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AU Club/Society Pool Event Booking Form
Enquiry

	Name
	

	AU Club/Society
	

	Position
	

	Proposed Date
	

	Event Spaces (eg auditorium)
	


	AU Officer
	

	AU Event Sign off
	Yes
	
	No
	


Proposed Event 
	Name 
	
	Purpose
	

	Date
	
	Estimated Attendance
	

	Doors Open


	

	Doors Close
	

	
	
	Alcohol on Sale
	Yes
	
	No
	

	Admission Policy
	Public
	Students
	Members

	
	
	
	

	Under 18’s (Yes/No)
	

	Tickets to be on sale?
	


STAFF USE ONLY
	
	House Manager
	Stewards
	Cloakroom

	
	
	
	

	
	Volunteer Stewards
	Box Office
	Bar Staff

	
	
	
	

	
	Security


	
	

	
	
	
	


Food Provision
	Food Number
	
	Food In-house
	
	Food Private *
	

	Food Requirements
	

	* If food supplied privately, a disclaimer and the section below must be completed.  

	Name of food Supplier
	

	Contact Telephone
	

	Contact E-Mail
	


Furniture Requirements:

	Provided In-house
	Tables:
	

	
	Chairs:
	

	
	Other:
	

	Provided Externally
	Name of Supplier:
	

	
	Contact Number:
	

	
	Contact E-Mail:
	

	Nature of Furniture Required:
	

	


Technical Requirements:

	In-house: PA:
	
	Lights:
	
	Stand Alone Disco:
	
	DJ Equipment:
	

	External Equipment Hire needed:
	
	Details:
	

	Supplier:
	
	

	Contact:
	
	

	Staffing:
	Stage manager:
	
	Front of House:
	
	Lights:
	

	
	Crew:
	
	Monitors:
	
	Other:
	


Entertainments Provisions

	Provided In-house
	

	
	

	
	

	Provided Externally
	

	
	

	
	

	
	

	


AU Club/Society Event: Provisions/Requirements:
	


Ticketing Information
	Tickets
	On Sale Date:
	
	

	
	Tickets:

(tick)
	Printed by

Engine Shed
	
	Printed By Promoter
	
	

	On Sale where?

(allocate amounts )
	Engine Shed Box Office
	Ticketline
	Promoter
	Other (Specify)
	For all seated allocated events please attach a copy of the venues seating chart with seat allocations.

	
	
	
	
	
	

	Ticket Prices:
	NUS 
	Non NUS
	Members
	Concessions
	

	
	£
	£
	£
	£
	

	
	
	

	Internal Promoter Use

Only:
	Project Code:
	
	Cost Centre:
	
	

	
	Account Code:
	
	Finance Contact:
	
	

	External Promoter
	We require a copy of you company details and VAT number on a piece of headed notepaper with Company bank details to set you up as a supplier.
	

	
	


AU Club/Society Cost Breakdown
	
	

	
	
	
	

	
	
	

	
	
	

	
	
	
	

	
	
	

	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	

	
	
	

	
	
	
	

	
	
	

	
	
	

	TOTAL PROJECTED EVENT COST:
	

	PURCHASE ORDER NUMBER FOR PROJECTED COSTS:
	


