
Today’s Date                             OSU-M/NCSC     Authorization   
SPECIAL EVENT SET-UP REQUEST 

 
Please complete the following information and submit it ten (10) days prior to the event set-up day.  OSU-M employees send to 
Ann Ireland ()-143) and NCS employees send to Mark Collins (Shelby). 
 
NAME OF ORGANIZATION           

OSU-M            NCSC       ( circle one)                                          PROFIT NONPROFIT    ( circle one)       

NAME OF EVENT        ESTIMATED ATTENDANCE   

AREA(S)  Lobby & Auditorium      Lobby Auditorium & Dressing Rooms*     

 DATE RESERVED FOR SET-UP    TIME RESERVED FOR SET-UP    

 DATE OF THE EVENT      TIME RESERVED FOR THE EVENT    

 DATE RESERVED FOR TEAR-DOWN    TIME RESERVED FOR TEAR-DOWN    

PRIMARY CONTACT PERSON      PHONE       

For special lighting and sound needs, contact Theatre Manager at 419-755-4297 

 
PRICING OPTIONS        
Basic Rental, with no special lights or sound includes:  Non Profit Rate  Profit Rate Amt. Charged 
 -basic stage lighting, front of grand curtain or entire stage     $500+10%   $900+10%    
 -curtains (Black Traveler, black legs)     of ticket sales  of ticket sales    
 -set-up of campus owned items only 
 
Extra services and facilities at an additional cost:  Cost 
 -Sound or light board operator (min. one technician required $20/hr or part thereof per person    
 -Specialized lighting (including hanging and focusing) $50 (min. cost + $20/hr after 2 hrs.    
 -*Backstage including Green Room, makeup/dressing rooms $200       
 -Extra rehearsal time $200 ½ day + technician fee, if needed    
  $400 full day + technician fee, if needed    
 -Ticket Box Office $25        
Do you want concessions sold?  Yes     No  (no food or drink permitted in the auditorium) 
Campus Drame 
 
 
GENERAL EQUIPMENT 
NUMBER REQUIRED  ITEM NAME        MAXIMUM NO. AVAIL. 
     Tables – 6’        30 
                  Tables – 8’        30 
     Tables – 5’ (Kee Hall only)      55 
     Tables – 5’ rounds         8 
     Risers – Band 4’ x 6’ x 8” high        8 
       4’ x 6’ x 16” high        7 
       4’ x 6’ x 24” high        8 
       4’ x 6’ x 26” high (CRC only)      4 
     Risers – Choral          5 
     Chairs – plastic stackable       450 
     Chairs – folding        200 
     Chairs – burgundy arm chairs       13 
     Portable Chalkboards         2 
     Easels           2 
     Trash receptacles 9 -  indoor/outdoor (circle one)       
     Portable coat racks (20 hooks/rack)        4 
     Podium           2 
     Lectern           4 
     Traffic Control Posts         6 
     Piano (student union, auditorium, & Bromfield 212 only)     3 
 
The Ohio State University at Mansfield/North Central State College does not supply sets, props or costumes.  A list of local personnel that can be 
contracted separately for these services can be provided to you.  Additional technical setup may incur at additional cost. 



AUDIO VISUAL EQUIPMENT 
(     )  16 mm movie projector    (     )  VCR with TV 
(     )  computer w/projector    (     )  DVD with TV 
(     )  carousel projector     (     )  microphones:  no.    
(     )  overhead projector               Type:  podium  long cord  
                portable  
 
MISCELLANEOUS 
Roadway lights on?   Yes   No    Office Use
Parking gates up?    Yes   No   maintenance assigned  
Attached map for sign locations?  Yes   No     
General cleaning for indicted areas  Yes   No   contract mailed   
General grooming for surrounding grounds Yes   No   
Stakes for signs    Yes   No   
Food services required?  CALL 755-4290 
 
FLOWERS & GREENERY 
(    ) 4’ large green palms 
 
BANNERS, FLAGS & SEALS 
(     )  American Flag (2)  (     )  Ohio Flag (2)  (     )  OSU Flag (1)  (     )  OSU Banner (1) 
(     )  NCSC Podium Banner (1)     (     )  NCSC Banner (2) 
 
DIAGRAM 
Please provide a complete diagram of the room(s) layout.  You may attach extra sheets if necessary. 
 
Layout of stage in its generic format: height of stage    10’ from floor to bottom of borders 
      Proscenium opening   42’6” 
      Depth of stage to black traveler track 16’ 
      Depth of stage    20’ 
 
Please indicate placement of platforms, lectern, and chairs for standard set-up; any special needs & wheelchair access  are available. 

For any special requirements contact:  Theatre Manager, Founders Auditorium 
1680 University Drive, Mansfield Ohio, 44906,  (419) 755-4297, FAX (419) 755-4367 

Theatre seats 343 – approximately 50 additional seats can be added 
  
 
 
 
 
 
 
 
          Black Traveler 
 
 
   Legs on fixed pipes 
 
 
          Grand Drape 
 
 
 
 
 
 
  COMMENTS:               
 
                   
 
                   
  


