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Albany Theatre Hire Policy and Procedures For Parties
The Albany Theatre is available for Hire for a variety of events including parties. If you wish to hire the Theatre, the usual procedure is as follows:

· Contact us to discuss initial ideas and availability
· Request Form completed and returned (available to download from the web site: www.thealbany.org.uk or can be emailed, or collected from Reception). By completing this you are not signing up to anything – you are just pencilling in the date and letting us know as much information at that stage as you can in order for us to put a quote together.

· Date pencilled in the Theatre Diary.
· Production Meeting between the Hirer and Albany staff.

· Contract prepared.

· Contract signed.

Payment

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

Security
Parties require minimum security staffing. If we deem a party to need greater security staffing than the standard amount, then these costs will be passed on. Security will be booked by the Albany. 
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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