THE ALBEMARLE MUSIC CENTRE - BOOKING FORM
Name of booking organisation: UK City of Culture
Contact Person: Siana-Mae Heppell-Secker
Address: Pacific Exchange, 40 High Street, Hull
Postcode: HU1 1PS
E mail: siana-mae.heppell-secker@hull2017.co.uk / Claire.l.drury@hull2017.co.uk
Telephone No:  day 01482 318951 evening: 07740408150
Date of workshop/event: 8th September 2016 Time workshop/event commences: 6PM
Nature of the event: We will be holding a workshop for marketing and comms support for our Creative Communities Projects. 
Number of people in production: N/A expected audience size: 100+
Time access required, prior to start of event, to set up: 5PM
Expected time you will leave the building: 9PM  (On week days in term-time, the Rehearsal and Practice Rooms must be clear by 4.00pm and the Main Hall by 5.00pm)
(NB for weekend lettings, you will be charged for an extra hour for opening-up and locking-up.  Plus, your setting-up/get-out times must be contained within your agreed, room hire period)
You will also be charged for any extra time required, for cleaning/clearing up after any letting, if any of the rooms have been left in a mess.  
Specific requirements (tick boxes):-

Main Hall  (           Rehearsal Room  (     Class Room (s)   ( How many? ……..

Stage Lighting in the Main Hall  (            Stage Lighting in the Rehearsal Room  (
PA in the Main Hall  (            Data Projector and screen in the Main Hall  (
PA in the Rehearsal Room  (     Data Projector and screen in the Rehearsal Room  (
Moveable seating (196 seats) in the Main Hall  ( Extra chairs in Main Hall ( how many?
Flip Chart and pens  ( White Board and pens (    OHP (   Projector screen (
(NB the hire costs do not include the services of a technician – please ring to make an appointment to discuss technical requirements as required)
Please note   No parking facilities at the Centre – nearest parking St Stephens Shopping Centre Car Park
Please describe how you wish the room(s) to be set out – as much detail as possible please:
- We are giving a presentation for some of our projects. Raked seating should be fine, only a few seats may need to be added (No more than 10)

Projector and screen needed. 

Any other requests e.g. refreshments (please discuss before confirming on this form):

Is it possible for tea and coffee to be provided? If so, what is the cost of this?

Please can you note the correct spelling of Albemarle for your invitations/publicity?   Many people add an extra ‘r’ in the middle!


.


Agreed fee ………………………. 

I/We agree to the terms of the booking form as contained above

Signature of booking representative: Siana-Mae Heppell-Secker date: 19/07/16
Signature of Music Service representative ..........................................................date 
……..
For Hull City Council organisations:

Invoice /Journal:-

BUDGET COST CENTRE……………..…………..DETAIL CODE: ………………………………
Please complete and sign the form and send it back to the 
Albemarle Music Centre, 60, Ferensway, Hull, HU2 8LN. 
