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Wright Auditorium Event Information Form                

Event Planning & Conference Services۰154 Mendenhall Student Center۰252-328-4731۰ 252-328-4785 (FAX)
Organization Information

Organization name: ____________________________________________________________________________________

Contact Person: _______________________________________________________________________________________

Address:  ______________________________________________________________________________________________

Phone Number: __________________________


Fax Number:  __________________________

Budget Code or billing address: _________________________________________________________________________

Event Information

Name of Event:  _______________________________________________________________________________________

Date of Event:  _____________________________________
Exact event start time:  ________________________

Length of event: _______________________________________________________________________________________

How much set up time will be required before your event time?  _________________________________________

Day and Time of rehearsal (if needed): __________________________________________________________________


How large of a crowd are you expecting?  ______________________________________________________________

Special Equipment Information

Will your event require the use of a spotlight(s)? _________________________________________________________

If sound reinforcement is needed, please circle which:

Podium with sound    Microphone(s) #_____   Wireless Microphone(s) #______ CD Player   DVD Player

Please list any additional equipment that you will need for this show. _____________________________________

Will you be using the curtain? _______

Do you need the use of any dressing rooms? ___________

Sales Information

Will you be selling tickets in advance? ________

Will you be selling tickets at the door? ________

Will you be selling merchandise at the show? _______

* House rules require a commission of twenty percent (20%) payable to East Carolina University of all sales of souvenirs, programs, cassettes, and compact discs. An additional five percent (5%) will be charged if University furnishes a salesperson. Presenter’s representative will give the House Manager an inventory of items prior to sales and will check out with the House Manager at the close of sales at each performance.

**Please note that the Wright Auditorium Friends Lounge is not available for use. 

**If any of this information changes, please contact the Reservations Office (252) 328-4731 as soon as possible.
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