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  WELCOME TO THE FINE AND PERFORMING ARTS CENTER
The Fine and Performing Arts Center provides a centerpiece for the university to reach out to its community, offering cultural enrichment to engage members of the community in a dialog about arts ideas and self-awareness.  The building serves as a benchmark for the integration of professional academic training and service to the campus and the region. Its placement, its size and scope, its design, and its purpose define the Fine and Performing Arts Center as a campus centerpiece for focus on the arts at Western Carolina University

 

Providing cultural enrichment to the campus community focuses attention on the role arts play in education; community outreach is an avenue toward arts advocacy and cultural heritage.  The public spaces of the Fine and Performing Arts Center provide a sense of place for local, regional, national and international arts presentation.

 

As a destination for visitors to the region, the facility also plays a significant role in stimulating regional economic activity. Events showcasing the arts as both entertainment and enrichment are of primary importance during peak tourist season.

 

Presentations showcasing arts activities—particularly those with significant community outreach—are given top priority.  Ongoing activities such as arts exhibitions, regional drama events, musical and literary festivals, dance exhibitions, touring shows, concerts, and productions support the ongoing activities of the arts related academic units at Western Carolina University.

CONTRACT AND USAGE INFORMATION

User group Designation and Definitions

The Fine and Performing Arts Center has been created to serve Western Carolina University and the region of western North Carolina.  In order to coordinate the use of the FAPAC to best serve the University and western North Carolina, the following user groups have been established.  These designations have been created to ensure that proposed activities are compatible with the mission of the University and that of the FAPAC; that the activities conform to established University standards and policies, and that they comply with the Umstead Act (G.S. 66-58) and other legal requirements.  Reservations must be made by groups; agency, or corporation, reservations by individuals will not be accepted.  The facility is limited to performances, presentations, productions, lectures and meetings.  
1.
Classification A: University Units
University groups defined by Western Carolina University units, as indicated by the University organizational chart, and officially recognized student organizations presenting their own programs in conjunction with and
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under the direct supervision of their advisor.  Classification A users will be given first priority until FEBRUARY 1,( Beginning Fall 2009:  The date of February 1 has been amended to November 1.)  for the upcoming fiscal year, July 1. when the facility will be made available for booking by other users. University users will be charged a fee depending on the intricacies of the production and set ups.  Any fees resulting from operating expenses will be “at cost”.  A detailed schedule of fees is listed on page 11.
2.
Classification B: Non-University, Non Profit
   Non University, Non Profit entities external to the University may request use of the Fine and Performing Arts Center at reduced usage fees.  Those requesting this classification must present a current 501(c) (3) letter from the IRS.  Usage fees will apply.

3. 
Non-University, For Profit:
For Profit entities, including businesses, corporations, and other public users may request use of the Fine and Performing Arts Center.  Usage fees will apply.

4.
Co- Sponsored, For Profit:
For Profit performances and events that are sponsored by a University Unit and any Non-University User. 


In order to process a Facility User Agreement Request for the FAPAC, a Facility Use Form must be filled out completely.  All performances or events must have detailed information for dates and times for load in, set up, rehearsals tomes, performance or event times, strike, and load out.  Only after the completed Facility Use Form is received will the Director of the FAPAC approve or deny the request according to the availability of the facility for the date and time requested.  

Exceptions
Exceptions to the policies governing usage of the FAPAC by the User groups may be made by the Director of the FAPAC and/or the Dean of the College of Arts and Sciences.  Requests for exceptions should be made through the office of the Director of the FA PAC. Priority for consideration of exceptions include but are not limited to the following:

1. Institutional recruiting events sponsored by University administrative units targeting prospective undergraduate and/or graduate students.

