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. CSC Uuw Notes
Ticket sales:
Summary of ticket When should we open
sales up balance i.e
weekend?
Check in
Check in, tickets Printed report, with Need 2 IPhones for
. attendees for each mobile check in
tour Laptop? Internet
access?
Security metal detector?
Colour coded labels Confirm entrance,
Tour # printed on location of ticket
label checkers
Reception Muster (V&C): Arrange for printing Timelines?
materials ie.
Brochure, map?
Promo of museum Promotion of
museum, info at
muster point
Waiver Waiver signed - Do we need to check
collected with ticket. ID for waiver forms? It
Waiver forms for will slow things down
mobile check ins
Volunteers
Point person? Shift | UW Loaned Rep/staff
liaison? at all times
Number Guided tours: o 3:tickets 2 shifts per day
#? e 3-4: rovers 8:30am to 1:30 pm
e Parking, 12:30 to 5:30 pm?
crossing
guards
Refreshments, food Area for breaks, Arrange for snacks, Food from outside?
food refreshments, lunch Delivery?
Visible clothing/ T-shirts or ball caps Estimate of quantity?
volunteer badges Ball caps may be
more visible as it may
be cool (jackets cover
t-shirts)
Tours
Signage Put up signs UW with arrows # of signs required?
Camera symbol
Route map
Media requests?
First 2 tours private —
special media guests,
volunteers?
St. John Ambulance | Emergency contacts
for each organization?
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