                  SEASON TICKET SOP                8/09

This is in addition to the regular Box Office SOP

1. 
Check to see that tickets have been ordered.

2. 
Be sure arts calendars have been mailed.  If necessary get Oak Grove labels from Terry and help Donna with the mailing.

2.
Arrange for student edition of arts calendar to be mailed.


Donna will take care of this.

3.
Consult with faculty to determine if Freshmen will receive comp tickets to first semester productions.  If so, update and send Freshman ticket letter to all Freshmen including PEG,s.  (copy at end of sop)

4.   Make season ticket bundles (Ticket #1 for all Wednesday productions etc); twenty for each night to start.

5.   Make copies of season ticket letter. (copy at end of sop)

6.  Get a roll of stamps and be sure we have official MBC 
envelopes.

7.  
As season ticket orders come in, keep list for each  performance day of Name, address, phone if available, and ticket number(s).  Keep on Terry's computer in season file labeled "tickets.​__ (year)".  Also put a copy, by night, in the box office notebook to have at the desk for performances. 


Example:



Wednesday



Mr & Mrs x

          Address



Phone



Ticket #1-2

8.
Put ticket bundle(s) with season ticket letter in addressed 


envelope, and mail.  Mark order form as filled.  If paid by check attach the check to the order form.  If paid by credit card be sure you have all necessary information (VISA or MASTERCARD, Full name, Billing address, Expiration date, Full number, Signature). Put filled order forms in a labeled envelope in the cash box.  

9. If it is too late to mail the tickets (ten days before 

     performance) CALL the patron to say we will hold the

     tickets at the door. Remind them of the information in the 


season ticket letter since they will not receive it before their first show.

Dear Freshman,


Welcome to Mary Baldwin College Theatre!!

This year the theatre is offering each Freshman a complimentary 

ticket to the first production of the year, Present Laughter, 

written by Noel Coward and directed by Terry Southerington. 

Freshmen comps (free tickets!) are available for 

Wednesday or Thursday night or Sunday Matinee.  Tickets for

Friday or Saturday may be purchased.

  To get your free ticket you must come IN PERSON to the Fletcher 

Collins Theatre in Deming Hall during box office hours.  The box 

office is open from 10:00 a.m. to 5:00 p.m. Monday through 

Friday, September 13 through October 1 for Present Laughter.

   Remember to get your ticket early to ensure there are seats 

available for the date you prefer.  

Present Laughter    September 29-October 2  7:30 p.m.

                                 October 3  2:00 p.m.

For more information, please call the Mary Baldwin College 

Theatre at X7189.  Our next show, Keely and Du, written by Jane 

Martin and directed by Gettys Kobiashvili, will open in 

November.  Tickets for this production may be purchased from the 

box office beginning November 1.

Your name

Box Office Manager




THANK YOU FOR YOUR SUPPORT !
Enclosed are your season tickets for Mary Baldwin College Theatre, for the evening you requested.  If that night is not convenient for any of the productions, just give us a call in advance at 887-7189.  We'll be glad to exchange your tickets. Please call as soon as you can to assure seats will be available.  Your ticket for Countess Maritza is for the second weekend of performance.  
The theatre opens at 7:00 p.m. for all evening performances, and at 1:30 p.m. for Sunday matinees.  Performances begin promptly at 7:30 p.m. and 2:00 p.m.   Since there is no reserved seating in the Fletcher Collins Theatre, you may wish to arrive early.

We use varied audience and "stage" arrangements. Often the lobby doors open directly into the acting area, making it impossible to seat latecomers until a suitable break in the performance.  Please take your seats no later than 7:25.  At that time, unoccupied seats may be released to waiting patrons.

If you are unavoidably detained, please telephone 887-7189.  We'll be glad to let you know how soon we will be able to seat you after the play begins, and we'll hold seats for you as near the door as possible.

Thank You!

Shae Armstrong

Box Office Manager