2. Events sponsored by the Office of the Chancellor.

3. Events sponsored by the Office of the Provost.

4. Events sponsored by the Vice Chancellor of Advancement

5. Events sponsored by the Dean of the College of Fine and Performing Arts.
Attendance Guidelines 

To receive usage approval of the main performance hall in the FAPAC, minimum projected attendance figures for the event should be 450 persons, maximum of 900
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 persons.  If an event’s attendance is projected as less than 450 or the Director of the FA PAC determines that the attendance will be less than the minimum, that event will not be held. (Beginning Fall 2009:  A surcharge of $250.00/day will be applied if the User does not attain the 450 attendance.) 
Staffing Requirements

The Fine and Performing Arts Center staff must be present at all times when the facility is open to all users.  The Director of the Fine and Performing Arts Center must approve any changes to a previously approved schedule.  The Technical Director must be a FA PAC staff and is required on premises at all times during load in, strikes, rehearsals, performances and events.  There is no exception to this policy/rule. 

A stage manager is required for all performances and most events as determined by the Director and Technical Director of the FAPAC. Normal box office hours begin with the pre show sales period, one hour prior to a performance and up to a pre- determine time before a performance or event.

Due to the nature of some performances or events, the Director of the FAPAC may determine there is a need for security.  Security officers will be provided by the Western Carolina University Police or contracted through an outside agency.  

All food requirements for a performance or event must be arranged through Western Carolina University’s Auxiliary Services.  Users are not allowed to bring their own food or beverage products.

Depending on the category of the user, there may be an associated cost for all or most of these services.  

Contract Agreements and Arrangements

In order to reserve the FAPAC space, all University Users are required to complete a University Facility User Agreement Form and all other users will be required to complete a FAPAC contract and provide the necessary documentation.  Also, a compressive technical rider is required with the returned contract or Facility Use Form.  All non-profit users must submit a copy of their organization’s 501 (c) (3) tax exemption letter in advance.
All Non University users are required to submit a deposit fee equal to 50% of the usage fee with the returned contract. . The remaining balance will be due at the time of load in.  If this is a ticketed event, the user may be billed at the time of show settlement for all other fees incurred for the performance.  For non ticketed event, the user will be invoiced at the end of the show. No part of the FAPAC reservation may be assigned in whole or in part.  The User may not assign or delegate control or responsibility to any other user or co-sponsor, agent or 
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third party without prior written approval of the Director of the FAPAC.  Reservations to present a specified performance or event may not be used to present a different performance or event without prior written approval of the Director of the FAPAC.

Approval of use for the FAPAC does not necessarily mean that the university in any way supports, sanctions or agrees with the policies and activities of the sponsoring organizations.

The contract period will include load in, rehearsals, performance(s), strike, and load out dates.

Cancellation

The Facility Use Form or Contract is made with the understanding that the user can meet the financial and logistical needs of the scheduled event or performance.  In the event that any Non-University User requests a cancellation or reschedules an event or performance at least thirty days or more prior to the event or performance, it is agreed that the User will be assessed 50% of the deposit and any other fees incurred by the FAPAC for the performance or event.  Any request for cancellation or to reschedule the performance or event less than thirty days prior to the performance or event, it is agreed that the User will be assessed 100% of the deposit and any fees and expenses incurred for the performance or event.  

In the event that a University User requests a cancellation or asks to reschedule a performance or event, it is agreed that the User will pay for expenses incurred by the FAPAC for the performance or event.

Damages, Insurance and Liability

DAMAGES:  If any University building or equipment, or any portion thereof or the grounds shall be damaged by the act, or omission of Sponsor, Sponsor's agent, employees, patrons or any persons admitted to said premises by Sponsor during the term of this Agreement, the Sponsor shall pay to the University upon demand, such sum as shall be necessary to restore, repair or replace said premises to their original condition as determined by the University.  Sponsor hereby assumes full responsibility for the character, acts, and conduct of all persons admitted to the University campus and the FAPAC or any portion of said premises and grounds by consent of the Sponsor or with the consent of Sponsor's employees or any person acting on behalf of Sponsor.  Sponsor agrees to employ and pay for sufficient security personnel to maintain order and to properly protect the premises, property and persons therein during the term of their Facility Use Contract.

