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RENTAL Application
Please return to Rubina Shafi, rshafi@jjay.cuny.edu for a cost estimate.
Title of Event: _____________________________________________
Requested Event Dates(s) _____________________________________________
Sponsoring Organization _______________________________________________
Name of Event Producer _______________________________________________
Telephone _________________________________________________________
Email Address ______________________________________________________

Website __________________________________________________________

BILLING Name, Full Address, email: __________________________________________

Are you a non-profit organization: _______________


If you are a John Jay Department, is there funding to reimburse all or part of the labor expenses incurred? What is the source? _______________ If not, a waiver must be submitted. 
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Brief description of Event:
Anticipated Number of Attendees in Theater ___________
Audience check-in/registration time _____________   Event Start time ____________
Theater Stage program start time _________  Theater Stage program end time __________

On-site Reception time _________________ (if any)  
Event End Time ___________    

# of Hours needed for setup or rehearsal _____ # of House needed for load out/restore ______
Is the event open to the public? _________ Are John Jay students invited?_____________  

Are tickets being sold? ____________ How much are tickets? _____________
What VIPs are invited? ___________  Do you have security needs beyond the usual?
PLEASE PROVIDE A RUN OF DAY AND TIMED STAGE PROGRAM. 
IATSE stage labor union mandates crew breaks every 5 hours; please mind this in your schedule. 

The Theater has its own AV, Lighting, and furniture included in your reservation. Please tell us about your planned stage set-up. 

What is the stage set up? 

# of microphones?  _____
# of Chairs?
______
# of Risers ________
On stage, will you need: 
______ Lectern           

_________ Conference Screen for powerpoint or video

______ Grand Piano           
_________ 6’ tables      
______ Panel armchairs  
 
______ Water tables     

______ Flags (US/NY/NYC/CUNY/JJ)
                  ______  Green Room/Dressing Rooms

How many performers in your event: _________________

Will you set up video cameras? _______    How Many ________ (We do not provide this service) 

Will you livestream? _______ To what platform/room _______  (We do not provide this service) 
Other specific needs: 
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Will you sell merchandise or concessions: Y or N

On-site Reception (To inquire about reception rooms: please contact domendez@jjay.cuny.edu) 
· Number of invitees ______
· Day, Time __________
· Room Layout _____________________________________
· Alcohol Served? Yes or No
· For in house catering: mbjfoodservices.com 






Please list live music instruments in the performance:
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