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CHAPTER I 

INTRODUCTION 

Background of the Problem 

An important duty of a theatre manager is to integrate all the resources of a theatre in 

order to provide an environment where the goals and objectives of an organization can be 

achieved efficiently and effectively. Theatre managers can create this environment through 

the integration of their primary functions: planning, organizing, staffing, supervising, and 

controlling. Each of these five functions contains a series of events that move the 

organization toward attainment of its over-all goals. ̂  

Planning is the primary, most important, and hardest function for management. It 

predetermines a course of action. Planning develops the goals, objectives, strategies, 

policies, programs, and procedures of the organization. Since this study will fi-equently 

refer to the terms policies and procedures, the author will define them. Policies are semi

permanent parameters used, at every level of an organization, to make decisions. Policies 

can create boundaries within which management can draw up specific plans of achieving 

objectives.̂  Procedures are a step-by-step plan that explains how to do the work. 

The second function of management is organizing. Organizing arranges and relates 

work for effective accomplishment of objectives established in the planning phase. Four 

benefits of organizing are: (1) making clear who is supposed to do what, (2) establishing 

who is in charge of whom, (3) defining the channels of communication and, (4) applying 

the resources to defined objectives. 

^Theo Haiman and William G. Scott, Management in the Modem Organization (Nev̂  
York: Houghton Mifflin Company, 1976) 17. 

^ Harvey Shore, Arts Administration and Management: A Guide for Arts 
Administrators and Their Staffs (New York: Quorum Books, 1978) 26-27. 

^ William J. Byrnes, Management and the Arts (Boston: Focal Press, 1993) 88. 



One way to implement these benefits is through the use of an organization's policies 

and procedures manual. An operations and procedures manual is an organized collection 

of written policies, procedures, and other information pertaining to the functioning of an 

organization."* It is an effective managerial tool for the communication of an organization's 

policy and procedure.̂  The manual is also a means of communicating the outcome of 

administrative decisions made for the attainment of an organization's goals and objectives 

established in the plaiming phase. 

A systems-and-procedures manual may be viewed as a collection of 
instructions for the purpose of communicating information on 
policies and practices. Mantials contain facts and data such as 
ground rules, operational procedures, directives, and instructions. 
Members of management on almost every level of performance will 
find it helpful to have clear-cut policies and procedures written 
down. If supervisors and staff personnel are to accomplish work 
effectively, they must know what is expected of them. Manuals go 
along way in this direction.̂  

Policy and procedures manuals are the simplest, least expensive way to 

communicate.̂  As a communication tool, it offers several advantages over other 

communication systems. Two primary advantages are its authority and 

accessibility.* Robert Glassman said: "Nothing carries as much authority as the 

written word. Put something in writing and for some reason it immediately 

"* David A. Weaver, A Manual of Operations and Procedures for Productions at 
Texas Tech University Theatre, Thesis, Texas Tech University, 1977, 2. 

^ Julia Smith-Dehesus, A Manual of Operations and Procedures for Productions at the 
Texas Tech Universitŷ  and Lab Theatres, Thesis, Texas Tech University, 1990, 2. 

^ William F. Kelley, Management Through Systems and Procedures (New York: 
Wiley-Intersciences, 1963) 296. 

^ Paul Connoly, Create Your Employee Handbook Fast and Professionally (New 
York: Asher-Gallant Press, 1989) introduction. 

* Weaver, 6. 



commands attention. And most of all, whatever it is remains readily accessible 

when memory fails."^ 

Manuals can serve as a reference guide, provide a history of an organization's 

operations, and also help an organization work towards meeting important goals. These 

important goals can include recognizing each person as an important individual, 

establishing appropriate objectives for each position within the organization that also clearl> 

define lines of delegation and authority, and providing an efficient work environment." 

Michael Reaves discusses using the manual as reference guide aiding in the evaluation and 

control of the organization's operations, providing continuity of managerial decisions, and 

by providing training for new employees.̂ ^ Additional goals that a manual can help work 

towards, as stated by Julia Smith-Dehesus, are furthering the objectives of the company, 

clarifying policies, and deterring temporary problems from becoming permanent. 

Operating policies and procedures do not have to be the only items included in the 

manual. Stephen Langely suggests a manual is compiled of much more than just job 

descriptions and establishing chains of command. He states: 

Every on-going theatre operation should maintain a periodically-updated 
manual that cover general management, business management, marketing 
and promotion, fundraising, box office operations, house management, 
company management, production supervision, technical supervision, and 
facility maintenance and operation. Each manual should deal with work 
hours, supervisory responsibilities, procedures to follow under both normal 

^ Robert Glassman, "Good Manuals Mean Good Methods," Purchasing Jan. 1972: 
33. 

°̂ Lin Grensing-Pophal, Developing a Personnel Manual (North Vancouver: 
International Self-Coimsel Press Ltd., 1993) 3. 

" Grensing-Pophal, 3. 

^̂  Michael Reaves, Developing a Company Policy Manual (Chicago: Probus 
Publishing Company, 1992) 1. 

^̂  Smith-Dehesus, 3-4. 



and emergency conditions, and a list of relevant vendors and service 
companies with their phone numbers. ̂ "̂  

Statement of the Problem 

In 1977, the first University Theatre operations manual was written by Mr. David C. 

Weaver. His master's thesis was entitled A Manual of Operations and Procedures for 

Productions at the Texas Tech University Theatre. Thirteen years later the manual was 

revised by Ms. Julia Smith-Dehesus as part of her master's thesis under the title A Manual 

of Operatiotis and Procedures for Productions at the Texas Tech University and Lab 

Theatres. Ms. Smith-Dehesus comments about the 1977 manual in her thesis, "Prior to 

this study, the existing manual, still in it original state, was not current. "̂^ This is the state 

in which the author foimd the 1990 manual of operations for the University and Lab 

Theatres. 

Managers often criticize a poUcies and procedures manual because policies remain 

written down in the books long after they are obsolete. These manuals must be subject to 

an annual review because they are only useful to an organization if they are kept up-to-

date. Manuals need to be reviewed annually so that new organizational needs and 

capacities can be reflected in the revision. However, consideration needs to be made with 

how any new changes or information made to the manual will coincide with the existing 

policies and procedures. Stephen Langely makes the following statement about work 

manuals: "Work manuals should be reviewed and revised at least once a year and, 

collectively, should present a clear and objective picture of how the operation functions."^^ 

^'^ Stephen Langley, Theatre Management and Production in America (New York: 
Drama Book Publishers, 1990) 97. 

15 Smith-Dehesus, 4. 

^̂  Stephen Langley, Theatre Management and Production in America. (New York: 
Drama Book Publishers, 1980) 75. 



In addition, an annual review of the work manual will refresh everyone's memory of the 

operations of the theatre. 

"Work manuals are usually written by the first person to hold each supervisory 

position and then revised and enhanced by their successors."^^ In the University Theatre's 

case, some Production Assistants supervisory positions, held by Theatre and Dance 

graduate students, have turned over at least once a year and in some cases every six 

months. With each new person to fill the supervisory positions, the policies in the 1990 

operations manual gradually have been changed. The procedural modifications have not 

been written down or annually revised in eight years. Operation procedures have been 

passed down by word-of-mouth from supervisor to supervisor. Thus, many policies have 

been forgotten and an envirorunent has been created where operations are not handled in a 

consistent fashion. David Weaver stated in the first University Theatre operations manual 

that "such a manual would benefit productions at the University Theatre by (1) providing a 

clear expression of the policies, operations, and procedures of the University Theatre, (2) 

aiding in smooth transition changes in personnel, (3) aiding in training new personnel, and 

(4) coordinating the activities of the theatre." The University Theatre is not receiving 

these benefits from its manual because it is out of date. Key supervisory positions are 

exerting much more time and energy than is necessary training employees and clearing up 

procedural misimderstandings. In addition, the University Theatre has developed new jobs 

that are not even mentioned in the 1990 manual. These positions do not have a clear 

understanding of how they fit in the University Theatre operations nor what their exact job 

responsibilities entail. Furthermore, annual revision of the manual allows for noting the 

changes in policy derived from the new direction certain operations may be headed. For 

example, the Lab Theatre is no longer the producer of solely a season of original, 

''Langley, 1990,31. 

'* Weaver, 4. 



unproduced scripts. The Lab Theatre also produces established and published dramatic 

works. 

Enid Holm states in her book. Theatrically Speaking, "The changing needs from 

one play to the next make iron clad policy and procedure committee guides difficult to 

structure for various crews. Standard guides, however, may be developed."''' As the 

Department of Theatre and Dance at Texas Tech has expanded over the years, so have the 

policies governing the operations of the Theatre. The turnover of key departmental 

positions such as the Chairperson and the Director of Theatre; the addition of Theatre and 

Dance faculty and staff; and the addition of the Director of Front-of-House Operations, the 

Audience Relations Specialist, and the Publications Director positions have all played a 

major role in revising the direction of the University Theatre. However, the operations 

manual has not had the luxury of keeping up with the constant change. In many instances, 

it has even been forgotten the University Theatre has an operations manual. Therefore, the 

purpose of this study is to re-evaluate the existing 1990 University Theatre operations 

manual and revise its policies and procedures to a point where it is once again effectively 

serving its purpose. 

Backgroimd of the University Theatre 

The University Theatre is the play production arm of the Department of 
Theatre and Dance at Texas Tech University. (This manual focuses only 
on operating the University Theatre. It does not include information 
pertaining the academic operation of the Department of Theatre and Dance. 
The academic operations warrants the development of a separate operations 
manual.) The Department of Theatre and Dance encourages practical 
experience in play production to enhance theoretical instruction in the 
education cuniculum.̂ ° 

'̂  Holm, Enid, Theatrically Speaking (Fort Worth: Texas Non-Profit Theatres, Inc. 
1995) 75. 

20 Smith-Dehesus, 5. 



Since inception in 1926, Texas Tech University Theatre has produced an 
annual season of major dramatic productions for Texas Tech and the 
Lubbock community. Texas Tech University Theatre also collaborates 
with other units in special projects and with various outside agencies in 
bringing professional American and foreign productions to the city of 
Lubbock. Established to serve as an educational resource for Texas Tech 
University and as a cultural resource for the Lubbock community, the area 
has offered theatre courses as early as 1930. An area of specialization 
within the Department of Speech and Theatre Arts was developed in 1966. 
The Theatre Arts area first offered the Bachelor of Arts and the Master of 
Arts in Theatre degrees in 1969. In 1972, the department participated in 
the creation of the Doctorate of Philosophy in Fine Arts degree and 
developed and offered courses for this program in 1973. In 1977, the area 
became as separate Department of Theatre Arts and implemented the 
Bachelor of Fine Arts and Master of Fine Arts degree programs in 1982. 
In 1992, the dance division, formerly associated with the Department of 
Health, Physical Education, and Recreation, joined the Theatre Arts 
Department and the name was changed to the Texas Tech University 
Department of Theatre and Dance. In addition, the department now offers 
a Bachelor of Arts in Dance degree and cooperates with the College of 

91 

Education by providing a teaching certificate in Theatre Arts. 

The Texas Tech Department of Theatre and Dance is one of two in the state to offer all 

the traditional degrees in Theatre Arts and is one of only three in the southwest to offer 

the Doctorate of Philosophy in Fine Arts. 

The University Theatre building houses two theatres: the University Theatre, a 

396-seat proscenium stage, and the Lab Theatre, a 101-seat thrust stage. Also housed in 

the University Theatre building are a scene shop, costume shop, a design studio, makeup 

room, two dressing rooms, a green room, house management office, 

promotion/publications office, two box offices, two lobbies, two light/sound booths, and 

several storage areas. In addition to the production facilities, the University Theatre 

building houses 10 departmental offices and the reception area. 

^̂  Jim Bush, http://www.theatre.tha.ttu.edu. 

7 
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CFL^PTERH 

METHODOLOGY 

To begin this study, the author meticulously reviewed the 1977 and 1990 Manual 

of Operations and Procedures for Productions at the Texas Tech University and Lab 

Theatres to become well-acquainted with their contents. The author then proceeded to 

begin research on the literature that is available concerning operations manuals, personnel 

policy manuals, employee handbooks, policy and procedural manuals, personnel 

management, etc. The author reviewed as much literature as was available to her in this 

area of specialty and took notes on what a manual is, how to write a manual, what 

information needs to be included in a manual, why organizations should develop manuals, 

how employees benefit from manuals, why it is important to annually revise manuals, etc. 

After reviewing the literature and the two existing operations manuals, the author 

began the revising the 1990 Manual of Operations and Procedures for Productions at the 

Texas Tech University and Lab Theatres. The author took every individual topic in 

sections "A" through "E" of the manual and figured out who was the current faculty, staff, 

or graduate student Production Assistant in charge of the position for the individual topics 

discussed. This applied to all sections of the manual except those topics which were no 

longer in effect. Following the assignment of supervisors to each topic of every section, 

the author handed out to those persons, in the form of a memo, each topic she assigned 

their name to. In the memo, the author asked for their corrections to each policy and 

procedure. The author also asked for any suggestions for improving the manual, such as 

new topics they felt needed to be added to the manual. This entire process took four 

months to complete. The author asked for the help of Dr. Norman Bert, Departmental 

Chair and Head of Playwriting, in the area of departmental history and departmental 

mission; Professor Frederick Christoffel, Head of Design, for topics concerning the 

Director of Theatre and Head of Design; Dr. Linda Donahue, Head of Management, in the 

area of Front-of-House Operations; Dr. Jonathan Marks, Head of Directing, in the area of 

Directing; Professors Seth Baimuin, Head of Acting, and Christopher Markle in the area of 

8 



Acting; Professor Joan St. Grermain, Assistant Professor of Costume, in the area of 

Costume and Makeup Design; Mr. Joe Pew, Technical Director, in the area of Technical 

Direction; Mr. Rick Tuman, Business Manager, in the area of Business Management; Ms. 

Mary Cervantes, Departmental Secretary, in the area of Departmental Secretary; Ms. 

Tobyn Leigh, Promotion Director, in the area of Promotion; Ms. Beth Wintour, House 

Supervisor, in the area of House Management; Ms. Deborah Martin, Lab Theatre 

Producer, in the area of Lab Theatre Operations; and the author, Box Office Manager, in 

the area of Box Office. 

After the author received the corrections to the policies and procedures from the 

members of the department, she revised the operations manual based on the responses and 

suggestions conveyed to her in writing. The document was presented to Director of 

Theatre who reviewed each policy and procedure. The Director of Theatre approved some 

of the policies and procedures and made further revisions on others. After receiving the 

document from the Director of Theatre with his suggestions for revisions, the author made 

the changes accordingly. A fmal draft of the operations manual was passed out to the 

Departmental Chairperson/Head of Playwriting, Director of Theatre, the Head of 

Directing, Head of Management/Director of Front-of-House Operations, Assistant 

Professor of Costume, and the Business Manager for final approval and/or revisions of the 

policies and procedures. Further changes were incorporated into the manual based on the 

corrections received. The final culmination of collaboration is presented in the Appendix: 

The 1998-1999 Manual of Operations and Procedures at the Texas Tech University and 

Lab Theatres. 



CHAPTER III 

ORGANIZATION OF THE STUDY 

Chapter I discusses the background of the problem, statement of the problem, and 

background of the University Theatre. The background of the problem includes related 

research and theories. A history of the development of the Department of Theatre and 

Dance and its degree programs is presented in the section on the background of the 

University Theatre. This section briefly includes a discussion on the facilities housed in 

the University Theatre building. Chapter II discusses the methodology of the study and 

outlines the process the author completed to revise the policies and procedures. The fmal 

outcome of the process is presented in the Appendix following the Sources Consulted. 

Chapter III describes how to use the Appendix and what types of information can be 

found in it. Chapter IV concludes this study with fmal thoughts and reflections of the 

author. 

The 1998-1999 Manual of Operations and Productions at the Texas Tech University 

and Lab Theatres contained in the Appendix is divided into five major sections: 

A. General Production Operations. 

B. Stage Operations. 

C. Front-of-House Operations. 

D. Design and Technical Operations. 

E. Lab Theatre Operations. 

Each of these sections includes organizational information, organizational charts, 

job descriptions, chains of authority and communication, job responsibilities and duties, 

pertinent forms, and policies and procedures for the area of operation. General 

Production Operations includes general information concerning all Department of Theatre 

and Dance faculty, staff, and students. Stage Operations includes all activities in 

auditioning, casting, rehearsing, and performing a play. Front-of-House Operations 

includes business activities, box office activities, promotion activities, pubhcations 

10 



activities, and house management activities. Design and Technical Operations includes 

information involving aU design and design execution activities for productions. Lab 

Theatre Operations includes information on activities concerned with the staffing and 

selecting of the Lab Theatre productions. "All operations in the General, Stage, Front-of-

House, and Design and Technical Operations sections are valid for the Lab Theatre as well 

as the University Theatre unless specifically noted.""^ 

"A decimal-numeric system is used to classify individual topics in the appropriate 

section of the manual. The letter assigned to that section precedes each decimal-numeric 

classification which allows each policy and procedure statement to have a unique reference 

number." This system also allows for "easy insertion and removal of updated and 

deleted policies."'^ 

To aid in the annual revision of the operations manual, as recommended by the 

author, a revisions form has been included in Section "F." This form can be submitted to 

the Departmental Secretary as needed throughout the year where it will be kept on file 

until the annual revision process. 

2̂  Smith-Dehesus, 10. 

^̂  Smith-Dehesus, 10, 
24 Smith-Dehesus, 10. 
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CHAPTER rv 

CONCLUSION 

The policies and procedures contained in the Appendix have been up-dated so that 

the material presented is consistent and that each job description makes clear the 

responsibilities and duties of each position, who is in charge of whom, and the channels of 

communication. Additional information foimd within certain topics deal with work hours, 

and procedures to follow under both normal and emergency conditions. As suggested by 

the author's research, the manual is also compiled of current organizational charts and 

pertinent forms, an introduction to the operations manual, and an user-friendly numbering 

system for quick reference searches. 

One challenge the author encountered during the revision's process of the 1990 

manual was the task of making sure any new or up-dated information added coincided with 

the existing manual. It would have defeated the purpose of this project if the added 

information was not in accord with the existing material. The author's goal was to clear up 

any gray areas and deter problems or questions that may impact the effectiveness of the 

new operations manual. 

A challenge the author foresees is in terms of the maintenance of the 1998-1999 

operations manual. The author fears that the manual will not be annually reviewed and it 

will once again become filed away and forgotten. The manual's contents will again 

become outdated so that the Department of Theatre and Dance no longer works under the 

guides that have been designed. Even though a manual of operations revision form has 

been included in the manual to aid the annual review process, it has not been determined 

by the department who will become responsible for yearly revisions that may be necessary. 

Another challenge the author foresees concerns the implementation and support of 

the 1998-1999 manual of operations. The manual has been revised, but the policies and 

procedures have not been formally accepted by the Department of Theatre and Dance 

faculty. In addition, if the policies and procedures are accepted by the faculty it is not 

12 



known if the manual will be passed out to the staff and students for their use. Enid Holm 

states: 

A codified manual of operations, although time consuming to develop, is an 
investment in the management of energy, time, and talent of the various 
personalities that will come on, serve, and go off board. The document will 
likely be augmented as years go by and will become a refined expansion of 
the very basic rules set forth in the bylaws of the organization. All board 
members can function at a high level of achievement if they know, in 
advance, their duties.^ 

In the case of the University and Lab Theatres, the term board members the quote refers to 

can be defined as the faculty, staff, and students of the department. 

It is the opinion of the author that The 1998-1999 Manual of Operations and 

Procedures at Texas Tech University and Lab Theatres has been revised to a point in 

which it is once again effectively serving its purpose as a reference guide for the 

Department of Theatre and Dance faculty, staff, and students. The author believes the 

manual has once again attained the basic benefits that were established in 1977 when the 

first manual of operations was developed for the University Theatre. These benefits 

included, as stated earlier, "providing a clear expression of the policies, operations, and 

procedures of the University Theatre, aiding in smooth transition changes in personnel, 

aiding in training new personnel, and coordinating the activities of the University 

Theatre."^ 

" Holm, 62. 

^ Weaver, 4. 
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THE 1998-1999 MANUAL OF OPERATIONS AND PROCEDURES AT THE TEXAS 

TECH UMVERSITY AND LAB THEATRES-REVISED 

CHAPTER I 

INTRODUCTION 

A. Statement of Goals and Objectives 

The mission of Texas Tech University is to 'provide tiie highest quality of education 

and instruction in all colleges, and to gain national and international recognition in those 

fields which are designated as areas of excellence; to be a recognized research institution of 

distinction, while maintaining the highest level of commitment to its teaching mission; and 

to be, above all, a University and Health Sciences Center known throughout the state and 

nation as a quality service oriented institution, as evidenced by its supportive and caring 

environment and by the cordial interactions between all the people it serves.' 

In support of the University's mission, the Department of Theatre and Dance faculty 

developed the following mission for all of its activities, including the operation of the Texas 

Tech University and Lab Theatres: 

1. To foster the arts of theatre and dance by nurturing, educating, and training 

students and by cultivating an audience. 

2. To develop—equally through academic instruction and through theatrical 

productions—our students' knowledge and skills and to instill in our students a 

commitment to collaboration, ethics, excellence, scholarship, professionalism, 

and growth. 

3. To provide cultural leadership to the university, the community, the state, the 

region, the nation, and beyond. 

Since inception in 1926, Texas Tech University Theatre has produced an aimual 

season of major dramatic productions for Texas Tech and the Lubbock community. 
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Texas Tech University Theatre also collaborates with other units in special projects and 

with various outside agencies in bringing professional American and foreign productions 

to the city of Lubbock. Established to serve as an educational resource for Texas Tech 

University and as a cultural resource for the Lubbock commimity, the area has offered 

theatre courses as early as 1930. An area of specialization within the Department of 

Speech and Theatre Arts was developed in 1966. The Theatre Arts area first offered the 

Bachelor of Arts and the Master of Arts in Theatre degrees in 1969. In 1972, the 

department participated in the creation of the Doctorate of Philosophy in Fine Arts degree 

and developed and offered courses for this program in 1973. In 1977, the area became as 

separate Department of Theatre Arts and implemented the Bachelor of Fine Arts and 

Master of Fine Arts degree programs in 1982. In 1992, the dance division, formerly 

associated with the Department of Health, Physical Education, and Recreation, joined the 

Theatre Arts Department and the name was changed to the Texas Tech University 

Department of Theatre and Dance. In addition, the department now offers a Bachelor of 

Arts in Dance degree and cooperates with the College of Education by providing a 

secondary education teaching certificate in Theatre Arts. 

Today, the Department of Theatre and Dance in the College of Arts and Sciences 

has a teaching staff consisting often full-time professors, and a variable number of 

Graduate Part-Time Instructors, Teaching Assistants, and full-time staff positions. 

This manual will serve as a reference to the organizational structure, and the policies 

and procedures which govern the production operations of the University and Lab 

Theatres. Information included in this manual is intended to be used by the faculty, staff, 

and students of the Theatre and Dance Department in the performance of their 

production duties. 
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B. Organization and Use of the Manual 

The 1998-1999 Manual of Operations and Procedures at the Texas Tech University 

and Lab Theatres is divided into five major sections: 

A. General Production Operations. 

B. Stage Operations. 

C. Front-of-House Operations. 

D. Design and Technical Operations. 

E. Lab Theatre Operations. 

Each of these sections includes organizational information, organizational charts, 

job descriptions, chains of authority and communication, job responsibilities and duties, 

pertinent forms, and policies and procedures for the area of operation. General 

Production Operations includes general information concerning all Department of Theatre 

and Dance faculty, staff, and students. Stage Operations includes all activities in 

auditioning, casting, rehearsing, and performing a play. Front-of-House Operations 

includes business activities, box office activities, promotion activities, publications activities, 

and house management activities. Design and Technical Operations includes information 

involving all design and design execution activities for productions. Lab Theatre 

Operations includes information on activities concerned with the staffing and selecting of 

the Lab Theatre productions. 

A decimal-numeric system is used to classify individual topics in the appropriate 

section of the manual. The letter assigned to that section precedes each decimal-numeric 

classification which allows each policy and procedure statement to have a imique reference 

number. This system also allows for easy insertion and removal of updated and deleted 

policies. 

To aid in the annual revision of the operations manual, as recommended by the 

author a revisions form has been included in Section "F." This form can be submitted to 
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tiie Departmental Secretary as needed tiiroughout tiie year where it will be kept on file until 

the annual revision process. 
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CHAPTER n 

THE MANUAL 

A. General Production Operations 

The general production operations of the University Theatre includes general 

information concerning all Department of Theatre and Dance faculty, staff, and students. 

