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TICKETING AGREEMENT
 BULK TICKETING
· This agreement is between the Hirer and Kingston Arts and Cultural Services (Kingston Arts Centre/Kingston City Hall)  *Hereinafter called A&CS.  

· Please read and complete all sections and return this Agreement no later than 5 working days before the date on which you intend to commence your ticket sales.  
· All performance events at Kingston Arts Centre and Kingston City Hall must engage A&CS ticketing services regardless of ticket price (including free admission)

· Your tickets can be printed from a selection of coloured ticket stock. If you are having more than one performance, we recommend you choose a different colour for each.

· All Hirers must be aware of strict capacity limits when hiring spaces within Kingston City Hall and Kingston Arts Centre.  Tickets will be printed within these capacities and extra tickets will not be made available if capacity limits are reached.

· Once your completed Ticketing Agreement has been received, a proof of your ticket will be sent to you, and once checked and approved by you, your tickets will be printed.

· The cost of printing your tickets will be included in your final invoice from Kingston Arts Centre.
· Queries pertaining to this Agreement should be made to Fiona Oakes, Box Office & Ticketing Administrator (03) 9556 4440 or email kingart@kingston.vic.gov.au.

	Name of Hirer/Promoter/School

* Hereinafter called the ‘Hirer’
	

	Event Name
	

	Date(s) of Event(s)
	Performance 1
	Performance 2

	Times(s) of Event(s)
	Performance 1
	Performance 2

	Contact Name:
	

	Email Address:
	

	Postal Address
	                                                    Postcode:

	Phone Numbers:
	BH:
Mobile:

	Seating Layout
	Performance 1
General Admission  (
Allocated (
	Performance 2
General Admission (
Allocated  (

	TOTAL NUMBER OF TICKETS TO BE PRINTED:
	Performance 1
	Performance 2

	Stock Colour for your tickets: 


	Performance 1 

Yellow (    Blue (  Pink (
Green  (    Orange  (
	Performance 2

Yellow (  Blue ( Pink (
Green  (  Orange  (

	Approx number of Performers/Crew/Staff who will be present but who will not require tickets for seating:
	

	Schools/Choirs:  total number of performers who will require seating when not on stage:
	

	Do you require Kingston Arts Centre Box Office Staff to work at your event?  Yes (     No  (   
	Please note AC&S can provide a Box Office staff member for your event to sell/distribute final tickets prior to the event commencing, and to reconcile all sales and monies.  See (8) Fees & Charges Schedule.




TICKET WORDING
1. You will be sent a copy of your ticket to proof read and approve before your tickets are printed.

2. Upon return of approved ticket proof to A&CS, Hirers should allow minimum 5 working days for printing of tickets.

3. Ticket wording. The actual size of the ticket is 5cm x 14cm, therefore please keep your ticket wording to a minimum.  i.e.
Supreme Promoters

proudly presents

“Memories of Rock ‘n Roll”
PLEASE COMPLETE:


Promoter Name: 
                                                         Proudly Presents

Name of Show:
4. Dates and times of Performances. Please list in date/time order if there is more than 1 show. i.e. Matinee and Evening Performance.
 1.
 2 .                                                      

Refer to Page 6 for ticket samples/options. Your ticket can also be a combination of these examples.

Please select your preferred ticket design:
(Ticket A                 (Ticket B                (Ticket C                (Ticket D                (Ticket E  
(Other………………………………………………………… 

Please feel free to discuss your ticket layout requirements with our Ticketing staff, including the placement of logos/artwork and ticket numbers.
TICKET PRICES
We suggest you keep Buyer Types to a minimum. Remember each Buyer Type must be included in the wording on your ticket, hence the need to keep them to a minimum. (see ticket samples on Page 6.
	Buyer Type
	Sale Price (incl Ticket Commission)

	One Price for All 
	$

	Adult/Full
	$

	Concession (Pensioners/Seniors/Unemployed)
	$

	Children 
	$

	Student
	$

	Gold Coin Donation
	-

	Free Entry
	-

	Group (please state min group number)…….  
	$

	Other (please specify)
 ………………......................................................
	$


SHOW INFORMATION
Please complete the following important information.  This information will assist our staff at the time of your event. The running schedule is as follow:
	Start Time, Main Act
	Performance 1


	Performance 2



	Finish Time
	Performance 1
	Performance 2

	Interval                       
	Performance 1

(  Yes            (  No                  
	Performance 2

(  Yes            (  No                  

	If Yes, at what time?
	Performance 1
	Performance 2

	How long will this Interval be?
	Performance 1
	Performance 2


               MARKETING
Does your event have a website?   YES     (                     NO  (                                
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If yes, what is the website address? 

Please provide a Telephone Booking Number to pass on to Patrons who may make enquiries:
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	AC&S regrets that it cannot provide marketing and publicity support for your event in our print media.  However, we are happy to display your posters and flyers at Kingston Arts Centre and Kingston City Hall but cannot be responsible for replenishing and updating of these.  Conditions apply.


FEES & CHARGES SCHEDULE  (Please note all fees include GST)
	Type of Fee
	Standard Fee
	Community Fee
	Unit

	TICKETS ON CONSIGNMENT FEE (Bulk Printing)
For bulk printing tickets to the event which are supplied to the Promoter or its selling agents for sale or distribution. 


