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EVENT INFORMATION FORM 
NOTES & PROCEDURES 
 
 
 
Scheduling 
 If your dates and times will not fit on our schedule page or you have special or unusual scheduling 
please supply detailed calendar, or print multiple copies of the schedule page. For performances it is standard 
for us to open the lobby one hour before the show and then the house at least a half hour before the show (45 
minutes for shows with more than 600 tickets sold). If you need this to be different, please let us know. For 
concert packages you must schedule a 45-minute break for dinner at two hours before the show. Shows on the 
same day must have three hours (or one hour for school show) from the end of the first show to the start of the 
second. All rehearsals must include a 45-minute break every four hours. Tech rehearsals include technical staff 
and use of lights, sound, etc. Basic rehearsals are only an empty stage and one staff member to babysit the 
building. Rehearsals are limited to 150 people and there can be no audience. 
 
 
Ticketing Information 
             Our ticketing system uses a bar code system for access. For this reason, all tickets must be printed via 
the Strand Theater.  If we are selling your ticket, a $4 box office service fee will be added to the prices you list   
For ticket prices under (and including) $35, the only charge is the service charge paid in full by the ticket 
purchaser. For tickets over $35 to (and including) $70, an additional $1 per ticket sold will be added to your 
final bill. For every $40 range over $70, an additional $1 will be charged to your final bill for each ticket sold. 

Our age range for children is 14 and under, and for seniors is 65 and older; neither can be changed.  
Any tickets that are printed for you will have only the full (adult) price on them for the section it is in. You 
will get only one ticket per seat. If you lose tickets we cannot reprint them for you. Any discounts are off the 
full ticket price and do not include the service fee. You may set up additional discount codes; please remember 
it can take up to 7 business days to set up the codes. 
            We do not recommend general admission because of the layout of our theater. We cannot block off any 
rows, and all sections must have the same pricing type. If you wish to have general admission, please check 
off the general admission box and fill in the pricing on the first row only! General admission shows can sell 
only 900 tickets. The Strand reserves the right to insist on your show using assigned seats if we feel the show 
warrants it. 
          In order for the Strand to list your show in our advertising, we can allocate only 350 tickets for you to 
sell and they must be spread evenly throughout the theater and in full row blocks. Additional tickets may be 
printed at a cost of $1 per ticket (minimum 25). All tickets printed for outside sale will have the company’s 
name as purchaser, and full ticket price; these tickets cannot be sold by the promoter before the tickets are 
received from the box office. All tickets will be printed in full row blocks.  One business day lead time is 
required for up to 100 tickets, 3 business days for more than 100. We will accept and hand out your will-call-
day-of, but they must be separated into envelopes with the purchasers’ names on them. Comp ticket requests 
received day-of must be in the form of “person’s name + additional tickets.” No picking of seats may happen 
day-of. 
          If we are printing all of your tickets, you will be notified when the tickets are ready for pickup. Tickets 
will not be printed or sold until after two (2) signed copies of the Theater Rental Agreement, two (2) signed 
copies of the House Rules,  20% first payment of estimated bill, and correct Certificate of Insurance have all 
been received. It will generally take 7 business days from the go ahead to either print your tickets or have the 
show set up and ready go on sale. 
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Technical Information 
            Some services may incur extra costs. The Strand does not guarantee the availability of any equipment 
or rooms for any given date. Whenever possible, you will be notified of extra cost in advance. Your signing of 
a contract with an artist does not bind the theater to supply the needs of that contract. The Strand reserves the 
right to refuse any item or person that is warranted unsafe or is not compliant with Strand operating policies. 
Total crew numbers are at the sole discretion of the Strand management.  All Strand equipment must be 
operated by Strand employees. 
            We must be provided with a set list, script, or run order of the show/event. If at all possible, please 
have someone who knows the show standing stage right. All scenery and equipment must be removed 
immediately after the show.  Please include your load-in/load-out needs on the schedule page. Please send us 
any riders or additional information you may have. 
            We have a repertory plot of lights. We can re-color and focus for some shows. Please let us know what 
your needs are and we will do our best to meet them. Extensive changes may incur extra fees for both setup 
and restore. 
 
Recording 
If you are selling audio or video, you must attach a written release from artist or a copy of the notice posted to 
all cast members. Recording of any type, (still camera, video, or audio) is not allowed by audience members 
unless otherwise agreed upon and proof of artist and cast release is presented (especially for cast members 
under 18 years old). Any video or recording companies must be at the theater at least two hours before the 
show and set up at least one hour before the show.  Placement of any equipment is at the sole discretion of the 
Strand management. At no time do we allow flash photography.  
 
Merchandise Information 

We do not allow the sale of balloons, stickers, food, or liquids (including liquor).  Maximum two 
tables in lobby, space permitting – all other tables will be in gallery and will incur gallery rental costs. House 
take is 10% or $50 per table (whichever is greater) for all sales performed at the Strand, unless nonprofit 
501c3 form is attached. The Strand reserves the right to deny sales at our discretion. The Strand reserves the 
right to sell its own gift shop items and conduct a 50/50, although we will attempt not to overlap your sales.       
           You must have and send us copies of any appropriate licenses for doing games of chance, and any 
games must clearly state who is benefiting from the proceeds. If for any reason you feel that the Strand having 
its concession stand, bar, or gift shop open is inappropriate for your event, please attach a letter stating why 
along with this rental form. You may be charged for any potential income lost. 
 
Gallery Information 
The lobby, bathroom, and the gallery room itself are part of the standard gallery rental. Use of the kitchen and 
dressing rooms may incur extra cost. You or your caterer is expected to clean up after your event; not doing so 
may incur extra costs. Room availability, entry, and access control may depend on other events and are at the 
discretion of the Strand staff. The gallery is not included with theater rentals; however the theater may open it 
up at its own discretion for use as an extended lobby or for access to the bathrooms. If you wish to use the 
gallery in conjunction with your event you must keep the availability of the bathroom open during 
intermissions. 
 
Subcontractors, Vendors, and 3rd Parties 
             Any subcontractors, vendors, artists, or 3rd parties that are not your employees or volunteers must 
submit their own insurance rider directly to the Strand before conducting any business. This rider must be for 
$1,000,000 general liability, naming the Strand as additionally insured and show proof of Workman’s Comp 
coverage. We recommend going to our rental.strand.org Web site and using one of the Strand Certified 
Vendors; these vendors already have this information on file with us. 
 

 


