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Printing Instructions
This document has been laid out so that when printed onto both sides of the paper it will form an A5 booklet.
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Our Venues
Seating and Furniture
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Microphones
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It is normal policy that all participants use microphones and all sound, music etc

(live or otherwise) is played through our in-house sound system in order to assist

our hearing-impaired customers, support our audio archive recordings and in case

of background noise from rain, wind and traffic.
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Carousel Slides

4,$!0$&+)%$&%2!%&%2$&=))>&?$0%-1!,&*)$0&+)%&0/::)"%&.!")/0$,&0,-*$&:")`$.%-)+&V 0$$&%2$

0$.%-)+&/+*$"&'F&6/-*$,-+$0&7)"&C)"$&-+7)"C!%-)+@

The four larger theatres

<!.2&0%!#$&2!0&!&0-C:,$&7-H$*

9!.>*"):&!%&%2$&"$!"B&-+%)&(2-.2&-0

C)/+%$*&!&:")`$.%-)+&0."$$+@&'

1-*$)S*!%!&:")`$.%)"&-0&7)./0$*&)+

%2-0&0."$$+@&52-0&-0&/0$*&7)"&)/"

0%!+*!"*&$1$+%&:"$0$+%!%-)+ c0$$

9$,)(d !+*&.!+&!,0)&9$&/0$*&7)"

:")`$.%-)+&)7&4)($"4)-+%B

:2)%)#"!:20B&1-*$)0&$%.@

<!.2&$1$+%&(-,,&9$&0%!77$*&9;&!

1$+/$&C!+!#$"B&(2)&(-,,&):$"!%$

0)/+*B&,-#2%-+#&!+*&:")`$.%-)+

$J/-:C$+%&!0&"$J/-"$*@&52$0$&!"$&2-#2,;&.)C:$%$+%&%$.2+-.-!+0&(2)&!"$&/0$*&%)

):$"!%-+#&,-1$&02)(0&(-%2)/%&"$2$!"0!,B&!+*&%2$;&(-,,&*)&%2$-"&/%C)0%&%)&:/%&;)/&!%&$!0$

9$7)"$&;)/"&$1$+%@

<1$";&%2$!%"$&2!0&!&")1-+#&"!*-)&C-.&c%()&-+&%2$&G=Z& !-+&52$!%"$d&(2-.2&)/"&/02$"0

(-,,&%!>$&!")/+*&%2$&1$+/$&%)&!C:,-7;&J/$0%-)+0&7")C&%2$&!/*-$+.$@&52$&7)/"&,!"#$"

%2$!%"$0&!,0)&!,,&2!1$&TW&:,!;$"0&!+*&7!.-,-%-$0&%)&.)++$.%&;)/"&)(+&$J/-:C$+%&c$#

,!:%):0d&)+&0%!#$@

While our staff are happy to advance slides, play video clips and sound recordings

if required, there will be no chance to rehearse in advance with your venue

manager. If your event involves particularly sensitive timings or many

simultaneous cues please contact us well ahead of the event to discuss the

options.

RBS Main Theatre

52-0&%2$!%"$&0$!%0&PNKB&2)($1$"&%2$&(-*$&!+*&0%$::$*&0$!%-+#V9!+>&."$!%$0&!&0$+0$&)7

!&0C!,,$"&!+*&C)"$&-+%-C!%$&1$+/$B&(-%2&%2$&9!.>&")(&)+,;&!&,-%%,$&)1$"&LKC&!(!;&7")C

%2$&0%!#$@&52$"$&!"$&%()&")1-+#&C-.0&-+&%2-0&1$+/$&7)"&!/*-$+.$&J/$0%-)+0B&!+*&7-1$

,!:$,&"!*-)&C-.0@&52$&,$.%$"+&-0&!,0)&7-%%$*&(-%2&7-H$*&C-."):2)+$0@&52-0&%2$!%"$&-0&7/,,;

9,!.>$*V)/%@
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ScottishPower Studio Theatre

52$&Z.)%%-024)($"&Z%/*-)&52$!%"$B

(-%2&!&(-*$B&%-$"$*&0$!%-+#V9!+>

!+*&!&:!"%-!,&9,!.>)/%B&2!0&!

.!:!.-%;&)7&UYK@&52$&9!.>&")(&-0

,$00&%2!+&LKC&7")C&%2$&0%!#$@

52$"$&!"$&7)/"&,!:$,&"!*-)&C-.0B&!

")1-+#&C-.&!+*&%2$&,$.%$"+&-0&7-%%$*

(-%2&!&7-H$*&C-.@

RBS Corner Theatre

52$&G=Z&T)"+$"&52$!%"$&-0&!

