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ArtReach, Inc.
Who is ArtReach?

The mission of ArtReach is to "Change Lives Through the Arts" by providing access to arts and cultural experiences for underserved and at-risk people of all ages
ArtReach is the only organization in the Denver area that exists to ensure people of all ages who struggle with physical, mental, behavioral or severe economic challenges have an opportunity to experience arts and culture. ArtReach is committed to “Changing Lives Through the Arts” by channeling the community’s cultural resources to people in the metro Denver area who have special needs.  ArtReach services meet those needs by giving individuals normally isolated from the cultural mainstream the opportunity to transcend their everyday problems and disabilities through involvement in cultural activities. Every year, ArtReach programs ensure that more than 70,000 individuals and families in our community have the opportunity to experience the Arts. 
ArtReach Inc., was established in 1974 as Hospital Audiences, Inc. and was modeled after an organization in New York City of the same name.  The organization was created as a private, non-profit organization to distribute unsold tickets for performing arts events to citizens in the Denver area that would otherwise not have such opportunities.  In 1975, the name of the organization was changed to ArtReach, Inc.  At the same time, ArtReach expanded its services by bringing performing and visual artists, on-site to human service organizations to better serve those who were not able to leave their institutions. 

Today, ArtReach is much more than a broker of unsold tickets. With over 200 collaborative partners made up of schools, human service non-profits, government agencies and Arts and Culture organizations, ArtReach is the expert in relating to and meeting the needs of special populations. By melding the services of our agencies with the creative and artistic energies of cultural organizations, ArtReach is able to create experiences that decrease feelings of isolation, improve self-confidence, increase feelings of being an active member of the community and provide access to arts education and experiences.

ArtReach currently has three major programs: The Community Tickets Program, the Arts Express Transportation Program and the Creative Opportunities, which includes Camp ArtReach. These programs focus on our mission to provide arts access to “at risk and underserved children, youth, adults, families, and elderly who struggle with issues such as economic limitations; physical, mental, or learning disabilities; chronic, terminal, or mental illness; emotional or behavioral problems; substance abuse; court-appointed care; and isolation.”  






The Community Tickets Program

The original objective of the founders of ArtReach was to create a means of distributing unsold (and therefore unused) tickets for cultural events to “needy” citizens of the Denver Community.  Needy citizens were defined as persons who did not have the resources to purchase the tickets or unable to attend because of some limiting personal condition.  Hospital patients were primary target population.

The Community Tickets (CT) program as it is known today facilitates the distribution of arts, cultural and community event tickets to several affiliated organizations and schools (agencies), annually serving more than 66,000 at risk and underserved children, youth, adults, elderly, and families.  The Tickets program handles outreach to special populations for 100 cultural, historic, and scientific organizations, coordinating the logistics of distributing tickets to those in the at risk and underserved population.  As such, ArtReach provides access to a variety of artistic and cultural events such as art exhibits, musical performances, history museums, and theater. 

The Arts Express program provides free and safe transportation to cultural events to groups of 10 or more from member organizations.  Arts Express is able to provide approximately one trip a month.  If your agency needs access to transportation for a group of 10 ore more contact Sarah Gulinska at 303-433-2882 x 235 or ArtsExpress@artreachdenver.org.

Creative Opportunities Program

The first expansion of ArtReach occurred in 1975.  ArtReach decided to take artists to the patients.  While the ticket distribution was effective, many patients could not leave the hospital or institution to attend performances.  Taking artists to the institution to present programs enabled these persons to have access to the positive experience of Arts!

In 1977, another program expansion took place.  ArtReach introduced workshops so that its special population clients could have an in-depth, hands-on participatory experience with the Arts.  The creative opportunity of the workshops has been effective in increasing the self–esteem and self-confidence of these special populations. In the mid 1990s this program became known as Arts Benefiting Kids (ABK) when the Denver Foundation came to ArtReach in hopes of starting a similar program for elementary school children. This program offers a comprehensive arts ‘package’ to children and youth during school and after-school hours through on-site, intensive, hands-on arts workshops, on-site performances, tours to local art, history, and science museums, and free transportation to for tours. 

In 2010 ArtReach renamed the ABK program Creative Opportunities and expanded it to include their newest hands-on opportunity, Camp ArtReach. Camp ArtReach is now the largest component of the Creative Opportunities program and takes place during the summer, fall and winter school breaks.



COMMUNITY TICKETS PROGRAM OVERVIEW
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ArtReach’s Community Tickets Program obtains tickets through the in-kind donations of local box offices, companies and cultural organizations and distributes them to affiliated agencies for their members to use.
Ticket Opportunities include:

	.  Theatre and dance performances
	.  Musical performances
	.  Opera
	.  Film
	.  Children’s Theater
	.  Passes to local museums and opportunities for tours
	.  Special entertainment programs such as Artists performances organized by
	   ArtReach, Ice Shows, Stock Show and Rodeo, Festivals, and the Circus
	.  Large events at Red Rocks and other venues
	.  Ethnic celebrations
	.  Professional sporting events

ArtReach wants to provide as many different cultural opportunities as possible to our agencies.  We encourage you to explore and involve your members in all types of events – even those you think they would not like.
Arts Express Transportation
Through Arts Express, ArtReach is able to provide various options for transportation. We offer RTD passes, rent charter vans and charter buses. To be considered for an Arts Express trip, please contact the Director of Education and Community Tickets.
Requirements for Community Tickets Membership
Criteria for Community Tickets Membership:
ArtReach serves at risk and underserved children, youth, adults, families, and elderly who struggle with issues such as economic limitations; physical, mental, or learning disabilities; chronic, terminal, or mental illness; emotional or behavioral problems; substance abuse; court-appointed care; and isolation.

For eligibility, ArtReach agencies must meet these requirements:

➢	Offer direct services through their organization to the appropriate population- those that are “at risk, underserved, challenged economically, physically, mentally or developmentally or are isolated from society.”  If only one segment of an organization fits the definition of an appropriate client population then only that segment is eligible for affiliation with ArtReach.

➢	Have nonprofit status, or be a government agency, school or hospital program.  While for-profit hospitals are not eligible, programs associated with any hospital that serve those with chronic, terminal, or long term illness are eligible if the hospital has a foundation or 501(c)3 organization associated with it.  Churches or places of worships are not considered an eligible human service organization.  However, a religiously affiliated program may be considered appropriate if that program is providing direct services to a special needs population as defined above and is open to any special needs person, whether or not the person is affiliated with a particular religious group.    
  
➢	Reside in Colorado. 

Special criteria…

Special criteria…

➢	Senior centers must be located in low-income or poverty areas as defined by state and local authorities with at least 75% of members on a meal plan or other program that serves low-income, isolated or disabled seniors.

➢	School must be located in a low-income area, serving a student body in which at least 75% of the children receive free and reduced lunch.  Special programs within schools are eligible to participate in ArtReach if they specifically serve disabled or at-risk individuals.   

➢	Hospital programs (hospice, support groups for those dealing with terminal or chronic illness, etc.) must show proof of a legitimate program. Examples can be printed brochure about program, article in newsletter or media article, information on web site, etc. Must also show proof of associated foundation or associated 501(c)3.


