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Application to run a meeting/event at the University/Union
Please fill in the details on this form to make a provisional booking for your event. You will then be invited to a drop-in session, if required, before receiving a confirmation of your event or a request.
Your Details

	Surname


	

	Forename

	

	UB Number


	

	Name of Organisation (sports, society, volunteering, public)
	

	Mobile


	

	Email


	

	Address


	


Health and Safety

If any incidents occur during your event including injury or damage to equipment or facilities please alert the Students’ Union or bars as soon as possible.

In the event of a first aid issue please contact the Students’ Union or bars who will be able to administer basic first aid and contact the emergency services if required.

Fire

In the event of a fire alarm please leave the building by the nearest exit, identified by the green fire exit signs. Do not tackle the fire unless safe to do so and trained. Please do not return into the building until advised by a member of staff.

Event Details

	Event Title


	

	Which Venue (s)

	

	Day/s and Date/s of event


	

	Setup Time of Event


	

	Time of Event


	

	Finish Time


	

	Brief Description of Event (Music, Speaking, Comedy, Dancing)

	

	Why do you want to hold the event?


	

	Expected numbers of participants


	

	Audience (eg. Students, public)


	

	Participant Control (Stewards, Security, tickets)

	

	Are you charging for the event?


	

	Entertainment (Bhangra, disco, jazz, mixture of music)

	

	Chairs (if there not enough in venue)

	

	Tables (if there not enough in venue)

	

	Dangerous items/activities (BBQ, fireworks, etc)

	

	Food (own, bought in, catered)


	

	Non Alcoholic Drink


	

	Alcoholic Drink (This must be purchased through the bars, due to licensing regulations)
	

	Technical Equipment required (yes/no)

Eg. Microphones, PAC (see next sheet)


	


Food Provision
If you are bringing in food please fill in the details below.

1. Food

Please describe what food you are bringing to the event:


2. Hygiene
I can confirm that I, or someone working at the event, have a food hygiene certificate [
]

3. Cleaning
I can confirm that at the end of the event I will remove any leftover food or arrange for its disposal










[
]

Marketing
I confirm here that I will only place posters in authorised poster spaces
 [
]

I confirm here that I will remove any posters relating to this event once the event has passed [
]

If you would like to explore the opportunities relating to marketing on ubuonline.co.uk, Facebook, Twitter, posters, the Sub.tv (bar) screens and other opportunities, please contact ubu-mmc@bradford.ac.uk.

Tech Request Form (Generic)
	Item
	Yes (Give Amount)
	No

	CDJs (Professional CD/MP3 CD Djing Equipment)
	
	

	Double CD Player
	
	

	Mixer (Plug in laptops/CDJs/CD Players/Microphones etc)
	
	

	Microphones (vocal)
	
	

	Microphones (Instrument)
	
	

	Microphone Stands (Tall for vocal, short for instrument)
	
	

	Microphones Cable
	
	

	PA System (two speakers, microphone and mixer)
	
	

	Speakers (given individually – all speakers come with power cables)
	
	

	Phono-mini jack (for plugging into mixer or the Escape built-in system)
	
	

	Projector (VGA Cable separate)
	
	

	VGA cable
	
	

	4-Plug Extension leads (where required)
	
	

	LIGHTING
	
	

	Floor standing lights (white only)
	
	

	Amp bar moving heads lights (8 permanently fixed multicolour/multi design lights)
	
	

	Amp bar stationary ceiling lights (8 permanently fixed lights with varying colours)
	
	

	Amp bar UV lights
	
	

	Amp bar strobe lights
	
	

	Lighting Engineer
	
	


	AMP BAR STAGING
	
	

	Removal of front barriers
	
	

	Hanging of tabbing (black curtain on three of the four sides of the stage)
	
	

	DJ riser (platform designed for DJ equipment on stage)
	
	

	Drum riser (platform to elevate drummers)
	
	

	Catwalk (8m x 2.5m runway)
	
	

	Individual steel decking
	
	

	Projector screen (does not include projector – 2m x 2m)
	
