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Thank you for choosing Copernicus Center for your event. Please complete ALL QUESTIONS 
on the following TWO (2) FORMS in addition to properly formatted images and we will assist you
in advertising your event on our website and social media for FREE.
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IMAGES REQUIRED for Website, Ticketing and Social Media  
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	Event Menu
	300 px wide x 200 px

	Main Event page
	350 px width x any length

	Social Media & TICKETING
	675 px wide x 354 px



Additional Options 

	LOBBY TV’s
	Images with ONLY OUR website address will be displayed (CopernicusCenter.org)
	1080 w x 1920 h - Aspect Ratio 9:16

	INSTAGRAM:
	-
	1080 x 1080 image

	 BUILDING BANNER
	Event banner will be displayed for two weeks before your event
	200 x 48 ft. Cost is $300

	PROMOTIONAL POSTCARDS
	May be placed in vestibule kiosk in lobby
	-



     Please send all imaging as    “attachments” or via  WeTransfer.com.
                DO NOT embed imaging


· Box Office is open TWO HOURS before every event
· When setting up prices please keep in mind that almost every seat in the house has good site lines. Depending on the type of show, the first 4 rows on either side may have semi-obstructed views. 
· Pursuant to the American Disabilities Act, the following seats are retained for patrons requiring
ACCESIBLE SEATING:  Row C: Seats 2, 3 and 4 – ADA patrons
                                      Row D: Seats 1, 2, 3, 4 and 5 – companions of ADA patrons
· Once tickets are on sale, you will receive a daily “Ticket Sales” report via email. (Enter email below)
· Promo Discount Codes are available for all tickets. Promo Codes can be set for any duration of time, percentage discount or fixed amount.
· Please indicate if taxes will be transferred to the purchaser or include them in the ticket price 
(9% Chicago Amusement Tax, 1% Cook County Amusement Tax & 0.8% BMI. Total 10.8% amusement taxes)
· If printed tickets are needed, please indicate the amount, that cannot exceed 25% of contracted space capacity. (extra fee)


VERY IMPORTANT
 Tickets printed but not sold need to be returned.
 Otherwise, unsold tickets will be taxed.


Copernicus Theater Blank Seating Chart



Copernicus Theater Blank Seating Chart


Questions please contact 773-313-9147 or office@copernicuscenter.org
(Please TYPE all information and DO NOT use “CAPITALIZED” words or sentences unless absolutely necessary)


YOUR CONTACT INFO  

	Full Name
	

	Private Email
	
	Phone #:
	



EVENT INFORMATION
	Title of Event
	

	Event Date
	
	Start & End Time of Event
	

	Lobby “Main” Doors Open
	
	Theater Doors Open
	

	Ticket Price RANGE
	$  ……..  to $ ………
	All ages welcome
	

	Will there be a Meet & Greet
	
	Time of Meet & Greet
	

	Location of M&G:
	
	Pricing for M&G
	

	Brief Description of M&G:
	


EVENT DESTCRIPTION (300 words minimum) Search engines need more words to find and index your event for ticket buyers, this typically result in MORE TICKET SALES. POOR & LOW page text directly affects your Google (& other search engine) event ranking.  
· NOTE: If you copy (plagiarize) text from another website, you MUST provide the source link (full URL address).  

Description:
	


EVENT DETAILS   
	Performer Name(s)
	

	Performer’s Website & Social Links
	

	Video Link(s)
	

	Google Search Result Short Description - Sentence WITH Event Title
(140 maximum “Letters + Spaces” - see counter HERE)
	

	Keywords & Search Phrases:
	

	Event Producer/Promoter Name + Link(s):
	

	Contact Info for PUBLIC (phone & email):
	

	Event Sponsors & Underwriters: 
(Not you - a backlink will be made if correct link is provided)
	

	Who should Facebook Co-Host invites be sent to: (LINKS ONLY - NOT TEXT)
	

	Additional Information for the Webmaster
	


PLEASE NOTE: Forms submitted after 2:30 pm will not be posted on our website until the next business day
(Monday – Friday: 9am to 5pm EST & excluding National holidays).

