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Theater Use Request Form 

Company / Organization Name: _______________________________________________________________  

Contact Name:   ___________________________________________________________________________  

Contact Billing Address:   ____________________________________________________________________  

City:  _________________________  State:  __________________  Zip:   _____________________________  

Phone Number:  __________________________  Cell Number:  ____________________________________  

Email Address:   ___________________________________________________________________________  

Non-Profit:   �   Yes    �   No *Please provide proof of non-profit status 

Event Title:   ______________________________________________________________________________  

Load In Date: _____________________________ Load Out Date:   __________________________________  

Description of Event:   ______________________________________________________________________  

Show Dates/Times: _________________________________________________________________________  

************************************************************************************************** 

AUDITORIUM NEEDS—ONSTAGE (please indicate number needed): 

�  Podium _____   �   Tables _____  �   Chairs ______  �   Other ____________________________________  

SOUND:  Microphones:  �   Podium_____   �   Table_____  �   Floor_____  �   Traveling_____   �   Piano___ 

LIGHTING:_______________________________________________________________________________  

SPECIAL PROVISIONS:  ____________________________________________________________________ 

__________________________________________________________________________________________ 

MULTIMEDIA NEEDS  

□ Projector connection for your laptop - must have HDMI connection
□ If MAC, you must bring your own adaptor
□ Sound System connection - Laptop
□ Internet connection - Laptop
□ Projection for PowerPoint or movie file
□ Projection for DVD

NOTE: Due to all the different formats available, you must provide us with the proper formats of media you plan on using, 

either on a USB drive or DVD, at least 2 hours prior to your event's starting time.  

NOTE: Fog, haze, snow machines, confetti, loose glitter or helium balloons are not allowed to be used.
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LOBBY NEEDS (please indicate number needed): 

�   Tables ________   �   Chairs _____   �   Other _______  

 

 
*Fair Lawn Community Center Regular Hours: 
Monday through Friday - 7:00 a.m. to 9:00 p.m. 
Saturday - 9:00 a.m. to 9:00 p.m. 
Sunday - 9:00 a.m. to 5:00 p.m. 
 
*Shows in the theater are permitted to run beyond the hours listed above by request and with approval.  
 
**The theater and atrium will close 30 minutes after your show ends. Please feel free to use the outdoor 
walkway if additional time is needed with your guests. 
 
***Theater technicians are only able to work 7 hours per day and will need pre-approval if more hours are 
requested. Additionally, technicians require a one-hour break for every 7 hours worked. Please adjust your tech 
time to accommodate these requirements.  
 

Use of Facility Sound/Light Tech 
Date Use Start Time **End Time No. Hours Start Time End Time Tech No. Hrs. 

  Load in, Shows, Rehearsals 
The times that you will enter and 
leave the theater.  

***Please see note above before 
scheduling tech hours.  

                
                
                
                
                
                
                
                
                
                
                
                
                
                

 
 

*********************************** For Office Use ONLY *********************************** 

Date Received: _____________________________  Contract Prepared:   ______________________________  
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Theater Rental Fees (As of October 21, 2025, subject to change) 

 

Standard 
Nonprofit or 
Government 

Community 
Theater in 
Resident 

Minimum 
Rental 

Theater (per hour)  
(minimum of 3 hours) $200 $110 Per Contract 3 Hours 
Theater Atrium (per hour) 
(minimum of 2 hours) $100 $90 Per Contract 2 Hours 

Theater (Daily) $1000 $500 Per Contract 

In accordance with 
posted Community 
Center hours. 

Theater Atrium (daily) $475 $475 Per Contract 2 Hours 
Sound/Light Tech    (per hour) $50 

 
1-hour break required 
for every 7 hours of 

tech. 
 

Tech time beyond 7 
hours: $75/hr. 

$50 
 

1-hour break required 
for every 7 hours of 

tech. 
 

Tech time beyond 7 
hours: $75/hr. 

Per Contract 1 Hour 

Baby Grand Piano  $150  $150 Per Contract  
 

A maintenance fee of up to $40 an hour will be charged for each use. 
 Standard Nonprofit or 

Government 
Conference room  $175  $175  
Card room  $325  $325  
Art room  $475  $475  
Teen room  $325  $325  
 
Hourly Rates: Minimum Rental: Two Hours 
 

Standard Nonprofit or 
Government 

Community 
Theater in 
Resident 

Minimum Rental 

Conference room  $50  $40  Per Contract 2 Hours 
Card room  $80  $70  Per Contract 2 Hours 
Art room  $100  $90  Per Contract 2 Hours 
Teen room  $80  $70  Per Contract 2 Hours 
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