	Warren Hall Box Office (WHBO)

Departmental Ticket Sales Contract

	Event:
	     

	Date & Time of Event:
	     

	Location:
	     

	Number of Tickets:
	     

	Department Contact:
	     

	Phone:
	     
	Email:
	     

	Dept ID:
	     
	Account Number:
	     

	Approving Authority Signature:
	

	By signing this form, I agree on behalf of my organization that:

1. The sale of tickets by the WHBO requires approval from the Asst. Vice President of Finance as outlined in Financial Procedure #4105.210 

2. Tickets should be no larger than 2” x 5” and must be printed on cardstock.  Tickets must be numbered and batched sequentially. The tickets will be counted and verified by WHBO staff at drop-off and pick-up.  
3. Tickets will be sold for two weeks prior to the event during regular business hours. Tickets will be sold until 12pm on the day of the event. Arrangements must be made in advance to pick up any unsold tickets between 2pm and 4pm on the day of the event.

4. Upon conclusion of the event, the WHBO will transfer all ticket revenue to the Dept ID/account # listed above.

5. Should the event be cancelled, the WHBO will provide my department with the necessary information to refund ticket purchasers.


	WHBO use only

	Approval verified by:
	

	Ticket drop-off date & time:
	

	Change fund requested:
	
	
	

	WHBO signature:
	
	Date:
	


Last Updated: 12/15/07


