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Box Office Event Information Form

Please type in the requested information below.  It is crucial that you complete this entire form carefully.  

You may TAB to move between gray entry cells on the form in order, or click in a gray entry cell to type your response.  

PRODUCING ORGANIZATION & PRIMARY CONTACT INFORMATION

Producing Organization’s Name:       
Form Submittal Date (MM/DD/YY):           

Organization’s Contact Person if we have questions regarding the information put on this form: 

Name:       
Best Phone Number to reach this person:  (   )    -     ext.      
Best E-Mail address to reach this person:       

TYPE OF EVENT (SINGLE SHOW OR SUBSCRIPTION SERIES)

Please check the box preceding the type of event you are submitting.  If the show or event is part of a Subscription Series, check that box, as well.  Please submit a different form for each show title or event title.
 FORMCHECKBOX 
 Submit a show or Event 
 FORMCHECKBOX 
 This is part of a Subscription Series (submit forms for all subscription shows together)
 FORMCHECKBOX 
  Make a Change to a show or Event

 FORMCHECKBOX 
  Make a change to a Subscription Series

SHOW OR EVENT INFORMATION (NAME & DESCRIPTION)

Show or Event Name (As you would like it to appear on tickets and the website): 

     
 FORMCHECKBOX 
  Check this box if this event is to be sold as General Admission (no assigned seating)? 

       All tickets will be sold as Reserved (assigned) Seating, unless you check this box.
· Include a brief descriptive blurb (limit to 150 words or less).
· Visit our Box Office Web Page at http://www.cuttinghall.org/tickets to see examples of show or event descriptions.
Enter Show or Event Description Below (as you would like it to appear on the website, adhering to the above guidelines):
     
On Sale Date (MM/DD/YY):       This is the date you want this show, event, or subscription series to be available for patrons to purchase.  We must receive this form at least two weeks prior to your desired On Sale Date.  If received after that, we cannot guarantee that the tickets will be available in the system by your requested date.  Please note that shows or events may not be posted on the Cutting Hall Box Office website prior to three months before their performance date.

IMAGES

We can place your production artwork or organization logo on the website, as well as on the E-Ticket printed out by the patron at home.  The image for the website and E-ticket may be in color and is not restricted to being simple.  Be aware that space is limited and small printed text may be hard to read in these spaces.  Images should be e-mailed to the Box Office Manager at mnoens@palatineparks.org along with this Event Information Form.  
Some things to remember about your images:

· Accepted image file formats are: JPG, PNG, GIF or TIF.  Save them at 72 dpi or higher.
· For the E-Ticket, we recommend putting your production artwork or organization logo in the image space.  If you choose not to provide an image here, we will fill it with our Cutting Hall logo.  The area reserved for this image is 400 wide x 400 tall pixels.
· For the website, your production artwork or organization logo should be no wider than 200 pixels.  Height is restricted to the height of your description on the web page (recommended height: 200-600 pixels).  The show image will appear to the left of the show description you provided previously on this form.
· Be advised that if image submitted is larger than what is allowed, the Box Office Manager will scale the image down to properly fit the space.

Show Image File Name (Website only-200 pixels wide max):       
E-Ticket Image File Name (Online ticket only-400x400 pixels max):        

SPECIFIC PERFORMANCE INFORMATION

Please fill in all the information for each individual performance for your show or event (first row contains an example).
	DATE AND TIME
	PERFORMANCE NOTES FOR WEB PAGE
	HOLDS
	PERF. NOTES FOR TICKET

	Supply the month, date,

year and start time of each performance.  Use the sample line below as an example.
	Notes that will appear next to the date selection on the public pages.  These notes are optional, and should be used for something unique to that particular performance.  Example: "Preview Night" 
	(House Seats) Provide the total amount of seats you would like to be held from sale for each performance.  Specific seats can be listed in the next section of this form.
	35 characters or less.  These notes are optional, and should only be used for something special that must be printed on every ticket for this particular performance.  Example: “Signed for the Hearing Impaired.”

