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1V. DUBLICITY & SHAMELESS PRDOMOTION

GENERAL

If done well, Promotion (tooting your own horn) and Publicity (using the usual p.r. media) will
get the audience in, the tickets sold and the good will and money rolling in! The Publicity
Coordinator’s responsibility is to advertise and promote the show as much as possible within a
budget and timeline. The first step is to make up a budget and a timeline for all the basic stuft.
Time has a habit of sneaking up and around you. (See Publicity Timeline, Budget and Samples)

Essentially, it’s helpful if all the publicity has a basic theme or tenor about it so that the show will
be recognizable as the weeks roll on. After the first few articles and posters, everything is
basically reminding people to come. So posters, signs, and banner should all have the same
colors and type and if there is one, the same logo. (e.g. dice for Guys and Dolls). Radio and
press releases should promote the main themes, e.g. humor, new play, whatever.

Your best resource is your own imagination. Look for opportunities to promote, e.g. other valley
events like the farmer’s market, July 4th, auctions etc. Look for new and somewhat zany
advertising that doesn’t cost money (e.g. street performing at the Farmer’s Market or ski slopes
or other public venues)

Publicity is divided into Local Publicity (The Valley) and Non-local the rest of Vermont and New
England).

LOCAL PUBLICITY

Outside Signs from the post (our best publicity)
We have

¢ Main sign board

¢ One hanging board for dates (if needed)

¢ Reserve Now ...583-1674

¢ “Show Tonight 8:00” sign that hangs on nights of the show
Hang signs with show name, date and reservation as soon as possible.

For the main sign, we use the white plastic with stick on letters. We have been using Kehoe
Design (now in Stowe) to make the signs. She usually does barter for an ad which helps reduce
the cost. Typically just the title of the show goes on there and maybe a logo. The letters have to
be large enough for drivers to see. If the show is not well known, then maybe the word comedy
or drama or have some musical notes or a heart...etc. It’s helpful the have the outside sign
similar to the posters, but be sure it is legible. It is less expensive if you send her a pdf of exactly
what you want that she can use to make the letters.

If there is no room on the main sign for dates, ask her to make the date sign also.

Leave sign light on for one or two weeks before opening night and for run of show. The cost of
light bulbs is worth the advertising. Be sure the timer for the outside light is set correctly to be on
at dark and off by 10:30 pm.
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The date and reservation signs are hanging near the stairs to the light booth. The Show Tonite
Sign hangs in the back of the ticket booth. There are 7:30 pm and 2 pm signs if you have a
different show time.

Sandwich Boards

The sandwich boards are used only if there is more than one show going on at the same time
and even then, used sparingly. Waitsfield has a no sandwich board signs ordinance. Although
non-profits are exempt, we don’t want to abuse the privilege. Do NOT write directly on the
sandwich board. Use an old outside sign for backing and make a neat sign on paper to cover
and staple to it. Then hang that from sandwich board. There is one sign board that has “This
Weekend” already hanging from the top. Sandwich boards are in the green room. Do not use
the ones that have Craft Fair on it.

The small, heavy, Final Weekend sandwich board should be put up... guesss when!

Banner
This is a lot of trouble and now very expensive. Banners hang next to BankNorth, we haven’t
been doing them because we think we get just as good exposure from our outside sign.

Posters

We have been making posters 8.5 x 11 size since that is easier to find places to put up and we
don’t hog space. The only place that is different is at each of the rest areas on Rte 89. For those
areas (at least the ones between Montpelier and Burlington) make them 11X17.

Poster information should include at least:

¢ The Valley Players Presents (or Proudly Presents or something like that)

¢ Title of the Play

¢ Author

¢ Dates (put all consecutive dates on the poster, not just the first and last dates)

¢ Curtain 8:00 p.m. or whatever. If there’s a matinee: “Curtain: 8 pm except for June 27
matinee only at 2pm”

¢ Valley Players Theater Rte 100 Waitsfield

¢ Advance Paid Reservations: 583-1674; Mad River Valley Chamber of Commerce

¢ Ticket Price

¢ whatever is required by the legal contract from the playbook company. Usually something

like “By Special Arrangement With......” Check with producer for contract.
¢ Director and/or producer (optional)

Where or Where?
Posters should be up 2 1/2 to 3 weeks before opening, depending where they are. About 100
will cover Valley and elsewhere. We have a Poster Distribution list which includes Montpelier
and Burlington. The Montpelier and Burlington places are only suggestions, please don’t waste
too many in Burlington, they just get lost. There are some places in Montpelier.

