EXIT REPORT

2010 FESTIVAL AT ILLINOIS STATE UNIVERSITY

HISTORIAN/DOCUMENTARIAN

Ticketing/Swap Desk


· Thank you to the crew that gave up a day of winter break to prepare opening performance and all-state ticket packets.

· Thank you to the student monitor crew Wednesday afternoon that prepared tickets for Thursday.

· Thank you to the crew Thursday that distributed tickets.  For the third year in a row we finished in less than four hours!

· Swap Desk:  

· The “Disney style” line on stage still works best in the Ballroom especially for the Friday morning rush.  Exhibitors assigned spaces next to the stage stairs must not block the stairs.

· The sorting table was set downstage of the DL stage steps.  During the Friday morning rush, as students started down the stairs, some trades were made at the sorting table.

· We opened the swap desk at 7:50 am Friday (10 minutes ahead of the published start time). The swap desk was ready to open at 7:40 am however there seemed to be a ten minute delay in opening the Ballroom.  The swap line did not seem as frantic/frenzied as in past years.  Perhaps the weather that delayed / prevented some participants arrival Friday morning was a factor OR selected shows were equally appealing OR we are getting better at distributing tickets. 

· Moving Fest Gear away from the swap desk eased congestion

· Thank you to the wonderful student monitors that manned the swap desk on Friday and Saturday.

· Thank you to committee members, past and present, who assisted with ticketing and/or the swap desk.

· Satellite Swap Desk at C.P.A.:

· Did anyone hear any concerns?  Location?  If not, we should repeat the process at Festival 2012.

· Again, thanks to the student monitors who ran the satellite location..

· Starting Time for Performances:  Our policy of holding all curtains five minutes in order to seat participants who do not have tickets seemed to occur without major complaints.  Perhaps the Thursday meetings with house managers helped facilitate the policy.

· Communications with tech staff: The box office needs to know by Thanksgiving weekend the number of orchestra/sound/light kills for the opening and all-state performances. (Seat kills for the other venues need to be determined before winter break.) Also, can all e-mails regarding load in/load out of full length/showcase performances be copied to the box office to check for any discrepancies or conflicts with all-state /opening performances?

· Because we use assigned seating for the all-state performances, it is necessary to have 12 ushers to assist patrons find their seats.  Whose responsibility is it to make sure that these ushers are secured?

Miscellaneous suggestions/observations

· Two years ago conference services requested that the exhibit registration date be at least a week apart from the school registration deadline.  We changed it last year at U. of  I.  This was the first year at I.S.U.  Did the change work?

· We enforced the requirement that medical release forms must be submitted with the school registration.  Do we need to have medical release forms from exhibitors, workshop leaders, and student monitors?

· Two years ago only 50% of the schools had their online final participant forms submitted.  This year only one did not get returned.  Congrats to Amber and Teri for e-mails and calls to get them in.

· Adjust the registration form so that sponsors have to say yes or no to the question that asks if this is the first festival experience for the primary sponsor.

· School e-mail filters seem to be causing problems.  Did we send a short December letter by snail mail asking sponsors to check the web site for December information?

· We need to find a way to get more schools to submit showcase productions.

· The past three years the Saturday schedule of events has been shortened.  Discuss if this should be continued.

· The covers of the August mailing and Festival Program Book need to include the ITA as producers.

· It is very important that copy for mailings be turned in on time.  In that way mailings can be proofed at the meetings by the whole committee.  Committee member’s schedules make timely proofing after the meeting unlikely.

· If master classes are going to continue we need to set how and why they are different from workshops.

· At Headquarters each year we get requests like:
1) Is it possible for us to get a ticket for our bus driver?  2)  Our daughter/son is in Full-length XX.  At which theatre is the performance.   3)  We were in the All-state company last year.  Any chance we can get in to see the performance.

· At the December Director’s meeting, ask each director how many of their students are actually involved in their show.  This info would be helpful when putting together ticket packets.

· As suggested last year a proof tips/guideline sheet was prepared for use by the committee and graphic designers.

· All-state tickets were printed by the Braden Box Office.  I don’t think that much, if any, time was saved.  We did not enter school seat assignments into the computer.  Also, I missed having different color ticket stock for each performance. 

· During this year I plan to make a IHSTF box office manual.

Submitted 1/23/10 by Kurt Steinhauser

Illinois High School Theatre Festival

Tips for Proofing Copy

Drafted Fall 2009

Capitalize the word Festival when used as a shortened reference to the IHSTF.

Use a hyphen in the word all-state.

Use a hyphen in the word full-length.

Use a hyphen in the word e-mail.

Use a hyphen in the word on-site.

Use a hyphen in the word warm-up.

am and pm are not capitalized (no periods or spaces between a and m or p and m).

Use a space between a time and the time of day (example: 11:30 am)

Play titles should be italicized. 

Fix sentence fragments and run-on sentences.

Commas are not used before the conjunction in a series.

Check for subject-verb agreement.

Verify accuracy of page number references.

Make sure that all series have parallel construction.

Check for consistency in the use of first, second or third person.

Make sure all pronouns have clear antecedents.

General spelling--is everything spelled correctly?

FEST GEAR is typically in all caps.

Check margin for proper alignment.

Make sure that there are not any extra spaces or missing spaces?  Please use two spaces after the final punctuation mark at the end of a sentence.

Especially for workshop descriptions:

Workshop titles should be in bold type.

Try to change passive voice to active voice.

Workshop descriptions should be written in the first or second person.

Overall, ask yourself--is the information clear and correct?
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