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Cultural Precinct Venue Booking Form
Balls & Special Events

LAST UPDATED 23 JUNE 2021

Date: ..o,

EVENT ORGANISER DETAILS

1V T 41T £ R PSRRI
OrBaniSatioN NAME: oiiiiiiiiiiiiiiirirererree e te e e s sssssssesasasasssssssasssesssesesssssssseseseseeeeeeeererererererererereeerererens
MAITING AGAIESS: ...ttt sttt et e bt e eat e s ab e e bt e e s be e e bt e s b e e e bt e sabeee e e baessabeeeabeesabeeeabeesabeeeaneesates
Telephone: .....ooceee e 1Y 1] o 11 =T RS SN

[ 4 =11 OO RN

EVENT DETAILS

YT ol NV E= T 0 U= ) RSP UUS
Estimated Number of People Attending the EVeNt/FUNCLION: .......cceoieviieerieieieceie ettt

Event Type: [ Commercial Event [0 Community Event (Not for Profit, documentation may be required — see P. 6).

O Mon O Tue OOWed O Thu O Fri O Sat O Sun

ol N oo, /O (O [ am[ Jom 10 .....o....... 0 am/U pm
O Mon [ Tue OOWed O Thu O Fri O Sat [ Sun

o B [ oo, I e — Uam/Jom TO .............. O am/C pm
O Mon O Tue OOWed O Thu O Fri O Sat [ Sun

o e N [ [am/[Jom 70 v 0 am/O pm
O Mon [ Tue OOWed O Thu O Fri O Sat I Sun

ol D [ oo, R e — I:lam/me [ — O am/O pm
O Mon O Tue OOWed O Thu O Fri O Sat [ Sun

| P [ oo YA [P Cam/Tom 10 o O am/O pm

Do you Require a Key to Access/Close the Venue: [ Yes [ No

VENUE(S) REQUIRED

Town Hall: [ Hall [ Gallery (Upstairs) [ Lobby (E.G. Selling Tickets)
Smithurst Theatre: [ Kitchen [ Dressing Rooms

Civic Theatre: [ Auditorium [ Foyer [ Kiosk Counter [ Dressing Rooms

PO Box 63 (63 Elgin Street) Gunnedah NSW 2380
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SETUP/CLEANUP/REHEARSALS

Do the specified hiring dates above include set up times prior to and clean up times after the event/function?
OYes [ No (if no, please advise these times below).

SET UP & CLEAN UP TIME (START/FINISH)

O Mon O Tue OOWed O Thu OFri OSat O Sun
..................... Y U evvern__Jam[dpm TO .............. 0 am/C] pm
O Mon O Tue OWed O Thu OFri OSat O Sun
..................... T A I:IamA:Ipm TO ..coeeveeeee.. D am/O pm

Do you Require Rehearsals: [Yes [INo (Forextra rehearsal dates/times, please attach an additional page).

REHEARSAL DAY(S) TIME (START/FINISH)

O Mon O Tue OOWed O Thu O Fri O Sat O Sun

o ) [ e D am[_lpm TO .ccoveue Oam/O pm
O Mon O Tue OOWed O Thu OFri OSat O Sun

A A /T | [se—— |:|am/|:|pm TO e, O am/O pm
O Mon O Tue OOWed O Thu O Fri O Sat O Sun

3 i ) A [ e 1 am/|:|pm TO oo O am/O pm
O Mon O Tue OOWed O Thu O Fri O Sat O Sun

o B [ e, /U | sae—— Dam/[lpm TO e, O am/O pm
O Mon O Tue OOWed O Thu O Fri O Sat O Sun

o ) A [ e |:|am|:| pm TO ...coeeueeeee. O am/O pm

VENUE SET UP/PACK UP REQUIREMENTS

Do you Require Tables for Catering Only? [Yes [dNo Ifyes, number of tables required: .........c..ccovveeunenne
Please ensure the below section of equipment hire items is completed, including tablecloths, if required.

Seating Style: [ Theatrette [ Seminar [ U-Shape [ Herringbone [ Other:.....ccoceevvevvvvceiieenreennene,

Do you Require the Venue Staff to Set Up or Pack Up the Venue for You? [dSetUp [ Pack Up
Set Up and Pack Up cost is $65.00 per staff member, per hour. If required please attach a floor map of the room layout.

