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INTRODUCTION
Welcome to PAN International!

PAN International is primarily an event entertainment agency that provides multicultural
entertainment for corporate and community functions and events. However, in addition to
this, PAN International also manages high profile events such as the Sunday @ Subiaco
Concert Series, the Fairfield Concert series and our largest annual event is the Voyages
Australia Day Concerts at Sidney Myer Music Bowl.

At present, PAN International is making deliberate steps towards obtaining more end-to-end
event management jobs rather than purely entertainment bookings.

This manual is intended to provide you with a step by step guide of how to book and process
entertainment bookings and give you some basic guidelines of how to plan and manage an
event.

——
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It is recommended that you keep a small pile of blank PAN Enquiry forms (See Appendices)
at your desk at all times. This form will help guide your conversation with the client and
ensure you get the information you need. Remember; never assume anything and double
check everything.

1. TAKE AN ENQUIRY

The imperative information you must acquire is the following:
Organisation / Company name?

Contact Name?

Contact Phone number & email address?
Event date?

Event type?

Venue —including is it indoor or outdoor?
Type of entertainment they are seeking?
Time & duration of the event?

How many people will be at the event?
What is the budget?

How did they find out about us?

O O 0O 0O 0O O O o0 O O O

At the initial enquiry stage, sometimes the client won’t have all the information. If they seem
unwilling to give too much away or unsure about the details, just explain that you are just
trying to understand as much as you can about the event to help them with an accurate
costing.

Please take this enquiry to Lela McGregor, Director of Programming & Events who will
decide which team member will quote on the job.

2. PREPARE THE QUOTE

To prepare a quote, you must do the following:
o First determine price,

o Prepare the quote or proposal,

o Send the quote to the client,

o File away the enquiry and quote.
a. Determine the Price

After taking an enquiry from a possible client, determine which artist would be suitable to fill
the brief. Factors you need to consider are the following:

o Budget

o Technical requirements

o Audience

o Premise and theme of event

You should give clients 2-3 options when quoting.

—
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Check rate price according to the most recent PAN Artist Rate Card. This can be found in
the PAN Resources Filing Cabinet, in the ‘Resources’ drawer under ‘Invoicing Procedures’.

If the client is requesting something specific and more complex then what can be determined
from the standard call out times, you will need to contact the artist directly using the details
found on the PAN/CI Database and ask them to quote you for the gig.

Based on the determined fee, you then multiply the fee by 2.2 and round to the nearest 100.
For example, for 4 x dancers to perform a 5-10min Cabaret performance the calculations
would be as follows:

Dancer fee:  $275.00 per dancer, per hour
X 4 =$1,100.00
X 2.2=8%$2,420.00
Quoted Fee: $2,400.00 + GST
REMEMBER WE ALWAYS QUOTE PLUS GST.

If for an extensive entertainment package with more than six call outs also add an additional
20% management fee.

b. Prepare the Quote

For standard quotes, email a proposal using the below template. It is recommended that you
save this template into your signatures for efficiency. Always make sure you:

o Thank the client for giving us the opportunity to quote.

o Remind them that we do not ‘hold’ artists, and if they would like to book they need to
send us a signed LOA.

o Remind them that upon receipt of a signed LOA they will be issued an invoice for a
non-refundable deposit of 50% which needs to be paid within 7 working days.

o The balance will be invoiced 10 working days prior to the event.

o CHECK SPELLING!!!

For more complicated event [ E—— =] © i
entertainment packages, it is |3z > comper > panven @) » soomes e » s SR e— 2l
best to present them in person et B O 'Nm:”"t itk — £- 0 e
with a PowerPoint . = e T T T e
presentation. A basic template - S

presentation can be found in

=l Recent Places

4 Libraries

the following location: R
Q:\BOOKINGS Elzlzturas
CURRENT\PITCHES _

€ Network

(P Template Pitch PPT (based on Bayside) Title: PAN INTERNATIOMAL ... Size: 57.4 MB
T= Microsoft PowerPoint Presentation Authors: Lela McGregor(MacBoo...

