HumeRidge Church
HIRE TECHNICAL INFORMATION

NAME/TYPE OF EVENT: ……..……………………………………………………………………….……
DATE/S OF EVENT: ……..……………………………………………………………………………..……
CONTACT PERSON’S NAME: ……..……………………………….…… PHONE: ……..………………
EMAIL: …………………..……………………………….…… MOBILE PHONE: ……..…………………
Our sound, lighting and media operators will require a detailed running sheet for all events other than when audio-visual is “set and forget”. This and all your media etc is required 2 weeks in advance.
We highly recommended sound, lighting and video (audiovisual - AV) checks. All reasonable steps to provide the outcome you require are taken; however, we are not a professional production venue and therefore all care is taken but no responsibility is accepted.

Setting up of rooms & equipment and AV checks occur within the times of your room hire. Should you wish this to occur before your hired time commences then this needs to be agreed in advance and WILL ATTRACT EXTRA COSTS. Access for morning hires is available from 8.30am.
These questions will provide us with a general overview of what is required.

1. AUDIO 

1A. AUDIO AMPLIFICATION

yes   no
 FORMCHECKBOX 
  FORMCHECKBOX 
Do you require amplified sound? (In-house equipment is offered at no cost and as found condition, except as noted below *. Hire rates apply for extras, or better quality or non-in house equipment and charges apply for batteries, tape etc.)
- indicate number of microphones/ audio inputs required in each box below (HIRE fees may apply)
SPEAKING ONLY
 FORMCHECKBOX 
 handheld      FORMCHECKBOX 
 free standing      FORMCHECKBOX 
 lapel      FORMCHECKBOX 
 headset * (hired only)      FORMCHECKBOX 
 lectern

details: …………….……………………………………………………………………………………………
 SINGING
 FORMCHECKBOX 
handheld      FORMCHECKBOX 
free standing      FORMCHECKBOX 
headset * (hired only, app. $77/day or $220/week)  


 FORMCHECKBOX 
choir mics (hanging are basic qlty only or hired) Details: …………………………….
INSTRUMENT/S
 FORMCHECKBOX 
 instrument microphone    
 FORMCHECKBOX 
 DI (audio line input)

details: …………….……………………………………………………………………………………………

- indicate position of each microphone/ audio input on stage/ auditorium layout below

yes   no
 FORMCHECKBOX 
  FORMCHECKBOX 
Do you require fold-back speakers (primarily for musicians/singers)?


details: (How many, who for) …..…………………………………………………………………...

- indicate position of each foldback speaker on stage/ auditorium layout

1B. AUDIO PLAYBACK

yes   no
 FORMCHECKBOX 
  FORMCHECKBOX 
Do you have any pre-recorded music to be played before/during/after the show?

a. Format:  FORMCHECKBOX 
 CD      FORMCHECKBOX 
 Audio cassette      FORMCHECKBOX 
 Other (specify) ……..……………………………….……
details: e.g. looped/ on entry/ backing track/ etc: ……..……………………………………………………
NOTE: You are responsible for obtaining copyright permission/licences if required

1C. AUDIO RECORDING – (You are responsible for obtaining copyright permission/ licences if required)

yes   no
 FORMCHECKBOX 
  FORMCHECKBOX 
Do you need any of the sound recorded? (media to be provided 2 weeks in advance)

a. Format:  FORMCHECKBOX 
 CD
 FORMCHECKBOX 
 Audio cassette
 FORMCHECKBOX 
 Other (specify): ……..…………………………………
details (e.g. part/s of session/ how many copies/ etc): ……..………………………………………...……
1D. MISCELLANEOUS SOUND

yes   no
 FORMCHECKBOX 
  FORMCHECKBOX 
 Will you be relocating the Grand Piano off stage? (Retuning will be necessary, costs apply)

 FORMCHECKBOX 
  FORMCHECKBOX 
Do you require additional sound equipment? (hiring provided by our crew at extra charges)


details: ……..…………………………………………………………………………………….……
  FORMCHECKBOX 
  FORMCHECKBOX 
Will you be providing any of your own audio equipment? 


details: ……..…………………………………………………………………………………….……
  FORMCHECKBOX 
  FORMCHECKBOX 
Sound check (recommended) - times to be agreed with us (extra fees may apply)
2. LIGHTING

yes   no
 FORMCHECKBOX 
  FORMCHECKBOX 
Do you require stage lighting?