The cast should help to distribute the posters. Make two copies of the list. Cut up one copy into
areas and attach however many posters it says for each area. Mark the uncut list “MASTER”
and write instructions that anyone taking posters should write their name on this list next to
whatever groups they are taking. Bring the posters and Master list to rehearsal and ask people to
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take and sign up. People feel a little more commitment after signing their names, so you’re more
assured they will go up. Check in with them in one week.

Please remind everyone of “poster etiquette”...Leave the poster area cleaner than you found it.
DO NOT put our posters over someone else’s.

The best time to put up posters is late Sunday or early on Monday. Then there are usually
events that are over that weekend and you can get a good space. Also, carry them around in
your car and put one in your car window where it’s safe! Print more if you need them.

(See Places To Put up Posters List)

Valley Reporter

Give Lisa Loomis at the Valley Reporter your written publicity schedule for the VR telling which
dates you plan to submit information. This includes articles, photos and advertising. Talk with
Lisa to establish the connection and make sure that they can accommodate.

Articles about the production should be into the VR at least by the Friday before the issue you
want it to appear. Expect revisions to your article. A picture with a caption is the best. The VR
generally wants to print something that doesn’t smack of advertising, but is newsworthy too.
Suggest you vary submissions, for example:

Right after auditions:
article about the show and who has been cast and what’s needed for production help. A photo
would be great.

For the five weeks before the show:
.. Article about the production who is working on it

1

2... Picture of production crew or cast in rehearsal with small blurb or picture

3... Article & Picture

4... Picture & Caption about show

5...Preview article by VR staff and picture (To run the Thursday before opening night)

During the show, run one picture or article in between
In all submissions include telephone # reservations & dates of show.

Display Ads
For the Valley Reporter, display ads and classifieds should be in the Friday before the issue you
want. Put display ads in over the two Thursdays before opening night. Do both Stowe and
Valley. Use the poster. Ask poster person to revise to suit size. Or the paper will make the ad
using the poster. Only run more display ads after the show opens depending on the attendance.

MRVTV Our local TV station

Ask Alex Maclay about being interviewed or doing a preview. Go online and send in the
information. Tony will get it on the air.

Waitsfield Telecom

Send them a poster or drop one off and ask them to put the information on their calendar.

WMRW Our local radio station

Give them a call about opportunities to get on the air talking about the show and maybe
reading a bit from it. Early on....
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T-Shirts~Sweatshirts

These have been done for some shows in the past. Sometimes just the poster reprinted. They
are great memorabilia, but if you want to use them for advertising, you want to get them done
as soon as the poster is done. And get commitments from the cast & crew to purchase them.
You can try to sell a few at the show, but be careful you can lose money on them.

Bulk Mail Post Card

This has been a great advertising device. But it has gotten a lot more expensive. Check with the
post office for prices. But, if we are doing more than one show in a short time span, then having
both shows advertise is a real money saver. Supposed to allow 2 weeks for cheap bulk, but in
the Valley it’s usually out within two days. Mail it about 22 weeks before the show opens. Bring
the cards to each post office in the Valley starting with Waitsfield. This will get it out faster. Also
consider putting “Bring this card for $1 off”

Preparing the bulk mailing:
Check with the post office about any changes in Bulk Mail policies. You must mail from
Waitsfield Post Office. If you have any questions ask Post Office staff.

1. Send to Postal Patron (everyone). Check the actual count with each post office. And bring a
prototype to the post office for someone to ok for bulk mail. This is just in case. It would not be
good if you printed all of them incorrectly!

