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Box Office Check List
 
Pre-Show 
☐   Display programs beautifully on the beautiful table 
☐   Get screens updated with current shows and get the screens up and running 
☐   Prepare ticket scanner units and make sure they are ready to scan 
☐   Place handicap signage at the front of the venue 
☐   Print and organize all will-call tickets 
☐   Place stanchions as needed 
☐   Insert sign for the House Opening (list 15 minutes later than planned House Open) 
Signs should be placed in front of the both main doors (2), the lobby level to balcony doors (2), and the Balcony doors (2) 
☐   Set up table(s) for artist merchandise sales / Provide startup money for this when applicable
☐   Set up Volunteer table with placements, name tags, and flashlights
☐   Double check ticket stock, box office supplies and flashlights for box office 
☐   Ensure that all concessions are stocked, chilled, organized and have startup money 

Lobby Opens 
☐   Turn over Lobby/House duties to House Manager

House Opens 
☐   Assist House Manager with any issues.

Show Begins 
☐   Tickets should be sold a full thirty minutes into the performance unless noted by the Theatre Manager.   
☐   If there is no intermission, wait 30 minutes and then change concession signage to Coming Soon signage.

Intermission 
☐   Intermission will last between 10 and 15 minutes depending on the size of the house.  The intermission tone should be sounded at 5 minutes before the second act begins.  The lobby lights may be flashed three times as well if needed.  The women’s restroom line is typically the deciding factor.  The house should not be closed if there are more than 5-6 women in line outside of the restroom door.  
☐   Be in position to help any patrons who have questions or wish to purchase tickets for future events during intermission.
 
2nd Act 
☐   Report to House Manager to assist with tasks.
☐   If you have not already done so, change the concessions signs to ‘Coming Soon’ signage.
 
Post-Show 
☐   Report to House Manager to assist with tasks.
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