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Albany Theatre Hire Policy and Procedures - Conferences

The procedure for hiring the venue is as follows:

· Contact us to discuss initial ideas and availability 
· Request Form (which is available to download from the web site: www.thealbany.org.uk or can be emailed, or collected from Reception) is completed and emailed to hires@thealbany.org.uk or posted to The Albany, Douglas Way, SE8 4AG.
· Date pencilled in the Theatre Diary.
· Optional site visit to meet the production and catering staff to discuss resources, technical needs, front-of-house details etc.

· Contract prepared and signed.

Payment

· The Hirer will pay the hire fee as soon as the contract is signed, in any case it must be paid in advance of the performance.
· If additional charges are incurred after the hire charge has been paid, you will be subsequently invoiced for these charges.
Cancellation policy 

Confirmed hires (in writing by the Albany) that are cancelled in writing by the Hirer will pay:

35% of the hire charge for each event if cancelled over 1 month beforehand

50% of the hire charge for each event if cancelled over 2 weeks beforehand

100% of the hire charge for each event if cancelled less than 2 weeks beforehand
Contacts
	Miles Eady


	Events Manager
	020 8692 0231 ext. 218
	miles.eady@thealbany.org.uk

	Fiona Greenhill


	Head of Production
	07951 485 437
	fiona.greenhill@thealbany.org.uk

	Paul Brewster


	Front of House Manager
	020 8692 0231 ext. 228
	paul.brewster@thealbany.org.uk
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