Check List
1 Booking Your Room
– As soon as you have a range of dates place a “provisional” hold on the
rooms required. Make sure you state “PROVISIONAL”
-

Leave enough time before and after your event for set up and de-rig
Check what is on the day before your event and the day after your event
Once your dates are confirmed release the others on hold and remove the
word “Provisional”
Ensure as much details is entered into the description box.
Ensure you book all resources required e.g posters boards, flip charts etc.
Room layouts – see room capacity charts and floor plans.

2 Booking Your AV
- For all School of Informatics events organisers contact computing support if
your event is Mon – Fri, 9 – 5pm.
- For out of hours or week-end or external to School of Informatics contact
Blue Lizard.
Euan Thomson
Blue Lizard Media ltd
Nin Dryden Glen
Bilston Glen Ind. Estate
Loanhead EH20 9NA
Euan@bluelizardmedia.co.uk
Tel: 0845 130 9009
- All event organisers external to the School of Informatics are notified that if
they do not wish to buy in AV support, they can have the use of the AV
facilities (for example – Projector, Screen and lectern mic) but should be
aware this is unsupported.
- It must also be stressed that if anything goes wrong the School of
Informatics CANNOT provide any support and are NOT RESPONSIBLE for
any damage of the equipment. In such a case, the event organiser will be
held liable to repair or incur any costs.
- The School of Informatics will be invoiced by Blue Lizard and organisers will
be invoiced by the school of Informatics Finance department, this way you
can benefit from our special rates.
- Please note, we ask all to supply their own laptops with presentations
loaded correctly on. We use a ‘D shaped’ 15 pin vga connection. Please
provide your own adaptor if different from above or if using an Apple Mac.
3 Booking Your Catering
- Remember if you require alcohol to be served at your event the caterers will
require 8 weeks notice to apply for an alcohol license.

- Choose from one of the caterers on the list that hold the compliance
regulations certificate.
Edinburgh First - Louise Dryburgh - 0131 651 2008 louise.dryburgh@ed.ac.uk
Greens deli - Jillian Hamilton – 07773034608 greensdeli@blackberry.orange.co.uk
Giuliano’s - Carol Lawrie - 0131 554 5272 carollawrie.giulianos@googlemail.com
Saltire Hospitality Ltd - Linsey Archibald - 0131 333 0131 sales@saltirehospitality.co.uk
Heritage Portfolio Ltd - Linda Martin - 0131 555 2229 Linda@heritageportfolio.co.uk
Blue Sky Catering – Ginny - 07906 498 823 ginny@blueskycatering.co.uk
-

Place a booking for the kitchen with Ronnie Johnston
ronnie.johnston@ed.ac.uk

4 Booking Your Health & Safety familiarisation session
- For out of hours events, local guidelines are that you would have 1 fire
steward per 40 people and a first aid presence. There should also be a
competent person who would take charge in the event of any emergency.
Therefore you are required to make contact with:
David Hamilton
Health and Safety Advisor
School of Informatics
Appleton Tower (room 8.05)
Crichton Street
Edinburgh
EH8 9LE
dch@inf.ed.ac.uk
Tel: 0131 650 4499
Important please note:
 We are a 24hr research building please ensure that noise level is kept to the
minimum out of respect for those who work in the building.
 A fire alarm test takes place in this building at 11.30am every Thursday.
5 Booking Your servitor cover
- If your event takes place out with the opening hours of the building (08301730) additional costs can be incurred.
- Servitor Charge £14.00 per hour minimum of four hours
- Please ensure that you contact Steve Downes & Peter McDonald 10 days
prior
to
your
event
by
e-mail
Steve.Downes@ed.ac.uk
&
Peter.McDonald@ed.ac.uk
- You must state the date, time and rooms you are using and enter the eIT
number for the servitor charge. If no eIT number is supplied in the request
you cover may not be supplied.
6 Booking Your extra Cleaning
- If your event takes place out with the opening hours of the building (08301730) additional costs can be incurred for cleaning.
- Cleaning £11.25 per hour minimum of three hours

- Please ensure that you contact Lisa Adams 10 days prior to your event by
e-mail
Lisa.Adams@ed.ac.uk
- You must state the date, time and rooms you are using.
- If your event is on a Friday evening and there is another event in on
Saturday or Sunday you must book and pay for an extra clean on the
Saturday morning to ensure that the place is ready for the next event. If
however there is nothing booked in on the Saturday or Sunday you do not
require any extra clean.
- If your event is on a Saturday and there is another event on the Sunday you
must book and pay for an extra clean on the Saturday morning to ensure that
the place is ready for the next event. If however there is nothing booked in on
the Saturday or Sunday you do not require any extra clean.
- If your event is on a Sunday you DO NOT require any extra clean as this will
be carried out on the Monday morning as usual.
- However it would be considered courteous to advise Lisa Adams of any
major event so that she can inform her staff of such.
7 Booking Your Furniture requirements
- You may need to hire in tables most caterers can do this for you.
- Contact details below of companies that can help.
J Wood - e-mail: Janette.Wood@ed.ac.uk
Furniture Office
The University of Edinburgh
(tel: 0131 650 2076
http://www.ed.ac.uk/schools-departments/estates-buildings/servicessections/furniture-office
Ellen McDade - ellen@ofcg.co.uk
Office Furniture Centre
0141 556 7600
www.officefurnitureglasgow.co.uk
John Brown Cater Hire
Unit 2A, Newbridge Industrial Estate,
(Located at Maximillion Building,
Edinburgh
EH28 8PJ
Telephone: 0131 553 1714
www.johnbrowncaterhire.co.uk
Andrew Wilson Cater Hire
St. Ann's Mount
39 Spring Gardens
Abbeyhill
Edinburgh
EH8 8HR
Tel: 0131-661-8282
www.wilsonscaterhire.co.uk
8 Booking Your Accommodation
- Edinburgh Convention Bureau
Would be delighted to offer their free online accommodation booking service
to you and your delegates for any meetings / conference which you are
organising. They look after the accommodation needs of 50+ conferences in

