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CENTRUM



Centrum Production Service Request Form
Please Contact: Steven Best, Centrum Technical Director, (360) 385-3102 x129   

E-mail or Fax this form to:    sbest@centrum.org     Fax#: (360) 385-2470 


Please let me know if you Fax Form so I can look for it!



Notes to Client: 

·  You Must Completely Fill Out this Form in Order to Receive Technical Services

· E-mail is our preferred form of communication.
·  E-mail this form to: sbest@centrum.org 
Insert Cursor and Type:
Group/Organization:

Primary Contact:
Address: 

City/State/Zip:
E-mail:

Phone:
Cell:
Today’s Date:  

Event Date(s):
Best Method / Time to Reach you:
Fort Venue (Pavilion, Wheeler Theater or list other…):

Type of Use (meeting, performance, etc…):
You Must Completely Fill Out the Sections Below to Receive Technical Services: 
Just Insert Cursor and type .
1. Specific Equipment Needs: (If you are unsure of your specific needs, please email a description of your event and budget and we will make a quote for you)
2. Describe your event.  (Quick Overview / General Event and Plan)
3. Describe Lighting Needs: (i.e. General Wash, Specials, Follow Spots (if Available)
4. Describe Sound Needs: (i.e. Announcement Mic w/Podium, Audio Package #, or a Custom Package (describe for what purpose to be used and how many channels) 
5. Staging Needs:  If we are building a stage for your event; You must approximate the desired stage dimensions, (we use 4’x 8’ Staging Lids)  Please Provide a stage plot (via e-mail or fax) Make a simple Drawing containing specifics: gear placement, chairs, mics, people, etc …) 
Important Note; if you have not contacted Fort Worden to reserve your venue, please do so at your earliest opportunity. The Sales department can be reached at (360) 969-7835. Centrum is not able to reserve your venue for you.