Other Requirements of the Program:
ArtReach member agencies must commit to using ArtReach services as an alternative to helping solve community problems in working with high-risk youth, adults, seniors, families and people with special needs rather than as a form of entertainment.  Agencies must also abide by all ArtReach policies and procedures, provide an appropriate agency contact person(s) that will implement the program on the agency end, be open to site visits by ArtReach staff, and be willing to disclose any and all information to ArtReach necessary to establish eligibility and appropriateness of service.  Also, new agency contact(s) must attend an orientation so they may receive instruction about the program policies, procedures and how to use the computer ticketing program.     

Membership Fees

In order to become a member agency of ArtReach, agencies must submit the following:
1. A Complete agency application.  
2. Pay a membership fee of $250 to cover staff training and the coordination of ArtReach events for one full year. 
3. ArtReach accepts applications for new members on an on-going basis however, New Agencies are only activated at the start of a new quarter.
4. New Agencies must have completed the application process, paid their fee and attended orientation BEFORE THE START OF THE QUARTER in order to qualify for activation for that quarter. 
Memberships expire after one year and fees for additional years of service are determined by the amount of tickets an agency uses in the previous year. Renewals taking place between July 1, 2008 and June 30, 2009 will have the following fees: 

$250 for those agencies that reserved less than $2000 worth of tickets in the last year
$400 for those agencies that reserved between $2000 and $7000 worth of tickets in the last year
$600 for those agencies that reserved more than $7000 worth of tickets in the last year

 Renewing Agency Requirements:

Membership renewals happen once per quarter. ArtReach will send each agency a yearly report of tickets used, a membership agreement, a current profile of the agency and an invoice a full two months before the agency’s membership expires. Agencies have 60 days to complete the  following:
1. Read, Sign and return the ArtReach membership agreement
2. Send the membership renewal fee to ArtReach, 
3. Correct any information and return the agency’s profile information
4. Attend the Agency’s Annual Renewal Meeting. 
Agencies with disputes or problems with their renewal fee, must communicate the problem to ArtReach in writing no later than 15 days before your expiration date. If ArtReach does not receive an agency’s payment AND has not communicated special circumstances, the agency’s membership will expire and will have to wait until the next quarter to renew their membership. 

Renewing & New Agency Membership Start Dates

FIRST QUARTER – Membership Starts October 1st
Billed August  each year, due September 30th, each year 			
- Fee based on tickets reserved from August 1st, to July 31st of each year.

SECOND QUARTER – Membership Starts January 1st
Billed on November 1st each year, due December 31st each year         
- Fee based on tickets reserved from November 1st, to October 31st of each year

THIRD QUARTER – Membership Starts April 1st
Billed on February 1st each year, due March 31st each year		
- Fee based on tickets reserved from February 1st, to January 31st of each year
                            
FOURTH QUARTER- Membership Starts July 1st
Billed on May 1st each year, due June 30th each year 		
- Fee based on tickets reserved from May 1st, to April 30th of each year.

























Community Tickets Weekly Schedule
· A notice of available events are emailed late Friday afternoon and sometimes Monday.
· Agencies place ticket orders beginning Tuesdays at 10 AM and run 24 hours a day until Wednesday at 4pm.
· ArtReach will process your request the day you send it, unless it is after 2 PM.
· Ticket pick up at ArtReach typically runs Thursdays and Fridays from 10 AM to 4 PM but always check your confirmation for exact days and times.
Requesting tickets by email is the easiest method for agencies!  Most ticket orders happen between 10 and 11 a.m. Tuesdays. Popular events may be gone by 10:10 a.m.
ArtReach uses the official U.S. clock
To find “The official U.S. time” go to http://nist.time.gov/	

Receiving ArtReach Ticket Updates

· E-Mail- an Update of ArtReach Events is e-mailed directly to the Primary and Alternate Contacts. Note: it is important to keep ArtReach updated as to the most current e-mail address.  Make sure to WhiteList TicketOffice@artreachdenver.org.  We always send out an email update every week without fail.  If you don’t receive one you need to contact me.  We always respond with a confirmation or unavailable email.  If you don’t receive one then you need to contact me.

· Fax- if an email is not available.  An Update of Events is faxed directly to the Agency.
 
· Web- All current events can be found on the ArtReach Web Page: www.artreachdenver.org  Click on the Current Events button at the top right of home page.

Things to Keep in Mind
1. Sometimes we will have a special event that will affect the ticket order time.  In these cases, the event posting will state this information.  The email updates contain all the information your agency will need.  READ IT THROUGH.
2. If you do not receive a posting by Monday at noon, give us a call. It usually means we have an incorrect email address OR your network or email system has a firewall or quarantine that is causing the ticket office email address to be marked as spam.
3. Last minute ticket donations may come in during the week.  To take advantage of these opportunities ArtReach will post these tickets anytime Tuesdays through Thursdays.  The posting will identify a ticket ordering time – usually 10 AM the following day.  
4. Always read the details found in the “Ticket guidelines” section of your email updates!
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REQUESTING TICKETS VIA EMAIL

1. Go to ArtReach Update on e-mail hit REPLY
2. Enter number of tickets desired INSIDE the BRACKETS under each event you desire. There is no need to erase or change anything in the email other than your numbers.
3. When finished hit SEND
Here is what it looks like…
------------------------------------------------------------------------------------------------
  EVENTS FOR: SUNDAY, November 13th------------------------------------------------------------------------------------------------
Event #: 36195-123561
Secrets and Lies . . . 
The Stories... 
"Oh, what a tangled web we weave, when first we practice to deceive." These stories are guaranteed to amuse and surprise in equal measure, as they deal with the human propensity to stifle the truth, even when such lies gain us nothing.
The Lie by T.C. Boyle, read by Josh Robinson
Naomi and The Writer by Laurie Sleeper, read by Jeanine Serralles
(Winner of Lighthouse Writers Workshop Contest)
Walter John Harmon by E.L. Doctorow, read by John Hutton
Secrets and Lies sponsored by Keith C. Schnip

Ticket Guidelines . . . Ticket Requests start Tuesday at 10 AM. Adult material. Appropriate for 16 and older.

Denver Civic Theater 
721 Santa Fe Drive
Saturday, November 13 @ 6:30 p.m.
Ticket Procedure: Letter to the Box Office

Total Number of Tickets Requested: <[ ]>

REQUEST is not a CONFIRMATION.  You MUST wait for response email of either a confirmation or unavailable notice

DO NOT!
Change the subject line of an email update OR send any kind of email other than a request to the ticketoffice@artreachdenver.org email address. WE WILL NOT SEE IT AND YOU WILL BE RESPONSIBLE FOR NOT FOLLOWING PROCEDURES!
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If an agency is unable to access email, the primary or alternate contact can request tickets by phone.  The same requesting times apply: Begin Tuesdays at 10 a.m. and run through Fridays at noon, unless notified differently in the “Ticket guidelines” under the event in the event posting


Step 1: The Primary or Alternate Contact Person should call the hotline number: 303.433.2730.



