This form to be used after Theatre has been reserved through the Academic Office.
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Theatre Reservation Form
Today’s date__________
Date(s) needed____________________________________

Name and grade or class______________________________

Reason for use_____________________________________

Set-Up for event – Mic ___ Video ___  Audio ___ Podium ___ Rug___ Table___ Chairs (how many and type) _________   Water___ Other___ 
Please give a brief description of your event:

__________________________________________________________________________________________________________________________________________________________________

If your use of the Theatre necessitates the use of the tech booth it is advisable to schedule a tech rehearsal before the event.
Reserve the Theatre at least 24 hours in advance to allow time for the theatre to be set up.  If your event or class is canceled notify the Academic Office so that the Theatre can be made available to others.
Vern McNeil

Theatre Manager

Ext. 4937 

vmcneil@newtoncountryday.org 
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