APPLICATION FOR SHORT TERM LEASE CONTRACT, page 1 of 4
ATLANTA SYMPHONY HALL

MEMORIAL ARTS BUILDING • ROBERT W. WOODRUFF ARTS CENTER • ATLANTA, GEORGIA
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Please complete all information and return this application to:



	Hall Rental Coordinator

Atlanta Symphony Orchestra

1280 Peachtree Street NE 
Suite 4074
Atlanta, GA 30309-3552
	Tel: (404) 733-4895

Fax: (404) 733-5123

E-mail: nancy.crowder@woodruffcenter.org



	APPLICANT

	Name:
	     
	Organization:
	     

	Title:
	     
	
	

	Street Address:
	     
	City:
	     

	
	     
	State:
	  

	Zip:
	     

	
	     
	
	

	Office Phone:
	     
	Mobile Phone:
	     

	Email:
	     
	Fax:
	     

	

	Contract Signee:
	     
	Title of Signee:
	     

	

	PRIMARY CONTACT for EVENT
(If different than applicant.)

	Name:
	     
	Organization:
	     

	Title:
	     
	
	

	Street Address:
	     
	City:
	     

	
	     
	State:
	  
	Zip:
	     

	
	     
	
	

	Office Phone:
	     
	Mobile Phone:
	     

	Email:
	     
	Fax:
	     


	Applying as a: 
	 FORMDROPDOWN 

	
	

	
	
	
	

	If applicant is a Corporation:
	If applicant is a Partnership:

	Incorporated in:
	  (state)
	Registered in:
	  (state)

	President:
	     
	Partners:
	     

	Vice Presidents
	     
	
	     

	Secretary:
	     
	
	     

	Treasurer:
	     
	
	     


	EVENT


	References (recent venues):
	     

	Title of Event as publicized:
	     

	Programming is best described as:
	 FORMDROPDOWN 


	Describe your event briefly:
	     

	Estimated Event Length:
	     

	Intermission:
	 FORMDROPDOWN 


	If intermission, length:
	     

	Do you intend to record your event on Audio and/or Video media? 




  FORMDROPDOWN 

Do you intend to distribute your event on any media, electronic or otherwise? 



  FORMDROPDOWN 

Do you intend to use space outside of Symphony Hall for receptions, meetings, or other gatherings? 
  FORMDROPDOWN 

Is there any part of your event that involves the serving of Food and Beverage outside of the backstage?
  FORMDROPDOWN 

Do you intend to sell merchandise?








 FORMDROPDOWN 



	INSURANCE


	Does the Licensee agree to carry insurance, throughout the term of the short-term lease, with sufficient coverage pursuant to the requirements of the Robert W. Woodruff Arts Center, Inc.?  


   FORMDROPDOWN 

(please see form titled “Request for Certificate of Insurance” for additional information) 




	CORPORATE SPONSORSHIP


	Please note that any corporate or brand involvement with your event must undergo a strict approval process through our Corporate Sponsorship Offices, and may incur significant additional fees.  If sponsorship is involved, please attach a separate sheet with all details of on-site expectations, including signage, booths, and merchandizing.
Does your event include corporate sponsorship?   FORMDROPDOWN 




	CREDIT REFERENCES

	Please list previous dates/venues, and contact information:

     


	SCHEDULING
(attach itinerary, including load-in and load-out, if necessary)


	
	Year / Month / Day
	Times
	Description

	Load-in & Setup
	     
	     
	     

	Rehearsal(s)
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	Performance(s)
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	Strike & Load-out
	     
	     
	     


	External A/V equipment and operators:


	A/V:
	Company:
	Equipment:  (attach additional list if necessary)
	Event contact person 

and Mobile Phone #

	Audio:
	     
	     
	     

	Visual:
	     
	     
	     


	IN HOUSE A/V equipment:

	Audio / Visual
	
	#
	

	House Sound
	 FORMCHECKBOX 

	
	Additional In-house requests:

     

	CD Player
	 FORMCHECKBOX 

	
	

	Wired microphones
	 FORMCHECKBOX 

	
	

	Wireless microphones
	 FORMCHECKBOX 

	
	

	Special Overhead Lighting
	 FORMCHECKBOX 

	
	

	Front Lights
	 FORMCHECKBOX 

	
	

	Spotlights
	 FORMCHECKBOX 

	
	

	Projectors and Screens
	 FORMCHECKBOX 

	
	

	Communications
	
	
	

	Clearcom headsets
	 FORMCHECKBOX 

	
	

	Stage
	
	
	

	Chairs and stools
	 FORMCHECKBOX 

	
	

	Stage risers
	 FORMCHECKBOX 

	
	

	Pit seats
	 FORMCHECKBOX 

	
	

	Grand Piano
	 FORMCHECKBOX 

	
	

	Lecturn
	 FORMCHECKBOX 

	
	

	
	
	
	


In consideration of the review of this application by the Atlanta Symphony Orchestra (Licensor), Applicant agrees that, until and unless the Licensor’s standard short term sublease contract for Atlanta Symphony Hall, plus any addenda that the Licensor may require, is executed by the Applicant and the Licensor and delivered to Applicant, no contractual relationship shall be created between Applicant and the Licensor not withstanding any prior relationship which may have heretofore existed between the Applicant and the Licensor.
The Licensor may terminate negotiations for such short-term sublease at any time, with or without cause, without liability of any kind.  No change of position by Applicant for any reason, during said negotiations and prior to the execution of said sublease by the Licensor shall in any way stop the Licensor from terminating said negotiations.  No information or publicity of any nature whatsoever relating to Applicant’s proposed event in Atlanta Symphony Hall shall be disseminated or released without the consent of Licensor.  Applicant hereby represents that he has made a full and complete disclosure of all information which might be pertinent to the Licensor’s consideration of this Application and that all of the above statements and information are true and correct.  

	Applicant:
(please print)
	     

	Organization:
	     

	Date:
	     


