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Capitol Theatre Box Office Agreement  
Booking Date(s):__________________________  Event Time(s):__________________________ 

Seating:     Assigned    General Admission          Event Title: ____________________________ 

Theatre: ______________________________     Event Type: ____________________________  

Name of individual/corporation: _____________________________________________________ 

If corporation, contact name: _______________________________________________________ 

Contact email (set up verification and correspondence): ___________________________________ 

Ticket Package (see Box Office Service Packages): All Inclusive ($200 Setup) 
Price Label  
Regular, Student, Senior, Cast 

   

Ticket Cost to Buyer 
(Including Fees) E.g., $25 (Regular), $12.50 
(Youth) 

   

Box Office + HPF Fees 
$5 fee for tickets $16 and over, $3 fee for 
tickets $15 and under 

$5 $5 $5 

Net Revenue Per Ticket 
(Portion of revenue collected on behalf of 
renter) – (box office fee) E.g., $20 (Regular), 
$10 (Youth) 

   

Ticket Prices cannot be changed after the event is live.  
It is recommended that ticket prices be rounded to the nearest dollar (example $15 instead of $14.68) 

Event Description (used for building your event in Audience View and on Capitol Website): 

_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________  

Discounts  

Please indicate if you would like to set up any discounts on the tickets.  

  Discount 1, Description:  

  Discount 2, Description:  

Complementary Tickets  

Number of Complementary Tickets reserved by Renter  . Additional Tickets can be requested 
through the Box Office. If your event has multiple days, please specify which date(s) the tickets are for. 
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Box Office Policies 
• All ticket purchases are final sale. There are no refunds or cancellations for customers. 
• Chargebacks and credit card disputes are at the cost of the renter and may result in an 

additional fee and/or loss of the ticket sale(s) in question. 
• Visa Debit is not accepted online. Visa Debit cards are only accepted in person at the Box 

Office. 
• "Windsor Symphony Society" will appear on customer credit card statements. The WSO 

handles transactions on behalf of the Capitol Theatre. 
• Ticket exchanges may only be made if the event is held over multiple days and tickets are 

exchanged only for the same performance on a different day. 
• Support Workers are entitled to a free ticket with the purchase of an accompanying ticket at 

full price.  
• The Renter is responsible for all taxes and licensing fees. Please price tickets accordingly. 
• Charges may apply for additional batch or complimentary tickets requests that exceed 2 

requests. 
• Please plan for a minimum of 3 business days after Box Office’s receipt of all forms, required 

images, and contracts, for earliest “Live Date” for ticket sales to be available. 
• Please notify the Box Office immediately of any changes to your application. Last minute changes 

or changes after the tickets have gone live may not be accommodated. Additional fees may 
apply. 

I have provided the Capitol Theatre with:  

� Event description 
� Complete pricing grid (above) 

� Presenter logo 
� Event images (website & ticket system) 

Ticket revenue will be collected by the Windsor Symphony Orchestra. A cheque for revenue remaining 
(less fees and Theatre Rental Expenses) will be made payable (within 14 days) to (Name and Address):   

Name: ___________________________________________________ 

Address: _________________________________________________ 

 

 
 
________________________________________________ 
Signature  
 
_________________________________________________ 
Printed Name 
 
_________________________________________________ 
Date 
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