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VENUE APPLICATION (OFA)

NAME OF PLAY/PRODUCTION:  

DIRECTOR(S):

PRODUCER(S):

Scheduling preferences

Please carefully check with your key production personnel in considering all of your scheduling possibilities.

Location: (choose one)

	
	ONLY New College Theater (NCT)
	
	ONLY Agassiz Theatre

	
	prefer NCT; would accept Agassiz
	
	prefer Agassiz; would accept NCT


For details about the specifications of each space, see “Considering the Right Venue” section in the Operational Guidelines.
CALENDAR: 
Theatrical productions are typically required to have an entire week dedicated to load in prior to any scheduled performance. That is, a performance schedule spanning one week requires a two week residency and a performance schedule spanning two weeks requires a three week residency. The latter will be entertained only under special circumstances. 
In some circumstances, a one week residency inclusive of load in, tech and performances will be granted. This alternative is reserved for smaller scope productions with little to no set or technical requirements. Note these scheduling scenarios: 
CALENDAR NOTES for Fall 2010:
Wed., Sep. 1: Spring term classes begin

Mon., Sep. 6: Labor Day

Sep. 7-10: Common Casting

Oct. 22-23: Head of the Charles
Nov. 25-28: Thanksgiving Recess

Dec. 3:  Classes End

Sat., Dec. 4-Sun, Dec. 12: Reading Period

Mon., Dec 13-Sat, Dec. 18: Exam Period

Wed., Dec. 22: Winter Recess begins

ONE WEEK RESIDENCY for a smaller scope project

Week 1:
Sun - Changeover/Load-In (evening)
Mon - Load-In/LX & Sound Focus (evening)
Tue - First Tech (evening)
Wed - Second Tech/Run Through (evening)
Thu - Opening Night (evening)
Fri - Second Performance (evening)
Sat - Third/Fourth Performance (matinee & evening)
Sun - Fifth Performance/Changeover/Strike (matinee & evening) 

TWO WEEK RESIDENCY 

Week 1:
Sun - Changeover/Load In (evening)
Mon - Load-In (evening)
Tue - Load-In (evening)
Wed - Load-In (evening)
Thu - Load-In/Paper Tech/Sound Focus (evening)
Fri - Load-in/ LX Focus (evening)
Sat - First Tech (all day)
Week 2:
Sun - Second Tech w/Costumes (all day)
Mon - Third Tech w/Costumes and Run Through (evening)
Tue - Forth Tech/ Second Run Through (evening)
Wed - Opening Night (evening)
Thu - Second Performance (evening)
Fri - Third Performance (evening)
Sat - Fourth/Fifth Performance (matinee & evening)
Sun - Sixth Performance/Changeover/Strike (matinee & evening)

THREE WEEK RESIDENCY
Week 1: Same as two week residency
Week 2: Same as two week residency minus strike
Week 3:  Mon, Tue – Dark, Wed-Sun - Performances/Changeover/Strike 

Time Frame: 
Please check the scenario (insert an "X") that applies to your project. If more than one scenario is feasible, please number by order of preference:  

___ One week residency for small scope project

___ Two week residency for a one week performance schedule

__ _ Three week residency for a two week performance schedule

Please use numbers to indicate all possible residency weeks, in order of preference. Note that unshaded weeks are available; shaded weeks have scheduled activity.
· If you are interested in both venues, be sure your numbered priorities include both space and scheduling factors, e.g. if your priority is to request Oct. 4-10, mark “1” next to that week for your first choice venue and “2” next to that week for your second choice venue. 
· For multi-week residency, use the same ranking number on all weeks. (For example, if you are interested in Apr. 19-25 and Apr. 26-May 2 as your first choice, place a “1” next to both of those weeks.) 
· Place an “X” next to any production week for which the production should NOT to be considered. If you are not interested in a certain venue, place an “X” next to all weeks for that venue.
	Preference Rank 
	New College Theater 
	  
	Preference Rank 
	Agassiz Theatre 

	
	Sep. 6-12 (Common Casting)
	  
	
	Sep. 6-12 (Common Casting)