AVAILABLE SERVICES

SERVICES COST PER ITEM TOTAL COST
Set Up (per hour, per staff member) $65.00 S e
Pull Down (per hour, per staff member) $65.00 S e
Technical Assistance (onsite technician, per hour) $77.55 S e

PO Box 63 (63 Elgin Street) Gunnedah NSW 2380
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EQUIPMENT HIRE (SUBJECT TO AVAILABILITY)

EQUIPMENT NO. OF ITEMS COST PER ITEM TOTAL COST
Lectern $5.00 S
Data Projector and Screen | L $10.50 YR
Civic Projector $71.50 YR
Laptop (presentations to be Microsoft format) | $16.00 SR
PAand Microphone | $30.00 ST
Extension Leads Inc. with venue hire No Cost
Full cost recovery +

[J Sound Board and/or [ Stage Lightin )

/ gelighting [ ... 10% service fee S
Sound Board and Stage lighting must be reinstated to default. Available for Civic/Town Hall only. Cultural Precinct staff can
provide basic sound & stage lighting. Further assistance will need to be provided by external technician.
Smithurst Kitchen hire (Use of amenities/cooking facilities inc. urn, pie warmer,
oven, microwave oven, fridge, dishwasher — available in the Smithurst
Theatre/Creative Arts Centre only) $82.00 Per Day S e
Chair Covers (peritem) | e, $3.00 ST
Crockery (per setting — bowls, plates, mugs, cup and saucer) | — .....ccue.... $1.00 S s
Cutlery (per setting — knife, fork, spoon) | e, $1.00 S e
Glassware (per item —tumblersor wine) | v, $1.00 Y
Rectangle Tables (seats 6 -8 people) | e No Cost No Cost
Rectangle Table Cloths (peritem) | e, $10.00 S e
Round Tables (seats 8—10people) | e, $15.00 ST
Round Table Cloths (peritem) | e, $10.00 ST
Sashes/Table Runners [ Black or O Black/White |  .oeeeeeen. $3.00 S e
Table Skirting (I Black or 0 White | e, $55.00 S et
Table Setting Package 1: Glassware (tumblers or wine),
cutlery setting, dinner plate, salt and pepper per taf)le, table $7.50 Per Head S i,
cloths, Bread plate or dessert plate or bowl! or entrée.
Table Setting Package 2: Glassware (tumblers or wine),
cutlery setting, dinner plate, salt and pepper per table, table
cloths, any 2 x bread plate or dessert plate or bowl or entrée, |  .cooeiennnen. $11.00 Per Head S s
water canisters per table, tea and coffee station with crockery.
Table Setting Package 3: Tumblers and wineglasses, cutlery
setting, dinner plate, salt and pepper per table, table cloths
chair covers, chair sashles, table runner, brtead plate, dessert | $16.00 Per Head I
plate or bow! and entrée plate, water canisters per table, tea
and coffee station with crockery.

PO Box 63 (63 Elgin Street) Gunnedah NSW 2380
T +612 67402100 E council@infogunnedah.com.au
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EQUIPMENT NO. OF ITEMS COST PER ITEM TOTAL COST
Salt and Pepper Shakers (perpair) | e, $1.00 S s
Water/Juice Canister (peritem) | $1.00 ST
Chairs No Cost No Cost
TOTAL COST: S e

CATERING REQUIREMENTS

Do you Require Catering? [ Yes (please include details below) [ No
EXternQl Catering SUPPIIEI: ........cuieuueeeiiiieietiiie s ettiees cettieeettie sttt e eataeeetaaaeattes teettaseestsnssessnnsaesnnesrsnnsenses
TIME Of DEIIVEIY: ccvueieeeiieeiiiie et iee ettt et ceeetie s et e e e et ee e e et e e et e aats ceeeettnesessnnseestnnaestneaansnnaes

Would you like Tablecloths on Your Catering Station? [ Yes [ No

NO. OF PEOPLE ‘ COST PER PERSON ‘ TOTAL COST

Tea & Coffee 1 (Tea/Coffeeonly) | e $2.50 S s
Tea & Coffee 2 (Tea/Coffee/Biscuits) | vvvvernnn, $3.00 ST
Tea & Coffee 3 (Tea/Coffee/luice) | vveeeeens $3.50 S e
Tea & Coffee 4 (Tea/Coffee/Biscuits/Juice) | vvevernen. $5.50 S e

