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	Classroom reservation form


This form must be completed by anyone organizing an event at the Facoltà di Teologia di Lugano (FTL) that does not involve active participation by FTL members.
This form must be returned no later than two weeks before the event by email to eventi.ftl@usi.ch.

	Event
(attach description and final program)
	Title	
	                                                                                                                             
	
	Dates and times	
	                                                                                                                             
	
	Number of 
speakers  	
	                                                                                                                             
	
	Number of participants	
	                                                                                                                             


	Contact person
	Name and surname	
	                                                                                                                            
	
	Address 
	Street                                                                                                                       

	
	
	CAP	                             
	Place	                                                                   

	
	
	Canton or Nation	                                                                                                

	
	Telephone 
	                                                                                                                            
	
	Mobile   
	                                                                                                                            
	
	E-mail   
	                                                                                                                            


	Classrooms
	☐
	0.5 (ground floor, approx. 42 seats)
	☐
	Multiuso (ground floor, approx. 76 seats)

	
	☐
	1.2 (1st floor, approx. 30 seats)
	☐
	1.3 (1st floor, approx. 30 seats)

	
	☐
	2.2 (2nd floor, approx. 30 seats)
	☐
	2.4 (2nd floor, approx. 15 seats)

	
	☐
	Corecco (3rd floor, approx. 23 seats)
	
	



	Technical equipment to be provided in the classrooms
	☐
	Interactive whiteboard
	☐
	Desktop PC

	
	☐
	Beamer
	
	



Automatic connection to private computers is not possible; therefore, all material required for the event must be provided on a USB stick.
	Costs 
(weekdays only)
	Classrooms Multiuso / 0.5
	Classrooms 1.2 / 1.3 / 2.2 / 2.4 / Corecco

	
	All day long
	CHF 400.--
	16.00-19.00 only
	CHF 150.--

	
	07.30-12.30
	CHF 250.--
	
	

	
	13.00-18.30
	CHF 250.--
	
	

	
	18.30-22.30
	CHF 300.--
	
	

	
	Each additional classroom for the
same event
	CHF 100.--
	
	



Events held during FTL opening hours (08.00–18.30) do not incur any additional charges.
For events organized outside these hours, if the presence of a custodian is required, FTL will apply an additional fee of CHF 25.00 per hour of service.

The facility custodian is available for further information regarding technical equipment (tel.: +41-058/6664583, email: eventi.ftl@usi.ch). The rental agreement will follow.

The undersigned declares full liability for any damage to persons or property occurring during the event. He also acknowledges that FTL declines all liability.


                                                           
_________________________________ 		_________________________________
Date		Signature
image1.emf



Università
della
Svizzera
italiana



Facoltà 
di
Teologia
di 
Lugano



FTL
Una Facoltà 
affiliata all’USI