LEAVE THE FOLLOWING INFORMATION IN THE FOLLOWING ORDER:

1. YOUR NAME

2. YOUR AGENCY NAME

3. YOUR AGENCY ID NUMBER*

4. THE NAME OF THE EVENT

5. THE DATE & TIME OF THE EVENT

6. THE NUMBER OF TICKETS your agency would like

7. A PHONE NUMBER of where you can be reached 

*There is no need to give the event I.D. number.





A REQUEST is not a CONFIRMATION.  You MUST wait for a Ticket Notification from ArtReach by E-Mail. 


*Helpful Hint: All agencies will be given a four or five digit Agency Number to be used when making reservations.  This number must be given at the time a reservation is made, and should only be known by the Primary, Alternate Contact People and the Agency’s Director.
[image: ]  HOW TO GET YOUR TICKETS [image: ]
A.K.A. “Ticket Procedure”

FOLLOWING TICKET PROCEDURE IS IMPORTANT!
The correct ticket procedures must be used for each event. ArtReach’s future opportunities to obtain tickets are dependent upon each agency being responsible for and following closely the prescribed procedure and ensuring that all reservations are used.

In addition, ArtReach is required by box offices to ensure proper agency staffing, to guarantee appropriate behavior and to avoid interfering with the traffic flow of the paying customer in theatre lobbies, box office lines, etc.

There are three possible ticket procedures:

1. Letter to the Escort: 
· 30 minutes before the event exchange a letter on agency letterhead to the ArtReach Escort for your tickets. 
· The escort will be wearing a red ArtReach badge. There will be instructions on where the escort should be found in the confirmation email for escorted events.
· No one can be provide tickets without a letter.
· This letter must state 
· The number of tickets awarded
· The date and time of the event
· The name of the Primary Contact Person. (See samples on following page)
· One letter is needed per agency or for each group of people from an agency.
· The Escort will be wearing a red “ArtReach’s Me!” badge and usually stands near the box office, but away from ticket lines.

Arriving too early is not advised!  The Escort will not be there and a long wait could result. If people arrive before the Escort, they must wait for the Escort.  DO NOT GO TO THE BOX OFFICE unless it is 10 minutes prior to the performance time and the Escort has not arrived.  PATIENCE IS VERY IMPORTANT.


2. Letter to the Box Office: 
· 30 minutes before the event exchange a letter on agency letterhead at the box office for your tickets.
· No one can be provide tickets without a letter.
· This letter must state the same information as in a letter to the escort.
· One letter is needed per agency or for each group of people from an agency.
· Adding instructions for your agency members on the bottom of the letters is very important. Make sure it is written in a language they understand.
3. Ticket Pickup:
· Tickets are picked up at the ArtReach office. 
· You can pick your tickets up on Thursdays and Fridays 10 AM to 4 PM, unless otherwise noted. 
· Tickets are Bundled on Wednesday Evenings. DO NOT SEND ANYONE TO PICK UP TICKETS ON A WEDNESDAY UNLESS WE GIVE YOU PERMISSION.
· Ticket confirmations will list the date that the tickets will be ready for pick up. 
· Agency representatives/volunteers may pick up tickets from ArtReach as long as they have been trained on ticket pick-up processes. 
· Please be aware that individuals picking up tickets are required to leave their full name and a phone number where they can be reached.

· Signing Out Tickets 
· Anyone picking up tickets is required to sign them out. 
· The sign out folder for tickets is located on the left side of the front lobby desk.
· Each Agency has their own sign out sheet for each week they have been awarded ticket pickup events.
· Each ticket pick up item that was requested that week and is ready for pick up will be listed on the agency’s weekly sheet.
· The individual picking up any or all events is responsible for verifying the following:
a. The name of the agency
b. The title and dates of each events
c. The number of tickets you are picking up. 
· Two Week Limit on Ticket Pick-up
Agencies have two weeks to pick up their tickets. Each Friday, A volunteer will call to remind you that you still have tickets to pick up. If the tickets have not been picked up by the following Friday, we will pull the tickets from you agency and give them to another agency.


***Special Circumstances***
If you are running late, or need to pick your tickets up on any day other than Thursday or Friday please call ahead. We can try to accommodate you, HOWEVER, ArtReach staff schedules meetings and outings Monday through Wednesday, and we do not want anyone to try to pick up tickets just to discover there is no one at the office to help them. If you forget to call, you will NOT get in trouble, you just might end up wasting your time. 


SAMPLE LETTER TO THE ESCORT or TO THE BOX OFFICE



Alternative Homes 
for Youth Exploring Life Experiences 
& Creating Positive Future

Alternative Homes for Youth 
700 W 84th Ave. 
Thornton, Colorado 80260 

Dear ArtReach Escort:

ArtReach has awarded Alternative Homes for Youth 11 tickets to Colorado Ballet’s performance of Don Quixote at the Buell Theatre on September 16, 2004 at 8:00 p.m.

Agency Member Special Instructions:

1. Please Arrive at the Buell Theatre in the Denver Performing Arts Complex at 13th & Curtis one-half hour before the curtain at 7:30 p.m.  

2. Meet the ArtReach Escort at the north side of the Pavilion by 7:30 p.m. The ArtReach escort will be wearing a red ArtReach button.  

3. Give this letter to the escort in return for your tickets.

***IF YOU  HAVE AN EMERGENCY, OR ARE UNABLE TO ATTEND THIS EVENT, YOU MUST DO THE FOLLOWING
1. CALL THE BOX OFFICE TO CANCEL AT PHONE #___________________
2. CALL YOUR AGENCY CONTACT AND LET THEM KNOW.

Unless you are having to cancel you should not contact the box office for any reason.  Downtown parking is difficult, so please give yourself plenty of time to find parking and still meet at the north side of the Pavilion one-half hour ahead of time.  The Colorado Ballet and the Theatre will appreciate you not taking food into the theatre, not changing from one seat to another and not talking during the performance.


Have a lot of fun!

Sincerely,



Agency Contact Name

(You may want to add directions to the event when needed.)





SAMPLE LETTER TO THE ESCORT or TO THE BOX OFFICE



COMMUNITY SENIOR CENTER



PLEASE EXCHANGE THIS VOUCHER FOR ______ TICKETS FOR

_________________________________________________________.

THIS VOUCHER IS FOR THE FOLLOWING ARTREACH EVENT.  PLEASE USE THIS VOUCHER TO EXCHANGE FOR TICKETS WITH THE BOX OFFICE.

		EVENT:

		DATE & TIME:

		LOCATION:

		ADDRESS:

DIRECTIONS:

PARKING: 

		TICKET PICK-UP TIME:

		SPECIAL INSTRUCTIONS:

THANK YOU!

AGENCY CONTACT NAME


NOTE: 
***IF YOU  HAVE A LAST MINUTE EMERGENCY, OR ARE UNABLE TO ATTEND THIS EVENT,  YOU MUST DO THE FOLLOWING:
1. WEEKENDS & AFTER 3:30 PM Weekdays, CALL THE BOX OFFICE TO CANCEL AT PHONE #___________________
2. CALL YOUR AGENCY CONTACT AND LET THEM KNOW.



