
CBON (Community Box Office Network) SUMMARY SHEET

WILLOWS THEATRE BOX OFFICE

(Revised June 19, 2006)

What your CBON Box Office does for you:

· Provides ticket stock, ticket printing, and computer set up for your show.

· Has professional live sales representatives handling your box office calls during regular business hours (a voice mail system will field calls on off hours).  Current Willows Theatre Box Office hours are Monday-Saturday from 10am-6pm and Sunday from 12-5pm.

· Processes phone orders, mail orders, fax orders, walk-up advance orders and night-of-performance orders including cash, check and credit card purchases.

· Provides financial accounting and bookkeeping for your ticket sales including settlements within five working days of the week’s last performance.

· Provides information to patrons on your production, your company, your performance venue and its surrounding locale (parking, restaurants, etc.).

· Provides night-of-performance box office staffing.

· Collects valuable patron data for your future audience development and marketing.

· CBON is a discounted box office service that provides the above core box office services; additional services and their costs may be negotiated with your CBON Box Office.

How you can help your CBON Box Office provide you quality with service:

· Fill out application material completely and accurately.

· Upon approval and signing a letter of agreement with the CBON Box Office, schedule an orientation with the CBON Box Office to educate them on your company, production, audience, marketing plan, performance venue and its surrounding area.

· Publish Willows Theatre Box Office phone number (925/798-1300) and operating hours (Monday-Saturday 10am-6pm/Sunday 12-5pm) in all marketing and publicity material and submit marketing materials to the box office for review before distributing to ensure consistency in public presentation of Box Office information.

· Keep in touch with the Box Office.  Provide information, updates and changes to the Box Office in a timely manner.

What your CBON Box Office service will cost*:
· A service charge of $2.00 per ticket sold in advance and $1.50 per ticket sold at the door will be charged to the patron.  This fee is built into the price of your ticket (i.e. on a $15 ticket, you will receive $13.00 if the ticket was sold in advance and $13.50 if the ticket was sold at the door). You will be charged a $1 service charge each time a press, comp, or released ticket is printed and processed.

· For credit card orders there is an additional charge (to you, the client - not the patron) for the bank charge of 3%.  For example, a 3% bank charge on a $15 ticket purchased with a credit card would be $.45.

* Costs subject to change - call for current rates.

CBON (Community Box Office Network) 
FINANCIAL AGREEMENT & CONTRACT

SERVICE CHARGE STRUCTURE

1.
Advance sale tickets:  $2.00 per ticket

2.
Door sale tickets: $1.50 per ticket

3.
The service charge is built into the price of the ticket (i.e. on a $15 ticket, you will receive $13 if the ticket was sold in advance and $13.50 if the ticket was sold at the door).
4.
Press, comp and released tickets: $1.00 per ticket

5.
Credit card bank charge: For credit card orders the client will be charged an additional bank charge of 3%.
6.
Liability for Payment

The client assumes liability for Method of Payment:

· Check - bounced, bad, etc.

· Credit cards - fraudulent use, unsatisfied customer, etc.


(_______) Initial

7.
Mailing Advance Tickets

The patron will be charged $1.00 per order for having tickets mailed two weeks in advance, if requested.  If additional material is included in the mailing, the client will assume the additional postage cost.

8.
Complimentary and Released Tickets
These tickets may be used in any of the following ways:

· Guaranteed Comps: Client requests a confirmed number of tickets to be held under a confirmed name; these tickets are then printed out by CBON and held at will-call.  This comp is not revocable and the client incurs a service charge of $1.00 per ticket.  These comps are best used for VIP or other “must-have-seat” patrons.

· Soft Comps: Client supplies a comp list to the Box Office staffer by a deadline of one hour prior to curtain.  These patron’s comps are not pre-printed will-call tickets, but are walk-up tickets taken from the unsold portion of the house during the hour prior to curtain.  Client is charged $1.00 per ticket only for those patrons who claim their comp.  Soft comps are best used when a comp “no-show” is a possibility.

· Released Tickets: A one-time bulk release of a pre-arranged, pre-negotiated number of tickets given to the client by CBON.  A Release Ticket Agreement is signed by the client and releases the CBON partner of any responsibility toward selling, disbursement or tracking of released tickets.  A $1.00 per ticket fee is charged as part of the regular per ticket fees deducted on the final reconciliation.  Client is allowed a one-time return of the unused portion of released tickets up to 72 hours prior to the run of the show, allowing tickets to be sold by CBON and avoiding the $1.00 per ticket release fee on returned tickets.  

9.
Refund and Exchange Policy
CBON policy is no cancellations, exchanges or refunds.  However, clients may request special arrangements for unusual circumstances.  The client will be charged $1.00 per ticket refunded or exchanged at their request, in addition to $1.00 per new ticket issued.  If a ticket was paid for with a credit card and is then refunded at the client’s request, the 3% credit card bank charge will be charged twice (once for the original purchase and once for the refund).

10.
Changes Policy
The client will be charged $10 per change after the contract is signed (e.g. performance dates, ticket prices, time of show, etc.).

ACCOUNTING TIME

1.
CBON policy is that settlements will be issued within 5 working days following the last performance of the week.  

2.
CBON has a policy of no monetary advances for clients.

3.
The client pays a fee of $12 per replaced settlement check.

Are there any limits on how many tickets CBON will be selling? If so, how many? __________________

Is CBON staffing your event on the night of performance?
Yes  (

No  (
The reconciliation check will be made out and mailed to Julia Morgan Center for the Arts, wherein additional fees (if applicable) will be subtracted.  The final reconciliation check will then be mailed to the client within three days of receipt of check.

Your signature below indicates that you have reviewed and agreed to the information and conditions contained in this agreement.  Any changes to this agreement will have no force and affect unless they are contained in a written notification signed by both parties.

Client
Date

CBON Partner
Date

CBON (Community Box Office Network) INFORMATION SHEET

WILLOWS THEATRE BOX OFFICE (Revised June 19, 2006)

Show Title:

Show Dates:


PRODUCTION COMPANY INFORMATION

Producer/Production Company:


Liason to CBON:

Day Phone:


Eve Phone:

Fax:

Email:


Will anyone other than the liaison be authorized to give comp requests or receive financial information?

Name:

Title:


VENUE INFORMATION:  Julia Morgan Center for the Arts (Info on File)
PERFORMANCE INFORMATION

Performance Schedule:

Day:_________________Date:_______________________Time:________________________ 

Day:_________________Date:_______________________Time:________________________

Running time:

Intermission?  Yes   No
Concessions?  Yes   No

Brief summary of program:


Check all that apply:


 musical
 comedy
 drama
         childrens

 musical review
 dance
 contemporary adult      performance art

 Shakespeare
 concert
 solo performance
         classical

Are there any special events (receptions, benefits, audience discussion?)  Yes   No

If so, describe:


# of house/press seats per performance:

Locations:


Seating:  General Admission    Reserved
Late seating policy:


Additional information for CBON (strobe lights, cigarette smoking, gunshots, nudity, mature themes)?

TICKET PRICES

Adult:



Senior:

(age requirement
)

Student:

(age requirement
)

Child:

(age requirement
)

Group:

(# making up a group
)

Other discounts/coupons/specials:


