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Ferst Center for the Arts
Rental Information Packet
Contact Information
Ferst Center for the Arts
at Georgia Tech

349 Ferst Drive
Atlanta, GA 30332-0468
www.ferstcenter.org
George Thompson, Director
Administrative Office………………404-897-2787
Administrative Office Fax………...
404-894-9864
Backstage………………………….
404-894-9867
Backstage Fax…………………….
404-894-1725
Box Office………………………….
404-894-9600
Box office Fax……………………..
404-894-0228

Client and Patron Svc. Manager: 
Chris Dreger 404-894-2787
Events Administration: 
Shani Howard 404-894-2787
Operations Manager: 
Jack Rogers 404-894-9867
House Manager:
Mary Holloway 404-894-9200   

Assistant Box Office Manager, Kristen Campbell
Marketing Director, Stephanie Lee
Ferst Center Information
The Ferst Center is a large performance venue that is professionally staffed.  In addition to rental rates, the Renter is responsible for paying for a standard hourly personnel package that usually carries a minimum cost of $1000 for events less than 4 hours in the theatre and $80 for events less than 4 hours in the galleries.

Theatre
1,150-seat multi-purpose performing arts facility, specially equipped for music, theatre, dance, film, and other large performance events.
Galleries
The Richards and Westbrook Galleries, located in the lobby of the Ferst Center, feature local and regional exhibits of visual arts.  The galleries also accommodate meetings, luncheons, and receptions. The galleries seat between 35 and 150 each depending on the requested configuration.
Campus Departments & Student Organizations

Campus Departments

All recognized Campus Departments may use the Ferst Center at no rental charge if the following conditions are met:

· The date is available and approved by the Director of the Ferst Center.
· The use is for academic purposes.

· Department must pay for all other costs associated with the Ferst Center, including but not limited to required labor, janitorial, set-up, etc. Note: Ferst Center Lighting, Sound, Followspot and AV Operators must be present when those systems are used. No exceptions.

· Campus Departments sponsoring off campus groups are responsible for the group meeting and all contract and policies and procedures for the Ferst Center. Campus Departments are not permitted to sponsor off-campus groups in order for those groups to avoid rental charges
Student Organizations

Only Student Organizations chartered by the Student Government and in good standing are entitled to use the Ferst Center for the Arts, and only if the following conditions are met:

· The student organization must be the presenter of the event and must be listed in this manner on any advertisement of tickets for the event. Student organizations cannot permit off-campus organizations to use the Center by requesting usage through the student organization.

· Student organizations must provide a campus organizational representative that will be present at all pre-production meetings and at all times when in the auditorium, i.e. rehearsal and performances. It is the responsibility of this representative to introduce him or herself to the Center’s Event Supervisor on duty for that event.

The student organization’s faculty advisor and Student Organization Advisor must sign the Permit Agreement.

Basic Usage Guidelines
· Rental fees for use of the Ferst Center facilities are on a “four wall” basis including a basic package as outlined in this packet.  Additional charges will be made for all personnel expenses, janitorial services, additional equipment usage, lighting, sound, and for move-in and rehearsal days other than on the day of performance. Ferst Center stagehands are required for operation of all stage equipment, sound, and lighting.  
· Rehearsal time, set-up time and breakdown time should be considered and included in all requests for Ferst Center reservations.  Please allow for orchestra shell, dance floor, sound and other staging set-ups, which may take some time to prepare. Janitorial Services cover bathroom clean-up, trash can maintenance, and floor cleaning. Janitorial Services are provided to the Renter at a charge of $250.00 per event/performance (no exceptions). Events with two performances on the same day will incur two Janitorial Service charges for a total of $500.00 (no exceptions).  The Renter is responsible for any clean-up above & beyond the basic Janitorial Services.
Comprehensive Fee Schedule

Facility Rental Rates

Theatre (rental of theatre includes theatre and 1 gallery)

	
	Non-Profit
	Commercial

	Less than 4 Hours
	$680
	$840

	4-12 Hours
	$220/hour
	$315/hour

	Full Day (6AM-Midnight Maximum)
	$2,100
	$3050

	Weekly (6 days)
	$10,500
	$16,800


Galleries

	
	Non-Profit
	Commercial

	Less than 4 Hours
	$265
	$370

	4-12 Hours
	$70/hour
	$100/hour

	Full day (12 + Hours)
	$735
	$1,050

	Weekly (6 days)
	$3,675
	$5,250


Standard personnel packages are required for all events in the Theatre or Gallery at an additional cost to the Renter.

