
 

Information Checklist for Hirers 

Help us to run, and assist with promotion for your event at Centrestage Theatre by 

providing the information requested below. The more details we have the better we can 

help with ensuring the smooth running of your event and also advertising in our foyer 

display, on our website and, where appropriate, in our Centrestage newsletter.   

Name of Organisation: 

Contact Person: 

Email:       Phone: 

Date(s) of Event(s): 

Time(s) of Event(s): 

Length of Event: 

Bank Account details: 

Title of Event: 

Complete list of all performance date(s) and time(s): 

Complete list of all prices and ticket types for Event: 

 

Description of Event (Publicity information): 

 

Cast or headliners (where appropriate): 

 

Please provide a quality, jpeg file for your Event poster (or image), that we can use in the 

foyer display and on our website. If you also provide a hard copy of a posters or flyers we 

will put these up in the theatre foyer as appropriate 

Please check with theatre management as to whether (and when) the Centreway Road 

noticeboard may be available for you to promote your event. (NB There are certain times 



of the year when this may not be available due to Centrestage Shows which have first call on 

the signboard for two weeks before the opening of a Centrestage Show) 

Full list of dates and specific times in venue including: 

Set-up 

Rehearsals 

Performances  

Pack-out: 

(NB This information is essential for putting in place Fire Safety Officer) 

Area(s) of venue to be hired: (circle those required) 

Foyer:    Auditorium/Dressing Rooms 

 

Kitchen:   Rehearsal Room: 

 

Cleaning: To be done by hirer     /       Centrestage Cleaner (cost $150)  

 

Bar:  Yes   /   No 

 

Box Office:  Centrestage    /   Own    (by negotiation only)  

 

Ushers:  Centrestage   /   Own   (must be inducted in venue H&S)  

 

Sweets:   Tea/Coffee:   Ice-creams: 

 

Catering: 

Technical requirements:  

(NB Centrestage does not provide technical operators) 


