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McMahon Memorial Auditorium

P.O. Box 522, Lawton, OK 73502          Ph: 580-581-3472          Fax: 580-581-3473          www.cityof.lawton.ok.us/mma

TECHNICAL REQUIREMENTS SHEET

In order to better serve you we need the following information about your event.  Please read each question carefully and provide us with detailed instructions.  This information is used to determine necessary staffing to help ensure a successful event.  We must receive the completed form in our office at least ten (10) days prior to the event.

Event Title: _______________________________________________________________________________________________________

Day and Time of Event:______________________________________________________________________________________________

Requested Days in Auditorium: ________________________________________________________________________________________

Business Name / Organization: _______________________________________________________________________________________

Certified Non-Profit Organization:  _____Yes (please provide documentation)         _____ No  

Address:  ________________________________________________________________________________________________________

Contact Person: _____________________________________________  Phone: _____________________ E-mail: ____________________

Is this a ticketed event?  _____ Yes  _____ No   
 General admission: _____      OR 
 Reserved Seating: _____

Event open to the general public: _____ Yes  _____ No

Admissions: _____ Yes  _____ No
 Donations:  _____ Yes  _____ No      Will McMahon Auditorium print your tickets? _____ Yes   _____ No  

If yes, please list the information to go on the ticket: ___________________________________________________________
Please state ticket price and any discounts.  If discounts are given, please note restrictions (i.e. age to qualify for senior discount):  

__________________________________________________________________________________________________________________


__________________________________________________________________________________________________________________


List ticket outlets:  _________________________________________________________________________________________________

If advance tickets are not for sale at the auditorium ticket office, please list a phone number for ticket reservations: ______________________

Listing for marquee (space is limited and auditorium staff reserves the right to abbreviate/alter as necessary):  

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  _ _ _ _ _ _ _ _ _ _ _  _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  _ _ _ _ _ _ _ _ _ _ _  _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  _ _ _ _ _ _ _ _ _ _ _  _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  _ _ _ _ _ _ _ _ _ _ _  _ _ _ _ _ _ _ _ _ _ _ _ _ _

Recording devices are not allowed in the auditorium without prior written permission from the lessee.  Do you give all audience members permission to use recording devices, such as photo cameras, video cameras and/or tape recorders?  _____ Yes     _____ No 

_______________________________________________________

______________________________________________

Signature







Date

Will you have the event professionally recorded?  _____ Yes  _____ No

Will you remove all property from the premises at the conclusion of the event?  _____ Yes  _____ No

I request permission to remove property from the auditorium on _____________ (Date) at ____________ (Time).

Approved:  _____ Yes  _____ No

By:  ___________________________________________
___________________________  

        Auditorium Staff




Date

TECHNICAL NEEDS

Follow Spotlights: 
 _____ Yes  _____ No    _____ 1  _____ 2
 
Curtains:

_____ Yes  _____ No

Dressing Rooms:     
_____ Yes  _____ No     _____ 1  _____ 2     
Tables in lobby:

_____ Yes  _____ No   # _____

Green Room:

_____ Yes  _____ No



Internet Connection:  
_____ Yes  _____ No

Steinway Grand Piano:
_____ Yes  _____ No 
If yes, tuned by when? _____________

Upright Piano:

_____ Yes  _____ No
If yes, tuned by when? ______________

Marley Dance Floor:
_____ Yes  _____ No 
_____ Grey     _____ Black 

Risers:


_____ Yes  _____ No 
# _____ 

Size:  _______
Location: ________________________________
Please attach diagram on a separate sheet.  

Monitor Speakers:
_____ Yes  _____ No


Microphones:  Please list how many and type: _________________________________________________________________________

CD Player:  _____ Yes  _____  No    

PLEASE NOTE:  If you bring self burned CDRs – burn them at the lowest speed! Use Music Audio CDRs and bring two copies and have your originals available.  Do not enhance the bass on  your recorded CD’s.

Video Screens & Projectors (HL & HR):   _____ Yes  _____No
DVD Player:  _____Yes  _____No

Laptop inputs (mini audio plug & VGA video):  _____ Yes  _____No  (Laptop not provided)

Control from:  _____ Backstage  _____Back of House

PLEASE NOTE:  If you bring self burned DVDs – burn them a t the lowest speed!  Bring two copies.

Security Guards:
           YES
# _____  (Auditorium staff will determine security requirements within its sole   

  discretion)

Do you need event staff?  

Ticket Seller:

_____ Yes  _____ No
# _____

Ticket Taker:

_____ Yes  _____ No 
# _____

Ushers: 

_____ Yes  _____ No 
# _____

If special stage set up (i.e. podium, chairs) is required, please list here (if necessary, attach drawing): __________________________

________________________________________________________________________________________________________________

________________________________________________________________________________________________________________

Will you bring in a professional sound company?
_____ Yes  _____ No   Name of Company: __________________________________

Please attach any technical riders that you have for your production and please attach any other requirements that you may have that are not listed on this sheet. 

____________________________________________________________________________________________________

SCHEDULE

Day/Date:      _________________________
What time do you need access to the stage/dressing rooms?   ________________      

 What time do you need access to the lobby? ____________________

Will there be a rehearsal?   _____ Yes     ______ No

If yes, what time?  _________________  


Approx. how long?  ________________
What time do you want the lobby doors opened?  _______  

What time do you want the doors to the seating area opened?_______

Event Start time: ______________________________

Will there be an Intermission?  _____ Yes  _____ No  
At what time? ________   Approx. how long:  __________

Will you set up for concession sales?  _____ Yes   _____ No     What items will you sell? _____________________________

(Please note that the beverage and food concession is owned and operated by the McMahon Auditorium Authority

What time do you expect the event to end? ____________________________________________________________

What time do you expect to clear the building?   ________________________________________________________

Request made by:  _________________________________________________________________     
_______________________



     Signature








Date
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