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APPLICATION FOR USE OF INDIAN CULTURAL CENTRE FACILITY

- This application form must be filled, signed and emailed to diricc@cgisaopaulo.in  
- The original must be given to the staff at the Reception of ICC Sao Paulo. 
	                                                                                                                      Lead Organizer 

(Individual or Institutional)


	Name:


	

	
	Designation:


	

	
	Company:


	

	
	Office address:


	

	
	Tel office:


	

	
	Tel mobile:


	

	
	Email:


	

	
	Website:


	

	Purpose of Function
	Purpose:

	

	
	Number of guests:
	

	
	Equipment to be used:
	

	Proposed Date
	Date:
	

	
	Time (includes preparation / setting up / cleaning time)
	Starting time:
____:____ (00h00)
Finishing time:
____:____ (00h00)

	Venue and Usage
	Venue

	Capacity
	Brief Description of Utilization

	
	(I) Auditorium 

(with professional sound system) - Organizer must hire ICC approved technician to run the audio equipment when microphones are needed for R$150 per function.
	100
	

	
	(II) Auditorium
(without professional sound equipment) – Video projector/ screen/computer/surround system and presenter are included in this option.
	100
	

	
	(III) Library
	20
	

	
	(IV) Multi-function Hall
	70
	

	
	(V) Kitchen
	40
	

	
	(VI) Garage
	40
	

	UNDERTAKING
I undertake that I,

1. Will follow first come first serve principle to allow people in the event and will not refuse entry to anyone, being aware of both the capacity of the venue and the maximum number of persons allowed in;

2. Will use the ICC premises only for the purpose it is being applied for excluding those elements not approved by ICC;

3. Will submit to any security check deemed necessary by ICC;
4. Will advertise the event on my own net of contacts to ensure best use of venue and occasion.

5. Will admit promotional videos at ICC’s choice to be projected on screen during free slots of my event at the ICC Auditorium in case requested by the same;

6. Will put in place a welcome desk in-charge of reception, to ensure that those who confirmed (in case applicable) will have priority and that the total guests don’t exceed the capacity of the venue;

7. Will ensure orderliness and decorum at each place, deputing helpers when needed;

8. Will ensure cleanliness and hygiene through-out the event (will have cleaning services to ensure this in case needed) ensuring garbage removal, if applicable.
9. Will return the premises in the same condition that I take it.
10. Will ensure no damage is done to the venue or its resources and will cover costs if there is any accidental damage

11. Will ensure that the photos/videos taken are not uploaded on website/ social networks without ICC permission.
12. Will bear the charges of hiring a technician, if required.

13. Will hire security guard/s for the event through one of the agencies approved by the ICC on direct payment basis, if the event falls on the weekend, late nights or on closed holidays of the ICC.

14. Am completely aware of the fact that the function may be canceled by the ICC at any time, even after its approval, by reasons of ICC’s own discretion, without notice, in case necessary.

Kindly allow us to use the ICC premises as requested above.

_________________________________

(Name, Title, Designation, Date)




To the Director
Indian Cultural Centre

Alameda Sarutaiá, 380 - Jardins
 Sao Paulo, SP – Brazil

CEP.:
 01403-010

Tel.: 
3149-3340

