	Tessitura Product Request Form

	
All ticketed events require configuration in Tessitura.  Examples include fundraising events, educational programs, extraordinary experiences, tours, general admission, and 4-D shows.  Use this form to request Tessitura setup for a new ticketed event.   

If you are uncertain how to complete this form please contact Amanda Abernathy for guidance before submitting a request. 

Link this form to a Tessitura Configuration support ticket. Please include the name of the event in the summary (e.g. “Build Fall 2019 Family Workshop.”) Depending on the complexity, you may be asked to participate in testing or verify configuration before the event goes live to the public.



	General Information

	Requested by
	Your Name
	Request Date
	Today’s Date	Publish Date
	Date event should be ready to sell.
	Short Description
	Summary of the event.


	Tessitura Performance Details

	Performance Name
	Name of performance
	
Event Date(s)
	☐ one time on event date
☐ daily, starting start date and ending end date
☐ weekly, every ☐Su ☐Mo ☐Tu ☐We ☐Th ☐Fr ☐Sa
starting start date and ending end date
☐ other, explain details here

	Start Time
	12:00 AM	End Time
	11:59 PM
	Is this an exact copy of a previous event?
	☐ Yes, please copy the event exactly from event date
☐No, this is a new or updated event


	Ticket Sales Format
	☐ Sold as single performance ticket
	☐ Sold as a ticket package with other performances
☐ Elevated Event (Development)

	Ticket Packages
	If applicable, list all performances included in this ticket package.
	Will tickets be scanned?
	☐Yes      ☐No

	Capacity 
	# Open + #  Held = # Total Tickets

	Audience
Restrictions
	☐ No restrictions
☐ Members-only
	☐ Invite-only event
☐ Age restriction, details
	☐ Height restriction, details 
☐ Other, details

	GL Account
	enter account number here (verify this information with Accounting before submitting). Please note if ticket should be in layers to split income into multiple accounts.


	Campaign
	select an existing Campaign from the list provided
	Sales Channels:
	☐ Walk-up/Phone
(Advanced Admission, Box Office, Learning)
	☐ Online
(Web Sales)
	☐ School Group Sales
☐ Tour Group Sales

	
On Sale Date(s)
	☐ all channels on sale as of on sale date and time
☐ on sale date varies by channel, explain details here

	Off Sale Date(s)
	☐ all channels off sale at midnight on off sale date
☐ all channels off sale select an option, explain details here
☐ off sale date varies by channel, explain details here



	Pricing

	☐ Attach spreadsheet for pricing information, or add pricing below:

	Price Type Description
	Ages
	Pricing
	Channel
	

	Adult
Youth
Child
Member Adult
Member Youth
Member Child
Chicago Adult
Chicago Youth
Chicago Child
	18+
12-17
6-11
18+
12-17
6-11
18+
12-17
6-11
	$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
	All
All 
All 
Phone/ Walk-up Only
Phone/ Walk-up Only
Phone/ Walk-up Only
Web Only
Web Only
Web Only
	




☐ These tickets are an add-on that require purchase of General Admission
☐ The Child/Youth tickets require purchase of an Adult ticket
	Marketing
*Web content and Email Marketing requests must be submitted using the Marketing Intake Form. Marketing will add confirmation web page text and the Tessitura Admin will add test to be triggered in the order confirmation emailed to the patron.

	Short Text for Website Order Confirmation Page
	enter here
	
Additional text included in emailed confirmation (beyond confirmation page)?
	☐ No
	☐ Yes, enter details here

	External communication needed?
	☐ No
	☐ Yes, enter details here



	Reporting Needs

	How will attendance be reported?
	enter attendance tracking details here
	What additional info needs to be reported?
	enter additional reporting details here


	Department Impact / Approvals

	Accounting
	
	☐ N/A, briefly explain why approval is not required

	Central Station
	
	☐ N/A, briefly explain why approval is not required

	Development
	
	☐ N/A, briefly explain why approval is not required

	Guest Relations
	
	☐ N/A, briefly explain why approval is not required

	Learning
	
	☐ N/A, briefly explain why approval is not required

	Marketing
	Approved by…	☐ N/A, briefly explain why approval is not required

	Technology
	Approved by…	☐ N/A, briefly explain why approval is not required

	*It is the responsibility of the person submitting this request to identify impacted departments and confirm approvals.