30 



A.l Organization 

Organization Chart A. 1 diagrams the organization of the general operating 

procedures for the University and Lab Theatres. Chart A. 1 also diagrams the Director of 

Theatre's relationship to the stage and technical operations and the Director of Front-of 

House Operation's relationship to the front-of-house operations. 
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DIRECTOR OF THEATRE 

BUSINESS MANAGER DIRECTOR OF FRONT-OF-HOUSE OPERATIONS 

FRONT-OF-HOUSE OPERATIONS 

STAGE OPERATIONS TECHNICAL OPERATIONS 

CHART A. 1 

Organization of Production Operations for 

the Texas Tech University Theatres 
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A.1.1 Director of Theatre 

The Director of Theatre provides leadership in the creation and operation of programs 

for the University Theatre and Lab Theatre and serves as producer of all University 

Theatre productions. Specific duties involve: 

1. Accotmting for and authorizing expenditures from all production budgets, with 

the approval of the Departmental Chairperson and the assistance of the Business 

Manager. 

2. Developing and executing all programs for the University Theatre, and 

maintaining and operating the University Theatre facilities. 

3. Representing the University Theatre in the university, Lubbock, and professional 

communities. 

4. Requesting and securing continued support from Student Services as well as 

exploring additional sources of non-traditional revenue for productions, with the 

assistance of the Departmental Chairperson and the Director of Front-of-House 

Operations. 

5. Arbitrating disputes, if problems caimot be resolved through the proper chain of 

command, between the following or any combination of the following: 

Directors, Actors, Designers, Front-of-House personnel. Production Assistants, 

and the Business Manager. If disputes involve the Director of Theatre, they will 

be arbitrated by the Departmental Chairperson. 

6. Guaranteeing the safe and proper operation of all University Theatre activities. 

7. Recommending to tiie Departmental Chairperson Production Assistants for 

student Teaching Assistants/Graduate Part-Time Instructors. 

8. Providing for building security together with the Departmental Chairperson. 

9. Approving all student Production Assistants, both Work Study and other, upon 

the recommendation of the area supervisors. 

10. Granting permission of building and equipment use by outside agencies. 
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11. Guiding play selection for the Mainstage, Lab Theatre and Summer Rep seasons. 

12. Developing the production calendar for all University Theatre productions and 

activities. 

13. Monitoring, directiy or indirectly, theatre functions, production meetings, 

rehearsals, shop operations, etc. 

14. Organizing and running fall and spring organizational meetings. 

The Director of Theatre is responsible for all University Theatre and Lab Theatre 

production operations. S/he has, however, the authority to delegate responsibility for these 

operations to members of the faculty and staff. The Director of Theatre reports directly to 

the Departmental Chairperson. 
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A.2. General Policies and Procedures 

A.2.1.1 Building Use 

Use of the University Theatre and Lab Theatre facilities is primarily for the support 

of the University Theatre and Lab Theatre production schedules. Use of the facilities for 

support of the academic programs of the Theatre and Dance Department is second priority. 

Use of the facilities for programs sponsored and conducted by the University academic and 

administrative departments is third priority. Beyond these three priorities, the Director of 

Theatre may permit registered student organizations use of the University Theatre and Lab 

Theatre facilities for activities which provide a service or benefit to the entire University 

commimity. Non-registered student groups or any off-campus organizations may not use 

the University Theatre or Lab Theatre facilities without the written permission of the 

Director of Theatre. A department or organization must submit a request and obtain the 

approval of the Director of Theatre to use the University Theatre or Lab Theatre facilities. 
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A.2.1.2 Operating Regulations for the University Theatre 

Organizations or departments using the University Theatre or Lab Theatre facilities, 

including all production shops: scenery, properties, costume, makeup, lighting, and box 

office, will hire a minimum of two University Theatre student Production Assistants to 

operate or supervise the operating of University Theatre equipment. One Production 

Assistant will operate or supervise the operating of backstage equipment while the other 

will operate the lighting booth equipment. The use of any and all University Theatre 

equipment by unauthorized personnel is forbidden. The use of all University Theatre 

stocks is forbidden without the permission of the departmental Technical Director, 

Costume Shop Supervisor, or person(s) designated by the Departmental Chairperson or 

Director of Theatre. Any and all materials used will be replaced with like materials imless 

otherwise specified. All shops, stage spaces, rehearsal spaces, and support facilities will be 

cleaned and returned to their pre-event condition. The stage floor will be painted black 

unless specified differently. Any alteration of the color of the stage floor is the 

responsibility of the user, and the restoration of the original color is expected. The 

orchestra pit on the Mainstage is not to be altered, lowered, or in any way adjusted from its 

normal stage level position. Stage traps may not be pulled. 

In addition, the Theatre and Dance Department will charge visiting organizations 

and departments for the use of consumable University Theatre supplies, lighting equipment 

and sound equipment. A standard gel/lamp charge per day will be assessed anytime the 

stage lighting is in use. Access and use of the departmental lighting equipment beyond the 

provided hang is prohibited. No alterations can be made in the general lighting hand for 

the Mainstage, this includes the re-gelling or re-focusing of any instrument(s). Access to 

special effects equipment is forbidden. There is a single follow spot that is located in the 

center of the first beam. Operationof the follow spot is by a qualified operator only. No 

re-wiring or physical manipulation of audio equipment is allowed. 
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Organizations are not allowed to operate the stage rigging system imder any 

circumstances. Additions and alterations to the standard masking plot, provided by the 

University Theatre can be made only with the permission of the Technical Director. No 

flying, rigging, belaying, rappelling, or static and/or animated movement of any himian 

being is permitted with out the contracting of a qualified/bonded company specializing in 

such activity. No "dead-hangs" off the grid or over the audience are allowed. 

No person shall use any engine, motor, or other type of machinery within the 

University Theatre, or use any gas or other flammable liquid or chemical without the 

approval of the departmental Technical Director, Safety Director, and University Fire 

Marshall. No open flame device(s) are allowed in the University Theatre. Any and all 

pyro-technical devices and lasers are prohibited. All electrical coimections of any kind 

must be approved by the departmental Technical Director. 

Organizations or departments may not use any University Theatre or Lab Theatre 

equipment in a hazardous manner. Organizations are responsible for any damage or 

destruction done to the physical plant or its equipment. Neither the Department of Theatre 

and Dance, Texas Tech University, nor their employees shall be liable for any loss, 

damage, or injury to the property of any kind that are shipped or otherwise delivered to or 

stored in or on the premises. 
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A.2.1.3 Procedures for Reserving the University Theatre or Lab Theatre 

1. A department or organization wishing to reserve the University Theatre or Lab 

Theatre will contact the Business Manager and provide the following 

information: 

a. Name of the department or organization. 

b. Name of person making the request. 

c. Dates needed. 

d. Size of anticipated audience. 

e. Personnel needs. 

f. Equipment needs. 

2. The Business Manager will inform the party of charges for personnel and 

equipment. 

3. If the University Theatre is not in use on the dates needed, the Business 

Manager will route the request (refer to Section A.2.1.4 "University Theatre 

Request Form" or E.2.2 "Lab Theatre Request Form") in duplicate through the 

Technical Director to the Director of Theatre for his approval. 

4. The Technical Director will indicate his recommendation by initialing the 

appropriate box. 

5. The Business Manager will notify the department or organization of the Director 

of Theatre's decision. 

6. The Director of Theatre will provide the Technical Director with one copy of 

the approved request and will file the other with the Business Manager. 
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^•2.L4 University Theatre Reservation Request Form 

UNIVERSITY THEATRE 
P.O. BOX 4 2 0 6 1 

LUBBOCK, TX 7 9 4 0 9 

D A T E ( S ) N E E D E D j AUDIENCE SIZE I TIME 
AM OR PM 

I 

DATE S U B M I T T E D : 

coNTAcrr: 

ORGANIZATION: 

ADDRESS 

UNIV. TH i APPROVED 
LAB TH I REJECTED 

TITLE: 

CITY STATE ZIP 

PHONE NO. 

PERSONNEL/EQUIPMENT NEEDS AND COMMENTS: 
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A.2.2.1 Loan of University Theatre Equipment 

Administrative and academic departments and registered student organizations may 

borrow University Theatre properties, costumes, and lighting equipment if the loan does 

not interfere with the University Theatre's production program. Departments or 

organizations wishing to borrow properties or lighting equipment must place a request 

through the Technical Director. Departments or organizations wishing to borrow costumes 

must place a request through the Costume Shop Supervisor. The Head of Design and the 

Director of Theatre must approve the request. 

The group borrowing properties, costumes, or lighting equipment assumes full 

responsibility for the materials. The group will reimburse the University Theatre for any 

loss or damage to the loaned items. Any costume piece used or borrowed is to be dry-

cleaned and returned within two days of the final performance of use. No alteration in any 

stage costimies that involves the addition or subtraction to the garment is allowed. All 

costumes will be returned to their pre-altered state before return. 
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A.2.2.2 Procedures for Loaning University Theatre Equipment 

1. Departments or organizations wishing to borrow stage properties, costumes, or 

lighting equipment will contact the Technical Director or Costume Shop 

Supervisor and provide the following information: 

a. Name of department or organization. 

b. Name of person making the request. 

c. Type of costumes, lighting, or stage properties equipment needed. 

d. Dates needed. 

e. Date of return. 

2. The Technical Director or Costume Shop Supervisor will read Policy A.2.2.1 

"Loan of University Theatre Equipmenf' to the party. 

3. The Technical Director or Costume Shop Supervisor will route the request 

(refer to Section A.2.2.3 "University Theatre Equipment Loan Report Form") in 

duplicate to the Head of Design. 

4. The Head of Design will forward the request with his recommendation to the 

Director of Theatre for final approval. The Director of Theatre will provide the 

Head of Design with one copy of the approved request and will file the other 

with the Business Manager. 

5. The Technical Director or Costume Shop Supervisor will notify the group of the 

final decision and inform them when and where to pick up and return the 

equipment. 
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A.2.2.3 Universitv Theatre Equipment Loan Report Form 

TEXAS TECH UNTVERSrTY 
DEPARTMENT OF THEATRE ARTS 

LOAN REPORT 

The Department of Theatre Arts hereby certifies the loan of the listed items 
1° . The Department recognizes that the article of 
loan will be treated in a professional manner, and that the article of loan will be returned 
from the date of in the 
same condition. Thank you for your cooperation and time. 

Leaner Date Loanee Date 

ITEM 

1) 

2) 

3) 

4) 

5) 

6) 

7) 

8) 

9) 

10) 

CONDITION DATE 
OUT 

DATE IN V 
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A.2.3.1 Building Security and Control of Areas 

The University Theatre is normally open between 8:00 A.M. and 5:00 P.M., 

Monday through Friday. During these hours, all entrances to the University Theatre 

(except the entrances on the south side of the building) are unlocked. The front doors are 

to remain unlocked any time the Box Office is open or a performance is scheduled. 

A member of the Department of Theatre and Dance faculty must be present when 

the building is in use. The last faculty member to leave the building is responsible for 

clearing the building of all students and visitors, turning out all the lights except the safety 

lights, and securing all entrances to the building. Only faculty and full-time staff will be 

issued outside door keys. There are two exceptions to this policy: Stage Managers will 

be given a set of keys and may have access to the building the hour before rehearsal and 

performance call; Box Office Manager will be issued outside door keys in order to have 

access to the building during all times the Box Office is open. 

Persons responsible for the security and control of individual production areas are 

listed below. 

1. The Business Manager is responsible for the Departmental Offices and the 

equipment storage room. 

2. The House Supervisor is responsible for the House Manager's office, and the 

auditorium, lobby, and restrooms during performances. 

3. The Technical Director is responsible for tiie stages, scene shop, light and sound 

booths, properties shop, and all scenery, property, light and sound storage areas 

in the University Theatre, the Lab Theatre, tiie warehouse, and the University 

Theatre vehicle(s). 

4. The Costume Shop Supervisor is responsible for the costume shop, costume 

storage area, dressing rooms, and the makeup room. 

5. The Audience Relations Specialist is responsible for tiie University and Lab 

Theatre Box Offices, tiie Promotion Office, and House Manager's Office. 
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Building Maintenance and Utilities Lockshop will issue all appropriate keys to the 

faculty or staff member responsible for each area as authorized by the Director of Theatre 

or the Departmental Chairperson, where appropriate. These areas should only be open 

when the person responsible for the area is present to supervise production activities. Each 

faculty/staff supervisor is responsible for maintaining his or her area in a neat and orderly 

fashion. Each supervisor wOl check that all equipment is in good repair, and will make sure 

that staff and production crew members know how to operate tools and equipment 

correctly and safely. 

The following keys will be issued to staff members: 

1. Promotion Director and Publications Director: 

Keys to the Promotion office. 

2. Box Office Manager: 

Box Office door key and an outside door key. 

3. Ticket Agents: 

Box Office door key. 

4. House Supervisor: 

Keys to the House Manager's office. 

5. Technical Director: 

Keys to tiie Scene Shop, Light Booths, tool cabinets, on-stage prop cabinet, and 

an outside door key. 

6. Master Electrician: 

Keys to the Light Booths and Scene Shop. 

7. Costume Shop Supervisor: 

Keys to the Costume Shop Office, Costume Shop, Dressing Rooms, Makeup 

Room, and an outside door key. 

8. Costume Shop Technical Production Assistants: 

Keys to tiie Costume Shop, Dressing Rooms, and Makeup Room 
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9. Stage Managers: 

Outside Door key, keys to the light booths, on-stage prop cabinet and Stage 

Manager's desk. There will be one set of Stage Manager's keys each for the 

University Theatre and the Lab Theatre. 

10. Makeup Supervisor: 

Key to the Makeup Room. 

11. Audience Relations Specialist: 

Keys to the Box Offices, Promotion Office, House Manager's Office, and an 

outside door key. 

The Business Manager is responsible for requesting and collecting the keys. Unless 

previously noted, the Lockshop will issue all keys. Staff members will return all keys to the 

Business Manager when their term of employment expires. 

45 



A.2.3.2 Procedures for Issuing a Key 

1. The Departmental Chairperson, where appropriate, or the Director of Theatre 

must authorize the issuance of any key. 

2. The Business Manager will complete the necessary information on the "Key 

Request^ey Issue" form (see Section A.2.3.3). 

3. The Business Manager will submit the form to the Departmental Chairperson, 

when appropriate, or the Director of Theatre for approval. 

4. The Business Manager will send the form to the University Lockshop. 

5. The Lockshop will process the key request. Allow at least 48 hours for 

processing. 

6. Individual staff members must pick up and sign for keys at the Lockshop. 

7. All students, faculty, and staff issued keys will be held responsible for taking 

reasonable measures to ensure against theft in the areas they have access to. 

Reasonable measures include, but are not limited to, locking the door(s), 

admitting no unauthorized persoimel in the area, and not giving out the keys to 

unauthorized personnel. 

8. Faculty and staff members must return keys to the Business Manager upon 

expiration of employment or assignment. 
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A.2.3.3 Key Request/Key Issue Form 

KEY REQUEST/KEY ISSUE FORM 
Present all copies to University Lockshop 

Pleasf! issuf! Ihf> tnllowing keys lo 

Buildings Room Number(s) 

Deparlmenl Dale Signalufe—Deparlmenl Head 

Keys listed above were received -
Date 

Keys listed above were issued 

University Lockshop Date 

Keys Received By 

Approved tor Master / Sub Master Key Issue 

Director—Physical Plant Date 

COPIES: WHITE-LOCKSHOP YELLOW—KEY HOLDER PINK-DEPARTMENT 
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A.2.4 Use of Universitv Theatre Vehicle 

Only authorized Production Assistants and faculty members who are carrying out 

production responsibilities may use the University Theatre's vehicle(s). The Technical 

Director is responsible for issuing the vehicle keys to qualified personnel. S/he is also 

responsible for maintaining the up-keep of the van and the Mileage Log. 

A separate budget category amount will be maintained in the production budget for 

vehicle expenses. 
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A.2.5 Student Production Assistants 

The Universit}' Theatre employs students as Production Assistants in all areas of 

production (scenery, properties, lights and sound, costumes, promotion, house, and box 

office). Production Assistants must be enrolled as full-time students in good standing at 

Texas Tech University and demonstrate competency for tiie position they desire. The 

Head of Design, Costume Shop Supervisor, Technical Director, and the Audience 

Relations Speciahst may recommend to the Director of Theatre or Director of Front-of-

House Operations students to appoint as persoimel. The Departmental Chairperson will 

hire the Production Assistants based on the recommendations made to the Director or 

Theatre and Director of Front-of-House Operations. The Technical Director trains and 

supervises all Scene Shop technical Production Assistants. The Costume Shop Supervisor 

trains and supervises the Costume Shop technical Production Assistants. The Audience 

Relations Specialist trains and supervises the Box Office Manager, the Promotion 

Director, the Publications Director, and House Supervisor. The Director of Theatre trains 

and supervises the Lab Theatre Producer. When possible, the University Theatre prefers 

to hire students eligible for the College Work Study Program. 

Production Assistants are paid approximately every two weeks on the regular 

University schedule. 
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A.2.5.1 Procedures for Applying for a Student Production Assistantship in Theatre 

1. The applicant will complete the "Application for Student Production Assistantship 

in Theatre" form (see Section A.2.5.2) kept on file with the supervisor of the 

position being staffed. 

2. If necessary, interviews will be arranged between the applicant and the position's 

supervisor. 

3. The Director of Theatre will notify the applicant of the decision concerning his or 

her employment. Normally student assistants hired for the following year are 

announced during the spring term. 
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^•^•^•2 -Application for Student Production Assistant̂ ^hip in Theatre Form 

Un i vers i ty Tliea t re 
P.O. Box 4 298 

T e x a s Tech U n i v e r s i t y 

Lubbock, T e x a s 79409 

FOR O F F I C L USE 

RPPLICRTION FORM 

PRODUCTION ASSISTANTSHIP 

APPLICATION FOR STUDENT PRODUCTION ASSISTANTSHIP IN THEATRE 

P l e a s e c o m p l e t e all b l a n k s . 

Return to T h e a t r e A r t s D e p a r t m e n t a l o f f i c e . 

LOCAL tODtCSS 

sociiL sccuRiir auHBCt 

CLtSS I r I CJLI lOH 

UILL lOU IE <W«>OED COLLEGE W O U SIUOI? O T O H ISI SE" I 

C O D E P O I . I « V E « » C E : C u . u l . t i . . i. . s , S f - . s t e r _ 

_ 2 l ( 0 SEK t _ 
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A.2.6 Participation in Universitv Theatre Productions 

Participation in University Theatre Productions is open to aU students registered for at 

least six hours of Undergraduate or three hours of Graduate credit at Texas Tech 

University. Faculty and staff members of the University may participate. Under special 

circumstances, persons not enrolled at the University may participate with the approval of 

the Director of Theatre and Theatre and Dance Faculty. 
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A.2.7 Emergency Procedures 

All faculty and staff members, and Stage Managers will make themselves familiar with 

all emergency procedures and the operating of emergency equipment located in the 

University Theatre. 

All Stage Managers will post a copy of all emergency procedures in their prompt 

book. 
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A.2.7.1 Emergency Fire Procedures 

If a fire occurs or if the fire alarm goes off in the University Theatre or Lab Theatre 

during a performance, the Stage Manager and House Manager will execute the following 

emergency procedures: 

1. Bring up the house lights as a prearranged signal that the performance is to stop. 

2. Walk to Downstage Center before the audience and read the following message: 

LADIES AND GENTLEMEN. WE ARE EXPERIENCING TECHNICAL 

DIFFICULTIES AND REQUEST THAT YOU VACATE THE BUILDING. 

PLEASE WALK TO THE NEAREST EXTT. THANK YOU. 

3. The House Manager will call Emergency Services at 9-911. 
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A.2.7.2 Emergency Procedures for a Tornado Watch 

If threatening weather is forecast, the House Manager will constantly monitor weather 

bulletins on the weather radio, located in the House Manager's office, throughout the 

performance. The House Manager will inform the Stage Manager that threatening weather 

is forecast. If the weather service issues a tornado watch for the immediate area the House 

Manager will execute the following emergency procedures: 

1. Alert the Director of the play, the Director of Theatre, and the Stage Manager 

that a tornado watch is in effect. 

2. Issue flashlights to the House Staff. 

3. Review emergency procedures and duties with the House Staff. 

4. Instruct the House Staff to clear a path between the theatre and basement of all 

chairs and potential obstructions. 
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A.2.7.3 Emergency Procedures for a Tornado Warning 

If the weather service issues a tornado warning for the immediate area (a tornado is on 

the ground and threatening Lubbock and the Texas Tech campus) the House Manager will 

execute the following emergency procedures: 

1. Position Ushers in their emergency stations. 

2. Alert the Director of the play, the Director of Theatre, and tiie Stage Manager 

that a tornado warning is in effect. 

3. Take the weather radio to the basement to monitor weather conditions. 

The Stage Manager will execute the following emergency procedures: 

1. Bring up the house lights as a prearranged signal that the performance is to stop. 

2. Annoimce to the company that a tornado warning is in effect and direct them to 

seek shelter in the basement immediately but calmly. 

3. Walk downstage center before the audience and make the following 

announcement: 

LADIES AND GENTLEMEN. A TORNADO WARNING HAS BEEN 

ISSUED FOR LUBBOCK AND THE TEXAS TECH CAMPUS. WE HAVE 

BEEN ADVISED TO TAKE SHELTER, IMMEDIATELY. PLEASE 

FOLLOW THE USHERS TO THE UNTVERSITY THEATRE BASEMENT 

QUICKLY BUT CALMLY. THANK YOU. 
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A.2.7.4 Emergency Procedures for a Power Failure 

If a power failure occurs during a performance, the emergency lights will come on. 

The Stage Manager will take his flashlight, walk before the audience, and read the 

following message: 

LADIES AND GENTLEMEN. DUE TO THE POWER FAILURE WE ARE 

FORCED TO CANCEL THE REMAINDER OF THIS EVENING'S 

PERFORMANCE. THE USHERS HAVE TAKEN UP POSTHONS WITH 

FLASHLIGHTS TO HELP YOU LEAVE THE THEATRE SAFELY. PLEASE 

WATCH YOUR STEP. AN ANNOUNCEMENT WILL BE MADE ON RADIO 

STATION KOHM AND CHANNEL 28 TOMORROW CONCERNING A 

FUTURE PRODUCTION DATE AT WHICH YOUR TICKETS WILL BE 

HONORED. PLEASE KEEP YOUR TICKET STUBS AS THEY WILL BE 

NEEDED FOR ADMISSION. THANK YOU. 
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A.2.8 Building Repairs and Maintenance Procedures 

The Technical Director and Building Custodian are responsible for maintaining the 

upkeep of the building. If problems arise between 8:00 A.M. and 5:00 P.M., Monday 

through Friday, the Technical Director will report to the Departmental Secretary or 

Business Manager. The Departmental Secretary or Business Manager will telephone the 

Physical Plant, 742-3301, for routine maintenance and provide the following information: 

1. Name of person calling. 

2. Location of the problem (i.e., University Theatre, Box Office). 

3. Nature of emergency (i.e., roof leaking on-stage). 

4. Seriousness of the emergency. 

5. A contact phone number. 

For emergency repairs on Saturdays and Sundays, and after 5:00 P.M. and before 

8:00 A.M., Monday through Friday, faculty or staff members should telephone Emergency 

Maintenance, 742-3301. 
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A.2.9 Selection of Plavs 

The University Theatre presents a regular season of plays concurrent with the fall and 

spring semesters plus a Summer Repertory season during the first summer semester. 

In determining a season of plays, the Department of Theatre and Dance faculty 

consider the criteria listed below: 

1. The experiential needs of the students. 

2. The potential personnel to execute the plays. 

3. Other uses of the play (such as entering it in A.C.T.F, Angel Fire Mountain 

Theatre, touring, etc.). 

4. Available resources (such as finances, equipment, and time). 

5. The dramatic significance of the plays. 
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A.2.9.1 Play Selection Procedures 

1. The Director of Theatre reviews and lists all plays produced at the University 

Theatre within the past five years. 

2. The Director of Theatre will issue the list to all faculty members and post a copy on 

the call board for students to read. 

3. The faculty invites students to suggest plays for the following year. 

4. The Director of Theatre invites potential Directors and Designers to list several 

plays they wish to direct or design. 

5. The Director of Theatre and the Theatre and Dance Faculty meet and determine 

the season of plays. Before the final meeting, the faculty will solicit student 

preferences and input. 

6. The Director of Theatre, in consultation with the Departmental Chairperson, 

appoints Directors for the following year. 

