Space RequestPRIVATE 

Cultural Affairs Division
Theater: 703-228-1850 • Rehearsals/etc.: 703-228-1838

CAD Office Email: FMonitors@arlingtonva.us
· This form is for requesting (theater) or (rehearsal/audition/meeting/scene shop) space only.

· Please separate (theater requests) from (rehearsals, auditions and meeting requests); and don’t combine productions on one form.

· Return this form by emailing it back to Ryan Fountain Facilities Manager @ RFountain@arlingtonva.us
· Please help us by filling out ALL areas of this form as indicated.
This request is for (check only one): _____ Theater    _____ Rehearsals/Auditions/Meetings 
_____ Any other space


Organization:  


_______


  Date of Request: 


Planned Cast/Meeting Size:   

  ​​​​


Production: 
  





  Contact Person for this Request: 





_


Home Phone:   
__________           Work Phone:

___________

Email:


____________

        
Space Requested: Choose One
       FORMCHECKBOX 
 Theatre on the Run  FORMCHECKBOX 
 Rehearsal Room
    FORMCHECKBOX 
 3700 Dance Studio     FORMCHECKBOX 
 Meeting Room
   
 FORMCHECKBOX 
 Gunston Theatre 1   FORMCHECKBOX 
 Gunston Theatre 2      FORMCHECKBOX 
 Gunston Dance Studio
 FORMCHECKBOX 
 Thomas Jefferson  FORMCHECKBOX 
 Scene Shop
(Right Click  FORMCHECKBOX 
 “square” then Properties then click “checked” to input a X)

	Date: Use a series
	Type: Auditions, Rehear.,
	Time In: Time you
	Curtain Time:
	Time Out:
	Equipment
	Confirmation #
	Confirmation 

	of dates for events
	Load-in, Perf.,
	need into 
	Time perf.
	Departure
	Needs
	EMS, ResSched, RecTrac 
	Date

	 
	Strike, and Meetings
	the space
	begins.
	Time
	Piano, etc.
	Staff Use Only
	Staff Use Only

	Start Date:
	End Date:
	
	
	
	
	
	
	

	
	
	Recurrence? Yes or No
	Set Days: SUN, MON, TUES, WED, THURS, FRI, SAT
	Additional Notes:

	Start Date:
	End Date:
	
	
	
	
	
	
	

	
	
	Recurrence? Yes or No
	Set Days: SUN, MON, TUES, WED, THURS, FRI, SAT
	Additional Notes:

	Start Date:
	End Date:
	
	
	
	
	
	
	

	
	
	Recurrence? Yes or No
	Set Days: SUN, MON, TUES, WED, THURS, FRI, SAT
	Additional Notes:


PRIVATE 
Staff Use Only

Date and Initial for Each Step Tech Unit/Fac. Mgr.:


   Date Received:

             
   Returned to Group: ( Call  ( Email
