Box Office Tasks
	Task
	Volunteer

	Lead @ Box Office today
	

	Ticket Table

    Pre-Paid Reservations TODAY’s performance– tickets; tally all tickets; smile!
	

	    Unpaid Reservations  TODAY’s performance- $$ and checks; tickets; tally all tickets by type; smile!
	

	    No Reservation Ticket Purchase TODAY’s performance - $$ and checks; tickets; tally all tickets by type; smile!
	

	    RESERVATIONS AND PAYMENTS FUTURE PERFORMANCES:  keeping monies in separate, labeled envelopes and recording on master sheet
	

	Greeter – Welcome; smile; direct to proper box office ‘window’, refer to master list if needed
	

	Back door – Accessible entrance – guide to seating & be box office runner; assist patrons in finding seats once doors open; Crowd Control with Dr. Daycare
	

	Playbills – Smile.  Hand out playbills.  Invite people to visit Swamp Store, encourage them to take survey.
	

	Collect tickets @ door.  CALL IN SEQUENTIAL ORDER !  No entry until director OKs & house is cleared by Laura G., M’lyn H. or other lead box office (Carol Mauro, Leslie Carter) (possible ADA exceptions)
	

	Surveys & Info.  Smile.  Encourage/invite folks to take survey.  Collect and tally surveys.  Answer ?s or find answers.
	

	Store: Raffle & Tees  Smile.  Handle the raffle and tee sales.  Be a salesperson!  May also handle surveys and/or playbills.
	

	Runner  Whatever is needed.  You never know…
	