7. Normally, the Director of Theatre will announce the season of plays selected during 

the spring organizational meeting. 
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A.2.10 Scheduling of Plays 

The Director of Theatre, in consultation with the Head of Design, usually schedules 

two or three Mainstage and two Lab Theatre productions during both the fall and spring 

semesters. Each Mainstage play is normally allowed four to five weeks of rehearsal time 

from the first organizational meeting imtil the first performance. There will be four 

performances of each production. Each production is scheduled to run Thursday through 

Simday, with exceptions. Sunday is a matinee performance. Each Lab Theatre production 

is normally allowed three to four weeks of rehearsal time. There will be seven 

performances of each Lab Theatre production. Each production is scheduled to run 

Monday through Sunday. Sunday is a matinee performance. In scheduling plays, the 

following criteria are to be considered: 

1. Dates the semesters begin and end. 

2. The dates of Thanksgiving holidays and spring break. 

3. The University Theatre play the department will enter in the American College 

Theatre Festival. In a case where a play will be entered, it must be produced 

before the state festival. 

4. Resource requirements of each of the shows. 

5. Requirements and scheduling of the Lab Theatre shows. 

6. Special needs and circimistances. 

7. Dates auditions are scheduled. 
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A.2.11 Fall and Spring Organizational Meetings 

Following auditions, the University Theatre will hold an Organizational Meeting at the 

beginning of each semester. The entire Department of Theatre and Dance is encouraged 

to attend the meeting. The production staff, cast members, and production crews for all 

productions that semester are required to attend the meeting. The purpose of the meeting 

is to welcome and orient newcomers to the University Theatre, to introduce the production 

staff, and to announce the cast and crew members of each show. The agenda for the 

Organizational Meetings is: 

1. The Director of Theatre introduces faculty and staff present. 

2. The Technical Director introduces the Scene Shop staff, and the Costume Shop 

Supervisor introduces the Costimie Shop staff. 

3. The Technical Director and the Costume Shop Supervisor introduce the crews 

for each production. 

4. The Director of Front-of-House Operations introduces the Audience Relations 

Specialist. 

5. The Audience Relations Specialist introduces the Promotion Director, the 

Publications Director, House Supervisor, and Box Office Manager. 

6. The Promotion Director introduces the Promotion Team. 

7. The House Supervisor introduces the House Managers. 

8. The Box Office Manager introduces the Ticket Agents. 

9. The Directors introduced their Stage Managers, Designers, and announce the 

casts of each play. 

10. The Director of Theatre discusses all appropriate University Theatre 

regulations. 

11. The Director of Theatre offers a guided tour of tiie University Theatre to aU 

new students. 

12. The Directors meets with their casts. 
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A.2.12 The Call Board 

Aimouncements concerning University Theatre and Lab Theatre operations or 

academic announcements that are of interest to theatre students, staff, and faculty may be 

posted in the appropriate sections of the call board. Theatre and Dance students must read 

the call board daily to learn audition information, employment opportunities, crew calls, 

and rehearsal schedules. The Business Manager is responsible for maintaining the call 

board in an orderly manner. 

Students may post personal notices in the appropriate section of the call board. Under 

no circimistance may notices of any kind be taped, posted or otherwise affixed to any part 

of the University Theatre without direct approval of the Director of Theatre. 
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A.2.13 Telephone Calls 

The University Theatre has four telephone lines on which it conducts its business: 

742-3601, 742-3602, 742-4021, 742-4022. The Box Office has one telephone line on 

which to conduct business: 742-3603. A separate line has been installed in the Teaching 

Assistant's office on which Teaching Assistants may conduct their business: 790-0712. 

There is also a separate line for use by the fax machine: 742-1338. Students may not 

place or receive calls on any of the University Theatre's business phones. Students may 

use the pay phone in the Lab Theatre lobby. Students expecting to receive calls at the 

theatre must ask their friends and relatives to call them on the pay phone: 762-9945. 

64 



B. Stage Operations 

The stage operations of the University Theatre include all activities involved in 

auditioning, casting, rehearsing, and performing a play. 
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B.l. Organization 

Organization Chart B.l. diagrams the organization of the University Theatre and Lab 

Theatre Stage Operations. The two diagrams demonstrate the shift in communication 

channels which take place when the production moves into technical rehearsals and 

performance. 
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Prior to Technical Rehearsals 

DIRECTOR OF THEATRE 

DIRECTOR 

CHOREOGRAPHER 

DANCERS r 
y 

MUSICAL DIRECTOR 

MUSICIANS 

Y 
V 
ACTORS l _ | 

y 
STAGE MANAGER 

Technical Rehearsals and Performance 

DIRECTOR OF THEATRE 1 

DIRECTOR 1 

TECHNICAL DIRECTOR 1 

RUNNING CREW 

DESIGNERS 

STAGE MANAGER 1 

ACTORS 1 CONDUCTOR 

MUSICIANS 

DANCERS 1 

CHART B.l 

Organization of Stage Operations 
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B.1.1 Director 

The Director is responsible for the stage operations of the play s/he directs. It is the 

Director's duty to coordinate the creative energies and visions of the Production Team and 

unite them into an unified artistic statement. In this capacity, s/he confers with the 

Designers, Choreographer, and Musical Conductor about the interpretation and style of the 

production, selects audition materials, casts the production, schedules rehearsals, approves 

the Stage Manager (selected by the Director of Theatre), and directs the play. 

The Director reports to the Director of Theatre. 
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B.1.2 Stage Manager 

The Stage Manager is a student volimteer selected by the Director of Theatre, with the 

approval of the Director. The Stage Manager is an advisory position before Technical 

Rehearsals. The Stage Manager can be given supervisory authority as seen fit by the 

Director. Prior to Technical Rehearsals, the Stage Manager assists the Director by helping 

with auditions, compiling property lists, recording blocking in the prompt book, keeping 

rehearsal and production records, scheduling and conducting the production meetings, 

organizing and maintaining the call board as related to the production, and gathering 

program information requested by the Publications Director. 

When the production begins Technical Rehearsals, the Stage Manager becomes a 

supervisory position. The Stage Manager supervises the cast and running crews in the 

performance of their duties. It is his or her responsibility to see that the show runs 

smoothly. In this capacity, s/he receives his authorization fi-om and answers directly to the 

Director and the Director of Theatre. 
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B.l.2.1 Responsibilities and Duties of the Stage Manager 

The following is a partial list of responsibilities and duties of Stage Managers. The 

ability to make a sensible adaptation to specific situations is a basic quality of a good stage 

manager. Stage Managers will follow the more complete list of duties in the Universin^ 

Theatre Stage Manager's Handbook. 

Prior to Rehearsals 

1. Attend orientation with the Director of Theatre and the Head of Design concerning 

responsibilities of stage managers. 

2. Assist with auditions (refer to B.2.1.1 "Audition Procedures"). 

3. Issue to and collect fi"om cast members all scripts, scores and sides. Keep records of 

all play scripts, scores and sides. 

4. Keep a list of the names of all cast and crew members, with their addresses and phone 

numbers, a copy of all cast and crew member's health data sheet form, and, if the 

production tours, a copy of all liability waiver forms. 

5. Prepare a prompt book for the recording of movement, business, and technical cues 

(be sure to include a copy of the "Emergency Procedures" listed in A.2.7). 

6. Post and update rehearsal schedules and production notes on the call board. 

7. Obtain a ground plan for each scene fi-om tiie Scene Designer. Tape off the ground 

plan on the stage and/or rehearsal room prior to blocking rehearsals. Use only cloth 

spike tape fi-om the Technical Director (do not use masking tape). 

8. Schedule, organize, and conduct the production meetings. 

9. Gather the production program's information requested by tiie Publications Director. 

10. Prepare and distribute "Rehearsal Report" and "Rehearsal Notes" forms (see Sections 

B.1.2.2 "Rehearsal Report Form" and B.1.2.3 "Rehearsal Notes Form"). 
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During Rehearsals 

1. Attend all rehearsals 

a. Arrive at least 30 minutes before the scheduled rehearsal time to prepare the 

stage. 

b. Assemble the cast as requested by the Director. 

c. See that cast members are ready to go on-stage as needed. 

d. Keep a record in the prompt book of all business, movement, technical cues, and 

changes in the script. 

e. Prepare the appropriate "Rehearsal Report" form and "Rehearsal Notes" form after 

each rehearsal. Distribute forms to the Director, Head of Design, Director of 

Theatre and Production Designers, as appropriate. 

f Simulate soimd effects and other technical cues. 

g. Prompt the Actors when necessary. 

h. When rehearsal is over return the stage (or rehearsal room) and auditorium to order 

(clear stage of rehearsal furniture, return stage/room to its original arrangement, 

turn lights off, lock all doors.) In addition, return all rehearsal props and costumes 

to the property cabinet or the costume shop, as appropriate. 

2. Arrange for publicity photo call as scheduled by the Promotion Director. 

a. Get fi-om the Director a list of the five shots to be photographed, including 

characters, costumes properties, and scenic background required for each. Prepare 

copies for posting and distribute to technical personnel at least one week in 

advance. 

b. Type "Photo Call Shot Sheet" form (refer to Section B.1.2.4 "Production Photo 

Call Form") and make appropriate copies (requested by the Promotion Director). 

Return copies to tiie Promotion Director the Friday before the photo call. 

c. Organize the cast to keep the photo call running smoothly. 
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3. Gatiier all necessary program information and submit to Publications Director at the 

scheduled time. Program information requested includes, but is not limited to, the 

following list: 

a. Cast list including roles played in alphabetical order or in order of appearance. 

b. Name of the Director. 

c. Name of the Designers. 

d. Setting, time, place, etc. 

e. Intermission (how many, how many minutes long, etc.) 

f Synopsis of scenes, if applicable to production. 

g. Additional personnel information (names of orchestra members, artistic staff, 

technical staff, etc.) specific to the production, 

h. Names of the person(s) to be included in the "Special Thanks" section of the 

program. 

During Technical Dress Rehearsals, and Performances 

1. Arrive at the theatre at least 30 minutes before call. 

2. Unlock the doors to the theatre, dressing rooms, makeup room, costimie shop and 

green room. Turn on lights. 

3. Execute the following functions before the opening of the house (at least 30 minutes 

to curtain). 

a. Check cleanliness and orderliness of the stage and backstage areas. 

b. Check locations of fire extinguishers and functioning of emergency lights. 

c. Check presence of crew and cast (by the appointed call time) and telephone any 

who may be late. 

d. Check that scenery and set pieces are functioning properly. Instruct crew to 

set scenery, set pieces and props for the opening of the performance. 
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e. Check placement of properties, both on-stage and off with prop crew and 

Actors, 

f Check functioning of backstage monitor, 

g. Check functioning of lights with light crew, 

h. Check functioning of soimd with sound crew, 

i. Check all doors in backstage areas to see that they are open or closed, unlocked or 

locked as appropriate, 

j . Check positioning of curtains, 

k. Turn off work lights. 

1. Turn house over to House Manager by 30 minutes to curtain, 

m. Give the following calls: thirty minutes, fifteen minutes, and five minutes prior to 

curtain or to Green Room, and "places" (2 minutes). At intermission, give calls at 

5 minutes and "places." 

n. Assemble cast and crew for Green Room call as requested by the Director, 

o. Call "places." Begin the performance according to routine arranged with House 

Manager, cast and running crews, and following the Universitv Theatre Stage 

Manager's Handbook. 

Give all light, soimd, curtain, and other technical cues, with warnings, as marked in 

the prompt book. Use the technique stipulated by the Technical Director or Director 

of Theatre. 

Arrange for archival/designer production photo call as scheduled with the Director and 

the production Designers. 

If an emergency occurs, take measures outlined in A.2.7 "Emergency Procedures" 

section of this manual. 
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After the Production 

1. After each performance, instruct crew to turn off aU equipment and to put away all 

scenery, properties, and costumes. Turn off all backstage lights and lock all doors. 

After the Final Performance 

1. Prepare the official Production Book and deliver it to the Director of Theatre within 

two weeks of the final performance. 

2. Return keys to the Director of Theatre. 

3. Collect scripts/scores/sides and music (as appropriate) from cast and return them to 

the Business Manager. 
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B.1.2.2 Stage Manager's Rehearsal Report Form 

TEXAS T E C H 
U N I V E R S I T Y T H E A T R E 

UNIVERSITY T H E A T R E 
P.O. BOX 4 2 0 6 1 

L U B B O C K , TX 7 9 4 0 9 

STAGE MANAGERS 
REHEARSAL REPORT 

PRODUCTION 

DATE 

ST.MGR. 

REHEARSAL START 

BREAK START 

. MAINSTAGE OR LAB THEATRE (CIRCLE ONE) 

REHEARSAL END 

BREAK END 

LATE 

ABSEtSTT/EXCUSED 

1 SCENES CALLED: 
1 

COMMENTS: 
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Bl-2.3 Stage Manager's Rehearsal Notes Form 

TEXAS TECH 
UNIVERSITY THEATRE 

PRODUCTION: 

PRODUCTION D A T E : 

MAINSTAGE OR LAB THEATRE (CIRCLE ONE) 

SCENERY 

COSTUMES 

PROPERTIES 

LIGHTING 

AUDIO 

MISCELLANEOUS 

UNIVERSITY THEATRE • P.O. BOX 4 2 0 6 1 • LUBBOCK. TX • 7 9 4 0 9 
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B.1.2.4 Production Photo Call Form 

PHOTO C A L L SHOT SHEET 
P R O D U C T I O N ; D A T E : 

S H O T 1 PERF; CAPTION 

S H O T 2 PERFORMERS 
1 

2 

CAPTION 

S H O T 3 PERFORMERS 

1. 
CAPTION 

S H O T 4 PERFORMERS ^ C A P T I O N 

1. 

2. 

S H O T 5 PERFORMERS CAPTION 

1 

2. 

ID P H O T O (L -R) 

D I R E C T O R : 

TEXAS TECH UNIVERSITY THEATTJE BOX 4 2 0 6 1 LUBBOCK, TX 7 9 4 0 9 - 2 0 6 1 7 4 2 - 9 7 9 6 
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B.1.3 Actors 

Actors in the University Theatre and Lab Theatre productions must be current Texas 

Tech University students. They must enroll in a minimum of 6 undergraduate or 3 

graduate hours. Under special circumstances, Directors may cast non-enrolled persons 

with formal approval of the Director of Theatre and the Theatre and Dance faculty. By 

registering in appropriate Theatre and Dance classes, student Actors may receive course 

credit for their production work. 

Directors will select Actors and assign them to roles in plays based on their audition. 

The Director supervises the Actors during rehearsals and performances. When the 

production moves into technical rehearsals and performances, Actors report to the Stage 

Manager. Actors are expected to arrive promptly for all rehearsals and calls prepared to 

carry out their assignment. Students in the Bachelor of Fine Arts and Master of Fine Arts 

programs who fail to fulfill rehearsal and performance duties to the satisfaction of the 

Director will jeopardize their standing within the program. Actors should direct all 

technical and production questions and problems to the Stage Manager. 

In addition to acting, Actors will sign and comply with the terms set forth in B. 1.3.1 

"Lubbock Summer Rep Actor's Contract," B. 1.3.2 "Health Data Sheets," and B. 1.3.3 

"Liability Waiver Form." 
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^•1-3.1 Lubbock Summer Rep Actor's Contract 

Summer Rep 1998 
Compaii) Member ConlracI 

Tins agreement is made between Summer Rep 1998 ( a projcci of llie Texas Tecli Univereily 
Department of Theatre and Dance) hereafter termed llic Producer and 

hereafter referred to as (he Company Member 
and IS agreed to on 

18, May 1998 

For consideraiions set forth IKIOW, the Producer agrees lo provide academic credit for any or all related Theatre 
Arts classes including but not limited to ThA 3306, 3307, 5307, 5308, and, in some instances ThA 4301 & 
7000 Students participating in Summer Rep 1997, MUST be enrolled in a minimum of six (6) hours of Theatre 
Arts courses, BFA & MFA students should enroll in two seclions of summer rep To receive credil for the 
above lislcd courses or participate in. Summer Rep I99Z, the company member agrees to the following 

• To attend all coftipany calls, rehearsals, peifomunces, and strikes as scheduled by die producer or his aulhorued agent 

• To perfonn role(s) and/or production assignments m a conscientious and professional manner 

• To be available lo work on Summer Rep productions from 8 30 AM to 11 59 PM Monday dirough Saturday, and 1:30 
PM to 11 00 PM Sunday during Uie production period and as scheduled during the performance nin 

. To moA all requirements assigned including production, perfomiance, administrative, promotional, rehearul. 
changeover and stnkc requirements 

• To complete, sign, and turn in lo Ihe Producer, student healtii uiformalion locator form and waver of liability 

. To meet all costume shop measurement appomtmaits and costume fittuigs as announced or posted 

• To assume responsibility for personal costumes and props before and atler eadi rehearsal and performance 

• To replace any costume or prapeity lost or damaged due to company member's careless action 

• To care for costumes by tianguig it properly in its designated place and by ptacuig soiled costume pieces in designated 
hamper 

To keep dressuig and nukeup area in neat and orderly fashion 

To make NO unauthonzed changes Ul costume, make-up, hair style, blockulg, and interpretaUon 

To provide personal make-up and hair supplies, except for specialty items 

To provide personal character shoes 

• To provide personal rehearsal garments including leotards, Ughls, and underwear 

• To travel no further then 30 nules from L,ubkiock without special permission, on dark and performance days 

Failure of the company member to adhere to the above listed items, or to follow the guidelines of Summer Rep 
1992 will adversely aifecl his or her grade 

Company Member's Signature 

Dale 

Producers Signature 

Date 
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B.l.3.2 Health Data Sheet Form 

Texas Tech University 
Department of Theatre and Dance 
Student Health Information Form 

All students or involved in departmental nroduction activities must complete one of these forms prior to 
those activities. 

NAME: 

PHONE NUMBER: 

STUDENT NUMBER: 

PARENTS/CUAJIDIAN NAME(s) 

PHONE NUMBER: 

IN CASE OF EMERGENCY CONTACT: 

PHONE NUMBER; 

Please answer the following completely 

Do you have student health insurance^ 
Do you have private personal health insurance^ 
Are you covered under your parents health insurance? 

_yes 
_yes 

yes 

no 
_no 

no 

In the event of a senous emergency that might render you mcapacitated, you hospital choice if an option would be 
University Medical Center St. Marys Methodist 

Do you have any physical lunitations/conditions which could effect you in the performances of you cast/crew assignment 
yes no (if yes please state below) 

Do you have any heahh limitations/conditions which could effect you in the performances of you cast/crew assignment 
yes no (if yes please state below) 

The department of theatre wid dance assumes no liability for students cast in a production or working on 
a production crew. Students hurt while involved in departmental production activities are responsible 
for their own medical expenses. 
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B.1.3.3. Liability Waiver Form 

TEXAS TECH IINIVERSITY 
DEPARTMENT OF THEATRE AND DANCE 

PRODUCTION PROGRAM 

As a student at Texas Tech Uruversity, I have the opportunity to participate in 

sponsored by the Department of Theatre and Dance from 

(date) through . located at 

I, the undersigned, am aware that this activity sponsored by the Department of Theatre and Dance of 

Texas Tech University involves risk of bodily injury, property damage, and other dangers associated vnlh 

participation m such activity 

In consideration of the above, 1, the undersigned, do hereby release and agree to hold harmless Texas 

Tech University, its Board of Regents, the Department of Theatre and Dance, its faculty, or staff, from any and 

all injuries, damages, or death, arising or resulting from any act or omission, negligent or otherwise said Texas 

Tech University ofiBcers, agents, and employees, or any other person or participants in said activity or while in 

transit The terms thereof shall also serve as a release and assumption of risk for my heirs, executor and 

administrator, and for all members of my family 

I agree to indemitify Texas Tech University, it's Board of Regents, and it's agents and employees against 

any and all liability for personal injury or damage to property 

(Signature) (Date) 
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B.1.4 Student Participation in Productions outside of the University Theatre 

If a student wishes to participate in theatre productions outside of those produced by 

the Department of Theatre and Dance, the student should make a written proposal on the 

"OfiF-Campus Request" form (refer to Section B. 1.4.1 "OfiF-Campus Request Form") 

outlining the nature of the commitment (dates, place, role, etc.) which will be submitted to 

the Head of Acting. The Head of Acting will bring this matter before the Theatre and 

Dance faculty for their approval. 
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Bl-4.1 Oflf-Campus Request Form 

UNIVERSITY THEATRE 
P.O. BOX 4 2 0 6 1 

LUBBOCK, TX 7 9 4 0 9 

STUDENT NAME 

DATE 

AREA OF REQUESTED INVOLVEMENT 
(PLEASE CIRCLE ONE) 

PERFORM ROLE 
; HOUSE MANAGERMENT 
SCENE D E S I G N E R / T D 
COSTUME DESIGNER/COSTUMER 
P R O D U C E R / B U S I N E S S MGR. 

DIRECT PUVY 
STAGE CREW 
LIGHT D E S I G N E R / T D 

STAGE MANAGE SHOW 
LIGHTING CREW 
ENROLLMENT IN! 

; JUSTIFICATION FOR REQUEST TO WORK OFF CAMPUS! 

TTLTT FACULTY SUPERVISOR DEPARTMENTAL APPROVAL DATE FINAL GRADE 

83 



B.l.5 Ruiming Crew 

Student technicians selected from the appropriate Theatre and Dance classes and 

volunteers may serve on the running crew of each production. The size of the running 

crew will vary according to the requirements of the play. Crew members will be assigned 

responsibilities as necessary in one of the following areas: 

1. Scenery 

2. Fly-rail 

3. Lights 

4. Sound 

5. Properties 

6. Costumes 

7. Makeup 

The Technical Director or the Costume Shop Supervisor will train the members of the 

running crews, as appropriate. The Stage Manager supervises the running crew members 

during technical rehearsals and performances. 

In general, the running crew is responsible for setting the stage, operating set, fly, 

lighting, and sound equipment; and assisting Actors with costumes, makeup, and props; 

and cleaning up their areas. 
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B.1.6 Musical Director 

For productions using live music, the Director will select a Musical Director to assist 

him or her. The Musical Director will direct and coordinate all the musical elements of a 

production. After meeting with the Director and Choreographer, the Musical Director 

recruits orchestra members, attends auditions and advises the Director in casting, conducts 

orchestra rehearsals and vocal rehearsals for the chorus, and directs the orchestra and 

singers during technical, rehearsals, and performances. 

During rehearsals the Musical Director reports to the Director. During technical 

rehearsals and performances the Musical Director reports to the Stage Manager. 
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B.1.7 Musicians 

Musicians work under the supervision and direction of the Musical Director. They are 

responsible for attending rehearsals and performance as required by the Musical Director. 
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B.1.8 Choreographer 

For productions using dance, the Director will select a Choreographer to assist him or 

her. After meeting with the Director and Musical Director to discuss style and other 

production considerations, the Choreographer will direct and stage all dances and musical 

nimibers. The Choreographer recruits Dancers, attends auditions and advises the Director 

in casting, conducts dance rehearsals, integrates the dances into the action of the show, and 

attends all technical and dress rehearsals. 

During rehearsals the Choreographer reports to the Director. During technical 

rehearsals and performances s/he reports to the Stage Manager. 
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B.1.9 Dancers 

Dancers in the University Theatre productions must be current Texas Tech University 

students. They must enroll in a minimum of 6 undergraduate or 3 graduate hours. Under 

special circumstances, Directors may cast non-enrolled persons with formal approval of the 

Director of Theatre and Theatre and Dance faculty. By registering in appropriate Theatre 

and Dance classes, Dancers may receive course credit for their production work. 

The Director selects Dancers for a production upon the recommendation of the 

Choreographer based on their audition. Dancers are responsible for attending dance 

rehearsals as required by the Choreographer and regular rehearsals as required by the 

Director. 

88 



B-2 Stage Operations Policies and Procedures 

B.2.1 Auditions and Casting 

Auditions for University Theatre and Lab Theatre productions are open to all Texas 

Tech University students who meet the enroUment requirements explained in B. 1.3 

"Actors" regardless of major or classification. The Theatre and Dance Department 

especially encourages students majoring in Theatre and Dance to attend auditions. 

Students awarded Theatre and Dance Scholarships are required to audition for all shows, 

except for Lubbock Summer Rep. Graduate students are required to audition for all 

shows, except for Lubbock Summer Rep, to meet their requirements for production 

participation. Students are expected to accept the role if they are cast in the production. 

During the first week of classes each semester, the University Theatre and Lab Theatre 

holds auditions for all plays to be produced during that term. The Lubbock Summer Rep 

auditions are traditionally held towards the end of the Spring semester. In exceptional 

circumstances, the University Theatre and Lab Theatre may schedule auditions at other 

times. Two weeks before auditions, the Promotion Director will post audition 

aimouncements on the call board and around the campus. The Business Manager will 

inventory all production scripts and issue the scripts to the production Stage Managers who 

will make them available for auditionees to check out and read before the audition. 

The Promotion Director is responsible for organizing and conducting auditions. All 

Graduate Part-Time Instructors, Teaching/Production Assistants, and Stage Managers will 

assist with auditions. The Promotion Director needs a minimum of eight people to conduct 

auditions efficiently (two registration desk attendants, two office helpers/runners, one 

timer, one door monitor, one stage manager, and one backstage attendant.) 