3295 West 72nd Avenue     Westminster, Colorado 80020     303.426.4310


Email Confirmations & Declines
Agencies can expect a response within six hours of their request if sent before 1 PM, Tuesday through Thursday. Below are examples of a ticket confirmation and a decline.

S-> ArtReach Event Confirmation!
M-> 
The following event has been confirmed for your agency.

NAME OF EVENT: Secrets and Lies
DATE OF EVENT: Saturday, November/13/2010 @ 1:30 p.m.
SITE OF EVENT: Denver Civic Theater
    721 Santa Fe Drive, Denver

NUMBER OF TICKETS . . . 2

TICKET PROCEDURE: Letter to the Box Office . . . Must arrive 30 minutes prior to the performance in order to exchange your Letter to the Box Office with the box office located just inside the lobby.

Directions:
From 6th Avenue:  Turn north on Santa Fe to 7th.  There is a parking lot on corner, or on the street parking.
From the north, Kalamath to 7th - turn left for 1 block.

Thank you and enjoy! Please remember it is your agency's responsibility to follow the correct ticket procedure and please remember to submit thank you letters to ArtReach following the event.
If any of these tickets are NOT going to be used, please call Nick ASAP or cancel with the box office if it is at the last minute.: 303-433-4532
Nick's number: 303-433-2882 x222.

Thank you,
Nick and Sarah
Community Tickets

S-> ArtReach Event Unavailable
M-> The following event is not available for your agency.

NAME OF EVENT: CLEO PARKER ROBINSON DANCE ENSEMBLE
DATE OF EVENT: Sunday, September/17/2006 @ 2:00 p.m.
REQUESTED QTY WAS NOT AWARDED: There are no remaining tickets for this event.

Please feel free to contact us if you have any questions.
Thank you, 
Nick and Sarah
Community Events 




ArtReach Community Ticket Policies

Tickets to events are available through the ArtReach Community Tickets Program for affiliated agencies only.  Box offices donate tickets to ArtReach to be used specifically by people from the affiliated agencies as well as agency staff necessary to accompany a group and for ArtReach volunteer escorts.  ArtReach’s relationship with box offices remains in good standing only because agencies respect these rules and abide by them diligently.

ArtReach expects all our agencies and their members to follow policies:

· Only the primary and secondary contact can request tickets.

· ArtReach will distribute tickets in a fair and equitable manner.  Certain tickets are available on a rotation basis and others have limits to the maximum amount of tickets an agency can reserve. Please honor any rotations, limits, and special procedures.  ArtReach also reserves the right to disqualify any group from attending an event.
· Tickets are to be used ONLY by agency members that are “at risk and underserved children, youth, adults, families, and elderly who struggle with issues such as economic limitations; physical, mental, or learning disabilities; chronic, terminal, or mental illness; emotional or behavioral problems; substance abuse; court-appointed care; and isolation” and their chaperones.  Staff members of an agency are not eligible to receive tickets unless they are chaperoning. “Friends of” a member that can afford their tickets are not eligible to receive a ticket.  Agencies that disregard this policy will be suspended or put on probation.  

· Tickets are NEVER to go to anyone not with your agency group.  If tickets are unused, return them to the ArtReach Escort or to the box office.

· Tickets are not to be sold.  Any agency caught selling tickets will have their membership revoked immediately. Scalping tickets is illegal in Colorado and is punishable by law.
· Tickets are NOT to be traded for “better seats.” The ticket donor reserves the right to determine which seats they donate to ArtReach.  Any agency with members that request other seats the night of the event from the box office will be placed on probation.     
· Wheelchair and Special Seating must be reserved with ArtReach directly.   Once your agency receives the event confirmation, contact Nick and inform him the event, date and how many accessible seats are needed with how many companions.  Many organizations request advance notice for wheelchair or special seating because they may have limited wheelchair or special seating and/or want to provide the correct tickets. Due to safety concerns, a person in a wheelchair cannot be transferred to a static chair. ArtReach will assign seats that are available. 


· Agencies must follow proper ticket procedures. NO ONE WILL BE GIVEN TICKETS WITHOUT A LETTER-- if the ticket procedure is Letter to the Escort or Letter to the Box Office.
   
· Ticket recipients arriving late to an event will not be admitted. The agency must arrive twenty-five to thirty-five minutes before an event.  Allow plenty of time for parking, traffic jams, car problems, and other unexpected occurrences.  At the start of the event, unused tickets will be returned to the box office.  Under no circumstance should agencies go to the box office for tickets when arriving after show time.  The agency will have to report the situation to ArtReach.      

· Agencies attending events must provide for adequate chaperoning of ALL children and adults with special needs. The ratio of chaperones to recipients is at the agency’s discretion.  It is the agency’s responsibility to quickly respond to any problems before or during the performance.

· Ticket recipients must NOT leave a performance before it has ended unless it is an emergency.  Performers perceive this to be very rude behavior.

· Constant over reserving and not showing up for an event will have severe consequences. Overestimated reservations or no-shows jeopardize Ticket donations by box offices. If there are cancellations, it is important to make every effort possible to notify ArtReach in ample time for staff to redistribute tickets. Agencies that fail to use reserved tickets will receive points and eventually be placed on probation if the behavior does not stop.

· If advance notification to ArtReach is not possible, the TICKET RECIPIENT OR CHAPERONE IS RESPONSIBLE FOR CALLING THE BOX OFFICE TO CANCEL! More information about proper cancellation procedures can be found on page 23.

· Exceptions will be made regarding complications that prohibit an agency’s attendance. However, only the most severe emergencies and accidents are exempt from contacting the box office. If agency members and/or chaperones have access to and are physically able to use a phone they are required to contact the box office immediately.

· Agencies are required to contact ArtReach of all unused tickets and event disruptions, even if the agency has already called the box office. This allows the ArtReach staff to continue positive relationships with box offices as they want to know why tickets went unused or need explanations concerning any incident during the show, i.e. disruptive behavior, leaving early, etc.  Without this information from agencies, ArtReach is unable to maintain good working relationships with ticket donors and the number of tickets donated may decrease.

· Agencies using tickets are required to submit at least one thank you letters to ArtReach for each event attending.  ArtReach forwards these letters to ticket donors and to potential funding sources.  They are a personal reminder that the services ArtReach provides indeed make a substantial difference in people’s lives. 





Agency Responsibilities:

1. Ensure that tickets are only used by agency members that are “at-risk and underserved children, youth, adults, families, and elderly who struggle with issues such as economic limitations; physical, mental, or learning disabilities; chronic, terminal illness; emotional or behavioral problems; substance abuse; court-appointed care; and isolation” and their chaperones.

2. Commit to and enforce the philosophies, policies, and procedures contained in the ArtReach manual.

3. Notify ArtReach of any changes in ArtReach contact information and ensure that new ArtReach contacts attend Community Tickets orientation within first month of employment. 

