
	COMPANY INFORMATION FORM FOR LIBRARIES TOURING
Please complete the following information about your company and work. This will inform libraries of the suitability of your work/event for their library and community, so please include as much detail as possible. 


	
	

	COMPANY DETAILS
	 

	Company Name:
	

	Main Contact Name:
	

	Second Contact Name:
	

	Full Postal Address:
	

	Telephone number (main contact):
	

	Telephone number (second contact):
	 

	Website:
	

	Email Address main contact:
	

	Email Address second contact:
	

	
	

	SHOW DETAILS
	 

	Name of touring event/show:
	

	Available dates to tour:
	

	Description of event/show:  
	 

	(Please provide wording to be used by libraries.  Approx. 150-200 words to include description, and perhaps a little bit about yourself / your company, quotes, who the target audience is etc.)
	

	Does the event/show include any strong language or material that could offend? (Please describe in full)
	 

	Total fee:
	 

	PLEASE NOTE - FEE MUST INCLUDE VAT, travel costs, equipment hire and ANY OTHER expenses.

	
	

	EVENT/SHOW INFORMATION
	 

	Age Suitability / Target Audience:
	 

	Running Time:
	

	Is there an interval?
	  

	Get-in Time: (both ideal and minimum)
	

	
	

	Get-out Time: (both ideal and minimum)
	

	Number of Performers:
	 

	Number of Technical:
	 

	Total number of people on tour:
	

	TECHNICAL INFORMATION
	 

	Please note that most libraries DO NOT have any sound / lighting equipment and normally no raised stage facilites. 
 

	Performance space required:
	  

	(Please state minimum in metres: W x D x H)
	

	Do you require a raised stage?
	 Preferred (cannot be guaranteed)/ Provide own / No    

	Or can you perform on the floor?
	 Yes / No / Not Applicable

	Do you require lighting?
	 Supply own / No  

	Do you require sound?
	 Supply own / No 

	Do you require blackout?
	Preferred (cannot be guaranteed) / No

	Any other technical requests? (It cannot be guaranteed your requests will be available)
	

	How will you ensure good sightlines?
	

	Other information for library about show:
	

	
	

	HOSPITALITY INFORMATION
	 

	Library touring accommodation is unlikely to be provided, but please let the library know if you’d like help finding local accommodation. 

	
	

	INSURANCE AND LICENCES
	 

	Please note you will need to provide adequate insurances including public liability and obtain, in respect of the production, all necessary licenses, including permissions and pay all copyright royalties.

	
	

	MARKETING AND PROMOTION
	 

	Please email a high-resolution image or photo to the library for production of posters and fliers and social media use.  Please email a digital poster if you have one already created. Ensure these can be over-printed by libraries.
Other tour dates that are not relevant for the region are not necessarily needed on the libraries touring flyers and posters – rather use the spare space for images/key information.

Coordinate with the library service to tag each other in social media posts, and share each other’s posts promoting the event. 



	EVALUATION AND AUDIENCE FEEDBACK
	 

	What evaluation/feedback do you collect and what would you be willing to change about the method to allow for both your company and the library service to collect evaluation and to prevent the audience from needing to complete multiple forms? Agree on evaluation plan with the library – will the two forms be merged (with questions that meet the needs of both parties)? Secure consent from audience that their information can be shared with not just the touring company but the library too.



	TICKETING
	 

	Make sure you discuss ticketing with the library. Who will be responsible for this – you or the library?
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