The count changes every year. Bring in the whole thing to the Waitsfield Post Office to be
processed initially. Tell them you want to deliver the others to Warren and Moretown. You will
save bucks! Here are sample numbers so you can do some estimated pricing

Post Office Rural Rte Box Holder
Warren 350 300
Waitsfield 435 870
Moretown 350 136
Totals for towns 1135 1306
2,441

2. Get stuff printed (Jennifer has format). On side for addresses you must have:
¢ the VP bulk rate stamp with Carrier Rte Sort on stamp (Jennifer has)
¢ Valley Players return address
¢ Postal Patron

3. Bundle them according to town list above. Mark them by number of pieces and name of
town.

4. Fill out the bulk rate form that you need from the Post Office. (They will help you)

5. When you go to the post office, be sure we get the low rate on all but Moretown Box Holder.
Sometimes the post office figures it out wrong. As a non-profit, we should get the lowest rate.

6. Bring it all to the Waitsfield post office with a check you’ll have to get from Treasurer unless
you want to front the money.
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Tent Cards at restaurants.

Make about 150 tent cards for the restaurants and inns. There is a list, but numbers need to be
added. Ask Jennifer for the format and talk to Ruth Ann, Sharon and Betty Maguire about
numbers and which places. These usually will have $1 off.

Business Cards
Give some to the cast and crew and put small stacks in places that can’t handle the larger poster
or post cards.

Dress Rehearsal

Have a dress rehearsal event and invite the Seniors, Advertisers, cast & crew family. Typically
we have had a Dessert & Sneak Preview Party for the first show of the season. Advertisers are
mailed invitations.

Gimmicks....
These are things that have worked in the past, but not used every time.

¢ Hold opening night event: dessert and coffee, dinner. The crowd will tell others. Suggest
you have someone whose responsibility it is to organize this night.

¢ Discount tickets with the bulk mail card. If you do a bulk, encourage people to come by
offering a discount if they bring in the card.

¢ Check the calendar listings for other events. Be sure you have posters at that event and/or
people to talk about it. e.g. Rotary wants donations. We have given them tickets in the
past to auction off (see example)

¢ Hang flags outside the theater.

¢ Dinner Theater..Give a discount to those who bring in a chit from a restaurant.
Sometimes restaurants give discounts to playgoers. The tent card usually has a $1 off if
you mention this show.

¢ Find out what other shows are going up in Central VT and see if they will swap playbill
ads. We can advertise their show in our playbill.

¢ Ask a restaurant to share or sponsor advertising. You could share cost or maybe it’s a
gimmick for the business.

¢ Do “Street Theater” find opportunities for parts of play to be put on somewhere in front
of large crowds, like the Farmer’s Market, Town Meeting etc...

NON-LOCAL PUBLICITY

This is necessary only if your production is going to be of interest beyond the Valley.

Press Releases
Press Releases are emailed both Newspapers and Radio Stations. (See Sample Press Releases)
Also send to local theater groups. See Media List for emails and phone numbers.

Press Releases should go out at least 2 weeks before Opening Night. Be careful, some monthlies
require earlier. This ensures that newspapers get it in time to include in their weekend stuff or
specials. Call later to make sure they got the info. and will be including it in their theater stuff.

For radio, all you need is one page announcement sheet that gives the pertinent information for
the PSA.
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For newspapers, use the same one page announcement as the radio and add a short article and
for some papers send a photo of the cast with caption. The purpose of a press release is to sell
tickets. So you want to make it easy for them to include your information. Include information
that is easy to read (typed and double spaced) and, if it is for a newspaper, interesting. For
example, let the newspaper know there are people from that newspaper’s town in the show or
talk up a special event. Be sure that you give them all the information needed including who to
contact for more information.

These three newspapers in particular are very supportive....be sure to get info to them:

Times Argus
Email a press release and photo to Jim Lowe. He is wonderful and will be very helpful in getting
the word out. Be sure to invite him to a show and tell him there will be comp tickets whenever
he wants to make a reservation. He will often assign Mary Gow to write a preview for the paper.

Seven Days
Megan runs the calendar at 7 Days and is great! If you get a good photo to her 3 weeks before
opening the Wednesday of the opening week she may include it in her highlights section.

The World
If you can, you should buy an ad for the front cover. But these are usually taken. They will put
in press releases and photos.

