[image: image4.jpg]‘Kingstonartscentre




TICKETING AGREEMENT 
FULL BOX OFFICE SERVICE
· This agreement is between the Hirer/Promoter/School (*Hereinafter called “The Hirer”) and Kingston Arts and Cultural Services (Kingston Arts Centre/Kingston City Hall) *Hereinafter called A&CS.

· All performance events at Kingston Arts Centre and Kingston City Hall must engage A&CS ticketing services regardless of ticket price (including free admission)

· This Ticketing Agreement consists of six sections.  Please read and complete all sections and return this Agreement to Kingston Arts Centre no later than 5 working days before the date on which your tickets go on sale.

· All tickets sold on behalf of the Hirer will be printed on Kingston Arts Centre standard ticket stock (pale blue).

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

· It is important that you submit all requested information regarding your event, so that Box Office staff can accurately inform your patrons.
· Once your fully completed Ticketing Agreement has been received by A&CS, a proof of your ticket will be sent to you, and once checked and approved by you, your tickets will be ready to go on sale on the nominated date.

· A jpeg image and/or logo, together with a 50 word information blurb, is required for our website before we can open on-line sales on your behalf. (See Marketing Section, Pg 4)

· A reconciliation/payment of your ticketing monies will be completed and sent to you no later than 5 working days after your event.
· 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:
	Performance 1
	Performance 2

	Time(s) of Events
	Performance 1
	Performance 2

	Contact Name:
	

	Email Address:
	

	Postal Address


	                                  Postcode:

	Phone Numbers:
	BH:

Mobile:

	Opening Date for Ticket Sales
	
	

	Total Number of tickets to be sold through Kingston Arts Centre Box Office (including Complimentary Tickets): 
	Performance 1

	Performance 2



	Total number of Complimentary Tickets required for VIPs or Promotion purposes.
	Performance 1

	Performance 2



	Approx. number of Performers/Crew/Staff who will be present but who will not require tickets for seating:
	Performance 1

	Performance 2



	Schools/Choirs:  Total number of students performing who will require seating when not on stage:
	Performance 1

	Performance 2



	Seating Layout
	Performance 1
Allocated Seating    (
    or

General Admission   (
	Performance 2
Allocated Seating    (
    or

General Admission   (

	A Sales Report will be emailed to you. Please indicate your preference for this:
	(  Weekly – please advise which day……………………….

(  Daily

(  Other: ………………………………………………………….

(  Not Required

	Number of Box Office Staff to be provided by AC&S at the time of your event:  1   
	Please note that it is compulsory to have a Box Office staff member present at your event to sell/distribute final tickets prior to the event commencing, and to reconcile all sales and monies.  See Fees & Charges Schedule.



	Number of Ushers to be provided by AC&S at your event:  
	AC&S can provide ushers for your event if you so require.  We particularly recommend this in the case of Allocated Seating events.  See Fees & Charges Schedule.




1. TICKET WORDING:
· You will be sent a copy of your ticket to proof read and approve before your tickets are printed and before sales for your event commence.

· Ticket wording. This wording will appear on your ticket. Due to restricted space on the tickets, please keep your ticket wording to a minimum.  i.e: 

Supreme Hirers

proudly presents

“Memories of Rock ‘n Roll”
PLEASE COMPLETE:


Hirer Name: 
                                                         (Proudly) Presents

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

Refer to page 11 for ticket samples/options. Your ticket can also be a combination of these examples.
Please select from one of the following ticket options:
(Ticket A               (Ticket B                  (Ticket C                    (Other………………………………….
Please feel free to discuss your ticket layout requirements with our Ticketing Administrator, including the placement of logos/artwork and ticket numbers.
2. TICKET COSTS
	Buyer Type
	Sale Price 
(incl AC&S Ticket Service Fee & GST)

	One Price for All 
	$

	Adult/Full
	$

	Concession (Pensioners/Seniors/Unemployed)
	$

	Children  (please state ages)

Min……………..

Max…………….
	$

	(Babies:  At what age do babies go free on a knee?)   ...................
	

	Student
	$

	Group/Family per person price: (min. no. for group discount)…………….
	$

	Other (please specify…………………………………………………………
	$

	Additional Information re Ticket Prices.