Auditionees will attend an open audition where they will audition for all Directors at 

one time. Directors must consider all auditionees for all roles in all productions. At this 

audition, they should perform a prepared 90-second monologue and sing 16 bars of music 
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(if a musical is to be produced that term). A two-minute time limit is given for both 

selections. Spectators may not attend this audition. Following the open audition, the 

Directors usually hold callbacks to complete the casting process. Directors will post 

callback lists announcing the actors needed for callback on the call board as soon as 

possible following the initial audition. 

After auditions and all callbacks, the Directors will confer to discuss casting. Directors 

cast the productions according to the welfare of each production and best interest of the 

student actors. The casting needs of University Theatre (Mainstage) productions will have 

priority over Lab Theatre and any other productions. Cast lists are posted on the call board 

and the Lab Theatre entrance doors and windows. 
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B.2.1.1 Audition Procedures 

1. The Promotion Director will make available to all auditionees the "University Theatre 

Audition" form (see Section B.2.1.2 "University Theatre Audition Form"). 

Auditionees will pick up a copy of the form and have it legibly completed before the 

night of the auditions. The form should be completed with a typewriter, word 

processor, or in black ballpoint pen. Extended resumes should be placed on the back 

of the form. Enough copies of each form should be made by the auditionee in advance 

to supply each Director and the Promotion Director with a complete set of audition 

forms the night of the auditions. 

2. The auditionee wiU register with the attendants at the registration desk in the Lab 

Theatre lobby begiiming at 6:30 P.M. 

3. If the auditionee's paperwork is complete, the registration desk attendant will assign 

him or her an audition number and collect the auditionee's "University Theatre 

Audition" form. The attendant will record the assigned number and name on a sheet 

of paper. The runner will bring the audition form to the Directors. 

4. The door attendant will call auditionees (ten at a time) to the Green Room area and 

give instructions. (Auditionees will not be allowed in the Green Room area until this 

time.) S/he will then lead the auditionees into the hallway of the backstage area of the 

University Theatre. Each auditionee will be seated in the hallway according to his or 

her audition number. The backstage attendant will monitor the auditions from the stage 

left backstage door of the University Theatre. 

5. When an auditionee has finished his monologue and song, the backstage attendant will 

call on the next auditionee to go and wait in the stage left wing of the University 

Theatre behind the main curtain. When the preceding auditionee has completed his 

monologue and song and has exited the stage, the auditionee will then deliver his 

monologue and song. Auditionees are given 120 seconds of audition time and will be 

asked to stop the audition if that time expires. Auditionees exit the stage the same way 
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they entered (through the backstage door and out to the Lab Theatre lobby) with the 

assistance of the backstage attendant. 

6. An accompanist and cassette player will be provided during musical auditions. 

Auditionees should speak with the accompanist briefly or have the taped music cued 

and ready before the audition begins. 

7. As the group auditions, the door attendant will call the next ten auditionees and repeat 

steps 4 and 5. The door attendant will repeat this process until all auditionees have had 

a chance to audition. 

8. Auditionees will return their audition number to the registration desk when they 

are through. 

9. Directors will post callback lists as soon as possible following open auditions. 
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B.2.1.2 Universitv Theatre Audition Form 

Autjition Number: 

-OCAJ. ADDRESS 

-OCAL PHONE 

NUMBER OF HCXJRS ENROU£D THIS SEMIESTER 
[IF NOT A TTU STUDENT, PLEASE EXPLAJN) 

HOMETOWN NEWSPAPER 

PARENTS NAMES 

PLACE OF EMPLOYMENT 

JST SPECIAL SKILLS AND ABILITIES 

TTUT AUDITION FORN 

Please complete ALL blanks. Actors in TTUT Productions must be currently 
enrolled as TTU students in a minimum of 6 undergraduate or 3 graduate hours 

AGE 

HAIR COLOR 

MAJOR YEAR EYE COLOR VOCAL RANGE 

HOMETOWN STATE 

WORK PHONE 

PERFORMANCE EXPERIENCE (ROLE. PLAY, AND COMPANY) 

9 

10 

11 

12. 

fJOTE any CONFLICTS with rehearsals and performance dates. 

I understand that I vvill be considered for all roles in all productions, and that if cast 1 will 
attend all required rehearsals and performances. 

Signature ^____^__ 

(FOR DIRECTtJRS USE) COMMENTS; 

Z3ltoack yes no Role 1 Roie3 
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B.2.2 Rehearsals 

Rehearsals for University Theatre productions will begin approximately five weeks 

before the opening night performance. Rehearsals for the Lab Theatre productions will 

begin approximately four weeks before the opening night performance. Rehearsals for 

Lubbock Simmier Rep productions will begin approximately three weeks before the 

opening night performance. During rehearsals, cast members may use only the stage, the 

house, and Green Room areas. Food and beverages are allowed only in the Green Room. 

Bottled water is permitted in the house of the University and Lab Theatres. No smoking 

is permitted anywhere in the building. After each rehearsal, the cast members will bring 

to order the areas they have been working in for classes the following day. 

Cast members will arrive for rehearsals early enough to allow themselves to prepare 

for rehearsal activities so the rehearsal may begin as scheduled. If a cast member 

anticipates being late or absent from a rehearsal, s/he will call the Director or Stage 

Manager as soon as possible. Directors will not tolerate tardiness or absence from 

rehearsals. 
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B.2.3 Technical and Dress Rehearsals 

The Director of Theatre and the Head of Design will schedule technical and dress 

rehearsals for all productions. Each Director is responsible for announcing technical and 

dress rehearsal schedules to the cast. During technical rehearsals, the Designers add the 

technical elements to the production in consultation with the Director and Head of Design. 

In the first technical rehearsal, the Stage Manager assumes responsibility and authority for 

running the production. The Stage Manager will record all technical cues in the prompt 

book. 

The following sequence of technical and dress rehearsals will be used for all 

productions. 

1. CREW NIGHT. The Technical Director will reserve the stage the evening 

before the scheduled First Technical rehearsal for technical production work. 

There will be no cast rehearsal on the stage. The Costume Designer and 

Director may elect to schedule a dress parade at this time in an alternative 

location. 

2. LEVEL SET. The Stage Manager will arrange a Level Set Session involving 

the lighting board operator, sound operator. Lighting Designer, Sound Designer, 

Director and Stage Manager. The purpose of a Level Set Session is to establish 

and record all lighting and sound cues. 

3. DRY TECH. The Technical Director will schedule a Dry Tech rehearsal 

approximately one and one-half hours before the First Technical rehearsal for 

the coordination of all set changes. Dry Tech involves all running crews, Stage 

Manager, Technical Director, Scene Designer, and those cast members involved 

in set changes. 

4. FIRST AND SECOND TECHNICAL. The Production Designers and Director 

will determine the format of the First and Second Technical rehearsals (for 
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example, cue to cue, or run with stop/start as necessary). The First and Second 

Technical rehearsals focus on "technical" elements rather than on acting. 

5. SUBSEQUENT TECHNICALS. The subsequent technical rehearsals should 

be a runthrough of the show with as few interruptions as possible. 

6. FIRST DRESS. The purpose of First Dress rehearsal is to introduce costumes 

and/or makeup to the production. During the First Dress rehearsal the Designers 

will note any technical, lighting, or costuming problems to be corrected by the 

next rehearsal. From the begiiming of the First Dress rehearsal and through 

performances, changes in hair style, makeup, costumes, props or other technical 

elements may not be made without the mutual agreement of the Designers and 

Director. 

7. SECOND DRESS. Second Dress rehearsal will include all of the above 

elements with the addition of makeup. 

8. FINAL DRESS. The purpose of the Final Dress rehearsal is to run the 

production under performance conditions. 

Following technical and dress rehearsals and performances, the Stage Manager may 

meet with running crews to discuss technical notes and problems. The Director may meet 

with the cast for notes and discussion. The Stage Manager may also meet with the 

Director and cast if necessary. 
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C. Front-of-House Operations 

The Front-of-House operations for the University Theatre and Lab Theatre include 

business activities, box office activities, promotion activities, publications activities, and 

house management activities. 
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c . l Organization 

The Business Manager supervises the business activities. The Box Office Manager 

supervises box office activities. The Promotion Director supervises promotion activities. 

The Publications Director supervises the publications activities. The House Supervisor 

supervises house activities. Each of these positions has separate functions in operating the 

theatre. The Director of Front-of-House Operations and the Audience Relations Specialist 

supervises the Box Office Manager, Promotion Director, Publications Director, and House 

Supervisor in their activities. 

Chart C.l. diagrams the organization for the Front-of-House Operations. 
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c.1.1 Director of Front-of-House Operations 

The Director of Front-of-House Operations provides supervision for the Front-of-

House Operations for the University and Lab Theatre. The specific duties involve staffing 

and supervising the Audience Relations Specialist; appointing the Lab Theatre Producer, in 

consultation with the Director of Theatre; recommending to the Departmental Chairperson 

Front-of-House Production Assistants; serving as a contact person for the public and media 

regarding University Theatre productions, together with the Department Chairperson; 

annually re-evaluating and establishing ticket prices for the Box Office; and assuring design 

consistency of all printed materials produced by the Promotion's and Publication's Office. 

The Director of Front-of-House Operations reports directly to the Director of Theatre. 

The position is appointed by the Departmental Chairperson. 
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c.1.2 Audience Relations Specialist 

The Audience Relations Specialist is a fiill-time staff position hired by the 

Departmental Chairperson, upon the recommendation of the Director of Front-of-House 

Operations. The Audience Relations Specialist is responsible for the supervision of the 

Box Office Manager, House Supervisor, Promotion Director, and Publications Director. 

The specific duties include, but are not limited to: 

1. Training and supervising graduate and undergraduate students in the Box 

Office. 

2. Training and supervising the graduate and undergraduate students in House 

Management, Publications, and Promotions. 

3. Marketing the University and Lab Theatres. 

4. Assisting in student recruitment opportunities. 

5. Fund raising for the University and Lab Theatres. 

6. Writing grant proposals. 

7. Maintaining the security and maintenance of the Box Offices, 

Promotion's Office, and House Manager's Office. 

8. Recommending to the Director of Theatre Production Assistants to hire. 

9. Aimually compiling a list of those persons receiving complementary tickets. 

10. Summarizing the season's statistics from House Reports after each production. 

11. Maintaining a file of House Reports. 

12. Supporting the SERVICEplus philosophy. 

The Audience Relations Specialist reports to the Director of Front-of-House 

Operations. 
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c.2 Business Organization 

C.2.1 Business Manager 

The Business Manager is responsible for all business fimctions of the University 

Theatre and Lab Theatre. These responsibilities include: 

1. All business correspondence. 

2. Ticket sales 

3. Financial transactions. 

4. Reporting of all budgets. 

5. Security of the Departmental offices and the storage room. 

6. Maintenance and repair of the equipment in the Departmental offices and the 

storage room. 

The Business Manager wiU be familiar with all Texas Tech University policies and 

procedures governing business activities of the University Theatre and Lab Theatre. S/he 

will support the SERVICEplus philosophy. The Departmental Chairperson is responsible 

for staffing and supervising this position. 
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c.2.2 Departmental Secretary 

The Departmental Secretary is a professional fiill-time staff position hired to perform a 

number of duties. S/he is hired by the Departmental Chairperson. The duties of the 

Departmental Secretary may include but are not limited to: 

1. Supports the SERVICEplus philosophy. 

2. Maintains a wide variety of complex files and records and manages records for aU 

graduate and undergraduate students. 

3. Dispenses academic, registration and production materials and responds to related 

inquiries from students, faculty, and staff. 

4. Assists in the sorting and distribution of incoming and outgoing departmental mail. 

5. Executes departmental overrides. 

6. Initiates departmental correspondence for recruitment and registration. 

7. Executes mass add/drops in student record's system. 

8. Maintains departmental Schedule of Classes, gathers information from respective 

section schedulers; confers with Facilities Management regarding time and space 

(room) assignments; enters resultant data from same into TTU computer network. 

9. Compiles, or assists in compiling, reports on departmental or office affairs. 

10. Updates and maintains application forms information files. Assists students in 

obtaining and investigating scholarship applications. 

11. Maintains the current semester's enrollment totals to apprise the departmental 

administration of current class activity/size. 

12. Assists as needed in the preparation of materials and equipment orders. Stocks 

office supplies and other materials as they arrive. 

13. Types letters, forms cards, reports, and other material from rough drafts, and/or 

verbal instructions. 

14. Maintains and monitors the use of the fax machine. 
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15. Assists in routine maintenance of copy/duplicating machine, orders toners, and 

typewriters. 

16. Operates office machines such as typewriter, word processor, and calculator. 

17. Serves as work coordinator for the department. 

18. Assists the department's Business Manager in the preparation of payroll for 

Hourly and Work Study employees. 

19. Serves as personal secretary to the Departmental Chairperson; handles scheduling 

of appointments and some correspondence; receives and screens visitors. 

20. Does daily revenue of deposits from Box Office receipts, making sure that all are 

tallied correctly. 

21. Coordinates the department's and imiversity's Faculty Evaluation forms. 

22. Responds to inquiries received via telephone and in-person from visitors regarding 

departmental policies and procedures. 

23. Runs errand and makes deliveries as needed. 

24. Assists in staffing department fimctions. 

25. Coordinates the gathering and placement of orders for textbooks used in classes. 

26. Coordinates the distribution of production playbills to the Office of Contracts and 

Risk Management. 

27. Registers faculty and staff for access to E-mail accounts. 

28. Calls in routine work calls for the building. 

29. Tracks Individual Studies contracts for all students. 

30. Maintains Job Listings and OP Handbooks, keeping them updated. 

31. Reviews and or enters corrections/updates to the Instructor Verification Load 

report in the Student Records System. 

32. Prepare periodic reports, class and office schedules. 

33. Composes routine correspondence to students or the general public. 
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c.2.3 Box Office Manager 

The Box Office Manager is a student Production Assistant appointed by the 

Departmental Chairperson, upon the recommendation of the Director of Front-of-House 

Operations and the Director of Theatre, to supervise all operations in the Box Office. The 

Box Office Manager will be responsible for training and supervising the Box Office staff in 

all aspects of ticket sales and operations. Specific duties include: 

1. Hiring work study students, upon the approval of the Director of Front-of-

House Operations, to work as Ticket Agents. 

2. Scheduling of Box Office staff. 

3. Installing and maintaining the production season in the computerized box office 

ticketing software program, TicketMaker. 

4. Ordering an annual supply of ticket stock and computer supplies. 

5. Opening and closing the Box Office each day of operation. 

6. Making a daily backup of all TicketMaker files. 

7. Balancing the daily sales reports with the daily sales receipts. 

8. Maintaining the Box Office in a tidy and professional manner. 

9. Maintaining a current mailing list. 

10. Putting together the mailing list as needed or required by the Promotion 

Director. 

11. Making sure there is enough change in the cash drawer to conduct daily 

operations. 

The Box Office Manager reports to the Audience Relations Specialist. 
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c.2.4 Ticket Agent 

The Ticket Agent is a student Production Assistant or work-study student appointed 

by the Departmental Chairperson, upon the recommendation of the Director of Front-of-

House Operations, to handle ticket transactions. His or her duties include: 

1. Answering the phone during Box Office hours. 

2. Accepting ticket orders. 

3. Processing ticket orders. 

4. Preparing the daily audit and receipts for depositing. 

While on duty, the Ticket Agent is also responsible for the security and the orderly 

maintenance of the Box Office. 

The Ticket Agent reports to the Box Office Manager. 
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c.3 Promotion and Publications Organization 

C.3.1 Promotion Director 

The Departmental Chairperson appoints the Promotion Director, upon the 

recommendation of the Director of Front-of-House Operations and Director of Theatre. 

The Promotion Director is responsible for the design and execution of all promotion and 

public relations campaigns for the University Theatre and Lab Theatre and all related 

activities. The Promotion Director also coordinates the activities of the Promotion Team. 

Duties of the Promotion Director include: 

1. Leading, supervising, and training the Assistant Promotion Director and the 

Promotion Team in their activities. 

2. Supervising the Promotion budget. 

3. Preparing all printed materials, news releases, public service announcements, 

advertisements, posters, mailings and all other promotion and public relations 

activities not specifically mentioned. 

4. Acting as the liaison to the media (television stations, radio stations, newspapers, 

magazines). 

5. Organizing and conducting auditions for University Theatre, Lab Theatre and 

Lubbock Summer Rep productions. 

6. Directing the season subscription campaign each year. 

7. Actively pursuing means of developing new audiences. 

8. Assisting in recruiting opportunities both at conventions and on-campus 

fimctions. 

9. Continually assessing the success of the activities designed to reach audiences. 

10. Scheduling all production photocalls with the media. 
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The Promotion Director is responsible for ensuring that all materials are factually 

correct and of the highest quality possible. The Promotion Director is the official liaison to 

the University Theatre printing agencies. 

The Promotion Director keeps a current list of all print media in the region, including 

specific art editors and relevant contacts. This list is updated annually in the spring. 

The Promotion Director may recommend to the Director of Front-of-House 

Operations the hiring of an Assistant Promotion Director and Promotion Team to assist in 

the execution of his or her duties. 

The Promotion Director reports to the Audience Relations Specialist. 
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c.3.2 Assistant Promotion Director 

The Assistant Promotion Director is a student Production Assistant selected from the 

Promotion Team to assist the Promotion Director in the execution of his or her duties. 

S/he will also supervise the Promotion Team in the absence of the Promotion Director. 

The Assistant Promotion Director reports to the Promotion Director. 
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c.3.3 Promotion Team 

The Promotion Team will consist of Theatre Management students, Production 

Assistants, and volunteers recommended to the Departmental Chairperson by the Director 

of Front-of-House Operations and Director of Theatre to assist the Promotion Director in 

the execution of his or her duties. 
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c.3.4 Publications Director 

The Publications Director is a student Production Assistant appointed by the 

Departmental Chairperson, upon approval of the Director of Front-of-House Operations. 

The Publications Director is responsible for compiling the production program copy 

information from the Stage Manager, Director, Head of Design, Director of Front-of-

House Operations, and the Director of Theatre. In addition, s/he establishes program copy 

deadlines and submits the completed program to the printing agency. S/he is responsible 

for approving the design and content of the production program with the Audience 

Relations Specialist. 

The Publications Director reports to the Audience Relations Specialist. 
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c.4 House Organization 

C.4.1 House Supervisor 

The House Supervisor is a student Production Assistant appointed by the 

Departmental Chairperson, upon the recommendation of the Director of Front-of-House 

Operations and Director of Theatre. The House Supervisor is responsible for all house 

fimctions and operations for University Theatre and Lab Theatre productions and events. 

His or her duties include, but are not limited to: 

1. Scheduling and supervising the House Staff (House Managers and House 

Crew selected from the appropriate Theatre and Dance courses) for each 

production and training the House Managers in their activities. 

2. Supervising the House budget. 

3. Preparing and organizing of the Opening Night Receptions in the Green 

Room. 

4. Ordering and maintaining House supplies (flashlights, batteries, appropriate 

forms). 

5. Maintaining and securing the lobby, restrooms, and auditorium during 

performances. 

6. Being present at all Mainstage and Lab Theatre performances from one hour 

before the performance until the performance begins. (There may be 

situations when the House Supervisor will remain on duty for a longer period 

of time, depending on the needs of a particular audience.) 

7. Being present during performances with severe weather conditions. 

The House Supervisor reports to the Audience Relations Specialist. 
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c.4.2 House Manager 

The House Manager is a student volunteer who assumes responsibility for the comfort 

and care of the audience for University Theatre and Lab Theatre productions and events. 

The House Manager is responsible for supervising the House Crew, opening and closing 

the house, and handling any problems which arise in the audience during a performance. 

Section C.5.3.1 "Duties of the House Manager" lists specific duties and procedures. 

The House Manager must be enrolled in Th A 3104 Advanced Theatre Activities: 

House Management, and must have completed Th A 1104 Theatre Activities: House 

Management. 

The House Manager reports to the House Supervisor. 

113 



c.4.3 House Crew 

The House Crew is responsible for greeting, admitting and seating the audience for 

each performance. Volunteers and students enrolled in Th A 1104 Theatre Activities: 

House Management and Th A 2303: Introduction to Theatre serve on the House Crew. 

The House Supervisor is responsible for recruiting, scheduling and staffing the House 

Crew for each performance. During performances, the House Crew reports directly to the 

House Manager. To run the House efficiently, the House Manager will need, in addition 

to him or herself, a crew of six people for University Theatre productions, and a crew of 

two people for Lab Theatre productions. 

The House Crew for each production will attend a training meeting during the 

production's Final Dress rehearsal. The House Crew will arrive to the theatre at least one 

hour before curtain time (or as scheduled by the House Manager). The House Manager 

will assign duties. Men should wear black trousers, a white dress shirt, black shoes and a 

dark tie. Women should wear a black skirt or slacks, a white blouse and dark shoes. 

House Crew members may not wear jeans. 

The House Manager may allow some crew members to leave after the first act break, 

as long as there are enough crew members left at the end of the show to perform closing 

duties. Two crew members must stay with the House Manager for the entire performance. 

After seating all the patrons and closing the house. House Crew members may watch the 

performance. They may occupy any unused seats or stand at the back of the University 

Theatre. 

On opening night performances, the House Crew will also help the House 

Supervisor set up for the Opening Night Receptions held in the Green Room. The set-up 

usually takes place after the last intermission of the performance. After the Opening Night 

Reception has finished, the House Crew will remain to clean-up. 

Section C.5.3.2 "Duties of the House Crew" lists specific duties and procedures for 

the House Crew. 
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c.5 Front-of-House Policies and Procedures 

C.5.1 Business Operations Policies and Procedures 

The business operations of the University Theatre includes all policies and procedures 

covering ticket sales, deposits, purchasing, payroll, and accounting. 
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c.5.1.1 Ticket Policies 

C.5.1.1.1 Ticket Office 

Tickets for all University Theatre productions are sold at the University Theatre Box 

Office located in the Mainstage lobby. Tickets for Lab Theatre productions are sold at the 

Lab Theatre Box Office located in the Lab Theatre lobby during the run of a Lab Theatre 

production. The Box Office opens to the public the Monday following the first day of 

classes in the fall, spring, and first summer session and closes the evening of the final 

production's fmal performance each semester. Box Office hours are 12:00 P.M. until 5:30 

P.M., Monday through Saturday. The Box Office opens at 7:00 P.M. on evenings of 

performances and at 1:00 P.M. on days of matinee performances. 

The Director of Theatre, Director of Front-of-House Operations, Audience Relations 

Specialist, Business Manager, Box Office Manager, and Ticket Agents are the only persons 

authorized to enter the Box Office. Under no circumstances may the Ticket Agents leave 

the Box Office unattended. The Box Office door is to remain closed and locked at all 

times. The person on duty will admit only authorized personnel into the Box Office. After 

hours, the ticket window will be locked. 
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c.5.1.1.2 Tickets 

The University Theatre and Lab Theatre will use the computerized box office ticketing 

system called TicketMaker for all productions. The Box Office Manager will program 

TicketMaker with the next season's schedule of plays after the final production closes in 

the spring semester. The Box Office Manager will maintain and order ticket stock and 

computer supplies. 
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c.5.1.1.3 Ticket Reservations 

The University Theatre and Lab Theatre do not accept ticket reservations (non-paid-

for tickets "held" for a patron) by mail, telephone, or in person for any production. 
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c.5.1.1.4 Ticket Purchases 

The University Theatre will accept ticket purchases by mail (with check or credit card 

number enclosed), by telephone (with a Visa, Mastercard, or Discover transaction), or in 

person (with cash, check, or credit card). No ticket will be printed (made into a hard copy) 

until payment is made. 
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c.5.1.1.5 Ticket Prices 

The Director of Front-of-House Operations, upon approval of the Director of Theatre, 

establishes ticket prices. Ticket prices will be evaluated and assigned each season. Season 

Tickets will always be priced to represent a better value than if the same seats were to be 

purchased as Individual Tickets. Tickets for musicals may be priced at a premium over 

tickets to non-musical productions. 
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c.5.1.1.6 Season Tickets 

The University Theatre offers patrons the opportunity to purchase Season Tickets for 

the University Theatre, Lab Theatre, and Lubbock Summer Rep seasons. A Season 

Ticket purchase means the patron will receive one ticket to each production in that 

season. Season Tickets will always be priced to represent a better value than if the same 

seats were to be purchased as Individual Tickets. Season Tickets may be purchased 

through the final performance of the first production of a given season. Because Season 

Tickets are purchased well in advance of actual performance dates. Season Ticket holders 

are granted exchange privileges (see C.5.1.1.17 "Season Ticket Exchanges"). Season 

Ticket holders are also given the opportunity to renew their seats annually (see C.5.1.1.18 

"Season Ticket Renewal"). 

