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Standard Agreement to Provide Box Office Services for Events between:
Tickets Oxford (as part of Oxford Playhouse Trust Ltd) &
                                                                           (the promoter) 
For      
EVENT:
PERFORMANCE DATE(s):
VENUE:

Tickets Oxford will

1. Set up the Box Office system and sell tickets as agreed between the promoter and Tickets Oxford. Undertaking during advertised ticket office opening hours: advance personal, postal, telephone sales, answering general queries relating to the promotions where possible or otherwise referring customers to the promoter. 
2. Sell tickets via the Tickets Oxford website. If online booking is unavailable for short temporary periods including technical problems beyond our control, Tickets Oxford will continue to sell tickets via phone and in person during our advertised opening hours with no change to our charges.  If online booking is unavailable for more than 24hrs there will be no minimum charge.
3. Notify the promoter in advance of any planned or necessary maintenance which will interrupt sales. In the event of a temporary interruption during advertised opening hours we will make every effort to minimise disruptions to sales with no change to our charges, for interruptions of more than 24hrs there will no minimum charge.
4. Cease advance sales at 4.30pm on the day of any evening event, on the Saturday before for any event on a Sunday or a bank holiday, or as agreed in advance with the promoter. Please call at least 30 minutes ahead of time to make an arrangement.
5. During July and August, the Box Office may be closed on Saturdays in line with Oxford Playhouse’s Summer Opening Times. If this is so, Tickets Oxford will cease advance sales at 4.30pm on the Friday before for any event on a Saturday, Sunday or Bank Holiday, or as agreed in advance with the promoter.
6. If the event uses paper tickets - provide the promoter with a Collection Pack: all uncollected pre-paid tickets, unsold tickets as consignment for event ‘door’ sales if requested and  a  list of all bookers for the event (please refer to data protection in the agreement). If the event uses E-tickets – provide the promoter with an Emailed list of all bookers for the event (please refer to data protection in the agreement).
7. Bank and account for all monies taken.
8. Provide regularly updated sales figures online, a final sales return after the event and undertake prompt and accurate financial settlement as 'commission charges and financial arrangements' below.
9. Only refund tickets if an event is cancelled or materially altered (dates, venue, time or named artist) A refund or credit note can also be offered if a customer cannot attend a live event because they or a member of their household is showing the symptoms of COVID-19, as long as they have contacted the Box Office up to 24 hours before the advertised start time of the event.
10. Offer credit notes and exchange tickets (to the same value) to another event.
11. In the event of a customer losing their tickets, will not re-issue lost tickets to the customer in advance but can provide copies to the promoter to be handled at their discretion. 
12. Give its commitment to sell tickets to the best of its ability but does not guarantee any level of ticket sales nor does it accept any liability if sales, for whatever reason, are below expectations.

The Promoter is required to provide

13. Detailed information for the event, to include: date, title, start time, venue, running times and intervals, seating capacity, pricing, special offer information, wheelchair capacity, held seats. Also, sales and marketing information to enable Ticket Oxford to sell your event, which should include a description of the event including  programme, content, performers, venue facilities, running times, special features, details of any special sales requirements, any age limits or recommendations; any other useful information. The above should all be completed on the appropriate forms supplied by Tickets Oxford at least seven working days before the event goes on sale.
1. Any variations or restrictions on concessionary discounts (concessions will otherwise be offered to over 60s, under 18s, full-time students, benefit claimants, customers with access requirements and their companions). 
14. Details of tickets available for wheelchair users (access to the venue, parking, the number of wheelchair places available, number of seats removed to accommodate these, price and other information).
15. An adequate supply (minimum 50) of leaflets no larger than A5. The Promoter is responsible for maintaining a sufficient supply for display; unfortunately we cannot undertake to let you know if we run out.
16. A contact telephone number or email address that may be used for any enquiries by the general public or instructions on alternative action if no number can be made available.


Tickets Oxford website listings

17. There is a 1,250 character limit for event descriptions on the Ticket Oxford website listing; only text submitted by the promoter will be displayed in this space.
18. Inclusion in any other listing is not guaranteed and entries and wording are at the discretion of Tickets Oxford. 

19. We can display an image and a video which you can email us to be displayed with your website listing (image may be resized/cropped to fit Tickets Oxford specifications).
Commission Charges and Financial Arrangements

20. A Ticket Sales Commission of 11% of gross ticket sales + VAT (9% + VAT for registered charities) is

payable by the promoter to The Oxford Playhouse Trust. Tickets Oxford will provide a settlement invoice to support this.

NOTE: There is a minimum commission charge of £50 + VAT applied for all events taking place in a venue of 400 seats or less and minimum commission charge of £100 + VAT applied for all events taking place in a venue of 401 plus seats, or for a programme of events that takes place for 3 days/times regardless of capacity.
21. All credit/debit card payment charges incurred by Tickets Oxford will be recharged to the Promoter at 2.5% and deducted from the settlement amount.