	
	Sep. 13-19
	  
	
	Sep. 13-19

	
	Sep. 20-26
	  
	
	Sep. 20-26

	
	Sep. 27-Oct. 3
	 
	
	Sep. 27-Oct. 3

	
	Oct. 4-10
	
	
	Oct. 4-10

	
	Oct. 11-17
	
	
	Oct. 11-17

	
	Oct. 18-24
	
	
	Oct. 18-24

	
	Oct. 25-31
	
	
	Oct. 25-31

	
	Nov. 1-7
	
	
	Nov. 1-7

	
	Nov. 8-14
	
	
	Nov. 8-14

	
	Nov. 15-21
	
	
	Nov. 15-21

	
	Nov. 22-28 (Thanksgiving)
	
	
	Nov. 22-28 (Thanksgiving)

	
	Nov. 29-Dec. 5
	
	
	Nov. 29-Dec. 5

	
	Dec. 6-12
	
	
	Dec. 6-12

	
	
	
	
	


PROPOSED BUDGET: 

	
	Production Expenses

	
	Set supplies


	
	Props/Paint

	
	Costume construction/rental

	
	Dry Cleaning

	
	Royalties

	
	Script and/or Music rental

	
	Fees for Guest Artists/ Directors/ Professional Training*

(e.g. choreographer, combat coach, music director, guest designers)

	
	Lighting Rental (Instruments needed in addition to those in venue)

	
	Publicity:

	
	Press Release

	
	Ads

	
	Posters/Flyers


	
	Photography

	
	      Other publicity:  400 (script deposit) 300 (sound)

	
	Copying

	
	Programs

	
	Opening Night Party

	
	Police Coverage

The Office for the Arts and Harvard College require that a Harvard Police Officer be present for all public performances. Productions will be billed according to actual use. Multiply number of performances x $185 per shift (minimum and average shift is four hours; if additional hours are needed, extra charges will apply).

	
	Piano Moving

Re: Agassiz Only. The cost for moving the Steinert Baby Grand that is housed in the Horner Room is $600 round-trip; possibly more if a weekend move is involved.



	
	Other expenses (please describe):

	
	TOTAL PRODUCTION EXPENSES




* Proposals for Guest Artist funding should be sent in advance, under separate cover, to Jack Megan, Director of the Office for the Arts at Harvard, 74 Mount Auburn Street (megan@fas). Highlights of the proposal should be included in the “Summary” section of the application form.
Funding/ Income Sources

	
	Funding Sources Confirmed

Itemize confirmed income sources:

(for example, grants or funding provided by Harvard Foundation for Intercultural and Race Relations, Undergraduate Council, Ann Radcliffe Trust, etc.)

	
	Confirmed Source 1:

	
	Confirmed Source 2:

	
	Confirmed Source 3:

	
	TOTAL of Funding Sources Confirmed



	
	Funding Sources Expected but Unconfirmed (Do not include requests for OFA Funding, Grants or Production Subsidies, in this section)

Itemize unconfirmed income sources:



	
	Expected Source 1: 

	
	Expected Source 2: 

	
	Expected Source 3:

	
	TOTAL of funding sources Expected but Unconfirmed



	
	Estimated Ticket Income

# _______  of audience members X  

# _______  of performances X 

$ _______ average price per ticket

(Consult with Jason Govostes at Harvard Box Office; be sure to account for HBO handling fees.)



	
	TOTAL of Estimated Ticket Income




BUDGET SUMMARY

	
	Confirmed Funding Sources



	
	Expected, But Unconfirmed Funding Sources



	
	Estimated Ticket Income



	
	TOTAL FUNDING/INCOME SOURCES: add three entries above



	
	TOTAL PRODUCTION EXPENSES from above list



	
	OFA PRODUCTION SUBSIDY REQUEST:  If your funding/income sources do not cover production expenses, you may request a production subsidy from the OFA to balance your budget.

· Profits from Harvard Student Group shows are to be used to first repay the production subsidy, then go to the group’s account.

· All profits from Independently Produced shows are returned to the Production Subsidy fund.

· Individual students are not allowed to retain ANY profits from a show.

· Shows receiving an OFA Production Subsidy are not eligible to also receive an OFA Grant.
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