
OBERON PRODUCING PACKET AND HRDC APPLICATION  
  
The second space of the American Repertory Theater, OBERON is a thriving incubator 
for artists to develop work for an exciting club theater environment, placing particular 
emphasis on the audienceÕs social experience. OBERON welcomes proposals from 
Harvard students that fit our unique mission and space. Our tentatively available dates are 
December 4-8, 2017. Please note that while these dates are likely, they cannot be 
confirmed at this time. If you are interested in producing at OBERON this fall, please 
submit an application in a single PDF to program@cluboberon.com by 11:59pm, April 
26, 2017. In your email, please provide a time your team is available to meet with 
our programming manager on Thursday, April 27th. 
 
We work closely with all of our producers to determine the best financial model for each 
particular production. In most cases, we are able to use ticket and/or concession revenue 
to offset facility and staff costs. Any costs not covered by ticket or concession revenue 
are the responsibility of the producer (Harvard-Radcliffe Dramatic Club). Any additional 
profit will be paid to the producer (Harvard-Radcliffe Dramatic Club). Your financial 
arrangement includes the following support from OBERON:  

• Dedicated time with our professional technical staff for production meetings, 
rehearsals and performances  

• Over-the-phone, in-person, and online ticketing through the American Repertory 
Theater Box Office  

• Front-of-house staff for all performances including an onsite venue manager, 
security, and a full bar  

• An individualized event page on the OBERON website  
• Marketing support through our bi-monthly OBERON press release and weekly e-

blast 
	
Things to note: 

• Please read the attached producing packet very closely. If your show receives a 
residency, you must be prepared to follow the policies outlined. 

• OBERON now limits performers (cast AND orchestra combined) at 20 people. 
Please outline any needed plans to reduce your cast/orchestra in your application.  

• The end of this document includes a sample tech schedule.  
 
 

Please follow the guidelines below to submit your application 
 

  



Application Materials: 
Show/Event Name: 
Producer(s)  
 Phone: 
 Email: 
Director(s): 

Phone: 
Email: 

Please attach a statement from the director(s) and producer(s) that answers the following 
questions: 

¥ Describe your vision for this production. 
¥ How do you plan to achieve this vision? 
¥ Why is this project a good fit for OBERON? 

 
Please also attach a resume for each member of your production team, a preliminary 
production calendar, and any preliminary design plans.  
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TECHNICAL INFORMATION  
OBERON has an extensive and versatile lighting and sound inventory, set up in a 
repertory format to facilitate a quick and effective tech process. Our lighting package 
includes 14 moving lights and multiple LED fixtures, as well as conventional units and 
two spotlight positions. Our sound package can easily accommodate anything from solo 
performances to musicals, and is optimized for immersive performance. Because of the 
flexibility  of our lighting and sound plot, and in order to maximize our ability to execute 
efficient technical rehearsals, we maintain lighting and sound plot in their repertory 
positions at all times.   

OBERON has two aerial anchor points, a front aerial point stage left next to the stage and 
a rear aerial point stage right by the bar. Each of our aerial points can safely support two 
apparatus Ð if youÕd like to use 3 or more distinct apparatus, please plan to use both 
anchor points. 

REQUIRED TECH REHEARSALS 
Technical rehearsals at OBERON are where our lighting and sound staff has the 
opportunity to preview your event and incorporate our production elements into your 
show. It is where we design the lights and balance the sound, but it is also where our 
operators learn the timing and changes in your event so they can run the show cleanly 
and professionally for the audience. 

We have found that most technical rehearsals need, at minimum, twice as much time for 
rehearsal as the total length of the show. This means that, if  your performance is 90 
minutes, you should plan on a 3-hour technical rehearsal with  all performers. 
Depending on the type of show and complexity of your event, this time can be reduced 
or extended, but it is a useful starting point. Our technical staff will  work with you to 
determine a final schedule once your technical information is received. Please make 
sure all of your performers are aware that attendance at technical rehearsal is 
mandatory; otherwise, we may not be able to include all the elements of your event. 

TECHNICAL  CREW 
Your basic agreement includes two operators for a minimum of 7 hours of technical 
support, including prep time, technical rehearsal, performance time, and breakdown 
time. Your total technical labor cost will  be determined based upon your crew requests 
and technical summaries, and added to your agreement total.  The hourly rate for all 
crew positions is $25.00 per hour. Any portion of an hour will  be charged as a full hour. 

OBERON will  provide the following crew positions as necessary for your performance: 
Light Board Op, Sound Engineer, Deck Audio, Spotlight Operators, Video Operators, 
and Stage Crew. For all events with live bands and/or using wireless body mics, we will  
include at least one Deck Audio (A2) to support the performers and equipment.  We 
will staff an A2 for any event with live music unless otherwise agreed in writing with 

$30.00
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the OBERON Sound Supervisor. 

Our technicians must function as your Light Board Operator and Sound Engineer. 
Any outside technician is subject to approval and must demonstrate their  
experience with  the equipment. 

