Promote your event on www.welcometosheffield.co.uk – for FREE!

Please fill out the following form as fully as you can. This information will be copied and pasted onto the Welcome to Sheffield website so please make sure that the details are accurate and the text that you provide sells your event as well as possible.

Once you have completed this form, please click the “submit my event submission” button at the bottom of the page and email us this form and any relevant event images. 
Before sending us an image to use on our website, please make sure that you have full permission from the image owner. 
We look forward to hearing about your event.

	About the Event Submitter:


	Your Name


	

	Your Company (if applicable)


	

	Address including postcode
	

	Telephone/Email

	

	Signed 
	(Please initial electronically)
	Date


	About the Venue:


	Venue Address

including postcode:



	Venue Telephone 

Number:



	Venue Website:



	Directions to Venue:


	Parking 
[Please add Y for “yes” or N for “no” next to each item]
	Free?


Parking with charge?

Easy to access by public transport?

Nearest station?


No of miles from station?

	Venue Amenities
[Please add Y for “yes” or N for “no” next to each item]
	Accepts groups?
Baby changing facilities?
Coach parties accepted?
Credit cards accepted (no fee)?
Disabled access?
Disabled toilets?


	About the Event:



	Event Title


	

	Dates


	

	Start and Finish Times

	

	Is your event part of an events series? If so, please provide details


	

	Cost (if applicable)


	

	Short description of event – 240 characters



	Description - maximum of 800 words - This text will be copied and pasted onto the website so please check spellings and grammar etc. Please use this opportunity to sell your event to potential attendees please provide on a separate sheet if necessary).


	Contact name, telephone number and email address for event queries (these will be published on the website)


	

	Event Website


	


	For Office Use Only
	Form completed in full 

Text received 

Image received 


	The small print:  
- Welcome to Sheffield reserves the right to refuse entry of any event onto the events calendar. 

- Welcome to Sheffield will play no part in the organising or managing of your event, and will not commit to being present on the day. 

- It is the responsibility of the event submitter to provide accurate information.

- This completed form and attached logo in jpeg format must be emailed to stephen.bissell@sheffield.gov.uk
- Welcome to Sheffield will endeavour to add your event to the website within 5 working (Mon-Fri) days. However, please be aware that this may take longer during busy periods.
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