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SPACE BOOKING REQUEST FORM 

Please note that completing a booking form does not automatically mean that the booking has been confirmed.


DATE & TIME:
	Date(s) you would like to book
	

	Times (including set up and clearing up of the space)
	



PURPOSE OF BOOKING:
	Name of the event/class 

	

	Type of activity 
(as specific as possible, e.g. rehearsal, workshop, audition, meeting etc.)
	

	Will there be catering? 
(please note we do not provide catering)
	

	Expected number of people in the space
	

	Will you be charging for admission?
	

	Do you have a preferred space?
(Church or DL Studio)
	



SPECIFICS:
	Will there be seats and tables?
	

	If so, what sort of arrangement do you require? 

	

	Are you planning to do any filming or photography?

	

	Extra requirements/preferences

	Audio 
[bookmark: Check2]Lights
Screens/Projector
Whiteboard/Flipchart
Other: ………………………………………

	What kind of footwear will artists be performing in? Hard or soft shoe or barefoot?
	



	Are you planning to bring in set and/or props?

	Yes (please specify below)
No 

	If yes, please provide us with specific information:
	Size:

Weight:

Material:




PERSONAL INFORMATION:
	Name
	

	Email 	
	

	Telephone number
	

	Will this person be on site during the booking?
	

	If not, please give contact details of person on site
	Name:					
Email:							
Telephone number:




COMPANY/PERSON TO BE INVOICED:
	Name of company/person
	

	Postal Address


	

	Email
	

	Any specific information to be added on the invoice (e.g. PO Number) 
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