RELEASE FROM LIABILITY:  The University assumes no responsibility whatsoever for any property placed in the FAPAC and said University is expressly released and discharged from any and all liabilities for any loss, injury, 
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or damage to person or property that may be sustained by reason of the occupancy and use of said premises under this user agreement, provided the loss, injury or damage is not the result of negligence by the University.

LIABILITY INSURANCE:  Sponsor shall furnish the FAPAC not less than ten (10) days in advance of the term of this Agreement, a certificate showing that there is in force a policy of liability insurance in the form of comprehensive general liability in which the Sponsor is named as an insured and the University as an additional insured with limits of not less than one million dollars ($1,000,000) combined single limit covering bodily injury, including death, and property damage.

INDEMNIFICATION:  The Sponsor shall indemnify and hold harmless the University from all loss, costs and expense arising out of any liability, or claim of liability, for injury or damage to persons or property sustained or claimed to have been sustained by anyone whomsoever, by reason of the use or occupation of the facilities hereinabove described, whether such use is authorized or not, or by any act or omission of Sponsor or any of its officers, agents, employees, guests, patrons or invitees and Sponsor shall pay for any and all damage to the property of the University, or loss or theft of such property, done or caused by such persons.

Licensing

The User agrees to assume full responsibility for complying with the Federal Copyright Law of 1978 (17 U.S.C. 101 et seq.) any regulations issued there under, and any license requirements including, but not limited to, the assumption of any and all responsibilities for paying royalties which may be due for the use of copyrighted work in connection with User's performance or exhibition contained in this Agreement.  Sponsor further agrees to furnish to University, upon demand, proof of copyright license fee to copyright owners or their representatives (ASCAP, BMI, SESAC others?).  Sponsor agrees to defend, indemnify and hold harmless the University from any and all said claims, losses or expenses, including attorney fees that the University may sustain or incur by reason of any infringement or violation of any copyright or proprietary right relating to the event.

Taxes

The User is responsible for any and all taxes associated with performances or events, including but not limited to sales and use tax.  No person or organization is exempt from collecting sales tax on entertainment ticket sales.  

Advertising, Sales, and Solicitation

Western Carolina University reserves all rights to use the University's name in
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connection with Sponsor's use of the FAPAC.  Promotional and advertising materials may not implicitly or explicitly use the University's name or logo without prior approval of the University through its duly appointed officers. Sponsor shall not advertise any event, performance, or the appearance of any performer prior to properly completing the Facility Use Agreement.

With the prior approval of the Director of the FAPAC, Users may sell related materials on the day of the performance or event.  These materials must be presented in a professional and acceptable manner in the area that has been designated by the Director.  Twenty percent (20%) of the income from such sales will be assessed by the FAPAC.

No corporate sponsorship or advertising of any kind may be displayed anywhere in or on the grounds of the FAPAC without written permission of the Director.

Public Safety

The University, in the sole judgment of the Center’s Director or his/her designee, shall retain the right to cause the interruption or termination of any performance or event in the interest of public safety.  In such an event of interruption, Sponsor waives any and all claims for damages or compensation from the University.  In the event of termination or cancellation, rental shall be forfeited, prorated, or adjusted at the discretion of the University based on the situation and the Sponsor hereby waives any claim for damages or compensation from the University.  Sponsor agrees to conduct its activities upon the premises so as not to endanger any person lawfully thereon.

MARKETING AND ADVERTISING

Venue Identification

All marketing, advertising graphics, posters, radio, and television spots must be approved by the Director of the FAPAC prior to printing and posting.  All printed and posted materials must refer to the venue as “The Fine and Performing Arts Center at Western Carolina University”.  Any changes or rewording will be at the expense of the User. 

With the exceptions of the free use of the electronic marquee, Western Carolina University’s channel 62, listing on the FAPAC’s website, and listing on the campus calendar, all Users are responsible for marketing and advertising their own performances and events.  