Display Ads

In addition to the display ads to Valley Reporter (twice at least) and Stowe combo, we often
include one Times Argus (they have an arts edition each week) and one or two in 7 Days,
depending on the show.

Check on deadlines for T.A. and 7 Days. At 7 Days, our ad rep is Michael Bradshaw.

Television
Send press releases to TV stations. WCAX has a calendar. Need to get stuff in early.

Radio

There are basically 5 ways to get on radio:
1. paid ads
2. “PSA’s” (Public Service Announcements)
3. Calendar
4. Contest
5. Talk show or news item.

Paid and PSA
You need to have a tape made. WDEV is very good about making radio PSA and sends to two
other stations.

Write up about what you want to say for 30 seconds and then figure out a little background
music or some attention getter. Can also use part of the actual script if enough time. This is
particularly good if its a comedy and there’s some pithy one-liners.

For paid ads, we have used mostly WDEV because they are the least expensive. Check out rates
yourself.
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It seems that radio is best used to remind people to come to the show, rather than for primary
advertising. So we have done advertising mostly just the week before (saturate Monday —
Thursday for a Friday opening) and then if warranted more in the weeks between if it can be
afforded.

Ask a Valley business to sponsor an ad or two. Can allow time at the end of ad to say who
sponsored it.

You can not get a specific time with PSA, nor are you guaranteed play. However, if you have
an interesting tape and call and talk with the radio announcer, you will get better play.

Calendar
Send them a press release and call them to confirm. You should also check when they will be
putting it on. Sometimes it’s only once a week so timing may be crucial.

Contests
Giving away free tickets to radio stations for their contests is a great way to get radio time.
Makes for great advertising. In the past we have done some just for the opening night and others
for other nights. It depends on whether you need to pull people in for opening night or not. Call
the radio stations and see if they will use them. Send about 2 or 3 sets of tickets.

MISCELLANEOUS

General

If there is another show going up at the same time, confer with other producers for joint
advertising opportunities, for example: Bulk mailing with card that can go on refrigerator with
schedule.

Joint display ad for the summer season for all shows.

Musical

Paid Advertising
The musical tends to need less paid advertising than others. We have found that paid
newspaper ads outside the Valley for musicals are not as effective as the free stuff: articles,
pictures, calendar etc. Particularly if the article is about a local.

June Annual Meeting
A sample of singing from cast.

July 4th parade
Valley Players has been in the parade in the past. Make up a float or walk in the parade! For a
musical, something simple like people singing songs and holding up signs. Got to get cast
commitment early on.

The Valley Players’ Production Manual 27



i T T '._'rl;ﬁ'.l ;_Pi_""T

1 y]’!'."‘j "h:-
-"“ir'byf‘ THE PRODUCTION

/

v

You are almost there!

The light at the end of the
tunnel or an oncoming train?

During the actual production, it is a good idea to plan on being there most nights at least until
the show starts to make sure things are going ok and that your “front of house crew” has all
shown up and there aren’t any emergencies you need to deal with. Depending on the
experience of your house manager or your director, you can probably figure out a schedule with
them to be sure a big cheese of some kind is usually there for the evening.

This section goes over the tasks to be done during the production.

TICKETS
Before the Show

Tickets are sold three ways:
¢ advance reservations
¢ at the Mad River Valley Chamber of Commerce
¢ at the door

Advance Reservations
For the past few years, we no longer take reservations unless they are pre-paid by credit card or
check. we take advance reservations through our voice mail: 583-1674. Occasionally, some will
call and tell you they will pay at the door.

Advance Reservations are handled usually by a board member. A message is put on the
reservation line giving information about the show and tickets. The reservations are then written
down and the credit card info goes to Eastern Systems for payment.

Mad River Valley Chamber of Commerce
The Chamber (Susan Klein and Robbie Chula) are great about selling tickets. Just prior to the
time the press releases go out you should give the Chamber:

¢ two posters to hang inside and outside

¢ a packet in a well marked 9x12 manila envelope which contains a regular business
envelope with each performance date, time and ticket price and a place to write down the
purchaser’s name and telephone number in case there is a change in the show for some
reason. Inside each envelope are 10 tickets (numbers 1 -10). (Jennifer can make these
tickets for you)

You check in with them periodically to see if they need more tickets. You also need to pick up
the tickets and cash the afternoon of each performance. Except you pick up both Sat. and Sun.
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shows before they close noon on Saturday. Double check with them to see when they do close
on various days.