,)+#$"B&%2-++$"&1$+/$B&(-%2&0$1$"!,&")(0&)7&7,!%&0$!%-+#&!+*&!&0C!,,&%-$"$*&9!+>&!%&%2$

"$!"&)7&%2$&1$+/$&%)&#-1$&!+&)1$"!,,&.!:!.-%;&)7&LNP@&52$&7/"%2$0%&0$!%&-0&!")/+*&LUC

7")C&%2$&0%!#$@&52$"$&!"$&7)/"&,!:$,&"!*-)&C-.0&!+*&!&")1-+#&C-.@&52$&,$.%$"+&-0&+)%

7-%%$*&(-%2&0$:!"!%$&C-.0&-+&%2-0&1$+/$@&52$&1$+/$&-0&+)%&9,!.>$*&)/%&9/%&%2$&:")`$.%-)+

$J/-:C$+%&-0&$77$.%-1$&$1$+&)+&0/++;&*!;0@

Peppers Theatre
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.!:!.-%;&)7&L_K@&8%&2!0&7)/"&,!:$,&"!*-)&C-.0B&!&")1-+#&C-.&!+*&!&7-H$*&C-.&7-%%$*&%)&%2$

,$.%$"+@&52$&1$+/$&2!0&!&:!"%-!,&9,!.>)/%&!+*&%2$&:")`$.%-)+&$J/-:C$+%&-0&$77$.%-1$&$1$+

)+&0/++;&*!;0@

Other smaller venues

A$&2!1$&7)/"&0C!,,$"&1$+/$0&)+&0-%$B&(2-.2&2!1$&C)"$&1!"-$*&/0$0@&=$.!/0$&%2$;&!"$

C)"$&7,$H-9,$B&!+* 02!"$&0)C$&$J/-:C$+%B&-%&-0&$1$+&C)"$&-C:)"%!+%&%2!%&($&2!1$

!*1!+.$&-+7)"C!%-)+&)7&;)/"&"$J/-"$C$+%0&-+&%2$0$&1$+/$0&%)&!,,)(&/0&%)&9$&"$!*;&7)"

;)/@

Writers' Retreat

52-0&1$+/$&-0&/0$*&7)"&()">02):0&(-%2&7,$H-9,$&0$!%-+#&!+*&!&.!:!.-%;&)7&UKB&)"&:/9,-.

$1$+%0&(-%2&NK&0$!%0&!""!+#$*&-+&")(0@&52$"$&-0&!&0C!,,&0%!#$&!%&)+$&$+*B&9/%&+)

9!.>*"):@&X+$&)7&)/"&1$+/$&C!+!#$"0&(-,,&9$&:"$0$+%&%)&):$"!%$&%2$&0)/+*&0;0%$C

$H.$:%&!%&()">02):0&(2-.2&!"$&+)%&/0/!,,;&0%!77$*@&52$&1$+/$&2!0&7)/"&0C!,,&7-H$*

C-."):2)+$0&)+&0%!+*0&9$0-*$&$!.2&.2!-"&!+*&!&")1-+#&C-.&7)"&!/*-$+.$&J/$0%-)+0@&'%

%-C$0&%2$&")1-+#&C-.&-0&+)%&!1!-,!9,$&*/$&%)&,-C-%!%-)+0&)+&!1!-,!9,$&"!*-)&7"$J/$+.-$0&)+

0-%$@

A$&.!+&0/::)"%&0)C$&'F&7!.-,-%-$0&-+&%2-0&1$+/$&c0$$&%2$&0$.%-)+&)+&02!"$*&$J/-:C$+%

9$,)(d@&52$&1$+/$&-0&+)%&9,!.>$*&)/%&!+*&2!0&!&#,!00&(!,,&!,)+#&)+$&0-*$&!,%2)/#2&!

./"%!-+&.!+&9$&:/,,$*&!.")00&-7&"$J/-"$*@
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Plasma screen

'&%;:$&)7&7,!%V:!+$,&%$,$1-0-)+&*-0:,!;&/0$*&7)"&*-0:,!;-+#&:"$0$+%!%-)+0&-+&%2$&0C!,,$"

1$+/$0@&'0&-%&-0&!&%$,$1-0-)+&"!%2$"&%2!+&!&.)C:/%$"&C)+-%)"&%2$&"$0),/%-)+&-0&"$,!%-1$,;&,)(

!%&QYK&H&YOK&:-H$,0@

Resolution

'&C$!0/"$&)7&%2$&7-+$+$00&)7&*$%!-,&%2!%&.!+&9$&0$$+&-+&!+&-C!#$&)+&!&.)C:/%$"&)"&1-*$)

*-0:,!;@&'+&-C!#$&(-%2&!&2-#2$"&"$0),/%-)+&%2!+&%2$&*-0:,!;&-%&(-,,&9$&0$$+&)+&(-,,&,)0$&0)C$

*$%!-,B&(2-,$&)+$&%2!%&-0&0C!,,$"&(-,,&0$$C&%)&9$&0%"$%.2$*&!+*&C!;&!::$!"&7/aa;&)"&9,/""$*@

