PRELIMINARY VENUE AGREEMENT 

(For events in venues with professional staff)
This Preliminary Venue Agreement serves to assist the efficient presentation of events to be held in conventional venues that have professional staff responsible for event management and Health & Safety. It has been designed by Leitrim County Council Arts Office to ensure a better understanding of the different roles and responsibilities of the parties involved, to ensure smooth running of the event, and to exercise a duty of care for the safety of attendees and those who will be working at the event(s). 

	Name of Venue 
	

	Festival or Organisation using Venue
	

	Event Name
	

	Date/Time/Duration
	


Key Personnel

	Role
	Name(s)

	Venue Director/Manager
	

	Venue Technical/Safety Manager
	

	Festival/Organisation liaison with Venue
	

	Other relevant artists/creative team
	


Production
Describe the roles and undertakings of the different parties in relation to health and safety, insurance, staging requirements, lighting and sound, rehearsal, sound check, catering, get-in and get-out etc. …Who is doing what and when.
	


Promotion 
Describe the roles and undertakings of the different parties in relation to public facing aspects of the event. E.g. marketing/promotion, ticket sales etc.
	


Financial
Describe the financial agreement between the parties. Are tickets being sold? If so, by whom and how many are expected to sell and at what price. Is the income split between the event organiser and venue, or is the organiser paying a venue hire fee and retaining all box office income, or is the venue guaranteeing fees to the applicant and retaining box office income? 
	



