Sallis Benney Theatre

INTERNAL Hire Enquiry Form


University of Brighton, Grand Parade, Brighton BN2 0JY 01273 643010 artsbookings@brighton.ac.uk


Before completing this form; 

· Please read the ‘Conditions of Hire’

· Ensure you have a cost code and authorisation to proceed with this booking from the budget manager. Please note once the event is confirmed by ‘Arts Bookings’, the quoted cost will be deducted from your account and is non-refundable. 
	Proposed date/s of event/s dd/mm/yy:
	
	
	


Time access required to the theatre:

(a minimum of 30 minutes preparation time should be allowed before the doors open for your event)

	
	
	
	
	

	Doors open: 
	Start:
	
	Finish:
	


	Type of event:
	
	Lecture/Talk
	
	Conference
	
	Concert

	

	
	Theatre/Play
	
	Dance
	
	Film
	
	Other


If ‘Other’ is ticked, please provide information about what the event is:

	Name/title of event:


	

	Delete as necessary: Public or private event?



	Ticket prices:
	Full Price
	£
	Concessions
	£
	Other
	£

	Where will tickets be on sale for your event?

(include box office telephone number)
	


	Estimated attendance (maximum 400 standing, 272 seated):


	

	Seating:
	
	201 seats or
	
	272 seats (max) or

	
	No seats

	Other layout required (please specify):
	


Technical Requirements

(Changes to the technical requirements listed here should be approved with the technician at least one week prior to the event)

	Lighting:
	
	Well/Seating area
	
	Stage
	
	Lecture

	
	
	
	
	

	Projection:
	
	2 slide projectors
	
	1 slide projector
	
	Data projector

	
	
	
	
	

	Sound:
	
	Lectures/playback
	
	Concert sound

	

	If ‘Concert sound’ is required, please attach a description of your technical requirements so the theatre can see if we can meet your needs. Technical requirements enclosed: Yes/No

Please give details of any equipment or stage sets you intend to bring or have delivered:

	

	Is there any other furniture or equipment you would like us to provide? Please list:


	Are any of the following catering facilities required?
	
	Bar
	
	Café

	I would like to receive further information about the range of catering services:
	
	


Please indicate if you might require space other than the theatre and café area for your event:

	
	
	Garden
	
	Gallery Foyer
	
	Breakout rooms (Qty)
	
	Gallery


	Indemnity – I, the undersigned, hereby undertake to indemnify the University of Brighton against the legal liability of all claims arising from negligence, costs or demands (unless attributable to the negligence of the said University) in connection with this booking. I also undertake to accept personal responsibility for the due observance of all the regulations and to pay the full amount of charges as specified. I have read and will abide by the’ Conditions of Hire’ supplied. 


	Name (main contact:)
	
	Position:
	

	

	Faculty or department:
	
	Date:
	

	

	Mobile:
	
	Daytime tel:
	

	

	Site/building:
	
	Email:
	

	

	Name (second contact:)
	
	Mobile:
	

	

	Cost code:
	
	
	4516
	
	
	(Bookings will not be accepted without a code)


Is this event in partnership with an external organisation/on behalf of an external organisation? Yes/No

If yes, who will be the main point of contact for questions about the organisation of this event? (Please provide name and contact details).                                    

Please return by email to ArtsBookings@brighton.ac.uk re-naming the file with your event title and date of your proposed booking (maximum 20 characters).


