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BYU-Idaho

Dance Alliance
Summer 2010 Tour

BYU-Idaho Performance Tours
Presenter’s Responsibilities
 SEQ CHAPTER \h \r 1No Performance Fee, but Auditorium and Large Stage Are Required
 

Dance Alliance from BYU-Idaho does not charge a performance fee to sponsoring stakes or community nonprofit groups. However, in order to have the entire audience sees the performance, an auditorium or theater with a large stage is required (see Technical Needs on next page). Unfortunately, stages in stake centers are not large enough, and we have found most people can’t see very well if the performance is on the floor of a cultural hall. 

Stakes have had excellent luck teaming up with other community-based organizations in presenting Dance Alliance. Often such shows will attract not only church members, but a broader community audience. Many shows also are designed as fund-raisers for non-profit community organizations, such as school programs, service organizations, and performing arts councils.   

Some stakes have chosen to sell tickets, while other stakes offer free admission by covering expenses from stake funds or private donations. 
The group also asks for help in housing students with host families, and providing a meal prior to the show. 
Form a Committee

Putting on a successful event requires time, commitment, and hard work. While one person can do it all, we have found the best results when a committee is formed. We suggest you find someone to head the committee who is excited about the event and who knows how to get things done!

We recommend at least three members of the committee, and possibly even more: 

· Event coordinator and chairperson of committee
· Publicity coordinator (often the stake or multi-stake Public Affairs director is ideal)

· Hospitality coordinator (often the stake Relief Society president is ideal)

Other possible committee members:
· Representative(s) from co-sponsoring community organization

· Representative from stake presidency
· Representative from co-sponsoring neighboring stake
· Media specialist

· Stake cultural arts specialist or chairperson of stake activities committee

· Others
Reach Out into the Community

The question of whether or not to co-sponsor this event with a community organization needs to be addressed early on in the planning. This will determine a lot of the questions that will need to be answered. Perhaps there are members of the Church who are very community minded who you might call upon for suggestions.
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Find a Performance Venue Early

Once you decide what kind of event you are planning, you will need to find a performance location. If this is a non-profit event or fund-raiser, you might possibly find lower fees for a venue. When scheduling a performance venue, university, school or civic auditoriums or theaters are encouraged because (1) they generally provide a large performance area and more seating and 

(2) they provide a “neutral” environment where community and personal friends of church members feel more comfortable attending. 

SPECIAL NOTE: As a recognized student group on college campuses, the Latter-day Saint Student Association can hold activities on an adjoining college campus; including the use of college facilities for institute classes, activities and CES performances.
 SEQ CHAPTER \h \r 1Technical Needs for Dance Alliance Show
The preferred stage size is 40 feet wide by 35 feet deep or larger. An exit and entrance space (wings) on each side of the performing area is required and if possible, a path at the rear to cross-over from one side of stage to the other. Dressing rooms are needed near the performance area.
Floor: Should be wood floor in good condition. Not cement. The group will carry black Marley floor covering.

 SEQ CHAPTER \h \r 1Sound:
The group carries its own sound system, but the local venue sound system may be used if superior. All dance music is recorded on compact disc for playback. The group brings adaptors to patch into the existing sound system if available.
Lights:
Special lighting is not required; however, it would enhance the impact of the show if available. 

Power:
It would be beneficial to have someone knowledgeable with the facility’s electrical
 systems available to assist with power connections at arrival. 

Performance Checklist           






As Soon as Performance Is Confirmed

· Identify and reserve an appropriate performance venue

· Designate an event coordinator to work with BYU-Idaho

· Consider a co-presenter such as a charity organization

· Place event on stake and ward calendars

· Inform mission president(s), institute directors, and public affairs directors in the area

· Organize an event committee and assign committee members to oversee ticket sales, promotion, public relations, and hospitality (The event coordinator will direct the efforts of this committee.)

