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EXAMPLE DEAL MEMO

SUBJECT TO CONTRACT

	Contract Name:
	Contact:
	
	
	

	Address:
	Tel:
	Fax:

	
	
	
	
	
	
	email:
	
	
	

	
	
	
	
	
	

	Venue Name:
	Contact:
	
	
	

	Address:
	Tel:
	Fax:

	
	
	
	
	
	
	email:
	
	
	

	
	
	
	
	
	
	
	
	
	

	Production
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Named Cast:
	
	
	
	Understudies required:
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Get-In Date
	
	
	Get-In Time
	
	
	

	
	
	
	
	
	
	

	Performance Schedule:
	
	
	
	
	

	
	
	
	
	
	

	inc. Assisted
	
	
	
	
	

	Performances
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Interval(s): One/Two/None


Running time


Education workshops/post-show talks etc:

Age and content guidance

Who is covering costs of assisted

performances?


Ticket Prices and House Capacity:


	House Capacity:
	
	Net Box Office potential:
	
	Tickets on sale from:

	
	
	
	
	


Other factors e.g. Pit and other seat kills/Press seats/Private Property/Sponsors’ Seats/Promotion/Comp. Schemes


Ticket Prices inc. concessions,


Friends discounts, etc:

	Do ticket prices include VAT?
	Yes/No
	
	
	

	Booking fees:
	
	per ticket in person/telephone/online (delete as

	
	£
	

	
	
	appropriate)
	
	

	Transaction fees:
	£
	per transaction in person/telephone/online (delete as

	
	
	appropriate)
	
	

	Levies within ticket prices:
	£
	Levies added to ticket
	£
	

	
	
	prices
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	Terms:
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Production Royalties:
	
	
	
	
	% off the top
	
	
	
	
	
	

	Fee to Producer:
	
	
	
	
	
	
	
	
	Rental to Venue:
	
	
	
	

	
	
	£
	
	
	
	
	
	
	£
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Guarantee
	Producer
	
	
	
	Venue
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	1st Call
	
	
	
	
	
	
	
	
	
	Commissions off the top
	
	
	

	2nd Call
	
	
	
	
	
	
	
	
	
	Credit Card Commission
	%
	

	Against split %
	
	
	
	
	
	
	
	
	
	Agency Commission
	%
	

	Thereafter %
	
	
	
	
	
	
	
	
	
	Other Commission
	%
	

	Marketing/Ad. Contra
	
	
	
	
	
	
	
	Other contras charges
	
	
	
	

	
	
	£
	
	
	
	
	
	
	£
	
	
	

	Advance req./agreed
	
	
	
	
	
	Date of Final Settlement
	
	
	
	

	
	
	£
	
	
	
	
	
	
	
	

	Merchandising/
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	%
	
	
	
	
	
	
	
	
	

	Programme Commission
	
	
	
	
	
	
	
	
	
	
	
	

	Cancelation terms
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Technical & Staffing:
	
	Contact:
	

	Crew for Get-In
	
	Crew for Performance
	
	

	
	
	
	
	

	Get-Out Date
	
	Get-Out Time
	
	

	
	
	
	
	

	
	
	
	
	

	Crew for Get-Out
	
	Minimum Call and Rates
	
	

	
	
	
	
	

	
	
	
	
	
	

	
	
	
	

	Orchestra Pit: Yes/No
	Mixer Desk: Yes/No
	Assisted Performances
	
	

	
	
	
	Technical Requirements
	
	

	Other Technical:
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Will timesheets be
	Yes/No
	
	
	

	provided with
	
	
	
	

	settlement?
	
	
	
	

	Will technical charges
	Yes/No
	If no, what are the local
	
	

	
	
	
	
	

	reflect the national UK
	
	contra charges
	
	

	Theatre/BECTU
	
	
	
	

	agreement?
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	Marketing:
	
	
	
	
	
	
	
	
	
	Contact:
	
	
	
	

	Leaflets
	
	
	
	A3 Posters
	
	
	
	
	Double Crown/B2
	
	
	4Sheet
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Programmes:
	Supplied by Producer/Venue
	
	Sales Commission to Venue:
	
	
	
	

	
	
	
	
	
	%
	

	Merchandise:
	Supplied by Producer/Venue
	
	Sales Commission to Venue:
	
	
	
	

	
	
	
	
	
	%
	

	Brochure
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	deadline:
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Fee for inclusion
	Yes (compulsory inclusion)/Yes
	
	Amounts
	
	
	
	

	
	
	
	
	
	£
	
	

	in brochure
	(optional inclusion)/No
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Barring Clause:
	
	
	
	Miles
	
	
	
	Weeks before and after engagement

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other Issues:
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


All other areas where


charges are known or

likely. These could

include hospitality costs,

parking, laundry,

technical stock charges,

wifi, etc. Anything not

included in this list other

than ‘emergency’

recharges will be mutually

agreed by both parties.
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