Signage and Decorations

Users shall not place signage, and/or decorations, in any hallways, lobby, or other 
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areas without the permission of the Director of the FAPAC.  Any tables or other items permitted must be set up in designated areas and must be removed immediately following their use.

Posters and signs must be placed only in designated areas.  Any damages to walls or other parts of the building will be the responsibility of the User. NOTE: Nothing is to be hung or placed on the FAPAC interior walls.
Users may not obstruct any portion of the sidewalks, entries, hallways, stairs, or other egress from the building.

USAGE, STAFF, AND FEES

Depending on the type of User, fees may be assessed for Performances and events held in the FAPAC.  University User’s will not be expected to pay a rental fee for the FAPAC, however, expenses incurred related to a performance or event will be the responsibility of the User.  Fees that apply to a particular performance or event are determined by the following criteria: 1) the type of User; 2) the level of support required to produce the performance or event; and 3) whether the performance or event is revenue or non-revenue producing. 

Definition of Fees 

1. Base Usage Fee: This is a specified minimum charge that may be assessed to a Non-University User in addition to the expenses associated with a performance or event.  This fee is intended to recover indirect costs such as equipment depreciation, facility management services, and routine housekeeping supplies.  The base usage fee does not include separately identifiable operating expenses.  The current base usage fee is stated on page 11.
2. Operating Expenses:  These expenses will vary with the scope and requirements of each performance or event.  Operating expenses for a performance include the cost of consumable materials and supplies, utilities, equipment rental and services purchased from outside vendors, and any other expenses incurred by the FAPAC on behalf of the performance sponsor.  The FAPAC may recover such expenses through usage fees or direct charge.



STAFF
3. Personnel Expenses:  Expenses for this include wages and fringe benefits paid to casual labor (Front-of-House Management, etc.) providing performance support not covered by the FAPAC permanent staff.  These include but not limited to: ushers, ticket sellers, ticket takers, campus police, technical operations personnel including electricians, sound 
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technicians, building systems operators, stagehands, performance set up staff, housekeeping attendants, and extra clean up staff.  Compensable overtime worked by FAPAC staff is also construed to be an expense and charged accordingly.

· The facilities Technical Director, or representative, must be present at all times the theatre is in use by the user, including the delivery of material.  The Technical Director’s billable hours begin each day the facility is opened for the renter and ends one half hour after the last person has left the event and the facility is empty and secured.  The renter is responsible for the TDs time required to prepare the theatre for the renter’s event.

· The Fine and Performing Arts Center at Western Carolina University is a non-union house, but does utilize its own skilled Technical Crew, the cost of which is paid by the renter at the applicable rates.  The number of technicians required varies by the event being presented.  The Technical Director, in consultation with the user or based on the event’s Technical Rider, will determine the size of the crew required.  The renter may be able to provide volunteers (note: the FAPAC is not responsible for insurance coverage) or its own crew for jobs that do not involve operating the facilities equipment or food and beverage service.  This is at the sole discretion of the Technical Director.

· A House Manager is required for all public events; hours being one hour prior to the start of the event and conclude one half hour after the event has ended.  A Fine and Performing Arts Center Manager is required anytime the facility is open to the public.  The renter is charged for the Manager’s time outside of normal hours of operation (Monday – Friday 8:30 a.m. – 5:30 p.m.).

· Ushers can be provided by the renter in order to reduce expenses.  Ushers must be a minimum of 18 years of age and must arrive at the facility one hour prior to the event to receive safety instructions from the House Manager and must remain for the entire event and sit in specified seats.  It is recommended that ushers dress as uniformly as possible for easy identifications– white tops and black bottoms are suggested. 

4. Admission Tax Charged Usage Fee: 3%  This fee is applicable to revenue producing performances or events sponsored by Non-University/For Profit Users.  The fee also applies to revenue producing performances that are co-sponsored by a University 
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User and a Non-University User.  The admission charged usage fee 
is generally expressed as a fixed minimum dollar amount or a percentage of the net income, whichever is greater.  

