PERFORMING EVENT REQUEST FORM
Please submit a minimum of 2 months in advance
Submit via email to:  pmltheatre@gmail.com

Date of request:  _____________________________

I am a:   _____ PM&L Member    _____ Outside individual or group

Name:  ___________________________________________   Email address:  ___________________________________________

Choose event location preference:  _____ Mainstage    _____ Tribute Hall 

Type of Event:   _____ Theatrical  _____ Musicians   _____ Comedy or Improv   _____Storytelling   
        
                               _____ Other 

Event Description (i.e. Play name, band name, details,  etc.):  _______________________________________________

________________________________________________________________________________________________________________________

Audience:  ______Public  ______ PM&L members   ______ By Invitation

Approx. running time for event:  _______ hours  ______ minutes

Suggested ticket price:  $ _________   or  ______  Free

Date(s) or date range preferred:  __________________________  or _____ Flexible (what’s available)

On-site rehearsal time needed?  _____ Yes   _____ No    If yes, provide more information:  

____________________________________________________________________________________________________________________

Royalties:  If the event is not an original piece or in the public domain, royalties must be paid.  Who will pay for royalties?  ______  Requestor   or   ______ PM&L (off top of ticket profits for outside group)

Please provide 1 copy of script with your submission for board to read (for content appropriateness).

PM&L to sell concessions (PM&L retains profits) at the event?  _____ Yes  _____ No 

Are you willing to clean up the space before and after the event?  _____ Yes  _____ No

Can you provide ushers for the event?  _____ Yes   _____ No

Special lighting, sound or other requirements (please describe): 

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

Co-promotion needed (if outside group)?  _____ Yes  _____ No


NOTES ON APPROVAL PROCEDURE FOR PERFORMANCE EVENTS

Please note that the Board will consider events with the following criteria in mind:

1. Appropriateness of content with respect to PM&L’s reputation for quality and keeping in mind our audience expectations
2. Availability of space and personnel to handle the event; date availability/conflicts
3. Balancing of event request with previous or upcoming events in order to offer variety of entertainment
4. Board meetings are held once monthly, generally on the 3rd Sunday of the month. 
a. Submit request before 3rd Sunday.  Board will first discuss at that meeting
b. Board would approve/reject at the following meeting after perusal of script, etc.
i. [bookmark: _GoBack]Board will notify applicant within one week following approval/rejection
5. If approved, at least 3 weeks prior to event date is necessary for promotion
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