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Promotional Procedures for Concerts/Ticketed Events                 Adjustments are made per client
14 weeks prior to the concert/event
1. Have tickets printed.

2. Set up ticket sales at area outlets. List them on promotional materials, inform all outlets that you will pick up the receipts and excess tickets no later than the day before the concert. Inform stores that even if they sell all their allotted tickets, under no circumstances should they tell their customers the concert/event is sold out unless we personally tell them so. 

3. Commence a direct mail or email campaign.

12 weeks prior to the concert/event 

We distribute all promotional materials and tickets to outlets. We get receipts and carefully log ticket dispersal so a proper accounting can easily be made when you settle up. 

6 weeks prior to the concert/event 

1.Recruit Street Team. 

2. Send announcements to all free publications (newspapers, radio, TV, cable shows, schools, youth programs, etc.). 

3. Check with a sampling of people on list to ensure receipt.

4 weeks prior to the concert/event 

1. Start radio advertising.  Inquire about a station ticket give-away and offer tickets to the station employees. 

2. Schedule radio interviews. 

3 weeks prior to the concert/event 

1. Send press releases to editors of all local newspapers with names and numbers to call for more information. 

2. Check tickets sales every three days. Redistribute tickets if necessary without allowing outlets to run out of tickets. 

The week of the concert/event 

1. Make sure that all ticket monies and/or tickets are picked up from the outlets no later than the day prior to the concert. Make an accounting of all tickets sold at advance and group rates. Group rates should not be applicable at the door nor should any tickets not already paid for be held at the door. 

2. Discussed arrival times and last minutes details with artist’s road manager, call him or her to confirm appropriate arrangements. 

3. Have hotels reserved and prepaid in the artist’s name.  Ensure that the artist’s name is correctly spelled out and that a confirmation number is assigned and given to the road manager. 

4. Arrange for all meals/per for artist and crew. 

The day of the concert/event 

1. Be sure that our crew will be there at the pre-determined time. Ensure that the building will be open and ready for setup. 

2. Brief ushers and staff on their duties at least two hours before concert time. Be sure they are aware of possible restrictions on photography and sound and video recording. 

3. Meet with the road manager to cover details on setup and load out as well as sound check.

4. Have tables set up at the rear of the auditorium and several people available to help with sales of merchandise for each sponsor. 

5. Complete an expense record sheet (door sales can be added following the concert) and receipts on hand so figures can be settled quickly if percentages are involved. 

6.  Provide meal(s) for artists and crew. 

7. Set up mailing list cards to get the name and address of attendees for future event mailings. (Build database)

After the concert/event Provide Evaluation Report
 Photographic Evidence

a) Photographs of participants in action.

b) Photographs of participants with sponsors logo or advertising, photographs of commercial activity by sponsors, posters, banners, VIP attendees, event samplings etc.

Participation Data

Amount of Media Coverage with Participation Data

c) Make sure that enough helpers are present to assist artists with load out. 

d) Give or send thank you notes to all volunteers.
