
Client Enquiry

Quote

Quote accepted Quote accepted 

Event Timeline

Letter of Offer
Application for Hire / Conditions of Hire
Deposit Invoice   Ticketing agreement

Deposit Payment and Contracts returnedp y

Letter of Confirmation

‐2 months
Ticketing Form returned

Planning Form 

Planning Form Returned

Ticket On Sale

Planning Form g

Front of House information 
collated

Technical & Safety
information collated

Production Meeting ‐6 weeks

Client, Event Coordinator & Technical 
Department

Information for Event staff 
collated 

EVENT

Event Coordinator
Client End of Event Report

Client, Front of House Staff & Technical Staff

Key

Box Office

Front of House Staff
Technical Staff Invoice/ Ticketing Settlement

10 Days


