
Auditorium Event Set Up -Custodial Date Received

Day, Date and Time of Event _

Name of event

Contact person for event: _

Phone and email of contact person: _

Events Coordinator's signature _

Business office signature _

Please fill in and check off what applies to your event

Table: Center of stage" ----, Side of stage _

Number of chairs with table on stage _

Wooden podium on stage _

# of tables outside of auditorium entrance _

# of chairs outside of auditorium entrance

Other?



Atrium Set up - Custodial
Please fill in diagram on back for how you want your set up

Date Received

Day, Date and time of Event _

Name of event

Contact Person: _

Phone: E-mail :

Events Coordinator's signature _

Dean or VP' signature as required _

We currently have the following equipment available:
2 podiums, 22 tables, 107 chairs, 28 easels

Date

Date _

Please list below what you need
Number of Podiums -----
Number of chairs

Number of tables ---------
Number of easels

Atrium Set up - IT
Please fill in diagram on back for how you want your set up

Date Received _

Day, Date and time of Event -------------------------------
Name of event

Contact Person:

Phone: E mail:

Events Coordinator's signature Date _

Business Office Signature Date _

(Microphones may only be used in the atrium between 12:15 -1 :15 Monday - Thursday)

Cordless microphones:
# on stand # on podium _

Regular microphones:
# on stand # on podium _

#on table

#on table
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Event Name:

Presenter:

Main Cantact Na.:

e-mail:

Event Date:

Request for AN Set-up

Time/Length:

AN Caardinatar: Bryan Gibbs
Phane: 510-981-2873

bgibbs@peralta.edu

Amount Available
ItemQuantity

2

Hand-Held Wireless Mic -- Auditarium anlyCircle anly ane:

2

Wireless Lavaliere -- Auditarium anly2 hand-held2 lavaliers1 hand/1 lavalier

3

Lavaliere w/statians LocationSet-up Mic/Lecturn.8
Vacal Mic Circle as needed (see map):(shawn as stars)

1

16 Channel Mixer Atrium: #1#2#3Mic:abc

1

8-channeISelf-PoweredMixer
Student: #1#2#3Lecturn:with 2 speakers

. 1 set

Self-poweredSPeakers
a

bcw/built-inCD and mic inputs
1 set

Single Self-poweredSpeakers
Stage Lecturew/mic input -----------------------------------------------------------------------------------8 Tri-pad Mic Stands Hand-Held Wireless (chaase ane ar two. areas anly):

4

Round-based Mic Stands abcdefghk

8
Table-tap Mic Stands 8m-58 (depending where, will need wires tacked dawn):

1

Partable Lectern abcdefghk

5

Televisian Sets'" Lectern:

3

Flat Screen Manitors'" abcdef

3

Over Head Projectars'"

5

DVDNCR Deck'" "'placement will be at the discretian af a/v persanal
depending an space, no.s.af requested items, and if screens4

Data Prajectars'" and/ar laptaps are needed.
1

Digital Presenter'"

...
need assistanceo far set-up and break-dawn anlyo thru-aut entire event

Performances -- should request at least two weeks ahead. At least one week prior to performance, a face-to-face meeting (about 1hr+) is necessary for optimal service. Depending on complexity of set-up, should be at site3hrs+ before show time.Lectures and Recitals -- should request two weeks ahead. On day of, please meet on-site 1hr+ prior for set-up.If your set-up differs from designated areas already established, please use the blank diagrams at thebottom of page.***For video-tapina event, contact
, Brvan Gibbs for details.

Autharized By:
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