Assam Engineering College
AEC AUDITORIUM BOOKING & PERMISSION FORM

SECTION 1: APPLICANT & EVENT DETAILS
· Name  of  Applicant / Event Coordinator: 
· Designation / Department / Organization: 
· Contact Number:                      
·  Email ID: 
· Event Name: 
· Date(s) of Event: 
· Event Duration (Time): From _______ to _______
SECTION 2: REQUIREMENTS & REQUISITIONS
(Please check all applicable facilities and specify requirements)
· [   ] Air Conditioning (AC System)-- Time required: From _______ To _______
· [   ] Stage Lighting System
· [   ] Sound / PA System
· [   ] Projector & Screen
· [   ] Podium / Lectern
· [   ] Microphones: Handheld (Qty: ____) |           Collar/Lapel (Qty: ____)
· [   ] Technician / Operator Support Required:
· [   ] Sound Operator
· [   ] Light Operator
· [   ] AV / Projector Technician
SECTION 3: TERMS, CONDITIONS & UNDERTAKING
I, ___________________________________ (Applicant Name), on behalf of ___________________________________ (Department/Organization), hereby declare that:
1. Compliance with SOP: I have received, read, and agree to strictly abide by the Standard Operating Procedures (SOPs) of the AEC Auditorium.
2. Property Responsibility & Liability: I assume full financial and legal responsibility for any damage, loss, breakage, or destruction caused to the auditorium structure, furniture, fixtures, carpets, or technical systems (AV, sound, lighting, AC) during the duration of this reservation.
3. Recovery of Losses: In the event of damage or equipment loss, I agree to pay the full repair, restoration, or replacement costs as evaluated by the Auditorium Management within 7 working days.
4. House Rules: No food, drink, or open flames are permitted inside the main auditorium hall. The premises will be returned in a clean and orderly state at the designated handover time.
Applicant Signature: ___________________________
Date: _________________
SECTION 4: FOR OFFICE USE ONLY (AUDITORIUM MANAGEMENT)
Status: [   ] Approved & Allotted          [   ] Provisionally Approved               [   ] Rejected
· Assigned  Technical  Staff:
· Remarks / Special Instructions(if any): 

Chairman, AEC Auditorium Management Committee
          Date:

Final approval:
(Allowed/Not allowed)

Principal
Assam Engineering College
Jalukari, Guwahati-13