—
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The layout of the proposal should follow the below plan:
1. Title Page
I Name of client
ii. Date of project
iii. Name of event

2. Key objectives that we are aiming to achieve through this event.
3. High impact image, e.g. invite, poster, advert
4. Introduction

i. Explain the concept
Key images — these get the client excited about the event or product.
Key images.
Explain key details on how the event will run.
Relate the event concept back to key objectives
Budget — package price but list details that this includes.
i. Entertainers?
ii. Technical Requirements?
iii. Management?
V. Marketing?
10. Logistics
i. Schedule
ii. Any key technical needs
11. Integrated Marketing Plan (this may not be needed)
i. List communication tools, e.g., print advertising, website, newsletter, etc.
ii. Add price if applicable
12. List benefits for the client
i. Consider branding benefits?
ii. Connecting to community?
iii. Launching a new product?
iv. Drawing attention to company?

© N O

C. Email Proposal Template
Dear <Client’'s name>,

Thank you for your time on the phone the other day and for giving us the opportunity to
guote. As promised here are some options for upcoming event!

EVENT: <TITLE OF EVENT>
CLIENT: <CLIENT’S COMPANY>
DATE: <DATE OF EVENT>
LOCATION: <VENUE>

ACT #1: <TYPE OF PERFORMANCE >
<INSERT PIC HERE>

Act: <Number Performers to Perform>
Fee: <Quoted Fee + GST>
Duration: <Length of call time with number and length of performances>.

—
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Just so you know, we do not ‘hold’ artists. To make sure you don’t miss out, please let me
know if you would like to proceed as soon as possible so that | may send you a Letter of
Agreement, which you must sign and return to our office. Without this agreement | cannot

book your artists!

Upon receipt of this agreement, you will be issued with an invoice for a non-refundable
deposit of 50%, which needs to be paid within seven working days. The balance will be

charged ten days prior to the event.

If you have any questions or concerns, please do not hesitate to contact me on 9412 6600 or

at <insert email address>.

Kind Regards,
<Your nhame>

Email Proposal Sample

Dear Charles,

Thank you for your time on the phone the other day and for giving us the opportunity to
guote. As promised here are some options for some interactive Chinese acrobatic

entertainment!

EVENT: BALLARAT MULTICULTURAL FESTIVAL
CLIENT: CHINESE AUSTRALIAN CULTURAL SOCIETY
DATE: 16™ FEBRUARY 2012

LOCATION: BALLARAT PLAZA

ACT #1: CHINESE ACROBATICS & DANCE PERFORMANCE

-

Act: Chinese Acrobats & Dance Performance (up to 10 performers)
Fee: $2,500.00 + GST
Duration: 3hr call with 2 x 30mins performances.

Price includes all travel expenses.

—
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ACT #2: CHINESE LION DANCE

Act: Chinese Lion Dancers (1 Lion with up to 9 performers and can roam
throughout crowd)

Fee: $4,500.00 + GST

Duration: 3hr call with 2 x 30mins performances.

Price includes all travel expenses.

Just so you know, we do not ‘hold’ artists. To make sure you don’t miss out, please let me
know if you would like to proceed as soon as possible so that | may send you a Letter of
Agreement, which you must sign and return to our office. Without this agreement | cannot
book your artists!

Upon receipt of this agreement, you will be issued with an invoice for a non-refundable
deposit of 50%, which needs to be paid within seven working days. The balance will be
charged ten days prior to the event.

If you have any questions or concerns, please do not hesitate to contact me on 9412 6600 or
at <insert email address>.

Kind Regards,
<Your name>

d. Filing quotes

Once you have emailed or presented the proposal, staple a hardcopy with the initial enquiry
form and file into ‘Bookings’ section of filing cabinet, under ‘Enquires’.

If you have not had a response from the client after one week, you should call or email and
ask for a response to the proposal.

If the client does not want to go ahead with the proposal, discard the hardcopy from the
‘Enquiries’ file.

If they do want to go ahead with the proposal, create a new file on the PAN Super File, the
PAN/CI Database, on your Outlook and a hardcopy file for your personal use.

PAN Super File: This file should be titled following the below template:
o Date — PAN Number — Client — Act
o For example, Q:\AAA PAN SUPER FILE\110724 -(6475) Icon Entertainment - Sand
Art

PAN/CI Database: See Enter Enquiry in PAN/CI Database.

