[image: image1.jpg]RRRRRRRRRRRR




Last Minute Check List
Hosting and Promoting your Event

Some General Pointers…
· Applause exists primarily to promote a broad range of arts events to audiences attending local venues. If the performance you have booked is a part of a bigger event, a gathering, please ensure that your audience are attending to watch the performance.

· You might want to invite local press along before or/and during the event. Getting support from other people such as village correspondents and local councillors will also help Applause and its promoting groups maintain a strong profile in the community. 

· When preparing the layout for your venue, have brochures available on the ticket desk as well as on the audiences’ chairs. This will give them an insight to the performance they are about to watch as well as provide information about what other events are happening in your venue or local vicinity. They will also see that your event is one of many Applause events that take place.

· Remember to put your banner on display – there are various ways promoters choose to do this. Some hang the banner on the back of the stage area, some choose to place the banner outside whilst others display it in their box office area.


· If you require images for publicity or any further information regarding the performers – you can ask Applause or the company. If you or any press wish to take photographs during the performance – check this is okay with the performers beforehand.

Introducing the Performers
It’s always a good idea to introduce the performers to your audience and we highly recommend you do this. An MC can often make the audience feel very welcome. Let your audience know about Applause and its supporters and funders. 

Script
The script should be very short and sweet, welcoming your audience as well as the performing company, thanking funders and supporters.

Example wording for your script…..

“My name is (xxxxx) and I am your host for tonight here at (venue name); A very warm welcome to you all. Today/tonight we are delighted to welcome (name of performer, what the audience can expect to see). 

Hosting this show tonight has been made possible by Applause Rural Touring, a rural touring scheme that works with communities all over Kent and regions within East Sussex. 

With generous funding from the Arts Council, Kent County Council, Lottery funding and local district councils, Applause is able to provide professional, challenging, affordable and inspiring performances and arts events to be enjoyed in local venues such as this. To find out about other Applause events, just pick up a leaflet. (Note: These can be placed on tables or given out with tickets).
Sit back, relax and enjoy the evening’s entertainment.

Enjoy!
For more information please call Applause on 01892 619075 with any questions or queries.
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