22. An additional fee of £20 + VAT will be charged for any payments made to promoter bank accounts outside the UK and £2.50 + VAT if payment by cheque is required.
23. Settlement of gross ticket sales, less the commission or minimum charge, any credit/debit card commission applicable and any additional charges as described, will be made by Tickets Oxford to the Promoter within 28 days of the event taking place and will be paid by BACS.
24. Paper tickets required for issue as complimentary direct promoter sale or door sales will be printed at a cost of 6p + VAT per ticket, and will only be issued with authorisation from the promoter.
25. Customers who request posting to them will be charged a postage and packing fee (£1 at time of contract but subject to change), however Tickets Oxford is unable to offer postage at the present time.

Cancellation or a Material change to an event

26. In the event of a cancelled performance or any material change to an event Tickets Oxford must be notified as soon as is feasible and before any public announcement is made. Where an event is cancelled customers must be offered a refund. If an event is altered in a material way customers must be offered a refund if they are unable to accept the change. The credit/debit card commission will be payable on all transactions for both bookings and any refund transactions carried out by Tickets Oxford.
27. In the event of a cancelled performance or any material change to an event, Tickets Oxford will be responsible for notifying bookers and arranging refunds. An administration charge of £15 + VAT per hour of Tickets Oxford staff time will be deducted from the settlement (minimum charge of 1 hour).
28. In the event of a cancelled performance the minimum sales commission charge applicable to the event will be payable at time of cancellation, plus the credit/debit card commission as in 26 and any staff costs as in 27.

Event changes

29. A charge will be made for any alteration required on our ticketing system.
Any alteration to the date, start time, capacity, price or price type: £5 + VAT per alteration with any alteration to the venue charged at £15 + VAT.

An additional charge of £15+ VAT per hour of staff time is applied for Tickets Oxford’s assistance in contacting customers about any alterations.

Pre-paid ticket collection

30. For a paper-ticketed event, the promoter is responsible for arranging the collection of pre-paid tickets, unsold tickets if applicable and customer list from Tickets Oxford during regular opening hours on the last working day (Monday to Saturday) before the event, or as described in 4 and 5. Tickets Oxford is unable to deliver the collection pack to a venue.
Data Protection

31. Tickets Oxford and the Promoter will comply with their respective obligations under the Data Protection Act 2018 and any other legislation enacted in England and Wales from time to time protecting the fundamental rights and freedoms of individuals in relation to their personal data (the “Data Protection Legislation”). The terms ‘personal data’, ‘data subject’, ‘processor’, ‘controller’, ‘processing’, ‘personal data breach’, ‘special categories of data’ and ‘supervisory authority’ have the meanings set out in the Data Protection Legislation. For the purposes of the Data Protection Legislation, the Promoter shall be the controller and Tickets Oxford shall be the processor of the personal data particularised in 31 below.

32. For the purposes of the Data Protection Legislation:

· The subject matter, nature and purpose of the processing is to allow the Promoter to sell tickets to events through Tickets Oxford, and to allow Tickets Oxford to carry out those services.

· The processing shall continue until the event has taken place.

· The personal data to be processed concerns the following categories of data subjects: individuals who purchase tickets through Tickets Oxford.
· The personal data to be processed falls within the following categories of data:

· Name 
· Postal address 
· Email address 
· Phone number 
· Date of birth 
· Details on a specific  Disability

33. In relation to the personal data particularised at 31 above, Tickets Oxford shall:
· process the personal data only on the written instructions of the Promoter, including those contained in this agreement;

· ensure that it has put in place appropriate technical and organisational measures to protect against unauthorised or unlawful processing;

· ensure that all personnel who have access to personal data are legally obliged to keep it confidential;

· not transfer personal data outside of the UK or the European Economic Area without the Promoter’s permission;
· assist the Promoter, at their own cost, to respond to any request from a data subject to exercise their rights under the Data Protection Legislation;

· notify the promoter without undue delay upon becoming aware of a personal data breach;

· at the written direction of the Promoter, delete or return personal data and all copies thereof to the Promoter on termination of this agreement unless required by Applicable Law to retain it; and
· Maintain sufficient records to comply with the Data Protection Legislation, and agree to audits of the same.

34. Tickets Oxford may appoint sub-processors to process the personal data, provided that it first gives the Promoter an opportunity to object. The Promoter expressly agrees to the use of any sub-processors appointed by Tickets Oxford as of the date on which this agreement is entered into. As between the Promoter and Tickets Oxford, Tickets Oxford shall remain fully liable for any acts or omissions of any sub-processors it appoints.

Co-operation

Tickets Oxford and the promoter agree to co-operate fully to resolve any problems that may arise during the duration of the agreement including customer complaints.

Contract

This contract supercedes all previous agreements between the both parties. Tickets Oxford have not agreed to act as ticket agent for an event until a signed   of this contract has been received. In signing this contract both parties agree to accept these.
Signed by______________________________________________Representative of the promoter
By signing here you agree to all of the above terms and conditions.

Date:

Signed by______________________________________________.Representative of Tickets Oxford 

Date:

