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	EVENT INFORMATION
	

	Name of Event
	

	Description
	

	Date
	

	Time(s)
	 

	RENTER
	

	Name
	

	Contact
	

	Email
	

	Phone
	 

	VENUE
	

	Name & Location
	

	Contact Name
	

	Contact Email
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Blue Bridge Theatre is pleased to offer Box Office Services for your Event at our Theatre.

2017-18 FEES
Client Event Set Up Fee:        $30.00
          Per event Set up in our full service system. We provide in person, phone and on-line sales.   Includes profile listing on our website.  

Client Credit/Debit Recovery Fee – 2.5% of total sales.
          This covers all banking fees that we incur on your behalf– including credit and debit transactions, and on-line banking fees, and cash handling.  Our on-line banking gateway is secure.

Per Ticket Service Charge - $2.00
          This fee covers our operating costs, including our specialized software lease, and staffing.  This charge can be absorbed by you or passed on to your client over and above your ticket price.

Complimentary Ticket Fee - $1.00
        
We can book and print all your comps.  Also works for free giveaways.  Just let us know.

OPTIONAL SERVICES
PASS Set Up Fee – $30.00
    
If you book more than one event per season with us, we can link your events together as a PASS, and still offer single tickets.   Also great for festivals.

Re-Booking/Exchanges - $2.00

We recommend offering this for multi-night events.  Patrons appreciate it, and are usually happy to have this cost passed on to them.

Extra Ticket Printing – 1.00 per ticket

If you want to sell a portion of your tickets elsewhere, or book your own complimentary tickets, we can print them for you.  $1.00 per ticket. Please return unsold tickets to the Box Office on the night of your event – the $1.00 will be refunded (Limited to 25% of your total sales)

Promo Code Fee - $10 each

              If you offer a special promotion, we can set up a code in the system for your clients to use. 
PRIVACY STATEMENT

We collect audience information as part of our sales transactions.  Blue Bridge will never use your patron information for our solicitation.  This is your client information.  At the end of your event we will provide you with:


Audit Mop (Method of Payment)


Performance Statement (A record of all sales including price point)


Patron Data is available on request at no extra charge.

USE OF BOX OFFICE STATEMENT 
Your event must be sold through our Box Office.  If you are planning an event that is by donation only, no advance tickets may be sold or advertised as available for sale. If you are planning a private, ticketed event, no tickets may be sold in advance without the use of BBRT Box Office.  Ticket money may, however, be collected by you at the door.   Failure to follow these guidelines will result in the termination of your contract and the forfeiture of your rental deposit. 

EVENT SET UP INFORMATION
Contact Name ______________________

Contact email_____

Phone number ________________

Settlement Cheques/etransfers payable to________________

I would like my settlement: 

       - mailed
or

       - held for pick up

Address _________________

             __________

EVENT INFORMATION
Show/Event Title________________

Company Name or Presenter__________

Event Date(s) 

please add extra lines as applicable
Is this General or Assigned Seating? _________
Ticket Price   
Adult Advance_________



Adult Door ___________

Promo ____ 
                      Concession(ST/SN) _________________Day_______________Time_________

please add extra lines as applicable
When would you like your event to go on sale (we need 3-5 working days to set you up) 
Do you want to add the service fee to your ticket price?
Advance Sales end at 2pm on the day of your performance, in order for us to prepare your 'Will Call' tickets for your evening performance..

Are you selling any of your tickets yourself?  Please indicate how many (max 25% or 45 per night) 
The Roxy Theatre
2657 Quadra Street

The Roxy Theatre
2657 Quadra Street
The Roxy Theatre
2657 Quadra Street