Net Income Usage Fee:  This usage fee is a specified percentage of the net income realized by the University User which sponsors a revenue producing event in the 
5. Revenue producing event in the FAPAC.  The net income assessment applies to performance revenues that exceed event expenses.  The net income fee is listed on page 11.
6. House Equipment Usage Fee:  This fee is assessed to Non-University sponsors for use of FAPAC house equipment not included in the basic usage agreement.  House equipment items such as fork lift, additional staging etc. are subject to this charge.
7. Conflict of Venues:  Booking of similar titled or closely related types of performances will not be permitted. For example, Smoky Mountain High School wishes to produce THE SOUND OF MUSIC and Western Carolina University wishes to present/produce THE SOUND OF MUSIC in the same academic season.
FEES


The chart on page 11 sets forth the various fees and charges for performances held in the FAPAC and their applications to the various categories of Users and events.  The chart is intended to be a guide for prospective Users of the FAPAC.  However, interpretations and determinations of the applicability of fees and charges reside finally with the FAPAC Director.

What’s Included * The Usage fee includes:
· Basic lighting plan,

· Basic theatre sound,

· Dressing rooms

· FAPAC and other staff during regular business hours

· Access to washers and dryers (User provides detergent)

What’s Not * The usage fee does not include:
· Stage Manager,

· Box office services,

· Front of House services

· Security and other personnel necessary for the performance or event
· Costs associated with labor for set up, load in, show labor, strikes, or load outs,

· Piano tuning
· Any other fees unless specified in the Usage contract,

· Any equipment not in stock must be provided by the User. NOTE: Must be approved by the Director of the FAPAC in advance.
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APPENDIX A - FEES
	
	
	University Sponsored Event
	
	
	
	          Non University Sponsored Events
	
	
	
	      Non University Sponsored Events
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Revenue
	Non Revenue
	
	
	Revenue 
	
	
	
	Non Revenue
	

	
	
	Producing
	Producing
	
	
	Producing
	
	
	
	Producing
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	Govt. Agency
	Non Profit
	For Profit
	
	Govt. Agency
	Non Profit
	For Profit

	
	
	
	
	
	
	
	
	
	
	
	

	FEES AND CHARGES
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Personnel Expense
	
	Yes
	Yes
	
	Yes
	Yes
	Yes
	
	Yes
	Yes
	Yes

	
	
	
	
	
	
	
	
	
	
	
	

	Supplies & Materials
	
	Yes
	Yes
	
	Yes
	Yes
	Yes
	
	Yes
	Yes
	Yes

	
	
	
	
	
	
	
	
	
	
	
	

	Outside Services
	
	Yes
	Yes
	
	Yes
	Yes
	Yes
	
	Yes
	Yes
	Yes

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	USAGE FEES
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Basic Usage Fee
	
	No
	No
	
	No
	Yes
	Yes
	
	Yes
	Yes
	Yes

	
	
	
	
	
	
	
	
	
	
	
	

	Admission Charged
	
	No
	No
	
	No
	No
	      No
	
	Yes
	No
	No

	Usage Fee
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Net Income Fee
	
	Yes
	No
	
	Yes
	No
	No
	
	No
	No
	No

	
	
	
	
	
	
	
	
	
	
	
	

	House Equipment 
	
	No
	No
	
	No
	Yes
	Yes
	
	No
	No
	Yes

	Usage Fee
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	USAGE FEES
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	FAPAC Performance Hall
	
	$0.00
	$0.00
	
	$0.00
	$600/day
	$800/day
	
	$0.00
	$400/day
	$800/day

	
	
	
	
	
	
	8 hrs. min/max
	8 hrs. min/max.
	
	
	8 hrs. min/max
	8 hrs. min/max

	
	
	
	
	
	
	
	
	
	
	
	

	Per hour after 8 hrs.
	
