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Shanley Checklist 

The following items/procedures should be in place when you gain access to and vacate the venue.  If you notice anything that does not match up to this list, please contact the Norris Center Manager immediately at 1-2301.  A Norris staff member will do a walkthrough of Shanley at 3:00pm on Sunday.  Remember:  the Shanley key must be returned to the Norris Main Desk by 3:30pm on Sunday.
Please verify the following:

· Exterior doors are locked

· All show props and equipment have been removed (unless a co-sponsorship agreement has been signed)

· All floors are swept.

· All garbage has been removed from venue and cans (a dumpster is provided outside of Shanley)

· All walls are painted black (no graffiti or set paint).

· All windows are covered with black wood/fabric.

· Heating pipes are not punctured and asbestos stickers in place and uncovered.

· All fluorescent light bulbs are working and in their fixture.

· Exterior lights outside North-East and North-West doors are working.

· The four Exit Signs are lit and uncovered.

· All lighting trees are broken down with poles and bases stored in the dressing area.

· All sinks produce hot and cold water and are unclogged.

· Bathrooms have all amenities (toilet paper, soap, paper towels)

· Tables are clear and away from exits.

· Air conditioning/heating/thermostat work.

· Campus phone is in place and working properly.

· Dimmer packs are in place

Please verify the following items are in the venue:

· 12 Risers – Folded and stacked by the alcove window in the North-East area

· Chairs – 137 total.  Neatly stacked in the South-West Corner 

· 5 Rolling chair carts
· 2 Large Rolling Garbage Cans
· 2 Waste Cans (inside bathrooms)
· 4 Rectangle Tables – Clean! 

· 1 Circular Table
· 3 Fire Extinguishers – South-East, North-East, and North-West corners

· 2 Ladders – 10 foot

· Blacks – stored in cabinet in the dressing room

· Light Poles – 15-20 foot poles (4 total) 

· Light Poles – 10 foot poles (28 total)

· Light Poles – 6 foot poles (4 total)

· Light Poles – 3-4 foot poles (6 total)

· Light pole bases (8 flat square bases; 10 round bases)

· Stage weights (47 total – 40 rectangular; 7 round)

· Cheeseboroughs – (20) stored in the crate in the dressing room

· Broom and dustpan
· Mop and bucket
Emergency and facility issues should immediately be reported to the 

Norris Center Manager @ 1-2301.

Damage, theft or negligence will be fined accordingly 

(charged to your organization’s SOFO or CUFS account)
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