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<COMPANY NAME> has a limited number of event tickets available. <COMPANY NAME> Ticket System provides employees a centralized point to request tickets for client entertainment or employee reward and recognition purposes.
Requesting Tickets

Ticket availability timeframes may vary based on venue communications and event demand. Ticket Admin will not accept ticket requests for events not available on the ticket system. 

Personal Ticket Requests

<COMPANY NAME> employees may request tickets for personal use. Personal use requests will be prioritized after client and prospect requests. For personal ticket requests, employees will be required to pay the value of the tickets requested.
Wait Listing

While an event may be “sold out”, employees can submit a request using the “wait list” function. To make a “wait list” request, click on the “wait list” button next to the tickets of interest and follow the steps to submit a request. Users will receive an email notification regarding wait list requests. Do not contact the Ticket Controller about the status of a wait list request. Wait List requests will only be processed if a current ticket user can no longer use their tickets.

Attendee List

All ticket requestors are required to complete an attendee list as part of the ticket request process. This information aids <COMPANY NAME> in addressing compliance requirements as also serves as the foundation for our internal management reports.

Approval and Assignment

During the “assignment” process, Ticket Admin review all approved requests and determine ticket assignments. When an order is assigned tickets, the requestor will receive an email alert with ticket specifics. If an approved request is declined, the requestor will also receive an email alert.

Understanding a request’s status is important as with many tickets, particularly for premium events, demand will exceed supply. As a result, please do not invite attendees until you receive a confirmation from Ticket Admin your order has been assigned tickets.

Assignment/Approval Methodology
If possible, outline the strategy for how competing orders are prioritized. For example: Priority for ticket assignments/approvals will be given to <Executives, Partners, Department A, client facing departments>. Ticket assignments and approvals will be done X days prior to the event date. 

Attendance Policy

Attending events outside the normal work day is valuable to building relationships. As a result, employees are required to attend events with their invited guests.  Additionally, <COMPANY NAME> employees must attend events when you entertain clients. 

When your ticket request is fulfilled with <COMPANY NAME> tickets you are:

· Taking responsibility for your behavior and your guest(s) while in the “<COMPANY NAME>  suite or seat. 
· Acknowledging a <COMPANY NAME> ticket is an extension of <COMPANY NAME> property and behavior should mirror the professionalism expected in a <COMPANY NAME> office. 
· Showing deference and courtesy to our clients, as the inherent purpose is client entertainment and relationship-building.
· Recognizing access to <COMPANY NAME> ticket assets is a privilege, not a right. <COMPANY NAME> has a “zero-tolerance” policy when it comes to questionable behavior or activities.
· To ensure all attending clients and sales managers have the opportunity to view the game from a premium seating location, seats in the first row should be rotated during the game. 
· Be sensitive to cellular phone use. If you or your client needs to use their cellular phone, please move to the back of the suite so the conversation does not impact another’s ability to enjoy the game
Post Attendance

In order to ensure accurate attendee information, ticket users are required to confirm or update attendee information after an event. Users will receive an email alert with a link where they can manage their attendee information.

Finance
Currently employees are not charged for ticket use. All tickets include a value which represents the cost to <COMPANY NAME> for the asset.

Proxies
Users, through a proxy feature, can have or act on behalf of another user. When a proxy is added they have all the permissions and rights of the user. To add a proxy, click on the link called “switch accounts” at the top of the page and follow the instructions.  
Ticket Statuses and Notifications

To keep users up to date on their account, they will receive email alerts when an request’s status changes. Users can adjust their alert statuses in their profile.

Ticket Delivery

Employees can choose for a number of ticket delivery methods. For pickup requestors will receive an email alert when their tickets are available. As a general rule, tickets will be sent to users at least 7 days before the event. For some events, tickets will be distributed on-site the day of the event. 
Ticket Returns

Once an order is shipped, Ticket Admin will not accept returned tickets.

Cancelled Events
If an event is cancelled or postponed, ticket owners will receive an email alert and any instructions if necessary.

Lost or Stolen Tickets
If event tickets are lost or stolen, the ticket owner is required to provide Ticket Admin with a police report before replacement tickets will be issued. It is important to note replacement tickets take the place of the original tickets. As a result, if a user finds the original tickets after replacement tickets have been issued, please destroy them as the barcodes are no longer valid.
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