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Event Listings Submission Form & Guidelines

Mandatory fields are highlighted in pink. 
Incomplete listings will NOT be posted. 
You are advised to read the T&Cs and exclusions below before taking the time to fill out this form.
	Date of event 
	

	Start time
Example: 7.30pm
	

	Name of venue 
	

	1st Line of Venue Address 
	

	City of venue 
	

	Venue postcode
	

	Event Title
	

	ONE press quote (optional)

Please use inverted commas (not speech marks).

Example: ‘Cruise is to 10-strings what Schumacher is to Ferrari…’ Juan Colina, LGS
	

	Short summary of the event and/or the artist(s)

Max. 100 words total.  TIP: Do not simply list your programme here; we recommend you try to summarise the event in an attractive way.
	

	Names of performers/ensemble and instruments
Example: Tom Cruise guitar | Penelope Cruz soprano
	

	Programme details

Please put the following on the same line, following the example below:

· Composer’s full name in bold, including forename
· Name of works in italics
· Selected movement details in ‘inverted commas’ (please do not list movement details for the performance of a complete work)

· Names of any arrangers or transcribers (in brackets)

· ‘(world premiere)’ in parentheses, if applicable
· ‘(UK premiere)’ in parentheses, if applicable
If you are performing two or more works by the same composer, please put these on the same line separated by vertical lines (with the composer’s name once only at the beginning).

Example: 
Alonso Mudarra ‘Fantasía que contrahace el arpa de Ludovico’ from Cinco piezas (tr. Joaquín Rodrigo) (UK premiere) | Aranjuez mon amour
	

	Audio Clip Weblink (e.g. Soundcloud)

Please note that only clips of a professional standard will be posted. Your track must have an individual web page URL.
	

	Video Clip Weblink (e.g. Youtube)

Please note that only clips of a professional standard will be posted. Your track must have an individual web page URL.
	

	Details of sponsors/festivals

Example: This event is sponsored by Banco Hispania, Wines from Hispania and the Hispanic Embassy and is part of the 2050 Hispania Now! Festival.
	

	Image acknowledgements
Example: Image by Nicole Kidman
	

	Ticket prices separated by commas, from highest to lowest; special offer bands separated by vertical lines, including ILAMS discount price, where possible

Example:  £20, £15, £12 | £10 Concessions | £10 ILAMS members
	

	Additional booking information

Example: £1.50 booking fee. To pay by credit card you must book online.
	

	ILAMS discount code and claim instructions

Example: ILAMS discount code: ‘CRUISE’. To book ILAMS discounted tickets, ring 06264 111472.

Please choose something other than ‘ILAMS’ as your discount code.
	

	Website URL for ticket sales/queries
	

	Contact phone number for bookings/queries
	

	Contact email address for ticket sales/venue queries
	

	Website URLs of performers and sponsors
Example: www.tomcruiseguitar.com
	

	Please attach an image to your email 

This could be the front of a flyer, an artist headshot, or a logo. 
Please send a portrait image (rather than landscape). Ideal dimensions are 400 pixels wide x 566 pixels high). Please ensure the image is no larger than 90 KB in size.
	Please attach to your email; do not paste here. 

Pleas do not send links to Drive folders.

	Inclusion in the ILAMS e-newsletter

If you would like your listing to be featured in the monthly ILAMS e-newsletter, Echoes Magazine, please highlight the following items to the right that apply to your event.
	· I am an Artist Member of ILAMS

· I am a Corporate Member of ILAMS

· This is a fundraising charity event

· This event is free admission
· I am including the ILAMS logo and web URL in the promotional materials of the event (posters, flyers and programmes) and agree to send copies of all material to ILAMS within 14 days of the event
· I have a substantial mailing list and would like to set up a reciprocal arrangement
OR

· I have paid the £25 inclusion fee by bank transfer/Paypal (see below for our bank details)



Please email this form by attachment to listings@ilams.org.uk.

Guidelines


Eligibility

· The ILAMS CMS is not currently set up to list festivals, tours or series comprising multiple dates; these must be listed individually, or a single listing can be made with general information about the overall series.

· ILAMS reserves the right to decline listings for events which:

a) conflict with our own events
b) we consider are of an insufficient professional standard or cultural authenticity for recommendation to our audience

c) are not submitted by the stated deadline

d) take place outside the UK

e) feature less than 30% Latin ‘classical’ repertoire

· ILAMS reserves the right to edit any content sent to us for posting.



Fees

WEB LISTINGS on www.ilams.org.uk/concerts.htm are FREE of charge for events which meet our criteria above. 
Other events are £10, with the exclusion of the following classical events, which are £5 each:
1. Events featuring Latin artist(s) but no Latin repertoire  
2. Duplicate listings of repeated events taking place within the same calendar month
WEB LISTINGS + INCLUSION IN ILAMS E-NEWSLETTER are charged at £25 each, except for the following exclusions, which are FREE of charge:
1. Listings submitted by an ILAMS Artist Member performing in the event or a Corporate Member organising the event. (If you would like to join ILAMS please visit www.ilams.org.uk/membership.htm.)

2. Fundraising charity events
3. Free admission events
4. You are able to include the ILAMS logo and web URL in the promotional materials of the event (posters, flyers and programmes; copies required).

5. (Institutions): we are happy to consider reciprocal arrangements
*Please note that space in the newsletter is limited to x3 external events per month and priority is given to ILAMS members and paid listings*



Payment 

Payments can be made via Paypal to info@ilams.org.uk or by bank transfer to AN 00020385, SC 405240.


Submission & Deadlines

Submissions for the ILAMS website and monthly e-mailing should be submitted to info@ilams.org.uk
by attachment using the form above. Please do NOT add any formatting other than that specified (i.e. extra spacing, tabs, bold, italics, underlining etc) and please adhere to the word limits. This will save our voluntary administrators a great deal of time. Submissions which do not adhere to the instructions provided will not be listed.
For timely inclusion in the monthly newsletter please send details no later than the 15th of the month preceding the event in question. For example, for an event taking place on the 24th November, you would need to submit the information by the 15th October. Submissions may be sent after the deadline, but we cannot guarantee that late submissions will be included in the mailing. There is no deadline for web listings.


Additional Options

ILAMS can also offer the following additional promotion opportunities. 
Please contact info@ilams.org.uk / 07762 731010 for more information: 

· E-flyer solus mail-out



£75 / FREE to ILAMS Artist/Corporate members
· Flyer display / exit flyering at an ILAMS event
£10 / FREE to ILAMS Artist/Corporate members
· Flyer mail-out to our members
£100 + p&p / FREE (+p&p) to ILAMS Artist/Corporate members 
· Marketing consultation / bespoke campaign
Quotations on request / 25% discount for ILAMS
 






Artist/Corporate members
ILAMS, the Iberian and Latin American Music Society, is a charity registered in England and Wales No. 1092749

