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   	Baruch PAC Rental Application
For any questions or to schedule a tour, please contact bpac.rentals@baruch.cuny.edu

	CONTACT INFORMATION

	Company Name:
Company Legal Name:
Company Entity Type: Nonprofit or LLC

Note: The company listed and the
source of payment must match.
	Company Mailing Address:


Company State Registration:
Company EIN:
Company Website:

	Primary Contact
Name/Title:
Email:
Phone:
	Event Date Contact
Name/Title:
Email:
Phone:
	Contract Signatory
Name/Title:
Email:
Phone:



	EVENT INFORMATION

	Venue (Select all that apply):
☐  Engelman Recital Hall            ☐  Rose Nagelberg Theatre               ☐  Rehearsal Studio                    ☐  Dressing Rooms
	Note: Mason Hall is under construction and is not available for rentals
(last updated July 30, 2026).

	Please provide a detailed description of what you are planning to do and who the event is for.
Event Title:
Event Date(s):
Event Description:

	Box Office
Is your event ticketed?
Ticket Cost:
Seating Type: General Admission or Assigned
Accessibility Accommodations: Wheelchairs or Strollers
	Note: CUNY utilizes AudienceView for all box office sales. Renter must provide a bank account for direct deposit.

	Reception
Serving food?
Serving alcohol? If yes, please see insurance section.
Caterer:
Number of Tables/Chairs:



	EVENT SCHEDULE

	Dates
	Hours in Space Please enter specific times i.e.1-2pm
	Location
Please specify venue i.e. Engelman
	Details
	Number of People Expected

	
	
	
	Arrive at Venue
	

	
	
	
	Load in / Set Up
	

	
	
	
	Rehearsal
	

	
	30 mins recommended
	
	House Open
	

	
	
	
	Event
	

	
	
	
	Reception
	

	
	
	
	Depart Venue
	

	Weekly Schedule/Notes:





	STAFFING

	Production Manager / Technical Director
Name:
Email:
Phone:
	Note: Baruch PAC does not supply light/sound board operators or loading/strike crews. You will be asked to provide a list of names of crew members, talent, and technicians for the Baruch College Public Safety Office.

	Front of House
Audience Description: How many people are you expecting to attend? Parents/children?
	Note: Baruch PAC is required to provide front-of-house staff for all live performances (1 House Manager and 4 Ushers). For events utilizing Baruch PAC’s Box Office, we will also provide 1 Box Office Attendant at cost.

	Security
Does your event or any guests require special security arrangements?
	Note: Security arrangements must be pre-approved. Third-party security teams are not permitted on campus.



	PRODUCTION

	Please provide a detailed description of your set up and what you are planning to do.
Equipment Load In:
Stage Set Up:
Largest number of people on stage:
Total number of performers:
Music: Live or Playback
Video: Live or Playback
Will you be audio and/or video recording?

	Internet
Will you require Wi-Fi or an Ethernet port?
Will you be livestreaming?
Where will you be streaming from? In house or on stage
	Note: Baruch PAC is below street level. Cell service is limited.

	Baruch PAC Equipment Rentals (Select all that apply):
☐  Marley Dance Floor
☐  Soft Goods
☐  Projector
☐  Microphone (specify number)
	Piano
☐  Steinway D (Concert Grand)
☐  Steinway L (Baby Grand)
☐  Baldwin M (Baby Grand)
☐  Yamaha P-225B (Keyboard)

	Questions/Notes:



	INSURANCE

	CUNY/Baruch College requires clients to provide a certificate of insurance (COI) naming, "The City University of New York, the Dormitory Authority of the State of New York, the State of New York and the City of New York, as well as their respective officers, directors and employees," as insureds

In the amount of:
· One million dollars ($1,000,000.00) per incident
· Three million dollars ($3,000,000.00) in the aggregate
For events serving alcoholic beverages:
· One million dollars ($1,000,000.00) per incident
· Five million dollars ($5,000,000.00) in the aggregate
Note: You must utilize a caterer with a catering permit, liquor license, and liquor liability insurance. Subject to approval by the college’s administration.
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