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Local Artist Series 2014/2015
WHIDBEY ISLAND CENTER FOR THE ARTS
PO Box 52  Langley, Washington 98260 

www.WICAonline.com

Whidbey Island Center for the Arts’ Local Artist Series was initiated to create opportunities for local artists to perform at WICA. All facility rental fees are underwritten by WICA and the “Locals for Locals” benefit concert. In addition, the chosen artist(s) keep the ticket proceeds (less credit card fees) for their event.
Applicants are expected to:
· Plan and produce their performance at the highest artistic standards possible.

· Hire any necessary technicians and back of house support (stage manager, light/sound tech, etc.)

· Produce their own marketing materials and distribute them

· Keep to facility time restrictions. WICA is available to Local Artists from 5pm to 11pm the day of the event (with 10-11PM devoted to clean-up).  Additional rehearsal time is subject to WICA rental rates.

Requirements:
1. Applicants must be a resident of Whidbey Island.
2. Applicants will only be considered if they have not been in the Local Artist Series
for the previous two years.
Important:
1. The LAS event is intended for one night only, however, applicants may request additional days if scheduling allows. Requests for more than one night or rehearsal needs beyond the allotted event hours will need to be discussed with WICA Executive Director prior to submitting a proposal. Please call to make an appointment.
2. WICA will provide all front of house support staff (house manager, ushers, ticket takers, etc.) and run concessions. Artists are responsible for providing back of house support (lighting and sound technicians, and stage manager if needed). A list of trained technicians is available upon request by calling the Technical Director at 360/ 221.8262. 
Please fill out this application and attached rental contract, and return by Monday, April 15 2014.
Including a sample of your work (CD, DVD, etc.) is highly recommended. Applications will be juried by a committee selected by the WICA programming and scholarship chairs. The four chosen applicants will be notified by phone, announced at the Locals for Locals Anniversary Concert in May 2014, and by press release in the local papers. Winners will also be notified by mail, and will meet with the WICA Executive Director in April to plan the date of their performance.

Thank you for your interest in performing at Whidbey Island Center for the Arts! 

Fill out and mail this entire form to
WHIDBEY ISLAND CENTER FOR THE ARTS
PO Box 52     Langley, Washington   98260

Contact Information

Administrative Offices
(t) 360/221.8262  (f) 360/221.5812
Ticket Office

(t) 360/221.8268 or 800/638.7631

info@WICAonline.com
www.WICAonline.com


Local Artist Series 2014/2015
APPLICATION

Read and fill-out completely 
_________________________________________________________________________________________________

Name of Artist(s)
_________________________________________________________________________________________________Contact Person
_________________________________________________________________________________________________Address
_________________________________________________________________________________________________Phone(s)
_________________________________________________________________________________________________Email







Website
1.
Date of Event
_____________________________________________________________________________ 
Months available for the Local Artist Series include: November, January, March, May, and possibly September. 

Although specific dates cannot be secured until WICA programming is complete, please indicate any preferred month.
2.
Please please attach Artist(s) bio and/or resume
3.
Event Information
This information will be used by box office staff for patron information in addition to marketing.

WICA will place your information on its website, list it in the Season Brochure and other publications. WICA can provide marketing advice and poster distribution lists no cost. All other marketing is the responsibility of the artist. Please use the back of this form for additional space if needed for Event Description.

Select all that apply:   [  ] Music
[  ] Theatre
[  ] Story Telling
[  ] Dance
[  ] Comedy

__________________________________________________________________________________________

Name of Event

If this event is a benefit, please state for whom
___________________________________________________
WICA requires renters to indicate fundraiser beneficiaries on all event publicity materials including but not limited to posters and press releases.

4. 
Describe the content of this event:
5. List technical needs and crew needed to support your event: 

Lessee is responsible for finding and/or hiring qualified and approved technical personnel for all performances. WICA can provide a list of approved technicians should the lessee require one. Fees typically run from $8 to $20 per hour, depending on experience and the requirements of the event. WICA technical personnel may be hired, subject to availability. Staff fees are $20/hour during the event; and $25/hour for hanging lights.
You will be responsible for finding and/or hiring qualified and approved technical personnel for all performances and rehearsals, at least one month prior to performance, or contract is invalid. You may use WICA staff for a fee (see Rehearsal and Other Rental Fees) or provide your own. WICA can provide a list of approved technicians.
[  ]
I would like to use WICA staff

[  ]
I will provide tech support
WICA Staff @ $20/hour
[  ]
I need a list of approved technicians
6.
Marketing Plan: How do you plan to market this event and what is your marketing budget?
Please contact WICA’s Director of Marketing regarding use of WICA and Local Artist Series brands prior to publishing marketing materials.