	


1. TICKET SALES INFORMATION
· Please set out full details of the event to be held. Please attach any additional information that may assist A&CS sales staff to fully understand your event, for example, usual questions associated with the performance/performers, competitions run in conjunction with ticket sales, restrictions on ticket sales etc.
· Where will your show be advertised?  Please be as specific as possible so that we may collect this data for you. This information will be included in your Sales Reports.
-
-
-

-

-

-

-

· The event will feature the following support act (if applicable).

· Please complete the following important information.  This assists our Staff when selling your tickets to your patrons, and also our FOH staff at the time of your event.
	Start Time,  Support Act (if applicable)
	Performance 1


	Performance 2



	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


5.  MARKETING, WEBSITE AND ONLINE SALES
Your Event will be listed on the Kingston Arts Centre website (www.kingstonarts.com.au) and online ticketing will be made available to your patrons, at no extra cost to you, the Hirer. Please note that without a suitable image we will  not be able to list your event on our website.
1. Please supply us with a suitable jpeg image/logo to use on our website.
2. Please advise in 50 words or less, a brief summary of your show.  This will be used on our website to promote your show.
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Do you wish to have your website linked to your event on the Kingston Arts Centre website?  

Yes  (  No (
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If yes, what is your website address? 
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.

3. SHOW RATINGS
In order for us to better inform our patrons about the performance please complete the following ratings classifications by ticking the relevant boxes. Please also indicate the reasons for the rating, eg, course language, violence etc.
	
	G
	FOR GENERAL EXHIBITION

	
	
	Suitable for people of all ages. Parents can feel confident knowing that children can watch the performance by themselves without being harmed or distressed. May have mild swear words and contain discreet verbal references to sex. Violence minimal and mild.

	
	
	

	
	PG
	Parental Guidance Recommended for Persons Under 15 Years

	
	
	It is up to parents to provide guidance. Includes scenes with:

	
	
	
	mild course language

	
	
	
	mild depictions of violence in a stylised, theatrical or historical way

	
	
	
	discreet visual depictions or references to sex

	
	
	
	some partial nudity

	
	
	

	
	M15+
	Recommended for Mature Audiences 15 Years & Over

	
	
	Themes & content could harm or offend those under 15 years. Contain scenes with:

	
	
	
	course language

	
	
	
	realistic violence of medium intensity shown

	
	
	
	sexual activity, including intercourse implied or simulated

	
	
	
	nudity

	
	
	

	
	MA15+
	Restrictions Apply to Persons Under the Age of 15 Years

	
	
	May contain course language or depictions of sex or violence or any combination of elements likely to disturb, harm or offend those under 15 years.

	
	
	
	crude language

	
	
	
	sexual intercourse or other sexual activity implied or simulated

	
	
	
	realistic violence of medium intensity depicted

	
	
	
	drug use depicted, but not in an advocatory manner

	
	
	
	nudity

	
	
	
	

	
	R18+
	Restricted to Adults 

	
	
	Unsuitable for children by law. Restricted to adults 18 years and over.

	
	
	
	course language

	
	
	
	highly realistic and explicit violence – relished or cruel

	
	
	
	simulated sexual acts

	
	
	
	nudity


4. SALE OF TICKETS
· A&CS will provide an internet service for online ticketing through its website, and will sell tickets for the event at Kingston Arts Centre, via phone and over the counter.
· A&CS will have sole and exclusive rights to the selling of tickets for the event listed in the information schedule. The Hirer may sell its own tickets to selected patrons (ie corporate passes) by negotiation with A&CS.  Unless advised in writing it is expected that A&CS will sell ALL tickets intended for the event. 
· The Hirer and its agents will be responsible for all aspects of promotion and advertising of the event.
· The Hirer shall, when engaging a full ticketing service, in all advertising or other promotional material that it creates, causes to be produced, controls or recommends, including advertising or promotional material for the event include the following information:
	Book through Kingston Arts Centre

Online:  www.kingstonarts.com.au
Box Office: Ground Floor Foyer, Kingston City Hall, 985 Nepean Hwy, Moorabbin 

Hours:  Mon – Fri  9am – 5pm & Saturday 12.30pm – 5pm

Phone:  (03) 9556 4440


Schools please note:  a comprehensive information schedule will be provided to you to cut and paste into your School Newsletter.  This schedule gives all information regarding the purchase of tickets for your school event, methods of payment, etc.