	$0.00
	$0.00
	$0.00
	$0.00
	$50/hr
	$75/hr
	
	$0.00
	$50/hr
	$75/hr

	
	
	
	
	
	
	
	
	
	
	
	

	House Manager*
	
	10.00/hr
	10.00/hr
	
	10.00/hr
	10.00/hr
	10.00/hr
	
	10.00/hr
	10.00/hr
	10.00/hr

	
	
	
	
	
	
	
	
	
	
	
	

	Lighting Director*
	
	15.00/hr
	15.00/hr
	
	15.00/hr
	15.00/hr
	15.00/hr
	
	15.00/hr
	15.00/hr
	15.00/hr

	
	
	
	
	
	
	
	
	
	
	
	

	Sound Engineer*
	
	15.00/hr.
	15.00/hr.
	
	15.00/hr.
	15.00/hr.
	15.00/hr
	
	15.00/hr
	15.00/hr
	15.00/hr

	
	
	
	
	
	
	
	
	
	
	
	

	Box Office
	
	15.00/hr.
	15.00/hr.
	
	15.00/hr.
	15.00/hr.
	15.00/hr
	
	15.00/hr
	15.00/hr
	15.00/hr

	* No charge if during normal operating hours.
	
	
	
	
	
	
	
	
	
	
	


PATRON SERVICES

Box Office

Users may provide  their own ticketing or use the box office services   Box office service must include TicketsExchange that includes price per ticket sold.  Please contact the FAPAC Directors Office for costs.  If box office services are required for the event, an hourly charge will be incurred.

Front of House

User may provide for their own front of house or contract the FAPAC for this service.   Fees for this service will be determined at the time of the reservation.   In all cases when users provide front of house personnel they must be trained by the House Manger one hour prior to opening.

Receptions/Alcoholic Beverage Service

No alcoholic beverages may be served on the premises.  Special circumstances may be considered, but only for University sponsored events. The sponsoring party is responsible for this approval.

Parking

Parking for events outside  normal University hours of operation is available in adjacent parking lots.  Parking during the day is restricted by University policy, and exceptions must be approved through Campus Police.

Recording Devices & Cameras

No recording or imaging devices are permitted in the Performance Hall or Galleries.  If a sponsoring University agency approves the use of these devices it must be part of the scheduling agreement.

Security

Special security is not provided.  If a special event or scheduling agency requires additional security, this must be paid for by the sponsoring agency.
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FAQS – ON CAMPUS USERS

Can one schedule only the lobby areas for receptions?

· Except for prior approved upper administration uses these spaces are not available for receptions only.  The reception areas are available if the main hall is scheduled.

Are fees charged for University Departments scheduling the spaces?

· Only costs of consumable or replacement items if scheduled during normal working hours.   If special help is required, the costs for services will be charged.

Who has scheduling priority?

· Priority is given to the performing arts units on campus until February 1st for the next fiscal year, July 1.  After that date any sponsor both on and off campus may request date(s).  Standing annual bookings may be part of the calendar as long as the date is reoccurring, it supports academic programs on campus, and is approved at the Dean’s level and above.

May the gallery spaces be opened for Special Events elsewhere on campus?

· If the event falls within the on-going Gallery schedule yes, if not sponsoring units will be charged for security and house manager.

Who provides ushers if needed or house managers for work day events?

· Any ushers will be the responsibility of the event sponsor and must be trained one hour prior to the event.  If the facility provides the ushers, a charge will be incurred.

Is there a limit to the size of the event?

· All users of the main performance space must guarantee at least an audience of 450 minimum.
Who is responsible for special parking needs during the normal work day?

· Event sponsors must secure parking arrangements through Campus Security Police.



  FAQS – OFF CAMPUS USERS
Can the facility be booked for private parties, weddings, etc.?

· No, the FPAC is primarily an educational facility and may be booked for performances, conferences,   meetings and other special presentations.
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Do other governmental agencies outside WCU receive a special rate when booking facility?

· Yes, there is a difference in rates charged for governmental agencies.

Is there a difference in rates charged if the event charges admission or is for profit?

