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University Professorial Lectures – Briefing Guide
Please find below step by step instructions on how to organise your Professorial Lecture.
Seek recommendation from your Dean to deliver your Lecture. Your Dean must send written confirmation via email to Miss Suky Sanghera (s.sanghera@coventry.ac.uk).

Contact Suky Sanghera on 024 7679 5294 or via email to check the availability of Prof Ian Marshall and / or Prof Madeleine Atkins who will open / close the Professorial Lecture.

Contact Sarita Bhardwaj (in the Estates Department) on x 7345 or via email s.bhardwaj@coventry.ac.uk to book an appropriate lecture theatre.

Contact Simon Carter in the Catering Department on x 8705 or via email s.carter@coventry.ac.uk for catering requirements. You will need to provide a budget code from your School / Faculty upon booking.
The link below lists the buffet menus currently on offer: http://www.coventry.ac.uk/cu/d/596/a/5096
There is a limited budget provided for this event to cover catering and marketing materials. Should the cost exceed this budget, the individual Faculty or School responsible for the lecture, will need to make up the difference from their own budget.
Please complete the Professorial Lecture Information details required below. Seek approval from your Dean and return this document (together with the Deans written approval) to Suky Sanghera via email. 

Form

Title of lecture – (Max of 10 words) 

_________________________________________________________________

Name and Job Title of professor presenting the lecture 

_________________________________________________________________

School / Faculty 

_________________________________________________________________ 

Date and Time of Professorial Lecture 

Lecture Theatre / Room booked  

Room Booking Reference 

__________________________________________________________________ 

Details / Description of Lecture – (Max of 150 words)

_________________________________________________________________ 

Time refreshments will be available from  

_________________________________________________________________ 

Contact details of staff member to reserve places 

_________________________________________________________________ 

Number of A5 leaflets to be printed 

_________________________________________________________________ 

If you have any queries, please contact Miss Suky Sanghera on extension 5294. 

