INDIRA GANDHI NATIONAL OPEN UNIVERSITY
CONVENTION CENTRE(Admn.)
          No: IG/CC/2009/
        Dated: 13-05-2009
CIRCULAR

This is with reference to the letter no:  IGNOU /GA /CR / 2009 /6553 dated:  01 - 05- 2009.  Due to the renovation of the Conference Room of Block-8, the meetings will be conducted at Convention Centre during the month of MAY/JUNE, 2009.To run the Convention Centre smoothly kind cooperation from all Division/School/ Units/Cells are required. Some details regarding the Booking of CC are given below for your kind information: -
1. Send the booking requisition at least a week in advance.
2. Timing mentioned by you will help us in proper utilization of Convention Centre and making scope for other meetings.  
3. Room details are as under :- 
     a. Main Hall................516 capacities.....with technical facility provided by EMPC.

     b. Committee Room-1.......................25 capacities.......with projector.

     c. Committee Room-2.......................25 capacities.

     d. Committee Room-3.......................50 capacities.

     e. Committee Room-4.......................25 capacities.

     f. Committee Room-5........................50 capacities.......with projector.

     g. Committee Room-6.......................25 capacities. 

4. Convention Centre can hold Meeting / Conference of 716 person at any point of time.
5.   Mention your e-mail id/contact no. for better communication.
6.   It is for the information for all concern that Convention centre is also rented out to                 
      Outside Institution at a cost (as indicated against each item):
a. Main Hall with 516 person capacity-Rs. 25,000/-  + Rs. 5,000/-refundable  Security Deposit.
b. 50 seater Committee Room -Rs. 5,000/-  + Rs. 2,000/- refundable  Security Deposit.

c. 25 seater Committee Room -Rs. 2,000/-  + Rs. 1,000/- refundable  Security Deposit.
d. The charges are inclusive of AC, light and sound, existing parking, security, 

      Housekeeping services    but   excluding Audio/Video coverage and   catering.

7. Though IGNOUs official Function/Meeting/Conference/Event is given priority over 

     Outside Institution, but in case Outside Institutions have paid  the charges  in    
      advance  and   dates are confirm in writing , in such a situation their function will also  
      be treated at-par   & changes may not be possible.

     Therefore it is again suggested that intimation/ Booking space for functions may be     
     done well in advance to avoid disappointment.
    8. For any information kindly contact us at:
a. E-mail ID.........conventioncentre@ignou.ac.in
b. 29573404.....Office  ,  3404, 3405,3408,3409.......Intercom

           c.   2121.......Officer-in-Charge, Convention Centre (Security Officer).
           d.   9868569683......Technician, Convention Centre.

9. For Technical support or Video coverage etc. kindly send a copy (positively) to the Director, EMPC with all relevant details & requirement in advance.
10. Due to the non-compliance of meetings timings if any inconvenience happens the Convention Centre will be not responsible.

11. Requisition slip is enclosed here with for your record, set and use. 

12. Catering activities are not allowed in main lobby. It should be arranged outside the building in a specific area or IGNOU guest house which is close by.
13. CMD/CDU is requested to ensure that A.C./Power & Water supply is regular at Convention Centre.   

14. Please do not paste poster / paper, direction board etc. on the walls any where in the Convention Centre.

15. Please give your feed back at the end of your function. This is basically for continious monitoring/evaluation and improvement in our services.
 16. For help & assistance kindly contact staff at Convention Centre.









            (Dr. S.S. Bisht)


                                                                                     Officer-in-Charge                                     


  




                    Convention Centre                                                                   Copy to: -
1. DR (VCO): For kind information of VC.

2. Registrar (Admn.)

3. All - School/Division/Unit/Cell 

4. PA to all PVCs                                                                      

                                     5. All Notice boards                                             