During the show:

Before each performance, the advance ticket reservation person will deliver the advance
reservation information by email or drop off. It will be an alphabetical list which includes
customer name, telephone number and # of tickets purchased.

If the Advance Ticket Reservation person has not done so, you, your House Manager or your
ticket seller will need to prepare the advance reservations. This can take about 20 minutes to %2
hour depending on how many sales there are. Each advance reservation will include advance
tickets (same as Chamber) and a receipt for their purchase. The receipt will be the actual one
from Eastern Systems or a form receipt to be filled out. Put the customer’s last name on the
ticket and the number of tickets. These are then set up in alphabetical order to be handed out.
(At the time of this manual revision, we are discussing whether tickets need to be used, or if you
can just hand out the receipt. If they are, Jennifer can send you a mock up to print out.)

The House Manager should keep an eye out on the ticket booth and if a line starts, then s/he
should check to see who has already purchased tickets and hand those out.

Ticket Sales at the Door
See the Hello Ticket Seller sample for instructions. The ticket booth is usually open one hour
before the show starts. Either you, the House Manager or the ticket person should be there
ready to sell tickets while one of you prepares the advance tickets if necessary.

Basically, the only time numbered tickets are given out at the door is when someone gives
money or comp or season pass. No numbered tickets should be given out to those who have
paid ahead. Be sure your ticket seller knows ticket prices and any special deals such as
complementary tickets, passes, memberships, $1 off coupons etc. etc. They should know how to
handle donations, membership and offers to volunteer. The ticket taker should account for all of
these on the tally sheet (see sample). Any offers to volunteer should be noted with the person’s
name and address. Or point out the membership card in the program.

The Ticket Seller (TS) counts the bank and verifies it on the tally sheet and writes down the
other information requested before selling any tickets. As s/he sells tickets s/he keeps a tally of
the number of $1 off, comps and other deals. S/he does not have to figure out the cash etc. at
the end. All information goes into the cash box and is given to you or, if you are not there to
the House Manager.

If it looks like the play is going to be close to sold out you should set aside some tickets in case
there are snafus, particularly with the prepaid advance reservations. So, for example if you had
130 seats up, you would tell the ticket seller to sell only 126 or 124 and then come to you when
they ran out.

SEATING OF AUDIENCE

Make sure the aisles are clear and there are no chairs blocking walking areas. Audience
members can be seated usually 2 hour before the show starts. This time is up to the director.

(See House Parent Instructions.) The House Parents are the people who help seat people, check
tickets, hand out playbills, handle refreshments and generally look after the welfare of the
customer. They also act as a gofer if needed by the director or ticket person. They should arrive
at least an hour before curtain to get intermission food ready and to check the theater to see if
it’s clean, if bathrooms are clean etc. They also clean up after the show. For new house parents,
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you might send them their instructions ahead of time or just ask them to come earlier to get
instruction. For old hands, they will know how much time it takes and will get right to work.

This job is good for those people who might have problems paying the price of a ticket. House
parents don’t have to buy a ticket.

The house manager/parent, the lighting person and the back stage manager all need to be in
communication to determine the start of the show. The show should start on time. But if there is
still a ticket line, it may be delayed. We do not usually wait for late-comers even with
reservations, unless it is a large party and even then only a few minutes wait.

If the show is sold out, Ticket seller and House Parents should have chairs for themselves
stacked in the foyer or ticket booth that they put in the aisle next to the risers just before the
show starts and they’ll need to remove them again at intermission or in an emergency.

ATTENDANCE....WHO’S HERE?

You will get information on numbers of people seeing the show from your ticket tally.

If you want to, you might want to find out from people how they heard about the show just to
check your advertising. A simple checklist form on a clip board with columns headed: poster,

radio, Valley Reporter, other newspaper, outside sign and word of mouth to check off answers is
the easiest. Do not ask such things in the ticket line to avoid people having to wait.

