
 

 
 
 
 
 

 

 
 
 
 
 
 

Course Objective: Throughout this four week program, students will learn the everyday duties of a venue manager from 
analyzing Profit and Loss, Artist Bookings, Hiring and Food Costs. Students will research various venue models and work 
out assets that make live music venues successful.  
 
Bio: Mary Stewart comes from a family of musicians and music business professionals, growing up in a home where the 
conversation at the dinner table was music business, she didn’t have a choice but to fall in to any other industry. At 16, 
Mary had her first recording experience and shared it with fellow New Glasgow native, George Canyon who has since 
become a long-standing supporter of Mary’s music. Canyon isn’t the only heavyweight Mary has had the chance to work 
with. She’s opened for acts like Jill Barber, Wintersleep, Jenn Grant, and Blue Rodeo. Among her many accolades, Mary 
was nominated for Music Nova Scotia’s Female Artist Recording of the year in 2009.Throughout the last 15 years Mary 
has managed neighborhood live music venues and restaurants, celebrity chef owned restaurants and her most recent 
adventure of managing and programming one of Canada’s most prestigious Listening Rooms.   
 

Week Topic 

1 Course Intro: Overview of duties of a venue manager. Aspects of profitability, brand identity, food and 
beverage, staffing, promotions, audience, tech, artist deals and example contracts.  
Assignment # 1 

2 The Booking Process, Advancing A Show, Offer Sheets, Contracts, Radius Clause 
- How to find your venue match, how to Approach a venue, how not to communicate with a venue, 
offer Sheets, tickets / Service Fees and double Bookings, Soft Show Cancelations 
Assignment # 2  

3 Road Trip- Join myself and my management team as well as our head technician at Hugh’s Room Live 
to see how an iconic listening room operates, ask questions and explore the space. 

4 - Performance Lead Time, selling tickets, what marketing is effective in a digital age – discussion, 
performance day run of events, expenses and reconciliation and determining if a performance was 
successful and logging your data.   
Assignment # 3 

 
 Evaluation 

 
Attendance 
 
Assignment #1 
Research existing Toronto Venue, what makes it unique, where 
to find its audience and potential challenges it may face. 

      15%  
 
      25% 

Assignment #2 
Take Home- Cold Call existing Toronto Venue with an idea for a 
show, track response times, their booking process and 
availability to answer questions as if you were a promoter 
bringing them a performance.  Include copies of your email 
exchanges.  

      30% 

Assignment #3 
Based on your exploratory efforts on a pitch of a show from 
assignment #2, build your show from the ground up with a mock 
venue.   In your report include the key pillars for this venues 
business model and what makes them successful. 

      30% 

Total 100% 
 

Duration: 4 weeks 

Course: Venue Management 
Instructor: Mary Stewart 