TECHNICAL  PROCESS 

This initial proposal will serve as our base template for your event, and will allow us to 
create an initial estimate for your financial agreement. Once our Production Staff 
receives this proposal, we will reach out to you to gather more information about your 
show and provide you with some forms to help you assemble details from all the 
participants. If necessary, we’ll also set up a production meeting to go over your event 
in person and address any questions you have about how to get the most out of our 
resources. 
Optional Equipment and Costs 
In  addition to our standard house inventories, OBERON has a variety of items 
available in-house to support or augment the needs of your show for additional 
cost. In order to maintain this equipment and/or cover the costs of expendable elements, 
we charge a fee to cover the necessary expenses. Please refer to the list below for 
details and select the appropriate items on the Tech Information Form. 
Wireless Headworn Microphones ($20/mic/day) – Shure UR1 wireless transmitters with DPA 
4088 cartioid boom elements. 12 units in house. Cost covers maintenance and repairs, as well 
as general supplies such as mic packs, batteries, moisture protection, skin prep, and Tegaderm. 

�x Glitter Drop ($50/drop) – ! ” square silver mylar confetti dropped from our house drop
bags. Custom confetti can be quoted with proper notice at additional charge.

�x Disco Cubes - Stationary ($50/day) – 4’ square by 30” high mirrored
cubes for use as dance pedestals, extra levels, stage runway, etc. 2 units in
house.

�x Disco Cubes - Mobile ($75/day) – Must be trained on pneumatic system and
approved for use in show. Only available for open dance floor setup.

�x House Piano ($125/use – tuning) – Yamaha 48” UX1 upright piano

�x Dry Ice Fogger ($75/show) – Le Maitre Pea Souper with 50 lbs dry ice
pellets. Must have an OBERON crew member available to run this effect
safely during tech and performance.

�x Drum Kit ($75/day) – Yamaha kit with kick, snare, floor tom, 2 rack toms,
high hat, ride, splash and throne. Heads are detailed on the Sound Inventory.

�x Projection/ Video(no charge) – 4000w DLP projector, Mac mini computer
system, and 9x12 screen above stage area. Projector and screen must be used
in rep position. May require Video Operator to program/run.
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TICKETING  
OBERON manages ticket sales to all shows through the Tessitura ticketing system.  Once 
we receive all of your ticketing information, please allow 3 Ð 4 days to get ticketing up and 
running.  Ideally, we would like to have your ticketing live 8-10 weeks before performances 
begin. 

OBERON has three standard audience layouts, detailed below with standard capacity.  Final 
capacity will not be determined until your technical information can be reviewed.  Please 
note that using an aerial point will cut capacity by 22 seats for a full cab set-up and 
between 10 Ð 20 for a half cab or dance floor layout.   

Full Cabaret: 

�x Fully seated
�x Capacity 150 Ð 180
�x Center aisle

Half Cabaret: 

�x 3 rows of floor tables, standing room in back
�x Capacity 175 Ð 225
�x Center aisle
�x Seating at tables on the upper mezzanine, stools

on the lower mezzanine 

Open Dance Floor: 
�x Standing room on the floor
�x Seating at tables on the upper

mezzanine, stools on the lower
mezzanine

�x Capacity 275 Ð 300
�x Stage tables optional
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FEES 
When determining your ticket prices, please keep in mind that for all advance ticket 
sales, patrons will be charged a service fee as follows. 

Ticket Price Fee 
≤ $10.00 $1.00 
≤ $20.00 $2.00 
≤ $35.00 $3.00 
> $35.00 $4.00 

PROMO CODES 
If your financial arrangement is such that you take 100% of ticket revenue, we will 
work with you to set up any discounts, codes, or promotions you would like.  We 
MUST have this information when we first set up ticketing. Please limit discount codes 
to a reasonable number. 

HOLDS 
For all shows, OBERON holds 5 seats as required under the Americans with Disabilities 
Act (ADA), and two seats for Front of House staff.  If you require additional holds, 
please let us know how many seats to hold, and where you would like them held in the 
attached form.  In this count, please include any comps you plan to distribute.  We must 
have your list of names for these comps by no later than noon on the day of your 
performance. All volunteers and performers who plan on attending the event must be 
included in the capacity of the room. 

THIRD PARTY VENDORS 
Many of our producers use Goldstar, Groupon, or a similar third party vendor as a way of 
distributing tickets at a discounted price point.  If you would like to do this, you must 
make your own arrangements with the discount site of your choice.  Let us know how 
many tickets for each performance you will be selling through these other outlets, and 
provide a patron list for our box office on the day of your event. We will hold that 
number of seats and release them at the door to the patrons on your list. 
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MARKETING AND PROMOTION 

While the majority of the promotion of your show is your responsibility, OBERON is 
able to provide minimal aid in advertising. We will list your event on our website, and, if 
we have your information early enough, include your information in our bimonthly 
press release and OBERON email blasts.  Your web event listing will look something 
like this: 

The use of A.R.T., American Repertory Theater, or Harvard University is 
strictly prohibited on any promotional or marketing materials. All advertising 
materials must be approved by OBERON  prior to their release.