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

	FULL TICKETING SERVICE FEE - per ticket sold to each event by A&CS.  Includes GST.
	$2.50
	$1.50
	Per ticket

	COMPLIMENTARY TICKET FEE (FULL SERVICE)
For the dispersal of free, complimentary or promotional give away tickets.
	$2.50

	$2.50
	Per ticket

	MERCHANT FEE
Charged by A&CS where the ticket is purchased by the patron using EFT service.
	3.0%
	3.0%
	Per EFT Sales


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


	$50.00
	$30.00
	Per event

	Performance Alteration/Late Changes Fee

For time spent altering the wording of the tickets or design of the seating plan after design/approval. A minimum fee of 1 hour will apply. All requests for alterations/late changes 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

It is compulsory to have a Kingston Arts Centre Box Office Staff member present at your event to sell/distribute final tickets prior to the performance commencing, and to reconcile all sales and monies at the time. 
Charges:

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

$37.50
$75.00
	$32.50

$37.50
$75.00
	Per Person, Per Hour


NOTE:  

· Ticket purchasers (patrons) will also incur a non-refundable $2.00 Booking Fee (postage and handling) for tickets. Note this is per purchase, not per ticket. 

· Tickets booked less than one week prior to the date of the Event will not be posted and must be collected by the patrons at the Box Office.

	Confirmation of Fee Structure (Office Use Only)
	Standard Fee
	Community
 Fee

	Full ticketing service fee per ticket sold to each event by A&CS.  Includes GST.
	$
	$

	TOTAL NUMBER OF TICKETS TO BE SOLD
	
	

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


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

· Primary and Secondary Schools are eligible for this Community Rate.
8. CANCELLATIONS
Full Service  
Where an event or part of any event is cancelled, the Hirer must immediately advise A&CS in writing. Where an event, or part of any event, is cancelled, the Hirer will pay a cancellation fee of:

	Lead time of cancellation
	Cancellation Fee 
	Unit

	30+ days 


	$0.25
	Per ticket (maximum capacity as agreed in contract)

	8 to 29 days
	$0.50
	Per ticket (maximum capacity as agreed in contract)

	7 days or less


	$2.50
	Per ticket (maximum capacity as agreed in contract)


In the event of any cancellation of all or part of the event, the Hirer shall promptly advertise effectively to the general public its policy and procedures on refunds to ticket holders. 
9. REFUNDS
In the case of any cancellation of all or part of the event, A&CS agrees to make refunds of the sale price of the tickets, for which the Hirer will pay a fee equivalent to double the applicable Ticket Service Fee (called a “cancellation fee”) for each ticket to the event refunded by A&CS, provided that:

· Total receipts for the cancelled event are available for that purpose, or sufficient funds are made available by the Hirer. Refunds will only be made to ticket purchasers who return tickets to their original point-of-purchase; 
· Refunds will not be available until five (5) working days from the date that written notice of the cancellation of the event is received by A&CS from the Hirer;
·  Refunds will be made for a period of thirty (30) days from the date that written notice of the cancellation of the event is received by A&CS from the Hirer, after which time the Hirer shall be solely responsible for making any further refunds. Upon expiration of the said thirty (30) day period, any amounts remaining from the total receipts for the cancelled event, less all amounts due to A&CS from the Hirer, shall be remitted to the Hirer and the Hirer shall henceforth be solely responsible for making further refunds. A&CS will not be liable for any refunds that might arise or be made after the expiration of the refund period.
Where it is unreasonable to expect ticket purchasers to attend an event due to exceptional circumstances, including force majeure events, A&CS may at its discretion refund their ticket/s, with the ticket purchaser incurring any applicable A&CS charges.
10. OTHER REQUIREMENTS
The Hirer will ensure that the information supplied to A&CS in the information schedule for the event is accurate in all respects.  
The Hirer:
will ensure that the advertised ticket prices are inclusive of GST and any other commission payable to A&CS under this Agreement.
- acknowledges that A&CS is acting as an agent only, and accordingly collection and remittance of all GST is the responsibility of the Hirer.  A&CS will be responsible only for taxes relating to the ticket commission component of sale price of the ticket, retained by A&CS.

