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F.No.01/CDER/Cir/2026
All India Institute of Medical Science
Centre for Dental Education & Research
(Establishment Section)

Ansari Nagar, New Delhi-110029
Dated the 24 .02.2026

Circular

Subject:-General Guidelines for Booking Board Room/Mini Auditorium-regarding..

. The booking and overall charge for both the rooms shall remain with the Administrative
Officer, CDER.

. The AV equipment etc. shall be managed by the Electrical Subdivision of Engineering
Services Deptt. (ESD) under the overall supervision of AE (Electrical) posted at CDER.

. The Booking will be restricted to use during normal working hours (up to 5 pm on working
days and 1 pm on Saturdays).

. No booking shall be taken for Ground Floor Board Room on any Tuesday so that CDER
Faculty and staff can use it for its internal meetings/academic activitites etc.

. The Booing form shall only be taken 3 months in advance and based on availability, the
administrative officer CDER will issue booking confirmation. The organizers will have to
deposit the booking amount within 2 weeks of the booking confirmation.

. In case of cacellation by the organizers an amount of Rs 2500/- will be charged.

. A requisite Performa has be duly filed by the concerned faculty and submitted to the office of
Chief, CDER along with the concerned Dean’s permission.

The charges for the Board Room/Mini Auditorium will be as follow:-

Sr. | Nomenclature | Charges of | Charges for | No fee charges for | Charges
N | (Seating Govt. agency, | AIIMS, Scientific, | AIIMS For other
0. | capacity) Professional academic f | Organization, scientific
Organization | meeting with | Recognized union | association
registration  fee | except  (Security | (only for
charges. deposit) academic
refundable activity)
1. | Board 7,500 5,000/- 2,500/- 10,000/ -
Room(50)
2. | Mini 20,000/ - 15,000/- 7,500/ - 30,000/-
Auditorium
(9)

In case of any damage to the property/Audio Visual system or any other fixtures in the Mini
auditorium the organizers will have to bear all the expense (actual) incurred for such damage.

. No eatables/Tea-Coffee/Lunch/Dinner etc. will be allowed inside the premises of the Board
Room/Mini auditorium. However, the arrangements for snacks/tea-coffee/lunch/dinner etc.
can be done in adjoining corridors outside. The organizers are requested to maintain
cleanliness & Hygiene of the area of Centre for Dental Education and Research, where food is
served and get it cleaned after the event. N \



The payment for the booking of Board Room and Meeting Room will be submitted in
following accounts:-

Name of beneficiary : CDER, AIIMS, New Delhi
Bank Name: State Bank of India, AIIMS Branch
Account Number: 10874584984

IFSC Code: SBIN0001536

After completing the event the security deposit will be refunded if, furniture & fixtures of
Board Room and Meeting Room found intact or as handed over before the event otherwise
security deposited will be forfeited and actual cost of the itme will be aske for deposit.

A -

(Mahender Pal Singh)
Administrative Office

Encl: As above
To (for information and wide circulation)

i. PIC (CF) with request to upload it on AIIMS website and circulate through CP.



Application form for bookir
for only academic meeting

CENTER FOR DENTAL EDUCATION AND RESEARCH
ALL INDIA INSTITUTE OF MEDICAL SCIENCES
ANSARI NAGAR, NEW DELHI -110029

Form for booking of Roard room and Meeting room, CDER

g of Board room and Meeting room on ground floor of CDER AlIMS, New Delhi
s, conferences/ workshops/ traming course cte.

I. | Name and Designation of the person booking
the facility
2. | Depastment of the person who is booking
3. | Telephone numbers Internal (landline)
4. ¢ Mobile numbers
5 | Emal
6. | Whether the event is only hosted by ATIMS | Yes (mandatory to answer s. no 7- 1y
Department wath no involvement of any | No (Skip s. no. 7-9)
other organization
7. | Name of the ¢ol laborating  professional
scientific organization/ saciety/ association
8. | Whether the organization mentioned at point
number 7 1 Govt/ Private
9. | Address of the Organization/ website
10. | Whether registration/ course fee 1s beng | Yes (enclose the scicntific brochure and website
charged for this event addressy No
1. | Any other source of support for the event Research Grant' Govt organmization funds/ Private
| OTganization support.
12. | Hyesins no 11 then provide further details
13, | Objectives of the event
14, | Proposed dates of the event |
15 | Whether AV facilities required
16. | Whether tea/ food will be served (not inside
the hall)
Details of Requirements of the venge: {pleasce read terms and conditions before filling the form)
Room required Date required Approx. number | Time {from} Time (up to)
of People
expected
Board Room
Meeting Room

.. Itis implied that the person filling the form and si
conditions and has agreed to abide by the terms

RIL.

gning has read and understood the booking terms and
and conditions mentioned.

Signatures of the person book ing

Page 1 of 3



E FFICIAL U
Booking not confirmed (Reason)... ... ...
Signature of administrative officer, CDER
Booking form reccived on availability of the venue was checked and being submitted to Chief,
CDER for approval for tentative booking for ==—---- {dates) for. Board Room/ Meeting room/ both.
Signaturcs of Dealing Asst. Signatures of Administrative Officer, CDER
Amount of Rs depasited on by {mOde Jewsconawasnse

Payment receipt confirmed by the office of Accounts Officer, CDER.

Signature of dealing asst. in accounts section, CDER Signarures of Accounts officer, CDER

Countersign by Chief, CDER

Confimmation slip - following items and venue has been handed over to the organizer on «ssaeee-ee
+ AV svstem (fixed)

+ | -Pad for Control with charging cable
*  Wireless presentation svstem Dongle
=  Remote for Curtains
+  Any other item (Specify j--—---
Signaturcs of Dealing Asst Signatures of Administrative Officer, CDER

F

=

Declaration: | have revived the above items and have read and understood the booking tenms and conditions
and has agreed 1o abide by the terms and conditions mentioned.

Signaturcs of Organizing p&rsoi authorized person on behalf

Dacs 7 nf 2



. II. Il I.. .u'um L [T,

Any other ttem (Specify jeveeees

'
Handling back proforma
{Handing over the venue and svstems back to the administrative officer {CDER) or representative.)
Following items and venue has been handed over back to Administrative Officer/ TCPIESCEAtVE On =eeemmoreeee
S. No. | Ttem Received in condition as it was handed Not received

L | AV system (fixed)

2. | I-Pad for Control with charging cable

3. | Wireless presentation system Dongle

4. | Remote for Curtains

. 4

I there was some damage/ missing, the action 1o be taken as per terms and conditions mentioned.

Signatures of Dealing Asst.

Signatures of Administrative Officer, CDER

Signaturcs of Organizing person/ authorized person on behalf

of
W
v
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