Season Tickets are available in a Series format. A Series is the same day of 

performance for each production during a season (i.e., Thursday Series or Saturday 

Series). The Box Office prefers to assign Season Ticket holders the same seat(s) to each 

production in a given Series. 
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c.5.1.1.7 Individual Tickets 

Individual tickets to all University Theatre and Lab Theatre productions during the 

current season will be available for sale during regular Box Office hours and the hour 

before a production's curtain time during its run. Individual sales are final; they may not 

be refimded or exchanged. 

122 



c.5.1.1.8 Ticket Types 

1. Tech Student Tickets 

Texas Tech University students with a valid ID (having paid Group HI Student Service 

Fees) are eligible to make an advanced purchase of reserved tickets at a discount price. 

Tech students may purchase one reserved ticket per I.D. for each University Theatre or 

Lab Theatre production. The I.D. must be presented at the time of the ticket sale. 

2. Group Tickets 

Organized groups often or more persons attending the same performance qualify for 

discount group tickets. 
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c.5.1.1.9 Student Rush Tickets 

Any seat unoccupied for a University Theatre or Lab Theatre production, excluding 

Lubbock Summer Rep productions, at the curtain time will be free to Texas Tech 

University students with a valid I.D. (having paid Group m Student Service Fees). The 

number of student rush students admitted into the theatre is limited to the number of 

unoccupied seats in tiie house at the curtain time. Eligible students are entitied to one 

Student Rush Ticket per University Theatre or Lab Theatre production. The House 

Manager issues Student Rush Tickets on a first-come, first-served basis. Students may 

guarantee seating by purchasing reserved seat tickets in advance. 

Those students wishing to be issued a Student Rush Ticket must present their Texas 

Tech I.D. to the House Manager before s/he is signed in at the Hoixse Manager's office. 

The sign-up sheet will be made available to Texas Tech University students 45 minutes 

before curtain time of each performance. As the show is about to begin, the House 

Manager will aimounce it is time to start seating Student Rush patrons. The House 

Manager will allow each student to enter the theatre one at a time as his or her name is 

called. If a student is not signed-up on the Student Rush list, they will not be allowed into 

the theatre as a Student Rush patron. The House Manager will also make an 

announcement stating Student Rush patrons must forfeit their seat if their seat's ticket-

holder arrives during the performance and claims his or her seat. Student Rush patrons 

forfeiting their seats must watch the performance in another unoccupied seat, if available. 
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c.5.1.1.10 Wednesday Night Preview Performance 

Texas Tech Students with a valid I.D. (having paid Group III Student Service Fees) 

will be admitted free of charge to the final dress rehearsal of the Mainstage productions. 

Final dress rehearsals are typically held at 8:00 P.M. on Wednesday the day before opening 

night for a Mainstage production. Texas Tech Students may bring one guest with them to 

the preview performance. Guests will be charged a general admission fee. The Box Office 

will be open at 7:00 P.M. during the final dress rehearsal to sell tickets to the guests. The 

House Manager and his or her House Crew will be present for the final dress rehearsal in 

order to conduct their duties and responsibilities outlined in sections C.5.3.1 "Duties of the 

House Manager" and C.5.3.2 "Duties of the House Crew." 
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C.5.1.1.11 V.LP. Tickets 

At the begiiming of each season, the Box Office will reserve V.LP. guest tickets in the 

center of the house (specifically, seats H14 - H21 and J 16-19 in the University Theatre 

and seats C4 - Cll, Section B in the Lab Theatre) for each performance for the 

Departmental Chairperson and the Director of Theatre. The Departmental Chairperson 

and the Director of Theatre will use these tickets at their discretion for special guests of the 

University Theatre. The Departmental Chairperson and/or the Director of Theatre will 

inform the Box Office by 5:30 P.M. if s/he intends to issue the tickets for the evening's 

performance. Otherwise, the Ticket Agent wiU release for sale any of these unsold seats at 

7:00 P.M. for evening performances and at 1:00 P.M. for matinee performances. 
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c.5.1.1.12 Lab Theatre Late Seating Seats 

At the beginning of each season, the Box Office will reserve four seats (Lab Theatre 

Section A, seats Al - A4) for each performance. These four seats are to be used by Ushers 

for patrons who arrive late to a Lab Theatre performance. If a Lab Theatre Director does 

not allow late seating to his or her production, these seats may be released for sale upon 

approval of the Box Office Manager. The Box Office Manager may choose to use these 

seats as emergency seats to correct any ticketing errors which may have occurred. 

127 



c.5.1.1.13 Lab Theatre Director's Seats 

At the beginning of each season, the Box Office will reserve Lab Theatre Director's 

seats (Lab Theatre Section C, seats Dl - D4) for each Lab Theatre performance. If a 

Director wishes to use these seats, tickets must be obtained for these seats from the Box 

Office by 7:00 P.M. the evening of the performance. If these seats have not been reserved 

by 7:00 P.M., the Box Office Manager will release these tickets for sale. 
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c.5.1.1.14 Complimentary Tickets 

The Departmental Chairperson, the Director of Theatre, and the Director of Front-of-

House Operations may issue complimentary tickets to special friends and supporters of the 

University Theatre, members of the Theatre and Dance faculty and their immediate 

families. Theatre and Dance Teaching Assistants and Graduate Part-Time Instructors, guest 

artists, certain University officials, and members of the press. At the beginning of the 

season, the Audience Relations Specialist will give a list of all persons who will receive 

complimentary tickets to the Director of Front-of-House Operations. 

Texas Tech Theatre and Dance graduates may receive a complimentary ticket for an 

individual production. 
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c.5.1.1.15 Holding Tickets at the Box Office 

On occasion, a patron will purchase a ticket and request that the Box Office hold the 

ticket until the actual performance. Also, if the order is taken less than one week before 

the performance date the Ticket Agent will hold them at the Box Office. In such a case, 

the Ticket Agent should place the tickets in an envelope, mark the patron's name, name of 

the performance, and day and date of the performance on the outside of the envelope, and 

place it in the appropriate alphabetic section of the ticket file. 
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c.5.1.1.16 Refimds 

The University Theatre makes no refimds for Individual or Season Tickets purchased 

to any University Theatre or Lab Theatre production. 
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C. 5.1.1.17 Season Ticket Exchanges 

Patrons may exchange Season Tickets for a different performance of the same 

production as long as there are tickets available. Exchanges must be made by 5:30 P.M. 

the day before the original performance. 

Individual Tickets are non-exchangeable and non-refimdable. 
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c.5.1.1.18 Season Ticket Renewal 

The University Theatre guarantees that Season Ticket Holders may renew their same 

seats for the same performance Series for University Theatre, Lab Theatre and Lubbock 

Summer Rep seasons. This guarantee applies if the renewal order is for the same Series 

and seats as the previous season's subscription and the renewal order is placed within the 

renewal period. If the patron wishes to change the Series or seat(s) of his or her 

subscription, s/he still may renew, but no guarantee of seating preference can be made. 
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c.5.1.1.19 Child Attendance at Productions 

A child who accompanies his or her parent(s) to University Theatre productions is 

recommended to be m the grade of Kindergarten or higher. If a child is disturbing patrons 

during a performance, a parent wiU be asked by the House Manager to assist the child to 

the theatre lobby. When the parent and child are ready to watch the production in the 

University Theatre, they may take their seats in the back of the theatre, in a vacant aisle 

seat, or their assigned seats during intermission. If the production is held in the Lab 

Theatre, they can take their seats again during the intermission or as directed by the House 

Manager. 

134 



c.5.1.1.20 Cash and Daily Bank 

At the beginning of each day, the Ticket Agent will remove from the safe a $100 cash 

bank (consisting mostly of one, five, and ten dollar bills). 

When not in the cash register for sales, the Box Office Manager will store all cash and 

receipts in the theatre's safe. The Business Manager will deposit receipts from ticket sales 

daily. 
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c.5.1.1.21 Checks 

The University Theatre will accept checks only for the amount of the ticket purchase 

for all productions. The patron's name, address, and phone number should appear on the 

check. Before accepting a check, the Ticket Agent should see that the customer properly 

filled it out. Customers should make checks payable to "Texas Tech University Theatre." 

The Ticket Agent must then stamp the back of the check with the "For Deposit Only" 

stamp and the appropriate account number stamp. 
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c.5.1.1.22 Credit Cards 

The University Theatre will accept Visa, Mastercard, and Discover credit cards for the 

amount of the ticket purchase for all productions. In addition to the card number and 

patron name (either machine imprinted or hand written), the Ticket Agent must record the 

customer's telephone number on the credit card slip. If the ticket order is placed by 

telephone, the Ticket Agent should write "Phone Order" in the signature space. If the 

ticket order is placed by mail, s/he should write "Signature on File" in the signature space. 
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c.5.1.2 Ticket Handling/Income Procedures 

C.5.1.2.1 Procedures for Opening and Closing the Box Office 

Opening the Box Office 

1. Turn on the lights. 

2. Turn on the Seat Server computer first and then the terminal workstation(s). 

3. Turn on the thermal and ink jet printers. 

4. Turn on the credit card machine printer. 

5. Enter in the password on the computer(s) to complete the Windows 95 start up. 

6. Open the TicketMaker program and enter the password and operator number. 

7. Unlock the safe, remove the cash bag, and place the daily start-up money in the 

cash drawer. 

8. Unlock the front doors. 

9. Open the ticket window. 

10. Check the answering machine for messages. 

11. Check for any messages from the Box Office Manager and the To-Do Basket for 

ticket orders that need to be filled. 

Closing the Box Office 

1. Close and lock the Box Office ticket window. 

2. Lock the front doors. 

3. Complete the daily audit (see C.5.1.2.7 "Daily Audit Procedures"). 

4. Log out, exit TicketMaker, and back up TicketMaker files. 

5. Shut down computer. 

6. Turn off the thermal, ink jet, and credit card printers. 

7. Put away supplies and clean the work area. 
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8. Return the daily deposit and cash bag to the safe. 

9. Turn on and update the message machine. 

10. Turn off the lights in the Box Office. 

11. Secure the entrance to the Box Office. 
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c.5.1.2.2 Ticket Sales Procedures for a Single Ticket 

1. Ask the patron if s/he has bought tickets to the University Theatre or Lab 

Theatre before. 

2. In the main menu, go to "sale" and choose "new" or "existing" patron, 

a. To locate an existing patron in the database: 

1) Enter the last name of the patron in the last name field on the 

query screen. 

2) Click the "query" button. 

3) Scroll through the list of names that is found until the right 

existing patron data is listed. 

4) Verify patron data is correct. 

5) Select the type of payment the patron will be using. 

6) Enter in patron comments and patron codes. 

7) Save the changes. 

8) Click the "select" button. 

3. In the main menu screen, highlight the performance the patron wants to attend. 

4. Click the "evenf' button. 

5. In the event screen, choose the price of the tickets. 

6. Choose the seats tiie patron would like. 

7. Click tiie "tickets" button to print tiie tickets. 

8. Remove audit stubs from the tickets and place in tiie ticket file. 

9. Collect payment from patron. 

10. Place tickets in an envelope. 

11. Hand the patron his or her change and tickets, repeating the number of tickets and 

tiie performance dates and times tiiey are for. 

12. Thank the patron for his or her order. 
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c.5.1.2.3 Ticket Sales Procedures for a Multiple Ticket Sale 

1. In the main menu screen, go to "tools" in tiie menu bar and then "multiple sale" 

and "on" in order to turn on the TicketMaker multiple sale mode. 

2. Complete steps 1 through 6 of Section C.5.1.2.2 "Ticket Sales Procedures for a 

Single Ticket" to reserve tickets for the first show tiie patron would like tickets to 

attend. 

3. Click the "enter sale" button to go to the main menu screen. 

4. Complete steps two and three above again until all tickets are reserved to all the 

shows the patron would like to attend. 

5. In the main menu screen, click the "multiple sale" button to summarize purchases. 

6. Click the "tickets" button to print the tickets. 

7. Remove the audit stubs from the tickets and place them in the ticket file. 

8. Collect payment from patron. 

9. Place tickets in an envelope. 

10. Hand the patron his or her change and tickets, repeating the number of tickets and 

the performance dates and times they are for. 

11. Thank the patron for his or her order. 
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c.5.1.2.4 Season Ticket Sales Procedures 

For A University And Lab Theatre Subscription: 

1. Complete steps one and two in Section C.5.1.2.2 "Ticket Sales Procedures for a 

Single Ticket." 

2. In the main menu, highlight the appropriate Series ordered and click the "event" 

button. 

3. In the event screen, choose the price of the subscription. 

4. Select requested seats if available (if the order is a Renewal, assign the same 

seats the patron held the previous season). 

5. Record the seats numbers on the order form. (This must be done in case the 

computer records are destroyed.) 

6. Double check the order and then click the 'lickets" button to print the tickets. 

7. Remove audit stubs from the tickets and place them in the tickets file. 

8. Collect payment from patron. 

9. Place tickets and accompanying letter in an envelope. 

10. Mail tickets or hand to patron as appropriate. 

11. File the order form. 

For Lubbock Summer Rep: 

1. In the main menu screen, go to "tools" in the menu bar and then "multiple sale" 

and "on" in order to turn on the TicketMaker multiple sale mode. 

2. Complete steps 1 through 6 in Section C.5.1.2.2 "Ticket Sales Procedures for a 

Single Ticket" to reserve tickets for the first show tiie patron would like tickets 

for (if the order is a Renewal, assign the same seats the patron held the previous 

season). 

3. Click tiie "enter sale" button to go to the main menu screen. 
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4. Complete steps two and three above again until all tickets are reserved to all the 

shows in the season. 

5. In the main menu screen, click the "multiple sale" button to summarize 

purchases. 

6. Click the "tickets" button to print the tickets. 

7. Record the seats numbers on the order form. (This must be done in case the 

computer records are destroyed.) 

8. Remove the audit stubs from the tickets and place tiiem in the ticket file. 

9. Collect payment from patron. 

10. Place tickets and accompanying letter in an envelope. 

11. Mail tickets or hand to patron as appropriate. 

12. File the order form. 

143 



c.5.1.2.5 Exchange Procedures for Tickets not part of a Series 

1. Accept the tickets the patron wishes to return. 

2. In the main menu screen, go to the "sales database." 

3. "Find/Query" the patron who is exchanging the tickets in tiie sales database. 

4. Scroll through the list of acquired patron ticket records in order to find the tickets 

that are going to be exchanged. 

5. Highlight the appropriate tickets to be exchanged. 

6. Go to "Tickets" in the menu bar. 

7. Go to "Refimd." 

8. Go to "Selected Tickets." 

9. Answer "yes" to the message that asks if you are sure you want to refiind the sale. 

10. Click "ok" only if the seats will be returned to inventory. 

11. The Database Refimd Screen will appear. The payment type used to originally pay 

for the tickets being returned will appear in the "type" box under the Refimd List 

heading. Note the type listed and click the "selecf' button. 

12. Go to the main menu. 

13. Complete the sale following steps 2 through 7 in C.5.1.2.2 "Ticket Sales 

Procedures for a Single Ticket." (The event chosen will be the for the night the 

patron now wants to attend. The payment type and price chosen should be for the 

payment type and price the original tickets were purchased.) 

14. Remove the audit stubs from the tickets. 

15. Staple the new audit stubs to the original (returned) tickets and place in the 

Refimd/Exchange ticket file. 

16. Place new tickets in an envelope and hand them to tiie patron. 

17. Thank patron. 
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c.5.1.2.6 Exchange Procedures for Tickets that are part of a Series 

1. Accept the tickets the patron wishes to return. 

2. In the main menu screen, highlight the show the patron has the tickets for and click 

tiie "event" button. 

3. In the event screen, go to "sale." 

4. Go to ' ^ e . " 

5. Go to "Return/Exchange" option. 

6. Highlight the seats listed on the tickets you just received from the patron. 

7. Click "yes" when the message appears. 

8. Click the "Return/Exchange" button in the lower right hand comer of the screen. 

9. Go to the main menu screen. 

10. Highlight the show the patron now wants to attend and click the "event" button. 

11. Highlight the seats the patron prefers (choose the same seats the patron previously 

had if available). 

12. Choose the price of this new sale as "0.00 Exchange." 

13. Click the "tickets" button to print tiie tickets. 

14. Remove the audit stubs from the tickets. 

15. Staple the new audit stubs to the original (returned) tickets and place in the 

Refimd/Exchange ticket file. 

16. Place new tickets in an envelope and hand them to the patron. 

17. Thank patron. 
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c.5.1.2.7 Daily Audit Procedures 

1. Count out tiie $100 bank and separate it from tiie sales receipts. Place tiie $100 bank 

(preferably one, five, and ten dollar bills) in its pouch and return it to tiie safe. 

2. Total all cash in the cash drawer. 

3. Total all checks in tiie cash drawer. Make sure all checks are endorsed correctiy. 

4. Total all Visa receipts in the cash drawer. 

5. Total all Mastercard receipts in the cash drawer. 

6. Total all Discover receipts in the cash drawer. 

7. Total together all cash, check. Visa, Mastercard, and Discover income. 

8. In TicketMaker, print a Payment/Ticket Type Report by following tiiese steps: 

a. Go to 'View" in the main menu. 

b. Gro to "sales database." 

c. Go to "file." 

d. Go to "print reports." 

e. Go to "summaries." 

f. Go to "paymenfticket type." 

g. Choose "today" and "okay." 

h. "Print." 

i. Print "one copy." 

9. The totals calculated on the Payment/Ticket Type Report should equal the amounts in 

cash, checks, Visa, Mastercard, and Discover just calculated. If they do not balance, 

double check the work again. These must balance before personnel can leave the Box 

Office. 

10. Coimt and tally ticket audit stubs in the "Cash" file. The total amount in money for the 

ticket audit stubs should equal the amoimt of cash on hand. 

11. Count and tally ticket audit stubs in the "Check" file. The total amount in money for 

the ticket audit stubs should equal the amount of checks on hand. 
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12. Count and tally ticket audit stubs in tiie "Visa" file. The total amount in money for the 

ticket audit stubs should equal the amount of Visa receipts on hand. 

13. Count and tally ticket audit stubs in the "Mastercard" file. The total amount in money 

for the ticket audit stubs should equal the amount of Mastercard receipts on hand. 

14. Count and tally ticket audit stubs in the "Discover" file. The total amount in money for 

the ticket audit stubs should equal the amount of Discover receipts on hand. 

15. Remove all ticket audit stubs from the file and divide them by performance and ticket 

type. Use this data to complete the "Individual Sales Breakdown" form (see Section 

C.5.1.2.7.2 "Individual Sales Breakdown Form"). 

16. In TicketMaker, print an audit trail of today's sales by following these steps: 

a. Go to '^iew" in the main menu. 

b. Go to "sales database." 

c. Go to "find/query." 

d. Go to "set dates." 

e. Choose "today." 

f. CUck"okay." 

g. Click the "query" button, 

h. Select tiie "browse" tab. 

i. In the display column check the following boxes: sn, date/time, 

oper/term, pn, total, name, 

j . In the print only colunm check: events, tickets. 

17. Fill out a "Daily Deposit Slip" form (see Section C.5.1.2.7.1 "Daily Deposit Slip 

Form"). 

18. Fill out "Season Subscription Sales Breakdown" form (if applicable) (refer to Section 

C.5.1.2.7.3 "Season subscription Sales Breakdown Form"). 

19. Close out the credit card machine. (These procedures will differ for the Mainstage and 

Lab Theatre credit card machines.) 
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20. Staple together and hole punch the Audit Trail and Payment/Ticket Type Reports. 

Place these in the audit trail binder. 

21. Place the ticket audit stubs in an envelope marked "Stubs" and "Today's Date" and file. 

22. Staple together the white credit card receipts, the yellow copy of the Credit Card 

Summary, and the Daily Deposit Slip. 

23. Place together the Daily Deposit Slip, the Individual Sales Breakdown, and the Season 

Subscription Sales Breakdown forms. Place all cash, checks, and the white copy of the 

Credit Card Summary in the middle of the top page of these forms. Three-fold the 

entire deposit together. 

24. Place the deposit in an envelope marked "Deposif' and "Today's Date" and place in 

the safe. 

25. Lock the safe. 
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c.5.1.2.7.1 Daily Deposit Shp Form 

DATE: 

CASH: 

CHECK: 

! VISA: 

MASTERCARD: 

DISCOVER: 

TOTAL DEPOSIT: 

DEPOSIT SLIP FILLED BY: 
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c.5.1.2.7.2 Individual Sales Breakdown Form 

1998-99 
Individual Sales 

MAINSTAGE ticket Ivpc 
Straight Pla> SlO 

Musical SI 2 

Tech ID S5 

Comp $11 

Season Subscnplioii $34 

Group (10 or more) S 

High School Group S 

UlL 

Other (explain) 

TOTAL MAINSTAGE 

K S i u l > < Airiuuiu I.AB ticket type 
Slraisiht Play S8 

Tech ID S5 

Group (10 or more) $ 

Comp $0 

Season Subscnption $24 

Other (explam) 

TOTAL LAB 

. Slubt Kntouiil 

MAINSTAGE 
THE BALTIMORE WALTZ 

THE THREEPENNY 
OPERA 
LIFE IS A DREAM 

BALLET FUTURA 

THE CHERR Y ORCHARD 

TOTAL MAINSTAGE 

* oflickrit Amount LAB 
EVERYMAN 

FOOL FOR LOVE 

ANIGHTOFMAMET 

AN EVENING OF 
ONE-ACTS 

TOTAL LAB 

u oflkkcH Amounl 
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c.5.1.2.7.3 Season Subscription Sales Breakdown Form 

UNIVERSITY THEATRE 

1998-1999 MAINSTAGE SEASON PRICES 
(FIVE SHOWS) 

$ 3 4 . 0 0 

COMP 

T O T A L S 

TOTAL C U R R E N C Y NUMBER OF PATRONS 

1998-1999 LAB SEASON PRICES 
(FOUR SHOWS) 

$24.00 

COMP 

TOTALS 

TOTAL CURRENCY NUMBER OF PATRONS 

1 9 9 8 SUMMER REP SEASON PRICES 
(FOUR SHOWS) 

$34.00 

COMP 

TOTALS 

TOTAL CURRENCY NUMBER OF PATRONS 
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c.5.1.3 Expenditure Procedures 

C.5.1.3.1 Deposit Procedures 

The Business Manager will deposit daily all receipts taken in from ticket sales. 

Deposits are placed witii tiie Bursar's Office in Drane Hall or tiie appropriate department 

on campus in the case certain types of donations are given to the Department of Theatre 

and Dance. The Business Manager will prepare the deposit using the Departmental 

Deposit Information Sheet or the Transmittal of Gifts and Grants Form. 

1. Remove Daily Audit envelope (prepared by Box Office staff) from the safe. 

Review the reports and check that the audit is reconciled and balanced. 

2. Prepare an envelope that will contain the final deposit. 

3. Using an adding machine, total the value of all checks and cash twice. 

4. Stamp all checks, if not done so already, with the appropriate account number 

and "Texas Tech University Theatre" endorsement. 

5. For Visa/Mastercard/Discover charges, total the charge tickets and complete the 

Merchant Batch Header Ticket with the Amount and Number of Items. 

6. Total the value together of all cash, checks, and charges to verify the amount 

matches the total deposit determined by the Box Office Staff. 

7. Complete the TTU General Fund Deposit Slip in the amoimt of the 

Visa/Mastercard/Discover charges. (Submit in duplicate.) 

8. Complete the Departmental Deposit Information Sheet with the appropriate 

account numbers and information. 

9. Place the Departmental Deposit Information Sheet, cash receipts, checks, adding 

machine tape, and the appropriate copies of the Charge Tickets, Merchant Batch 

Header Ticket, and General Fund Deposit Slip in the deposit envelope. 

10. Record the deposit information in the departmental accounting system. 

11. Submit the deposit envelope to the Bursar's Office. 
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12. Staple the Daily Audit reports (Daily Deposit Slip, the Individual Sales 

Breakdown, and the Season Subscription Sales Breakdown) completed by the 

Box Office staff, and Visa/Mastercard/Discover copies together and file in the 

Business Manager's office. 
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c.5.1.3.2 Purchasing Policy 

Locally, the University Theatre obtains production material primarily from three 

sources: local merchants, the Texas Tech Central Warehouse, and Texas Surplus. Only 

agents designated by the Director of Theatre may purchase or authorize the purchase of 

materials for the University Theatre. 

Submit all requests for purchases using a "Purchase Request" form. All purchase 

requests must be submitted to the Business Manager and approved by the Director of 

Theatre. 

