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DATED 24 JUN 04

TERMS OF REFERENCE FOR THE FRONT OF HOUSE MEMBER OF THE CRANWELL AMATEUR THEATRICAL SOCIETY
1.
The Front of House Member of the Cranwell Theatre Company (CATS) is responsible to the OIC, via the Chairman for:

a.
Organising the Box Office for each CATS Production.

b.
Ensuring that all tickets are individually seat numbered and coded for each separate night of the Production run.

c.
Ensuring that all telephone bookings record the productions's name, address, contact number, car registration details and that individual ticket sale(s) is/are recorded against the Patron.

d.
Ensuring that the Main Guard Room is provided with an access list of all pre-booked Patrons and that the OIC has confirmed that the appropriate Security Escort arrangements are made.

e.
Ensuring that all ticket sales are reconciled against moneys received and that the Treasurer receives all cheques/cash, ticket stubs and unsold tickets and provides the appropriate receipt.

f.
Liaison with all nominated Producers/Directors on FOH activities and with the OIC on the provision of complimentary tickets.

g.
Liaison with the OIC on cash handling authorisation iaw AP 3223 Lflt 207.

h.
Ensuring that FOH Health and Safety requirements are maintained.

i.
Familiarisation with Emergency and Evacuation procedures.

j. Cleanliness and security of the foyer and auditorium before and after each show.


OIC

I certify that I have read and understand my Terms of Reference:









Front of House Member
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