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Department of Media Services 
Bush Chapel Production Form 

Event: 
 
Event Coordinator: 
 
Event Sponsor:      
                                                          If Event Coordinator  is not an employee of Southeastern University 
 
Event Date (s): 
 

Event Load in Date & Time: 

Event Time (s): 

Phone #: 

All productions/events held in the Bush Chapel must submit this form completed no later than 14 days prior to the 
event.  Any  Production/event that does not submit the following form is not guaranteed support from the Media Ser-
vices Department. Submitting this form does not guarantee services or equipment for your event. This form is meant to 
inform us of the specific needs for your event, upon approval of your event you will receive a follow up phone call to  
confirm all your needs are covered within this form. A conformation e-mail will be sent to confirm you of your reserva-
tion.  
 

Sound: 

Lighting: 

Video/PowerPoint: 

Chapel Theatrical Lighting   
    

 
Haze/Fog  

 ($15.00 Fee) 
 

Phone #: 

 Band Event  
 (Please fill out backside section under Band rider) 
 

 Wireless Microphones        Quantity_______     
 (Maximum of 8 mics. before requiring outside rental. Note that we will charge for batteries used during event.) 
 

 Specialty/Rental  
 (Please fill out Rental section of backside of this form. Also note all specialty and rental equipment are subject to                 

availability.) 

Please Note the following are the only supported video formats: 
 
 DVD   VHS   SVHS   DVCAM (32 min only) 
  
 Mini DV  PowerPoint  DVD-R, DVD+R  
       (Please note that not all burned DVD’s  
       play correctly so plan time for testing) 

Signature:______________________________________________________________                     Date:____/_____/________ 
 
E-Mail:___________________________________________ 

Please read the following section and  initial stating that you agree with all policies .  

Created  6.11.07 

Please Print 



 

 
1 0 0 0  L o n g f e l l o w  B l v d . ,  L a k e l a n d ,  F L  3 3 8 0 1  P h o n e :  8 6 3 . 6 6 7 . 5 1 5 6     F a x :  8 6 3 . 6 6 7 . 5 2 0 0  

Band Rider: 
 

Please list all instruments and vocal microphones on the table below. Also indicate if each band 
member prefers monitor wedge or Aviom in ear system.  If you have more than 24 inputs please    
attach a separate input list. 

Rental Equipment: 
 

(Please note that Media Services is not responsible to pay for any rental equipment for your event. This section is for production related 
rentals i.e.. Foggers, wireless mics, etc.. It is not for tables chairs and other event goods. No items will be reserved until a purchase order 
has been entered and turned over to Media Services.) 

 
Item:          Qty:   Price Per:   Total:            . 
1.________________________________________________________________________________________________________
2.________________________________________________________________________________________________________
3.________________________________________________________________________________________________________
4.________________________________________________________________________________________________________
5.________________________________________________________________________________________________________
6.________________________________________________________________________________________________________ 

Chapel Stage 

Input Instrument/
Vocal 

Monitor Aviom DI Box 

1 Lead Vocal √   
2     
3     
4     
5     
6     
7     
8     
9     

10     
11     
12     

Input Instrument/
Vocal 

Monitor Aviom DI Box 

13     
14     
15     
16     
17     
18     
19     
20     
21     
22     
23     
24     

Please fill in the stage plot using the key to the right of the plot, indicate instruments by simply 
writing the name (i.e. gtr, keys, bass, a. gtr, drums etc.) 

Back Wall 

Front of stage 

 

Microphone            O 
   
Aviom In-ear           AV 
   

Mon. Wedge           W 
  
Straight Stand 
  
Boom Stand 

KEY 