VENUE FEES & CHARGES - 2021/2022

COMMERCIAL — HIRE OF ALL VENUES HIRE COST SELECT

Commercial (Conferences, Balls, Special Events <100 People) Per Venue

Per Hour $97.00
Per Half Day (<5 Hours) $398.00
Per Full Day (>5 Hours) $806.00

Commercial (Conferences, Balls, Special Events >100 People) Per Venue

Per Hour $107.50
Per Half Day (<5 Hours) $459.00
Per Full Day (>5 Hours) $908.00

PO Box 63 (63 Elgin Street) Gunnedah NSW 2380
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COMMUNITY (NOT FOR PROFIT ORGANISATIONS) Hire Cost Select

The Civic

O The Civic [ Town Hall

Per Hour $15.80
Per Half Day (<5 Hours) $62.50
Per Full Day (>5 Hours) $104.50
Town Hall

Per Hour $27.50
Per Half Day (<5 Hours) $118.00
Per Full Day (>5 Hours) $182.50

Smithurst Theatre

Per Hour $13.00
Per Half Day (<5 Hours) $41.50
Per Full Day (>5 Hours) $73.00

SERVING OF ALCOHOL - LIQUOR LICENCE

Is Alcohol to be Served at This Event? [OYes [ONo

Please advise us of the licenced venue, name and contact number, who will be undertaking the serving of
alcohol at your event:

LiceNCed VENUE: ....ooeveeeiiteeee et Date of Event: ........ccovuueee.. [ e Y AT
(00T 41 = [o fl |\ F= T LTSN (0010} = [0t fl 0 V11101 o 1] 3N

Is your event BYO alcohol? [ Yes [No
We recommend that your organisation still complete the above application and lodge (there is no cost), to ensure that the
NSW Police Service and Council have been informed of this event. See above for further details.

SERVING OF ALCOHOL — RESPONSIBLE SERVICE OF ALCOHOL

Please provide a copy of each RSA card. The person must have their card on them at all times whilst serving alcohol.

Do you Require a Cultural Precinct Staff Member with an RSA Card? [ Yes - How Many? ........ O No
A Cultural Precinct staff member with an RSA card can be provided, if available at $77.55 per hour, per staff member.

Please Advise Times (Approx.) that RSA Staff Member(s) are Required ....... Oam/Opm TO ....... O am/O pm

PO Box 63 (63 Elgin Street) Gunnedah NSW 2380
T +612 67402100 E council@infogunnedah.com.au
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SECURITY GUARDS

Note: When holding an event (and serving alcohol) two (2) security guards are required for the first 200 persons attending,
then at least one (1) security guard for every 100 persons after that. Security guards are to be organised and paid for by your
organisation.

SECUNILY GUANT COMPANY: 1iiuitiiiiiiiiiieeiiteeeite e sttt ettt e site e et eebteesabeesabeeshbeesaeeesbbeeaabeesabeesab et eabbeeaabeesabeesabeesaseenneeesnnesaneean

SPECIAL REQUIREMENTS & OTHER COMMENTS

TERMS AND CONDITIONS OF VENUE HIRE

1. The Hirer shall pay the hire fee specified, as per invoice from Gunnedah Shire Council by the due date/or finalised
variance to quote.

2. The Cultural Precinct expressly reserves the right to revise its fees and charges. However, no revision to fees will occur
unless the conditions of hire are altered or unless the contract has been breached.

3. The Cultural Precinct shall not be liable in any way for loss or damage incurred due to the exercise of its rights under
clause 2 (above). Whilst no compensation is applicable, the Cultural Precinct may at its own discretion refund any
portion of amounts paid on account of fees.

4. The Hirer agrees to comply with all requirements of the NSW Local Government Act and any other relevant act, by-laws,
rules or regulations, made hereunder and shall be liable for any breach of any such acts, by-laws, rules or regulations.

5. The Hirer shall be responsible for the cost of making good any damage or loss caused to the objects, buildings,
furniture, fittings and equipment arising out of and/or in the course of the Hirer's function.

