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PUBLICITY REQUIREMENT FORM 

(Please WRITE CLEARLY and fill in one form for each event)

	NAME OF PROMOTING GROUP
	

	NAME OF EVENT
	

	ARTIST / COMPANY
	

	DAY & DATE
	

	VENUE (FULL NAME)
	

	VENUE ADDRESS (including Post Code)

	

	ORGANISATION OR VENUE WEB SITE
	www.

	EARLIEST TIME ARTISTS CAN ACCESS VENUE
	

	START TIME
	

	REFRESHMENTS (DESCRIPTION)
	

	LICENSED BAR?
	

	TICKET PRICES – PLEASE GIVE 

ALL DETAILS OF CONCESSIONS, CHILDREN’S RATES, GROUP RATES, ETC


	in advance:



	
	on the door:

	Tickets Available From:  (please provide numbers with answer phone facilities)

	1ST CONTACT NAME
	

	1ST CONTACT NUMBER

(Day, Eve, Mobile & booking email)
	

	2ND CONTACT NAME
	

	2ND CONTACT NUMBER

(Day, Eve, Mobile & booking email)
	

	OTHER TICKET OUTLETS:


	

	Publicity Needs: (please note that availability of sizes depends largely upon what the artists provide)

	NUMBER OF A5 FLYERS 

(up to 400 provided free)
	

	NUMBER OF A4 / A3 POSTERS

Max. 3 X A3

Max. 50 provided free

Max 2 Laminated (please indicate size)
	

	NUMBER OF TICKETS 

(at least 4 books provided free)
	……………….books of  50 tickets

	DO YOU HAVE A PA SYSTEM?
	

	DO YOU HAVE THEATRE LIGHTING?
	

	DO YOU HAVE ROSTRA / STAGING?
	

	IF NOT CAN YOU BORROW / HIRE?
	 (not necessary if the artists provide these)











PLEASE RETURN TO: Digby Chacksfield, [act] Programme Manager,

Arts in Cambs on Tour, ADeC, Babylon Gallery, Waterside, Ely, Cambs, CB7 4AU

Email: digby.chacksfield@adec.co.uk Fax: 01353 669052


