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BOX OFFICE TICKET REQUEST FORM

EVENT INFORMATION
Event Title:____________________________________________________________________

Name of Organization/Event Producer:____________________________________________

Event Date:___________________________________________________________________

Event Location:________________________________________________________________

Event Start Time:______________________  Time Doors will open:______________________
Date for tickets to go on sale: ________________Length of event:________________________

Total # of Tickets to be sold (if different than seating capacity of venue):__________________
Seating: (select one) Reserved Seating____________      General Admission________________

Ticket Prices: 

General Public:______________
Oswego State Student:________   
Seniors:_______
Faculty/Staff:_______________
Youth:_____________________
FREE:________


(you are not required to use/price all options listed)
Any additional ticket prices:_______________________________________________________

Will you require complimentary tickets to be printed?    Yes____     No____  

Event/Org website:_______________________________________________________________

EMAIL Event description and logo  to tickets@oswego.edu  

With every successful  ticket purchase, a customer will receive a confirmation email.  
Do you have event specific information (late seating or entry /meal options/dress code) that should go out in advance to the customer?  If yes, email to the box office.

DIGITAL POSTER/Organization Logo:

Email to tickets@oswego.edu your individual event poster/graphic for placement on the event index on site landing/home page.  Photos best appear formatted in landscape or square  and must be less than 200 bytes.  

Organizer Information
Contact Name:_________________________________________________________________
Signature of requestor:__________________________________________________________

Email  Requestor:_______________________________________________________________
Emails of additional person(s) that should have permission to view reservation list/ticket count:
Box Office Policies:
• Once this event is registered in our system, no additional changes can be made.  
•  There is a $0.50 charge per ticket sold.

• Box Office will email sales updates M/W/F for your reference/marketing promotion planning.  Sales updates will NOT be given to individuals at the walk up windows.  Sales updates will become daily the week of your event.

WARNING
No cash sales at the door or personal e-commerce payment platforms by groups, organizations or individuals allowed.
Violators may be suspended from using campus services for future events and may be subject to disciplinary action.
2018 SUNY Oswego Box Office - 315.312.3073 (Marano Center) 315.312.2141 (Tyler Hall) • tickets.oswego.edu
Please return this form to the Box Office a minimum of 5  business days prior to the ticket sale date.