Basic Usage Package for Galleries
Equipment included with Gallery rental: 
· Use of Lobby area (box office space in the Ferst Center used by Ferst Center box office staff only)

· Use of up to 150 chairs, (9) 6’ round tables, (6) 8’ rectangular tables, and (6) 6’ rectangular tables


* A set-up fee of $25 is charged for up to 40 chairs and 4 tables with an additional $25 


set-up fee for more than 40 chairs and 4 tables.


* Linens/Table Skirts are available at $14/table.

Personnel included with Gallery rental: 

· One Event Coordinator 


* A House Manager is required to be on site for all events at an additional cost of $25/hour 
(with a 4-hour minimum).

Basic Usage Package for Theatre
Facilities included with theatre rental: 
· Lobby area (box office space in the Ferst Center used by Ferst Center box office staff only)

· Auditorium seating area, including temporary seating if needed

· Stage, including orchestra pit and wing space

· Downstairs dressing rooms and green room

· Storage area for scenic pieces
· The Richards Gallery. While often used as ancillary lobby space, the renter may choose to use it for private receptions, additional dressing rooms, etc.
Equipment included with theatre rental: 
· Typical house sound system configuration with up to 4 microphones on stands and 2 monitors

· Standard pre-set lighting of stage and pit area

· Fly system empty pipe battens (pipe battens are used to hang scenery and overhead lighting).  Number of empty pipe battens may vary, and use must be under the direct supervision of the assigned technician.

· Extra equipment is available for rental as outlined in the Comprehensive Fee Schedule
Personnel included with theatre rental:

· One Event Coordinator (additional personnel listed below are required at an additional cost)

*Staff required for Theatre rental: (cost is in addition to theatre rental)

· Technical Director
· Stage Manager

· Light Operator
· Sound Operator

· House Manager

· Ferst Center staff ushers (minimum of 4).  The Event Manager will determine the number of ushers required two weeks prior to the event.

· Volunteer usher staff (with no less than 12 ushers) will be required for a full capacity reserved seating performance, with no exceptions.

· Event Security staff is required.  Depending on the specifics of your event, either Georgia Tech police or “T-Shirt” security will be required.  The Event Manager will determine these security needs based on requirements set forth by the Fire Marshall and Georgia Tech’s Risk Management department. Private security arranged by the client is not permitted.

· Box Office Supervisor and staff are required for all events during which tickets are sold.

· The Event Manager will determine additional staffing needs that may be required for the event. 
·  Charges for labor can be found in the Comprehensive Fee Schedule.
Facility Terms & Conditions

1. The facility rental fee includes those items listed under the “Basic Usage Package.”  Services required beyond these items will be charged according to the Comprehensive Fee Schedule.  A 25% deposit of facility rental fee and a $1000 damage deposit will be required for the use of the facility and will be due upon return of signed contract.  The remainder of rent and estimated technical charges is due two (2) weeks prior to event/performance.
2. In order for an organization to receive the non-profit rate for rental, a copy of the organization’s 501(c)3 ruling must be submitted with the contract.

3. The renter must arrange for a pre-production meeting with the Event Manager, the Operations Manager, and the Box Office Manager.  At this time, an estimate of all technical costs will be generated.  This estimate must be signed by the renter and kept in the Ferst Center file.  Additional technical requirements should be requested no later than two weeks prior to the performance date.  Failure to do so may result in the Ferst Center’s inability to meet the Renter’s request and/or inflated hourly rates.

4. Set-up and breakdown times will be counted as usage time in the charge calculations.  Charges will be determined by actual time that the facilities are in use.