4. Ensure that all ArtReach contacts attend the Mandatory Membership Renewal Meeting

5. Work with ArtReach in a cooperative and professional manner to ensure smooth processes for all.

6. Appoint two contact people to coordinate all ArtReach ticket services. The Primary and Alternate Contact Persons must be accessible to the entire agency as well as to ArtReach in order to coordinate ArtReach services effectively.

Agency Contacts
Each agency will appoint a Primary and a Secondary Contact Person to coordinate all ArtReach Ticket services.  ArtReach must have the current contacts’ names and phone numbers and email address on file.  These people, and only these people, can be in contact with ArtReach about requesting and canceling tickets.   If contact people are volunteers, ArtReach needs the name, phone number, and email of the staff member over-seeing the volunteers. 

*ArtReach reserves the right to request a change in Contact Person if recurring difficulties with an agency arise.*
Agency Contact Responsibilities and Job Description
Agency contacts make the CT Program work.  You are in control of how many tickets your agency receives.  
1. Organize ArtReach services within his/her agency. 

2. Properly administers and trains staff and ticket recipients on ArtReach policies and procedures. 

3. Commit to and enforce the philosophies, policies and procedures contained in the ArtReach manual.

4. Create a safe environment for agency members to quickly communicate with the contacts and/or the agency when tickets go unused and/or need to be cancelled. 

5. Accurately determine the number of people who will attend an event.
6. Place requests for tickets with ArtReach.
7. Communicate specific requirements to ArtReach pertaining to special needs of people attending a particular event, i.e. wheelchairs, seeing-eye dogs, etc.
8. Communicate specific requirements to agency staff pertaining to the event or ticket pickup procedures.
9. Contact the ArtReach ticket office within 48 hours of any problem at an event or if tickets go unused. 
10. Work with ArtReach in a cooperative and professional manner to ensure smooth process as possible for all.
THE NUMBER ONE MOST IMPORTANT RESPONSIBILITY FOR AGENCIES, CONTACTS, CHAPERONES AND TICKET RECIPIENTS IS TO HELP ARTREACH USE EVERY TICKET! 
Chaperone & Recipient Responsibilities
1. Request ArtReach tickets  through their agency’s ArtReach contacts
2. Communicate specific requirements to their Agency Contacts pertaining to special needs of people attending a particular event, i.e. wheelchairs, seeing-eye dogs, etc.
3. Follow the proper ticket procedure as directed by ArtReach and the Agency
4. Arrive between twenty-five and thirty-five minutes before the event is scheduled to begin.
· This will allow individuals time to find the venue, park and get their tickets and/or seats.  Traffic and parking can cause delays.  
· Box offices and escorts will only distribute tickets for a limited time and organizations will turn away ArtReach ticket holders who arrive late. 
5. Dress in a manner respectful to self and performers: 
· Do not wear gang colors or symbols or any clothing with sayings that might be offensive to others.  At the same time it is not necessary to purchase dressy clothing – Art and artists appreciate you as you are.  
6. Be patient and respectful if any problems arise with tickets, ushers or other event patrons.
· Escorts, agency chaperones should be able to help resolve the issue.  If not, notify ArtReach so that we may help resolve the issue.
7. Once in the theatre/hall patrons should remain in their designated seats and not change or exchange seats, unless invited to do so by an usher.
8. Stay seated for the entire concert or event, except for intermission.  
· It is offensive to the performers to get up during the event or leave early.  However, if you are ill or have a coughing or sneezing attack, quietly remove yourself and only return at intermission.
9. A quiet respective behavior is appreciated at concerts. 
· Turn off cell phones, pagers or wristwatch alarms. Playing electronic games or texting in the middle of an event is not acceptable and you are likely to be removed if caught doing so.
· Talking, whispering and unwrapping of candy wrappers are to be at a minimum.
10.  Loud outbursts, whistling, whooping, and shouting are only appropriate during sporting and other very casual events. Booing and using foul language is never acceptable.
11.  Leave food and drink outside the concert hall.  
12.  If you enjoyed the performance let the performers know by clapping and/or sending a note – ArtReach will make sure it gets to the performers.  A thank you note is a small token worth much to the performers, whether it is written, drawn, created or dictated.
CANCELING OR CHANGING A RESERVATION
ArtReach tickets are NOT  FREE…They are DONATED!
Each ticket is worth money. It is understandable when ticket donors are upset if those who have been awarded tickets do not show to a performance. We understand that people get ill, cars break down and emergencies happen. However, a simple phone call or email can make a world of difference for a ticket donor. Even if it is an “excused” unused ticket, please help us help our ticket donors by following these canceling procedures.


Canceling Tickets in Advance:
(Includes canceling M-F, more than 6 hours prior to the event)
· Call the Assistant Director of Programs at 303-433-2882 x222 as soon as possible.
· You may also email him at nick@artreachdenver.org.
· Or go to our website’s community tickets update page and report the cancellation there.
· The sooner we know, the better!
[bookmark: OLE_LINK3]

Canceling Tickets the Day of the Event:
(Includes Weekends, Holidays or M-F, after 3:30 PM)
· Agencies & Ticket Recipients are REQUIRED to call the Box Office regardless of the ticket procedure
· Please tell the box office the following:
"I am calling from ______Agency.
I received tickets to tonight/today's event through ArtReach. Unfortunately, I need to cancel _____(number) of tickets for my agency. I apologize for the inconvenience.”
· Next, report the cancellation to ArtReach (303-433-2882 x222) 

· When explaining this to ticket recipients, please emphasize that they must tell the Agency and ArtReach about the cancellation and that calling the box office is ONLY appropriate for canceling - not for trying to change the date recipients are scheduled to attend.


To Notify ArtReach of Un-used Tickets after the Event:
· Email or call the Assistant Director of Programs
· OR go to the ArtReach Website and fill out the online cancellation form
· Leave the following information:
· Agency name
· Event, date, time and the number of unused tickets
· The reason tickets were unused.

[image: ]
WARNING AND PROBATION SYSTEM

To be fair to all agencies and ticket donors, ArtReach and agency representatives created a warning and probation system. This system was created to help ArtReach hold agencies and their ticket recipients responsible for their behavior. In order to keep a healthy relationship with our ticket donors, it is VITAL that this warning and probation system is understood and enforced by all ArtReach affiliates.

New contacts have a honeymoon period of two months – so agencies can get acquainted with the program before worrying about points.

Point System
The following is a guideline of the type of misuses of ArtReach services and their corresponding point value.  This list is by no means to be considered all-inclusive.  ArtReach will evaluate any breach not listed on the basis of these rules, and its corresponding value will be applied to the agency.
No Show consequence details: Consequences apply to whole agency
The first No Show (4 or less recipients) is a warning.  
The second No Show (4 or less recipients) results in a 2 month suspension from donors involved.  
The third No Show (4 or less recipients) results in a 2 month suspension from ALL donors.
The first No Show  (5+ recipients) results in a 2 month suspension from that donor.
The second No Show (5+ recipients) results in a 2 month suspension from ALL donors.
The first No Show (10 + recipients) results in a 2 month suspension from ALL donors.  
Late recipients
All agencies that have recipient/s attempt to attend an event after arriving late will be suspended from that donor for 2 months.  Late recipients disrupt whole events.  The second attempt will result in the whole agency being suspended from ALL donors for 2 months.
2

Warning and Probation System Problem/Consequence Information

Probation = Agency is last on the list to receive tickets, but can still request
Suspension = Agency is pulled from the list of agencies receiving the ArtReach update for a period of time determined by ArtReach and the Agency
1 Point = Warning
2 Points = Phone conversation with ArtReach staff and agency is placed on probation for two to four weeks.
3 Points = Immediate Suspension until agency contacts have re-attended orientation. Upon completion of orientation the agency will be placed on probation for a time period determined by ArtReach and the Agency.