6. The Hirer shall vacate the premises by the agreed time set out in our written confirmation. Specific arrangements to
extend must be confirmed by the Venue Manager or Supervisor on duty. Any extension of time or failure to vacate the
premises at the agreed time shall incur an additional fee (as per Fees and Charges Schedule).

7. All hirers must have made all necessary provisions to ensure that the premises are secure during and after venue hire
times.

8. The Hirer must leave the premises in a clean condition. Failure to do so will incur additional cleaning charges.

9. Smoking, smoke machines, naked flame, animals etc. are not permitted within the Cultural Precinct buildings, walkways

or breezeways. Smoking is not permitted outside of Designated Outdoor Smoking areas (DOSAs).

10. Any goods, properties or materials brought in by or on behalf of the Hirer, are the responsibility of the client. The
Cultural Precinct accepts no responsibility for damage or loss of goods or materials left at the premises prior to, during
or after the event. All deliveries or collections for events must be arranged with and approved by Event Management
prior to delivery or collection.

11. Signs, banners and decorations connected with the event must be approved by the Venue Manager/Supervisor prior to
the function. No nails, screws, adhesives or fastenings may be driven into or attached to the walls, doors, glass, floors,
furniture, fittings and equipment without the express consent of the Venue Manager on duty.

12. Sound, electrical and lighting equipment must be tagged and tested prior to being bought into the Precinct at the
expense of the Hirer.

13. The Hirer must not handle, cover or endanger the building plant or property.

14. The Venue Manager/Supervisor reserves the right to have a representative of the Cultural Precinct on-site for the
duration of the event. Any instructions given by the Cultural Precinct’s representative in relation to the conduct of the
function must be followed immediately. The Cultural Precinct’s representative has the authority to terminate the event
should any instructions or contract conditions not be observed.

15. Either party reserves the right to terminate the contract. Should the hirer wish to cancel their booking, they may do so
by notifying Council in writing at council@infogunnedah.com.au with thirty (30) days’ notice. If less than thirty (30)
days’ notice is received then 50% of the venue hire fee is non-refundable and will be invoiced. If less than seven (7)

PO Box 63 (63 Elgin Street) Gunnedah NSW 2380
) T +612 67402100 E council@infogunnedah.com.au
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days’ notice is received then the hirer will forfeit 100% of the hire fee. If the Cultural Precinct terminates the contract
through no fault or breach of the contract by the Hirer, the Cultural Precinct will refund all monies receipted from the
Hirer for that event.

16. The Cultural Precinct reserves the right to charge a refundable bond.

17. All fees and charges referred to in this Agreement are exclusive of and net of any taxes, duties and/or levies imposed by
any Local, State or Federal Government including, but not limited to, any value added goods and services and or
transactions tax currently in force or introduced after execution of this agreement.

18. The Hirer is liable for themselves, their employees and any contractors whom they may engage in relation to the event.
It is the responsibility of the Hirer to obtain and keep current insurance against such liability during the term of this
contract and ensure that all contractors under their direction are similarly insured. Regular hirers are required to
provide to Council a Certificate of Currency of their public liability and other insurances in place.

19. The Cultural Precinct facilities are hired on the rules and conditions above mentioned, and the payment for such
facilities and the issue of any receipt or confirmation of hire shall be deemed to be an acknowledgment and acceptance
by such person of the conditions herein contained.

20. Organisations eligible for discounted community hire rates as per Council’s Cultural Precinct Venue Hire Policy (see 3.1)
are defined as follows (documentation may be required): The organisation must be local to the Gunnedah Shire; it may
also be a local chapter of a larger national or international organisation; and must be a not-for-profit community group
or registered charity undertaking an activity that provides genuine community benefit or be a genuine charitable
endeavour; or Council has determined by resolution to classify the group as being eligible for the discounted
community rate on a one-off or ongoing basis.

21. Aninvoice will be issued at the end of the month, unless otherwise arranged.

22. One (1) hour minimum venue hire fee.

AUTHORISATION/DECLARATION/SIGNATURE

As the signatory of this booking form, | am hereby authorised to enter into this agreement on behalf of the
Hirer/Organisation. | have read the Cultural Precinct Venue Booking form and agree to abide by the Terms and
Conditions as above.