Roving mic

[!+*2$,*&"!*-)&C-.0&%2!%&!"$&%!>$+&!")/+*&%2$&1$+/$&9;&)/"&/02$"0&%)&!C:,-7;&J/$0%-)+0

7")C&%2$&!/*-$+.$@

VGA

'&%;:$&)7&.)C:/%$"&1-*$)&.)++$.%-)+&%2!%&-0&0%!+*!"*&)+&C)0%&4T0&9/%&+)%

)+&'::,$& !.&.)C:/%$"0&(2-.2&(-,,&"$J/-"$&!+&!*!:%)"&%)&()">&(-%2&%2$

:")`$.%-)+&$J/-:C$+%&!%&%2$&=))>&?$0%-1!,@&'0&%2$&%;:$&)7&!*!:%)"&"$J/-"$*

1!"-$0B&:,$!0$&,$%&/0&>+)(&%2$&C)*$,&)7&;)/"&,!:%):&-7&;)/&!"$&9"-+#-+#&!+&'::,$& !.&!+*

+$$*&/0&%)&:")1-*$&!+&!*!:%)"@

VHS

52$&+)"C!,&0%!+*!"*&7)"&*)C$0%-.&1-*$)&.!00$%%$&%!:$0&-+&%2$&bh@

XLR

'&:")7$00-)+!,&!/*-)&.)++$.%)"&/0$*&7)"&C-."):2)+$0&!+*&)%2$"&0-C-,!"&$J/-:C$+%@

6,)00!";
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RBS Imagination Lab

52-0&1$+/$&-0&/0$*&:"-C!"-,;&7)"

.2-,*"$+I0&$1$+%0&!+*&.!+&9$&0$%&/:

-+&!&1!"-$%;&)7&(!;0&(-%2&7-H$*

0$!%-+#B&./02-)+0&)+&%2$&7,))"&)"&!

C-H%/"$&)7&9)%2@&8%&2!0&!&"!-0$*

0%!#$&)+&)+$&(!,,&!+*&!&0)/+*

0;0%$C&(-%2&%()&,!:$,&"!*-)&C-.0B&!

")1-+#&C-.B&%()&7-H$*&C-.0&)+

0%!+*0&!+*&7!.-,-%-$0&%)&.)++$.%

$,$.%"-.&-+0%"/C$+%0&!0&($,,&!0&TW

:,!;9!.>@&52$&1$+/$&-0&+)%&9,!.>$*

)/%B&!+*&!,,&$1$+%0&-+&%2-0&1$+/$

(-,,&9$&0/::)"%$*&9;&)+$&)7&)/"&1$+/$&C!+!#$"0@&8+&!**-%-)+B&%2$&1$+/$&2!0&!..$00&%)

%2$&02!"$*&$J/-:C$+%&,-0%$*&9$,)(@

RBS Workshop Tent

52-0&-0&!+&-+%-C!%$&1$+/$&7)"&.2-,*"$+I0&!.%-1-%;&()">02):0B&(-%2&!&.!:!.-%;&)7&UPB&!+*&-0

+)%&+)"C!,,;&0%!77$*@&52$"$&-0&+)&0%!#$&)"&9,!.>)/%&!+*&%2$&0-a$&)7&%2$&1$+/$&C$!+0

%2!%&+)&0)/+*&0;0%$C&-0&+$.$00!";@&[)($1$"&%2$&1$+/$&*)$0&2!1$&!..$00&%)&%2$&02!"$*

$J/-:C$+%&,-0%$*&9$,)(@

Shared Equipment
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The plasma screen system can support any of the formats available in the larger

theatres (PowerPoint, slideshows, DVD etc) however be aware that the

technology means that the physical screen resolution is very low by computer

standards (640 x 480 pixels) and so small text and fine detail will not show up

well. There will also be some loss of detail in photographic images although this is

mostly noticeable close up.
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An Event at the Book Festival
Before the event
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There is a very tight window between events (sometimes as little as five minutes)

and therefore it is not possible to rehearse your event beforehand. If you wish to

see your venue, check any AV presentations or discuss cue points please let us

know in advance so that we can schedule a suitable time and allocate a member of

staff for you.
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Audio Archive
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Composite Video
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Infra-red system

',,&)/"&1$+/$0&!"$&$J/-::$*&(-%2&0;0%$C0&(2-.2&9")!*.!0%&0)/+*&%)&0:$.-!,&+$.>,!.$0&()"+

9;&2$!"-+#&-C:!-"$*&./0%)C$"0@&52$0$&+$.>,!.$0&!,,)(&%2$&./0%)C$"&%)&2$!"&%2$&$1$+%

$-%2$"&%2")/#2&%2$-"&)(+&2$!"-+#&!-*&)"&(-%2&!+&$!":-$.$@

Lapel radio mic

'&0C!,,&C-."):2)+$&%2!%&-0&()"+&)+&%2$&.),,!"B&,!:$,&)"&+$.>,-+$&)7&;)/"&.,)%2$0&(-%2&!&"!*-)

%"!+0C-%%$"&%2!%&-0&()"+&)+&%2$&9$,%@

PA

4/9,-.&'**"$00&V&)"&%2$&0)/+*&0;0%$C&/0$*&-+&$!.2&1$+/$&%)&!C:,-7;&0)/+*&7)"&%2$

!/*-$+.$@

Phono
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Portable Appliance Test
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Set-up time
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Our standard AV presentation

8+&%2$&7)/"&,!"#$"&%2$!%"$0B&($

2!1$&!&:"$0$+%!%-)+&(2-.2&"/+0

(2-,$&%2$&!/*-$+.$&$+%$"0&!+*

,$!1$0B&(-%2&!&0%!%-.&%-%,$&0,-*$&c0$$

"-#2%d&(2-.2&-0&*-0:,!;$*

%2")/#2)/%&%2$&$1$+%&(2$+$1$"&%2$

0."$$+&-0&+)%&-+&/0$&7)"&;)/"&)(+

:"$0$+%!%-)+0@&52$&:"$VS:)0%V02)(

:"$0$+%!%-)+&-+.,/*$0&-C!#$0&!+*

C$00!#$0&7")C&%2$&=))>&?$0%-1!,

C-H$*&(-%2&;)/"&%-%,$&0,-*$&!+*

C$00!#$0&7")C&0:)+0)"0@&8%&-0&+)%

:)00-9,$&%)&"$:,!.$&)"&!,%$"&%2-0

:"$0$+%!%-)+@&A$&!,0)&2!1$&!

0$,$.%-)+&)7&C/0-.&(2-.2&-0&:,!;$*&9$7)"$&!+*&!7%$"&%2$&$1$+%@&87&%2$"$&-0&!&0:$.-7-.&:-$.$

)7&C/0-.&(2-.2&-0&$00$+%-!,&%)&;)/"&$1$+%B&:,$!0$&*)&*-0./00&%2-0&(-%2&/0&-+&!*1!+.$@

After the event
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General Advice

Prepare in advance
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You can send us AV material as early as you wish. Where possible please send

material to arrive no later than mid July. During festival time we can't guarantee

to handle presentation materials or technical queries that arrive less than 36

hours before your event.

'Background' presentations
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Creating a good background presentation:
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Controlling your presentation
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4)($"4)-+%&!+*&0,-*$02)(0@&b+,$00&;)/&:!"%-./,!",;&(-02&%)&*)&)%2$"(-0$B&($&()/,*

"$.)CC$+*&0$+*-+#&;)/"&C!%$"-!,0&!2$!*&!+*&/0-+#&)/"&0;0%$C0D&%2-0&(-,,&$+0/"$

$1$";%2-+#&-0&"$!*;&-+&!*1!+.$&!+*&!1)-*&,!0%VC-+/%$&0$%%-+#V/:&!+*&%")/9,$02))%-+#@

'F&6/-*$,-+$0

_

Electrical Equipment

E)/&02)/,*&$+0/"$&!+;&$,$.%"-.!,&$J/-:C$+%&;)/&9"-+#&-0&-+&#))*&.)+*-%-)+&!+*

.)C:,-!+%&(-%2&!,,&$,$.%"-.!,&0%!+*!"*0&!+*&"$#/,!%-)+0@&A2$"$1$"&:)00-9,$&-%&02)/,*

2!1$&!&./""$+%&4)"%!9,$&'::,-!+.$&5$0%&:!00B&2)($1$"&($&(-,,&+)%&+)"C!,,;&!0>&7)"

$1-*$+.$&)7&%2-0&$H.$:%&7)"&,!"#$"B&2$!1;V*/%;B&-+*/0%"-!,&)"&C$%!,V.,!*&!::,-!+.$0

c-+.,/*-+#&C)0%&,-#2%-+#&$J/-:C$+%d@&?)"&0C!,,$"&)"&*)C$0%-.&-%$C0&0/.2&!0&,!:%):0B&TW

:,!;$"0&$%.&($&(-,,&+)"C!,,;&9$&2!::;&:")1-*$*&!,,&.!9,$0&!+*&.!0-+#0&!"$&-+&#))*

.)+*-%-)+@&X+$&)7&)/"&0%!77&C!;&1-0/!,,;&-+0:$.%&;)/"&$J/-:C$+%&9$7)"$&/0$@

87&;)/&"$J/-"$&!+;&0-#+-7-.!+%&:)($"&7)"&;)/"&$J/-:C$+%&c)1$"&7-1$&!C:0D&$#&7)"&,!C:0d

)"&C)"$&%2!+&)+$&0).>$%&)+&0%!#$B&:,$!0$&,$%&/0&>+)(&($,,&-+&!*1!+.$@

Handling of Props and Equipment

3!"#$B&2$!1;&)"&9/,>;&-%$C0&C!;&+$$*&0:$.-!,&!%%$+%-)+&7)"&C)1-+#&!+*&0%)"-+#&)+&0-%$

!0&I9!.>0%!#$I&!..$00&-0&,-C-%$*&!+*&)7%$+&%2")/#2&:/9,-.&!"$!0@&87&;)/&2!1$&!+;%2-+#

%2!%&C-#2%&:)0$&2!+*,-+#&*-77-./,%-$0&:,$!0$&*-0./00&%2-0&(-%2&%2$&5$.2+-.!,& !+!#$"&($,,

-+&!*1!+.$@

Deliveries and Collections

',,&.)+0-#+C$+%0&%)&)"&7")C&%2$&=))>&?$0%-1!,&C/0%&9$&!""!+#$*&-+&!*1!+.$&(-%2&%2$

5$.2+-.!,& !+!#$"&%)&$+0/"$&%2!%&%2$;&!"$&.)""$.%,;&"$.$-1$*&!+*&0%)"$*@&T)/"-$"0

02)/,*&9$&*-"$.%$*&%)&C!>$&.)+%!.%&(-%2&)/"&)77-.$&!% 5a Charlotte Square c0$$&%2$

.)+%!.%0&:!#$&7)"&*$%!-,0d (2)&(-,,&*-"$.%&%2$C&%)&0-%$&-7&"$J/-"$*@&Z!*,;&($&.!++)%&9$

