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ANNEX II-  APPLICATION FORM FOR THE USE OF CONFERENCE AND MEETING
FACILITIES AT THE UNITED NATIONS UNIVERSITY HEADQUARTERS

l. Details of Contact Person

Full Name: OMr. OMrs. OMs. ODr. Enter Full Name

Enter Phone Number
Phone Number: © one Numbe

Email Address: Enter Email Address
Il Details of the Requesting Organisation or Company (“Applicant”)
Name of Applicant: Enter Organisation or Company Name

Applicant’s Authorised Enter Name of Applicant’'s Authorised  Representative  for
Representative: Invoicing/Payment

Enter Postal Address
Address:

Website (if any): Site URL of Organisation or Company

Background of

Applicant: E.g. Mission Statement or Nature of the Organisation or Company

Ill. Payer Details

[ Same as above (skip to IV)
O Payer is different to Applicant (please complete this section)

Name of Payer: Enter Name of Payer

Enter Postal Address
Address of Payer:

IV. Details of the Event

(1) Will this space be used for commercial, political or religious

Purpose of Using aDCt\'(V;'eS: O No
Conference or Meeting S
Facilities at UNU: If you answered ‘yes’ to the above, please provide further details:

Enter Description
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(2) Please describe the event or meeting you intend to hold at UNU’s
conference or meeting facilities, or any other purpose for which you
seek to use the facilities:

Enter Description of the Event/Meeting or Any Other Purpose___

(3) Do you have a draft agenda (programme) or tentative list of
proposed speakers?
[JYes [ONo
If you answered ‘yes’ to the above, please submit as an attachment
to this Application.

Title of the Event: Enter Intended Title of Event/Meeting

Approximate Number of

P Enter Number of Participants (including hosts and speakers
Participants: . icipants (including p )

Will this event be organised with other partner organisations or
companies?

Partner Organisations = Yes [INo

or Companies: If you answered ‘yes’ to the above, please list the other partner

organisations or companies and provide background information on each:
Enter Name of Partner & Background Information

V. Conference and Meeting Facility

Please indicate the date, time and facility required:

Reservation Time Event Time
Premises Date(s):
From To From To
Choose a Facility DDIMM/YYYY | = AMIPM | <= AMIPM -~ AMIPM | - AM/PM
Choose a Facility DDIMM/YYYY | - AMIPM | = AMIPM - AMIPM | - AM/PM
Choose a Facility DDIMM/YYYY | i AMIPM | = AMIPM - AMIPM | - AM/PM
Choose a Facility DDIMM/YYYY | - AMIPM | = AMIPM -~ AMIPM | - AM/PM

Comments:
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Will you be engaging in the following services by external parties (at your

own cost):

O Food & Beverage Catering O Security O Special
cleaning

[ Simultaneous Interpretation O Sound or other technician

[ Logistic Support / Conference Services Company
O External Internet Provider
O Other: please specify
Additional Services:
If you answered ‘yes’ to any of the above, please provide the name of the
company you intend to engage and details of the arrangement:

Enter Name of Company and Details of Arrangement e.g. time of arrival
and departure, number of personnel

UNU may charge for any costs or fees incurred by UNU in providing or
arranging third party vendors.

VI. Certification

O | have read the Terms and Conditions for the Use of Conference and Meeting Facilities at the
United Nations University Headquarters building and agree that this application and the use of
any facilities, if approved, will be bound by the same.

O | certify that the information provided is accurate, complete, and correct to the best of my knowledge
at the time of this application. | understand that it is my duty to report to UNU any missing or
contradictory information pertinent to this application that is discovered after approval of the
application, particularly those in the Details of the Event.

[0 Iunderstand and agree that this application does not guarantee the use of facilities and the decision
to approve this application is subject to the discretion of UNU. Reservation of my booking will not be
complete until UNU issues a formal letter of approval and receives a security deposit equivalent to
ten percent (10%) of the total estimated occupation fee. | understand that the security deposit is non-
refundable and the following cancellation fee may apply if | cancel my reservation for any reason after
it has been approved.

