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REQUEST FORM TO HIRE THE ALBANY THEATRE

FOR A CONFERENCE

Please complete all sections with as much detail as possible

	Type of event
	

	Date of event
	

	Start time
	

	Finish time
	

	How much time do you need to set up?
	

	Will you be needing extra rooms? 
	

	Description of Function/Conference (ie outline schedule/program for the day):


	Company/Organisation
	

	Main contact name
	

	Company/organisation name
	

	Address

	Phone
	

	Email
	

	Fax
	


	Technical 
	

	Sound requirements


	

	Equipment required


	


	Reception/Front of House
	

	Provisionally expected  delegate numbers

	

	Do you need a registration area? 
	

	Do you need to issue tickets?
	


Any other requirements/comments

	


This is not a confirmed booking we will get back to you to say whether or not it is possible to accommodate you as soon as we can.

Please post or email back to the bookings department at the Albany and on hires@thealbany.org.uk, or hand back into reception at The Albany.
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