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ANNOUNCEMENT:

STAINED GLASS THEATRE USAGE POLICY

Dear Members,    

2010 brings a new year filled with exciting shows that we’ll be presenting on the Footlighters stage, unplanned expenses that we’ll need to deal with (such as the $16,000 replacement of our boiler) and the need for better “calendar management” as it relates to our facility.

Therefore, we will be implementing a new Stained Glass Theatre Usage Policy, effective immediately to help us achieve two key goals for this year:

· Increase the rental/usage of our facility during all seasons which, in turn will generate additional funds for unforeseen building and/or equipment repairs and expenses.

· Reduce conflicting needs (by multiple persons/groups) for the usage of our facility and parking on the same date and/or at the same time.

Going forward, this new usage policy (and in some cases, the payment of an applicable rental fee) will ensure that you have access to the facility when you need it, if your need falls outside the scope of the current show that is in rehearsal/production.  
Here’s how it works:
1) Submit all reservation requests in writing (via e-mail) to our VP of Administration (John Langley) at johnalangley1@yahoo.com.  

2) Once John receives your written request, he will check to see if the date/timeslot is available, obtain board approval for the request and inform you of the terms and/or any required rental fees.  
3) Once your request has been approved and you have agreed to the terms, your date will be booked on the master calendar and you will receive an e-mail confirmation.

4) If you do not receive a confirmation, it probably means that request was not received and you should reach out to John to check on the status of your request.  

a. Note: You must receive the confirmation before the date can be locked in for you.

5) Failure to submit an e-mail request and/or agree with the terms might result in someone else being able to book the building when you need it.

We thank you in advance for your support of this new policy.  By having all requests booked on a master calendar, it will help us handle the increasing traffic and requests for the use of our space and enable you to have access to the Stained Glass theatre when you need it.
Regards,

Footlighters, Inc. Board of Trustees
Stained Glass Theatre

802 York Street, Newport, KY.  41071   (859) 291-7464