	Problem
	Consequence

	Ticket Policy Violation
	1st Offense
	2nd Offense
	3rd Offense

	Distributing tickets to individuals not associated with Artreach
	
1 Point
	
2 Points

	
3 Points


	Agency member tried to upgrade, trade or increase tickets the night of the event.
	
	
	

	Scalping Tickets
	               I  M  M  E  D  I  A  T  E         S  U  S  P  E  N  S  I  O  N



	Attendance Policy Violation
	
	
	

	Arrived at an event with fewer people than reserved
	
1 Point
	
2 Points

	
3 Points


	Arrived at an event with more people than reserved
	
	
	

	Over reserving 
	
	
	

	Failure to Pick up Tickets and did not cancel
	
	
	

	Communication Violations
	
	
	

	Failure to call box office when canceling day of the event
	
1 Point
	
2 Points

	
3 Points

	Failure to inform ArtReach of Special Seating needs
	
	
	

	Failure to call ArtReach in the event of a cancellation
	
	
	

	Failure to call Agency Contact in the event of a cancellation
	
	
	

	Behavioral Violation
	
	
	

	Rude behavior at an event
	
1 Point
	
2 Points

	
3 Points

	Altering tickets (tickets themselves and different day attendance.)
	
	
	

	Failure to follow designated ticket procedure
	
	
	

	Failure to send thank you cards
	
	
	


	Failure to pick up tickets within 2 weeks of awarding
	Tickets will be removed from agency and redistributed

	Failure to attend orientation
	Agency will not receive updates or tickets until orientation is attended

	Failure to attend renewal meeting
	Agency will not receive updates or tickets until agency has attended the meeting

	Failure to inform ArtReach of contact change
	Contact will not be able to request tickets until they have attended an orientation

	Failure to call ArtReach when picking up tickets outside designated ticket pickup times
	The office may be empty and you will end up wasting your time.  



Although the list below will NOT cause your agency to receive points, there are a few other things that will have a negative consequence for an agency
[image: ]
[bookmark: OLE_LINK1]Reserving Special Needs Seating
Wheelchair and Special Needs seating must be reserved with ArtReach directly no later than 48 hours before an event.  If an agency does not know of special seating until the last minute, we request that you call the box office ASAP so they can prepare for you. Many organizations request advance notice for wheelchair or special seating because they may have limited wheelchair or special seating and/or want to provide the correct tickets. Due to safety concerns, a person in a wheelchair cannot be transferred to a static chair. ArtReach will assign seats that are available.  There are very few exceptions to ADA accessibility requirements. If you ask for it ahead of time, they WILL accommodate you, so please do not be afraid to ask. Any agency with members that have not been assigned special seating and request wheelchair/special seating at the event will be placed on probation.
To Reserve Special Needs Seating Please do the following:
1. Request tickets as usual
2. Upon Confirmation of the tickets, call the Community Tickets Coordinator at 303-433-2882 x222
3. You will need to list
· Your agency
· The name, date and time of the event
· Specific needs of the individual
· Indicate the number of companions attending with the individual

ArtReach Reserves the Right to Cancel Tickets
In the rare instance that a box office should cancel a performance or decrease the number of tickets donated to ArtReach, ArtReach may have to cancel or decrease tickets previously promised to an agency.  In this type of situation ArtReach will decrease ticket counts as fairly as possible.


Requesting Transportation


Once your agency has been awarded tickets to an event the contact may call or email Nick at 303-433-2882 x 222 or nick@artreachdenver.org.  

Give this information if requesting a van or bus:
1. The event, date, time and number of recipients.
2. The Pick up location. 
3.  The name and number of the person who will be in charge of the trip.  

If your agency is requesting RTD Passes all you will need to give is the number of passengers.  You will receive double that number, one per recipient for there and back.  So, 8 recipients will receive 16 passes.  
You will also need to know if you will need a local or regional pass.  If you are unsure give the city the recipients will be traveling from.  
RTD passes will need to be picked up.  RTD pick up follows that same policies and procedures as Ticket pick up.  The passes will be ready for pick up Thursday and Friday 10-4.  















 






Ticket Rotations and Special Procedures

Some tickets and monthly passes may rotate or have special procedures for picking up or using tickets, depending on the wishes of the cultural organization donating the tickets. 

Many events have ticket limits to allow a variety of agencies to request tickets.  Watch for a note to the maximum amount of tickets an agency can request.  This should be under “Ticket Guidelines…”  This does mean there is enough tickets to fulfill every request – it just means there is a limited amount of tickets for a high demand event. 

Known Ticket Rotations:


The Denver Zoo – agencies can be “awarded” tickets once every two months. These tickets expire at the end of the year (December 31st). We want you to use the tickets in the specified month but if they are not redeemed that month, they are still valid for use until December 31st! 

Botanic Gardens - agencies can be “awarded” tickets once every two months. These tickets expire at the end of the year (December 31st). We want you to use the tickets in the specified month but if they are not redeemed that month, they are still valid for use until December 31st! 

Denver Museum of Nature and Science – agencies can be “awarded” vouchers once every two months.* Agencies will be given vouchers at ArtReach.  To redeem vouchers, individuals will need to take the vouchers to the Membership Services Desk (enter in north doors). These tickets expire at the end of the year (December 31st). We want you to use the tickets in the specified month but if they are not redeemed that month, they are still valid for use until December 31st! 

[bookmark: OLE_LINK6][bookmark: OLE_LINK7]IMAX at the Denver Museum of Nature and Science - agencies can be “awarded” vouchers once every two months.* Agencies will be given vouchers.  To redeem vouchers, individuals will need to take the vouchers to the Membership Services Desk (enter in north doors). 

Gates Planetarium at the Denver Museum of Nature and Science - agencies can be “awarded” vouchers once every two months.* Agencies will be given vouchers.  To redeem vouchers, individuals will need to take the vouchers to the Membership Services Desk (enter in north doors). 

*Rotations do not guarantee that agencies will receive tickets every rotation period.  The rotations just determine eligibility.


Even if it is at the last minute, a canceled ArtReach ticket can be sold by the box office. There is NEVER a penalty for being courteous to a ticket donor!