Edinburgh per annum and these range in size from around 50 - 1,500
delegates.
They arrange allocations specifically for each conference which involves
them negotiating best rates with our hoteliers and serviced apartments. The
booking link is provided to you in the form of a single link which you simply
paste onto your conference website. Once the link is on your site delegates
are then free to view and book their accommodation, receiving an email
confirmation automatically from our system.
Delegates do not pay for their accommodation at the time of booking. They
simply enter a credit card number which is used to guarantee their
reservation and then they pay their hotel directly at the time of their stay.
The hotels operate a 24 hour cancellation policy through the convention
bureau.
They hold rooms until 6 weeks prior to the start of a conference at which
point their hotels have password protected access to their own allocation
and can self- manage their remaining availability and the system is open
right up to the last minute. They can also allow you password protected
access to reports to allow you to monitor where delegates are staying if this
help with your planning in any way. Some clients find this useful. In addition
they can 'set aside' rooms at any specific hotel should you wish to keep
rooms for your speakers or VIPs.
Contact
Julie Barnsley
Head of Accommodation Sales
Edinburgh Convention Bureau Ltd
t: +44 (0) 131 473 3664
e: julie.barnsley@conventionedinburgh.com
9 Booking Your Signage
- Think of what signage you require.
- Directional or Marketing or both
- Big Advert has supplied at the Forum and Appleton Tower
Robin Lippett
Managing Director
BiG Advert Ltd
t: 0131 476 9000
m: 07866 353782
e: robin@bigadvert.com
10 Booking Your Conference Laptops & WIFI
- Require laptops for all the rooms in the Forum from LTST. Below are the
contact details of the person who best to give you a quote for this and they will also
install and support during the workshops.
Details for Susanne re the hire of laptops Susanne Swanney susanne.swanney@ed.ac.uk Learning & Teaching Spaces Technology
Section Tel: (0131) 650 4097
11 Booking & Setting up Your Conference Office
- Printer
- Phone lines
- Fax lines
- Stationary

- Certificates of payment / attendance
- Staff rotas for registration and conference office
- Student helpers rota’s
12 Booking Your Photographer
- Give full brief to your photographer for the event. Contact details of one
used at many events in the Forum below.
Photographer:
Douglas Robertson
douglasinscotland@blueyonder.co.uk
0131 467 7028
mobile: 07930 433 834
13 Booking your Hot Desk Area
- If required assign an area.
14 Other things to consider
- 1 Month Ahead
Phone follow-up delegate numbers
Follow up with news media, marketing announcements
Confirm staff for registration, hosting, other
Prepare joining instructions for VIPs, program participants, exhibitors &
delegates
Complete list of contents for VIP welcome packets
Floor plan/room diagram, assign seats/tables
Give estimate of guests expected to caterer/food service
Meet with all outside vendors, consultants to coordinate event
Review script/timeline
Confirm all AV requirements and confirm set up times
Confirm transportation schedules: airlines, trains, buses, cars, limos
Confirm hotel accommodations
Prepare transportation and accommodations (include arrival time, flight
number, airline, person assigned
to meet flight)
Confirm special security needed for VIPs, event
Prepare delegate packs
Confirm exhibitor requirements and schedule deliveries of special equipment.
Confirm setup and tear down times with event site & exhibitors
Give caterer revised numbers
Meet with chairpersons, key staff to finalize any of the above
Speaker Gifts / Biogs
- 1 Week Before
Meet with all committees for last-minute details
Confirm number attending
Finish seating/table arrangements
Hold training session with volunteers; finalize assignments
Secure two or three volunteers to assist with emergencies
Finalize registration staff
Distribute seating chart, assignments to hosts/hostesses
Schedule pickup or delivery of any rented or loaned equipment
Double-check arrival time and delivery times with vendors
Deliver final scripts/ timelines to all program participants

Finalize catering guarantee, refreshments
Confirm number of volunteers
Make follow-up calls to news media for advance and event coverage
Distribute additional fliers
Final walk-through with all personnel
Schedule rehearsals
Schedule volunteer assignments for day of event
Establish if petty cash needed
- Day Before Event –
Ensure set up is ready to go as planned
- Event Day
Arrive early
Set up registration area
Unpack equipment, supplies and make sure nothing is missing
Be sure all VIPs are in place and have scripts
Go over all the final details with caterer and setup staff
Check with volunteers to make sure all tasks are covered
Check sound/light equipment and staging
- Set up Registration

Name badges
In the event of incorrect name badge
Stationary required
Phone
Power

- Delegates

Delegate Packs
Conference Bags
Proceedings
Delegate list
Tickets for social events (Dinners)
Pen drives