Here is how OBERON should be listed in all promotional materials: 
OBERON 

2 Arrow Street Cambridge, MA 
www.cluboberon.com 

To list your event effectively we need the following information: 

• Title
• Subtitle OR Tagline OR Promotional Quote
• Short Blurb (approximately 50 – 100 words)
• Promotional Images in 3 sizes as detailed below

We will also include, if provided: 

• Quotes from press or links to past reviews

• Additional images for a media gallery
• Video or audio clips

Link to performer or producer website
Management retains the right to remove or request removal of any promotional materials 
that have not been approved by OBERON staff.  

http://www.cluboberon.com/


Social Media Information for 
Club OBERON 

Social media is a very important part of our marketing and 
communication efforts here at OBERON. We use social media 

channels to connect and directly interact with our audiences, and 
we’d love for you to share your experiences throughout this 

production. You can connect with us on the following platforms: 

@ClubOBERON /ClubOBERON 

Please feel free to tag OBERON in your posts! We often 
repost content for our audiences to enjoy.  

If at any time you have any questions, comments, concerns, or 
content you find and think would be great for us to post, please 
feel free to reach out to Emma Watt, Programming Associate, 

at emma_watt@harvard.edu.

��

Emma Watt, Programming Manager
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OBERON Web Image Quick Guide 
Item Size Notes 

Horizontal 
Image 

at least 620 pixels wide 
x 370 pixels high 

Vertical Image at least 300 pixels wide 
x 450 pixels high 

The bottom half of this image will be 
obscured by semi-opaque black.  

Ticketing Image exactly 200 x 200 pixels This is for the ticketing side of our 
website. 

Additional 
Images 
(optional) 

These will appear in an image gallery 
linked to your event’s main page. 

HORIZONTAL IMAGE: 
 

VERTICAL IMAGE: 

The vertical image is displayed on the 
OBERON page of the A.R.T. website, 
found by going to OBERON -> 
What’s On. The bottom of the image 
is obscured by semi-opaque black box, 
containing the title, date, and a short 
blurb about the show.  

TICKETING IMAGE:  
The ticketing image is a 200 x 200, 
perfectly square box, to be displayed 
on our ticket website listing.  It is also 
used on the screen buyers will see 
when they purchase tickets.

This image will be displayed at 
the top of your show’s event 
page, beneath your title image.  



8 

PAYMENT PROCESSING 

In order to comply with IRS tax regulations, all producers/groups must complete an IRS Form W-9 
before their first event. A current W-9 form can be downloaded from the IRS website, irs.gov. Please 
return this form to OBERON at least two weeks prior to your event. If we do not have this form at 
least two weeks in advance, we cannot guarantee timely processing of any payments or ticket 
reconciliations. 

Provided that this information is available in a timely fashion (i.e. at least two weeks in advance), a 
settlement check should be available for pick-up or to be mailed 7 to 10 business days after the event. 

ALCOHOL POLICY 

Any and all alcoholic beverages must be purchased at the bar within the space. Should any member of 
the visiting company be found in possession of an alcoholic beverage not purchased in the space, said 
person will be required to leave the beverage with Venue Manager or staff member for holding for the 
duration of the evening. Should any member of the visiting company be found to have consumed of an 
alcoholic beverage not purchased in the space, said person will be ejected from the venue and required to 
vacate the premises.  All alcoholic props are subject to the approval of the venue staff.  

CONTACT 

With questions not answered in this packet, please contact our programming staff at 
program@cluboberon.com.  Our staff list is below. 

Ariane Barbanell, Associate Producer
�(�P�P�D���:�D�W�W�����3�U�R�J�U�D�P�P�L�Q�J���$�V�V�R�F�L�D�W�H��  
Leo Crowley, Venue Manager 
Skip Curtiss, Production Manager   
Justin Paice, House Technician 
Alex Giorgetti, Sound �6�X�S�H�U�Y�L�V�R�U
Megan Minger, Venue Management Associate 

Please refer to th�H���L�Q�I�R�U�P�D�W�L�R�Q���D�E�R�Y�H��as you fill out the���S�U�R�S�R�V�D�O form �\�R�X���U�H�F�H�L�Y�H�G���D�O�R�Q�J���Z�L�W�K���W�K�L�V���S�D�F�N�H�W.

Mark Lunsford, Producer
Manager

mailto:program@cluboberon.com
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11:45PM - 12:00 AM Break

Wed December 7 12:00 - 1:00 AM OBERON crew strike

11:00 AM Crew called, preset 12:00 - 2:00 AM HRDC Strike

11:30 AM Cast called, into mic

12:00 -5:00 PM Technical rehearsal

5:00 - 6:00 pm Dinner

6:00 PM Preset for run, cast into mic

7:00 PM Dress Run

10:00 PM - 12:00 AM Technical rehearsal/ Notes

Production meeting to follow


