Morishita Studio Communication Form

Date of submission: 
	Studios
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	Contact information on your company/organization

	Organization
	Name:
	
	Tel.:
	
	email:
	

	Director
	Name:
	
	Tel.:
	
	email:
	

	Contact person
	Name:
	
	Tel.*:
	
	email:
	

	*Please fill in a phone number of the contact person at which Morishita Studio may get in touch with easily.

	Names of the main persons of your project scheduled to use the studio

	01.
	
	04.
	
	07.
	
	10.
	

	02.
	
	05.
	
	08.
	
	11.
	

	03.
	
	06.
	
	09.
	
	12.
	

	Information on your project at Morishita Studio (Please check the appropriate boxes below)

	Purpose
	 MACROBUTTON CheckIt (
	Rehearsals
	 MACROBUTTON CheckIt (
	Workshop
	 MACROBUTTON CheckIt (
	Work in progress
	 MACROBUTTON CheckIt (
	Symposium / Lecture

	
	 MACROBUTTON CheckIt (
	Other:
	[Details]

	Name of your project / production:
	

	Entry of audience members
	 MACROBUTTON CheckIt (
	Yes
	[Approx. no. of persons:   ]
	 MACROBUTTON CheckIt (
	No

	Will you be bringing in large size equipment?
	 MACROBUTTON CheckIt (
	Yes
	 MACROBUTTON CheckIt (
	No

	Will you be bringing in lighting equipment?
	 MACROBUTTON CheckIt (
	Yes
	
	 MACROBUTTON CheckIt (
	No 

	

	Press meetings (interviews, photos sessions)
	 MACROBUTTON CheckIt (
	Yes [Details:]
	 MACROBUTTON CheckIt (
	No

	If “yes,” please fill in the following forms:
	Date:   / 
	Use of parking lot
	 MACROBUTTON CheckIt (
	Yes
	 MACROBUTTON CheckIt (
	No

	
	Time: from     to
	Use of meeting room
	 MACROBUTTON CheckIt (
	Yes
	 MACROBUTTON CheckIt (
	No

	Details on your project (schedule, contents, etc.)


	Requests for renting equipment at Morishita Studio

	Dance mats
	 MACROBUTTON CheckIt (
	Yes (Please see Note No.5 below for details)
	 MACROBUTTON CheckIt (
	No
	 MACROBUTTON CheckIt (
	Whichever

	Audio equipment
	 MACROBUTTON CheckIt (
	Yes
	[Details]

	Other equipment
	

	Scheduled arrival time of the first day of use:
	
	Use of parking lot
	 MACROBUTTON CheckIt (
	Yes [No. of vehicles: ]

	Load-in Information
	Date & time
	/
	from 
	Type & no. of vehicles:
	 MACROBUTTON CheckIt (Truck [  tons] x 
	 MACROBUTTON CheckIt (Station wagon x 

	Load-out Information
	Date & time
	/
	from 
	Type & no. of vehicles:
	 MACROBUTTON CheckIt (Truck [  tons] x
	 MACROBUTTON CheckIt (Station wagon x 


Notes

1. Please fill in and submit this form to Morishita Studio with a copy of your rehearsal/project schedule (or a flyer for your production) not later than one month before the first day you will be using the facilities.

2. Since you will be required to go through a briefing on the facilities and check the equipment on the first day of use, please be sure to have a member of your group who will be the contact person with Morishita Studio to accompany you on that day.
On the last day of each rental period, please allow about 15 minutes for cross-checking the studio and its facilities you have used with the studio’s staff before leaving the building.

3. Please observe the Morishita Studio Rental Terms & Conditions and the Emergency Manual when using the studio and inform all of the members of your company/project the contents listed in those documents.
4. All users of Morishita Studio (except guest room users) are required to leave the building by 10:00 pm. Bookings may be canceled for those who break this rule frequently. On your final day of using the studio, please mop the floor inside the studio you have used and return the space to its original state.
5. Users are required to place, tape, and remove, plus repair the dance mats if necessary. Adhesive masking tape for placing the mats will be provided by Morishita Studio.
· Dance mats may not be used if there is the danger of damaging them.
· If you have chosen “Whichever” in the above form, whether the dance mats will be on the floor of the studio or not will depend on how the organizations in prior to or after your booking will use the studio.

6. Generally speaking, you will be requested to settle the expenses in cash for the facilities on the final day of using the studio.
Revised on April 1, 2024

