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Date
Event title



Name of organization


Contact details:

Name

Address



Telephone number



mobile no
email address


Billing address

…………………………………………………………





…………………………………………………………
Cheque to be made payable to ………………………………………………………...
VAT Number if applicable
For office use only
Charges to be invoiced:




Cost of Event




Technical staff




Technical equipment








TOTAL €
Deposit :
YES

NO



Invoice No. ………………………….
Amount ……………………………

Received :
………………………
€ …………………………………
Cheque No.
……………...……………
Dated ……………………………….

Bank ……………………………………… 
Checked by Events Manager……….     Checked by Operations Manager…………….

THEATRE:

Event Details for the use of the Theatre
Title


……………………………………………………

Dates requested
……………………………………………………

Author



Director



Short description


Script/Scenario
Please enclose 1 hard copy and/or 1 electronic copy of text

Certificate ………………………………………………………………………….

(Please note that all scripts are subject to Maltese Censorship Laws and must be certified before being performed.  Certificates may be obtained through the Malta Police Headquarters in Floriana. 
Organization History

(Please give a brief history of your organization and its structure.  If available, please enclose its mission statement and/or memorandum and articles)

Technical Details

Requested performances dates

On 3-sides or 4-sides? 
Length of performance
….. hrs
Matinees

Time
…..
Evening

Time
…..
Late Night

Time
…..
Interval

Yes/No
………………………
Time of interval (approximate)
………………………
If requested dates are unavailable, please indicate other suitable dates.

…………………………………………………………………………………………

Ticket price (incl. VAT)
€
Posters: Should be sent to the administration, on info@sjcav.org on jpg format for approval before they are printed.  They should always carry the SJC logo, the Box Office telephone number, 2122 3200 and the email address: boxoffice@sjcav.org
Get in date



(Please note that the Get in date is at the discretion of the management)

Get out Date

The Theatre and backstage areas must be completely cleared by 12 noon of the day after the last performance.

SJC will not be held responsible for any loss or damage after that time.

Technical Details:

Technical rehearsal

Date



Time

Dress Rehearsal

Date



Time

Lightsman required

Yes



No

Soundman required

Yes



No

The services of the lightsman will be charged at the rate of €20 per hour for the technical and rehearsal periods and €40 per performance.

The services of the sound man will be charged at the same rate.
Platform requirements

SJC can provide a number of platforms at a cost of €20 per platform per week.

Black cloth

SJC can provide various lengths of black material at a cost of €10 per drape per week.

Other technical equipment

SJC can provide video and other equipment.  Rates are negotiable.  Please speak to the events manager for further details.

Tickets

All tickets are handled by SJC Box Office only. (See note re Posters)
Complimentaries

SJC reserves the right to issue complimentary tickets to any of its Board members, as well as the Minister for Culture & the Arts, guests and VIPs.

SJC undertakes to inform the organizers of any complimentary tickets issued.

Extra seating

SJC has a policy of supporting theatre performances in Malta.  As such, it has subsidized theatre performances with subsided rents on the spaces available.  In an effort to maintain the high standard of services available at St James Cavalier, without hurting the Theatre companies, SJC is implementing a new policy about extra seats.

Under this new policy, SJC reserves the right to issue tickets for extra seats when a production is sold out.
SJC will keep all the income from the sale of the extra seats, less any complimentary tickets issued by SJC for that date.

Lost or Damaged property

Whilst every effort is made to ensure security on the premises, SJC will not be held responsible for any damage or loss sustained, particularly when it comes to valuable items.  These remain the sole responsibility of the organizer and it is advisable that, if necessary, appropriate insurance cover is taken.

Accounts

SJC commits itself to settling accounts with the organizer within two weeks of the last performance, unless agreed with the management.
*********************************************************************

VAT Regulations!

Please note that, according to the VAT rules and regulations, organizers of all performances held against payment at St James Cavalier, must supply us with a VAT registration number, a permit number for the event, or a VAT exemption number if the event is exempt from tax. 

We must stress the importance of this as we have been informed by the VAT officials that we will not be able to allow performanceS to proceed without the necessary information.

 

Theatre Application form