The Technical Director must approve all purchases for Technical Operations. The 

Costume Shop Supervisor must approve all purchases for costumes and makeup. The 

Audience Relations Specialist must approve all purchases for Promotion, Publications, Box 

Office, and House Operations. 
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c.5.1.3.2.1 Purchasing Procedures 

1. Contact vendor for price of item(s) to be purchased. 

2. Complete the Purchase Request Form (refer to Section C.5.1.3.2.1.1 "Purchase 

Request Form"). 

3. Submit Purchase Request Form to Business Manager (Business Manager will 

return the form) to begin the paperwork process. 

4. Upon approval from the Director or Theatre, Technical Director, Costume Shop 

Supervisor or the Audience Relations Specialist, purchase item using a Petty Cash 

Form, Purchase Order, Check Issuance or Direct Billing. 

5. Retain all receipts and return all paperwork to the Business Manager within 48 

hours of receiving the item(s) and/or paperwork. 
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c.5.1.3.2.1.1 Purchase Request Form 

exas Tech Departmeni of 
heatre and Dance 
O Box 42061 
.ubbock.TX 79409-2061 

ENDOR 
tame/address/zip) 

PURCHASE REQUEST 

Account S 

Date 

Requested By_ 

Approved By _ 

3uys& Dolls: 

:hfistmas Carol 

Invalid: 

/inegar Tom. 

12th Night. 

Agnes of 

Two Roonns: 

One Act Fest 

Palieni A: 

ACTF: 

Stale 

Fine Arts 

Cinema 

Promotion 

Summer Rep 

EM DESCRIPTION QUANTITY ea.,gal. etc Unit Price 

•r--

. - • -

:.-.---. . 
• : ^ • . - .•• 

- . . . • , / , - . _ : 

-• - - - v . ' - ; 

• " . ' - . - - -

' 

:-.-

Sub Total 

Shipping 

Total Requested 

Extended Price 

• - , ; 

-. . 
; -;-
t . : ' 
i 

j , . _-

S--' •••: 

1 ._r ;_ 

i . ' . • • : 

V'A- "• 
.-<•;. -:r. 

' . - • : _ 

\-^':'. 

''/'-
'%-',-_ 

"• r 

f^.-'v.-

: ,' --"'-
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c.5.1.3.3 Procedures for Petty Cash Purchase 

The Purchasing /Payables Office maintains petty cash fimds in Room 353 at Drane 

Hall for the purpose of purchasing locally procured goods and services costing less than 

$500.00. Purchases may be made by determining the cost and availability first, then 

obtaining a check to make tiie purchase. See Operating Systems and Procedures Manual 

OP 72.13, Vol. n, "Spot Purchase Petty Cash Fund." 

1. Upon approval of the purchase of the item using a Purchase Request Form, 

the agent makes a request for petty cash. 

2. The Business Manager will complete the Petty Cash form (from the submitted 

Purchase Request Form). (Refer to Section C.5.1.3.3.1 "Petty Cash Form.") 

3. The Departmental Secretary delivers the form(s) on a daily basis to the Petty 

Cash Department in Drane Hall no later than 2:30 P.M. The purchasing agent 

may choose to personally deliver the form to expedite the process if the check 

is needed earlier in the day. 

4. The Petty Cash Department will cut a check and give it to the authorized 

agent. 

5. Purchase the item. Retain all receipts for purchases. The receipt must be 

itemized, signed, and dated by the merchant. On the back of the receipt, write 

a description of the purchase and its intended use. 

6. Return the receipt, any change and all paperwork to the Business Manager 

within 24 hours of the purchase. 
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c.5.1.3.3.1 Petty Cash Form 

Oate_ 

Social S«cuiity \ • f appltcaWt: 

TEXAS TECH UNIVERSITY 

PETTY CASH PURCHASE 
19123 

CHECK NO . 

MAILLNG ADDRESS 

CITY STAl 

Dept : 

Dept. Contact; 

Depi Phone 

P E T r Y CASH FUNDS PICKED UP BY 

oescRipnoN 

Invoice/Receipt No. , 

Fund A I M O19 <^n^ Su0Ui«i 

Authorized Signature 

Intended use of requisitioned items: 

OUANTITV 
AND UNIT UNIT PfllCe EXTENSION 

T O T A L S . 

1. Purchase of S!»te ContrBct items from other then State Contractor — E«p(aln why emergency exists and why requirements not anticipated 

2. I certify that the at>ove ' 'rm has lieen contacted for bid, and the reply Is as stated. 

T E X A S T E C H 

IS A N E Q U A L 0 P P 0 R T 1 . , M T Y E M P L O Y E R 

T E X A S T E C H U N I V E R S I T Y 

DIRECTOR OF PURCHASING I PAYASLES 

158 



c.5.1.3.4 Requisition for Purchase Orders 

Policy and procedures governing the Texas Tech University Complex's purchasing and 

procedures are stated in the Operating Systems and Procedures Manual. A copy of these 

policies and procedures is on file in the Business Manager's Office. Copies of the 

"Purchase Order" form and the "Check Issuance RequesfRF' form are included in the 

Sections C.5.1.3.4.1 and C.5.1.3.4.2 as a reference aid. 
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c.5.1.3.4.1 Purchase Order Form 

PO NO 733-

RO DATE 

POOATE 

r VENDOR MAME A ADDRESS 

Texas Tech University 
Box 41094ne(ephOf>e (806) 742-3644 

LubtXKK, Texas 79409-1094 

REQUISITION/PURCHASE ORDER 

D New Order 

O Confirmation Oder 

LJ Advance Paymeni Requireo 

n SHIP TO TEXAS TECH UNIVERSITY CENTRAL RECEIVING 

LUBBOCK. TEXAS 7S409-3143 

L 
VENDOR CONTACT 

J 
VENDOR PHONE 

SHIP FOB DESTINATION 

1 J PREPAY AND ADO SHIPPING CHARGES 

I SHIPPING INCLUDED 

OUOTEO DELIVERY DAYS ARO 

OESCAIPTtON QUANTITY 
AND UNIT 

If n««ded. utMCti comtnualion page 

TOTAL 

RCOU6STED ffY/PHiNCIPAl. USER SEND AiL PAPERWOHK TO OtPT MAtL STOP 

OELIVEN TO BLOG (Nanwl ROOW NO OAie oooos^tRvtcss NEEDED tNTENDED USE 

Fu-yJ Ar** Ofl Iota' 0( Account Auffiori/M SagnWur* 

DOC ID 

PUR 

VENDOR 

r o n r 

PURCHASING USE ONLY 

RO I BIO 

CONTRACT 

GSC 

ORDER TYPE 

PAYOR CODE 

ORDER GROUP 

SHIP rn CORF 
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c.5.1.3.4.2 Check Issuance Request/RI Form 

Rl 45 PURR 
CHECK ISSUANCE REQUEST 
FOfiMATTED FOR 10 PITCH 

vENooncooe 

VErCORNAME 

AOORESS 

CITY 

-1 I AREA I 

ACCOUNT NAME . 

WOHMATION TO 66 SHOWN ON Cf lEW.. 

COMMENTS 

fo ee SHOWN O N CIJESK. 

I I • I I I * i ' - i » < 

TEXAS TECHIMIVERSITY I 

ORG I 1 1 I I SUBOBO I I'SMXT I I ' • t 

CHECK RELEASE INFORMATION 

. CHECK NUMBER . 

ACCOUNTMG SERVICES USE ONLY 

0»IE Of R I I I I I 

tccouMnonwyD I I i i i 

BUDGET FISCAL YEAR L_l I ACTION t_ 

PAYOR CODE I I ORDER GROUP l__l__l_ 

SCHEOULEO PAYMENT DATE I I l _ l _ l L-

IYP€ 1 I APPROP FISCAL YEAR I L. 

TOTAL DOCUMENT AMOUNT 

VENDOR tMJCt NUMBER %W^KMh 

ADDITIONAL OCSCRimON INFORMATIOW (USE THIS S^ACt TO PflOVIOt AOOITIONAL INFOftMATlON « NCCESSARvi TOTAL 

If • copy of the aopnwed Owck iMuanc* ^ m m t l la regutied. ttwn 
type or prim your departmental addieaa below 

•UILOINC _ 

i i iAiLrror_ 

ATTN _ 

DEPARTMENTAL APfROVAL 

OfOEAPPnOVEOfORnWUENT / / 

MlMAnMl~ 

- C S S A T U K T " imi 

«CCOkM1W] UK Oi«.T 
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c.5.1.3.5 Payroll Procedures 

The University Theatre will pay Student Production Assistants either through the 

College Work Study Program or through the University Theatre production account 

according to each individual's contract. Payroll information is due approximately every two 

weeks. 

1. The Business Manager will complete either a "Report of Hours Worked for 

Hourly Employees" form (see Section C.5.1.3.5.3) for student assistants paid 

directiy from University Theatre fimds, or a time sheet for students on the Work 

Study Program (see Section C.5.1.3.5.6 "College Work Study Report of Hours 

Worked Form"). 

2. Have the student, the student's supervisor, and the Departmental Chairperson 

sign his or her time sheet. 

3. Complete the "Hourly Payroll Register" form provided by the payroll 

department. (Refer to Sections C.5.1.3.5.1 "Hourly Payroll Cover Sheet Form," 

C.5.1.3.5.2 "Hourly Appointment Information Sheet Form," C.5.1.3.5.4 

"College Work Study Hourly Payroll Cover Sheet Form," and C.5.1.3.5.5 

"College Work Study Hourly Appointment Information Sheet Form.") 

4. Send Work Study payroll to the Department of Financial Aid, and send the 

other payroll directly to the Payroll Department. 
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C.5.1.3.5.1 Hourly Payroll Cover Sheet Form 

D M in Payroll 

Phone 

Legation 

06/23/1998 0 30AM 

742-3290 
DRANE 247 

FOR PAYROLL USE ONLY 

TEXAS TECH 
HOURLY PAYROLL COVER SHEET 

Week 1 Begin Date 06/07/1998 

Account Number: 

Account Nam*; 

Week 2 Begin Date: 06/14/1998 

UNIVERSITY THEATER PRODUCTIONS 

S«rlal Numbar: 

Authorlxsd Sign«ra: 

THEATRE AND DANCE 

Report o1 Hours Worked forma mu»t b« grouped by account and aacti group anachad to an Hourly Payroll Cover Sheet reporting •ummary totalt Report ot Hour* 
Worked torma will not be accepted In the Payroll Department without a Cover Sheet Each Cover Sheet must include Report of Houri Worked formi with only one 
account number. II preprinted account number ii changed on a Report of Houra Worked form, that form muat be removed and aubmitted with a Cover Sheet bearing the 
appropnate account number If time it aubmitted tor an earlier work week, that Report of Hourt Worked may be aubmitted under the tame Cover, but the correct week 
C)egtn datea must be clearly indicated on the Report of Houra Worked form Reporting hourt under an incorrect week may result in the aooruaJ of an overtime liability 

Complete the Cover Sheet by totaling each type of time reported on the group of Reports of Hours Worked. If totals are reported incorrectly, they will have to be corrected 
in the Payroll Department BY THE SUBMITTING DEPARTMENT 

Fill in totals below for each kind of hours reported on the attached Report of Hours Worked forms Fill In Total Rates to include the rate from each Report of Hours Worked 
form submitted with this Cover Sheet 

W o r k e d 

4CorL*s» 1 Over 40 

SitM Vaeaitien Holiday fun»tmJ Jury Emarganoy Mritary Total 

H n P«>d 

ToUl 

Pt«as* doubia ch*ck grouping and totaling bsfor* submitting. 

Kvraby c«rtrfy F^al n̂ <« payro' ri juit. Quv, corrtcl. «nd unpaid T K « p«rton« (uDmrtttd lor paymani hava oomphad with all atalulsry or olhar raquirafnania oovanng tha paymani ol thia olaim and (ha piov<%ion% ol tha 

AOD'oonation Acr r>f acpl'CJDial and ara a>igfci« lo racaiva thia compantatiO" 

P'acD'a^by Aocouni Martagar Signatura 
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C-5.L3.5.2 Hourly Appointment Information Sheet Form 

TEXAS TECH 
HOURLY APPOINTMENT INFORMATION FOR EMPLOYEES NOT PAID 

Week 1 Begin Date 06/07/1998 Week 2 Begin Date 06/14/1998 

Account Numb«r. Serial Number. 

Listed below are the active hourly appointmenie on this acoount tor whtch payments were not made on the bi-weekly payroll dated 
06/03/1996 Pre-pnnted Report o( Hours Worked torms were not produced tor these appointments A white Report ot Hours Worked 
form must be completed i1 any ot these employees are lo be paid 

INSTRUCTIONS: Highlight employees who are being paid in this batch Rates and hours tor the employees on this list who are being 
paid should be included in the totals on the Hourly Payroll Cover Sheet A RAF is required to separate an employee from your 
department and remove them from this list 

CHANGES THAT MAY BE MADE IF A PAF (Peraonnel Action Form) HAS BEEN SUBMnfTED: (1) Rate or fob class code changes 
may be indicated on this hst and the oorrespondmg rate or fob class code entered on the Report ot Hours Worked torm It an 
employee has more than or>e rate or fob class code in effect during the pay period, hours must tw repoaed separately on Report of 
Hours WorKed forms which oorrespond to the oorrect rate and/or date Do not combine hours tor drtterent rates or ]ob class codes on 
one Report of Hours WorKed form. Each separate Report of Hours Worfted form should be listed below and the rate added to the Total 
Rates 

Job Name SSN Appt AppL 
Class Begin End 

164 



c.5.1.3.5.3 Report of Hours Worked for Hourly Employees Form 

TEXAS TECH 
REPORT OF HOURS WORKED FOR HOURLY EMPLOYEES 
WEEK 1 BEGIN DATE 06/07/1998 WEEK 2 BEGIN DATE 06/14/1998 

SOCSECf 

NAME(L.F.U) 

RATE ACCOUNT NUMBER 

JOB CLASS CODE 

TITLE 

WEEK 1 DATES 

06/07/1998 

06/08/1998 

06/09/1998 

06/10/1998 

06/11/1998 

06/12/1998 

06/13/1998 

SUN 

MON 

TUES 

WED 

THUR 

FRI 

SAT 

W O R K E D 

WEEK 1 HOURS 

HOURS WORKED 
AaOCATION 

WORKED 
40OR LESS 

SICK 

LEAVE 
VAC 

LEAVE 

HOLIDAY 

LEAVE 
FUNERAL 
LEAVE 

JURY 

LEAVE 
;tutERGENC\ 

LEAVE 

MILITARY 

LEAVE 

02 03 04 05 06 07 08 

WORKED 
OVER 40 

• Whan vie WEEK 1 nours acajauy wrorKoo a'« 40 or « m antsr IHOM hourt r> box 00 
Boi 01 should be leR Mank 

- When r e WEEK 1 Hour) acbaUy worked are over 40. enter '40 n txn 00 
Enter v>e actual hours workeo over 40 n box 01 

TOTAL HOURS 
TO BE PAID 

WEEK 2 DATES 

06/14/1998 

06/15^998 J 

06/16/1998 

06/17/1998 

06/18/1998 

06/19/1998 

06/20/1998 

SUN 

MON 

TUES 

WED 

THUR 

FRI 

SAT 

W O R K E D 

WEEK 2 HOURS 

HOURS WORKED 
ALLOCATION 

00 
WORKED 

40 OH LESS 

01 

SICK 

LEAVE 

VAC 

LEAVE 

HOLIDAY 

LEAVE 
FUNERAL 

LEAVE 

JURY 

LEAVE 
EMERGENCE 

LEAVE 

MILITARY 

LEAVE 

02 03 04 05 06 07 08 

WORKED 
OVER 40 

- When r e WEEK 2 hour^ actiiaiiy worKed are 40 or less, enter tKwe hour) n box 00 
Box 01 should be ten blank 

- When r e WEEK 2 Hourv aclual)y worked are over 40. enter '40* n box 00 
Enter r e adial hours worked over 40 n box 01 

TOTAL HOURS 
TO BE PAID 

I acknowledge r e pavfWl'wTw reported (»i r is torm a tnje and conBCt The eftort reported represents a reasonabteewntete 0» iny eOort tor reDenodttocounlfiOcateoaodrn 
aung w<Vi OVter? urnier r e above socal aacurRy rHjmber relaw to my total etlort 

Si^iaiLtre ot Emptoyee 

1 cen*v r e hours reported on r is torm are true and correct lo r e besi ot rriy knowteOpe and r e nformaiion concemtig work bines and absence a n accordar>ce wiT Texas Tech 

pohcv 
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c.5.1.3.5.4 College Work Study Hourly Payroll Cover Sheet Form 

Due in CWSP Omoe 0 6 ^ M n > 9 8 > 3 0 A M 
Attn 

Phone 

Loeebcn 

Coltege Work Study Coorriir«tor 
742-3721 
312 West Hell 

FOR OFFICE USE ONLY 

TEXAS TECH 
COLLEGE WORK STUDY HOURLY PAYROLL COVER SHEET 

Week 1 Begin Date-05/24/1998 Week 2 Begin Date 05/31/1998 

Account Numbar: 

Account Nam«: UNIVERSITY THEATER PRODUCTIONS 

THEATRE AND DANCE 

S«rial Numbsr: 

Authorizvd Signers: 

Report of Hours Worked torms mutt be grouped by account and eaoh group attached to an Hourly Payroll Cover Sheet reporting summary totals Report of Hours 
Worked forms will not be accepted In the Payroll Department without a Cover Sheet Each Cover Sheet must Include Report ol Hours Worked forms with only one 
account number. If preprinted account number is changed on a Report of Hours Worked form, that form must be removed and submitted with a Cover Sheet bearing the 
appropriate account number If time Is submitted for an earlier work week, that Report of Hours Worked may t>e submitted under the same Cover, but the correct week 
begin dates must be deariy Indicated on the Report of Hours Worked form Reporting hours under an incorrect week may result in the accrual of an overtime liability 

Complete the Cover Sheet by totaling each type of time reported on the group of Reports of Hours Worked. If totals are reported Incorrectly, they will have to be corrected 
m the Payroll Department BY THE SUBMITTING DEPARTMENT 

Flit tn totals below tor each kind of hours reported on the attached Report o( Hours Worked forms. Rll In Total Rates to Include the rate from each Report of Hours Worked 
form submitted with this cover sheet 

Total 

HrsWofkad 

ToUl 

Raiei 

Pleaae double check grouping and totaling before tubmltttng. 

I hereby certify that thFS psyrefl m pj»t, due, ccrect, and unpaW The persons lubmrtted for payment have oorTi>6ed wWt ail sUtutofy or other requirements oovenng the peymeni of thu elaim and the provisions of (h* 

A(«nx>rtation Act (if eppltoable) and are eligfcle to reeerve th« oorTf>ens*bon 

Preoered by AooounI Manager Signature 
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C.5.L3.5.5 College Work Study Hourly Appointment Information Sheet Form 

TEXAS TECH 
COLLEGE WORK STUDY HOURLY APPOINTMENT INFORNIATION FOR EMPLOYEES NOT PAID 

Weei- 1 Begin Date 05/24'1998 Week 2 Begin Date 05/31/1998 

Account Number ^ Serial Number 

Listed below are the active houriy appomtments on this account tor which payments were not made on the bi-weekly payroll dated 
05 20'199e Pre-pnnted Report ot Hours Worked torms were not produced tor inese appointments A white Report of Hour$ Worked 
torm must be completed if any of these employees are to be paid 

INSTRUCTIONS: Highlighi employees who are being paid in this batch Rates and hours for the employees on this list who are being 
paid should be included in the totals on the Houriy Payroll Cover Sheet A PAF is required to separate an employee from your 
(JepartmenT and remove ttwm from this list. 

CHANGES THAT MAY BE MADE IF A PAF (Personnel Action Form) HAS BEEN SUBMITTED. (1) Rate or [ob class code changes 
may be indicated on this list and the corresponding rate or job class code entered on the Report of Hours Worked torm It an 
employee has more than one rate or job class code in effect during the pay period, hours must be reported separately on Report of 
Hours Worked forms which correspond to the correct rate and/or date Do not combine hours tor drtterent rates or job class codes on 
one Report of Hours WorKed form Each separate Report of Hours Worked form snould be listed t>elow and the rate added to the Total 
Rates 

Job Name SSN Appt Appt 
Class Begin End 
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c.5.1.3.5.6 College Work Study Report of Hours Worked Form 

***************** T ' C y A Q 'TC.r^LJ ***************** 

OFFICE OF STUDENT FINANCIAL AID 
COLLEGE WORK STUDY REPORT OF HOURS WORKED 

Week 1 Begin Date 05/24/1998 Week 2 Begin Date 05/31/1998 

PAYROLL FOR THIS PERIOD IS DUE IN COLLEGE WORK STUDY OFFICE BY 06/08/1998 6 30AM 

SOCSEC« 

NAME (L.FJd) 

RATE ACCOUNT NUMBER 

JOB CLASS CODE 

DEPARTMENT NAME TTTLE 

WEEK1 
DATE 

05/24/1998 

05/25/1998 

05/26/1998 

05/27/1998 

05/28/1998 

05/29/1998 

05/30/1998 

TIME 
IN 

SUN 

M O N 

TUES 

W E D 

T H U R 

FRI 

SAT 

AM 

PM 

AM 

PM 

AM 

PM 

AM 

PM 

AM 

PM 

AM 

PM 

AM 

PM 

TIME 
OUT 

TOTAL 
HOURS 

TOTAL 
HOURS 
WORKED 

WEEK 2 
DATE 

0 5 0 1 / 1 9 9 8 

06/01/1998 

06/02AI998 

06/D3/1998 

06/04/1998 

06/05/1998 

06/06/1998 

TIME 
IN 

SUN 

MON 

TUES 

WED 

THUR 

FRI 

SAT 

AM 

PM 

AM 

PM 

AM 

PM 

AM 

PM 

/kM 

PM 

AM 

PM 

AM 

PM 

TIME 
OUT 

TOTAL 
HOURS 

TOTAL 
HOURS 
WORKED 

Any hours worked over *0 in « w^ must be reporM direo<y to Psyrt* using • reguisf Report of Hours Wort«d torm fof hourly ernployMs end Houriy 

Payroll Cover Sheet 

I aoknowledge the payroll Sme rsported on thts torm Is true and oorred 

Signature of Employee 

( oer«ty the hours reported on this tonn sr* true srKJ oormal to th . best of my knowledge .nd the intom«Son eonoemlng work times snd sbsenoe >• In 

•ooordenoe wtth Texas Tech po4tey 

Signature of 6up«n/i«of 
Signature of Aooount Manager 

Trtte of Supervisor 
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c.5.1.3.6 Policies Governing the Use of Accounts 

The Theatre and Dance Department maintains multiple accounts for its various 

activities. The Theatre and Dance Department uses the state appropriated fund for the 

operating of the Theatre and Dance Department for its educational mission. 

The Departmental Chairperson, along with the Director of Theatre, will manage these, 

and other accoimts the Department may establish from time to time, in accordance with the 

applicable University procedures. The Director of Theatre has signature authority on 

production accounts only. 
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C.5.2 Promotion/Publications Operations 

C.5.2.1 News Releases 

The Promotion Director prepares news releases to promote University Theatre and 

Lab Theatre productions and events. The Promotion Director plans the topics of news 

stories at the beginning of the each promotion campaign. Topics usually covered are 

auditions, ticket announcements, and information about the production and University 

Theatre news. S/he will make news release assigmnents to Promotion Team members. 

Releases are usually sent to the UNIVERSITY DAILY, the LUBBOCK AVALANCHE-

JOURNAL, hometown newspapers of cast members when appropriate, and other 

Lubbock, campus and regional publications when appropriate. All information should be 

factually correct and carefully written. Extreme care must be taken to meet publication 

deadlines. At times, the Promotion Director may wish to arrange interviews with reporters 

to cover extremely important or unique topics. 
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C.5.2.2 Public Service Announcements 

The Promotion Director sends Public Service Announcements to local radio and 

television stations to help promote University Theatre and Lab Theatre events. P.S.A.'s 

are written in fifteen second and thirty second formats and faxed to radio and TV media in 

the region for inclusion in their commimity calendar. S/he may wish to produce TV and 

radio P.S.A. spots for a fee at a television or radio station. TV and radio stations usually 

run produced P.S.A. spots more frequently when advertising time is purchased. 
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C.5.2.3 Media Relations and Publicity Appearances 

The Promotion Director should cultivate positive relationships with the local media 

(television stations, radio stations, newspapers) and local service/social organizations (Lions 

Club, Chamber of Commerce). S/he should seek opportunities for interviews with the 

media and appearances on talk-shows and at meetings to promote University Theatre and 

Lab Theatre productions and events. 

The Promotion Director arranges for public service interviews on all TV stations who 

are required by the F.C.C. to broadcast a minimum number of public service minutes. 