Ticket Sales (TS)
Ticket pricing, distribution and sales

Promotion (P)
News media coverage, advertising, interviews, publicity

Public Relations (PR) 
VIP’s, media guests, ticket takers and ushers

Hospitality (H)
Group meal and host families

At Least 12 Weeks Before the Performance
(
Upon receipt from BYU-Idaho, complete and return the Performance Agreement with venue information

(
Consider additional outreach performances (firesides, school workshops and assemblies, public service events)

(
Work with student location manager to coordinate and finalize itinerary details

TS
(
Determine admission prices and distribution method (see Ticket Sales) 

P
(
Outline plans regarding placement of posters and fliers (see Promotion)

P
(
Order 11x 17 promotional posters through BYU-Idaho Performance Tours office (208-496-1150)

P
(
Identify contacts at newspapers and radio/TV stations for coverage of the performance 

P
(
Submit performance information to local Chamber of Commerce and to online community calendars

PR
(
If you are working with a community charity organization to co-present, give media information for inclusion in the organization’s newsletter

PR
(
Identify VIPs, community and government leaders, news reporters, and art critics to invite

PR
(
Plan for ticket takers, ushers, and program distribution

H
(
Outline where and how the group meal will be provided (see Hospitality)

H
(
Plan overnight accommodations for the group

8 Weeks Before the Performance

TS
(
If you are using tickets, get them printed
TS
(
Identify ticket outlets

6 Weeks Before the Performance
P
(
Prepare news releases and photos for newspapers to deliver to media contacts

P
(
Place promotional posters to wards and various publics (see Promotion)

PR
(
Contact VIPs on your list to invite them to the performance (send tickets 3 weeks in advance)
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4 Weeks Before the Performance
TS
(
Begin box office sales; continue promoting group sales

P
(
Deliver news release and photo to newspapers; consider a telephone interview with a BYU-Idaho group leader or performer with local newspaper or radio station

P
(
Place announcement in ward bulletins; run weekly in bulletins until performance

H
(
Arrange for host families for overnight accommodations (see Hospitality)

H
(
Make plans for the evening meal prior to the performance, preferably at the performance site

3 Weeks Before the Performance
TS
(
Evaluate number of tickets sold; make a final push for group sales

PR
(
Mail invitations and complimentary tickets to VIPs and news critics

2 Weeks Before the Performance
TS
(
Review total sales and determine if more promotion is needed

P
(
Deliver final news release and photo to newspapers; consider arranging interviews with the cast and/or director when the group arrives

PR
(
Ensure ushers and ticket takers are identified; set a time to meet with them prior to the performance

1 Week Before the Performance

(
Ensure a presenter representative will meet the group when they arrive

TS
(
Determine if additional promotions are warranted to ensure good sales in advance; bring all tickets to one central location and finalize preparations for ticket sales at the door

PR
(
Confirm seating for VIPs and any reserved seating planned; hold orientation for ushers and ticket takers; consider if a presenter representative should greet the audience before the performance begins

H
(
Ensure plans are final for the group meal on the day of the performance; inform host families of the group’s expected schedule 

Day of Performance

· Meet group when they arrive in your area

· Those preparing the group meal arrive at a specified time
· Prepare the stage area, including providing water for the performers
After the Performance
(
Work with the performance venue to finalize rental charges

(
Send copies of news clippings and advertisements to Performance Tours for future publications

(
Send thank you letters to media, sponsors, and ticket outlets
Promoting the Event                        






Materials Provided by BYU-Idaho


A press kit will be sent from BYU-Idaho for media use. Become familiar with this informa​tion so you can speak knowledgeably about the group. Kits may include the following:

Church Bulletins and Announcements


According to audience surveys, two of the most effect ways to promote your event are through church bulletins and announcements at church meetings. Submit information to ward and branches FOUR weeks before the performance. Announcements should remain in bulletins until the performance. 
Because the group comes soon after General Conference and church members do not attend regular church meetings that weekend, be sure to plan your publicity well ahead of time! 

