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The following information will help us prepare the building and our staff for your upcoming 

show.  Please complete the form and return at least 5 business days before your event: 

Are your rehearsal dates and times listed correctly on our rental calendar?  

Please assure your rehearsal dates and times are listed correctly on our rental and performance calendars. 

Final schedules must be confirmed no less than 15 business days prior to your load-in date. The building is  

unlocked at the time you request your setup or rehearsal to begin. Rental is billed on an hourly basis (to the 

nearest quarter hour) beginning at the time the building was scheduled or when the first person enters the 

building, whichever occurs first.  Rental concludes when the last person has left the building.  

 

Yes, my information is correct.      No, please update the following dates and/or times: 

       _______________________________________________________ 

During your rehearsal, do you want performer and parent access to the theatre? (Circle one) 

A.  I do not have a rehearsal 

 

B. Lobby and Stage only (no access to the theatre seating area, including dancers and parents) 

 Includes access to the lobby, stage (via access hallways) and backstage dressing rooms.   

  Monday through Thursday  $150 per hour 

  Friday and Saturday   $200 per hour 

  Sundays and anytime after 10 p.m. $350 per hour       

 

C. Full Theatre Access 

 Includes full access to all areas of the HFAC, including lobby, stage, theatre and dressing rooms. Fees are 

 charged beginning one hour prior to the scheduled show time and conclude one hour following the conclusion 

 of the show (or when the last person has departed, whichever happens first.  Pricing includes House Manager, 

 ushers and ticket takers.   

  Monday through Thursday  $200 per hour 

  Friday and Saturday   $250 per hour 

  Sundays and anytime after 10 p.m. $350 per hour       

Do we have the following paperwork on file? 

A. Certificate of Insurance, naming the Hamilton School District as an additional insured for the amount 

 of no less than $2,000,000 (including injury to persons and damage to property)?  

B. Rental Usage Agreement  

Company Name___________________________ Your Name______________________________________ 

Phone Number_____________________________ Email____________________________________________ 

Show Date______________________________________ 

https://www.hamilton.k12.wi.us/hfac/events-calendar/C:/exacqVision%20Files
https://www.hamilton.k12.wi.us/wp-admin/post.php?post=29671&action=editC:/exacqVision%20Files
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Are you bringing props and/set pieces? 

A.  I do not have props and/or set pieces.  

B.  Yes, I have props and/or set pieces.  I understand that: 

 The loading dock must be used for the unloading and loading of all props and equipment in order 

to refrain from damage to the lobby and lobby entrance doors. 

 The HFAC loading dock is available only during the scheduled load in and load out time.  The  

lobby entrance will be used at all other times for staff and technicians.  

 My props and/or set pieces will be / have been fireproofed prior to arrival.   

Tickets and other important details: 

A. I am not selling tickets. 

B.  I am have sold ____tickets for my show.  (Please email ticket counts for all shows, if more than one show).  

 

A.  Tickets are for general seating. 

B.  Tickets are for reserved seating. 

 

A.  I am having a _____minute intermission. 

B. I am not having an intermission. 

 

A.  I am not selling concessions.  

B.  I am selling concessions, and the intermission will be at least 20 minutes.  I have read the concessions 

 guidelines.  

 

 

 

Will you have a videographer? 

A.  I do not have a videographer. 

B.  I have a videographer, and I have informed them that: 

 ...There is a dedicated loft space located behind the front-of-house position. 

 ...I have a contracted building access schedule, and they will not have access at any other time.  

 ...They will identify any audio and power needs, tables for display in the lobby, etc at least five 

days before their arrival.   They will provide their own cables, cords and equipment.  

 ...HFAC policies, and that I am completely responsible for their actions and equipment.  

 Company Name:_______________________ Technician Name:______________________________ 

Who is running your sound and lights?  

A. Hamilton Fine Arts Center staff 

B. I have hired my own technicians to run sound and lights, and I have shared the HFAC Usage and 

 Agreement Guidelines .  I understand that I am completely responsible for their actions: 

 Company Name:_______________________ Technician Name:______________________________ 

https://www.hamilton.k12.wi.us/wp-content/uploads/2016/11/Fire_Safety_Requirements_Summary_2013.pdfC:/exacqVision%20Files
https://www.hamilton.k12.wi.us/wp-content/uploads/2016/11/Hamilton_Fine_Arts_Center_Concessions.pdf
https://www.hamilton.k12.wi.us/wp-content/uploads/2016/11/Hamilton_Fine_Arts_Center_Concessions.pdf
https://www.hamilton.k12.wi.us/hfac/renting-the-hfac/non-district-groups/C:/exacqVision%20Files
https://www.hamilton.k12.wi.us/hfac/renting-the-hfac/non-district-groups/C:/exacqVision%20Files
https://www.hamilton.k12.wi.us/hfac/renting-the-hfac/non-district-groups/C:/exacqVision%20Files
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