      Office use only:

Event Tech Checklist:              Start ok:_____ Tech Call   time: ______

This sheet should be filled out by the person in charge of this event and return to Carl Callenburg in 217 Gemmell, at least 14 days before your event; however, the sooner I get this the sooner your event gets confirmed  If you have questions about anything concerning your event feel free to call me at 393-2449, email me at ccallenburg@clarion.edu or just stop in my office.

Event Name: ​​​​​​​​​​​​​_______________________Event Date:___________

Space Request # (R25): ________________ Location: ___________
Organization Name: ____________________

Your Name: ___________________ Phone Number __________

Your Email: ___________________

1) Time your event begins: ________________     

2) Time you want the doors open to the public: ________

3) Do you need the doors locked until the time above?   yes   no
4) What time will you be on site?  ___________
5) What time will your talent arrive on campus to begin load in     and/or setup: ____________

6) Do you have people ready to help with Load in?    yes   no

7) Do you have people ready to help with load out?    yes   no

8)  Have you made parking arrangement with Public Safety: yes  no

9) What are the parking arrangements: __________________________________________________

     __________________________________________________

Please include any tech needs and/or other information that you feel will better help me, help you make your event a success !!! __________________________________________________________________________________________________________________________________________________________________

Please attach a copy of the contract/tech rider to this form.  Note: Your event will be approved only after the Auditoria Manager has reviewed this document, contract/tech rider and the space request.  Missing information will delay or cancel tech support for your event.
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