5. All performers and personnel with the event in the theatre, must be issued “show” credentials that will be displayed at all times while in the backstage of the Ferst Center, or must be presented upon demand of a Ferst Center staff member.  Those not producing these credentials will be asked to leave the backstage area immediately.  Family, friends and children that are not directly associated with the event may not enter the backstage area at any time for any reason.  Failure to comply will result in removal from the premises.

a. A staff usher will be mandatory for all rental clients to be stationed at the backstage door entrance to the Ferst Center.  This doorperson will function as security for the backstage entrance.  Performers and personnel with the production must present valid credentials to this individual in order to gain access to the backstage area.  This is the only validation method permitted for entry.

b. The right and left doors to the stage area may not be used as access doors during the actual performance, except for emergency, or by prior approval from the Ferst Center Manager on duty.  Access to the lobby area of the theatre may be obtained only through the production office or by traveling outdoors on the stage left side of the Ferst Center, during a performance.  The rental client must keep traffic through the production office to a minimum, as this is a workspace for Ferst Center management.
6. No supplies or equipment may be left in the building after the end of the rental agreement period.  A storage fee of $150 per day will be charged until all property belonging to the renter is removed. Ferst Center is not responsible for security of renter’s property.

Production Terms & Conditions

2.  Ferst Center provides professional quality production technicians and operators for all renters.  Only Ferst Center staff will set-up and operate all in-house equipment including:

a. Fly Rail/Curtains

b. Orchestra Pit Lift

c. Lighting Systems

d. Sound System

e. Follow Spots

3. Renters may provide the following crew:

a. Master Electrician (directs Ferst Center staff on lighting install)

b. Master Carpenter (directs Ferst Center staff or Renter’s own staff for set install)

c. Props Person

d. Head of Wardrobe

e. Stage Manager (call show)

f. Stagehands to handle Renter’s set (person may only handle freestanding set pieces)

4. Ferst Center personnel must facilitate all rigging and fly system needs.  Renters may provide their own lighting and sound operators, but Ferst Center operators will supervise whenever Ferst Center equipment is in use.  This is to maintain the integrity of the in-house systems.

5. Operations Manager shall determine number of crew needed for each production call.  All calls are four-hour minimums.
a. At the time the contract is signed, Renter shall provide the Ferst Center a full and detailed schedule of all event requirements, including stage, light, sound, floor preparations, and other set-up and event requirements, and all such other information as may be requested by the Ferst Center concerning the event, particularly where certain seat locations could be obstructed by technical requirements and staging particular to the event.  Failure to do so may result in cancellation of the date and forfeit of deposit.
b. Additional stage personnel will be required if additional effects equipment such as dry ice machines, smoke machines, or any other approved effects generating unit are used, if prop or scenic elements will be moving on and off the stage from either stage left or stage right, or if scenery will be flown.
c. A comprehensive listing of all cues and a running order of the show must be presented to the Stage Manager and Event Manager of the Ferst Center prior to arrival of the production.  Variations in this program regarding additions to the program on a last minute basis must be approved by the Events Manager of the Ferst Center due to the nature of time restraints based on the contractual time that the renter is in the building.  If there are additions to the program that require additional stage personnel to accommodate them, the renter will assume full cost of additional stage personnel.

6. Theatre restore charges of lighting, sound, and stage systems, will be decided by the Operations Manager based on the amount of deviation from the theater’s normal conditions.

Box Office Terms & Conditions

1. Box Office Service Includes:
a. Complete staffing for advanced sales
b. House scaling with alternate plans and gross potential
c. Ticket ordering and manifests
d. Distribution reports and accounting of tickets sold
2. Tickets are required for all events in the Ferst Center. All ticketing must be done through the Ferst Center Box Office. No tickets will be sold or distributed in excess of the seating capacity (1,150).
a. No tickets may be put on sale until a signed Use Agreement and deposit have been received.  All ticketing operations remain under the control of the Ferst Center.  No monies will be released from the Box Office until after the conclusion of the performance.  All unsold tickets remain with the Ferst Center. Any tickets used by a promoter as payment for advertising may be subject to normal percentage of the Ferst Center’s gross.
b. The Box Office phone number to give out to the public is 404-894-9600.  The Box Office fax number is 404-894-0228.
c. The regular business hours of the Ferst Center Box Office are 9:00am – 5:00pm, Monday through Friday; 10:00am – 5:00pm.  These hours are subject to change without notice.
d. The Ferst Center’s ticket facilities must handle all ticket sales for the Renter.  Price brackets for tickets may be established based on audience classification (i.e. student, faculty, general) and/or on theater seating configuration.  These facilities will also furnish reports on sales and update patron mailing lists at no additional charge to the Renter.  Tickets cannot be sold through other box offices (i.e. Ticketmaster, etc).