[ | agree to pay the outstanding occupation fee quoted by UNU for the use of the Premises, including
any additional costs, fees or surcharge in accordance with the Terms and Conditions, following the
receipt of invoice after the event.

Cancellation Fee:

(a) Within one (1) month before the event, UNU may charge fifty percent (50%) of the total estimated
occupation fee;

(b) Within three (3) days before the event, or any time during the event, UNU may charge one hundred
percent (100%) of the total estimated occupation fee.

(©
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Print document and sign, or insert electronic signature:

Full Name of Authorised Signatory:  Enter Name

Title or Position: Enter Title or Position on Behalf of Organiser
Date: DD/MM/YYYY

Please submit this application to:

Conference Management Unit

The United Nations University

5-53-70 Jingumae, Shibuya-ku, Tokyo 150-8925
Japan

Email: booking@unu.edu
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F9,

EEXRZIZLESBEAT—2 OUNEBICEROBEH H H5HEE. booking@unu.edu £TH
FLEHLECESL,
EEBLURE

EEXZEF. SAEOREXE. KFREB. KEBEA, BEXE. BEFEF-EZ0MOE=
BITBRNFEFIEERZRSTERSG. KR, ET. BRXFLEFEIESELTL, EEX
F.ZORE, REA FAAFLZEIBEOBEDTRETAS LV FELEIEXRGEK
[CEEZBICEELTOWRVRYZOEREZEDLLVLDELET,

AREEE. AFFLLCESAEDOHEXE. KRB, REA. FREXE. BHEFLE
TOMDE=ZFIZL DA, TFA. TLEEEXAFARNOERDFERELTELLSBE
AHDHTNTOERMR., BFR, BR, EESLVER (FENLGRELTERZEL) »o
EEKRF., TORE, REA, FRAASIUVBEZMEL., B8F -8XE5XY. BE
TRETDIDELFY . EEXRZE. MM DHFDB. FHeE, FR, BR, BXFER
BEEICOVWTEMZERTESEREEPHCEEFEICNGE, BELEERFORIELSR
BRICHEL, SAEEREMICHALTHAEDHDERBETEORETIIMAEZLT
SHLDELFET,

EERFIE, SAFLLLEIZOREE, KRB, REBEA, BFEXE, BEFEEFEE
DDE=ZBNMBEAEIXEEREZRTBICWSEICHE - -Z DAY, REF-EiEHR
DBREXFEEFBFICOHILZLIEEILEDLTVLDELET,



12.4.

13.
131

13.2

13.3

13.4

14.

7R\
@UNU
NS

e~

EEXZEEF. KKFELEZTOMICERT E2MENHILLT . EEXERTOH P
HREZRE. BEEFLFIRTFTIILEUNGEBAICTE, XRFLFEENLELTD
HREEFEICEEZADLGVLDELFEY ., ol BEXRENMRET HRFEOHMMTE
BFELEEEICLI-THEERICREFLRFRASLELHEL. EBERZE—UVOER
ZEDLGTVLWELEDELFET,

FalHih

WFhOHBEEL, XFARNOFEDOBETICEEFEITEITAELTE. DD E
ECTRITAVTNAADEEENSTENLGXEECBASER (UT IFafHnAl ) OE
BUOHRTHAIHMEICODOVWTHEEZEDLLVWIDELETS ., CORSIBFARAER
ZIE. RUTEv, fiE. R, RNEL. 7074, BE. B8, BR. A5/ FF
ERZOMOFEFE. BAFRETIIRF . EERH. KK K #E. B X
KFEEBFZOMDORKENESENFTIN., ChoICRESNFEEA,

AIRDREIX., FARMABRICE>TARIARNOBETICEEELZZITEEEENS. UT
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NEDBDIPEFHEHFIFTOERICTRTHRL., BDEICEHEL TR, Y—EXBLLLIEHRE -
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