These interview should be scheduled at least four to six weeks before each production to 

air the week before the show opens. 
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C.5.2.4 Brochures, Flyers and Other Printed Materials 

The Promotion Director may choose to prepare brochures, flyers, announcements and 

other printed materials to promote University Theatre and Lab Theatre productions and 

events. S/he is responsible for planning, designing and distributing these materials in 

consultation with the Director of Front-of-House Operations, Audience Relations 

Specialist, and the Director of Theatre. Materials will be designed to project a consistent 

image of the highest possible quality in coordination with the season Promotion Campaign. 

The Promotion Director may choose either to have a Graphic Artist design materials, or 

may design materials using a computer publishing program. Primarily, these promotional 

materials will be designed to be sent through the mail. 
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c.5.2.5 Posters 

The Promotion Director (in consultation with the Director of Theatre, Director of 

Front-of-House Operations, and the Audience Relations Specialist) will design posters for 

University Theatre and Lab Theatre productions that project a consistent image of the 

highest possible quality in coordination with the season Promotion Campaign. The 

Promotion Director may choose to either have a Graphic Artist design posters, or may 

design materials using a computer publishing program. 

University regulations require posters to be no larger than 18 x 24 inches. All posters 

displayed on campus must be approved by the Student Organization's Office in the 

University Center. A list of distribution points on campus can be obtained from the 

Student Organization's Ofi&ce. 

Posters should be posted two weeks in advance in designated areas around the 

campus and in the city by the House Management Practicum Students. The House 

Management Practicum Students who distribute posters ofif-campus are required to 

submit to the Promotion's Office a list of ofif-campus distribution sights. This list is 

maintained and re-evaluated annually. 
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c.5.2.6 Publicity Photo Call 

The Promotion Director will schedule a publicity photo call for each University 

Theatre and Lab Theatre production. Photo calls are usually scheduled with the 

LUBBOCK AVALANCHE-JOURNAL (contact the Entertainment Editor), the 

UNIVERSITY DAILY (contact Lifestyles Editor), LUBBOCK MAGAZINE, and the 

CAPROCK SUN. It is reconmiended that the Mainstage production photo calls be 

scheduled on Tuesday evening sixteen days before opening night. It is recommended that 

the Lab Theatre production photo calls be scheduled on Tuesday evening twelve days 

before opening night. This schedule would allow the newspapers to run photos for a 

production the weekend before it opens for maximum publicity. 

The Promotion Director will supply photo call instructions and forms for each 

Director. The Director will select the action shots and Actors necessary for each photo. 

Actors must be in costumes and makeup for photo call. It is the Director/Stage Manager's 

responsibility to coordinate with the Designers for appropriate costumes, props, lighting, 

etc. 

The Promotion Director will assign a member of the Promotion Team to be present 

and available to assist each photo call. 
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c.5.2.7 Mailing Lists 

Direct mailings have proven to be an effective way of contacting the theatre's 

audience. The University Theatre has developed a concise mailing list of its patrons. The 

patron list is stored in the TicketMaker patron database. The Promotion Director will ask 

the Box Office Manager to save the TicketMaker patron list to a disk or in list format 

(which could be used for telephone sales campaigns). The Promotion Director maintains a 

mailing list, using this disk, in a separate computer program which allows him or her to 

filter smaller mailing lists for the alumni newsletters, postcard mailings, program 

subscribers, etc. 

As part of audience development, the Promotion Director actively seeks to increase 

mailing lists with targeted active arts patrons. The Promotion Director seeks to acquire the 

names and addresses from other arts organizations, including but not limited to the Night 

life Series at the University Center, Lubbock Community Theatre, the Texas Tech Music 

and Art Departments, Lubbock Symphony, and Lubbock Ballet. These lists are kept by 

the Health Sciences Center Printing and Related Specialist and Mailing Services. 

176 



c.5.2.7.1 Changes in the Patron Mailing Lists 

The University Theatre should continuously update its patron mailing list. This is a 

very simple procedure, since the mailing list data is stored in the TicketMaker ticket selling 

program. Each time a Ticket Agent makes a sale, s/he should automatically add the name 

to the patron database or update the patron's account information. If the Ticket Agent is 

unusually busy (for example, before performance begins), this procedure may be skipped. 
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c.5.2.8 Bulk Mailings 

The Promotion Director should ask the Box Office Manager to save to disk a current 

patron list before each mailing. Materials designed for Bulk Mail can be printed with a 

Bulk Mail Permit. 

By using the Health Sciences Center mailing service, mailing lists are either E-mailed 

or manually delivered on disk to them. The Health Sciences Center mailing services 

maintains these lists and corrects them to correct postal regulations for bulk mail and 

purges the lists for duplicates. The Health Sciences Center then generates mailing labels 

and places them on all University and Lab Theatre bulk mailings. 
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c.5.3 House Operations 

C.5.3.1 Duties of the House Manager 

The House Manager is responsible for the comfort and care of the audience so it may 

derive maximum pleasure from the theatre-going experience. Specifically, s/he is 

responsible for the auditorium, lobby, haUs, restrooms, and entrance to building. In short, 

s/he is responsible for all areas which an audience uses except the Box Office. The House 

Manager will direct and supervise the House Crew in their activities. 

The following procedures will serve as a guide. Please be aware that certain 

procedures pertain only to the University Theatre or Lab Theatre as noted. 

Prior to the Final Dress Rehearsal 

1. Become familiar with the House Manager's duties and responsibilities. Ask the 

House Supervisor about questions or any variance from the standard procedure. 

2. Meet with the House Supervisor for instructions on special considerations such as 

Actor entrances from the house, seating late arriving audience members, etc. 

At the Final Dress Rehearsal 

1. Conduct a training meeting with the House Crew. The House Supervisor should 

attend this meeting also. 

a. Explain House policies and procedures, and expected behavior and duties of 

House personnel. 

b. Explain the seat numbering system. 

1) UNIVERSITY THEATRE. The letters "A" through "N" (with 

'T' omitted) from front to back designate the rows. Seats are numbered 

from right to left. 
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2) LAB THEATRE. Seating is in three sections, "A" (north side), 

"B"(center, west side) and "C"(south side). In each section, letters "A" 

through "D" designate rows. Seats are numbered from left to right, 

c. Explain the ticket system to aU personnel. 

1) Each ticket has an area in which the seat location (row and seat number) 

is printed. 

2) UNIVERSITY THEATRE. To reach their seats most conveniently, 

patrons with Seats 1-15 should enter house RIGHT and patrons with 

Seats 16-35 should enter house LEFT. 

3) Tickets look the same for each performance; therefore. Ticket Takers 

should check the date carefully. 

2. Rehearse those duties listed below which can practically be rehearsed, such as 

starting the performance. 

At the Performance 

1. Preparing the House. 

Prepare the house no later than thirty minutes before the scheduled curtain time. 

a. Turn on the following lights: 

1) UNIVERSITY THEATRE 

(a) Outside light by the south door to the building 

(b) Outside light by the east Green Room 

(c) Overhead lights in the lobby and the lobby display lights 

(d) Floor lights in the areas on each side of the theatre 

2) LAB THEATRE 

(a) Outside light doorway entrance 

(b) Overhead lights in lobby and by restrooms 

(c) House lights (two switches in the booth control these lights) 
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b. Turn off the overhead light in the passageway between the Green Room and 

the theatre. 

c. Unlock the following doors as appropriate. (Get key from House Manager's 

Office.) 

1) UNIVERSITY THEATRE 

(a) Unlock the outside doors to the lobby 

(b) Unlock door at the south emergency/Handicap entrance and make 

sure the exit is cleared 

2) LAB THEATRE 

(a) Unlock the entrance door 

(b) Unlock the outside door at the south entrance to the Lab Theatre 

d. Close the following doors in the UNIVERSITY THEATRE. 

1) Doors between the south entiy and the theatre 

2) Both sets of doors between the Green Room and the theatre 

e. Pull back (open) the draperies at the entrances to the theatre. 

f. Tidy the lobby and place urns for ashes in a convenient area outside on the 

front porch. 

g. Tidy the theatre and the bathrooms. 

h. Place all the auditorium seats in the down position. 

i. Place the ticket stub containers inside the doorways at the entrances to the 

theatre, 

j . Prepare the programs for the production. 

1) UNIVERSITY THEATRE: prepare 400 per night 

2) LAB THEATRE: prepare 101 per night 

k. Place any program inserts in the programs. 

1. The telephone for emergency use is in the House Manager's office (for LAB 

THEATRE use the Lab Theatre Box Office). 
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m. Review the seat numbering system with all personnel. 

n. Review the ticket system with all personnel. 

o. Assign specific tasks to House Crew, and review duties with all personnel. 

2. Opening the House. 

a. Open the house no later than thirty minutes before the scheduled curtain time. 

Check with the Stage Manager to make sure s/he is ready to open the house. 

Do not open the house without the Stage Manager's approval. 

b. Opens the doors to the theatre and instruct Ushers, Ticket Takers, and 

Doormen to take their positions. (Keep the theatre doors closed until this time. 

Do not allow patrons to enter the theatre.) 

3. Starting the Performance. 

a. Two minutes before curtain, flash the lobby lights, ring the bell in the lobby 

and make the following announcement: 

LADIES AND GENTLEMEN, PLEASE TAKE YOUR SEATS. 

THE PERFORMANCE WILL BEGIN IN TWO MINUTES. 

b. Call the Stage Manager on the intercom. Inform him or her the house is being 

closed. 

c. Close the house. Performances will begin at the scheduled time. In the LAB 

THEATRE, give the Stage Manager a visual cue to begin the performance. 

d. Signal to the Ticket Takers to close the theatre doors and pull the curtains shut. 

e. Inform the Stage Manager that the house is closed and the performance may 

begin. 

f. Shut ofiF overhead lobby lights. 

g. UNIVERSITY THEATRE. After an act has begun, do not seat 

patrons in their actual seats. Quietly take patrons to vacant aisle seats at the 

back of the theatre. Ushers may seat these patrons in their actual seats during 

intermission. 
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LAB THEATRE. After an act has begun, patrons may be seated only with 

the Director's approval, 

h. House Manager should remain in the lobby at all times during the 

performance. 

Intermission. 

a. Open inside curtains and theatre doors. 

b. Turn on overhead lobby lights. 

c. With two minutes remaining in the intermission time, signal (as above) that the 

performance is about to resume. 

d. Repeat the procedures (above) for starting the performance and closing the 

house. 

At the Conclusion of the Perfomiance. 

a. Open the curtains, open the doors to the theatre, and prop open the lobby 

doors leading outside. 

b. All House Staff will take positions at the theatre and lobby doors to thank the 

patrons for coming to the performance. 

c. When the house is clear of all patrons, put all seats in the theatre in the "up" 

position. Pick up any discarded programs, litter and lost-and-found items. 

Turn in unused programs and lost and found items to the House Manager's 

office. 

e. Restore the lobby, theatre, bathrooms, and front porch to a neat appearance. 

f. Take the pennants down from the flag poles and hang them up in the House 

Manager's office. 

g. Collect flashlights from crew and sign them out. 

h. Clear the theatre and lobby of all patrons, turn off all lights in the lobby, 

restrooms, porch and theatre, and secure the House Manager's office. (The 

Stage Manager is responsible for locking all doors after the performance.) 
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Miscellaneous Considerations. 

a. The House Manager should see that there is no unnecessary noise or 

disturbance in the theatre or lobby while the performance is in progress. 

b. The House Manager should check the temperature and ventilation of the 

theatre during the performance and report necessary adjustments to the House 

Supervisor. In emergencies (for example, if the air conditioner goes out) 

contact Emergency Maintenance at 742-3301 and report the problem. (Refer 

to Section A.2.8 "Building Repairs and Maintenance Procedures.") 

c. The House Manager and House Crew should always be alert to the needs of 

the audience. Be prepared to offer any services that patron may require 

(directing patrons to the telephone in the Lab Theatre lobby, calling taxicabs, 

summoning emergency personnel, etc). If a patron is injured or becomes ill 

during the performance, the House Manager should administer such first aid as 

qualified to give, call 9-911, and notify the Director of Theatre at his or her 

home or office. 

d. Ask patrons with paging devices to leave them with the House Manager during 

the performance. The House Manager will contact the patron if the pager 

goes ofif during the performance. 

e. Mark any lost-and-found items with the row and seat number where they were 

found. Turn in all lost-and-found items to the House Manager. The House 

Manager will turn them in to the Departmental Secretary the following day. 

f. After taking all tickets from patrons, the House Manager will count the ticket 

stubs and record attendance figures on the "House Report" form. Discard 

stubs after counting them. 

g. Twenty-five copies of the production's program should be given to the 

Director of Front-of-House Operations at the conclusion of the final 

performance. 
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7. Refreshments/Concessions 

The Director of Theatre and Director of Front-of-House Operations may allow 

refreshments or concessions to be provided for the patrons during the intermissions. 

In doing so, they would provide a service for the theatre patrons and enhance the 

public relations of the University Theatre. Those providing refreshments will be 

responsible for ordering supplies, staffing, setting up, and cleaning up the 

refreshment area each performance. Do not set up the refreshment area in the 

lobby; use only the front porch area. 
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c.5.3.2 Duties of the House Crew 

The following procedures and duties should serve as a guide. In addition to the 

specific duties listed below, the House Crew will assist the House Manager in completing 

the duties listed in Section C. 5.3.1 "Duties of the House Manager." 

Doormen 

1. As soon as patrons begin arriving. Doormen take their posts in the lobby by the two 

entrances so they may greet patrons and direct them to the most convenient entrance 

into the theatre. 

2. At the conclusion of the performance, open the doors leading outside. AU House 

Staff will take positions at the theatre and lobby doors to thank the patrons for coming 

to the performance. 

Ticket Takers 

1. As soon as the House Manager opens the house. Ticket Takers take their posts at each 

entrance to the theatre. 

2. Prop open the theatre doors. 

3. As patrons arrive ask for their tickets and check for correct date, time and 

performance. 

4. Tear ofif the house stub portion of the ticket and return the half printed with the 

production name and seat number to the patron. Place the house stub in the stub 

container. 

5. Inform the patron that an Usher will direct him or her to his or her seat. Greet the 

patron by saying: 

"WELCOME TO THE UNIVERSITY THEATRE (or LAB THEATRE). 

I HOPE YOU ENJOY THE PERFORMANCE." 
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6. Upon signal from the House Manager, close the lobby doors and draperies. (Repeat 

this at the end of each intermission.) 

7. At the beginning of each intermission and at the end of the performance, pull back the 

draperies and open the doors after the house lights have been brought up. 

8. Ticket Takers remain on duty inside the doorway for the first fifteen minutes of the 

performance. After that time, they may stand at the back of the house out of view of 

the audience to watch the performance; however, they must remain alert to any 

persons who may enter late. 

9. Turn in all stubs to the House Manager. 

10. During intermissions, Ticket Takers remain at their stations and check that patrons do 

not take lighted cigars or cigarettes, drinks, and food into the theatre. 

11. At the conclusion of the performance, all House Staff will take positions at the theatre 

and lobby doors to thank the patrons for coming to the performance. 

Ushers 

1. As soon as the house is opened, Ushers are posted on each side of the house 

entrances. 

2. As each patron arrives, check his or her ticket (make sure it has been taken by the 

Ticket Taker), hand the patron a program and assist the patron to his or her seat. 

3. Patrons are not allowed backstage before the performance. Ushers may take any 

flowers or gifts backstage. 

4. Ushers remain on duty inside the doorway for the first 15 minutes of the performance 

to assist latecomers. After that time, they may stand at the back of the house or may 

take an aisle seat, but must remain alert to assist patrons if they must leave the theatre 

during the performance. 

5. During intermissions, Ushers remain at their stations to check that patrons do not take 

lighted cigars or cigarettes, drinks, food, or paging devices into the theatre. If 
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necessary. Ushers escort patrons to the pay phone and additional restrooms in the Lab 

Theatre Lobby. 

6. Return unused programs to the House Manager's office. 

7. Take down the pennants flying outside the University Theatre after the final 

intermission has ended. 

8. At the conclusion of the performance, all House Staff will take positions at the theatre 

and lobby doors to thank patrons for coming to the performance. 
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c.5.3.3 Seating Late Arrivals 

In the University Theatre, patrons may be seated in vacant aisle seats at the back of 

theatre. Patrons may be seated in their original seats during the next intermission. In the 

Lab Theatre, seating of late-arriving patrons is up to the discretion of the Director. (Refer 

to Section C.5.1.1.12) 
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c.5.3.4 House Report 

The House Supervisor will maintain attendance records for each Universit> Theatre or 

Lab Theatre performance during the season. During each performance, the House 

Manager wiU complete the "House Report" form (refer to Section C.5.3.4.1 "House 

Report Form"). The House Manager is responsible for completing the form with the 

cooperation of the Ticket Agent on duty. At the conclusion of the run of a production, the 

House Supervisor will submit all reports to the Audience Relations Specialist who will 

summarized the season's attendance statistics and keep a file of the reports. 
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c.5.3.4.1 House Report Form 

• THEATRE ARTS DEPARTMENT • P.O. BOX 4 2 0 6 1 • LUBBOCK. TX 7 9 4 0 9 • 

I NAME OF PLAY: 

PERFORMANCE DATE: PERFORMANCE TIME. 

MAINSTAGE OR LAB THEATRE 
(CIRLCE ONE) 

HOUSE M A N A G E R : TIME IN 

Box OFFICE TICKET AGENT: 

USHERS: 

T IME IN 

I TIME IN 

T IME OUT 

TIME OUT 

TIME OUT 

A T T E N D A N C E P E R S T U B S I T I C K E T S SOLD I STUDENT RUSH C O M P HOUSE O C C U P A N C Y % 

TICKET ERRORS? (EXPLAIN) 

PROBLEMS ENCOUNTERED: 

RECOMMENDED SOLUTION TAKEN: 

MAINTENANCE AND BUILDING NEEDS 

AREA OF P R O B L E M DESCRIPTION OF PROBLEM 

HOUSE R E P O R T R L L E D OUT BY: 
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c.5.3.5 Opening Night Receptions 

After the first performance of each University and Lab Theatre production, all 

audience members and the cast and crews are welcomed to the Green Room for an 

opening night celebration. This event is planned and organized by the House Supervisor. 

The House Crew is responsible for assisting the House Supervisor and/or House Manager 

in the set-up and clean-up of the reception. 
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c.5.3.6 Programs 

The University Theatre prints programs to enhance the audience's enjoyment of the 

performance, to acknowledge cast, crews, and production staff for their work, and to 

disseminate information about production personnel and upcoming University Theatre 

events. The Director of Theatre, Director of Front-of-House Operations, Audience 

Relations Specialist, Publications Director, and the Promotion Director will cooperate in 

the program design to assure design consistency and quality of the University Theatre 

image. The Publications Director must establish specific deadlines for program copy to 

insure that the program will be ready for the production. The Publications Director will 

need to get program copy from the Stage Manager and/or the Director, Head of Design, 

Promotion Director and other sources. The Publications Director is responsible for 

compiling all program copy and submitting it to the printing agent. 

Following the production, twenty-five extra programs are filed with the Promotion 

Director for archival purposes. 
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c.5.3.7 Pennants 

The University Theatre has established a tradition of flying brightly colored flags in 

front of the building on the dates of the Mainstage performances. Pennants should be 

constructed of rip-stop nylon cloth for durability. The pennants are stored in the House 

Manager's Office. The House Manager will coordinate with the House Crew putting up 

and taking down pennants for each production. Pennants go up on the flag poles outside 

the University Theatre east entrance at noon on tiie day of a performance including 

weekends. Ushers take the flags down after the final intermission of the performance is 

over. The House Supervisor may request the help of the Costume Designer for making the 

pennants. 
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D. Design and Technical Operations 

The Design and Technical Operations of tiie University Theatre involve all design and 

design execution activities for University Theatre productions. 
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D.l Organization 

The Head of Design supervises all Design and Technical Operations at tiie University 

Theatre. Four subdivisions exist within the organizational structure of Technical 

Operations: scenery and properties, lights and sound, costumes and makeup. These areas 

are responsible for executing the designs provided for each area by the Designers. Chart 

D. 1 diagrams the organizational structure used to carry out the designs. 
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D.1.1 Head of Design 

The Head of Design is responsible for the design and design execution of aU University 

Theatre and Laboratory Theatre productions. S/he ensures that the aesthetic quality of all visual 

elements are coordinated and unified with other aspects of the productions. S/he also insures that 

the designs can be completed within the capabilities of the faculty, staff, and resources. Through 

consultations with the Director and Designers for each production, s/he should contribute to the 

evolution of the production concept and style of every University Theatre and Lab Theatre 

production. 

As the leader of Technical Operations, the Head of Design supervises and coordinates 

the activities of the designers and technical staff; supervises the budgets for scenery, 

properties, lights, and sound; recommends the appointment of all student designers and 

technical Production Assistants/staff. 

The Departmental Chairperson, upon the recommendation of the Director of Theatre 

staffs this position. The Director of Theatre supervisors the Head of Design. 
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D.1.2 University Theatre Production Team 

The Head of Design will organize the University Theatre Production Team at the 

beginning of each production. Although the Production Team may include other 

members, from time to time, it will always consist of the Director of Theatre, the Head of 

Design, Director, Scene Designer, Lighting Designer, Sound Designer, Costume Designer, 

Makeup Designer, Stage Manager, Technical Director, and Costume Shop Supervisor. 

The Production Team will be responsible to plan and execute all aspects of the production 

under the artistic guidance of the Director. 
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D.l.2.1 Production Team Meetings 

The Stage Manager will establish the number of and agendas for Production Team 

meetings in consultation with the Director of the play. In all meetings, the Production 

Team will follow a collaborative approach to play analysis and production. Each member 

of the team will be expected to contribute in the artistic plans for the production under the 

artistic guidance of the Director. The Stage Manager will normally conduct the meetings. 
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D.l.3 Scene Designer 

The Scene Designer is responsible for designing the production's sets and properties. 

In so doing, s/he must consider the capabilities of the production staff, faculty, and 

resources as well as the limitations of time. His or her work should begin with 

consultations with the Production Team concerning the concept and style of the show. 

S/he is expected to provide artistic input into these deliberations. The Scene Designer is 

responsible for providing: 

1. A rendering and/or a white model or a rendered model of his or her design. 

2. One-half inch floor plan(s). 

3. A one-quarter inch hanging section. 

4. A one-half inch designer's elevations and painter's elevations (where applicable). 

5. Five copies of all drawings. Distribute two copies to the scene shop, one copy 

to the Technical Director, one copy to the Head of Design, and one copy to the 

Director. 

6. A copy of the floor plan and hanging section is distributed to the Lighting 

Designer. 

The Director has final approval of the design(s). Approved designs may not be altered 

except with the agreement of the Director and other production designers, and the approval 

of the Director of Theatre. The Scene Designer is responsible for selecting and approving 

all properties and set decorations with final approval from the Director. S/he is responsible 

for consulting with the Technical Director during construction and is responsible for the 

supervision or execution of painting. The Scene Designer will attend all technical and 

dress rehearsals. During technical and dress rehearsals s/he refines and finalizes the set's 

appearance with final approval from the Director. 

The Scene Designer reports to the Head of Design. 
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D.1.4 lighting Designer 

The Lighting Designer is responsible for designing the production's lighting. In so 

doing, s/he must consider the capabilities of the production staff, faculty, and resources as 

well as the limitations of time. His or her work should begin with consultations with the 

Production Team concerning the concept and style of the show. S/he is expected to 

provide artistic input into these deliberations. The Lighting Designer is responsible for 

providing: 

1. A one-half inch Lighting Plot. 

2. A one-quarter inch Section. 

3. An Instrument Schedule and all appropriate paperwork. 

4. A Gel Cut Sheet. 

5. Rough Cue Sheets. 

Before the hang and focus, the Lighting Designer will view a run-through of the show, 

then consult with the Director and Stage Manager to write the light cues. During the Level 

Set Session, the Lighting Designer, Director, Stage Manager and light board operators will 

set the lighting levels. During technical and dress rehearsals s/he refines the levels and 

finalizes the light cues with final approval from the Director. Approved designs may not be 

altered except with the agreement of the Director and other production designers, and the 

approval of the Director of Theatre. 

The Lighting Designer reports to the Head of Design. 
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D.l.5 Sound Designer 

The Scene Designer is responsible for designing the production's recorded sound 

effects. In so doing, s/he must consider the capabilities of the production staff, faculty, and 

resources as well as the limitations of time. His or her work should begin with 

consultations with the Production Team concerning the concept and style of the show. 

S/he is expected to provide artistic input into these deliberations. The Sound Designer will 

list all sound requirements, procure sound effects and music, and set sound levels with final 

approval from the Director. Approved designs may not be altered except with the 

agreement of the Director and other production designers, and the approval of the Director 

of Theatre. The Sound Designer will provide one copy of the show tape and retain a 

second as a backup. The Sound Designer will attend all technical and dress rehearsals. 

