group
	

	Contact name and role
	

	Telephone number
	

	Email address
	


2.
Meeting details

	Date required
	

	Time required
	From: 
	To: 

	Number attending
	

	Room layout
	(boardroom/theatre)

	Type of meeting
	Committee meeting* 



 FORMCHECKBOX 

Group organised meeting


 FORMCHECKBOX 
 


	Title of meeting
	


 All catering requirements will be charged to the group budget.
3.
Catering requirements
Coffee/Tea
	Time: 
Tea, coffee, biscuits  FORMCHECKBOX 

Tea and coffee only  FORMCHECKBOX 

Mineral Water


 FORMCHECKBOX 

Fruit Juice



 FORMCHECKBOX 

Other*




 FORMCHECKBOX 

	Time:

Tea, coffee, biscuits  FORMCHECKBOX 

Tea and coffee only  FORMCHECKBOX 

Mineral Water


 FORMCHECKBOX 

Fruit Juice



 FORMCHECKBOX 

Other*




 FORMCHECKBOX 

	Time:

Tea, coffee, biscuits  FORMCHECKBOX 

Tea and coffee only  FORMCHECKBOX 

Mineral Water


 FORMCHECKBOX 

Fruit Juice



 FORMCHECKBOX 

Other*




 FORMCHECKBOX 



*Please discuss requirements when booking
Lunch
	Time
	

	Selections
	Sandwiches (meat/fish/vegetarian)

	Special dietary requirements 
	(please specify requirement and advise numbers)




4.
Audio-visual and other requirements (all prices exclude VAT)
	Requirements

	All AV and other requirements may be charged for.  Please discuss your requirements when booking as not all items may be available at non-IOP venues.

Data projector ( laptop not included)


 FORMCHECKBOX 


TV + Laptop connection




 FORMCHECKBOX 

Hand-held microphone






      FORMCHECKBOX 


Tie-clip microphone





      FORMCHECKBOX 

Lectern microphone 







 FORMCHECKBOX 


Laptop will MS Office





 FORMCHECKBOX 

Poster boards 









 FORMCHECKBOX 


Flipchart









      FORMCHECKBOX 

Audio visual technician






      FORMCHECKBOX 


Internet access for delegates


      FORMCHECKBOX 

Conference Phone








 FORMCHECKBOX 


Table Microphone/Webcam



 FORMCHECKBOX 






5.
Budget code
Budget codes can be found on the following page. For example for a Women in Physics Group committee meeting you would use: ESDIRLON-G-WIP58-32010
Budget code for room booking - 

	Group ID
	Andrew’s Groups
	Cost Centre/Project Code
	Group ID
	Marcia's Groups
	Cost Centre/Project Code

	G26
	Applied Mechanics
	ESDIRLON|G-SV26
	G63
	Atomic and Molecular Interactions       
	ESDIRLON|G-AMI63

	G74
	Astroparticle Physics
	ESDIRLON|G-ASTRO74
	G76
	Biological Physics 
	ESDIRLON|G-BIOPHY76

	G83
	Business Innovation and Growth 
	ESDIRLON|G-BIG83
	G67
	BRSG: The Magnetic Resonance
	ESDIRLON|G-BRSG67

	G45
	Combustion Physics                     
	ESDIRLON|G-COMBP45
	G34
	Carbon                        
	ESDIRLON|G-CARB34

	G38
	Computational Physics                    
	ESDIRLON|G-COMPP38
	G82
	Early Career Members
	ESDIRLON|G-ECM82

	G05
	Dielectrics and Electrostatics   
	ESDIRLON|G-DIEL70
	G68
	Energy Group        
	ESDIRLON|G-ENERM68

	G25
	Electron Microscopy and Analysis         
	ESDIRLON|G-EMAG25
	G54
	Environmental Physics                    
	ESDIRLON|G-ENVP54

	G65
	Gravitational Physics                    
	ESDIRLON|G-GRAVP65
	G73
	Higher Education
	ESDIRLON|G-HEDU73

	G53
	High Energy Particle Physics            
	ESDIRLON|G-HEPP53
	G51
	History of Physics                     
	ESDIRLON|G-HISTP51

	G50
	Instrument Science and Technology      
	ESDIRLON|G-IST50
	G69
	Liquids & Complex Fluids
	ESDIRLON|G-LIQ69

	G41
	Ion and Plasma Surface Interactions      
	ESDIRLON|G-IPSI41
	G31
	Low Temperature                      
	ESDIRLON|G-LT31

	G22
	Materials and Characterization            
	ESDIRLON|G-MC22
	G35
	Magnetism                       
	ESDIRLON|G-MAGN35

	G49
	Mathematical and Theoretical Physics  
	ESDIRLON|G-MTP49
	G59
	Medical Physics                      
	ESDIRLON|G-MEDP59

	G72
	Nanoscale Physics & Technology       
	ESDIRLON|G-NPT72
	G62
	Molecular Physics
	ESDIRLON|G-MOLPHY62

	G46
	Nuclear Physics                      
	ESDIRLON|G-NUCP46
	G44
	Neutron Scattering                     
	ESDIRLON|G-NEUS44

	G32
	Optical                        
	ESDIRLON|G-OPT32
	G77
	Nonlinear and Complex Physics
	ESDIRLON|G-NLIN77

	G79
	Particle Accelerators and Beams
	ESDIRLON|G-PAB79
	G80
	Nuclear Industry
	ESDIRLON|G-NUCIND80

	G42
	Polymer Physics                      
	ESDIRLON|G-POLYP42
	G29
	Physical Acoustics                     
	ESDIRLON|G-PA29

	G52
	Printing and Graphics Science
	ESDIRLON|G-PPP52
	G78
	Physics Communicators 
	ESDIRLON|G-PCG78

	G43
	Quantum Electronics and Photonics    
	ESDIRLON|G-QEP43
	G81
	Physics in Food Manufacturing
	ESDIRLON|G-PFM81

	G75
	Quantum Optics, Information & Control
	ESDIRLON|G-QQQ75
	G37
	Plasma Physics                      
	ESDIRLON|G-PLASP37

	G40
	Thin Films and Surfaces                    
	ESDIRLON|G-TFS40
	G48
	Semiconductor Physics                    
	ESDIRLON|G-SEMIC48

	G47
	Tribology                       
	ESDIRLON|G-TRIB47
	G04
	Shock Waves and Extreme Conditions
	ESDIRLON|G-SWEC04

	G33
	Vacuum                        
	ESDIRLON|G-VAC33
	G23
	Structural Condensed Matter Physics        
	ESDIRLON|G-SCMP23

	G58
	Women in Physics                     
	ESDIRLON|G-WIP58
	G28
	Superconductivity                     
	ESDIRLON|G-SUPC28

	
	
	
	G60
	Theory of Condensed Matter                   
	ESDIRLON|G-TCM60


Keep in touch 

☐
I consent to the Institute of Physics contacting me by email with information about group room bookings and about other events, products and services which they believe may be relevant to me. I understand that I can opt-out from these emails at any time by clicking the unsubscribe link in their emails or following the instructions in their Privacy Notice.

Your privacy 

We take your privacy seriously and are committed to protecting the personal information you share with us. For more details about how we handle your personal information, please see our Privacy Notice. 
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