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While the information being asked for may seem overwhelming to some of you, it is all necessary for us to prepare 
for your arrival.  We want to avoid the frustrations that can happen when a show arrives at Tech Rehearsal 
unprepared.  Help us do this by taking the time now to think about your technical needs and communicate them to 
us by filling in this form with as much specific information as possible.  Do not assume that what is obvious to you is 
obvious to us. 
 
 
Prohibited Items/Actions 
 
 Foggers or Hazers 
 Live Flame 
 Caustic, Noxious, Volatile or Corrosive substances 
 Materials or Actions that may ruin floor finish 
 Weapons that Fire 
 Pyrotechnics 
 Attaching to Floors, Walls, or Seats with Tape 
 
Fire Code 
 
All sets and properties must comply with fire regulations. Fireproofing and the use of fire resistant materials are your 
responsibility.  Festival Safety standards may exceed those of local regulatory agencies.  Please note the following: 
 Fire exit doors may not be blocked from audience view 
 Fire exit signs may not be blocked from audience view 
 Fire exit doors may not be wedged open/shut 
 No Audience Path may have cables crossing it 
 No Audience Path may be blocked at any time 
 
Equipment Rentals 
 
New Seeds Festival supplies a basic lighting and sound package only.  If your show requires more than this, 
supplying it is your responsibility.  Let us know if you need to rent any technical equipment.  We may be able to refer 
you to local suppliers or other Artists in our Venue that are using similar equipment.  Because the technical 
infrastructure of each Venue id different, the Technical Director must approve any equipment you supply. 
 
Please note that the Festival does not supply any cables or cable adaptors for lighting, audio, or video. 
 
Performance 
 
You MUST be able to load-in your show in TEN MINUTES or less. 
 
 In consideration of the Artist preceding you, Load-in may not begin until given permission by the Venue 
 Technician.  Fines will be assessed if necessary. 
 
You MUST be able to load-out your show in TEN MINUTES or less. 
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 Load-out begins IMMEDIATELY after your show ends.  Well-wishers and family must wait for you 
 outside the venue.  Please do not put the Venue Technician in the position of having to kick out 
 your grandmother. 
 
You MUST NOT exceed your scheduled running time. 
 
 If any run of your show goes over your allotted time, the house lights will come on and stage 
 lights turned off.  If your show runs over less than ten minutes of itʼs allotted time, the Venue 
 Technician will make you aware of the fact.   
 
Strike 
 
You MUST strike everything out of the building immediately following your final performance.  You will be 
responsible for removing everything you brought in with you.  There are no large dumpsters at our disposal.  Do not 
plan on the theatres welcoming your donations. 
 
Fines of $50 will be given to Artists that leave trash, props, set pieces, etc, behind. 
 
Festival Load-In 
 
New Seeds Festival does not begin setting up the theatres until a day prior to Technical Rehearsal.  For this reason 
it may be impossible for us to answer all of your questions regarding the Venue before then. 
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Artist/Company Name 

 
Venue 

  

 
Show Title 

 

  

 
Please fill in and submit by Dec 1, 2011 

 
Technical Questions may be emailed to the Technical Director at newseedtech@gmail.com 

 
To insure a response to your email, please use the Subject Heading with the following format: 

 
Venue – Show Title  - Subject 

 
Contact Information 
 
Technical Contact #1  Technical Contact #2  
    

Job Title  Job Title  

    

Email  Email  

    

Cell Phone Number(s) Telephone Number(s) Telephone Number(s)  

    

    

 
Show Information 
 
Performance Style:  

     

  Number of Performers: 

     

 Run Time in Minutes: 

     

 
 
Rate your Technical Requirements and include a brief description explaining why. 
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 X-Light  
 

 Moderate  
 

 Heavy  
 
Will your show contain any of the following? 
 
 Live Amplified Music   Lighting Equipment you supply Sound Equipment you supply 

  Hanging Elements of any Kind   Projections   Special Effects 

  Strobe Lights   Cigarette Smoking   Barefoot Actors 

  Thrown Solids or Liquids   Unusual Storage Needs   Live Animals 

 
Staff & Crew Information 
 
It is highly recommended that all but the simplest show provide a Stage Manager to keep things under control.   
It is highly recommended that shows with complicated cueing sequences provide someone to assist the Venue 
Technician. 
If you add elements that require any operator (Projections, Followspots, etc.) you must provide an operator. 
 
Will your show be arriving with any of the following staff? 
 
  Stage Manager  Technical Director  Set Designer   Lighting Designer 

  Director   Costume Designer   Choreographer   Musical Director 

  Light Board Operator   Sound Board Operator   Projections Operator  Followspot Operator 

  Stage Hand   Wardrobe   Other____________  
 

Technical Rehearsal 
 
You are allowed up to one hour in your venue to rehearse your show.  This time includes load-in and load-out. 
 
Come to rehearsal with a plan to use your time wisely.  Know the difference between what needs to be worked on in 
the Venue and what can be worked on elsewhere.  Devise an efficient load-in/load-out order and plan to rehearse it.  
Have a clear idea of the lighting and sound cues you want before hand.  This will speed up cue writing.  Plan for a 
complete run of your show. 
 
