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 Company Information Sheet

For touring September 2017 – April 2018
Company Information

	Name of company:
	

	Contact name:
	

	Address:


	

	Tel:
	
	Mobile:
	

	Email:
	
	Website:
	


Performance Information

	Name of show:
	

	What inclusive* fee are you seeking?

*Artsreach is not registered for VAT and is therefore unable to reclaim this
	For one show:
	

	Dates reserved for Artsreach

(please specify):
	
	Or are you generally available?

	Description of Show:

Please include a ‘blurb’/description of the show, and perhaps a bit about the company/yourself, target audience, any press quotes, etc. This will help us describe your show accurately in our programme.


	


Technical Information

	Min. perf. space:
	Width:
	
	Depth:
	
	Height:
	

	Do you need a raised stage?
	
	Comments:
	

	Or can you perform on the hall floor?
	
	Comments:
	

	If performing on floor, are sightlines an issue?
	
	Suggested audience 

seating layout:
	


Please note:  Many villages do not have any technical equipment/expertise. Artsreach has a simple portable lighting rig that we can provide, if you are unable to supply your own. You may need to collect and return it to the Artsreach office for your tour. In the event of your event being on a night when other Artsreach shows are taking place around the county (and we are therefore spreading ourselves thinly trying to see everything!), if we are not available to be there to help out with lights you may need to operate them yourselves. If at all possible it is preferable that you are technically self-sufficient!

	Are you technically self-contained?
	

	If not, would you like to borrow lighting or PA from Artsreach (if possible/available)?
	

	Do you have any other technical requirements?  e.g. smoke machine etc
	


Insurance and licenses: Please be aware that you will need to provide adequate insurances including your own public liability, and you may need to obtain (in respect of the production) all necessary licenses, including PRS or permissions, and cover all copyright royalties.
Show timings / Information

	Number of performers in the show:
	

	Does the show have an interval?
	
	If yes, how long ideally?
	

	Running time, excluding interval (if applicable):
	

	Get-in time:
	
	Get-out time:
	

	Target audience, including age range:
	


Hospitality

	Number of people requiring accommodation:
	Men:
	Women:

	Will you be arranging this at your expense?
	

	Or would you be happy to accept overnight hospitality with village hosts (if available)?
	

	How many rooms?
	Double:
	Twin:
	Single:

	Any special requirements 

(including dietary):
	


Publicity

With increasing changes in publicity and print taking place, we cannot stress the importance of professional publicity enough, so we have put together a few guidelines below and it would greatly help us if you could adhere to these! Please note that as we overprint posters and flyers using the photocopier here in our office with each venue’s performance details, we kindly ask you to please bear in mind our requirements below before ordering/designing your publicity. 
Quality

· Probably the single most important requirement is that the publicity is litho printed please, not digital print, so that it doesn't melt in our photocopier! 

· Paper quality is of great importance – please please avoid very thin glossy paper (it bubbles and melts its way through our copier) or card, which is difficult to overprint and becomes very expensive to post (both for you to us, and us to our promoters). About 100-150gsm is ideal, as a guide.
· Stickers and labels are not ok! Although some touring schemes prefer to use labels we find this a highly expensive and labour-intensive option when we have the resources to overprint instead. 

Design

· We want performers to be reflected well in their publicity, which should look as professional as their performance is – we know that you’re a fantastic performer but the general public picking up flyers knowing nothing about you or the show needs to get that message too, and often that publicity is the only chance to get it across, so we hope you will agree that getting publicity right is imperative to selling your show… (
· Is your name as prominent as the show name? This is often more important, if the public have seen a show by you before and will remember your name. 

· A blank band or box at the bottom is required on both posters and flyers for overprinting with our details. This needs to be at least one sixth of the poster/flyer’s height. Please note: just a tour list on the back is not sufficient!

· Good images are always eye-catching on posters but we find it’s the strap line that hooks people in – it gives them a taster of what to expect (e.g. what type of music your group plays / what the play is about).
Size

· A4 posters are more popular than A3s due to limited display space in shop windows/notice boards etc, so please make sure you order some of that size, not just A3s.

· To go through our copier, flyers need to be A5 or DL only please.

Quantity

· General quantities we would like per show are: 40 x A4 posters, 250 flyers (A5 or DL), and several A3 posters (if available) but these may vary and we will let you know actual requirements after firming up bookings.
delivery

· Please send publicity to the Artsreach office (not directly to promoters, unless otherwise agreed) at least 2 months before your tour with us (ideally 3 months!). It really helps at venues where you’ll be performing which have an earlier show in the season to get the word out to a captive audience.

If you do not provide publicity, or yours does not fit our above requirements, we can discuss designing/printing some in-house, but please note this is negotiated from your fee. When returning this form, please email one or two high-resolution (300dpi) images/photos for our menu/programme to kerry@artsreach.co.uk with a marketing pack if you have one.

	Will you be providing publicity which fits our requirements above?
	

	Max per show you can provide?
	A3:
	
	A4:
	
	Flyers:
	


Additional Information

	Would you like to offer workshops?
	Yes  

If yes, please complete the workshop form and return with this form
	No

	Anything else you would like to add:
	


Please return this form as soon as possible to us:

Artsreach, The Little Keep, Barrack, Dorchester, Dorset DT1 1SQ

or by email: ian@artsreach.co.uk / kerry@artsreach.co.uk
workshop information sheet
Please only complete this form if you wish to offer a workshop to accompany your show

Company Information

	Name of company:
	

	Contact name:
	

	Address:


	

	Tel:
	
	Mobile:
	

	Email:
	
	Website:
	


Workshop Information

	Name of workshop leader(s):
	

	Criminal Disclosure

Under government legislation, anyone working with children and vulnerable adults (including the elderly

and adults with learning difficulties) should undergo an enhanced disclosure check (DBS).

	Have each of your workshop leaders been DBS checked?
	Can you supply proof of enhanced DBS checks for each of your workshop leaders?

	Inclusive workshop fee:
	£

	Length of workshop:
	
	No. of workshops 

per day:
	

	Content of workshop:
	

	Target age range:
	
	Max. capacity:
	

	Prev. experience required:
	

	Any tech requirements:
	

	Any other info:
	


Please return this form with the completed Company Information Sheet to:

Artsreach, The Little Keep, Barrack Road, Dorchester, Dorset DT1 1SQ

