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Request Form 
REQUESTS MUST BE SUBMITTED TWO WEEKS IN ADVANCE OF THE EVENT DATE TO ALLOW FOR SCHEDULING OF 

STAFF AND EQUIPMENT. FAILURE TO DO SO MAY RESULT IN REQUEST NOT BEING FUFILLED. 

SUBMISSION OF THIS FORM IS NOT AN AGREEMENT OF HIRE. ALL REQUESTS ARE TENTATIVE UNTIL THE MANAGER 
CONFIRMS STAFF AND EQUIPMENT AS AVAILABLE. 

 

Today’s date:_____________ 
 
 

Contact Info 
 

  

First Name: Last Name: 

  

PSU E-mail: Primary Phone: Phone type: (Check one) 

                              Cell      Land Line 

Name of Club/Organization/Office: Position: 

  
 

 
 

Event Info Please Print Clearly or Fill Out Electronically 
 

Event Date:  Preferred Setup: * Sound Check: (If needed) 

    

 Event Start: Event End: Tear down: (If later than event end) 

                                CB                                CB  

Event Name: Location: (building and room) 

  

Type of service requested: (Check all that apply) 

 Audio (Speakers, mixer, microphones)     Background Music     Mood Lighting     Illumination Lighting     Accent Screens 

 Theatrical Lighting (9 Sutherland Only)     Still Photography**     Videography**     Pipe & Drape***     Dance Floor***     

Type of event: (Check all that apply) 

 Lecture     Background Music     Theatrical Performance     Student Performance     Professional Performance     Live Concert 

 Other:___________________ 

Have You Placed Requests With Other Departments: (Check all that apply) 

 Video/Computer (Requires contacting IMS/CNS)     Staging (Requires contacting maintenance - Lares 108 & Café Only) 
 

 
*Actual setup time will vary depending on services requested, type of event, equipment used and staffing availability. 
**Only raw footage can be provided. 
***Additional staff and time are required.
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Event Setup Please Print Clearly or Fill Out Electronically 
 

Please provide a brief description of the set up in writing and/or in drawing.  

 

 

 

 

 

 

 

 
 

 
 
 
Your Responsibilities: 

 To request and secure power and table for production needs at the event from maintenance. 

 To provide the Technical Rider from the performer’s agency if contracting a performer. 

 To provide details and/or changes to the event at least one week in advance. 

 To meet with a member of Lion Productions to review details of your event (if needed). 

 To indicate if more formal attire would be preferred. 
 

 

*Trained Lion Productions Team Members and trained Leap Back Stage Crew have the sole permission to use the 
equipment owned by The Office of Student Life. Those not trained are not authorized to handle any of the 

equipment unless explicitly directed to do so by a trained Team or Crew Member. 

 
 
 

Event Organizer’s Signature:_______________________________________________    Date:_______________ 

 
 
STAFF USE ONLY: 

Approved On:  

 

Event Level:  

Staffed Assigned:  
 

LP Manager Approval: 

LP Supervisor Approval: 
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