7.
Tickets:


7a.
List the information to appear on the ticket—(limit to three lines, 13 characters each line)


__________________________________________________________________________________________

__________________________________________________________________________________________


__________________________________________________________________________________________

7b.
Ticket Price

All Seats
$ __________

Adults
$ __________

Seniors (65+)
$ ___________
Students
$ __________

Other
$ ___________________________________________
7c.
Would you like to participate in TeenTix? 



[  ] yes

[  ] no
$5 tickets day of performance to participating teenagers

For more information, please visit www.WICAonline.com
7d.
Comps
All comps must be pre-approved by artist. A list of those who qualify for comps must be submitted to box office prior to the show. Anyone requesting comps without authorization will be denied comp tickets

Person authorized to order comps/house seats
_____________________________________________
Contact phone and email
__________________________________________________________
8.
Will there be an intermission?






[  ] yes

[  ] no

9.
Will there be programs to distribute? 





[  ] yes

[  ] no
Programs must be brought to WICA at least one hour prior to performance.

WICA is not responsible for copying/reproducing any materials; however,
WICA volunteers will distribute programs.

10.
Will you be selling merchandise? (See Facility Use Agreement, page 6) 
[  ] yes

[  ] no
11.
Do you need volunteers for merchandise sales? 



[  ] yes

[  ] no
WICA has an extensive list of trained volunteers to staff and support all events, and usually fills positions for all shows. The volunteers who support your event are guaranteed specific seats (A 15, 13, 11, 9, 16, 14, 12, & 10). These are seats located closest to the exits, which enable volunteers to expedite emergency procedures should the need arise. If you wish to staff volunteers yourself, all volunteers must be trained in advance. Lessee must coordinate training times and dates with WICA’s Production Assistant. Concessions and Box Office are always staffed by WICA volunteers/personnel.
12.
Additional Fees if Applicable (see rental rate sheet)

12a.
List all rehearsal dates/hours (use additional sheet if necessary)

12b.
Rehearsal rental
$____________

12c.
Janitorial (Facility must be returned to original condition at the end of the performance)
[  ]
WICA clean-up fee $100 each performance

Janitorial
 $_________________

[  ]
Lessee to provide (Janitorial Contract attached) 

12d.
Steinway L. piano $50 per event / Piano tuning $75 (optional)
Piano

$__________________
12e.
Video Projector System $50 per event
(must clear with Tech Director)
Video

$__________________
13.
Reconciliation 












WICA staff will reconcile the show and prepare a check of balance due within two business days after last show and/or when all contract conditions are completed. WICA retains the right to withhold estimated cost of cleaning or repair to building or stage until Lessee completes work.
Artists are responsible for the following fees (To be filled in by WICA staff)

13a.
Concert Royalties: The American Society of Composers (ASCAP) requires a percentage of





total gross revenues to be paid for musical performances. WICA will report and forward royalties.



Total Revenues $____________ x .80%





$__________________


13b.
Credit Card fees for ticket revenues.

Gross revenues $___________ x 2.69%





$__________________
13c.
WICA tech staff. Total hours __________ x $20/hour



$__________________

13d.
Additional rehearsal time. Total hours x per-hour fee



$__________________
13e.
Other









$__________________

TOTAL DUE AT RECONCILIATION

$__________________
__________________________________________________________________________________________

Check will be made out to 

__________________________________________________________________________________________

 REQUIRED:  Social Security Number or Business ID#


I have read and understand the Facility Rules and Requirements of the Whidbey Island Center for the Arts and hereby agree to all sections of said policy. I have reviewed LOCAL ARTIST APPLICATION and understand the kinds of fees I will be liable to pay if I am chosen for the Local Artist Series; and I agree have said fees deducted from the box office revenues. I hereby hold the Whidbey Island Center for the Arts, its staff, board and counsel harmless from liability for any action arising from use of the Whidbey Island Center for the Arts. Agreement valid after this form is signed by both parties and deposit has been paid. 

_________________________________________________________________________________________________
Applicant signature




Title




Date
Local Artist Series 2014/2015
FACILITY USE AGREEMENT

RULES AND REQUIREMENTS

€
All uses of the facilities will be covered in a contract between Whidbey Island Center for the Arts (WICA) and the lessee.
€
Signing of the contract, and payment of a non-refundable deposit, reserves the selected time for the lessee and identifies the time slot required.