—
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Outlook: In your Inbox, you should have a file named ‘Bookings’. Under ‘Bookings’ there
should be four sub-headings — ‘Confirmed’, ‘Completed’, ‘Pending’, ‘Cancelled’.
When you have an enquiry, you should create a file for it under ‘Pending’ following the below
template:

o Date - Client — Act

o For example, 110724 — Icon Entertainment — Sand Art

When the client confirms that they would like to go ahead, you move the file into ‘Confirmed’.
If they do not wish to proceed, place it in ‘Cancelled’.

You save all incoming and outgoing emails in these files so that you can keep track of all
correspondence, especially when there is a long lead time between the enquiry and the
event.

Hardcopy: Create a manila file for your desk, with a heading that lists its status, name of the
event manager handling the event, the PAN number, the client, the act and the event date.

For example, you can attach a table such as the one below.

LIVE JULIA PANG773 MINTER WIRELESS 28™  JULY
ELLISON 2011

3. ENTER ENQUIRY INTO THE PAN-CI DATABASE

Upon receipt of affirmative response, enter the enquiry into the PAN-CI Database. When
complete, you may generate the Letter of Agreement.

The key procedures that you will need to know how to do when working with the PAN/CI
Database are the following:

a. How to lodge an enquiry into the database?

b. How to create a new customer contact?

c. How to create a new artist contact?

a. How to lodge an enquiry into the database?

To lodge an enquiry, you
must have a customer
contact file and an artist
contact file.

Remember to search for
both of these before
entering a new enquiry. If
you do not have a file for
each of these, you will
need to create it. The
following information will
show you how to do this.
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Open Pan-Ci and type in your User name and Password and then Log-in.

. Under ‘Window’ and then ‘Show

i Open Perspective r . 3 .
Bl Shomvioe R View’ you will be able to open the
1 Reset Perspective g:;:‘l‘;;j:;‘w S necessary search windows; PAN
Preferences... iq Hotel Contacts Customer Llst, PAN Artist
» ¢ Media/Marketing Contacts .
i Contacts and PAN Bookings.
ookings
1 PAN Global Contact List .
I Pan Mg Contacts In each of the respective search
a Private/Public Company Contacts . .
& Service Provider Contacts windows you will be able to
=) Tasks H ]
= search for your client’s
I Verues COMPANY NAME and the
Other...
ARTIST'S NAME or STYLE OF
= ' PERFORMANCE.
4 n
& PAN Customer List 2 | i

Once you have confirmed that you have a contact file for each of your Client and Artist, you
will be able to create an enquiry.

Eﬁan & Ci Manag 0/2009 Underneath the file tab, there is
File Window Help - the ‘New Symbol’. By pressing
|F“;E;|| = on this symbol, you will be able

w—y (L to select which new file you
ﬁ[ Mew | would like to create. Please
| |8l PAN Bookings 32 | PAN Reports = select ‘New PAN Booking'.

— , See next page for image.
. ~ | Al -|
3] 1st GIG Date  Custormner State
( ]
t *° )
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File Window Help

S

Bl | & | [T
A €
| & New PAN Customer - ]
’ Mew PAM Artist Contact

L4 Mew Pan Mailing Contact

E Mew Festival Organization Contact
é" Mew Service Provider Contact

ﬁ Mew Private/Public Company Contact
}m Mew Venue

oMl New Tertiary Contact

¥ New Council Contact

s Mew Task

"'Q' Mew Hotel

“t Mew Car Rental Company

L_|||_|]|

= Other...

A pop-up window will appear on your screen. You must enter all the details marked with an
asterix.

I New PAN Booking =5

PAN Booking Details

Fields marked with an asterisk * are required.

* Enquiry Date: 2011-05-05

* Type: @ Festival (") Corporate (7) Private () Government () Other

* Contact Method @ Phone (7 Email () Fax

* Contact: Julia

Contact Email:

Contact Fax:

Media? [}

Futher Media Notes: ]

* Customer: VIC = | Melbourne University - Parkville Campus - VIC ¥ | Search

Contact: Erica Frydenberg Title/Position: Coordinator Master and Doctor of E
Phone: 8344 9541 Address 1: Head Educational Psychology Unit,

Fax: 8344 0995 Address 2: Carlton, Melbourne VIC 3010 Austra

Email  efrydenberg@unimelb.edu.au;

*Venue: VIC w| Crown Casino{ ¥ | | Search

[ <Back |[ MNets= || Fnish |[  Concel
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Type — Corporate (business e.g. end of year parties), Private (individual home events e.g.
birthday parties), Government (Council activities), Other (Universities/TAFES and other),
Festivals (Any kind of festival)

Enquiry Date — Must be the actual date the enquiry came in. (click on calendar)

Contact Method — How the client made initial contact. This is important for future marketing.
Contact - First and Last name of the contact person.

