
Hi,

This letter covers all the details you need to know with regard to our event 
with you.  It is intended to help you prepare fully and will hopefully avoid 
wrong assumptions on either side. If you have any queries, or need any 
points clarified, please get in touch.

We would appreciate you returning this communication to us with a tick in the 
box alongside each item, indicating it has been read fully. (Use the ‘fill and 
sign’ option on your PDF reader) 

This will ensure that we have everything needed for the concert.

Apologies if this sounds a little formal. Unfortunately, we have had instances 
where organisers have not read this communication fully. This has caused all 
sorts of difficulties as a result.

If you have any problem in obtaining the items we specify, please let us know. 
We can then look at suitable alternatives.

Thank you for your help. We are looking forward to enjoying a great time with 
you.

Yours,

Noel & Tricia Richards 



Noel & Tricia Richards Info & Technical Spec. etc. 

There will be 2 people in the team: 
Noel Richards 
Tricia Richards 

1.  Schedule for the event 
We normally find that doing two 45 minute 
sets, works best for these gigs. The break 
gives us an opportunity to chat with people 
and sell CDs. If it is possible to provide 
drinks for the audience at the interval, that 
is always appreciated.  

2.  Timings: Working back from the start 
time, we would arrive 2 hours before.  
For a 7.30pm start, the following would be 
our normal schedule: 
          
5.30pm Noel & Tricia arrive and set-up 
5.45pm soundcheck if using PA 
6.30pm Break 
7.00pm doors open 

For a house concert, it is helpful to have a 
small PA system, in order to reinforce the 
acoustic sound.  

We do not travel with our own PA or 
lighting equipment.  

If you are providing a small PA system, 
please ensure that it is set-up, fully 
operational and ready for our arrival. 

Please tick boxes when read.
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ITEMS REQUIRED FOR 
PERFORMANCE 

LIGHTING 

“STAGE” SETUP

The following items would be our ideal. 
Please let us know what is possible. 

2 Shure SM58 Vocal mics on boom stands 

2 Shure SM57 Guitar mics on boom stands 

2 Acoustic guitar stands in good condition 

2 Bar stools or chairs that are comfortable  
   to sit on for a couple of hours. We      
   perform seated. 

1 Music stand in good condition. 

** Foldback monitors are not absolutely essential in 
a house concert. 

1 Small table which we put between us for      
   various items we use in the concert. *** 

*** As an alternative to the small table, we can use 
a music stand like the one illustrated. With the 
music holder set to horizontal, it makes a perfect 
table. 

Not normally needed in a house concert. 
Although if you have it, that will be great. 

The photos below are our normal setup for 
house concerts.



Simple House Concert Setup



A meal will not be required, before the 
concert. But we would appreciate 
some tea/coffee/biscuits to be available. 
During Concert: Still Bottled water – several 
small individual bottles for each 
of us. Not chilled. 

It is very helpful if you can provide a place 
where we can leave our personal items for 
the duration of the concert. 

Please arrange for payment to be made on 
the night. Either cash, cheque, or bank 
transfer to our UK account. 

We will bring CDs to sell. 
Please provide a small table for this 
purpose, if possible. 

Not required. 

If you can offer accommodation please let 
us know. 

Please let us know if this is going to be a 
private event, where you invite people 
personally, or one that is more public. 

If it is more of a public event, we would 
need to know: 

1 Start time of event 
2 “Doors open” time 
3 Contact details to reserve a place at your  
   event:  ie: name, telephone, e-mail 

We will not put details of your address on 
our website. We suggest that organisers 
give that information directly to their guests. 

In any promotional communications, our  
artist name is: 

Noel & Tricia Richards  

(it is amazing how many people spell our 
names wrongly!!) 

Promotional info and photos are provided 
with this communication. 
Please do not use any other photographs. 
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