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BOX OFFICE RIDER

The following items listed below MUST be received before Phoenix Theatre can begin selling your tickets:

· Dates and Times of performances and TBA’s
· Synopsis of Show

· Pricing

· Artwork (This must be in jpg format)
· Cast and Crew List

Email to: vincent@playhouseonthepark.com and l.balch@phoenixtheatre.com 
Once your show is built and ready for sale you will be notified by Phoenix Theatre.  You will also be sent a sales link to put on your company’s website in order for your patrons to purchase tickets through YOUR website.  Phoenix Theatre does not sell tickets for you on their website.  You will want to control content and photo’s.  Phoenix Theatre produces 16 shows a season and your production will get lost in a sea of other offerings on our site.
*** Phoenix Theatre works with many arts groups on list trades and program stuffers and will happily provide marketing advice, however,  Phoenix Theatre is NOT responsible for the marketing of your shows in any way including but not limited to listing your shows on the Phoenix Theatre website, sharing email address databases, or soliciting Phoenix Theatre patrons on behalf of third party organizations. ***

Comp Policy:

All comp requests must be sent to Louisa Balch at l.balch@phoenixtheatre.com , and made at least 24 hours prior to performance date at time.  For weekend comps, requests must be submitted no later than 4pm on that Friday. 
All Email Comps requested need to be formatted as shown below:

(Information of person utilizing comp)
Name:*
Address:
Phone #:*
Email Address:

Number of tickets needed:*
Performance Date and Time:*
Louisa will send an email confirmation once the request has been processed.

Please try to make sure your comp requests are finalized before you send them and please contain your requests to one communication per day.  It is very time consuming to process several changes through out the day or have multiple requests arrive all day long.  This can lead to missed requests and compromise the quality of our customer service at the performance.

If you need physical comps to pass out to Cast, Crew, and Guests those requests need to be put in to Louisa at least 48 hours in advance.

· Please inform the receiver of these comps that they will need to call the box-office prior to the performance date to reserve their seats.

· Comps will need to be filled out in their entirety and presented to the Will Call Associate in exchange for their actual ticket.
You can also submit a list of names and how many comps they are allotted. Once we have that list the box-office can cross their names off as they call in to redeem their tickets.

Show-up.com

Phoenix Theatre will not set-up Show-up.com tickets for your organization.  We will need to be notified when you have placed your tickets on Show-up, because Phoenix Theatre will check orders daily and place the tickets in Will Call for your patrons.

Once you have an account set-up through Show-up .com you will need to provide your company’s username and password. Email to: l.balch@phoenixtheatre.com and j.brandstetter@phoenixtheatre.com.
Sales Reports:

Updates on ticket sales will be provided every Wednesday and Friday by Louisa Balch, and will begin 2 weeks prior to your shows opening night. 
PLEASE DO NOT CALL THE BOX-OFFICE FOR YOUR NUMBERS AT ANYTIME.
If any information is needed please contact Louisa at l.balch@phoenixtheatre.com.

ZONI’S

Zoni Judges can call in to our box-office to reserve tickets. However, it is not the responsibility of Phoenix Theatre to prepare their Zoni packets.  You should drop off pre-assembled Zoni packets to have distributed with the Zoni Judges tickets.

TBA’S

We ask that if you want to open a TBA performance or add a performance for sale to the public that Phoenix Theatre receives a 3 day notice. Contact Louisa Balch via email or phone at 602-889-5298 
The Phoenix Theatre provides all ticketing staff and overhead costs associated with ticket sales, initial set up consultation, facilities management and Front of House staffing.  We will also complete comp requests, weekly sales reports and provide regular email correspondence via Louisa Balch.  Additional services may be commissioned, with applicable fees, that include the following:
Show Cancellations 

In the event that your company needs to cancel a performance, Phoenix Theatre requires that we receive 72 hours notice before the event date. Once a show is cancelled we cannot re-open the performance for sale. Contact Louisa Balch for more information or to request a cancellation.  If patrons need to be contacted, there will be a $25 service fee.
Date or Time Change

Phoenix Theatre will adjust the date or time of a performance once at no charge if there are no tickets sold to the event.  If a change is made and patrons need to be notified and moved, there will be a $25 service fee per performance.  If the date or time of more than one performance is changed during run of a show, a service fee of $100 will be applied to each change.
Pricing and Promotions

Phoenix Theatre will be happy to advise companies on pricing and sales strategies at the inception of their contract and during their orientation with Patron Services Manager.  Further changes to pricing, added promotions and general consulting questions will be charged a fee of $25 per half hour.
***Absolutely no public correspondence that gives detailed  information around pricing and/or promotions may be published without final review by Phoenix Theatre, including flyers, direct mailing, emails and publications.***
Additional Staffing

In the event that 3rd Party Organizations do not provide volunteers to work front of house per the contractual agreement, or in the case that additional staff needs to be provided by Phoenix Theatre to maintain the quality of our customer service, Phoenix Theatre reserves the right to schedule a second front of house sales representative and apply second shift pay to the User.  In addition, if the staff is to remain on the premises past the end-of-show time due to a post-show reception, talk back, special event, photo shoot or any other case that requires “overtime” past the normally scheduled shift, the company will be charged an hourly rate of $20 an hour for the staff member.  Phoenix Theatre must always be notified about these cases in advance.
