














Royal Oak Music Theatre, Lease Information Packet, page 12 of 14

Lessee Checklist

The following checklist is designed to help each client determine their specific needs
based on their individual event prior to the initial walk through. Please take the time to
read through, print and note your requirements so that we may provide you with an
accurate and timely quote. When complete, you can fax the checklist to the Rental
Coordinator: 248-399-2584, or email it to: Jessie@royaloakmusictheatre.com.
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Lessee Checklist, page 1 of 2

Publicly Ticketed
Private Event (invite only)
House Set Up
U Dinner Style
U Club/Cabaret Style
U 1000 Seated
U 1700 General Admission/ no seating except for balcony fixed seats
Ticket Prices
GA §
VIP §
Ticket On Sale Date
/ /
Event Date
/ /
Expected Number of Attendees

Cash Bar

U Yes

U No

Open Bar, if yes please indicate number of hours and bar type
U Yes,  hours,  premium,  call
U No

Catering Requirements

ROMT Provided

U Yes

U No

Production and House Load In Times

House am/pm

Stage am/pm

318 W. Fourth Street, Royal Oak, MI 48067
248.399.2980  f:248.399.2584
www.royaloakmusictheatre.com

All information contained herein is the property of WWE-ROMT,LLC & may not be used without written permission.
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Lessee Checklist, puezor2

» Doors Open To Guests/Public
am/pm

» Event Start Time
am/pm

» Event End Time
am/pm
» Valet Requirements
ROMT Provided
U Yes
U No
» Special Events Permits (Will any portion of the event take place
outside the venue?)

O Yes
Q No
» House Rental Needs
O Tables Size Quantity
Q Linens Size Quantity
Q Chairs Type Quantity
Q Chair Covers Type Quantity
U Pipe & Drape Size
Q VIP Area #of Servers

» Event Insurance (all Lessees must provide event insurance per the
lease agreement)

» Production Requirements (review with on stage talent including DJ’s
and bands or client production manager prior to initial walk through)

» Coat Check
U Yes
U No

» Sponsors:
Needs
U Tables
U Chairs
U Banners Hung
U Reserved Sponsor Area

318 W. Fourth Street, Royal Oak, MI 48067
@(\,}3, 2483992980  f 2483992584 @(\,}3,
www.royaloakmusictheatre.com
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Sample Insurance Certificate
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