Fa Yoo [Tor= Lol AN T o V=T a2 5T ) RS SS
S BNt U . 1ottt ——————————, Date: i

Your booking is not confirmed until this form is returned to Gunnedah Shire Council via email council@infogunnedah.com.au

Staff from the Cultural Precinct to be contacted at least one (1) week prior to confirm your event and requirements.
Please phone 02 6740 2100.

PO Box 63 (63 Elgin Street) Gunnedah NSW 2380
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Opeﬂ New Horizons Page 7 of 7 www.gunnedah.nsw.gov.au


mailto:council@infogunnedah.com.au

	Date: 
	Names: 
	Organisation Name: 
	Mailing Address: 
	Telephone: 
	Mobile: 
	Email: 
	Event Names: 
	Estimated Number of People Attending the EventFunction: 
	Commercial Event: Off
	Community Event Not for Profit documentation may be required  see P 6: Off
	Mon: Off
	Tue: Off
	Wed: Off
	Thu: Off
	Fri: Off
	Sat: Off
	Sun: Off
	am: Off
	pm: Off
	Mon_2: Off
	Tue_2: Off
	Wed_2: Off
	Thu_2: Off
	Fri_2: Off
	Sat_2: Off
	Sun_2: Off
	am_2: Off
	pm_2: Off
	Mon_3: Off
	Tue_3: Off
	Wed_3: Off
	Thu_3: Off
	Fri_3: Off
	Sat_3: Off
	Sun_3: Off
	am_3: Off
	pm_3: Off
	Mon_4: Off
	Tue_4: Off
	Wed_4: Off
	Thu_4: Off
	Fri_4: Off
	Sat_4: Off
	Sun_4: Off
	am_4: Off
	pm_4: Off
	Mon_5: Off
	Tue_5: Off
	Wed_5: Off
	Thu_5: Off
	Fri_5: Off
	Sat_5: Off
	Sun_5: Off
	am_5: Off
	pm_5: Off
	Do you Require a Key to AccessClose the Venue: Off
	Hall: Off
	Gallery Upstairs: Off
	Lobby EG Selling Tickets: Off
	Kitchen: Off
	Dressing Rooms: Off
	Auditorium: Off
	Foyer: Off
	Kiosk Counter: Off
	Dressing Rooms_2: Off
	Yes_2: Off
	No If no please advise these times below: Off
	Mon_6: Off
	Tue_6: Off
	Wed_6: Off
	Thu_6: Off
	Fri_6: Off
	Sat_6: Off
	Sun_6: Off
	am_6: Off
	pm_6: Off
	Mon_7: Off
	Tue_7: Off
	Wed_7: Off
	Thu_7: Off
	Fri_7: Off
	Sat_7: Off
	Sun_7: Off
	am_7: Off
	pm_7: Off
	Do you Require Rehearsals: Off
	Mon_8: Off
	Tue_8: Off
	Wed_8: Off
	Thu_8: Off
	Fri_8: Off
	Sat_8: Off
	Sun_8: Off
	am_8: Off
	pm_8: Off
	Mon_9: Off
	Tue_9: Off
	Wed_9: Off
	Thu_9: Off
	Fri_9: Off
	Sat_9: Off
	Sun_9: Off
	am_9: Off
	pm_9: Off
	Mon_10: Off
	Tue_10: Off
	Wed_10: Off
	Thu_10: Off
	Fri_10: Off
	Sat_10: Off
	Sun_10: Off
	am_10: Off
	pm_10: Off
	Mon_11: Off
	Tue_11: Off
	Wed_11: Off
	Thu_11: Off
	Fri_11: Off
	Sat_11: Off
	Sun_11: Off
	am_11: Off
	pm_11: Off
	Mon_12: Off
	Tue_12: Off
	Wed_12: Off
	Thu_12: Off
	Fri_12: Off
	Sat_12: Off
	Sun_12: Off
	am_12: Off
	pm_12: Off
	Do you Require Tables for Catering Only: Off
	If yes number of tables required: 
	Please ensure the below section of equipment hire items is completed including tablecloths if required: Off
	Theatrette: Off
	Seminar: Off
	UShape: Off
	Herringbone: Off
	Other: 
	Set Up: Off
	Pack Up: Off
	undefined: 
	undefined_2: 