 - is required to provide written notice to A&CS if they are not registered for GST and/or does not have an ABN, and therefore that the ticket price does not include a GST component.
- acknowledges that tickets produced by A&CS are 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.

- acknowledges that  A&CS may terminate this Agreement without incurring any liability from the Hirer and may terminate the sale of tickets for the event where:
· A&CS becomes aware of involvement by the Hirer or its agents in any unlawful practice;

· The Hirer, producer or performer of an event is made bankrupt, is insolvent, is placed into liquidation or is wound up;

· It becomes reasonably apparent to A&CS that the staging of an event or events generally can not or will not proceed.
11. SALES REPORTS
· The Hirer may obtain details of tickets sold by A&CS in advance of the event by making a telephone enquiry to A&CS during Box Office hours. 
· The Hirer will receive a regular comprehensive sales report by email, (see page 2)  
· The Hirer will receive a final Sales Report after the event.

· The Hirer will receive within 5 working days of the event, a Reconciliation Report indicating the total amount received by A&CS from the sale of the tickets for the event, less the total amount of all fees and commissions payable by the Hirer to A&CS under this agreement.
· Within 14 days of the final performance, A&CS will pay to the Hirer the balance amount calculated.
A&CS will not release any advance payment to the Hirer for an event before the successful conclusion of the final performance. 
12. GENERAL PROVISIONS
· The Hirer warrants that all of the information contained in this Ticketing Agreement supplied to A&CS is, in every respect, correct. Where A&CS itself sustains loss or damage because the information supplied is incorrect, the Hirer will pay to A&CS a sum equivalent to 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.

· All dealings relating to the operation of this Agreement and the sale of tickets to the event will be conducted between A&CS and the Hirer and at no time will A&CS be required to deal with third parties.

· “Personal information” (as defined in the Privacy Act 1988) of purchasers of the tickets (patrons) collected by A&CS shall remain the property of A&CS and shall not be disclosed to the Hirer unless the patron has agreed for this information to be passed on to the Hirer. If the Hirer wishes to have listings of consenting patrons, AC&S should be informed before tickets go on sale.  This listing will then be made available to the Hirer five working days after the final performance.
13. AGREEMENT
In consideration of the Hirer paying the Full Ticketing Service fees referred to in the Fees & Charges Table on Page 6, A&CS will:

· produce the required number of tickets for the event held for which tickets are required;

· sell tickets for the event held to the public on behalf of the Hirer through internet sales, phone sales or counter sales.

· Provide one Box Office staff member at the time of the event (min. 3 hours), cost as per Fees & Charges schedule.
· Reconcile all sales within 5 days of the event and arrange payment to the Hirer of ticket sales monies, less the total amount of all fees and commissions payable by the Hirer to A&CS under this agreement

14. EXECUTED AS AN AGREEMENT
I hereby agree for Kingston Arts Centre to provide this Full Ticketing Service:
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
FULL TICKETING SERVICE – TICKET SAMPLES

Reduced Size: Actual Ticket Dimensions: 5cm x 14cm            
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FINAL CHECK LIST

To ensure we have all relevant details required to promote and provide box office services for your event, please complete the following checklist.

( Page 1-2:       Your Details 
( Page 2:          Ticket Wording
( Page 3:          Ticket Prices 
( Page 3-4:          Ticket Sales Information
( Page 4:          Marketing Information & Show ratings
( Page 9:        Agreement
Please do not hesitate to contact us should you require any assistance completing this Agreement or should you have any queries pertaining to this.

Fiona Oakes

Box Office & Ticketing Administrator

Kingston Arts Centre

Box Office

(03) 9556 4440 

Email:  kingart@kingston.vic.gov.au


































A) Allocated Theatre Seating 


Tickets can be numbered to suit allocated seating for shows














Venue Address


Optional


















































Sample Only
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C) Allocated Table Seating


For cabaret style and dinner dances








Compulsory Note for ALL Ticketing





Perforated stubs to keep track of attendance numbers








Sample Only





B





B) General Admission


Unallocated seating i.e. seats not numbered
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Specific show/event information








Sample Only
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