e. Your show may be eligible for our Internet Sales Program.  Consult with the Box Office Manager for more information.
f. A maximum of 1,136 tickets may be sold for your event because the Ferst Center is entitled to 10 comp tickets per performance and 4 seats are held for the House Manager for problem seats. The Box Office accepts cash, Visa, MasterCard, American Express, Discover, and checks as forms of payment from customers.  The Renter will be responsible for patrons’ bad checks if Ferst Center standard collection procedures are not successful in obtaining payment.
3. Only the Ferst Center Box Office may sell tickets at the event.
a. Door sale hours are one hour prior to and ½ hour past curtain for performances.  For these purposes, curtain is the time printed on the tickets.
b. The Ferst Center reserves the right to determine the number of Box Office personnel for each show.  A minimum staff consisting of one (1) Supervisor and two (2) Clerks are required at all shows.  A list of rates for this staff is located on the “Comprehensive Fee Schedule.”
4. The Renter will appoint one person to be the contact person with the Box Office.  All changes, comp lists, and requests for event financial information must come through that person.
5. The Box Office must be advised of all sales and marketing materials prior to distribution.  This also applies to all ticket discount offers
6. The Ferst Center Box Office will only support Will Call orders for orders placed through the Ferst Center Box Office.

a. Reservations are not accepted.  However, tickets may be purchased over the phone with a credit card, for most events..
7. The Box Office Fee Schedule is as follows:

a. The surcharge for using the theatre for any event with an admission charge is 5% of gross sales.
b. Price changes made after an event goes on sale are subject to a $50 fee.
c. There will be a $3.00 service charge per ticket sold by the Ferst Center Box Office.  Service charges and sales tax must be included in the full price of the ticket advertised to the public.   $4.50 per ticket and $1 per order  is added to online ticket sales.  The Ferst Center Box Office retains the Service Charge.
d. An organization may request preprinted tickets that they can sell prior to an event.  Tickets are $0.10 each for General Admission and $0.20 each for reserved seating.  The Ferst Center does not charge a service charge for tickets sold by the Organization.  However, the surcharge does apply to all sold tickets.  All preprinted tickets must be returned to the Box Office 72 hours prior to curtain.  No tickets will be accepted after the performance 
8. Presenter is solely responsible for submitting Sales Tax, on all tickets sold, to the State of Georgia.  Sales Tax (8%) must be included in the full price of the ticket advertised to the public
9. Ferst Center ticket policy is No Refunds, No Exchanges
a. The Ferst Center retains the right to make determination of ticket refunds for cause, in keeping with Ferst Center policy of retaining public faith.  This shall include, but not be limited to, seats blocked by equipment when exchange for comparable location is not possible; failure of technical equipment; failure of act to appear or to begin performance within reasonable time of schedule provided by Renter

10. In the event a performance is cancelled, the promoter is still responsible for all Box Office fees incurred to that point.  Additionally, the promoter will be charged 6% of all credit card charges to cover resubmitting charge cards.  A $100 set up fee will also be charged for any cancelled events.

11. All ticket revenues will be settled with the Renter in the event settlement provided by the Event Coordinator within five (5) business days of the last event/performance.
Personnel Rates

Backstage Crew:
· Technical Director.  Must be present at all times 

$25/hour

· Stage Supervisor






$25/hour                                    
Must be present when renter is on stage, Responsible for Ferst Center crew
· Stage Manager






$25/hour

Must be present when renter is on stage.  Responsible for coordinating production
· Light Operator






$25/hour



Must be present when Ferst Center lighting system is used

· Sound Operator






$25/hour



Must be present when A/V system is used

· Stagehands







$20/hour



Must operate Fly Rail, Follow Spots,  & any operation not directly related to Renter’s set

· Automated Lighting Operator




$30/hour



Must be present when automated lighting is used, (2-week notice required)
· Riggers (same rate for all Renters)



$40/hour *


Installation of hanging components other than standard fly rail system

*Overtime will be charged after 8 hours
Front of House (Required - no exceptions):
· House Manager






$25/hour

· Paid Users (minimum 4 per event)



$14/hour

· Volunteer Usher Staff (up to 8 ushers per event)

$100
Box Office Rates (Required for all events during which tickets are sold):

