League of Independent Producers 
	
TEMPLATE VENUE DEAL MEMO

	Production Title
	

	
	

	Deal Memo date
	

	
	

	Theatre
	

	Theatre Contracting Entity
	

	Theatre Address
	

	Booking Contact / Phone Number / Email Address
	

	

	Visiting Producer 
	

	Producer Contracting Entity
	

	Producer Address
	

	Booking Contact / Phone Number / Email Address
	

	

	SCHEDULE

	Get In (Date/Time)
	
	First Performance
	

	Get Out (Date/Time)
	
	Number Performances
	

	

	PERFORMANCE SCHEDULE (Insert performance times in chart below):

	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY
	SATURDAY
	SUNDAY

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	FINANCIAL DEAL

	Royalty paid off the top
	

	Financial Deal
	

	Is venue culturally exempt for VAT on box office?
	

	
	

	TICKET PRICING

	Agreed Gross Box Office value for engagement
THIS SHOULD NOT INCLUDE RESTORATION LEVY OR PP SEATS
AGREED KILL SEATS SHOULD NOT BE INLCUDED IN THIS FIGURE
	

	Total number of ‘kill seats’ – Orchestra Pit/Sound Desk etc
	

	Total number of venue PP seats per performance
	

	Contractual Comps (both producer and theatre)
	

	Agreed Discounts/Concessions
	

	Details of any friend’s/loyalty scheme
	

	

	MARKETING DEAL

	Financial Deal
	

	On Sale Date/Announcement Date
	

	Brochure inclusion costs
	

	Other agreed marketing items (eg Front Cover Brochure etc)
	

	
	

	

	TECHNICAL DEAL

	Get In deal (who pays/number of staff/number of hours etc)
	

	Get Out deal (who pays/number of staff/number of hours etc)
	

	Running Staff (who pays/number of staff/number of hours etc)
	

	Staff Rate Card provided separately
	

	Staff Holiday Pay Charge 
	

	Staff NI Charge
	

	Staff Pensions Charge
	

	
	

	‘INSIDE’ BOX OFFICE DEDUCTIONS

	Credit Card Charges
SPECIFY WHETHER CALCULATED ON GROSS OR NET TICKET SALES
SPECIFY WHETHER CHARGED ON FULL BOX OFFICE OR JUST ON CARD TRANSACTIONS
	

	Ticketing Fee
	

	Any other inside deductions
	

	
	

	OUTSIDE BOX OFFICE CHARGES/FEES

	Restoration Levy
	

	Booking Fee
	

	Transaction Fee
	

	Any other outside commissions/fees
	

	
	

	GROUP SALES

	Group Sales booking fee
SPECIFY WHETHER CALCULATED ON GROSS OR NET TICKET SALES
	

	Group Sales – when is group sales fee applied?
	

	
	

	AGENT SALES

	Third Party Agent sales allowed
	Y / N

	Third Party Agent Sales Allocation
	

	Third Party Agent Sales Financial Terms
	

	
	

	OTHER CHARGES

	Any other contractual charges included 
eg Wifi/Laundry etc
	

	
	

	
	

	MERCHANDISE

	Merchandise charges
	

	Programmes – does venue provide and sell?
	[bookmark: _GoBack]Y / N

	
	

	
	

	FINANCE/SETTLEMENT

	Advance Provided in performance week
	Y / N

	Mechanism to request advance
INCLUDE WHETHER PAID BY BACS OR CHEQUE
	

	Final Settlement received by
	

	Settlement Payment Terms
	

	
	

	OTHER

	Contractual Requirements (eg Star Name)
	

	Access Performance costs
	

	Barring Clause
	

	PRS to be withheld?
	

	Any Foreign Entertainers in the company?
	

	Venue/Production Sponsorship partners
	

	
	


			
