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The following packet of information is designed to give prospective renters and
those already producing shows in our space an idea of what facilities and equipment
Jimmy Tingle’s OFF BROADWAY Theater can offer, as well as general guidelines and
procedures for working with our organization.

The packet includes:

Blank Rental Contract (4 pages)

Guidelines for Renters and Co-producers (4 pages)
Sound Inventory and Default Setup/Patch (2 pages)
Sound Console Diagram (2 pages)

Video Notes and Default Video Patch Diagram (2 pages)
Rep Lighting Plot (1 page)

Dimmer/Channel Hookup (1 page)

Diagram of Theater (1 page)

Evaluation Form (3 pages)

Need additional information about technical specifications or equipment? Want to visit
the theater and check out our facilities in person? Email jtoffbroadway(@yahoo.com or
call 617.628.3610.

Have additional questions about rental rates? Trying to determine whether specific dates
are available? Email jimmy@jimmytingle.com
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RENTAL CONTRACT
Page 1 of 4: General Information

Name of Event:

Date(s)/Time(s): Day(s) of week:
Contact person: : Organization (if applicable):
Address: Email:

Home phone:

Work phone:

Mobile phone:

Fax:

Description of event (including performers, if applicable):

Approx. rehearsal time/tech time needed:

Desired date/time for load in/tech time (load in/tech time will be scheduled in consultation with
JTOB staff):

Jimmy Tingle’s OFF BROADWAY
255 Elm Street -- Davis Square
Somerville, MA, 02144
Office: 617-628-3610
Fax: 617-628-0405
jt@ijtoffbroadway.com
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RENTAL CONTRACT
Page 2 of 4: Options

We provide the following items to all renters:

One House Manager

One technical staff member

Lighting package (see attached plot)

Sound system (see attached “Guidelines for Renters” for details)
Audio/Video/ equipment (see attached “Guidelines for Renters” for details)
Dressing room(s)

Bartender and cash bar serving beer, wine, soft drinks and snacks (bar receipts go to
JTOB)
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The rental package includes the following optional items. Please check the items you require:
e Fully operational box office including online ticketing service and daily production

reporting.

Space in our lobby for poster.

Space in our outside display case for poster.

Space on our Marquee (subject to availability).

Space on our sidewalk sign (subject to availability).

Inclusion on our “What’s Happening at JTOB” Flyer._

Inclusion on our “Upcoming Shows and Events” program insert. ___

Inclusion on our voice mail outgoing message.

Listing on our website.

For more information on using our facilities, see the attached “Guidelines for Renters”
document.

Jimmy Tingle’s OFF BROADWAY
255 Elm Street -- Davis Square
Somerville, MA, 02144
Office: 617-628-3610
Fax: 617-628-0405
jt@itoffbroadwav.com
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RENTAL CONTRACT
Page 3 of 4: Additional Services

Email Blast
For a small additional fee of , you can be included in our weekly publicity e-mailing,
going out to over 9,300 recipients. In order to be included, we need publicity materials (i.e.

a press release or short description of your event), and one or more digital images (logo,
photo, etc.).

Would you like to be included in the JTOB Email Blast?

Marketing and PR
We can help to provide, written advertising/marketing/promotional recommendations
including contact information, deadlines and prices.

Catering
Jimmy Tingle’s OFF BROADWAY Theater is licensed to serve beer and wine.

Additionally, our bar typically serves bottled water, soft drinks, candy and snacks.

We can assist you in making additional catering arrangements, as well.

Jimmy Tingle
Jimmy Tingle is available to perform at private functions held at JTOB for an additional
expense.

Tech Time
Rentals typically include 4 hours of tech time for no additional charge. Tech time beyond 4
hours may incur further charges.

Additions and Changes.
Any additions/changes to rental package will be at the expense of Lessee.

Jimmy Tingle’s OFF BROADWAY
255 Elm Street -- Davis Square
Somerville, MA, 02144
Office: 617-628-3610
Fax: 617-628-0405
it@jtoffbroadwayv.com
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RENTAL CONTRACT
Page 4 of 4: Financials

Total number of days: Hours per day:

Total hours: Rate:

Additional Expenses:

Total:

50% non refundable deposit upon execution of contract

Balance to be paid 30 days prior to event (cash, check, MC/Visa accepted)
$250.00 security deposit due prior to theatre occupancy, refunded 48 hours after event if
no damage detected

Please return a signed copy of this contract, along with your 50% deposit to JTOB at above
address and keep a copy for your records.