LIABILITY
ArtReach is not responsible for any damages caused by the actions or inactions of its affiliated agencies or artists including, but not limited to, its agency members, chaperones or staff at any ArtReach sponsored event.
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Changing Contacts or Addresses
The agency contacts and the agency staff overseeing the Community Tickets Program are the only people in an organization authorized to change an agency contact. The agency must call or send an email to the Assistant director of programs and give the name, phone number, and email address of the new contact along with the name of the current contact being replaced.  
New contacts will not be authorized to receive ticket updates or request tickets until after they have attended a Community Tickets Orientation.
Orientations for New Agencies and New Contacts are held on the second Wednesday of every month from Noon until 1:30 PM at the ArtReach office. There is no need to RSVP. If an agency contact has a conflict, a special orientation can be arranged by calling the Director of Education and Community Tickets.
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A thank you note is small token worth much.  Organizations provide thousands of dollars worth of tickets, but it is the thank you note that is most valued.  Please have those who go to an event or chaperone write, draw, create or dictate a thank you note(s).

Submit thank you notes to the ticket donor through ArtReach. ArtReach forwards these letters to ticket donors and to potential funding sources.  

A personal thank you tells the ticket donor that attending these events is important and make a difference in people’s lives.  Sometimes the thank you notes are the reason an organization donates tickets.

THANK YOU Letters:
· Should address (or attention to donor e.g. Dear Denver Zoo).
· Mail or deliver thank you notes to ArtReach: 3400 W 38th Avenue, Ste 200, Denver 80211.  
· Be sent/delivered to ArtReach shortly after an event.
· Contain the name of the Agency
· Contain the name and date of the event attended by the Agency
· A THANK YOU letter(s) per event  (In other words, do NOT combine more than one Event into a THANK YOU letter, as it is difficult to send the letter to the Ticket Donors.)

ArtReach Strongly Encourages THANK YOU Letters to:
· Be personal (instead of form letter).
· Describe the people who attended.
· Simply describe people’s reactions regarding how the event made an impact or difference in their lives.

* Anyone who is inspired can submit a thank you.  It is terrific when the attendee themselves creates a personal note because it comes from the one who used a ticket.

*Helpful Hint: Thank you notes can take the form of a picture, drawing, poster, banner, painting, a letter as well as the traditional thank note.
[image: ]ArtReach Sign up Sheet Example











IMPORTANT--------NEW ARTREACH TICKET POLICY

RSVP volunteers are eligible to receive free tickets to plays, concerts and participating events, etc. through ArtReach, a non-profit organization linking human services with the arts. 

PLEASE COMPLETE THE REQUEST FORM BELOW 
TO BE OFFERED FREE TICKETS DURING THE NEXT YEAR.

There is only one requirement regarding ArtReach tickets-----IF YOU ARE UNABLE TO USE THE REQUESTED TICKETS, YOU MUST CALL THE RSVP OFFICE, 477- 2340, BEFORE THE EVENT, SO THE TICKETS CAN BE OFFERED TO SOMEONE ELSE.  IF YOU DO NOT CALL THE RSVP OFFICE BEFORE THE EVENT, YOUR NAME WILL BE REMOVED FROM THE ARTREACH TICKET LIST, AND YOU WILL NOT BE OFFERED TICKETS AGAIN THROUGH RSVP.


ARTREACH TICKETS REQUEST FORM

 (
SAMPLE ONLY
)To be offered tickets you MUST read and sign the following agreement:

I, (print full name legibly)__________________________________________________
agree that if I accept tickets to an ArtReach event, I will arrive at least 30 minutes prior to the event to pick up tickets from an ArtReach volunteer.  Also, if I am unable to attend an event I requested tickets for, I understand that I MUST call the RSVP office before the event so that those tickets may be offered to another RSVP volunteer.  If I do not inform RSVP when I cannot use requested tickets, I understand that RSVP will remove my name from the ArtReach ticket list, and I will NOT be offered tickets again through RSVP.

Volunteer Signature_________________________Date____________
 (
SAMPLE ONLY ONLY
)
· 







SAMPLE SCHEDULE

1. Friday afternoon: Post the ArtReach Ticket Update in a community area with a sign up sheet OR forward the email on to your families, case workers and/or recipients. Make sure folks know the events are available at the ArtReach website
2. Monday: Pick a time at the end of the day to cut off the requests for Tuesday requesters. Example: Monday at 4:30 PM. Then put all your requests together so you know what you are asking for on Tuesday. Decide if that is the ultimate deadline or if people can put in more requests after Tuesday morning. REMIND FOLKS ABOUT SPECIAL NEEDS REQUESTS! 
3. Tuesday: BEFORE 10 a.m. Open the email, hit reply and put your numbers in and then WAIT for 10 a.m. to hit send. When you get your confirmations/declines forward them to the requesters or let them know yes or no the best way that works for your folks. This is also a good time to email them their letters to the box office/escort. Call ArtReach with any special needs requests.
4. Wednesday: Assign someone to pick up tickets, write/deliver letters and coordinate transportation. 
5. Thursday: Tickets Available for Pick up at ArtReach. Best to pick them up on Thursday if you are going to distribute the tickets from your office. Create envelopes for recipients and let them know where and when they can get their tickets.
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POST EVENT CHECKLIST

1. Report any no-shows or post event cancellations (with a reason)
2. Alert ArtReach of any expectation violations and have responsible party fill out a red problem solving worksheet to be returned to ArtReach
3. Turn in Thank-you notes


[image: ]




Ideas

Here are some ideas from agency contacts that are successful with the ArtReach ticket program.
· Have volunteers help as much as possible (collecting ticket requests from your members, picking up tickets, distributing tickets to your members, etc.).  Unless the primary or alternate contact is required to do a task, you can get help.
· Forward the event Email posting to your members or program directors.
· Post interest lists at your agency for performances and activities that ArtReach may receive.  
· Have your own policy about ArtReach ticket usage so that your members know what is expected of them.  Have those who request tickets sign a contract with your agency or only allow those individuals that use the tickets or call with a valid reason for not using the tickets to reserve in the future.
· Send chaperones to help your agency’s individuals.  
· Have one person from your group attending an event act as point person.  This person can assist individuals and report back to you with problems or confusion.  
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WORDS OF WISDOM

