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CULTURE FEST
Venue Spec Sheet

This form is for venue staff to complete and share with participating artists. Complete all applicable parts below. 


EVENT INFORMATION 
[bookmark: Text23]Title:      

[bookmark: Text24]Location and address:      

[bookmark: Text25]Date(s):      

Event Overview/description:
[bookmark: Text29]     

[bookmark: Text31][bookmark: Text32]Event setup		date      		time      

Event start 		date      		time      

Event finish 		date      		time      

Event breakdown		date      		time      


ARTIST ARRIVAL INFORMATION
[bookmark: Text33]When should participating artists arrive?      

[bookmark: Text34]Where should they enter?      

[bookmark: Text35]Where/with whom can they check in?       





EVENT CONTACT INFORMATION (for venue provider, press, and artists)
Name:      

Address:      

[bookmark: Text26][bookmark: Text27]Work phone:      			Mobile:      			Fax:      

[bookmark: Text28]Email:       


PAYMENT
When will you make payment to the venue provider?
[bookmark: Check1]|_| Before the event
[bookmark: Check3]|_| At the event
[bookmark: Check2][bookmark: Text30]|_| After the event (specify when:      )
[bookmark: Check4]|_| Upon invoice receipt

When will you make payment to participating artists? 
|_| Before the event
|_| At the event
|_| After the event (specify when:      )
|_| Upon invoice receipt


FACILITIES
[bookmark: Text37]Venue square footage:      

[bookmark: Check5][bookmark: Check8][bookmark: Check9]|_| Outdoor event space 	If outdoor, is the space covered?   |_| Yes	|_| No
[bookmark: Check6]|_| Indoor event space
[bookmark: Check7]|_| Both

[bookmark: Text38]Floor type (wood, tile, carpet, laminate, concrete, stone, dirt, grass, other):      

Is there a stage?   |_| Yes	|_| No

Is there air conditioning?   |_| Yes	|_| No

Is there heating?   |_| Yes	|_| No

Lighting: 
[bookmark: Check10]|_| Natural light from outdoors
[bookmark: Check11]|_| Natural light from windows
[bookmark: Check12]|_| Celling lighting 
[bookmark: Check13]|_| Spotlights
[bookmark: Text39]Other:      

Audio/Visual: 
|_| No sound equipment onsite
|_| Microphone 
|_| Speakers / monitors 
|_| Projector
[bookmark: Check14]|_| Screen
[bookmark: Check15]|_| Podium
[bookmark: Check16]|_| PA system
Other:      


OTHER INFORMATION ABOUT THE EVENT OR FACILITIES
[bookmark: Text36]     
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