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External Hire Form I.



INFORMATION OF HIRER



Name of Organization: Person in Charge:



Tel. No.:



Hiring Date:



Hiring Time:



Official Name of Function: Facilities requested: No. of participants: Function Nature: Reunions



Ceremony



Drama/Theatre performance



Film



Religious Activity



Sports



Music Concert



II.



Seminar / Lesson



Others:



Operation plan if using Hall / Guilford Lecture Theatre (GLT) Move-in/ Set-up Time(1)



Rehearsal Time(1)



Pack / Clear Up Time



Audience Admission Time(3)



Event/ Show Start Time



Intermission



Meal/Break time(2)



Event/ Show End Time



(1)



Bookings must include the move-in, set-up and clear away time plus any rehearsal time. (2) For bookings consisting of more than one session, please consider meal breaks for assisting staff and de-confliction with school meals. (3) In order to avoid overcrowding in the Foyer, time for admission must be at least 15 minutes prior to performance.



III. BRIEF SUMMARY OF THE ACTIVITY / FUNCTION



IV. CATERINGARRANGEMENTS Will food be prepared / cooked at school site?



Yes



No



Will alcoholic beverage will be served?



Yes



No



Will you required KGV School to provide catering services?



Yes



No



Will you required KGV School to provide alcoholic beverage?



Yes



No



V. TICKET ARRANGEMENTS Will tickets be sold or issued?



Yes



No



Ticket (Ticket Sample must be submitted to KGV for approval before printing) Estimated no. of Audience:__________ Price: ______________ Ticket Outlet(s): _________________ Access control will be provided by : Place of Temporary Public Entertainment Licence Details:



VI. Hall / GLT - STAGE FIXTURE & FURNITURE (Please submit Stage Floor Plan and arrange to liaise with AV if required)



Please tick your requirement: 1. 2. 3. 4.



Piano Tables Q Build Staging (i.e. extra dais on Hall floor forward of stage) Others:______________________



VII.



VEHICLES ENTERING KGV SCHOOL Please submit arrival time and car plate number (if applicable) one working day in advance. Please advise if heavy equipment is to be unloaded. Private Car (Parking is available at this site only by special arrangement, for a fee) 1. Car plate number ______________________



2. Car plate number ______________________



Coach (No idling engines on site; parking only by special arrangement) 1. Drop –off time:



______________________



2. Pick-up time:



______________________



Van (No idling engines on site; parking only by special arrangement) 1. Unloading time: ______________________ 2. Loading time:



______________________



VIII. OTHER ACTIVITIES YOU WILL BE CONDUCTING AT KGV SCHOOL Video Taping/ Audio Recording:



Yes



No



TV/ Radio/ Internet Broadcasting:



Yes



No



Sales of Merchandise/ Display Counter:



Yes



No



………………………………………..……….………. Name & Signature



Company Chop: ………………………………



……………………….. Date This form must be emailed to [email protected] as enquiry for hire. You will be contacted once information is reviewed.
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