
	[image: image5.jpg]Sample Timeline Sample Timeline

is based on a 4:00PM headline act sound check,
5:00PM opening act sound check, 8:00PM doors open, 9:00PM opener
start and 10:00PM headliner start.

10:00AM - 11:00AM
« Venue and dressing room(s) cleaned and prepared
« Professional staff and student committees/chairs arrive
« Check-in with tour manager/production manager
11:00AM - 12:00PM
« Student volunteers arrive
« Security and local EMTs arrive
« Production company arrives and loads in
« General meeting (1)
1:00PM - 2:00PM
« Bands/artists arrive and load in
« Production sets up
+ Box office opens
2:00PM - 3:00PM
« Lunch/break
3:00PM - 3:30PM
« General Meeting (2)
4:00PM - 6:00PM
« Sound checks (headline act first, followed by support act(s))
6:00PM - 6:45PM
« Dinner/break
6:45PM - 7:30PM
« Local/University Police and EMTs arrive and take positions
+ Security takes positions
7:30PM - 8:00PM
+ General Meeting (final)
8:00PM - 9:00PM
+ Doors Open
9:00PM - 9:30PM
« Introduction/Opening act
9:30PM - 10:00PM
« Intermission/Set change
10:00PM - 11:15PM
« Headline act
11:15PM - 12:00PM
« Meet-n-greet/autograph signing
« Production load-out
« Band load-out
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Why work with a College “Middle” Agency? 
Many schools run into problems when working on major concerts that can be eliminated by collaborating with an experienced Middle Agency. Inconsistency, inexperience, shortage of time and lack of industry relationships & buying power are just a few. Not only do we help your school select and acquire talent at unbeatable prices, but we’re also here to help with absolutely every aspect that goes into putting on a successful concert. 
Our only agenda is to make sure your school gets the best artist possible for your concert and that the entire process is handled professionally and thoroughly. We like to think of our relationship with your school as the same as an artist’s relationship with their representatives. The artist’s reps job is to do what is best for the act, and our job is to do what is best for your school. From negotiating prices and contracts, to advancing production, to making sure the artist’s guitar is in tune on the day of the show, WhiteLeaf Entertainment Group will be right there with you every step of the way. Please visit About College Entertainment on our Website for a complete description of our services.
Putting on a college concert is no easy task, so let us help you out!

Thorough planning is the way to avoid any & all problems and the recipe for a great concert…
Getting Started

Here are some questions that should be asked at least 4-6 months, or even a year before the show:

· Has your College/University hosted headline entertainment in the past? 

· What was successful about past concert(s)? What was unsuccessful? 

· It’s a good idea to get input from someone on the board/staff that has already been  
          involved with major concerts at your school.

· What is the purpose of the concert you are planning?       





· Is their a specific theme that you would like to focus on? 

· Is the event strictly for the entertainment of those affiliated with your school (e.g.    

          springfest, homecoming, parents’ weekend, etc.) or are you also interested in  
     catering to the public?
Moving Forward

Once the questions above have been answered, it’s time to start putting all the pieces into place:

· Specific genre and acts: Survey the students and/or committees to find out what genre  
           and specific act(s) they’re interested in. Put together a list of at least 5-10 artist ideas.

· Venue: Every concert needs a venue. It’s important that you immediately find out what  
           on-campus options are available (auditorium, gymnasium, amphitheater, concert hall, etc.)

· Think about the type of concert you want to put on and the audience you are   

catering to. Does it make sense to rent a large venue or a smaller venue? Will the 
crowd be seated or standing (or both)? 
· Does the venue already have a stage? What about high quality sound and lights?      
· Date(s): Find out any and all date(s) that could work for your concert based on the semester’s academic schedule and venue availability. Put together a list of possible dates (the more options you have, the better off you will be when ready to pursue an artist). 

· Budget: A total budget must be generated including, but not limited to the following:

· Cost of entertainment (headline act(s), support act(s), etc.)

· Cost of concert production (sound, lights, stage, instruments, etc.)

· Cost of venue (rental fee, staff, electricity, etc.)