· MAKE A PLAN FIRST. The biggest mistake agencies make is that they don’t think about HOW they are going to run their ArtReach program before they start requesting tickets. This usually snowballs into a huge problem for the agency and ultimately they quite requesting tickets because they think it is too hard.
· READ THE FINE PRINT. It is easy to just skim through our email updates and ticket confirmations. Please be careful that you read the details and the ticket guidelines. You might miss out  on something important or send someone to an event that is not appropriate.
· USE  “DONATED” INSTEAD OF “FREE”.  ArtReach tickets are not free. Not using a ticket is like lighting money on fire. No one wins!
· GET SOME HELP. This is a huge job, and ArtReach is just a tiny part of your job. Get folks to pick up tickets, take care of thank you notes and report their own unused tickets.
· MAKE NOTIFICATION OF EVENTS A TWO WAY STREET. We encourage you to forward the email updates to anyone affiliated with ArtReach. You may also send folks to our website to check out our events.
· CREATE AN INFORMATION SHEET.  Have folks go through a mini orientation. Let them know what they are responsible for before they commit to being a part of ArtReach. 
· HAKUNA MATATA! Don’t stress out if something goes wrong. We are here to create opportunities for you clients and we are happy to work out any problems.
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FAQ:
1. How do I know if my requests processed?
a. We will never leave you hanging. If you requested tickets on Tuesday morning and you do not hear from us either way by 4 PM on Tuesday, it means there has been some kind of email issue. You need to call or email Nick to figure things out.
2. Who can report unused tickets?
a. ANYONE! As long as they know that they must also contact you, and they know what agency they are with, that is all we care.
3. Who can pick up tickets
a. ANYONE! As long as they know what agency they are picking up for and what they are picking up, we don’t care.
4. When can I pick up tickets
a. For any requests that come in on Tuesday or Wednesday, you can not come ANY EARLIER 10 AM on Thursdays. We have to bundle everything on Wednesday. General ticket pick up is 10 AM to 4 PM on Thursdays and Fridays. If you come at other times of the day you will NOT be in trouble, but always call ahead if you need to pick them up outside of the normal pick up times.
5. How do I know if I have taken care of my thank-you notes?
a. No news is good news. We will only contact you if there is a problem.

6. How do I know if our Agency has any points for poor behavior?
a. ArtReach will inform you whenever a point is given to your agency and will let you know what needs to happen to get your agency back in good standings.
7. I CAN’T TYPE NUMBERS IN THE BRACKETS!!!
a. Hit reply first…it is a common mistake
8. I got a strange response to my email request saying that there is something wrong with the way I requested tickets. WHAT DO I DO NOW???
a. All is not lost! Go back to your original update and re-request your tickets. Before you hit send, do the following….
i. Check to see if your subject line has been changed
ii. Check to see if you have erased something
iii. Check to see if you have put something other than a number in the bracket
iv. If you still can’t find something wrong, call Nick or email him.
9. I requested too early!
a. All is not lost! Just re-request after the start time. You are not out of the running.
10. Someone requested tickets after I already sent in my email request.
a. You can request as many times as you would like. Remember that most things are gone by Tuesday afternoon.
11. How many different events can I request at one time?
a. As many as you would like. All of your requests can come in on one email. The database will sort everything out for us based on your email address and the event number.




12. I can’t seem to get ANY tickets. WHY!?!
a. If you are struggling to get your requests filled, it is probably because you are requesting the most popular events and your requests are not coming in right at 10 AM on Tuesdays. If you want REALLY REALLY want an event, you must find a way to put in your request AT 10 AM and no later than 10:02 AM. 
13.  The people we serve are difficult to track down after an event. How do I figure out if the tickets were used.
a. ArtReach really relies on the honor system. We cannot expect you to follow up with every single person for every single event. Please make sure your clients understand that reporting an unused ticket has a consequence, but that they will NOT be kicked out of the program unless it becomes a constant problem. Once they know better, expect them to DO better.
14. Our Agency deals with a lot of behavioral problems. What if a client has a meltdown or runs away?
a. Our ticket donors are very understanding of this type of situation. Just let us know so we can tell the ticket donor.
15. Will our agency be in trouble if a ticket does not get used because of a last minute emergency or uncontrollable situation?
a. Of course not! Just let us know about it and well will inform the donor. 
16. I Cannot find the ESCORT! What do I do?
a. Ask the box office to point you towards the ArtReach escort.
2009-10 ArtReach Community Tickets Donors


Alliance for Sustainable Colorado
Ars Nova Chamber Singers
Arvada Center for the Arts & Humanities
Augustana Arts
Aurora Fox Arts Center
Avenue Theatre
Ballet Ariel and Ballet Arts Theatre
Ballet Nouveau Colorado
Black American West Museum
& Heritage Center
Boulder Bach Festival
Boulder Ballet Ensemble
Boulder Chamber Orchestra
Boulder Ensemble Theatre Company
Boulder Philharmonic Orchestra
Boulders Dinner Theater
Brooks Center Arts
Butterfly Pavilion, The
Central City Opera
Chameleon Stage
Children's Museum of Denver, Inc.
Cleo Parker Robinson New Dance Theatre
Coal Creek Community Theater
Colorado Ballet
Colorado Children's Chorale
Colorado Gerontological Society
Colorado Honor Band Association
Colorado Music Festival
Colorado Rockies Baseball Club
Colorado Shakespeare Festival
Colorado Symphony Orchestra
Colorado Wind Ensemble
Community College of Denver - Theatre
Department
Concerts for Kids
Curious Theatre Company
Denver Art Museum
Denver Botanic Gardens
Denver Center Attractions
Denver Center Theatre Company
Denver Film Society
Denver March PowWow
Denver Museum of Miniatures,
Dolls & Toys
Denver Museum of Nature and Science
Denver Philharmonic
Denver Roller Dolls
Denver Young Artists Orchestra
Denver Zoological Foundation
Department of Theatre and Dance
University of Colorado at Boulder

E Project Theatre Company
El Centro Su Teatro
El Jebel Shrine Circus
Empire Lyric Players
Englewood Cultural Arts Center
Feld Entertainment
Firehouse Theatre Company
Frequent Flyers Productions, Inc.
Golden Community Choir
Hannah Kahn Dance Company
Hunger Artists Ensemble Theatre
Improv Denver Comedy Club and
Restaurant
Jefferson Symphony Orchestra
JP Morgan Chase
Junior Symphony Guild, Inc.
Kantorei
KMGH-TV - Channel 7
Lakeside Amusement Park
Littleton Town Hall Arts Center
Longmont Theatre Company
Miner’s Alley Playhouse
Mizel Center for Arts and Culture
Modern Muse Theatre
Musicians of St. Clare
National Western Stock Show and Rodeo
New Denver Civic Theatre
Opera Colorado
Paragon Theatre Company
PHAMALy
Players Guild at the Festival Playhouse
Playwright Theatre
Quickened Ministries
Qwest Communications
Rocky Mountain Quilt Museum
St. Martin’s Chamber Choir
Summit Jazz Foundation
Swallow Hill Music Association
Tavern Hospitality Group
Tesoro Foundation
The Denver Brass
The Rising Curtain Theatre and Acadamy
The Wildlife Experience
Third Law Dance/Theater
Tickets for Kids Charities
Unique Lives
University of Colorado at Boulder
Vintage Theatre Productions
Wells Fargo Foundation
Westernaires
Westminster Spotlight Theater Company



CONTACT INFORMATION:

Nick Brushaber
Community Tickets Coordinator
nick@artreachdenver.org
303-433-2882 x222


Sarah Gulinska
Director of Education & Community Tickets
sarahg@artreachdenver.org
303-433-2882 x236


Mailing address:
ArtReach Inc.
3400 W. 38th Avenue Ste. 200
Denver, CO 80211

Web address: www.artreachdenver.org



image3.wmf

image4.wmf

image5.wmf

image6.wmf

image7.wmf

image8.wmf

image9.wmf

image10.wmf

image11.wmf

image12.wmf

image13.wmf

image14.wmf

image1.jpeg
ARTREACH

Changing Lives Through the Arts





image2.wmf

