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Booking Form
Leeds Creative Skills Festival Showcase Event 
Monday 18th November 2024 11am - 6pm
Royal Armouries, Armouries Drive, Leeds LS10 1LT

Please complete and return this booking form to: esemployers@leeds.gov.uk as soon as possible to secure your place.

Please read the terms & conditions prior to submission.
· This event is designed for organisations to showcase the exciting and diverse range of opportunities in the creative and cultural sector. 
· Please note that a booking request does not guarantee a place at the event. All requests will be reviewed to ensure relevancy and diversity of offers. Confirmation of booking and involvement in the event will be issued shortly after you have returned your booking form. 
· The exhibitor fee of £195 +VAT (excluding sponsors) will be charged to help cover costs. 
· If required electricity and hardwire internet will be charged at an additional fee.
· [bookmark: _Hlk112769627]A brief overview of your organisation will be included in the exhibition guide although some limited advertising space will be available at an additional cost. This is included in the ‘Event Requirements and Costings’ section. 
· Payment will be required prior to the event date. In case of cancellation the following refund policy will apply: More than 30 days to the event – 50% refund. Less than 30 days to the event – no refund.
· Exhibitor stand size space - 2m x 2m. This includes a 6ft table, table cloth with 2 chairs. 
· Please bring your own display stands and display material.
· Event set up and exhibitor entry will be between 7.30am to 10am on the day. 

Exhibitor booking privacy notice:
Leeds City Council will be the primary Data Controller of information provided in the booking form and will be held only through your explicit consent. The council’s corporate privacy notice is available at: https://www.leeds.gov.uk/privacy-and-data/privacy-notice. The data will be held until Nov 2025, after which it will be deleted.

You can request that we delete your data at any time by contacting Employment & Skills, Leeds City Council at esemployers@leeds.gov.uk

By submitting a booking request, you are giving consent for any personal information to be used as described in the privacy notice.

If you cannot commit to these requirements or if you cannot stay for the full duration, please do not book a place to exhibit.
I agree to the booking conditions*
☐ Yes 
☐ No


	Organisation Details and Contact Information



Organisation name (As you want it to appear in the Visitor Guide & any promotional information) *


Booking contact name*

Booking contact email*

[bookmark: _Hlk112594405][bookmark: _Hlk112594459]Booking contact number*


What industry of the Creative & Culture sector will your organisation represent? Please include all those applicable*
☐ Advertising & Marketing
☐ Architecture
☐ Crafts
☐ Design (Product, Graphic, Fashion)
☐ Film, TV, Video, Animation; VFX/ SFX, Radio, Photography
☐ IT, Video Games, Software & Computer Services (‘Creative Tech’)
☐ Museums, Galleries, Libraries & Museums
☐ Music, Performing & Visual Arts
☐ Publishing
☐Other (please state below):


	Event Requirements and Costings



Please complete the section below indicating your preferences. Please note if you are sponsoring the event then all the fees will be covered as part of your sponsorship package. 
Option 1
Exhibitor stand space only. 
☐ 2m x 2m at £195 +VAT

Option 2
Exhibitor stand space and electricity. 
☐ 2m x 2m at £235 +VAT

Additional items will be charged separately after booking:  

Cabled internet to your stand.  
 (This option may only be necessary if you need guaranteed internet for demonstrations, online video etc. You will not be able to stream through the WIFI)

☐ please send me details on the costs and how to book.


Your organisation will be listed in the Visitor Guide as part of your booking fee. There will also be limited advertising space. Please indicate if you would like to purchase additional advertising space in the Visitor Guide.*

☐ Half Page at £350 +VAT 
☐ Quarter Page at £250 +VAT

I would like to talk to the team about bespoke sponsorship packages and what they look like
☐ Yes

Total amount:


	Demonstration equipment for your exhibition space



If you have any interactive equipment that you would like to bring, please provide brief details below, including the size of the equipment. We can’t guarantee that all requests will be accommodated. 

We recommend that any demonstrations you have are delivered offline There is an addition cost if you require dedicated WIFI or a Hardwire connection. Please indicate above if you would like to find out more about costs and booking. 

	Visitor Guide 



Please complete this section so it can be used for promotional material and be included in the visitor event guide.
Please provide your company logo. Please attach your logo in a PNG format to the email with completed booking form. 

Please provide a short description of your organisation – no more than 250 characters*





Please provide a link to your website 

Please tick a box if you offer or are open to offering the following:

             ☐     careers guidance and advice
☐     work experience, placements, internships and voluntary work?
☐     part-time work
☐     full-time work
☐     hiring of freelancers 
☐     a graduate programme
☐     Apprenticeships
☐     Degree apprenticeships


Is your organisation signed up to the disability confident scheme:
☐ Yes
☐ Committed
☐ Employer
☐ Leader
☐ No
Is your company recognised for its commitment towards sustainability?
☐ Yes
☐ No
☐ Don’t know

	[bookmark: _Hlk130828799]Payment Instruction 	



We will confirm booking requests after you have submitted this form and arrange to invoice you for payment in advance of the event. A stand space will be fully reserved for you on receipt of a completed booking form and payment. 

Registered organisation name and number (please check with companies’ house) *



Leeds City Council invoicing systems require a Registered Company Name or Registered Company Number, and a postal address. Without this information we will not be able to process your exhibitor stand request.

Financial contact name*

Financial contact email*



Postal address for invoicing*


Your Purchase Order number: (where these are used by your organisation, a PO Number is needed at the time of booking). Please contact us for more information 



Please contact esemployers@leeds.gov.uk if there are any queries with the booking or booking form. 


Thank you for your interest in supporting #LCSF24 
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