· Cost of catering/hospitality for the band and crew 

· Cost of marketing and advertising 

(Again, it’s important to evaluate successful past events to help generate a solid budget.)
Once your total budget, genre/act selection, possible event date(s) and venue have been solidified, we can put together an extensive list of artist ideas for your concert based on this information.
Artist Pricing and Availability 
When looking for specific quotes and availability, just let us know what date and location you’re working with. Supplying other details about your event such as venue capacity, ticket prices, open show vs. closed show, etc. will help us provide you with the most accurate prices. If you’d like to see a list of artists that are available and could work for your event, just ask us for an artist submissions (suggestions) template and we’ll get you some ideas right away. 
Please keep in mind that it is our goal to protect and save your school money throughout the entire concert process. The only fee we ever charge is a talent brokering services fee of 10.00% of the artist’s guarantee (on top). Your school will only be charged if a formal offer is submitted through WhiteLeaf Entertainment Group and confirmed by the artist and their representation.
We understand that college entertainment budgets are becoming more and more restricted, so please keep the following points in mind when deciding on an artist:
· Variables: Keep in mind that artist fees may vary based on factors such as the location and the time period of an event. If your date(s) can route accordingly (meaning they could fit in nicely with the artist’s schedule and/or current touring plans) you may be able to acquire the act for a lower fee compared to a date that is an isolated “one-off” (meaning the artist is not touring or they are not relatively close to your area during the times you have available and additional arrangements such as travel, lodging, equipment and instrument rentals  may have to be factored into the total cost of bringing in the act)
· Best offers: In certain cases if your entertainment budget is fairly close to what an act is asking for yet not quite there, it can be acceptable for your school to propose or submit a best offer for the artist to consider.
· More bang for your buck: Sometimes it makes the most sense from a financial standpoint to bring a comedian or speaker to your campus because their technical production can be very simple (and therefore less costly) compared to say, a rock band or R&B act. If you’re looking for a big name but your budget will not accommodate the costs that go into producing a musical act, a comedian or speaker may be your best bet. 
· Packaging: There are also musicians, comedians or TV stars that frequently tour colleges as inclusive “packages.” This is another great way to stretch your entertainment budget. You may have the option to pick up 3 or 4 acts for a much lower price as what you would have to pay if you were to book each act separately. Some packages are sponsored by TV shows, networks or corporate sponsors with big name recognition which will allow you to use their brand to help advertise. You will most likely be able to use their logos and other promotional materials to promote the event and the network or show may post your concert right on their website!
The Offer (Please click here to view a sample offer)
Now that you know what artists you’d like to pursue for the concert, it’s time to put in an official offer. The offer should contain as much information as possible and must include, but not be limited to the following (including as many details as possible will help avoid potential problems):

· Name of artist
· Possible event date(s) (Keeping your options open and flexible creates a better possibility to coordinate a date that works well for both your school and the artist. If you are completely unrestricted in this regard, it may make the most sense to base the date of the concert around the desired artist’s schedule/routing)
· Artist Guarantee (Amount of money you will be offering the artist)

· Is this amount all-inclusive? (Typically, college offers are inclusive of artist lodging and transportation, meaning the artist will be responsible for making these arrangements)

· Venue (Name, address, capacity, type of venue)

· If your venue is outdoors, do you have an alternate indoor location in the case of inclement weather? Include this information on your offer.

· Keep in mind that outdoor production is more risky, and most likely more expensive. Is it worth doing the event outside or does it make more sense to get more bang for your buck by going with an indoor venue?

· Merch Deal (What percentage (if any) of the artist merchandise sales will go to your school?)

· Who will be selling the merchandise? Artist crew or school volunteers? 

· Show Time / Set Length (What time will the headliner start? Support act? Doors open?) 
· Ticket Price(s) (Will the event be open to students only or also to the public? Will student tickets be sold at the same price as public tickets?)
· Insurance (Does your school require that the artist carry their own insurance policy?
· Technical Production (Will you be able to provide high-quality sound, lights and stage? What about the artist’s backline? [Instruments, microphones, amplifiers, etc.]) 
· Contract Signatory (The person who will sign the official contract)
· Radius/Exclusivity Clause (Restrictions on the artist playing shows nearby, if any)
· Deadlines, Expirations (If contracts are issued, when must they be signed by the artist and returned? When does the offer expire? Standard offer expiration is 7 days after you submit)

It’s important that you have at least 5-10 options for an act in case the offer for your first choice does not get accepted. Keep in mind that many colleges have their concerts on or close to the same few weekends, especially during the spring semester. So, for example if 10 schools are interested in the same artist for the same date then 9 out of the 10 will end up not getting the act (this is just one of the many reasons it’s so important to start planning early!). We can assist your school with every aspect of putting your offer together so don’t be shy and let us know how we can help!
Contracts and Riders 

· Once an offer is accepted, the artist representatives will issue contracts. Typically the school must sign first, then the artist. We can help walk you through the contract but we highly recommend that it is carefully reviewed by your school’s legal department before 
     it is signed. 
· Many riders are “boilerplate” documents used for many different types of performances. You will be able to cross out any terms or clauses that your school did not agree upon or that violate college regulations. For example, if the rider calls for alcoholic beverages to be supplied in the artist dressing room but alcoholic beverages are prohibited on your campus, you can cross out any alcoholic beverages listed in the rider. 