"$0:)+0-9,$&7)"&!+;&*$,-1$"-$0&)"&.),,$.%-)+0&(2-.2&2!1$&+)%&9$$+&!""!+#$*&%2")/#2

=))>&?$0%-1!,&0%!77@

Fire and Naked Flame

?-"$&$77$.%0B&0C)>$&$77$.%0&!+*&/0$&)7&+!>$*&7,!C$&"$J/-"$0&0:$.-7-.&:,!++-+#&!+*&-+

0)C$&.!0$0&+)%-7-.!%-)+&%)&%2$&?-"$&="-#!*$@&87&;)/&2!1$&!+;%2-+#&,->$&%2-0&-+&C-+*

:,$!0$&*-0./00&(-%2&%2$&5$.2+-.!,& !+!#$"&!0&$!",;&!0&:)00-9,$&0)&($&.!+&:/%&:,!+0&-+

:,!.$@

Please note that the smoking ban in Scotland extends to all enclosed public

spaces: there is no exemption for smoking of any kind on stage regardless of

editorial or artistic context.

General Safety

A$&!"$&C)"$&%2!+&2!::;&%)&!..)CC)*!%$&!+*&:,!+&7)"&%2$&/+/0/!,B&2)($1$"&-7&;)/

%2-+>&!+;%2-+#&!9)/%&;)/"&$1$+%&)"&%2$&-%$C0&;)/&!"$&9"-+#-+#&C-#2%&:)0$&!&2!a!"*

:,$!0$&#$%&-+&%)/.2&!0&$!",;&!0&:)00-9,$&%)&*-0./00&):%-)+0@

A$&"$0$"1$&%2$&"-#2%&%)&"$0%"-.%&%2$&/0$&)7&!+;&$J/-:C$+%&-7&($&7$$,&-%&*)$0&+)%&.)C:,;

(-%2&"$,$1!+%&0!7$%;&0%!+*!"*0@&A$&C!;&9$&!9,$&%)&!*1-0$&)+&!::"):"-!%$&"$:!-"0&-7&%-C$

!,,)(0@

<8=?&5$.2+-.!,&6/-*$&7)"&'/%2)"0



!+;&-+0%"/C$+%0&!+*&C/0-.!,&"$J/-"$C$+%0&0)&($&.!+&:"$:!"$&!*$J/!%$&0%!#$&0:!.$

!+*&%$.2+-.!,&7!.-,-%-$0@&87&;)/&!"$&:$"7)"C-+#&.):;"-#2%$*&()">0&c$1$+&;)/"&)(+d&($

(-,,&+$$*&*$%!-,0&)7&%2$&%-%,$B&*/"!%-)+B&.)C:)0$"B&!""!+#$"&!+*&:/9,-02$"&)7&$!.2&:-$.$

7)"&.):;"-#2%&:/":)0$0@

Flipcharts

A$&.!+&:")1-*$&7,-:.2!"%0&(-%2&:!:$"&!+*&:$+0B&:,$!0$&,$%&/0&>+)(&-+&!*1!+.$@&87&;)/

2!1$&:!"%-./,!"&"$J/-"$C$+%0&7)"&+/C9$"B&.),)/"&)"&%2-.>+$00$0&)7&:$+0&:,$!0$&!0>@

Anything Else?

52-0&#/-*$&.)1$"0&%2$&C!-+&7!.-,-%-$0&($&!"$&!0>$*&!9)/%&$!.2&;$!"@&[)($1$"&($&,)1$&!

.2!,,$+#$&!+*&%2$&5$.2+-.!,& !+!#$"&(-,,&9$&2!::;&%)&*-0./00&"$J/$0%0&7)"&!+;&7!.-,-%-$0

+)%&.)1$"$*&2$"$@

="-+#-+#&E)/"&X(+

87&;)/&(-02&%)&9"-+#&;)/"&)(+&$J/-:C$+%B&:"):0&)"&1-0/!,&!-*0S0.$+$";&:,$!0$&9$!"&-+

C-+*&%2$&7),,)(-+#D

Onstage Projection and Sound facilities in the four larger theatres

A$&2!1$&.!9,$0&"/++-+#&%)&)/"&:")`$.%)"0&!+*&0)/+*&0;0%$C0B&!,,)(-+#&/0&%)&7$$*&F6'

1-*$)B&T)C:)0-%$&F-*$)&c=fT&)"&42)+)d&!+*&0)/+*&c0%$"$)&2$!*:2)+$&`!.>&)"&k3Gd

7")C&%2$&0%!#$@&4,$!0$&,$%&/0&>+)(&-7&($&"$J/-"$&!+;&0:$.-!,&!*!:%)"0&%)&.)++$.%&%)&;)/"

$J/-:C$+%@

Projection and Sound in the smaller venues

X/"&C)9-,$&:,!0C!&0."$$+B&-7&9))>$*&-+&!*1!+.$B&.!+&0/::)"%&F6'&)"&T)C:)0-%$&F-*$)@

X/"&.!9,$0&!"$&,-C-%$*&-+&,$+#%2&!+*&;)/"&$J/-:C$+%&()/,*&,->$,;&+$$*&%)&0-%&9$+$!%2

%2$&0."$$+@&A$&.!+&!,0)&:")1-*$&0)/+*&"$-+7)".$C$+%&!,%2)/#2&-+&%2$&G=Z&A)">02):

5$+%&!+*&A"-%$"0I&G$%"$!%&%2-0&(-,,&"$J/-"$&:,$+%;&)7&!*1!+.$&+)%-.$@&52$&,!;)/%&)7&%2$

[-#2,!+*&4!">&Z:-$#$,%$+%&C!>$0&-%&/+0/-%!9,$&7)"&:")`$.%-)+&)"&:,!0C!&0."$$+

:"$0$+%!%-)+0@

Sound reinforcement

A$&(-,,&+)"C!,,;&(!+%&%)&7$$*&!,,&$1$+%&0)/+*&%2")/#2&)/"&4'&c$-%2$"&9;&.)++$.%-+#

;)/"&$J/-:C$+%&*-"$.%,;&)"&:,!.-+#&C-."):2)+$0&-+&7")+%&)7&-%d&%)&!,,)(&/0&%)&$+0/"$

#))*&0)/+*&J/!,-%;&%2")/#2)/%&%2$&1$+/$B&!+*&%)&7$$*&2$!"-+#&0/::)"%&0;0%$C0&!+*

!/*-)&!".2-1$0@&87&;)/&!"$&-+%$+*-+#&%)&9"-+#&!+;&0)/+*&$J/-:C$+%&)"&-+0%"/C$+%0

:,$!0$&,$%&/0&>+)(&-+&!*1!+.$@

="-+#-+#&E)/"&X(+

LP

?)"C!%%-+#&:-.%/"$0&%)&9$&l=$0%&0.!,$&7)"&0,-*$&02)(l

A$&"/+&:"$0$+%!%-)+0&)+&!&.)C:/%$"&,).!%$*&!%&%2$&1$+/$&C!+!#$"I0&.)+%"),&:)0-%-)+@

52-0&2!0&!&0C!,,&2!+*2$,*&"$C)%$&(2-.2&;)/&.!+&/0$&%)&C)1$&7)"(!"*0&!+*&9!.>(!"*0

%2")/#2&%2$&:"$0$+%!%-)+&!+*&!,0)&!0&!&,!0$"&:)-+%$"@&',%$"+!%-1$,;&%2$&1$+/$&C!+!#$"

.!+&!*1!+.$&0,-*$0&7)"&;)/&-7&%2$&"$J/-"$*&C)C$+%0&!"$&.,$!"@&52$&1$+/$&C!+!#$"&!,0)

2!0&!&C-H$"&!,,)(-+#&"!:-*&!+*&0C))%2&0(-%.2-+#&9$%($$+&-+V2)/0$&!+*&1-0-%-+#

.)C:/%$"0B&WFW&!+*&1-*$)&:,!;$"0&$%.@

52$&"$C)%$&.)+%"),&0-C/,!%$0&!&>$;9)!"*B&"!%2$"&%2!+&!&C)/0$B&!+*&0)&.!++)%&9$

/0$*&%)&.,-.>&)+&,-+>0&c$#&%)&0>-:&:!0%&0,-*$0B&0%!"%&1-*$)0&!+*&0)&)+d&(-%2-+

:"$0$+%!%-)+0@&87&;)/&+$$*&%)&*)&%2-0&-%&()/,*&9$&9$%%$"&%)&9"-+#&;)/"&)(+&,!:%):@

There is generally no time to rehearse with the venue manager. If you wish to

have us operate your presentation you will need to clearly signal when you want

the next slide/video. If you are using multiple materials (eg PowerPoint and DVD)

it would help to have a running order showing the correct sequence - also in

advance.

Projection sizes

A2$+&0)/".-+#&-C!#$0&!+*&1-*$)&C!%$"-!,0B&:,$!0$&+)%$&%2!%&)/"&:")`$.%)"0&-+&%2$&7)/"

,!"#$"&%2$!%"$0&!,,&):$"!%$&!%&!&"$0),/%-)+&)7&LKUY&H&NQO&:-H$,0@&8C!#$0&!+*&1-*$)0

0C!,,$"&%2!+&%2-0&(-,,&,)0$&J/!,-%;&!+*&*$%!-,&-7&:")`$.%$*&7/,,V0."$$+&-+&%2$&%2$!%"$0@&52$

:,!0C!&0."$$+&-+&%2$&0C!,,$"&1$+/$0&):$"!%$0&!%&QYK&H&YOK&:-H$,0@

PowerPoint

4)($"4)-+%&-0&!&1$";&:)($"7/,&:-$.$&)7&0)7%(!"$B&2)($1$"&-%&-0&+)%&!,(!;0&%2$&9$0%&%)),

7)"&%2$&`)9B&!+*&-%0&/0!9-,-%;&!+*&"!+#$&)7&7$!%/"$0&C!>$0&-%&:)00-9,$&%)&."$!%$

:"$0$+%!%-)+0&%2!%&$-%2$"&2!1$&%$.2+-.!,&7,!(0&)"&*)&,-%%,$&%)&$+2!+.$&;)/"&$1$+%&c!+*

C!;&!.%/!,,;&*$%"!.%&7")C&-%d@

PowerPoint and pictures

87&;)/"&:"$0$+%!%-)+&.)+0-0%0&0),$,;