During technical and dress rehearsals s/he refines and finalizes the sound requirements with 

final approval from the Director. 

The Sound Designer reports to the Head of Design. 
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D.1.6 Costume Designer 

The Costume Designer is responsible for designing the production's costumes. Often 

times, the Costume Designer also carries out the responsibilities of the Makeup Designer 

(refer to section D.1.7 Makeup Designer). In so doing, s/he must consider the capabilities 

of the production staff, faculty, and resources as well as the limitations of time. His or her 

work should begin with consultations with the Production Team concerning the concept 

and style of the show. S/he is expected to provide artistic input into these deliberations. 

The Costume Designer prepares sketches and selects fabrics for presentation to the 

Director for discussion. Then the Costume Designer presents swatched renderings of all 

the costumes to the Director for final approval. Approved designs may not be altered 

except with the agreement of the Costume Designer, the Director, and other production 

designers, and the approval of the Director of Theatre. Following approval of the designs, 

the Costume Designer prepares a costume plot and budget chart and then discusses with 

the Costume Shop Supervisor the construction and any special problems of the design. 

The Costume Designer will remain available for consultation during the construction period 

and final rehearsals, and will attend all dress rehearsals. During technical and dress 

rehearsals s/he refines and finalizes the character's appearance with final approval from the 

Director. 

The Production Costume Designer reports to the Head of Design. 
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D.1.7 Makeup Designer 

The Makeup Designer is responsible for designing the production's makeup and 

hairstyle designs. In so doing, s/he must consider the capabilities of the production stafif, 

faculty, and resources as well as the limitations of time. His or her work should begin with 

consultations with the Production Team concerning the concept and style of the show. 

S/he is expected to provide artistic input into these deliberations. Before technical 

rehearsals the Makeup Designer discusses with the Director each character's makeup and 

hair design. S/he prepares a makeup sheet for each character including a design and a 

listing of the makeup necessary to execute the design for final approval from the Director. 

Finally, s/he discusses the makeup and hair design with the Actors and assists executing the 

design. The Makeup Designer will attend aU dress rehearsals. During technical and dress 

rehearsals s/he refines and finalizes the character's appearance with final approval from the 

Director. Approved designs may not be altered except with the agreement of the Director 

and other production designers, and the approval of the Director of Theatre. 

The Makeup Designer reports to the Head of Design. 
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D.l.8 Technical Director 

The Technical Director is a full-time professional staff position hired by the 

Departmental Chairperson, upon the recommendation of the Director of Theatre. The 

Technical Director oversees the production of scenery and properties. S/he will work 

closely with the other designers and the Production Team in the execution of the 

production designs. 

The responsibilities of the Technical Director include supervising the paid technical 

stafif and the production crews, planning and organizing the daily work schedule to meet 

production deadlines, ordering construction, painting, and lighting materials, ordering 

equipment repairs, organizing dry techs and technical rehearsals, and supervising the strike 

after the final performance. The Technical Director is responsible for the maintenance, 

repair, and security of the University and Lab Theatre as well as the Scene shop, Light and 

Sound booths and their storage areas, the Prop construction and storage areas, the 

warehouse/storage area(s), and all shop lighting, sound, and prop equipment. The 

Technical Director will be issued the appropriate keys listed in section A.2.3.1. The 

Technical Director wiU support the SERVICEplus philosophy. 

The Technical Director reports to the Director of Theatre. 
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D.1.9 Technical Production Assistant - Scene Shop 

The Technical Production Assistant is a paid student Production Assistant hired by the 

Departmental Chairperson, upon the recommendation of the Director of Theatre and the 

Technical Director. S/he assists the Technical Director in the operating of the scene shop 

and execution of the production designs. The Technical Production Assistant also helps in 

training and supervising the construction crew in the construction, painting, and set-up of 

the scenery. Technical Production Assistants instruct all crew members in the safe 

operation of all stage equipment and power tools. S/he will make certain that the shop and 

stage areas are cleaned and straightened after each work session. In addition, the Technical 

Production Assistant will assist with the maintenance and security of the scene shop, its 

supplies and equipment. S/he will be issued the appropriate keys listed in section A.2.3.1. 

Finally, s/he is responsible for training the scenery running crew, attending technical and 

dress rehearsals as needed, and supervising the scenery crew at strike. 

The Technical Production Assistant reports to the Technical Director. 
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D. 1.10 Property Master 

The Property Master is traditionally a student Technical Production Assistant hired 

by the Departmental Chairperson, upon the recommendation of the Director of Theatre 

and the Technical Director. S/he assists the Technical Director in the procurement and 

construction of properties. The Property Master trains and supervises the construction 

crew in the execution of their duties. 

The Property Master is responsible for securing rehearsal and performance props 

and set decorations from stock on hand or by constructing, buying or borrowing the items 

upon the approval of the Scene Designer. When borrowing items, the Property Master is 

responsible for the safety and security of the item until it is returned to its owner. 

The Property Master will assist the Technical Director in the maintenance and 

security of property construction and storage areas, and its equipment. S/he will be 

issued the appropriate keys listed in section A.2.3.1. S/he will also be responsible for the 

repair of props in storage. The Property Master will maintain an inventory list of all 

properties and materials. Additional responsibilities include training the property running 

crew, arranging prop tables backstage for the Actors, and attending technical and dress 

rehearsals. After the final performance, s/he will supervise the property strike and return 

all borrowed items within two working days after the production closes. 

The Property Master reports to the Technical Director. S/he will direct requests to 

borrow items to the Technical Director. 
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D.l.11 Master Electrician 

The Master Electrician is a student Technical Production Assistant hired by the 

Departmental Chairperson, upon the recommendation of the Director of Theatre and the 

Technical Director. S/he assists the Production Lighting and Sound Designers in the 

execution of tiieir designs. The same person will serve in both the areas of lighting and 

sound. The Master Electrician trains and supervises stage electricians and audio 

technicians. 

The Master Electrician is responsible to hang, circuit, focus, patch, and gel lights 

according to the Light Designer's lighting plot and instrument schedule. S/he is also 

responsible for recording all sound and preparing rehearsal and production tapes as 

directed by the Sound Designer. Other duties include training the lighting and sound 

running crews, attending technical and dress rehearsals and performances, and 

supervising the lighting and sound strike. 

The Master Electrician will assist the Technical Director with the maintenance, 

repair, and security of all lighting instruments and electrical cables and equipment, the 

Light and Sound Booths, the beam area, all light and sound storage areas, and the gel 

cabinets. S/he will be issued the appropriate keys listed in section A.2.3.1. The Master 

Electrician will maintain an inventory list of all gel, lamps, lighting instruments, records 

and recording supplies. 

The Master Electrician reports to the Technical Director. 
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D.l.12 Paint Charge 

The Paint Charge is a student Production Assistant appointed by the Departmental 

Chairperson, upon the recommendation of the Head of Design and Technical Director. 

The Paint Charge is responsible for the artistic painting of the production under the 

direction of the Scene Designer. S/he also maintains tiie paint area under the supervision 

of the Technical Director. 
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D-L13 Costume Shop Supervisor 

The Costume Shop Supervisor is a full-time professional staff position hired by the 

Departmental Chairperson, upon the recommendation of Director of Theatre and the 

faculty Costume Designer. The Costume Shop Supervisor oversees the construction of the 

costume designs. S/he will work closely with the Costume Designers in the execution of 

the production costume designs. 

The responsibilities of the Costume Shop Supervisor include supervising the 

Costume Shop stafif and the production crews, planning and organizing the costume 

construction calendar and daily work schedules, fabricating patterns, scheduling fittings, 

and ordering construction materials. To assist in these duties, the Costume Shop 

Supervisor will use the Costume Shop Technical Production Assistants and the costume 

construction crew. 

The Costume Shop Supervisor is responsible for the maintenance, repair, and 

security of the Costume Shop, costume inventory, costume storage areas, dressing rooms, 

the makeup room, and its equipment. Additional responsibilities include maintaining an 

inventory of standard construction materials, organizing for dress rehearsals, attending all 

dress rehearsals and supervising the costume strike after the final performance. S/he will 

be issued the appropriate keys listed in section A.2.3.1. The Costume Shop Supervisor will 

support the SERVICEplus philosophy. 

The Costume Shop Supervisor reports to the Costume Designer. 
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D.l. 14 Technical Production Assistant - Costume Shop 

The Costume Shop Technical Production Assistant is a paid student assistant hired by 

the Departmental Chairperson, upon the recommendation of the Costume Designer. S/he 

assists the Costume Shop Supervisor in the execution of his or her duties. The Costume 

Assistant will help in training and supervising the costume construction crew in the 

performance of their duties. S/he will be issued the appropriate keys listed in section 

A.2.3.1. 

His or her responsibilities include providing rehearsal costumes when needed and 

helping maintain the inventory of supplies, patterns and materials used in the Costume 

Shop. S/he will also assist the Costume Designer with maintenance, security and repair of 

the Costume Shop, costume storage areas, dressing rooms, the makeup room, and its 

equipment. 

In addition, the Costume Assistant will train the costume running crew, arrange the 

costumes in the dressing rooms, attend dress rehearsals and performances as needed, help 

supervise the costume strike and clean costumes before returning them to the storage areas. 

The Costume Assistant reports to the Costume Shop Supervisor. 
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D.l.15 Makeup Supervisor 

The Makeup Supervisor is a student Technical Production Assistant hired by the 

Departmental Chairperson, upon the recommendation of the Head of Design. S/he assists 

the Costume and/or Makeup Designer in the execution of his makeup and hair designs. 

His or her responsibilities include maintaining the Makeup Room and the stock of makeup 

and makeup supplies. The Makeup Supervisor will submit requests for makeup supplies to 

the Costume Shop Supervisor. 

For each production s/he wiU schedule makeup calls for cast members, supervise the 

running crew, attend all makeup calls during dress rehearsals and performances, assist the 

Actors with their makeup and hair designs when necessary, and supervise the makeup 

strike after the final performance. 

The Makeup Supervisor reports to the Costume and/or Makeup Designer. 
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D. 1.16 Production Crews 

Production crews are normally composed of students enrolled in Theatre Arts 1101, 

1102, 1103, 2303, 3100, 3101, 3102, 3103, 3104, 3303, 3304, or 3305 and student 

volunteers. The Head of Design and faculty Costume Designer will assign them to crews. 

They are responsible for carrying out the tasks assigned by the Technical Director, Stage 

Manager, Property Master, Master Electrician, Costume Shop Supervisor, or Makeup 

Supervisor, as appropriate. 
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D.2 Policies and Procedures for Technical Operations 

D.2.1 Authorization to Purchase 

The Technical Director or the Costume Shop Supervisor must approve all purchases 

for the technical operations of the University Theatre before the actual purchase is made. 

The Technical Director must approve scenery, property, lighting or sound purchases, and 

the Costume Shop Supervisor must approve costume and makeup purchases. They will 

authorize only technical Production Assistants to make purchases for technical operations. 

In order to make a purchase, the Production Assistant must first make a request for the 

purchase using a "Purchase Request" form. Before completing tiie "Purchase Requisition" 

form, locate a possible source for the item(s) to be purchased and the price. Once 

completed, submit the "Purchase Request" form to either the Technical Director or 

Costume Designer for approval. If approved, submit the request to the Business Manager 

who will process the paperwork. If the purchase is authorized, the Business Manager will 

issue a "Petty Cash Check" for the purchase of the item. On the day of the actual purchase, 

return the receipt and all paperwork to the Technical Director or Costume Shop 

Supervisor. The Technical Director or Costume Shop Supervisor will return all paperwork 

to the Business Manager within 24 hours of receipt. 

The Director of Theatre will be provided a bi-weekly accounting of aU productions 

budgets by the Technical Director, Costume Shop Supervisor, and Business Manager. 
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D.2.2 Borrowing 

On occasion, the University Theatre may need to borrow items for a production which 

it cannot obtain through other sources. Section D.2.2.2. "Procedures for Borrowing" 

explains the University Theatre policies and procedures for borrowing. 
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D.2.2.1 Insurance for Borrowed Items 

The University Theatre will cany an annual insurance policy on borrowed items 

covering them against fire, water and falling-object damage. 
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D.2.2.2 Procedures for Borrowing 

Accurate and permanent records of all items borrowed and returned are necessary so: 

1. The University Theatre can establish responsibility. 

2. The University Theatre will maintain good relations with potential lenders. 

3. The University Theatre can locate items that were borrowed in the past. 

4. The University Theatre will have an accurate record of the value and condition 

of the item borrowed. 

Use the following procedures to borrow any item to be used in connection with any 

University Theatre activity: 

1. Complete an "Authorization to Borrow" form in triplicate (see Section D.2.2.3 

"Authorization to Borrow Form"). Submit forms to the Technical Director or 

Costume Shop Supervisor for approval. Submit forms to the Director of 

Theatre for approval. 

2. Once approved by the Director of Theatre and the Technical Director or 

Costume Shop Supervisor will turn in one signed copy to the Business Manager. 

S/he will retain the original form until the University Theatre returns the item. 

3. The borrower will take the third copy with him or her to the lender as 

authorization to borrow for the University Theatre. Leave this copy with the 

lender for his or her records until the item is returned. 

4. Before returning the item, get the original copy of the form from the Technical 

Director or Costume Shop Supervisor. Take the original copy to the lender to 

sign (as a receipt) when returning the borrowed item. (Borrowed items will be 

returned within 2 working days of the close of the production). 

5. Return the original form to the Technical Director or Costume Shop Supervisor, 

who will submit both copies to tiie Business Manager. 

6. The Business Manager will keep all copies of the form on file for future 

reference. 
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It is especially important (1) that the approval of the Technical Director or Costume 

Shop Supervisor and Director of Theatre be obtained before contacting the lender about 

borrowing an item, and (2) that a record of the item for which the University Theatre is 

responsible be filed with the Business Manager. 

If the issuing of complimentary tickets to the lender is appropriate, the borrower 

should make the necessary arrangements with the Audience Relations Specialist. After the 

Audience Relations Specialist secures approval from the Director of Front-of-House 

Operations, s/he may issue a complimentary ticket pass to be delivered to the lender. 

Normally, the Director of Front-of-House Operations will approve two complimentary 

tickets. Only in exceptional circumstances may the Director of Front-of-House Operations 

increase this number. 

The Technical Director and Costume Shop Supervisor are responsible for submitting 

the appropriate information to the Publications Director to give acknowledgment to the 

lender in the program. 
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D.2.2.3 Authorization to Borrow Form 

BORROWING FORM 
OVv'NER INFORMATION 

LENDER 

ITEM 

BORROW DATE 

DATE NEEDED 

EST VALUE 

RETURNEDBY 

RETURN DATE 

University Theatre 
P.O.Box 42061 

Texas Tech University 
Lubbock, Texas. 79409-2061 

DIfVTHR APPROVAL LfT DES INIT BORROWER 

DESCRIPTION 

RECEIVED BY DATE BORROWER IS AN AUTHORIZED AGENT 
OF TTUT 
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D.2.3 Shop Hours 

The Scene Shop, Property Shop, Light and Sound Areas, and Costume Shop are open 

from 1:00 P.M. until 5:00 P.M. Monday tiirough Friday, and at otiier times as posted on 

the call board. The shops may be open at other times when necessary to complete 

production assignments. The stage is available for use by technical operations when it is 

not in use for classes or rehearsals. 
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D.2.4 Control of Technical Areas 

The Technical Director or an authorized faculty member must be present in the 

University Theatre any time the Scene Shop, Property Shop, or Light and Sound areas are 

in use. The Costume Shop Supervisor or authorized faculty member must be present in 

the theatre when the Costume Shop is in use. Only persons with production or class 

assignments are permitted in these areas. When not in use, these areas will be kept clean, 

and all tools and materials will be stored in their proper place. 

The Dressing Rooms and Makeup Room remain locked except when in use during 

dress rehearsals and performances or for classes. 
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E. Lab Theatre Operations 

The Lab Theatre of Texas Tech University houses the programs in directing, 

playwriting, acting, and management and serves as a classroom laboratory for these 

programs and the scene, costume, and lighting design programs. The Lab Theatre 

produces an annual season of four plays to provide a laboratory for the same programs. 

The Lab Theatre is devoted primarily to student projects. Only under unusual 

circumstances and with the approval of the Director of Theatre and the Theatre and Dance 

Faculty may projects by non-students or faculty be mounted. 
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E l Organi7;itinn 

Organizational Chart E. 1 diagrams the organization of the Lab Theatre operations. 

It demonstrates the communication channels during the production process. 
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DIRECTOR OF THEATRE 

DEPARTMENTAL SECRETARY BUSINESS MANAGER 

LAB THEATRE PRODUCER 

DIRECTOR 

STAGE MANAGER 

DESIGNERS 

ACTORS 

PLAYWRIGHT 

CHART E.l 

Lab Theatre Organization 
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E.2 Lab Theatre Producer 

The Director of Theatre, along with the Director of Front-of-House Operations, will 

appoint a Lab Theatre Producer. Normally the Lab Theatre Producer will be a Teaching 

Assistant who is an advanced student of Theatre Management. The Lab Theatre Producer 

is responsible for coordinating all activities in the Lab Theatre. S/he reports to the Director 

of Theatre. 
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E.2.1 Duties of the Lab Theatre Producer 

Duties of the Lab Theatre Producer include but are not limited to the following: 

1. Assist in the scheduling activities in the Lab Theatre, 

a. Persons wishing to schedule activities in the Lab Theatre space will 

secure a schedule request form from the Lab Theatre Producer (see 

E.2.2 "Lab Theatre Reservation Request" form). 

b. When the schedule request form has been completed and returned to the 

Lab Theatre Producer, s/he will forward the form to the Director of 

Theatre. 

c. When the Director of Theatre has approved the request, the Lab Theatre 

Producer and Departmental Secretary will place the activity on the ofificial 

Lab Theatre Calendar in the Departmental Secretaiy's ofifice. 

2. Schedule and Coordinate meetings of the Production Team. 

3. Design and control the financial budgets for each of the productions in 

cooperation with the Director of Theatre and the Business Manager. 

4. Cooperate with the House Manager in coordinating house matters. 

5. Arrange all printed material such as programs and posters for the production 

in cooperation with the Promotion Director, Publications Director, and 

House Manager. 

6. Establish production deadlines with the Technical Director and Costume 

Shop Supervisor. 

7. Along with the Director of Theatre, arrange rehearsal space and the 

scheduling of technical and dress rehearsals. 

8. Prepare financial reports at the conclusion of the production and file them 

with the Director of Theatre. 

9. Maintain tiie Lab Theatre in its original condition after rehearsals, 

performances, and strike. 
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E.2.2 Lab Theatre Reservation Request Form 

UNIVERSITY THEATRE 
P.O. BOX 4 2 0 6 1 

LUBBOCK, TX 7 9 4 0 9 

PERSON MAKING R E Q U E S T : 

DATE S U B M I T T E D : 

-A 
FACULTY SUPERVISOR P R O D U C T I O N / C L A S S DATE(S) TIME(S) 

ACTIVITY 
(PLEASE CIRCLE ONE) 

REHEARSAL 
MAJOR MTG SHOWCASE 
OTHER 

PERFORMANCE 
CLASS USE 

PLAY READING 
SHOP USE 

C O M M E N T S / S P E C I A L NEEDS: 

L^B TH MGR RECOMMENDATION: APPROVE Y OR N 

UT DESIGNER RECOMMENDATION: APPROVE Y OR N 

! 
1 

I 
I 

1 

DIRECTOR OF THEATRE: APPROVE Y OR N 

ENTERED ON CALENDAR Y DATE: 

' 
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E.3 Eligibility of Lab Theatre Producers 

Producers will be eligible to apply to produce in the Lab Theatre when they have met 

one of the following criteria: 

1. They must be admitted to the Theatre Management program on either the 

Master's or Doctoral level. 

2. They must have produced a successfiil play elsewhere that receives a strong 

recommendation from a Theatre and Dance faculty member. 
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E.4 Director and Play Selection Procedures for the Lab Theatre 

L The Director of Theatre will advertise for potential directors. 

2. Potential directors will submit an "Application to Direcf form (refer to Section 

E.4.1 "Application to Direct Form") along with 3-5 playscripts, a brief synopsis of 

each play, a detailed resume of the Director's relative experience and training, and 

a short statement of approach or concept for each playscript. 

3. If the play submitted is an original script, the following criteria must be met: 

a. The playwright must be willing to use the play production process to 

further develop the script. 

b. All plays must be written in English. 

c. Small-cast musicals with minimum staging requirements must 

include an audio cassette with music. 

d. The play selection committee will give preference (not necessarily in 

this order) to plays written by: 

1) Students of Texas Tech. 

2) Faculty of Texas Tech. 

3) West Texas Playwrights. 

4) Regional playwrights. 

4. The Director of Theatre will recommend a Lab Theatre Season, based on the 

submissions, to the Theatre and Dance faculty for review and approval. 
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E.4.1 Application to Direct Form 

Texas Tech Lab Theatre 
Application to Direct 

Name: 

DfgrM Program: MFA Ph.D. 

Program Track(s| 

MA (circle one) 

Please hsi :i-5 plays m your order of preference ihat you would be imerested in directing 
for the 1998-99 Lab Theatre Season 
On this form you MUST provide: 
I ) The pla\w.riie 
: ) Cast size 
3) Gender breakdown 
On a separate attachment you M I S T provide: 
1) A shon statement of your approach to or concept for the scripts 
2) A brief synopsis of the play 
3) A copy of all scripts submitted 
-t) Anv special technical requirements or requests 
5) Special casting challenges, for example age or ethnic heritage of actors needed 
6) A detailed resume of your relative experience and training 

All directing applicants must attend a mandatory meeting prior to the submission of their 
application These meetings will be announced, when appropnate, at any major/minor or 
organizational meeting, in addition, they will be posted on the callboard 

All scripts will be returned following the final decision of the faculty 

Play Author Cast Size Gender Breakdown 

1 

2 

3 

4 

5 

Will this dirccUng assignment be used as 
MFA Thesis Project 

_Ph D Disscitatjon Project 
_Du'ecting Rcquimncnt for your track 
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E.5 Eligibility of Lab Theatre Directors 

Student Directors will be eligible to apply to direct in the Lab Theatre when they have 

met one of the following criteria: 

1. They have completed ThA 4302 or ThA 5311 at Texas Tech and received 

a grade of "B" or higher. 

2. They have directed a successfiil play elsewhere that receives a strong 

recommendation from a Theatre and Dance faculty member. 

Only in extraordinary circumstances and with the approval of the Director of Theatre 

and the Theatre and Dance faculty may a faculty member become eligible to direct in the 

Lab Theatre. 
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E.6 Lab Theatre Original One-Acts Festival 

During the 1997-1998 and 1998-1999 Lab Theatre seasons, one Lab Theatre 

performance slot has been devoted to a festival of original one-act plays. The One-Act 

Festival is produced under the leadership of a One-Act Festival Producer. The Producer is 

selected by the Director of Theatre in cooperation with the Heads of the Management and 

Playwriting Programs. The Producer is typically a graduate student with expertise in the 

areas of management, directing, and dramaturgy. 

The One-Acts Festival Producer, in cooperation with the Director of Theatre and the 

Heads of the Directing, Management, and Playwriting Programs, selects scripts, Directors, 

and Designers. One-Act Festival Directors and Designers may be undergraduate or 

graduate students with appropriate qualifications. Play selection for the One-Act Festival 

follows the criteria laid out in Section E.4 "Director and Play Selection Procedures for the 

Lab Theatre." Actors are cast in the general casting process at the beginning of the 

semester (see section B.2.1 "Auditions and Casting"). 
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F. Manual of Operations Re\Tsion Form 

REVISIONS FORM 
D A T E R E V I S I O N S U B M I T T E D ^ 

REVISION S U B M I T T E D BY: 

SECTION NUMBER & TITLE NEEDING THE REVISION: 

PLEASE WRITE THE CORRECTIONS TO THE SECTION BELOW: 

SUGGESTIONS FOR ADDITIONAL TOPIC(S) TO BE INCLUDED IN THE MANUAL: 

UNIVERSITY THEATRE 
P.O. Box 42061 

LUBBOCK, TX 7 9 4 0 9 

TEXAS TECH 
UNIVERSITY THEATRE 

234 



PERMISSION TO COPY 

In presenting this thesis in partial fulfillment of the requirements for a 

master's degree at Texas Tech University or Texas Tech University Health Sciences 

Center, I agree that the Library and my major department shall make it freely 

available for research purposes. Permission to copy this thesis for scholarly 

purposes may be granted by the Director of the Library or my major professor. 

It is understood that any copying or publication of this thesis for financial gain 

shall not be allowed without my further written permission and that any user 

may be liable for copyright infringement. 

Agree (Permission is granted.) 

^tiident 's Signature I;[J Date 

Disagree (Permission is not granted.) 

Student's Signature Date 