Agreement subject to the existing lease requirements between JTOB and Misujo Realty LLP
(Landlord) and to the existing terms and conditions of JTOB insurance policies carried by Tingle
Productions DBA Jimmy Tingle’s OFF BROADWAY Theater, 255 Elm St. Somerville, MA
02144. (See attachments for Lease and Certificate of Insurance)

Signature of Lessor (JTOB) Print name Date

Signature of Lessee Print name Date

Jimmy Tingle’s OFF BROADWAY
255 Elm Street -- Davis Square
Somerville, MA, 02144
Office: 617-628-3610
Fax: 617-628-0405
it@jtoffbroadwav.com
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Guidelines for Renters and Co-Producers

Welcome to JTOB! We’re so glad you decided to use our venue for your event, and we’re
committed to making sure your event goes smoothly and successfully. To that end, we’ve made
up a list of guidelines, which explains what you get with the JTOB package, and what we need
from you in order to help you as best we can.

Our staff is here to assist you, so once you sign the contract, you can contact us directly. Our
Production Manager, Mike Davidson, is here to answer any questions you might have, and to
facilitate your experience at JTOB. If you have a question or a comment, you don’t need to track
down Jimmy; just give Mike a call and he will help you out.

Here’s some handy contact info:

Jimmy Tingle’s OFF BROADWAY
255 Elm Street - Davis Square
Somerville, MA, 02144

Box Office: 617-591-1616

Business Office: 617-628-3610

Fax: 617-628-0405

Email: jtoffbroadway(@yahoo.com

Box Office Manager - Contact her about the buying and selling of tickets.
Melinda Walker

617-591-1616
Email: jtoffbroadway(@yahoo.com

Publicity and PR - Contact her about any press or publicity questions
Emily Singer

617.628.3610

Email: jt@jtoffbroadway.com

Production Manager - Any other questions, or if you can’t contact someone else, refer to him.
Mike Davidson
617-591-1616

Email: jtoffbroadway(@yahoo.com

Ticketing and Box Office:
JTOB has a state-of-the-art online ticketing system that allows our patrons to buy tickets for any
of our shows at any time. Therefore, we must insist that ANY SHOW OR EVENT THAT

GOES ON AT JIMMY TINGLE’S OFF BROADWAY BE TICKETED THROUGH OUR
BOX OFFICE. This does a number of things:
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Guidelines for Renters and Co-Producers

1) It helps publicize your show, as any show in our ticketing system is put on the master
calendar on our webpage.
2) It helps us keep track of how many tickets have been sold, to prevent overselling.
3) It allows us to assist any patron who calls our box office, without having to refer them to
another person, and...
4) It makes things much easier on you.
Once we have the basic information we need (event name, show dates and time, ticket prices,
etc.), you’re done worrying about box office. We will make your show available for sale, and can
give you up to the minute box office reports.

However, we do need the following things from you in order to set up ticketing for your show:
1) Event Name.
2) Show Dates and Times
3) Approximate running time (in minutes)
4) Ticket Prices
5) Any discounts you wish to offer. We typically offer the following discounts:
a. 50% off for students with valid ID.
b. 10% off for senior citizens (60 and above) with valid ID.
c. 10% off for groups of 10 or more
d. 50% StageSource discount with valid ID.
e. 2 for 1 admission with voucher for having previously joined the JTOB Email List.
We are happy to provide additional discounts for special promotions if you wish. These
should be discussed with Melinda Walker, our Box Office Manager, as well as Jimmy
Tingle.
6) A brief description of your event.
7) Age appropriateness.
8) An event logo, if possible.
We suggest you get us this information as soon as you can. Until we have all of this information,
we can’t set up ticketing for your show, and your show won’t be listed on our online calendar.

Publicity

We have a number of ways to help you publicize your show. Some are built into our ticketing
system (e.g. our website listings), which is another reason to get your box office information to
us quickly. If you look at the list on the next page, you can see the variety of methods we offer
for getting the word out about your show, and what we need from you in order to get these things
done.
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Guidelines for Renters and Co-Producers

In order to... You need to give us...