 FORMCHECKBOX 
  FORMCHECKBOX 
Do you require specific off-stage lighting? (e.g. floor area in front of stage)

Details: ……..…………………………………………………………………………………….……
 FORMCHECKBOX 
  FORMCHECKBOX 
Do you have special lighting requirements? (colours, effects, gobos, smoke machine etc)


Details: ……..…………………………………………………………………………………….……
 FORMCHECKBOX 
  FORMCHECKBOX 
Will you be flying any scenery, backdrops?


Details: ……..…………………………………………………………………………………….……
 FORMCHECKBOX 
  FORMCHECKBOX 
Will you be using set pieces on stage? (and indicate on stage layout below)


Details: ……..…………………………………………………………………………………….……
 FORMCHECKBOX 
  FORMCHECKBOX 
Will you require extra lighting equipment? (e.g. follow spot, lights for music stands)


Details: ……..…………………………………………………………………………………….……
 FORMCHECKBOX 
  FORMCHECKBOX 
Will you be providing any of your own lighting equipment?


Details: ……..…………………………………………………………………………………….……
 FORMCHECKBOX 
  FORMCHECKBOX 
Lighting rehearsal (recommended) for specific lighting related aspects of the event - 

times to be agreed with us (extra fees may apply)

3. VIDEO/ COMPUTER – (You are responsible for obtaining copyright permission/ licences if required)
yes   no
 FORMCHECKBOX 
  FORMCHECKBOX 
 
Will you be presenting with media? (media to be supplied minimum 1 day before event - 2 weeks preferred)

- formats will need to be supplied in either DVD, VHS tape, wma, mpeg, PowerPoint

 FORMCHECKBOX 
  FORMCHECKBOX 
 
Will you require video projector/s?  FORMCHECKBOX 
 front stage    FORMCHECKBOX 
 mid stage    FORMCHECKBOX 
 rear of auditorium
 FORMCHECKBOX 
  FORMCHECKBOX 

Do you require an on-stage input for your laptop? (if you want to advance your slide show)
 FORMCHECKBOX 
  FORMCHECKBOX 

A rehearsal (recommended) for specific video/computer related aspects of the event - 

times to be agreed with us (extra fees may apply)

 FORMCHECKBOX 
  FORMCHECKBOX 

Video cameras, live video to screen and video recording can be provided. Please 


contact HumeRidge if this service is required so further arrangements can be made.
4. STAGE LAYOUT (please indicate on stage/ auditorium plan)

yes   no
 FORMCHECKBOX 
  FORMCHECKBOX 
Do you have a specific stage layout in mind?


details: ……..………………………………………………………………………………….………
 FORMCHECKBOX 
  FORMCHECKBOX 
Do you have any specific off-stage requirements (e.g. musicians/ people/ sets on  

auditorium floor)?


details: ……..………………………………………………………………………………….………
 FORMCHECKBOX 
  FORMCHECKBOX 
Will any of the curtains be closed either during the event or for the duration of event?


details: ……..……………………………………………………………………………………….…
PLEASE NOTE: If any of the details that you have provided since booking your event requires extra areas, time, equipment or personnel, these additions may increase your hire costs. You are invited to discuss this with us before requesting these additions. 

We accept no responsibility for operational difficulties or issues that may occur as a result of your supplied equipment. This may also result in extra charges.
STAGE PLAN
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