· Yes, there is a difference if the facility is used by an outside agency to raise money.

Can an individual book the facility?

· No, only a group,  agency, corporate or entity may book the facility.

Can the facility be schedule on state holiday's observed by WCU.

· No, the facility is closed on holidays when WCU is closed.

Can an agency or entity hold a date on a calendar?

· If a date is held , the agency will incur a charge if they do not use the facility on that date. 

PRODUCTION SERVICES:
Backstage and Production Information:  Contact Del DeLorm, Technical Director @ 828-227-2506.
CONTACT INFORMATION:

Paul Lormand, Director

828-227-2505

lormand@wcu.edu
Del DeLorm, Technical Director

828-227-2506

mdelorm@wcu.edu
Laura Sellers, Box Office Manager

828-227-2504

sellers@wcu.edu
Box Office Number:  828 – 227 – 2479          Web Site:
  www.wcu.edu/fapac
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WESTERN CAROLINA UNIVERSITY * COLLEGE OF ARTS & SCIENCES

FINE & PERFORMING ARTS CENTER * CULLOWHEE, NC 28723

U S E R     A G R E E M E N T

Fine & Performing Arts Center will be furnished to:

(sponsoring organization)

(contact name)

(mailing address)

(cell#)                    (work #)                      (fax#)               (email address)


REQUESTED LOCATION

___Main Theatre                                              ____Lobby

___Recital Hall Only                                        ____Gallery          

___Dressing Room(s)                                      ____Green Room

Event Title:____________________________________________________

Description:______________________________________________

Event Date(s)___________________  Time: Open________________

Event Start Time(s)______________              Close________________

Set-up Date(s) Time_____________    Time: Open________________

And/or Rehearsal ______________                Close________________

Please check all that apply:   

_____Campus Event


              Non-Campus Event:______

_____Non-Profit                                               For Profit:_____________

Will an admission by charged?  ____Yes    ____No

Estimated Attendance/Participation:___________________________

A minimum of 2 weeks prior to the event, a mandatory production meeting must be held.  User’s preferred date for mandatory production meeting:________________________________(completed by client).

Production Manager (Technical Director) will call to confirm meeting date.

CONFIRMED MEETING DATE:_________________________

(Completed by Production Manager/Technical Director)
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To Be Completed after Mandatory Production Meeting:

ESTIMATED COST

Basic Rental Fee:__________________________________

Stage Service/Production Cost:_______________________

Includes additional lighting or sound set-ups, services of Center’s technical staff including sound and/or lighting technician and other service arrangements as agreed upon in writing.

House Charges:____________________________________

Includes ushers and other necessary house staff, use of lobby, food services, excessive cleaning and maintenance and/or other services as agreed upon in writing.

Security:_________________________________________

Contact Western Carolina University Chief of Police: 828-227-7301 to arrange for security and/or parking needs for scheduled event.

NOTE:  PRESENTER IS NOT RESPONSIBLE FOR PERSONAL VALUABLES LEFT IN DRESSING ROOMS OR IN CENTER.

I have read and understand “TERMS AND CONDITION”  of user agreement.

AGREED AND ACCEPTED:

Client                                                                                       Date

Production Manager                                                              Date

Director                                                                                   Date

-----------------------------------------------------------------------

WCU FINE & PERFORMING ARTS CENTER USE ONLY:

APPROVED DATES:__________________________

COPIES SENT:_____________________________

-----------------------------------------------------------------------

NOTICE:  Use of the Western Carolina University Fine & Performing Arts Center is NOT CONFIRMED until User Agreement is signed, received and returned by both parties.
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NOTE:

1. Regular User Hours for the Fine & Performing Arts Center:

a. Monday – Friday*8:30 AM – 5:30 PM

2. Extended User Hours for the Fine & Performing Arts Center:

a. Monday – Friday * 5:30 PM – 11:30 PM

b. Saturday * 8:30 AM – 11:30 PM

c. Sunday * 1:00 PM – 11:30 PM