...be featured in our display case... ...an 8 2 x 11 or 11x 17 poster.

...be included in our email blasts...* ...the required Box Office info, as described
above.
...a description of your event (e.g. a press
release)
...one or more digital photos or images.

...be advertised in our programs leading up to | ...the above email blast information.

your event...

...be listed on our “What’s Happening at ...the Box Office Info.

JTOB” flyer...** ...a description of your event (e.g. a press
release.

*Our email blasts generally go out on Tuesdays. In order to be included in a week’s email blast,
we must have all required materials (text, photo, box office info), by 12 Noon on Monday.

Depending on the number of shows we are publicizing, we may not be able to list you in
every email blast. However, provided we have the required materials, we can guarantee your
event will make it in for the two weeks leading up to your event, as well as throughout the entire
run of your event.

**The “What’s Happening at JTOB” Flyer changes monthly. In order to be in the next month’s
flyer, we must have all required materials three business days before the end of the month.

Technical Production
Any co-production or rental entitles you to the use of our theatrical equipment. This includes:

Lighting: a rep plot circuited into 24 dimmers, controlled by a programmable lighting
console.

Audio: use of our mixing console, (Mackie 1604-VLZ Pro 16) with 16 input channels (8
of which run through a snake to stage level) and 4 output channels, microphones (wired and
wireless), cd audio playback.

Recording: we have the ability to audio record any performance at the artists request.

Video: DVD/VHS playback via two TV screens or large projection screen.

Multimedia: we have the ability to display PowerPoint presentations or other computer
video.

We will also provide you with a member of our technical staff to operate the equipment. If you
wish to provide your own operator, arrangements can be made to familiarize your operator with
our system, and to have a JTOB staff person supervise technical rehearsals

3of4




ngle’s

s OFF BROADWAY

Guidelines for Renters and Co-Producers

In order to make the tech process run smoothly, we ask that you stick to the following procedure:

1) Contact Mike, the Production Manager, at the theater or via email
(itoftbroadway(@yahoo.com). This will allow us to get a sense of your needs, as well as
provide an opportunity to schedule tech time.

2) Tech rehearsal duration is, to a certain extent, at the discretion of the Technical Director
and Production Manager. We understand that you may think your event is very light on
tech requirements. However, to ensure your event goes off smoothly, we like to make
sure we have enough time to prepare.

3) Please arrive on time for scheduled tech rehearsals.

Condition of Theater

We are very proud of our facility, and do our best to take care of it. To this end, our staff will
clean up any trash, mess, or spill left behind by the audience. We ask that you be respectful of
this and, if your performance generates any mess, that you or someone from your organization
assist in restoring the theater to its pre-show condition.
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Jimmy Tingle’s OFF BROADWAY Theater
Sound Equipment Inventory and Setup
As of 2/17/06

1. Default Patch Equipment
This equipment is semi-permanently patched together in the manner described below, and

on the attached mixer diagram.

Mackie 1604VLZ Mixer

Sony CD Player

Cinevision DVD Player

VCR

Sony Combo 5 Disc Changer/CDR

QSC RMX 1450 Amplifer (300w/2 channel)

Lexicon MX 200 FX processor (reverb, delay, etc.)

EBX 20 Series 32 Band 2 channel EQ

Lobby Amp

Lobby Speakers

1
1
1
|
1
1
2 EV Sx325 Speakers
1
2
1
3
2

Grid hung mics (for audience laughter)

2. Unpatched Equipment
This equipment is not pre-patched, and can be used in a variety of configurations.

Mono DI ( %4” input, XLR output)

Stereo DI (2 %4 inputs, XLR output)

JBL EON10 G2 Monitor speakers (Active)

SM 58 Vocal Mic

Beta 57a Inst. Mic

Shure WL 185 Mic w/pack and receiver

25° XLR cables

3” XLR cables
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25” ¥4 cables

Various adaptors, turnarounds, etc.

Cables and connectors for iPod, Laptop.

Due to a limited and fluctuating amount of cable, we recommend that anyone bringing
equipment into the space bring their own cable.




