EVENT LOGISTICS CHECKLIST

We realize it is a lengthy checklist, but please be very attentive to all details, reading and filling it out completely.  Depending on the complexity of your event, many of the questions may or may not apply to your event.  

Please feel free to call the Grand Theatre staff if you need any help filling this out.  When complete, please fax the form back to (770) 383-9314.  Remember, your event will only be as good as the details you provide.  

	Name of Event


	

	Dates of Use
	

	 Contact Person
	

	Contact Phone Number
	


	
	Load In / Load Out
	

	Questions
	Answer Blank
	The Grand Theatre Policy or Suggestion

	What time do you  need to access the theatre to load-in?
	
	*Access is limited to the time that you have contracted the facility.

	What will you be loading in?
	
	

	Do you require extra tech staff for load-in?
	
	

	What date and time will you complete load-out of the theatre?
	
	*Load-out requires being clear of the theatre and backstage within the times you have contracted for, or you will incur additional costs.  

	Will any street parking need to be coned off for your load-in?
	
	*Please speak with the Production Manager in advance.  

	Will there be any other backstage deliveries besides the initial load-in (equipment, set pieces, etc)?
	
	*The Grand Theatre has no loading dock, so everything brought in must conform to certain measurements.  Please speak to Production Manager to confirm that everything will fit.  


	
	Staff
	

	Questions
	Answer Blank
	The Grand Theatre Policy or Suggestion

	Who is in charge of the production?
	
	*We suggest that one person act as Producer.

	Will the Grand Theatre Stage Manager call the show, or will you be utilizing your own Stage Manager?
	
	

	Who is in charge of concessions?
	
	


	
	Ticketing
	

	Questions
	Answer Blank
	The Grand Theatre Policy or Suggestion

	Is seating General Admission or Reserved?
	
	

	What prices will you charge for each category? Adult, student, senior, etc
	
	

	Will you offer a group discount?


	
	

	Will you give complimentary tickets? To Whom?
	
	


	
	Front of House
	

	Questions
	Answer Blank
	The Grand Theatre Policy or Suggestion


Seating                                                                                                                                   

	Is admission general or reserved seating?
	
	

	What do you estimate audience attendance as being?
	
	*Theatre maximum capacity is 500 fixed seats.

	What time would you like patrons to be seated?
	
	*The standard is thirty minutes before show time.  

	What is the length of the first act?
	
	

	What is the intermission length, if any?
	
	*We suggest a 15-minute intermission length.

	What is the length of the second act?
	
	

	Concessions/Lobby
	
	

	Are there any volunteers that will be helping  in the lobby?  If so, how many?
	
	*We require volunteers to wear a nametag or badge that designates the area they are working in, such as “backstage.”

	What time are volunteers scheduled to arrive?
	
	

	Would you like to sell concessions during the event?
	
	*Concessions must be approved by Theatre Management.

	Will they be sold pre-show, during intermission or both.  
	
	

	What type of concessions will be served?
	
	*All concessions must be approved in advance.  

	What time will you load-in to the concession area?
	
	*Access is limited to the times you have contracted the facility.

	Will any separate deliveries be made to the concession area outside of load-in.  Please detail what and when the delivery will happen?
	
	

	What time will you load-out of the concession area?
	
	*Access is limited to the time you have contracted the facility.

	Please list the inventory you require in the concession area (tables, chairs, etc).  
	
	

	Do you have any signage or banners to display in the concession area or theatre?
	
	

	Will you be distributing program booklets?
	
	

	Will you be selling any merchandise? If so, please list.
	
	*Helium balloons are not permitted.  Theatre management must approve all merchandise.

	Will merchandise be sold pre-show, post-show or both?
	
	

	What time will the vendors load-in and out?
	
	

	Are patrons allowed to photograph or videotape?
	
	


	
	Production Checklist
	

	Questions
	Answer Blank
	The Grand Theatre Policy or Suggestion

	Give a detailed technical description of the show: (You may attach your script.)


	List crewmembers and jobs they will be performing.  
	
	*We require that volunteers and crew wear a nametag or badge that identifies their permitted access, such as backstage.

	Set/Drops
	
	

	Will you need use of the theatre storage?  If so, please list items you will need to store.
	
	

	What set pieces or drops will you use?
	
	

	Will you have any other stage decorations?
	
	*The Grand Theatre requires that all staff hang all signage and banners to protect the facility and your safety.  Nails and tape of any kind are not allowed to be used.  

	Will you need prop tables?
	
	

	Lighting
	
	

	Will you use Grand Theatre lighting designer or design your own?
	
	*We suggest that you use Grand Theatre lighting designer.

	Please give a basic description of your lighting requirements.



	If you have a lighting designer, please list contact name and number.
	
	We must receive a lighting plot no later than two weeks before your event.  

	Will you need a spot light operator?
	
	*Additional hourly charges apply.

	Sound
	
	

	Please describe your basic sound requirements.
	
	*Detailed sound specifications must be received in writing no later than two weeks before your event.

	Will you provide a sound technician?  If so, please provide contact name and number.
	
	

	Will you have recorded music?  If so, please give a description.



	List any sound equipment you will be bringing:



	Will there be an announcer?
	
	

	Does the announcer need a podium?
	
	

	Will special electrical requirements be needed?
	
	

	List number and type of microphone required?
	
	

	How will they be used?
	
	

	Will there be live musicians? Describe:



	Will you need use of acoustic piano?
	
	

	Do you have any announcements to be read before the program?
	
	

	Do you want pre-show music played in the theatre or lobby?
	
	

	What time would you like the sound check, if any?
	
	

	Would you like sound operation done from the house or mixing booth?
	
	


	
	Staging
	

	Questions
	Answer Blank
	The Grand Theatre Policy or Suggestion

	Describe special effects that will take place.



	Who is the designated person in charge of all backstage activity?
	
	

	Will you provide a script or run-off –show?
	
	

	Do you have any special needs involving the green room or dressing room?
	
	

	Publicity
	
	

	What text do you want on the marquee for your event?
	
	*Marquee space limited.

	Please give a general description of your event for press or patron release.  
	
	*If you have a press release please fax it to us at (770) 383-9314 no later than seven days before release.  
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