)7&!&0$J/$+.$&)7&7/,,V0."$$+

-C!#$0B&4)($"4)-+%&-0&#$+$"!,,;

+)%&%2$&9$0%&0),/%-)+&7)"&*-0:,!;-+#

%2$C@&8%&%$+*0&%)&:")*/.$&7-,$0

(2-.2&!"$&0/90%!+%-!,,;&,!"#$"&%2!+

%2$;&+$$*&%)&9$B&!+*&%2$&)1$",)!*

)+&%2$&0;0%$C&-0&)+$&)7&%2$&C)0%

7"$J/$+%&.!/0$0&)7&4)($"4)-+%

."!02-+#@&87&;)/&!"$&-+%$+*-+#&)+,;

%)&02)(&!&0$J/$+.$&)7&7/,,V0."$$+

:-.%/"$0B&($&()/,*&0%")+#,;

"$.)CC$+*&;)/&0$+*&/0&%2$&-C!#$

7-,$0&-+*-1-*/!,,;&%)&!,,)(&/0&%)

<8=?&5$.2+-.!,&6/-*$&7)"&'/%2)"0



02)(&%2$C&-+&)/"&0,-*$02)(&0)7%(!"$&(2-.2&-0&9)%2&C)"$&"$0:)+0-1$&!+*&C)"$&"$,-!9,$

%2!+&4)($"4)-+%@ Z$$&%2$&0$.%-)+&9$,)(&)+&W-#-%!,&42)%)0@

87&;)/&*)&+$$*&%)&/0$&4)($"4)-+%&;)/&.!+&"$*/.$&%2$&.2!+.$0&)7&:")9,$C0&9;&"$0-a-+#

!,,&-C!#$0&%)&%2$&"-#2%&0-a$&7)"&:")`$.%-)+&c0$$&9$,)(d&!+*&0%)"-+#&%2$C&-+&i4<6&)"&= 4

7)"C!%&9$7)"$&!**-+#&%2$C&%)&;)/"&:"$0$+%!%-)+@&X"&;)/&.!+&0$,$.% Best scale for slide

show -+&%2$&?)"C!%&4-.%/"$&):%-)+0&7)"&$!.2&-C!#$&!+*&.2))0$&!&"$0),/%-)+&)7&LKUY&H

NQO c0$$&*-!#"!C&)+&:"$1-)/0&:!#$d@&87&;)/&.!+&0$+*&:"$0$+%!%-)+0&7!"&$+)/#2&-+

!*1!+.$&($&(-,,&%";&%)&*)&%2-0&7)"&;)/@

Using video in PowerPoint

E)/&.!+&!**&1-*$)0&-+%)&4)($"4)-+%&:"$0$+%!%-)+0B&2)($1$"&%2$"$&!"$&!&+/C9$"&)7

*-77$"$+%&(!;0&%)&*)&%2-0&!+*&+)%&!,,&()">&"$,-!9,;B&$0:$.-!,,;&-7&%2$&:"$0$+%!%-)+&-0&%)&9$

:,!;$*&)+&*-77$"$+%&C!.2-+$0@&87&;)/&!"$&:,!++-+#&%)&/0$&1-*$)&-+&;)/"&:"$0$+%!%-)+B

:,$!0$&.)+%!.%&/0&($,,&-+&!*1!+.$&%)&*-0./00&%2$&9$0%&(!;&%)&*)&%2-0@

If you have a presentation with video already added please send it ahead for us to

check - note that you will always need to send the individual video files as well as

the PowerPoint file itself.

Tips for an effective presentation

\ 5";&7)"&!&.)+0-0%$+%&!+*&,-C-%$*&0$,$.%-)+&)7&.),)/"0&!+*&7)+%0@

\ Z%-.>&%)&0%!+*!"*&7)+%0@&87&-+&*)/9%&;)/&C!;&(!+%&%)&.2$.>&%2!%&($&2!1$&%2$

7)+%0&%2!%&!"$&:!"%-./,!",;&-C:)"%!+%@&5$H%&7)+%0&1!";&0,-#2%,;&9$%($$+& !.

!+*&4T&c($&/0$&4Td&0)&%$H%&C!;&2!1$&!&0,-#2%,;&*-77$"$+%&,!;)/%&)+&*-77$"$+%

0;0%$C0@

\  !>$&0/"$&%2$"$&-0&:,$+%;&)7&.)+%"!0%&9$%($$+&%$H%&!+*&9!.>#")/+*&.),)/"0D

:")`$.%$*&:"$0$+%!%-)+0&!"$&#$+$"!,,;&9$0%&(-%2&!&*!">&9!.>#")/+*&!+*&,-#2%

%$H%@

\ b0$&.)+0-0%$+%&0%;,$0&!+*&,!;)/%&%2")/#2)/%&%2$&:"$0$+%!%-)+@

\ b0$& !0%$"&Z,-*$0&%)&!.2-$1$&!&.)+0-0%$+%&,))>&!+*&C!>$&-%&$!0-$"&%)&.2!+#$

0%;,$0&!+*&9!.>#")/+*0&!.")00&%2$&(2),$&:"$0$+%!%-)+@&E)/&.!+&7-+*&)/%

C)"$&!9)/%& !0%$"&Z,-*$0&-+&%2$&4)($"4)-+%&)+,-+$&2$,:@

\ '+-C!%-)+&$77$.%0&.!+&9$&#))*&7)"&"$1$!,-+#&:!"%&)7&!&0,-*$&!%&!&%-C$&c7)"

