Money policies
· 2 people count, 2 people sign (box office, concessions, raffle) beginning of night and end of night. If starting amount isn’t correct, they both sign off on what they have
· Keep slips of who counted and signed for accountability
· Raffle should count nightly, 2 people each
· 16 and up can work box office or concessions cash portions
· Different color tickets for regular vs. senior/student vs. family?
· Issue of making adult tickets and senior tickets add up to the money we have
· Internal point at which we start questioning variance?
· If someone shows up and they don’t have money, take their name and address and ask them to send us money?
· Paypal email invoice?
· Self-addressed envelopes that we can give people so they can send us money?
· Square? So we can process cards?
· Could we do a “add a donation” thing?
· Business paypal account?
· Box office responsible for anything from when you walked in the door until you got into your seat – anything in the hallway, any ushering, etc
· House Manager job

· Box Office Manager – responsible for all box office
· Box office supervisors (could be BOM) 1 person in charge of box office for each weekend
· Responsible for getting minimum 4 people to staff (2 people at table, runner from table to inside and seat people, ticket taker) (also one at back door and possibly more ushers)
· Can get people who are able to multitask – if your job is set up and you aren’t needed within first 10 minutes of show, you can help out in the half hour from house open to curtain (tech?)
· Box office manager responsible for all reservation, phone, paypal, website
· Keep a current tally of all reservations at all times in one document, which can be viewed by other people (updated daily within 2 weeks of the show)
· Database on Assets or website
· Add $1 for people paying on paypal? Issue of getting it on the computer
· Makes sure there are enough people to staff the show
· At end of weekend, get money to treasurer within 48 hours 
· Hang up proper signage in hallway and entrance, etc. warnings, etc
· Box office tasks
· Two lines: paid and unpaid. But doesn’t mean someone in the wrong line can’t get helped
· Have a greeter (if you have people)
· Ticket person – don’t split a group! If you’re taking the first 10, but 11 and 12 are with 9 and 10, let them in!
· What to bring to each performance
· ADA seating accommodations
· No disability pricing – can get help from DHS
· If they have a card, we’ll give them senior rate
· Day of show
· BOM either working a position or running/coordinating
· Responsibility of all these things rests with box office manager before other people
· Until we finalize this document, a non-involved member of the board works with box office in some way each performance
· [bookmark: _GoBack]
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