TICKETING FORM (Please COMPLETE & RETURN)
Questions please contact 773-313-9147 or office@copernicuscenter.org
	Assigned Seating (indicate pricing below)
	
	OR
	General Admission Pricing
	


	ZONE
	PRICE $
	ZONE
	PRICE $

	ORCH Platinum (Yellow)
	
	
	BRONZE SIDES (Red)
	
	

	ORCH Gold (Blue)
	
	
	MEZZ GOLD (M-Blue)
	
	

	ORCH Silver (Green)
	
	
	MEZZ SILVER (M-Green)
	
	

	ORCH Bronze (Orange)
	
	
	MEZZ BRONZE (M-Orange)
	
	



	Date Ticket Sales begin
	
	Add Amusement Taxes (10.8%) to the ticket price(s) above?
	

	Do the price(s) above include tax?
	
	Additional HOLD requests:
	

	Any promotional codes for ticketing:
	
	Do you want to keep the BALCONY ticketing on hold until a later date?
	

	Do you need any tickets printed?
	
	# of Tickets Printed
	

	Email Ticket Sales Reports should be sent to:
	


TICKETING

*Return this form along with ALL IMAGING
*Tickets will NOT be created until ALL information is received*
*Any changes must be also submitted in WRITING or via EMAIL

TIPS:

· Transfer large files FREE & EASY with WeTransfer.com ~ no registration or account needed. 
· IMPORTANT FACEBOOK INFO → ONE Facebook Event listing is better than 2 or 3.  Why? Events on Facebook & numerous other sites are listed according to popularity (number of responders). We will ALWAYS send a co-host invite to all the addresses you list under the Facebook co-host question on the Event Form. 

· Facebook “Groups” cannot co-host
· To respond to a co-host request:  Click the notification that says another Page has sent your Page a co-host request. • At the top of the Page's event, click Accept.

· What is a Google Search Result Description?  (or Meta Description)

· A powerful SHORT description of your event using the performers or Event Title & keywords to attract people to learn more.

· Here is an actual listing from Google Search. The smaller type in the image is the Meta Description (Google Search Result Short Description). See how it cuts off if it’s too long?

[image: image1.png]copernicuscenter.org » taste-of-polonia-festival +

Taste of Polonia Festival 2020 - Chicago - Copernicus Center

TASTE of POLONIA FESTIVAL ~ Sept 4 thru Sept 7 ~ 4 days of LIVE MUSIC on 4 stages ~ 35+
BANDS ~ Chicago ~ Kids zone, Casino, Great Food, Dancing + ...





Write your Meta Description IN THE EVENT’S LANGUAGE & use as many keywords & key phrases as possible – to INCLUDE the name of the event. The top line (above description) is simply a “visual” all Google robots only search the Description to bring up results on a search.  

· Remember – only a Maximum 140 letters + spaces:  [letter/space counter HERE] 

For Any Questions or Information:

Please call Theater Manager @ 773-313-9147

office@copernicuscenter.org

Event Marketing 


& Ticketing








Copernicus Center�5216 W. Lawrence Ave.�Chicago, IL 60630





office@copernicuscenter.org





www.copernicuscenter.org





IMAGES REQUIRED





If a link is used on any imaging, please use ours: CopernicusCenter.org 





File Formats:  100 or lower Resolution, JPEG or PNG only (NO PDF files)





Submit your Images, Event Form, & Ticketing Form to:  � HYPERLINK "mailto:office@copernicuscenter.org" �Office@copernicuscenter.org�








Please send all imaging as “attachments” or via WeTransfer.com.


DO NOT embed imaging into email








FEES:  All required information & images NOT “Upload Ready” will incur an Editing fee.  


$50 fee for, altering, cropping, or re-sizing images.  Any text or information embellishment due to insufficient submissions on the Event Form may also incur a fee.


A $20 per change fee will be applied to any/all changes AFTER the Event URL is published on our site.








TICKET PRICING, SET-UP


& INFORMATION 








TICKET PRICING, SET-UP & INFORMATION 








EVENT FORM