	undefined_3: 
	1: 
	2: 
	3: 
	4: 
	5: 
	6: 
	undefined_4: 
	undefined_5: 
	undefined_6: 
	undefined_7: 
	undefined_8: 
	Sound Board andor: Off
	Stage Lighting: Off
	undefined_9: 
	undefined_11: 
	Black or: Off
	BlackWhite: Off
	undefined_12: Off
	undefined_13: Off
	1_2: 
	2_2: 
	3_2: 
	4_2: 
	5_2: 
	6_2: 
	7: 
	8: 
	9: 
	10: 
	undefined_14: 
	undefined_15: 
	undefined_16: 
	undefined_17: 
	undefined_18: 
	undefined_19: 
	undefined_20: 
	undefined_21: 
	undefined_22: 
	undefined_23: 
	undefined_24: 
	undefined_25: 
	undefined_26: 
	undefined_27: 
	undefined_28: 
	1_3: 
	2_3: 
	3_3: 
	undefined_29: 
	undefined_30: 
	undefined_31: 
	Yes please include details below: Off
	No_4: Off
	Would you like Tablecloths on Your Catering Station: Off
	undefined_32: 
	1_4: 
	2_4: 
	3_4: 
	4_3: 
	undefined_33: 
	undefined_34: 
	undefined_35: 
	undefined_36: Off
	undefined_37: Off
	Is Alcohol to be Served at This Event: Off
	Licenced Venue: 
	Contact Name: 
	Contact number: 
	Is your event BYO alcohol: Off
	Please Advise the Number of People with a Responsible Service of Alcohol RSA Card: 
	Yes How Many: Off
	No_8: Off
	am_13: Off
	pm TO: Off
	am_14: Off
	pm_13: Off
	Security Guard Company: 
	Applicant Name Print: 
	Date_2: 
	Text1: 
	Text2: 
	Text3: 
	Text4: 
	Text5: 
	Text6: 
	Check Box7: Off
	Check Box8: Off
	Check Box9: Off
	Check Box10: Off
	Check Box11: Off
	Check Box12: Off
	Check Box13: Off
	Check Box14: Off
	Check Box15: Off
	Check Box16: Off
	Check Box17: Off
	Check Box18: Off
	Check Box19: Off
	Check Box20: Off
	Check Box21: Off
	Check Box22: Off
	Check Box23: Off
	Check Box24: Off
	Check Box25: Off
	Check Box26: Off
	Check Box27: Off
	Check Box28: Off
	Check Box29: Off
	Check Box30: Off
	Text31: 
	Text32: 
	Text33: 
	Check Box34: Off
	Check Box35: Off
	Check Box36: Off
	Check Box37: Off
	Check Box38: Off
	Check Box39: Off
	Text40: 
	Text41: 
	Text42: 
	Check Box43: Off
	Check Box44: Off
	Check Box45: Off
	Check Box46: Off
	Check Box47: Off
	Check Box48: Off
	Check Box49: Off
	Check Box50: Off
	Check Box51: Off
	Text52: 
	Text53: 
	Text54: 
	Text55: 
	Text56: 
	Text57: 
	Text58: 
	Text59: 
	Text60: 
	Text61: 
	Text62: 
	Text63: 
	Text64: 
	Text65: 
	Text66: 
	Text67: 
	Text68: 
	Text69: 
	Text70: 
	Text71: 
	Text72: 
	Text73: 
	Text74: 
	Text75: 
	Text76: 
	Text77: 
	Text78: 
	Text79: 
	Text80: 
	Text81: 
	Text82: 
	Text83: 
	Text84: 
	Text85: 
	Text86: 
	Text87: 
	Text88: 
	Text89: 
	Text90: 
	Text91: 
	Text92: 
	Text93: 
	Text94: 
	Text95: 
	Text96: 
	Text97: 
	Text98: 
	Text99: 
	Text100: 
	Text101: 
	Text102: 
	Text103: 
	Text104: 
	Text105: 
	Text106: 
	Text107: 
	Text108: 
	Text109: 
	Text110: 
	Text111: 
	Text112: 
	Text113: 
	Text114: 
	Text115: 