· The faster your school is able to make the necessary changes and sign the contract, the faster we will be able to submit it to the artist representatives and return a fully executed copy (signed by both artist and college) to you. We also recommend that you hold off on advertising for the event until the fully executed contract is in your possession.
Preparing for the Concert 
You have an artist, you have a venue, you have a date…you have a concert! Now it’s time to make sure you’re well prepared:

· Student and Staff Committees & Volunteers: Assigning specific roles and responsibilities to members or groups of your committee/board will make for effective results in staying organized. The more people helping out, the better. We recommend you look for as many committed volunteers as you can find (If you’re selling tickets for the event, a good incentive for volunteers could be a free ticket or two in exchange for a few hours of their time).
· Communication: There are many different steps and people involved in setting up a concert so it’s essential that all communication be prompt and consistent. It’s important that all emails and phone calls are returned as soon as possible to avoid confusion and to keep everyone updated regarding the status/progress of the event. 
· Concert Production: All major concerts require high quality production. Your school will need to hire a professional production company to supply/operate a stage, sound, lights and backline. If you don’t have a reliable company that you have worked with in the past, we can recommend one for you or you may want to ask a college nearby if they know of a good one.
· Some artists travel with their own equipment (lights, backline, etc) but it’s very important that you speak with the artist’s *production manager to find out exactly what the performance will require before you begin looking for a production company. 
· Some venues are already equipped with a stage and/or sound & lights, as well as the necessary personnel qualified for operating the venue. Still, you will need to speak with the artist’s production manager to make sure that your venue’s gear is up to the standards of their performance (using a venue that already has the majority of the artist’s production requirements on hand is an effective way to cut down on costs).
*A Production Manager is an expert who travels directly with the artist, responsible for handling technical production for the artist’s performance. They will need to be put in contact with the person(s) responsible for production on behalf of your school. 

· Catering/Hospitality: The contract rider will have a catering section that explains what the artist will need in their dressing room (snacks, coffee/tea, hand towels, etc.). Most artists and their crews will need to be supplied with meals as well (from a local restaurant or catering company). This can all be advanced (arranged) with the artist’s *tour manager. 
*A Tour Manager also travels directly with the artist and is responsible for making all arrangements (besides production) regarding the concert. Any questions regarding the event on the day of show can be directed to the tour manager. (coordinating arrival times for the crew, advancing catering, setting up a meet-n-greet with the artist, etc.)
Tour manager and production manager information will either be listed on the contract rider or can be acquired from the artist representatives. 

· Marketing & Advertising: Advertising for the event can begin as soon as approved promotional materials are obtained from the tour manager or publicist. If your school has a public relations office they should be notified as soon as the offer is accepted so they can begin developing a plan that makes sense (advertising for a students-only show must be approached differently than a show where tickets are being sold to the public as well). Tell college/local TV, radio and newspaper about the concert as well. 
· Staff & Security: Who will be handling the security at your concert? Make sure to have a solid schedule and keep the specifics of your concert in mind (an outdoor festival will need more extensive security than an indoor concert).
· Local Police & EMTs: Local police and EMTs must be on site during the entire show. Make sure they are notified well in advance!
· Timelines (Please click here to view a sample timeline)
The company you hire for technical production can put together a schedule based on the artist’s show time, sound check and set length. Once the production schedule is generated you can create a timeline around it including, but not limited to the following:
· Arrival times of technical load in/out
· Arrival times of staff, students, volunteers, security and local authorities
· Box-office schedule
· Sound checks for all acts
· Meals and on-site meetings 
· Door times, set times, set lengths and intermissions
· Artist meet-n-greets, autograph signings, etc.
· Tickets: Student and public tickets (if applicable) should be printed and sold at your ticket/box office and website. You may want to distribute pre-ordered tickets via mail or email rather than having everyone pick up their tickets on the night of show at the box office. If the artist’s representatives are tracking ticket sales, make sure everyone in the ticket office is capable of providing counts to your middle agent at least once or twice a week. 
· Passes: All-Access and VIP passes should be made for the students, staff and volunteers that need to have access to the stage and backstage. The tour manager may request passes for members of the crew or guest list so it’s good to have plenty of extra.

