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Box Office ~ Summer Theatre 
Set-Up

1.   WHERE:  Box office is located just outside the doors to the Paine School Cafeteria, in the back of the building.

2.   TENTS:
Set up ONE CANOPY to cover the box office table and ONE CANOPY to cover the Swamp Store, on either side of the entry doors with ample space in between.

3.   TABLES & CHAIRS:   

· Set up one long folding table under the box office canopy.  

· Get 3 folding chairs for this table.  

· Set up one or two of the cafeteria bench tables under the canopy for the store.

4.   STORE  ~ Store Coordinator (is this position vacant in 2014??) will supply bins of necessary items –Set up easel and Swamp information/promotions board under Store canopy

· Display t-shirts and any other sale items on the tables.

· If provided, set up surveys, pencils/pens, and basket to collect completed surveys.

· Keep box of playbills here to be distributed by a volunteer OR, if we are short volunteers, to be available on the table-top.

· Check with Store Coordinator re sale prices.

5.   GENERAL SIGNS:  
~ found in box office bin in file folders; tape and string in bin
· Signboard should already be out on the roadside in front of the school.

· PUT UP SIGNS ON FRONT DOORS:  these should tell customers to go around to the back of the school for theatre entrance/box office.
· PUT UP SIGNS IN FRONT OF SCHOOL letting people know there is limited disabled/elderly parking in the back.

· HANDICAP PARKING signs – add more designated parking spaces to either side of the one space in the back (that one is located near the Swamp Store canopy).

· THEATRE ENTRANCE:  signs include ENTRANCE, any WARNINGS (e.g. strobe lights), 30-minute doors open and sequential ticketing.
6.  BOX OFFICE SIGNS ~ found in binder inside box office bin along with tape and string
· If available, hang the Swamp Meadow banner BEHIND the box office canopy, visible by those approaching box office table.

· Hang up signs for 3 distinct transactions:  (1) PREPAID RESERVATIONS; (2) UNpaid RESERVATIONS; (3) Walkins/buying tickets w/o reservations.  Be sure to put the 2 with money/check transactions—unpaid and walkins—next to each other so volunteers can share the cash box.  These signs hang down from the front of the canopy, in the approximate location for each line of patrons.

7.  ADA ACCOMMODATIONS ~ signs in box office bin; blank labels in folder with markers
· CHECK AND REMOVE ADA SIGNS FROM YESTERDAY’S PERFORMANCE !!

· Put up signs, as needed, to reserve seats for disability accommodations.  Check with the director/producer or tech folks re best seating for hearing…

· Hearing Impaired – often 3rd row is best for sound but not always… check!!
· Visual impairment – front row if available

· Wheelchair – usually on the side aisle, but check with director
· Walker – usually on the side aisle, but check with director
· Sign should allow for seating for each person with a disability and one companion for each person.  More seats at discretion of box office coordinator.

8.  REVIEW BOX OFFICE TASK ASSIGNMENTS
· Once setup is complete, each volunteer will have a specific responsibility to assume once box office opens.  Review assignments and make sure everyone understands and is comfortable with role.

9.  CASH BOX & Supplies
· Laura G. will supply the starting cash (mostly in one dollar bills).  The empty cash box is in the box office bin.  Two volunteers who will be working ticket sales should independently count this cash and confirm amount before placing in the cash box.  At that point, someone must be with the cash box at all times.
· Set out pens and pencils.  Pens for check-writing.  Pencils for tallying.

· Set out tally sheets for paid, unpaid and walkin tracking.
· Other supplies in the ziplock bag in the box office bin should include tape, scissors, permanent markers, labels, paper clips, etc.

TRANSACTIONS

10. RESERVATION LISTS ~ Printed out by Box Office Mgr 3 hours or less before showtime.  
· PREPAID.  Alphabetical list of paid reservations and number of tickets reserved.  These seats are held indefinitely and so the total reservations all count towards the ‘sold out’ number.  One volunteer works this list.

· UNpaid RESERVATIONS.  Alphabetical list of unpaid reservations.  These tickets are  held only until 20 minutes before showtime, then are released, as needed, to standby.  You MUST KEEP A TALLY of tickets picked up so we know our count towards the ‘sold out’ number.  Payment is by cash or check only.  One volunteer works this list.

· WALK-INS.  Sell until we hit a temporary hold for the “sold out” number.  If we hit that number, take names for standby until we can release unpaid reservations at 20 minutes before showtime.  One volunteer works this transaction.

· MASTER LIST.  Box Office manager will have a copy.  Use this if having trouble finding a name or if we need to accept payment for future performances or check future reservation status.
See volunteer task sheet for information on other responsibilities and duties carried out once box office opens.
*** We need volunteers to take down the box office immediately after intermission, each performance. Usually a few box office volunteers can do this***.