€
WICA reserves the right to cancel this Facility Use Agreement, and all lessee reservations associated with this Facility Use Agreement, at any time if lessee provides false or misleading information or willfully or through gross negligence mistreats WICA facilities, equipment or property.
€
Rental and box office fees, less deposit, will be paid to WICA on final performance date. When WICA runs box office, gross ticket sales less remaining rental fee will be paid to Lessee within two day following last show. If damage to stage, lights, dance floor or facility require repair, WICA retains the right to withhold estimated cost of damages until repairs are completed to WICA’s satisfaction.
€
Non-profit users must provide a copy of IRS 501 (c) 3 determination letter.
€
Box Office: WICA will provide tickets; handle credit card charges associated with ticket sales; and provide staff.

€
Concessions: WICA will provide concession food and beverages, staff, and collect all revenues associated with concession sales.
€
Merchandise: WICA reserves the right to collect 20% of all merchandise sales conducted on WICA premises. If requested WICA can provide staff to conduct such sales. 

€
Front-of-house staff: WICA provides staff and volunteers. Lessee may request and apply for any volunteer positions. A total of 8 seats (A 15, 13, 11, 9, 16, 14, 12 & 10) are provided for volunteers for the performance at which they volunteer. 

€
Janitorial: WICA will provide and charge for janitorial services after each performance, unless Lessee opts to cover these services by signing the WICA Janitorial Contract. Lessee is responsible for clean-up after rehearsals, including, but not limited to, removal of garbage, and leaving the space in a general neat and tidy appearance. 

€
WICA will cover General Liability of $1 million, except where it is deemed that the performance contains high risk potential. High risk is defined by WICA's insurance company. It is then the responsibility of the lessee to provide coverage above and beyond what WICA normally provides.

€
All usage shall conform with requirements set forth in the Uniform Fire Code. 
€
Compliance must be made with all federal, state and local laws prohibiting discrimination with regard to creed, race, color, gender, sexual orientation, age, national origin or disability.

€
Lessee is responsible for all copyright or royalty fees associated with rental activity.
€
Lessee must have a WICA certified technical crew in order to use WICA equipment. 
€
Lessee acknowledges that no food or drink is allowed on stage or in the auditorium. No alcohol is allowed on the premises without prior consent of WICA administration, and proper licensing. Renter is responsible for all fees.

€
Lessee is responsible for control of all individuals present during time of facility use.

€
Lessee is responsible for restoring theatrical lighting to WICA’s standard lighting plot after show. 

€
Lessee is responsible for restoring stage and related equipment to original condition before use.

€
Lessee is liable for repair costs for any damages to WICA stage, theater lighting or facility incurred as a result of Lessee’s activities during use.

€
Written notice of cancellation must be given at least 60 days prior to the scheduled date, though earlier notification is preferred if possible. Should scheduled rental date be cancelled less than 60 days prior to the contracted date(s), total rental fees are due and payable to WICA at the time of cancellation notice.
I have read and understand the requirements of WICA’s theater or rehearsal space and/or Langley Middle School Auditorium and hereby agree to all sections. This Facility Use Agreement is subject to amendment.

___________________________________________________________________________________________________________
Date



Authorized signature for group




Title

Local Artist Series 2014/2015
JANITORIAL SERVICE AGREEMENT

€
All requirements for janitorial services and necessities will be covered in this contract with Whidbey Island Center for the Arts (WICA).

€
Signing of the contract waives WICA janitorial fees for the rental period covered in the Facility Use Agreement.

€
WICA reserves the right to cancel this Janitorial Service Agreement at any time if lessee provides false or misleading information or willfully or through gross negligence mistreats WICA facilities, equipment or property, or fails to comply with the Janitorial Service Agreement requirements.

€
Should this Janitorial Service Agreement be cancelled by either party, all fees associated with janitorial services will be applied to the Facility Use Agreement, and are due upon reconciliation of Facility Use Agreement fees.

Janitorial Duties Include
€
Walk through auditorium seating--pick up and dispose of any programs, literature and/or any other materials left in the seating area.

€
Check carpet in the theatre auditorium and vacuum if required (vacuum available on premises).

€
Check dressing rooms and backstage areas. Remove and dispose of any garbage and/or Lessee

materials off-site
€
Check stage area. Stage should be left in a clean and tidy manner for the next event (brooms and dustpans available on premises).
€
If lessee offers food or places decorations in the lobby, lessee must return lobby to original condition.
FACILITY MUST BE RETURNED TO ORIGINAL CONDITION ON DATE OF PERFORMANCE UNLESS OTHERWISE ARRANGED WITH WICA STAFF

I have read and understand this Janitorial Service Agreement and hereby agree to all sections of said policy, and understand the kinds of charges I will be liable for should I default on said Agreement.