Also, put out the “Guest Book” in the foyer for people to sign their name and address and
comments. We will use this to add to our mailing list and to see what they say!

PRE-SHOW ANNOUNCEMENT

We are required to tell the audience where the exits are. We also take that opportunity to
welcome everyone and...

¢ thank the advertisers and encourage people to patronize them

¢ tell them their donations at intermission will benefit the local Valley Food Shelf

¢ tell them where the bathrooms are

¢ ask them to be sure to turn off anything they brought with them that might make noise.

(See sample Pre-show Announcement)

INTERMISSION

Intermission is usually about 10 to 15 minutes long. During that time we provide food and drink.
We don’t sell the food, but ask people for donations by putting out donation boxes.

o 1 7
PARKING g Sty —EFE

Encourage the cast not to park on the road in front of the theater, but save that for the paying
customer. The cast can park further down the road or in the dirt driveway. If it is not really
muddy, we are allowed to use the back lot behind the theater if we get permission. Ask Sharon
Kellermann or Jennifer Howard to contact the owners.
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For Immediate Release

The Valley Players
Waitsfield, Vermont

Thank you for helping to get the word out. Below you will find an overview of the event,
followed by a complete article.

Please contact Jennifer Howard at 496-3751 or valleyplayers@madriver.com for more
information.

Photo available upon request

Event: Love, The Human Comedy A Festival of Six 10-minute Plays
Dates: Thursday — Sunday, August 7 -10

Times: 8 pm Thurs — Sat.; 2 pm matinee only Sunday

Location: The Valley Players Theater, Rte 100 (4254 Main St), Waitsfield
Tickets: $10

Reservations: 583-1674
PSA

Put a little love and laughter in your life! On August 7 -10, come to the Valley Players
Theater for an evening of laughter, a little schmaltz and a lot of fun with Love, the Human
Comedy-A Festival of Six 10-minute Plays. The plays are short, funny, sometimes poignant
and often all too recognizable stories of joy, sorrow and silliness from the lives of 6 very
different couples. From a blind date in an aromatic (or is it smelly) restaurant, a chance
meeting of ex-lovers, sex therapy, a pick up in Blockbuster, a couple whose vivid
imagination has even them wondering what’s real and another whose loss is all too real
make this evening entertaining and thought-provoking

Written by the “6 Women @ 60” playwrights, the plays offer a brief snapshot of life and a
celebration of the foibles of relationships and love and each has a twist, giving food for
thought and discussion. The audience will have an opportunity to meet and talk with three of
the four playwrights after the performances on Friday, Saturday and Sunday.

Part of the month-long Vermont Festival of the Arts, this event runs for one long weekend:
Thursday through Sunday, August 7-10 at the Valley Players Theater, Waitsfield. Curtain is
8 pm with a matinee only on Sunday at 2 pm. Tickets are $10 and will be sold at the door
or advance sales at the Mad River Valley Chamber of Commerce or call 583-1674. Stop at
the Festival of the Arts booth in the Farmer’s Market and pick up a $1 off coupon. For more
information on the plays and the event check the website: www.valleyplayers.com. The
plays have mature themes and some strong language.
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VILLAGE SQUARE (11) Name

Very Small Donut

Suzannne's

hair salon

Mehuron’s

Drug Store

Waitsfield Hardware

Lily of the Valley (two on her door back to back)
Lee-Parrish Gallery

Chinese Take Out

Blue Toad

Sweet Pea--bulletin board across walkway (& tent card)

MAD RIVER GREEN (12) Name

Bank North

Shaw’s

Waitsfield Post Office
Just My Style

The Collection

Valley Paper Supply
Jay’s (tent)
Bisbee’s--inside on bulletin board by exit doors
Three Mountain Café
Better Travel
Chittenden Bank
Video Store

WEST SIDE OF RTE. 100 (4) Name

Bisbee’s Decor Store (outside next to door)
Riverwatch

Schoolhouse Garden

Northfield Bank

EAST SIDE OF RTE. 100 (9) Name

Champlain Exxon

La Patisserie--bulletin board across walkway
Eastern Systems—bulletin board across walkway
High Country

The Den

Jay’s

The Smokehouse

The Store

Waitsfield Inn
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