$H!C:,$&9/,,$%&:)-+%0d&9/%&9$&.!"$7/,&+)%&%)&/0$&%2$C&%))&C/.2&!0&%2$;&.!+

9$&1$";&*-0%"!.%-+#@&f)"C!,,;&!&7!*$&)"&!&*-00),1$&-0&%2$&C)0%&$77$.%-1$

%"!+0-%-)+@

\ '1)-*&I$C9$**$*&)9`$.%0I&%2!%&"$J/-"$&;)/&%)&.,-.>&)+&!&,-+>&!+*&):$+

I)/%0-*$I&4)($"4)-+%&c$#&-+&A)"*&)"& $*-!&4,!;$"d@

\ h$$:&%$H%&)+&0,-*$0&.)+.-0$D&!1)-*&,)+#&:!00!#$0&)7&:")0$&-+&7!1)/"&)7

.)+.-0$&2-#2,-#2%0@

\ b0$&!&9,!.>&9!.>#")/+*&7)"&9,!+>&0,-*$0B&"!%2$"&%2!+&(2-%$@

\ =$&1$";&.!"$7/,&-7&."$!%-+#&!&4)($"4)-+%&!0&I=!.>#")/+*I&%)&;)/"&$1$+% c0$$

!9)1$d@

'F&6/-*$,-+$0

LL

T!C&h$++$*;&#-1$0&!&C!0%$".,!00&/0-+#&!&1-0/!,-0$"

Don't have materials that meet our requirements?

A-%2&0/77-.-$+%&!*1!+.$&+)%-.$B&)/"&%$.2+-.!,&%$!C&C!;&9$&!9,$&%)&."$!%$&!&0/-%!9,$

$1$+%&*-0.&7")C&;)/"&%!:$0S*-0.0@&5)&*-0./00&(2!%&C!%$"-!,0B&-+7)"C!%-)+&!+*&%-C$0.!,$0

($&"$J/-"$&:,$!0$&.)+%!.%&%2$&5$.2+-.!,& !+!#$"&!0&0))+&!0&:)00-9,$@

Overhead Projectors and

Visualisers

'+&)1$"2$!*&:")`$.%)"&-0&!1!-,!9,$B

2)($1$"&-%&-0&02!"$*&!.")00&%2$

1$+/$0&0)&!*1!+.$&9))>-+#&-0

$00$+%-!,@&A$&.!+&:")1-*$&02$$%

%"!+0:!"$+.;&!+*&:$"C!+$+%

C!">$"0B&2)($1$"&-7&;)/&"$J/-"$

!+;%2-+#&$,0$&($&()/,*&!0>&;)/&%)

9"-+#&-%&(-%2&;)/@

',%$"+!%-1$,;&-+&%2$&7)/"&,!"#$"

%2$!%"$0&($&.!+&:")1-*$&!&1-0/!,-0$"B&(2-.2&/0$0&!&7-H$*&.!C$"!&%)&:")1-*$&!&*-#-%!,

$J/-1!,$+%&)7&!+&)1$"2$!*&:")`$.%)"@&52-0&:")`$.%0&)+%)&)/"&C!-+&0."$$+&!+*&:")*/.$0

!+&-C!#$&(2-.2&-0&,!"#$"B&9"-#2%$"&!+*&+)%&0/9`$.%&%)&%2$&:")9,$C0&)7&0>$(-+#&7)/+*

(-%2&)1$"2$!*&:")`$.%)"0@&8%&!,0)&!,,)(0&;)/&%)&0-%&)"&0%!+*&%)&)+$&0-*$&)7&%2$&0."$$+&%)

-C:")1$&0-#2%,-+$0&7)"&%2$&!/*-$+.$@&8%&(-,,&:")`$.%&7")C&%"!+0:!"$+.;&)"&:!:$"S

*)./C$+%0S)9`$.%0@

The visualiser must be booked as far in advance as possible to ensure availability

Sound Recordings
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Live Music
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Video and DVD
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We do not have facilities to preview tapes/discs at the control position, therefore

it is important that discs are set up as follows to allow the technicians to play the

clips as required.

Please be aware that playing back commercially produced video footage in public,

even for analysis or criticism, will require copyright clearance. We will need to be

satisfied that you have the permission of the rights-holder (generally this will be

the studio/production company rather than director/writer) for the intended use

before we can screen your materials. Our Technical Manager will be happy to

discuss this with you ahead of time.

Formats and show discs
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DVD
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PC Videos
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Slides and prints
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Scanning slides and photographs takes time. We will need you to send your

materials well in advance of your event (preferably during June) to allow time for

us to prepare the scans for your event. If there is time, we will send the CD of

images in advance to give you time to proof them. If you cannot supply your slides

before July please contact the Technical Manager to discuss whether there will be

time to process your material.

Sending us slides
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Digital Slideshows
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Acrobat (PDF), Word (DOC) and other 'document' formats
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