Creating News Releases


Using the BYU-Idaho outline, create a variety of news releases for use throughout the promotional campaign, adapting the material provided to your own local situation. You may also want to vary these in length, so if a newspaper cannot use a long article, they will have a shorter version to select. Remember to always mention the most important points first because newspapers will shorten your articles if space requires. (News release topics may include the performing group, BYU-Idaho, the sponsoring institution's goals and aims and reason for promoting the perform​ance, the director of the group, etc.)  

In the top right‑hand corner of your release, write the date on which you want the story to appear. For example: FOR RELEASE: March 15, 2010.

Media Kits for Distribution


Prepare media kits for your media contacts. These could include your news releases, promotion​al material for the group, information about the presenting organization, promotional pictures, and a DVD.

Local Newspapers


Contact your local newspaper(s) to learn the requirements for news release submissions. Find out who will be responsible for placing your articles (probably the entertainment editor); become acquainted by helping this person understand the nature of the performing group. Request coverage in the entertainment section the week of the performance. Advance telephone interviews can be arranged (see below). Check with weekly events calendar listings. Investi​gate other types of submissions available to you. 

(Note: This may also be the time to investi​gate the possibility of having your performance reviewed by the newspaper. Arrange for complimentary tickets for the reviewer.) 

Do not overlook any publication, including college, high school and area newspapers, and online services. Please collect a copy of any newspaper articles or advertisements for Performance Tours.


Promotion (continued)                                






Use of Radio/TV


If radio and television adver​tising is appropriate for your sponsorship, determine which stations should be contacted and by whom. Call the station(s) to find out when and where your announcement should be delivered. You may also want to consider any local access cable stations that may air commercials or film the entire show for a later broadcast.

Consider the community calendar displays found on many cable systems. Promotional photos of the group you are presenting could be used for these displays.

Some radio and TV stations will request tickets for giveaways during interviews and live broadcasts. 

Even if stations are not providing interviews or live coverage, they may be interested in ticket giveaways; this will provide you with some extra advertising. Contact the stations and offer these ideas to them.

Public Service Announcements


Meet with radio and TV public service directors to schedule public service announcements (PSAs). Often these profes​sionals can help you design your message. However, you may want to do some advance planning concerning the message you want presented.

Media Interviews


You may be able to arrange an interview on a radio or television show. A live interview with the artistic director or several of the performers or a short performance can usually be arranged on the day of the performance. Notify Performance Tours of any live interviews well in advance so these arrangements can be included on the tour itinerary.

Telephone Interviews


Sometimes a telephone interview several days or weeks before the performance date by telephone is helpful. Contact Performance Tours to arrange a telephone interview with the artistic director of the group. 


Poster Placement


BYU-Idaho will provide free posters. Determine where you will want these posters placed in the community. Make the list now considering locations where large crowds pass by, such as:

Schools


You could consider approaching school orchestras and bands.

Community Calendars


Place event date and information on local community calendars. Most of this is coordinated through the local Chamber of Commerce. Also ask what other promotion options are available through this resource. 

Public Relations                           






VIPs


Identify VIPs who should be invited to the perform​ance. These may be well recognized individuals whose presence at your event will add prestige as well as impor​tance to your sponsorship. People to consider would include the elected representatives of your city, county, state, or nation, and heads of other important and influential organi​za​tions. A small poster with a special invitation might be an ideal way of introducing the group to the person invited. Also, consult the ticket sales supervisor regarding tickets for VIPs. Presenters will sometimes host a reception for VIPs before the concert. Often the BYU-Idaho tour leaders and several performers are available to attend. (Suggested emcee for the concert could be from the stake or the community.)
Ushers and Ticket Takers


Determine if ushering will be appropriate for the event and if so, how it will be arranged. Set an orientation meeting, probably on the day of the performance, to get everyone organized.



Meeting the public at the doors of the auditorium is an important item to plan for. Consider now who will take tickets at the door, distribute programs, see VIPs to their seats, and otherwise assist the public in attending the event. If desired, determine who will sit near your VIPs as a host during the event.

