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EVENT REQUEST - BUILDING USE APPLICATION FORM

CONTACT: Mary Grace Otis, Facility Rentals

Phone: 231-347-4337 Email: marygrace@crookedtree.org
Group Name/Organization: ​​​​​​​​​​​​​​​​​​​​​​ ______________________________________________Estimated attendance: __________

Event Date: _______________________________________Event Beg. Time: ___________ End Time:_________                      Building use Time IN: ________________________ Time OUT:______________________________________________

For multi-day events, list additional times and dates: ___________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

Nature of event or program details: __________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Organization Address:  ________________________________________________

________________________________________________

________________________________________________

Contact: ________________________Phone: ____________________Email: ____________________

Alternate Contact: ______________________Phone: ___________________Email: ________________

Room request:  (Edith Gilbert Gallery, West Gallery, Art Tree Sales Gallery, Ross Stoakes Theater, Kitchen, Visual Arts Classroom) _______________________________________________________________________________________

Additional needs: CTAC may be able to meet your equipment needs or you may need to contact a rental company.

What are your additional needs for tables, chairs, set up, sound, etc.? _________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

Sound and Lights: For all events using the Ross Stoakes Theater, CTAC requires renters to hire one of our certified sound technicians and in some cases a certified lighting technician. If you have your own technicians, they must meet with our technicians prior to the performance to review the theater guidelines and capabilities. 

We will need a sound technician ___ yes ____no

We have a sound technician. His/her name is: _________________________ Phone:____________________________

We will need a light technician ___ yes ____no

We have a light technician. His/her name is: ___________________________ Phone:____________________________

Additional Information: CTAC has good relationships with many area caterers and florists, For a list of suggestions, contact us.  Caterer: ________________________Florist:_______________________
