Gelfan Wledig Coed Hills Rural Artspace

Event proposal

	Name:
	Date:

	Telephone number:

	E-mail address:

	Address of your organisation:



	What is the name of your event?



	When do you intend to hold the event, and how long the event will go on for?



	Please give a brief overview of the proposed event:



	How many people do you expect to attend (per day)?

Is is for adults, children or both?

Are all event leaders CRB-checked (if applicable)?                    Y / N

	How much do you intend to charge (per person)?



	Will the event be restricted to normal daytime hours?              Y / N

If not, what are the intended running hours?    .................. until ...................

Will accommodation be required for the visitors? If so, what sort of accommodation, and for how many?

	Will you be taking advanced bookings or is it an open event? Is it a private function with a list of guests?



	Do you require any help with organising the event?                  Y / N

If so, please give details:

*Please leave the area beneath blank - Office use only

Name

Role

Can you provide us with an e-flyer for our website?                 Y / N

	Do you need help publicising the event? i.e. with advertising, promotion, press releases? (This may incur a separate cost)                               Y / N



	Would you like us to e-mail you our 'Help with Promotion' pack listing some websites, newspapers etc. to send press releases to. It includes advice on printing and poster distribution?                                             Y / N

Would you like our resident graphic designer to create posters/flyers/adverts for you. (This will be a separate financial arrangement)                 Y / N  



	Which facilities at Coed Hills will be needed for the event? Please tick, providing a basic description of what they will be needed for:

O   Gallery ...........................................................................................................

O   Kitchen ..........................................................................................................

O   Open barn .....................................................................................................

O   Gardens .........................................................................................................

O   Multi-yurt ......................................................................................................

O   Greenhouse ...................................................................................................

O   Workshop ......................................................................................................

O   Camping area ................................................................................................

O   Green woodwork ............................................................................................

O   Yurts/structures ............................................................................................

A separate document is available outlining the cost of hire of these facilities.

	Do you intend to carry out any of the following licensable activities on the premises?

The sale by retail of alcohol

Y / N

The supply of alcohol by or on behalf of a club to, or to the order of, a member of the club

Y / N

The provision of regulated entertainment

Y / N

The provision of late night refreshment

Y / N

If you require any of the above a personal valid license or a Temporary Events Notice* will be required (with the exception of private functions). Who will organise this?

* Please note that we require a Temporary Events Notice be served a month prior to an event.

	Are there any ways in which the site will need to be prepared before the event begins? If so, please give details:



	Are you able to clear up after the event?                                   Y / N

	Will you need assistance from Coed Hills residents? If so, in what capacity?



	Do you require any materials, resources, tools or equipment? If so, please specify:



	Do you require Coed Hills to provide food? If so, please include any information on intolerances, allergies, or dietary preferences:



	How many vehicles will your organisation be bringing? What are your accommodation requirements?



	Are you a charity/NGO? Are you externally funded?



	Please provide us with a rough breakdown of your costs:



	Coed Hills Rural Artspace is a 'low impact' visitor centre and we try, whenever possible, to support local, sustainable business and enterprise, keeping use of non-recyclable resources to a minimum, and choosing the eco-friendly alternatives. Please comment on how you will try to make your event 'low impact', and on the eco-policies of your organisation:



	Is there any additional information that we might need to know?



	Coed Hills takes a flat rate cut of 10% from any events or courses that take place on site in order to fund further events and future growth. This rate does not include any materials that are sourced from the site itself for which a further payment will have to be negotiated. There will also be a flat rate for the use of  Coed Hills as a venue. This will vary depending on which spaces you use.



	O   I understand that Coed Hills is solely a venue and does not fund events.

Signed .......................................... on behalf of ................................................


We will get back to you as soon as we have discussed your proposal. Thank you!