· Important Contact Information: Make a detailed list of cell phone numbers for absolutely everyone involved with the event and make sure that the list is easily accessible to those who need it. You never know when you may need someone’s phone number! A lot of important contact information can be obtained right from the artist contract and rider. 
Example Questions for the Tour Manager
· Transportation & Parking: Will the artist/crew be flying in or driving in? If they are driving, check to make sure parking arrangements have been made. If they are flying, verify that ground transportation/parking from the airport to the venue has been arranged. Some of this information can be obtained from the artist rider, but not all performances are the same so it is best to check with the tour manager in any case.

· Guest List: Will any friends/relatives/associates of the artist be attending the event as spectators? Make sure there is an official guest list at the box office and at the door. 

· Specific Details: If there is any information available that can help the tour manager understand the specifics of the event, it’s important that they are made far in advance:

· Is your school planning to do a meet-n-greet/autograph signing or something of this nature with the artist? 
· Is there anything specific about the dressing room, green room stage, backstage, etc. that should be brought to their attention?
Example Questions for the Production Manager, Company and Venue
· Make sure the production manager is speaking with the venue and production company to advance the concert.
· Find out if they are traveling with any of their own equipment (sound, lights or backline)
· Ask the production manager if there is anything specific to this exact performance that the venue and production company should be aware of (is the rider totally up to date?). 
· If there is, inform the venue and production company right away! 
Final Preparation 
During the final weeks and days leading up to your event, it’s important that everyone is communicating consistently and efficiently with all parties involved. 
· Confirm that the production manager has fully advanced the technical production of the concert; make sure the production manager and artist are 100% happy with what the company is providing.
· Confirm ground transportation and parking arrangements with tour manager. 
· Confirm catering/hospitality (dressing room) arrangements with tour manager.
· Complete cell phone list and distribute to involved students, staff and volunteers.  

· Confirm that venue and staff are ready. 

· Confirm that professional security, EMTs and police are ready.

· If the contract calls for a day of show payment, make sure the check is cut and ready upon the arrival of the artist(s).
Cutting Down on Costs

   There are many effective ways to keep your expenses to a minimum; here are just a few ideas:

· Utilizing your school’s graphic design department to create concert advertisements

· Using student volunteers to help with security, production, selling tickets, etc.

· Advertising with your school’s newspaper or TV/radio station
· Hiring a reliable production company that has a reputation for being fair and honest

· Getting started as early as possible!

It’s important that absolutely everything is done in a timely manner. As soon as an offer is accepted, you have a confirmed concert on your hands and it’s never too early to start putting all the pieces into place. We are here to help you through every step of the way and our one and only goal is to make sure the entire process is executed properly and flawlessly. Contact us today and we’ll get started on your event right away!
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(Your schaal' etterhead and address here)
Today's Date: dsncery | 200
Thisis afiom offer for (artist name)to perform on Al 19, 2010 at University.
Artist Guarantee: $25,000.00 (nclusiv o l arist/crew travel and odging accommodations)
Venue: The Campus Audtorum (ndoor) ~ Venue Capacity: 1500
771 Campus Road
New York. NY 00000
Door Time: BIOPH | Show Time: S00PM | Set Length: 60 - 70 Miutes
Ticket Pice(s): Stdents: Free | Public: §10.00
Aiternate Venue (In the case of inclement weather): 1/ Campus Auditariumisindocrs

Merchandise Deak: 80/20, artist sells

Contract Signatary: (Name of person who will be signing the official artist contract: [e.q. Program Advisor,

Student Activities irector. Dean of Students]

Sound, lights and backine: University will provide high quality saund.lights and backline at
n cost to the artist

Radius Clause: Atist may not perform within 40 mies / 30 days prior to and 30 days sfter the show
Insurance Requirements: University requires the artist to carry their own insurance policy

Nates: Show wil be pen tostudents. faulty and saff at Universityas well s the enerl public

This Offer Expires: January 7, 2010

(Adisor's Name) (Signature)
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