Contact Email — email address from the person who contacted you.

Contact Fax — Fill in number if received.

Media - This is if the artist or event will be publicised or marketing materials will be
distributed to the broad public.

Further Media Notes - Please note the publicity contact, and what kind of publicity will be
distributed, e.g. advertising? Editorial submissions? Website listing?

Customer - Click the arrow button and scroll down to select which ‘State’ required, then go
to the next box and write down your customer’s name (you can just write the first few letters
or the first word and it should come up after you press ‘Search’)

Venue - Click onto the arrow button and select which ‘State’ required, then go to the
following box and write down the name of the Venue. Do not press ‘Search’, just type it
out.

rgi-‘_} Mew PAM Booking Iér |

More Details

Fields marked with an asterisk * are required.

Artist Date Time Artist Cost Extra Expense Fee PAN Profit Add.. ‘
| Edit.
|Delete..

J

Then press ‘Next’ and come to a new page. Press ‘Add’ and another box should appear.
This will be the Artist Program box.

THE DETAILS THAT YOU ENTER INTO THIS FORM WILL MAKE UP THE ARTIST

CONFIRMATION FORM, SO IT IS IMPORTANT THAT IT IS AS DETAILED AS
POSSIBLE.

12
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ki Mew Pan Program .
A

|| Pan Program

Fields marked with an asterisk * are required.

|~ artist Aboriginal For A Day- Eddie kitching = -

Artist Label Indigenous Artist

Date Date of Performance
Arrival Time: What time do they need to be there?

Time: What time is the actual performance?
Duration: How long will they perform for?

Costume/Dress: What do they need to where? Who will provide costume?

Fee(Before G5T): 0,00 Fee(After GST): | 0.00
Artist Cost: 0.00
Extra Expense: 0.00
PAN Profit: 0.00

Tech Requirement:  Anything related to logistics

Further Notes: Anything related to administration

’ Finish ] | Cancel |

| ——————————————

Next > [ Fnsh [ cancel |

Artist — If there is a specific artist who has been requested do a search for them by typing in
their name and pressing ‘Search’. If not, leave it blank.

Artist Label — Enter the generic of what the customer wants.
Date — The date of the actual event.

Arrival Time — Generally 45mins prior to the performance start time. (e.g. starting time
5:00pm, arrival time 4:15pm)

Time — Start and finish time of whole event.
Duration — Timeframe space of event and duration of actual performance.

Costume/Dress — What are the artists to wear? E.g. traditional as per performance by (x)
number of Bollywood dancers.

Fee — The fee is the total fee charged to the client (less GST).
Artist Cost — This is the amount the artist is being paid for performing at the event.

Extra Expense — This would include any additional monies we will pay to the artist. This is
typically any reimbursements we’ve agreed to, petrol allowances, rehearsal fee, etc.

13
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Tech requirements — Fill in the following template:

This booking is for [artist name] to perform [number, length and style of performance] on
[date of performance] at [location] for a total fee of [total fee]. Client is to provide [insert tech
requirements] and artist is to provide [insert any costuming / tech that artist will supply].

In case of emergency or running late, please contact [your name] on [your mobile number].

Further Information — Fill in the following template:

Please sign and return this Artist Confirmation Form to [your name] by [seven days after
sent, unless gig is sooner]. POST: 138 Cromwell Street, Collingwood, VIC, 3066. EMAIL:
[your email address]. FAX: 03 9412 6699

Press ‘Finish’ when complete, which will take you back to the previous page.

The costing headings will be automatically entered after entering the details in the Artist
Program.

F@ New PAN Booking I&J‘ ]

More Details

Fields marked with an asterisk * are required.

Artist Date Time Artist Cost Extra Expense Fee PAN Profit Add.. |

Edit.. |

Delete. |

Estimate: 0.00 é

Quoted: 0.00
Agreed: 0.00
Total Expense: 0.00
PAM Profit: 0.00

Parking provided:

Drinks Rider/Meals provided:
Dressing Room provided:

Load in/Bump in Time:

PA/Sound Engineer provided:

< Back Mext > Finish ] I Cancel

B

These extra details are all items that have to be provided by the client. Please list the
specifics of each heading, once you have them, which will not be until the booking is
confirmed.