_________________________________________________________________________________________________
Lessee signature




Title




Date

_________________________________________________________________________________________________
WICA Executive Director








Date
Local Artist Series 2014/2015
REHEARSAL RENTAL FEES

Rehearsal time is subject to stage availability and must be requested no later than sixty days in advance. WICA staff time required for rehearsals, tech, or special needs will be billed to the LAS event at the rates listed below.
1.
Rehearsal Time
Will you need additional rehearsal time?


[     ]
YES
[     ]
NO
1a.
Work Light Rehearsal



$10/hour, 3-hour minimum

Fluorescent lights on stage only
1b.
Work Light + Scoop Lights


$15/hour, 3-hour minimum
1c.
Stage Lights Rehearsal



$20/hour, 3-hour minimum

Any rehearsal with stage lights will require a WICA certified tech to run

2.
Load In 

2a.
With work lights only



$10/hour, 3-hour minimum









or $75 all day (excluding rehearsal)
2b.
With scoops




$12/hour, 3-hour minimum









or $100 all day (excluding rehearsal)

2c.
With stage lights



$20/hour (Operated by certified tech only)
[image: image1.png]W-9
Form
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Department of the Treasury
Internal Revenue Service

Request for Taxpayer
Identification Number and Certification

Give form to the
requester. Do not
send to the IRS.

Name (as shown on your income tax return)

Business name, if different from above

Check appropriate box: |:| Individual/Sole proprietor

|:| Other (see instructions) »

|:| Corporation
D Limited liability company. Enter the tax classification (D=disregarded entity, C=corporation, P=partnership) » ______.

D Partnership D Exempt
payee

Address (number, street, and apt. or suite no.)

Print or type

Requester’s name and address (optional)

City, state, and ZIP code

List account number(s) here (optional)

See Specific Instructions on page 2.

Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on Line 1 to avoid
backup withholding. For individuals, this is your social security number (SSN). However, for a resident ' !
alien, sole proprietor, or disregarded entity, see the Part | instructions on page 3. For other entities, it is
your employer identification number (EIN). If you do not have a number, see How to get a TIN on page 3. or

Note. If the account is in more than one name, see the chart on page 4 for guidelines on whose

number to enter.

Social security number

Employer identification number

m Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my correct taxpayer identification number (or | am waiting for a number to be issued to me), and

2. | am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) | have not been notified by the Internal
Revenue Service (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has

notified me that | am no longer subject to backup withholding, and

3. lam a U.S. citizen or other U.S. person (defined below).

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup
withholding because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply.
For mortgage interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement
arrangement (IRA), and generally, payments other than interest and dividends, you are not required to sign the Certification, but you must

provide your correct TIN. See the instructions on page 4.

Sign Signature of
Here U.S. person P

Date >

General Instructions

Section references are to the Internal Revenue Code unless
otherwise noted.

Purpose of Form

A person who is required to file an information return with the
IRS must obtain your correct taxpayer identification number (TIN)
to report, for example, income paid to you, real estate
transactions, mortgage interest you paid, acquisition or
abandonment of secured property, cancellation of debt, or
contributions you made to an IRA.

Use Form W-9 only if you are a U.S. person (including a
resident alien), to provide your correct TIN to the person
requesting it (the requester) and, when applicable, to:

1. Certify that the TIN you are giving is correct (or you are
waiting for a number to be issued),

2. Certify that you are not subject to backup withholding, or

3. Claim exemption from backup withholding if you are a U.S.
exempt payee. If applicable, you are also certifying that as a
U.S. person, your allocable share of any partnership income from
a U.S. trade or business is not subject to the withholding tax on
foreign partners’ share of effectively connected income.

Note. If a requester gives you a form other than Form W-9 to
request your TIN, you must use the requester’s form if it is
substantially similar to this Form W-9.

Definition of a U.S. person. For federal tax purposes, you are
considered a U.S. person if you are:

® An individual who is a U.S. citizen or U.S. resident alien,

® A partnership, corporation, company, or association created or
organized in the United States or under the laws of the United
States,

® An estate (other than a foreign estate), or

® A domestic trust (as defined in Regulations section
301.7701-7).

Special rules for partnerships. Partnerships that conduct a
trade or business in the United States are generally required to
pay a withholding tax on any foreign partners’ share of income
from such business. Further, in certain cases where a Form W-9
has not been received, a partnership is required to presume that
a partner is a foreign person, and pay the withholding tax.
Therefore, if you are a U.S. person that is a partner in a
partnership conducting a trade or business in the United States,
provide Form W-9 to the partnership to establish your U.S.
status and avoid withholding on your share of partnership
income.

The person who gives Form W-9 to the partnership for
purposes of establishing its U.S. status and avoiding withholding
on its allocable share of net income from the partnership
conducting a trade or business in the United States is in the
following cases:

® The U.S. owner of a disregarded entity and not the entity,

Cat. No. 10231X
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