THE GERALD W.LYNCH

THEATER

at JOHN JAY COLLEGE 2026 RENTAL APPLICATION

The GWL Theater is a full-service venue including mandatory front of house staff and IATSE union crew. Your accurate

answers here are required to enter your inquiry into the reservation system and determine staffing to generate a cost estimate.

(* indicates required field) Incomplete applications will not be reviewed.

OVERVIEW (* indicates required field)

* Event/Show Name:
* Event/Show Date(s)

* Overall Occupancy dates/times:

* Theater Stage Program Start/End Time:

Brief description: (2 sentences)

TECHNICAL CONTACT (we may reach out for technical requirements needed to create an estimate)

* Name of Production Manager: * Email:

CONTRACT LICENSELE (* indicates required field)

*Official Company Name:

* Licensee Representative:
* Full Address:

* Email: * Phone:
* Website:
* Non-profit status ((please attach 501c3) * NYC agency status:

* If you are a CUNY or John Jay Department, what is the funding source to reimburse all or part of the labor expenses?

BILLING CONTACT (if different)
* Official Company Name:

* Licensee Representative:

* Full Billing Address:

* Email:

* Non-profit status: (please attach 501c3)

Do you expect to have more than one payor?

**PLEASE ATTACH A DRAFT TIMED RUN OF DAY AND/OR PROGRAM.***
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SHOW DETAILS (* indicates required field)

* # of Hours for Rehearsal/Soundcheck:

* Duration of stage program”
Is there an intermission/break in the program?
* # of Hours required for load out including theater restore:

IATSE stage labor union mandates crew breaks every 5 hours.

AUDIENCE (* indicates required field)

Audience are allowed into the building one hour prior to stage program start time.

The theater will open for seating 30 minutes before showtime.
* Anticipated Number of Attendees:

* Will you seat the orchestra AND balcony?

* |s the event open to the public?

Are tickets being sold?

How much are tickets?

Are Electeds or Celebrities participating/expected to attend?
Do you have significant security needs?

Are John Jay students invited?

Most Theater AV, Lighting, & furniture are included in your reservation. Crew are estimated based on your technical
requirements provided here:

STAGE SET UP *indicates required field

= # of microphones = *Boom lights (and if so, how high)

= Chairs/ Armchairs on stage = * Scenic/Set Build

= *Risers or platforms = Green Room/Dressing Rooms

= Lectern = Recorded Music

= Conference Screen = *Live Music

= Full Stage scrim = Orchestra Pit for Musicians

= *Marley Dance Floor = *How many performers in your event

*Please list all live musical instruments/DJ/performance elements:
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RECORDING/LIVESTREAM (We provide the ethernet connection but not livestream services)

*Will you be recording with more than two cameras?

*For what purpose is the recording:

*Will you livestream?

* Will you charge participants for livestream attendance:

OTHER ROOMS

What other space needs does your event require:

PRE- OR POST-EVENT RECEPTION

The following reception spaces are rented at a four-hour minimum. Labor to set up furniture is additional.

The Conference Room across from the Theater: capacity 70-person standing cocktail or 80-person lecture.
The Kroll Atrium: capacity 250 standing cocktail only. No staging or seating. This is a shared public space.
*If you are interested in a quote for either of the above please list:
= Number of reception invitees
= Reception Date/Times:
=  Will alcohol be served?
To view or reserve seated reception options or other breakout spaces, contact Dominique Mendez in Space

Reservations: domendez@jjay.cuny.edu.

Our exclusive in-house caterer is Aladdin Food Services. Alcohol service requires a temporary SLA permit.

Any other notes that will allow us to create a complete cost estimate:

Kindly email this form to Rubina Shafi, rshafi@jjay.cuny.edu and allow three weeks for an estimate.
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