Concert Emcee


The presenter needs to designate a person to welcome the audience and give background about the group before the performance begins. Background information can be pulled from the sample press release or the printed program. Once the program begins, no other emcee work is needed.

Show Programs 


The performing group will bring programs to distribute at the doors. 

Hospitality                                    







Group Meal




Presenters are asked to provide an evening meal for the performers prior to the show. In preparing for the group meal, please consider the following:



1. This should be a hot meal served at the performance facility or nearby. Please reserve the facility in advance to ensure availability. 



2. As soon as possible, choose where the group meal will be held and what will be served.



The best type of meal to provide is the following: 

· Buffet style, allowing the performers to select their own portions.

· Warm entrees, fruits, salads, and plenty of juices to drink are best. Please no carbonated drinks. 

· There are seldom any special dietary requirements; if there are, you will be informed of them as soon as possible. 

Water




Because the performers become dehydrated during a performance, it is necessary that they have adequate access to water backstage. Usually presenters will have bottled water for performers or a couple of large coolers and cups in the various dressing rooms backstage. 

Host Families


While touring, presenters house performers in the homes of community members (host families). 

In arranging for host families, please consider the following:

1.  Determine how to identify and arrange for host families.

2.  Please keep in mind the following guidelines:

· BYU-Idaho requests at least two ensemble members of the same sex should be assigned to each host home. Each person needs to have separate beds.
· Host families should be informed in advance that following the performance, ensemble members will be striking the set about 60 minutes before they can leave for the night.

· Host families and ensemble members are normally paired up once strike is complete.

3.  Host homes should be located near the performance site to help avoid excessive travel for performers. 

Host Families and Performance Attendance 


Every host family should be strongly encouraged to attend the performance and should receive at least two complimentary tickets. This way, hosts can then become acquainted with the students through the performance and appreciate the reason the group is in their area and home.

Breakfast and Lunch                                                                                                                        Generally, presenters who provide overnight accommodations for a group are asked to provide break​fast the following morning and a sack lunch for the performers on the day of departure. 

Host Family Information
(The following information should be copied and given to each host family.)

Thank you for volunteering to host some of the performers from BYU-Idaho. The following guidelines will assist you families in preparing for these young adults and their leaders.

Guest Assignments and Pick-up times



After the performance, ensemble members will be involved in striking the set for about 60 minutes before they can leave for the night. The tour manager will announce your guest names after students have assembled with their luggage. 

Transportation




Where possible, all drivers of host vehicles should be adults. Pooling guests in a large vehicle for drop off (or pick up) at host homes along the way is certainly permissible. Student performers are not permitted to drive host vehicles.

Morning Drop-off




Before students are assigned to hosts, the tour manager will specify the morning drop-off time and location (usually a ward building). Drop-off time is usually 8 a.m., but may be earlier if a long bus ride is scheduled. A later (10 a.m.) drop off is occasionally requested (mostly Saturdays) so that students may catch up on sleep. Should your personal requirements for school, work or other appointments require an earlier drop-off, arrangements will be made for the church (or other facility) to be open so students can wait comfortably for the bus.

Food




The offer of a light snack upon arrival at your home after the concert would be appreciated. Fruit, cereal, cookies, leftovers – anything simple – would suffice. Breakfast at your home the following morning and a sack lunch to take on the bus will also be appreciated. Should you be hosting for two nights, a meal with your family (Sundays or Mondays) may also be needed. Normally the students eat a meal together before the performance provided by the presenting organization; thus hosts do not usually feed students prior to a performance.

Sleeping Arrangements




Policy requires that a minimum of two students of the same gender be assigned to a host home. More are sometimes assigned as facilities permit. Each performer must have separate beds. Comfortable couches are fine, but sleeping on a floor should be avoided unless a thick, comfortable cushion is available. Adult leaders (managers, directors) should have a separate room. Married couples will also need a separate room.

Promptness


Schedules for bathroom use, laundry, wake-up times, breakfast and departure times should be worked out before retiring to bed to ensure students can be dropped off at the specified time.

