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EVENTS MANAGEMENT OFFICE

VENUE RESERVATION FORM FOR UNIVERSITY AUDITORIUM

	Date Applied		: 	__________________________________________________________
Name of Applicant	: 	________________________________________________________________
Contact Number: _______________________________________________________________________
Purpose: 	____________________________________________________________________________
Department/Office: 	_______________________________________________________________
Reserved Date(s):	______________________________________Time: ___________________________

FOR TRAININGS:
Court Selection (Please check your preferred area): 
[ ] Court 1 - NEAREST THE STAGE                  [ ] Court 3                     [ ] Stage
[ ] Court 2 						[ ] Court 4 -NEAREST THE MAIN ENTRANCE

FOR SOUND SYSTEM:
Sound System Needed? [ ] YES [ ] NO      Noted:       MELVIN G. PASONG
                                                                           University Auditorium Custodian   
		
Terms and Conditions:
1. Always observe cleanliness and orderliness;
2. The requesting department/unit should clean and fix the venue of the program before leaving; 
3. Conservation of energy should be observed;
4. Using of fire/flammable materials or substances are not permitted;
5. Activity must go on according to the stipulated schedule; 
6.  The applicant is responsible for any damage incurred during the use of the venue/facility/equipment;
7.  Damaged facilities/equipment incurred during its use by the applicant which is not due to natural cause shall be replaced/repaired by him; and 
8. The requesting department/unit should seek clearance from the Civil Security Office if the activity will adjourn after 8PM.
9. The requesting department/ unit should inform the Auditorium Custodian if the activity will adjourn after 8PM. 
10. Standard Energy Protocol: In compliance with Memorandum Order No. PEGC – 084, s. 2026, air-conditioning units must be strictly maintained at a standard thermostat setting of 24°C.
11. Evening Lighting Restrictions: For activities extending until 7:00 PM – 8:00 PM, venue lights shall not be fully opened. Only the minimum essential lighting required for safety and operations must be utilized.
12. Mandatory Equipment Shutdown: All non-essential lights and electronic equipment must be strictly turned off immediately upon the conclusion of the activity or at the end of regular office hours.
13. Civil Security Coordination: While existing auditorium rules require informing Civil Security for activities after 8:00 PM, energy protocols now require strict adherence to minimal lighting for any extension past 5:00 PM
14. The requesting department/ unit shall be responsible of the set-up and borrowing of needed equipment to be used during the conduct of the activity. 


 I hereby accept and agree to abide by all the terms and conditions stipulated above.
 
Conforme:	
                   _______________________________________________
		                    Signature of Applicant
 
For Clearance:
                        KELANIE MAE F. ADCHAK                               EDGAR B. MAPANGDOL        
                              Coordinator, PathFit                                              CCJELA Dean

For Information: 
                          EROS JOHN P. MASKAY
                           OIC-Director, Civil Security

Noted: 
	    CAROLYNE DALE CASTAÑEDA -IGUID               
	         Events Management Coordinator	
Approved:         
CHALLIKIS K. ALAWAS
		        OIC-GSO Director  	     
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