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memorandum
To: 

Copy:        
All Sqns KW

OCKW, WSO`s
From:
Sqn Ldr Bagshaw

CCO

Date:
8 Jul 02
Tel:
(P)020 8301 4277 Email. bagshaw.martin@virgin.net

PR DISPLAY & PRESENTATION EQUIPMENT
1.

2.

3.

4.

5.

6.


The Wing has recently purchased a liveried KW display Marquee (photo on website), along with the Mobile Display Unit and other items (display boards, IT equipment and power generator) the Wing now has an impressive broad range of PR items which give a professional image of the Wing.

The majority of this equipment is available for Sqn PR use. The purchase of this equipment represents a substantial financial investment by the wing and in order to safeguard its long-term use the following Wing booking and usage procedure will apply; 

The attached booking request pro-forma (also available on the web-site) is to be completed (part A) and submitted to the CCO or nominated deputy (HQKW staff will not deal with PR kit booking requests, unless directed to do so by the CCO due to his unavailability). Incomplete or poorly completed forms will be returned unactioned. On receipt of the correctly completed pro-forma date and kit availability will be checked. The lower portion of pro-forma (part B) will then be returned either confirming that the date is available and detailing which kit (all or some) is available. If the date/kit is not available this will be stated on part B and alternative dates/kit will be offered if appropriate. 

Approximately 10 days before the event contact is to be made with the CCO to arrange collection. Squadrons are responsible for its collection and return to the CCO. A return date will be stipulated on collection. All items will be signed for. A copy of the relevant LSE4, signed Part B of the pro-forma and other relevant authorisation for the event is to be supplied to the CCO on collection. No kit will be issued unless this documentation is produced.

All kit will be inspected prior to signature and checked again on return. Any abuse or misuse will result in the Sqns booking privileges being withdrawn. Sqns will be liable for damage caused by misuse, abuse or failure to follow the operating documentation. 

Booking is based on a first serve basis. Sqns should book and plan ahead. Justifiable last minute requests (i.e. within the preceding 2/3 days) will be considered by telephone. 

M.Bagshaw                                                                                                                       Sqn Ldr KWCCO. 




KWPR DISPLAY & PRESENTATION EQUIPMENT BOOKING PRO-FORMA

PART A - (To be completed by requesting Squadron/WSO)

Squadron:

Name & rank of  person requesting:

Full Contact details:



Date/s of  event / required use:

Reason and nature of usage (fully state what the event is and what use the kit will be put)



Date of intended collection 

(if known) 
Date of intended return

 (if known)

Kit required             ( tick                                  ( tick                                                                         ( tick
Marquee

OHP

PR Materials (detail requirements below)


Generator

TV/Video Unit

MDU *(WSO & PR team only)


Display Boards

Display Tables

PC & Printer (Web site demonstrator)


Notes/Comments (continue on reverse if necessary)



PART B (to be completed by the CCO)

Your request   HAS  /  HAS NOT   been approved - see relevant section below.

CONFIRMATION OF BOOKING 

Your request is confirmed and the equipment and date have been reserved for your use. You should contact the CCO at least 10 days before the date to arrange collection. You must produce this form on collection. Notify the CCO immediately if it appears that you will not require this booking. See additional notes below

DECLINE OF BOOKING REQUEST. Your request cannot be accepted for the following reasons:



Additional comments/Notes



Signature                                                                                                                                      Date