Miscellaneous

· Occasionally a washer and dryer will be needed for laundry.

· Rigorous touring schedules require sufficient sleep. Late night sight-seeing, long talks/visiting should be avoided.

· Some students may have allergic reactions to cats or dogs. Efforts will be made to assign them to homes without pets.

We are excited for this chance to perform in your area. We are grateful for your warm hospitality. 
Ticket Sales (optional)                     






Ticket Pricing

If you are selling tickets, determine the proper ticket price:
1. Determine the costs anticipated in presenting a BYU-Idaho group, including venue rental fees, group meal and the target fee. 

2. Conservatively estimate projected sales and audience size. 

3. Exclude complimentary tickets (see comments below).

4. Determine your breakeven ticket price (anticipated expenses divided by estimated audience).

5. Set the appropriate ticket charge, which should be slightly larger than the breakeven amount to convey production quality and professionalism.

When determining ticket prices, consider the ability of your audience to pay and audience expectations. Some areas may require a lower ticket price, but remember that price also reflects what you think the evening(s entertainment is worth. Compare admission charges currently offered in the community for other stage events, school productions, or the cost for a typical night out for entertainment. Your event’s admission should be somewhere between. 

Discounts

Decide if any type of discounts will be offered for large groups, families, or for advance purchases. In many areas it is common to offer discounted tickets for senior citizens and children (under 12). 

Group Discounts

Group ticket sales can be made to interested groups, such as choirs, dance groups, community artists, or business groups, such as Rotary or Kiwanis clubs, etc. To further encourage ticket sales, a discounted price may be offered to those groups purchasing a given minimum number of tickets. 

Family Discounts

If family tickets are offered, a general rule to follow is to sell at an admission price no less than 3( times the amount of an indivi​dual adult ticket. (For example, a $5 individual ticket would sell to a family for at least $20.) Family discounts are only for immediate family members. A separate ticket should be given to each family member. This helps you track how many actual auditorium seats will be taken.

Public Ticket Sales

Sales from the venue and other ticket outlets are most beneficial, but be sure to understand the related costs for these services. As alternatives, consider telephone approaches, as well as internal sales within your organization and to your personal contacts. 

Personal solicitations are always effective, particularly when your organization’s members invite friends, neighbors, and business associates to purchase tickets. Local business​es (banks, shopping centers, stores, etc.) may also be willing to distribute tickets for your event as well as purchase blocks of tickets for their employees.

Complimentary Tickets

Reserve some compli​mentary tickets for VIPs, the media, and each host family. 

Ticket Sales (continued)                       






Timing

Set the date for ticket sales to begin and determine who will be involved. You will want ticket sellers to report regularly to a central location of the number of tickets sold. Determine now when those weekly reports should be made. A date should also be set to return all tickets to a central point for final sales at the performance site.

Targeting Sales

It is very wise to identify target groups for ticket sales. Consider church groups, senior citizens, youth groups, drama clubs, dance schools, musical groups, Rotary, Kiwanis, Lions and other service clubs, parent‑teacher associations, school clubs and other organizations or business groups. 

Visit each target group identified. Consider sending members of your group or neighborhood who belong to these organizations. 

Community Co-Sponsors

It is sometimes beneficial to invite other groups to assist your ticket sales as a fund‑raising project and/or a community service project. A local arts council may have a significant mailing list you could use. Local charities may have their own media and public contacts to promote their fund-raising events. If your event becomes one of their sources of income, the potential for your audience increases. Examples of co-sponsors include specialized care centers, Red Cross, children’s hospitals, treatment centers, etc.

Auditorium Ticket Sales

Check the venue’s requirements for selling tickets at the door on the day of the performance. Determine who will do door sales and where they will be located.







News release outline


Promotional photo


DVD

















Places where dance or music lessons are taught


Parks, recreation areas


Laundromats


Locations where tickets for the event will be sold


Church buildings








Businesses


Schools


Libraries


Shopping Malls


Restaurants