	$0.50

($45 min)
	$0.40

($35 min)
	Per ticket

	ADDITIONAL CHARGES
	
	
	


	Late Set Up Fee
If performance is to go on sale in less than 5 days.


	$50.00
	$30.00
	Per event

	Alteration Fee (after Proof/Design has been approved)
For the time spent altering the wording of the tickets or design of the seating plan. A minimum fee of 1 hour will apply. All requests for alterations must be submitted in writing from the Hirer to A&CS.
	$25.00
	$25.00
	Per hour

	Non Routine Postage/Courier Charges

Actual Charges incurred per delivery incurred by A&CS in delivering tickets to other selling agents and for other purposes.
	Actual charges incurred
	Actual charges incurred
	Per delivery

	Box Office Staff or Ushers
To provide box office staff at an event, by prior arrangement and subject to the event meeting the requirements of the City of Kingston’s Workplace agreement depending on the day of the week as follows:

Mon-Fri (excluding public holidays) min 3 consecutive hrs

Saturday - Sunday (excluding public holidays) min 3 consecutive hrs

Public Holidays min 3 consecutive hrs
	$32.50
$37.00

$75.00
	$32.50
$37.00

$75.00
	Per Person/

Per Hour


	Confirmation of Fee Structure

Office Use Only
	Standard
 Fee
	Community
 Fee

	Tickets on Consignment (Bulk) Fee

For bulk printing tickets to the event which are supplied to the Hirer or its selling agents for sale or distribution. 
	$
	$

	TOTAL NUMBER OF TICKETS TO BE PRINTED
	
	

	Deposit/Advance Payment made: (date)
	$
	$

	Confirmed and authorised by…………………(Staff member)
	
	


NOT FOR PROFIT RATE
· A&CS offers a discounted Community rate of service to qualifying groups. 

· Primary and Secondary Schools are eligible for this Community Rate.
CANCELLATIONS
Tickets on Consignment (Bulk Printing)
· No Refund is available for cancellation of Bulk Printed Tickets. Once the contract has been signed you will be required to pay the agreed amount.
OTHER REQUIREMENTS 
· The Promoter will ensure that the information supplied to A&CS in the information schedule for the event is accurate in all respects.
· It is the responsibility of the Promoter to advise A&CS in writing of any requirement to add GST to the ticket price. In the absence of such written notice, A&CS will assume that all prices are inclusive of all such tax.

· The tickets produced by A&CS will be generated through a ticketing software package and may contain a security measure consisting of an overlay on the back of each ticket visible only under ultra-violet light.

· A&CS may terminate this Agreement without incurring any liability from the Promoter. 
GENERAL PROVISIONS

· The Hirer warrants that all of the information contained in the Information Schedule supplied to A&CS is, in every respect, correct. Where A&CS itself sustains loss or damage because the information supplied is incorrect, the Promoter will pay to A&CS a sum equivalent to or in compensation for that loss and damage.
· The Hirer indemnifies A&CS in respect of all liabilities, claims or demands which A&CS may sustain and which arise directly or indirectly out of any error or inaccuracy in the information supplied by the Hirer to A&CS in the Information Schedule or otherwise.
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BULK PRINT TICKET SAMPLES
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Reduced Size: Actual Ticket Dimensions: 5cm x 14cm
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AGREEMENT
In consideration of the Hirer paying the Bulk Ticketing service fees referred to in the Fees & charges Schedule table on Page 4 A&CS will:

(a) produce the required number of tickets for the event held for which tickets are required;.

(b) In the case of Allocated Seating, produce a Seating Floor Plan to the Hirer to use in conjunction with selling tickets.
EXECUTED AS AN AGREEMENT
I hereby agree for Kingston Arts Centre to provide the following ticketing service, being Tickets on Consignment (Bulk Printing).  I have read and understand the Conditions contained within this Agreement.
Signed for by a delegated authority on behalf of the Hirer: 


Signature


Please Print Name

Date
/
/
Signed for by a delegated authority on behalf of Arts and Cultural Services:

                                                    
Signature

Please Print Name

Date
/
/

4. FINAL CHECK LIST
To ensure we have all relevant details required to print tickets for your event, please check that you have completed the following:.

( Page 1:          Your details 

( Page 2:          Ticket Wording
( Page 3:          Ticket Prices/Show Information/Marketing
( Page 7:           Agreement




































B








�       �	�




















TICKET COLLECTION:     OFFICE USE ONLY





Name: ……………………………………..…………………….  Date:  …………………





Signature………………………………………………………..





Tickets Collected  (


Floor Plan Collected (allocated seating only)  (





STAFF SIGNATURE…………………………..…………………





Note: No payment is required at the time of pickup.  Printing costs will be included in the final Venue Hire Invoice.
































PH: 




















Sample Only
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Allocated Table Seating


For cabaret style and dinner dances











Compulsory Note for ALL Ticketing





Sample Only








General Admission


Maximum of 3 Buyer types for you to tick as you sell your tickets.








D





Perforated Stub to keep track of attendance numbers


ALL Tickets
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Sample Only








General Admission


Unallocated seating i.e. seats not numbered





A





Sample Only





Allocated Theatre Seating 


Tickets can be numbered to suit allocated seating for shows








Allocated Theatre Seating 


Blank Space for promoter to write in price





Specific show/event information








Sample Only


























Venue Address Optional
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