Press ‘Finish’ when complete.

REMEMBER TO PRESS SAVE!

14
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This will take you back to the main page.

- —

Fila Window  Halp

® [EPe]
] .P.A;\:Bo.t;lcmg: i1 | PAMN Ropors| O1 |2 AN Booking - PapsTa 7 | 38 pon Armict Contaet - DaEm | = O || I ey At Contacts 7] =
[ = Al = PAN Bookng Details - 2| wuned
i Lst GIG Date  Custorner State || Lost Updeted: 110505 09:55:57, Thu | MNerms State  Style/Country  Category
. W

.
PAMGTHL 1M14509 ATMITravel  MC | Lefterol dgueement urundjer findi., VI Aboriginal.. Worldg..
« of £merment - Fascimile C oss S Worundjeri Land . VIC  Aboriginal - Worldg..

Artist Confirmetion Letter A1L. Wunndje Lird Counel

) Ganeral
l
1 PANGML

Satur |Enquiriea

10428

Type: Fustid @ Corporsbe (5 Private £ Govammant
, || Bemt Tipe TOYOTA - Bals Dinnar
Estirnate: el
| P Custornes Lint 52 T G 000
2] | Subistal Fee: T
Estia Cost: 000
Marie Shonz Total Fee [Subiotal Fes + Bitra Costy | 530100
Tetal Exparne: 1B00.00

PAN Prafit:

Procesor:
Madia?
Furtbar Madis Netss:

Further Hobes:
(Dinplay cr Lebter of Agrasmerd]

Tech Requiement:
(Display e Lettes of Agrasenant]

Now scroll down and fill out remaining information on the ‘PAN Booking Details’:
Event Type — Always remember to fill this part in.

Further Notes — Please fill in the following template:

Please sign and return this Letter of Agreement by [seven days after sent, unless gig is
sooner] to secure your booking.

POST: 138 Cromwell Street, Collingwood, VIC, 3066.

EMAIL: [your email address].

FAX: 03 9412 6699

Tech Requirement — Please fill in the following template:
Please provide Artist with [tech requirements, e.g., number and type of mic, speakers, Dis

for guitar, etc.].

It is a condition of hire that PAN Artists are provided with the following free of charge:

o Parking,

o Water,

o Light refreshments,

o Change room, with bathroom access, prior to and post-performance, and
o Safe and secure location to store belongings during performance.

Please notify of onsite contact and parking arrangements prior to the event.
Notes — Please enter all actions that you have taken in regard to the artist or the client. For

example, ‘have contacted artist and awaiting confirmation’, ‘Artist won’t do gig due to
unavailability. Have contacted three other acts via StarNow’, etc. This is vital to keep up to

15

—
| —



A
INTERNATIONAL

date so that your management and colleagues can follow what has and hasn’t been done on

each project.

REMEMBER TO PRESS SAVE!

b. How to create a new customer contact?

Should there not already be a Customer Contact file, you will need to create one in order to

lodge a new enquiry/booking.
To begin, press ‘New PAN Customer’.

PG o——7 |
File Window Help

Y~ | H| &

i |Z] Mew PAN Booking %

| *% MNew PAN Customer

s Mew PAM Artist Contact 1
.3 New Pan Mailing Contact

Mew Festival Organization Contact
‘Q Mew Service Provider Contact

5 New Private/Public Company Contact
4k New Venue

Ml New Tertiary Contact

## New Council Contact

=~ New Task

‘Q‘ Mew Hotel

Q{' Mew Car Rental Company

T Other...

Enter all details under each heading. All
of this detail should be in your original
enquiry form. After completing the page,
press ‘Next’.

—

-
FE Mew PAN Customer

PAN Customer Details

Fields marked with an asterisk * are required.

* Mame: (Enter name of the Company)
Type: lf\;’;’halt"aoesl i:He Eus.i.n ess l&o?l E\.fer'l'c.;,.;Ir l‘.u’.enue f .Corpora.;‘:e, etc]
Phone: ] (H)
Fax: (1Y) (H)
Mohbile:
Contact: Contact name?i| Title/Position:
Additional Contact:
Website:
Email:
How did you hear =
about PAN Events?
< Back Next > Finish

16
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It is imperative that you enter at least the ‘State’ in each the of the address categories.
Once complete, press ‘Next’ to take you to the next page.

