2. Event Checklist 

Please check, and complete this form as fully as possible, returning a copy to our Engagements Secretary

	Details of Event:
	

	Event
	

	Date of the Event
	

	Start Time
	

	Finish Time
	

	Location address
	

	Location postcode (for SatNav)
	

	Type of Concert Required Formal / Last Night of the Proms / Background etc. 
	

	How long will the band play for? 
	

	With what intervals? 
	

	Public / Private? Other Groups present? 
	

	Details of the Event Organiser 
	

	Name of Organiser/ Main Contact 
	

	Telephone Number
	

	Email address 
	

	Outdoor Events
	

	Is cover / shelter available from rain / wind? Please provide brief details.
	

	Is there an alternative venue? If so where?
	

	Inclement weather cancellation details 
	

	General playing location (if held on a large outdoor site) 
	

	Any other details 
	

	What will be provided? 
	

	Chairs? 
	

	Approx 30 required 
	

	Approx. playing space available 
	

	Warm-up / changing / storage room/area? 
	

	Is performance area readily accessible? (stairs / lift) 
	

	Access for equipment? Via?
	

	Parking for 10 – 15 cars? 
	

	Refreshments? 
	

	Anything else you feel we should know or be aware of?
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