Baker High School

Auditorium Request Sheet


Today’s Date



________________________

Sponsor/Faculty Member in Charge

________________________

Event Description


__________________________________________

Requested Date(s) for Event

1st Choice ________________________






2nd Choice ________________________

Requested Times for Event

________________________

How much Set-up/Break-down 

________________________

time is needed? 

Requested Date for Rehearsal

________________________


(if applicable)


Do you need custodial services

________________________ 


following your event?


(If not, you are responsible for leaving the facilities the way you found them)

Auditorium Equipment Needs

(You must sign-out equipment with Mr. Whitman 

no earlier that one day before the event scheduled)

Lighting:
Describe your lighting needs.  (Remember, if you need light changes during your event, you will need to schedule an adult to run the light board.)

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Sound:
Describe your sound equipment needs.  (Remember, if you need sound changes, CD played, more than one mic, etc… during your event, you will need to schedule an adult to run the sound system.)  Setting up sound equipment can be time consuming.  Please be sensitive to this and plan ahead by listing all equipment you will need and by scheduling time to set-up and break-down before and after your event.  
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Stage:

Describe your stage set-up.  If you need chairs(how many), stands(how many), risers, or podium, please include this equipment in your description.  Supplying additional people before and after your event to assist with the set-up of such equipment is much appreciated.  

____________________________________________________________________________________________________________________________________________________________________________