· Box Office Supervisor (minimum 1 per event)


$18/hour

· Box Office Clerk (minimum 2 per event)



$14/hour

Overtime Rates:
· Overtime between 12am and 7am



1.5 x base rate

· Overtime after 10 hours worked in a day



1.5 x base rate

· Meal Penalty applies when crew is not given a one-hour 
1.5 x base rate
break after every 5 hours worked

· Holidays: Labor Day, Thanksgiving, Christmas, New Year’s
1.5 x base rate
Eve, New Year’s Day, MLK Day, Easter, Memorial Day, Independence Day

· If more than one of the above conditions apply


2.0 x base rate

Equipment Rates: (Prices do not include set-up or operation labor)
· Orchestra Shell





$300/event

· Piano Rental






$250/performance

· Piano Tuning






$150/tuning

· Marley Dance Floor





$300/event

· Follow Spots






$100/day
· Extra Sound Monitors (more than 2)


$15/day

· Extra Microphones (more than 4)



$15/day

· Wireless Microphones




$150/day

· Wired Clear-Com (6 available)



$10/headset per day

· Wireless Clear-Com (4 available)



$15/headset per day

· Stage Risers, 4x8, 8” or 24” tall (8 available)

$20/riser per day

· Video Projector and VCR




$300/day

· TV/ VCR/ DVD Player




$50/day

· Gallery Podium w/ microphone



$25/day

· Wardrobe Steamer (1 available)



$35/day

Other Service Charges
· Expendables such as tape and color will be charged on a per use basis
· Janitorial service for all events (no exceptions) $250/performance or event
· Parking (in visitor lot only when available) at a negotiated rate per day per vehicle
· Georgia Tech Police Officer is required for all events at $35/hour
· T-Shirt Security Officers are $20/hour per officer.
General Information

Publicity:
Publicity for a scheduled event must be submitted to the Ferst Center’s Event Coordinator for approval prior to any distribution.  The Ferst Center’s current logo must be included on all publicity.  Please contact the administrative office for the Ferst Center logo file.

Insurance:
All non-campus organizations are required to provide proof of insurance, which covers the period of occupancy of the Ferst Center.  Renter shall obtain and maintain comprehensive commercial general liability insurance (which shall cover the indemnity) with liability limits of a minimum of $1 million for injuries to or death of more than one person injured or killed in any one occurrence, and $1 million for property damage.  All insurance required hereunder shall be issued by a reputable and financially sound insurance company or companies duly authorized to transact business in the State of Georgia and acceptable to Ferst Center Management.  All such insurance shall specifically include contractual liability coverage for this use and shall name the Ferst Center for the Arts and the State of Georgia, its agents and employees as additional insured.  Evidence of such insurance coverage shall be delivered to the Ferst Center not less than 14 days before the event(s).  All such insurance shall not be cancelled without at least 14 days prior written notice to the Ferst Center.
Damages:
The Renter will be responsible for replacement and repair costs incurred by the Ferst Center for damages to the facilities and its equipment resulting from occupancy or negligence of the Renter, its agents and employees.  Renter agrees to pay in full the current market value of any item that is damaged during occupancy.

Concessions:
The Ferst Center reserves the exclusive right to sell concessions at any and all performances.  If the renter requires use of the gallery so that Ferst Center concessions cannot be sold, the renter will be responsible for a $500 concession buy-out fee.

Receptions:

· Food and beverages for performers and receptions must be contracted through an authorized campus catering service.  List of approved caterers is available upon request.

· No free samples of food, beverage or any product may be given away or otherwise distributed without prior written approval of the Ferst Center.

· Alcohol may be served, but may not be sold, and is subject to approval by the Georgia Institute of Technology with a minimum of one week notice.  Alcohol must be arranged through a Georgia Tech approved caterer.

Merchandise Sales:
Should Renter or Artist wish to sell souvenir programs, clothing, novelties or other event related items on Georgia Tech property, Renter or Artist must notify Event Coordinator at least two (2) weeks prior to the event.  All such sales will be conducted by and sold by Ferst Center and the Renter will pay Ferst Center thirty-five percent (35%) commission on total sales, net of applicable state sales tax, renter may request permission in writing, to provide their own duly authorized sales agent.  If permission is granted by Ferst Center, a 25% commission of the total sales, net of applicable sales tax, will be paid to the Ferst Center for such sales.
Smoking:
The Ferst Center is designated as a non-smoking building.

Camera & Recording Devices:
Generally, the use of cameras and audio and/or video recording devices is prohibited in the theater; however, the Renter has the right to allow the use of this equipment with prior approval of both the Ferst Center and the Artist.

Media:
If any media will be attending the Ferst Center during any period, you must notify the Event Coordinator at least 24 hours prior to your event.

Broadcast Rights:
The Ferst Center reserves all radio and television broadcast rights, with no exceptions, unless specified in writing.

Board of Regents Policies:
The use of the Ferst Center facility is governed by Board of Regents of the University System of Georgia policies.
Personnel:
The Ferst Center shall employ, furnish and supervise all personnel it deems necessary to conduct the event.  Box Office personnel, parking attendants, ushers, stagehands, security and event janitorial services will all be provided at the expense of the Renter as outlined in this packet.

Management of Premises:
The operational control of the facilities shall, at all times, rest with the Ferst Center for the Arts Management staff.  All final decisions relating to use of the facilities and personnel shall be made by the Ferst Center Management.

Performance Copyright Protection:
Renter assumes all costs and expenses arising from the use of patented, trademarked, franchised or copyrighted music, materials, devices, processes, dramatic rights or intellectual properties used or incorporated in the event(s). The Rental Contract will stipulate that Renter shall indemnify, defend and hold harmless Georgia Institute of Technology, its agents and employees from and against any claims or costs, including legal fees, in any way resulting from, or arising out of, directly or indirectly, the use of any such materials described above.

Intermissions:
All programs lasting 90 minutes or more will have an intermission of not less than 20 minutes.  Exception may be made by Ferst Center when necessary to meet unusual conditions.
Door Opening:
Unless otherwise agreed upon by both parties, outside doors will open to the public sixty (60) minutes prior to performance, and the Theatre doors will open to the public thirty (30) minutes prior to performance at the discretion of the Ferst Center and the Artist.

Parking:
No parking facilities of any kind including the loading dock are provided for by this Agreement for the Permit Holder, performers, service personnel or any other persons.  Georgia Tech Parking & Transportation Service shall operate the parking area adjacent to the premises.  Renter shall be solely responsible for all parking charges for staff, cast and crew for the duration of the rental period.  The Georgia Tech Parking & Transportation Service is solely responsible for enforcing campus parking and regulations and fees.  The Georgia Tech Parking & Transportation Service shall determine any charges for vehicles’ parking.  Temporary parking permits may be available at a negotiated rate per day, per vehicle.

Galleries:
The Ferst Center has full control of what will be displayed on the walls of the galleries.  You will be notified in advance of what exhibit will be hanging during your event.
Settlement:
Renter must get an estimate of technical charges at a pre-production meeting with the Operations Manager upon return of contract and deposit.  Renter will pay the Ferst Center all estimated rental charges two (2) weeks prior to event/performance.  All events will be settled within five (5) business days of the last event/performance.  If the Ferst Center owes the Renter money, the Ferst Center will request payment within thirty (30) days.  University checks take at least two (2) weeks to process.  If the Renter owes the Ferst Center, the Ferst Center will invoice the Renter within seven (7) days.  Amounts owed to the Ferst Center will be payable within 30 days.  Amounts due to the Ferst Center not paid within 30 days will be turned over to the Georgia Tech Financial Department for collection.  Renters owing the Ferst Center past due amounts will not be permitted to use the Ferst Center or to hold any dates at the Ferst Center until their past due amount is paid in full, with no exceptions.

Production Office Phones:
Office phones are for business purposes only, no exceptions.  Please use the phone provided in the green room for outside local calls only.

Posters, banners or any other advertising media or notices:
These items are not to be attached to the walls or mirrors or any portion of the theatre building interior or exterior.  The walls of the Greenroom and backstage areas are not to be written or drawn upon, or defaced by any member of the renters’ production.  Artwork currently on these walls is Ferst Center Season performances and is not be altered for any reason.  An additional repair fee of $250.00 will be assessed if this policy is not strictly adhered to.
No provisions of these rules and regulations may be waived except in special cases and for good cause shown and then only by written memorandum attached to the Rental Contract by the Ferst Center Director.
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