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This information will be presented at the Final Production Meeting (approx. 2 weeks prior to load-in date).  Please be thorough and accurate as these details and concepts 

will be submitted to the Associate Director, Event Planning and Production for final approval.  

Theatre production will not be granted access to the venue until this form is complete and approved.

Organization Name:  ____________________________________

Production Title:  __________________________________________________________

Venue:  

Shanley

Louis


McCormick

Load-In Date:
____ / ____ / ________@____pm
Load Out Date:  ____ / ____ / ________@2pm
Show running time:  ____Hour (s) ____Minutes  
Intermission Time:  _____Minutes

Performance Date(s) and Time(s):

Show #1
 ____ / ____ @ ____:____am   pm

Show #4
 ____ / ____  @ ____:____am   pm


Show #2
 ____ / ____ @ ____:____am   pm

Show #5
 ____ / ____  @ ____:____am   pm


Show #3
 ____ / ____ @ ____:____am   pm

Show #6
 ____ / ____  @ ____:____am   pm


CREATIVE

Genre:  (circle one)
Drama         Comedy         Musical         Variety         Other (please specify)_______________________

Show Summary: (Please provide a brief summary of the performance)
SET / STAGING / HOUSE

Estimated Seating:  ______Rows of _____Chairs
Will risers be used for seating?   Yes       No

When would you like the chairs delivered?  (Louis/McCormick only)  Date:  ____ / ____ @ ____:____am   pm 

Set dimensions:   Width:  _________     Height: _________

Continued…

TECHNICAL / SOUND /LIGHTING

…To be discussed at the meeting – please bring a lighting plot, set design and any other visual aids.

· We are renting sound equipment from:  _____________________________________

· We are renting lighting equipment from:  _____________________________________

PROPS

Please list ALL props used for this performance:  (attach separate sheet if necessary)
CONTRACTS /TICKETING

· Have you requested tickets from the Box Office?

· Are advance tickets available?

(
Have you requested a cash box from the Cashier’s Office?

(
Has your advisor approved and signed all contracts?  

THEATRE GUIDELINES CONFIRMATION

All participants in student theatre productions in Louis Room, McCormick Auditorium or Shanley Hall are responsible for adhering to the information contained within the Theatre Guidelines. I affirm that all participants in this production understand and adhere to this policy. (Please initial below)

______ Producer
______ Director

VENUE WALK-THRU

A representative from the Norris Administrative staff will do a venue walk-thru prior to your performance to ensure the information provided in this summary is accurate to the production.  In addition, a Norris staff member will be in attendance at each performance to ensure this information is accurate and also to provide facility assistance.

The venue walk-thru will take place on Thursday,  ____ / ____ @  4:00  pm
ATTACHMENTS

Please attach the following:

· Set Design (Stage and house – please indicate exits, audience and aisles)

· Lighting Plot

This form must be complete and ready to present at the Final Pre-Production Meeting that will take place approximately two weeks prior to your load-in date.  

Please bring Seven (7) copies for our staff.  

The Event Production Manager can make copies if prior notice is given.
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