	1/10/10 8:00pm
	A strobe light will be used
	10
	A strobe light will be used

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     



SEATING HOLDS

Seating holds may be necessary for a variety of reasons (ex: visual obstructions, ushers, choir members, etc).  It is essential for reserved seating events that all holds be identified at the time you submit this form.  Once the show or event has been published online, we cannot guarantee changes or additional holds. Using the seating chart (on page 5), please state what seats you will need held from public sale.  State the SECTION, ROW and each SEAT that will need to be held.
	SECTION
	ROW
	SEAT(S)
	SPECIFIC DATES FOR HOLDS (or) ALL SHOWS

	C
	O
	1-7
	All Shows

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     



PRICING INFORMATION

Fill in the areas below for subscriptions (if applicable) and individual show tickets.  Please fill in the information for each Person Type Pricing Term (Adult, Student, etc.) you want to use for your show or event.  If you do not have different prices for advance sales and at the door, leave “AT THE DOOR PRICE” blank.  “Regular” is used if you do not have different prices for your tickets based on different person types.  If you use “Regular,” the other person types should be left blank.  
Use the notes area to supply the name of any other discount or person type you utilize, or to provide further explanation, information, etc.  If the pricing term is for a discount off the normal ticket price, provide a suggested one word discount code for that discount pricing term.  Example: a discount code for those in the American Legion may be, “legion.”  Codes should always be lowercase and one word, or run together if you want to use more than one word, such as, “dailyherald.”
	SUBSCRIPTION PRICING - USE ONLY EVEN DOLLAR AMOUNTS!!

	PERSON TYPE
	ADVANCE SALE PRICE
	AT THE DOOR PRICE
	NOTES / DISCOUNT CODE

	Subscription-Regular

(one price all person types)
	$     
	$     
	     

	Subscription-Adult
	$     
	$     
	     

	Subscription-Student
	$     
	$     
	     

	Subscription-Senior
	$     
	$     
	     

	Subscription-Child
	$     
	$     
	     

	
	
	
	

	Subscription-Other
	$     
	$     
	     

	Subscription-Other
	$     
	$     
	     

	Subscription-Other
	$     
	$     
	     


(INDIVIDUAL TICKET PRICING ON NEXT PAGE)
	INDIVIDUAL TICKET PRICING - USE ONLY EVEN DOLLAR AMOUNTS!!

	PERSON TYPE
	ADVANCE SALE PRICE
	AT THE DOOR PRICE
	NOTES / DISCOUNT CODE

	Regular

(one price all tickets)
	$     
	$     
	     

	Adult
	$     
	$     
	     

	Student
	$     
	$     
	     

	Senior
	$     
	$     
	     

	Child
	$     
	$     
	     

	
	
	
	

	Other
	$     
	$     
	     

	Other
	$     
	$     
	     

	Other
	$     
	$     
	     

	Other
	$     
	$     
	     

	Other
	$     
	$     
	     

	Other
	$     
	$     
	     

	Other
	$     
	$     
	     



ADD-ON ITEMS

An Add-On is something a Patron may purchase in addition to a show or event that is in conjunction with that show or event.  An example would be a dinner theatre package, flowers, t-shirt, etc.  These add-ons are optional and have a price in addition to the regular event.  This example is shown in the first row, below.
	ADD-ON PRICING* - USE ONLY EVEN DOLLAR AMOUNTS!!

	ADD-ON NAME
	ADVANCE SALE PRICE
	AT THE DOOR PRICE
	NOTES / PATRON CHOICE

	Dinner Package
	$17
	N/A
	Only one choice

	     
	$     
	$     
	     

	     
	$     
	$     
	     

	     
	$     
	$     
	     

	     
	$     
	$     
	     

	     
	$     
	$     
	     



FORM SUBMISSION OPTIONS

Once you have completed the form, please submit this form via email, fax or regular mail (e-mail preferable):  
	SUBMIT VIA E-MAIL
	SUBMIT VIA FAX
	SUBMIT VIA REGULAR MAIL

	mnoens@palatineparks.org
Michael Noens (Box Office Manager)
	(847) 991-2127

Attn: Michael Noens (Box Office)
	Cutting Hall Box Office

Attn: Michael Noens

250 E. Wood Street

Palatine, Illinois 60067
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