Have a representative of your group arrive one hour before your scheduled rehearsal time to sign paperwork and 
receive passes.  The stage will NOT be available to you at this time! 
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Venue technicians will require a bound copy of your prompt script and cue sheets when you arrive for rehearsal. 
 
A Festival Representative will contact you no later than Feb 15th to schedule a rehearsal time and talk to you about 
your tech needs at the phone number(s) listed in contact information.   
 
Time may be reserved with your Venue Technician to bring your sets/props/costumes into your storage area prior to 
rehearsal. 
 
 
Lighting 
 
Each Venue will have at least one color wash.   
 
Some Venues allow you to supplement the existing lighting equipment. Approval of the Technical Director is 
required. 
 
Estimated number of Light Cues: 
 

10 or less
 

20 or less
 

30 or less
 

40 or less
 

50 or less
 
more

 
 

If coming from out of town, what day are you planning to arrive in Tampa?  
 
Please describe the lighting requirements of your show including any “Specials” you require (attach cue sheet if 
available): 

 
 
Please describe in detail any lighting equipment you need or currently use during your show, how it will be used, 
and what it will require of the Venue.  Connector Type?  Wattage? 
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Sound 
 
Each Venue will have at least a CD Player, a wired Microphone, and a Mixer/Amp with 2 Speakers. 
 
Please, when creating show CDʼs, put all tracks on one disc and arrange them in proper order. 
 
 
Estimated Number of Sound Cues: 
 

10 or less
 

20 or less
 
30 or less

 
40 or less

 
50 or less

 
More

 
 
Please describe the sound requirements of your show: 

 
 
Please describe in detail any sound equipment you intend to bring, how it will be used and what it will require of the 
Venue. 
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Will you use the supplied microphone? 
 
 
 

If yes, describe how:  
 
 
 
 
 
 
Set and Props 
 
Set pieces and props should be kept to a minimum so that you can move them in and out quickly and efficiently.  
The availability of storage space is not guaranteed so please be prepared to take all set pieces, props, costumes, 
and equipment away with you after each performance. 
 
There is no locked storage in any Venue.  Festival is not responsible for security of your set, props, costumes, or 
other items. 
 
Most Venues can only be accessed through standard sized doors. 
Please do not assume that Festival or the theatre will have any chairs or set pieces available for you to use at the 
last minute. 
 
A sketch showing the floor plan of your setup would be a great aid for you and the Festival technical staff.  Print out 
the drawing of your Venue, sketch in your set with notes, and bring with you the Walk-Through or email to the 
festival at:  newseedtech@gmail.com. 
 
Please describe your set and any large props: 

Yes  No
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What size footprint (in feet) will you require for storage? 
 

  Wide X  Long X  X High 
 
Will leaning against a wall be necessary?  
 
 
Projections 
 
Neither the Festival nor the theatres can supply projection equipment (including screens). 
 
Does your show have Projections?   
 
 
If yes, please describe in detail any equipment you intend to bring, how it will be used and what it will require of the 
Venue.  Hanging method?  Wattage? 

 
 
 
Special Effects 
 
The Technical Director must approve all Special Effects 
 

Yes  No
 

Yes  No
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Does your show have Special Effects?   
 
 
If yes, please describe in detail what you intend to bring, how it will be used, and what it will require of the venue: 

 
 
 
Costumes and Makeup 
 
Is there anything we should know about your costumes that will impact 
the show or the facilities?   
 
If yes, please describe: 

 
 
Please realize that you will not be allowed in the dressing rooms until 15 minutes before your show. 
 
Please do not leave valuables in the dressing rooms.  Festival is not responsible for the security of your belongings. 
 
Festival has no one on staff to clean and straighten up the dressing rooms on an hourly basis.  Please help others 
by cleaning up after yourself. 
 
 
 Anything Else? 
 
Is there anything else about your show that we should know?  Please be specific 

Yes  No
 

Yes  No
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Venue Access 
 
During Tech Week, Artists are allowed in the Venue ONLY DURING THEIR SCHEDULED TECHNICAL 
REHEARSAL TIME. 
 
During Performances, Artists are allowed in the Venue TWENTY MINUTES BEFORE THEIR SHOW BEGINS. 
 
Permission to be in the Venues (including backstage and dressing rooms) at any other time unaccompanied by the 
Producer, Technical Director, or Venue Technician will result in a $100 fine being taken from your Artist 
Disbursement. 
 
 
For shows that are adding technical equipment (projectors, lighting units, etc.) additional load-in time MAY be 
available.  Consult your Venue Technician.  Cost will be $25 an hour (one hour minimum). 
 
For shows that fail to finish Technical Rehearsal in the time allowed, additional time MAY be available at a later 
period.  Consult your Venue Technician.  Cost will be $50 an hour (two hour minimum). 
 
 
Sign and Return by Email 
 
 

Name of person filling out this form:  
 

Date:                                                   
    
 

By submitting this form I agree to all of the above. 
 
Save form as SHOW TITLE – Technical Questionnaire 
Example: My Show – Technical Questionnaire 
 
Email completed form to Technical Director at newseedtech@gmail.com  
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  OR 
Mail completed form to: New Seeds Festival Tech - 4706 Tannery Ave., Tampa, FL 33624 
 
Please distribute copies of this form to all members of your group. 
 

If you make any changes to the above information after submitting this form, Email the Technical Director 
 
Please add Comments, Suggestions or Questions: 

 


