Appendix 1 – Press centre and speakers lounge requirements for 7266/7267-509/7540-365 Assignment B
Candidate name:

Date:

City & Guilds Enrolment number:

	BAS Room
	Location
	Requirements
	Layout

	Press workroom
	1.21 upstairs computer room
	1 small photocopier
1 laser printer (on network)
15 telephones (5 on each bank of desks)
28 networked data points
5 PCs
1 fax
1 power point per desk
Water
	Desk spaces as currently laid out (currently contains 28 computers) – leave 5 on one bay and leave the networked data connections for the remainder

	Press PC lab
	G22 downstairs computer room
	40 networked data points
40 telephones
1 laser printer (on network)
1 fax
40 PCs
Water
	40 desk spaces, as currently laid out

Phone on each desk

	Press relaxation area (main)
	1.24
	Tea and coffee
7.00am – 8.00pm
Water all day
Sandwich facility – cash sales
Several tables and chairs
2 trestle tables for catering -12.30pm to 2.30pm
	5 three-seater sofas
10 bucket chairs
8 stools
10 coffee tables

	Press relaxation area (secondary)
	1.23
	Water all day
Several tables and chairs
3 large rectangular desks
	3 large tables
8 bistro tables
24 bistro chairs
Pin board walls

	BSF office
	G23
	5 networked PCs with Internet access
5 phones
1 fax
1 laser printer (photocopier)
1 large volume photocopier
	6 trestle tables in middle of room set up boardroom style
PCs around side

10 chairs
Pin board walls

	Interview room 1
	1.16 
	1 ISDN line
1 telephone line
	2-3 large desks laid out in the middle with chairs around edge

	Interview room 2
	1.36 (and keep adjacent 1.37 empty)
	1 ISDN line
1 telephone line
	2 desks and 4 chairs

	BBC interview room 1
	1.29 (and keep adjacent rooms empty - 1.28 and 1.30)
	2 ISDN lines
1 telephone line
Internet connection
	3 tables and 3 chairs

	BBC interview room 2
	1.31 (and keep adjacent 1.35 empty)
	2 ISDN lines
1 telephone line
Internet connection
	2 tables and 2 chairs

	Press conference room 1 (main)
	G31
	1 networked PC
1 data projector
	60 chairs, theatre style
Table at front with 5 chairs 
(2 tables if 1 is not big enough to fit 5 chairs behind)
Plants

	Press conference room 2 (secondary)
	G27
	1 networked PC
1 data projector
	Already set up as a permanent lecture theatre – keep set up (tiered seating)

Table at front with 5 chairs 
(2 tables if 1 is not big enough to fit 5 chairs behind)

Plants

	Press registration area
	In corridor outside room G31
	2 desks and 2 chairs
	2 desks and 2 chairs

	Speakers lounge
	The studio (ground floor)
	14 networked PCs

1 printer (photocopier)

1 fax machine
1 telephone
	2 sofas

8 bucket seats

3 coffee tables

12 trestle tables

2 trestle tables by catering area
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