
Event Information Form
8/19/2011 9:09 AM

Requests must allow 7 business days for single events and 30 business days for subscriptions.

[bookmark: Text19]Fiscal Year:      	

Prepared by:      	

Sent to Distribution List on:      	by:      


SECTION 1 (General Information) 

[bookmark: Text2]Name of the event (as you want it to appear in publications):       

[bookmark: Dropdown1]Producing Group:      

[bookmark: Text3]Location of the Event:      	

Contacts (name/phone/email):       

Presented by (if different than producing group): 	     

Director(s) (name/phone/email): 	     

GL Acct Code:      

Approved Budget:      

[bookmark: Text14]Sponsor(s) (as you want them to appear in publications):       

[bookmark: Text13]Description of event:      

Appropriate for ages?      

Please “RATE” your event: 

Center Press Release needed?	


SECTION 2 (Dates and Times)

[bookmark: Text77]What is the approximate length of the event?      

Is there an intermission?  

EVENT DATE 1

Day of the week:    

[bookmark: Text8]Date (m/d/yy):      	

Start Time:      	

End Time:      

Complimentary and/or hold ticket needs:      

Other information specific to this date:      

EVENT DATE 2

Day of the week:    

Date (m/d/yy):      	

Start Time:      	

End Time:      

Complimentary and/or hold ticket needs:      

Other information specific to this date:      

EVENT DATE 3

Day of the week:    

Date (m/d/yy):      	

Start Time:      	

End Time:      

Complimentary and/or hold ticket needs:      

Other information specific to this date:      

EVENT DATE 4

Day of the week:    

Date (m/d/yy):      	

Start Time:      	

End Time:      

Complimentary and/or hold ticket needs:      

Other information specific to this date:      

EVENT DATE 5

Day of the week:    

Date (m/d/yy):      	

Start Time:      	

End Time:      

Complimentary and/or hold ticket needs:      

Other information specific to this date:      

EVENT DATE 6

Day of the week:    

Date (m/d/yy):      	

Start Time:      	

End Time:      

Complimentary and/or hold ticket needs:      

Other information specific to this date:      

EVENT DATE 7

Day of the week:    

Date (m/d/yy):      	

Start Time:      	

End Time:      

Complimentary and/or hold ticket needs:      

Other information specific to this date:      

EVENT DATE 8

Day of the week:    

Date (m/d/yy):      	

Start Time:      	

End Time:      

Complimentary and/or hold ticket needs:      

Other information specific to this date:      

ADDITIONAL EVENT DATES (Add using same format as above): 
	
	     


SECTION 3 (Ticketing & Pricing)

Types of tickets needed:   	

Maximum Attendance (for general admission events only):      	

Are tickets being sold through the MCFTA Ticket Office?  

	Ticket on-sale date:      
	
	Ticket off-sale date (if different than event date):      

	If you are offering a pre-sale or multiple on-sale dates please explain here:      

Please list additional locations for ticket sales (location/phone/email/contact person):       

[bookmark: Text16]Ticket stock name (limit 22 characters including spaces):      
					
[bookmark: Text24]How do you want your sponsor(s) to read on the tickets (limit 31 characters including spaces)? 
     
	


SECTION 4 (Pricing)

Is this a FREE event? 	

PRICES 
(Include the handling fee in the price of $1.00 for tickets between $6.01 and $15.00 and $2.00 for tickets $15.01 and over)

(Example Price: Adult: $14.00 + $1.00 fee = $15.00)

[bookmark: Text75]     


SECTION 5 (Pit seating and technical service needs)

Select your large auditorium orchestra pit needs:  

Need live feed and projector?  

Additional blocked seating needs for other Technical Service (please list seat numbers): 
[bookmark: Text71]     


SECTION 6 (Pre/post activities)

If selling show-related merchandise, do you need sellers provided by House Services?  

[bookmark: Text65]If there is a pre-show event please list type, time and location:      

If there is a post-show event please list type, time and location:      




SECTION 7 (Other Information)

Use this area to include any other information that was not included above:
[bookmark: Text15]      


SECTION 8 (Reminder of other tasks that need to be completed for events)

1. Remember to save your Event Form using the naming protocol and also use the same naming protocol in your subject line when you distribute the form.  

i. Instructions can be found by clicking this link (Cntrl+click to go to link): G:\Forms\Box Office Forms\BO Forms SHORTCUTS\Instructions for filing and distributing Event Forms rsv 06-02-11 .docx - Shortcut.lnk

2. EMS Facility Scheduling (Use the EMS software) 

3. Custodial Setup  (Also include MeetingMatrix drawing)

MCFTA Custodial Setup Request  (Cntrl+click to go to link)

Heritage Park Custodial Setup Request (Cntrl+click to go to link)

4. Key Cards (Request through the Vice President)

5. Kitchen/Linen Request (Form located in Outlook)

Kitchen/Linen Request	(Cntrl+click to go to link)


5