	


Highlighted fields require a member of tech to be present through the entire event for Health and Safety reasons.
Tech Request Form (Specific)
	Event – Equipment Required
	Yes (Give Amount)
	No

	Live Band/Open Mic Nights (Amounts may change depending on the size 
of the band)
	
	

	Microphone (vocal)
	
	

	Microphone (instrumental)
	
	

	Microphone (drums)
	
	

	Monitors (allows musicians to hear what they’re playing)
	
	

	Front of house system (enhanced PA system)
	
	

	Mixing desk (8 channels)
	
	

	Mixing desk + engineer (32 channel)
	
	

	Microphone cable (XLR)
	
	

	DI Box (used to plug in keyboards and guitars)
	
	

	Drum Kit (studio kit, includes no cymbals or breakables)
	
	

	Stage set-up (removal of front barriers)
	
	

	Full front of house (sound engineer positioned on dedicated platform with mixing desk)
	
	

	Lighting Engineer
	
	

	DJ Riser
	
	

	Drum Riser
	
	

	CDJs + Mixer
	
	


Highlighted fields require a member of tech to be present through the entire event for Health and Safety reasons.
	Event – Equipment Required
	Yes (Give Amount)
	No

	Show/Play/Variety Performance (Not including live bands)
	
	

	Projector (VGA cable not included)
	
	

	VGA cable
	
	

	Projector screen (projector not included, 2m x 2m)
	
	

	Microphone (vocal)
	
	

	Front of house system (enhanced PA system)
	
	

	Mixing desk (8 channels)
	
	

	Mixing desk + engineer (32 channel)
	
	

	Microphone cable (XLR)
	
	

	Stage set-up (removal of front barriers)
	
	

	Full front of house (sound engineer positioned on dedicated platform with mixing desk)
	
	

	Lighting Engineer
	
	

	DJ Riser
	
	

	CDJs + Mixer
	
	

	Fashion Show
	
	

	Catwalk (8m x 2.5m runway)
	
	

	Microphone (vocal)
	
	

	Front of house system (enhanced PA system)
	
	

	Mixing desk (8 channels)
	
	

	Mixing desk + engineer (32 channel)
	
	

	Microphone cable (XLR)
	
	

	Stage set-up (removal of front barriers)
	
	

	Full front of house (sound engineer positioned on dedicated platform with mixing desk)
	
	

	Lighting Engineer
	
	

	DJ Riser
	
	

	CDJs + Mixer
	
	

	Event – Equipment Required
	Yes (Give Amount)
	No

	Club Night Escape
	
	

	CDJs (Professional CD/MP3 CD Djing Equipment)
	
	

	Mixer (Plug in laptops/CDJs/CD Players/Microphones etc)
	
	

	Microphone (vocal)
	
	

	Club Night Amp
	
	

	CDJs (Professional CD/MP3 CD Djing Equipment)
	
	

	Mixer (Plug in laptops/CDJs/CD Players/Microphones etc)
	
	

	Microphone (vocal)
	
	

	Floor standing lights (white only)
	
	

	Amp bar moving heads lights (8 permanently fixed multicolour/multi design lights)
	
	

	Amp bar stationary ceiling lights (8 permanently fixed lights with varying colours)
	
	

	Amp bar UV lights
	
	

	Amp bar strobe lights
	
	

	Lighting Engineer
	
	


Highlighted fields require a member of tech to be present through the entire event for Health and Safety reasons.
By filling out this form you are not guaranteed tech staff or equipment. You will be notified by email and maybe called in further requirements. Any damages caused to equipment to the person/club/society.

For major events (live bands, fashion shows etc) a full complement of staff will be required during the event. Before the event you will receive an estimated tech bill and after the event a finalised tech bill with any extra hours or costs incurred. 
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Event provisionally booked 
[
]

Signed:
Event confirmed 

[
]

Signed:

Tech booked 


[
]

Signed:

Security booked

[
]

Signed:

Tickets ordered

[
]

Signed:

1