- r@ New PAN Customer M

Address Details

Fields marked with an asterisk * are required.

Street:
Suburb:
State: [vic

Postcode:

Country: Australia

Postal Street:

Postal Suburk:

Postal State: m =
Postal Postcode:

Postal Country:  Australia

The ‘Comment / Descripton’ field is for all extra details.

Before entering any details, always date the comment in Y/M/D format follwed by your name.
You then need to list all information.

Press ‘Finish’ to complete the contact file.

| — r@ New PAN Customer &

Comment{Description

Additional comment/description

110502 - Julia.

Enter:

- What did they enquire about?

- What event work are they working on?

- Were they friendly / reasonable / stingy?|

17
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cC. How to create a new artist contact?

On the database
Should there not already be a Customer Contact file, you will need to create one in order to
lodge a new enquiry/booking. To begin, press ‘New Artist Contact’.

E.Pan & Ci MEMQW

File Window Help

4

By | | (£

i [Z] Mew PAN Booking
'| €1 Mew PAN Customer
< Mew PAN Artist Contact =
.73 Mew Pan Mailing Contact

Mew Festival Organization Contact
“Q Mew Service Provider Contact

& Mew Private/Public Company Contact
141 Mew Venue

ol Mew Tertiary Contact

#% MNew Council Contact

. Mew Task

“Q Mew Hotel

Q{' Mew Car Rental Company

[ Other...

Enter all details under each heading. It is important to collect all this information when
making initial contact with the artist. Artist's will often have websites, YouTube videos,
MySpace/Facebook/StarNow profiles which are excellent resources..

After completing the page, press ‘Next’.

[ & New PAN Artist Contact =5

PAN Artist Contact Details

Fields marked with an asterisk * are required.

*Mame: féﬁterlﬂéme olf th.e ;;\rtigt, e JLJlI.ia l‘;’alllentli;ilj .
Type: (Enter type of act, e.q. Contemporary Dancer
Phone; W) H)
Fax: (W) (H)
Mobile:

Contact: {If they have a manager) Title/Position:

Additional Contact:
Website:

Email:

Shared Artist?

< Back | Mext = Finish

[18
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It is imperative that you enter at least the ‘State’ in each the of the address categories.

Once complete, press ‘Next’ to take you to the next page.

’
|| TFF Mew PAN Artist Contact

o2

Address Details

Fields marked with an asterisk * are required.

Street:

Suburb:

State: ‘U'TC
Postcode:

Country: Australia

Postal Street:

Postal Suburb:

Postal State: m
Postal Postcode:

Postal Country:  Australia

The ‘Comment / Descripton’ field is for all extra details.
Before entering any details, always date the comment in Y/M/D format follwed by your name.
You then need to list all information, including the file path of the Artist’s Folder on the server

-
| O Mew PAN Artist Contact

===

Comment/Description

Additional comment,/description

110502 - Julia.

Enter:

- How did you come across this artist?
- What was their perfformance like?

- What was their work ethic Iike?|

—

19

(please see below for further
instructions) . Press ‘Finish’
to complete the contact file.

You will have now created
an Artist Contact file on the
PAN-Ci database.

You now need to create
corresponding Artist data
on the server.

—t
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On the server

This is the information we would send to the Publicist or Client prior to the event. It is
intended to sell the artist, so please ensure the writing style and pictures selected show the
artist in their most impressive light.

Go to PAN WORK Drive (Q drive) and select ‘Artist Information’.

T . —
o —
@U. ™y Computer »

Orgonize = Properties  System properties  Uninstall or change a program  Map network drive

Open Control Panel

457 Favorites 4 Hard Disk Drives (1)
M Desktop Local Disk (C:)
% Downloads el T— |
191 GB free of 232 GE

. Recent Places
4 Devices with Removable Storage {1)

44 Libesries

aa
[ Decuments VD Drive (D]
& Music ~

U el Pictures + Network Location (7)
-8 Videos Cl-Julia.¥ (\Exchange\HomeS] (H:) Dropbox ()
| = Cﬁmputer
S Masters (0:)
oo
& Network 1.50°TB free of 363 T
~ PAN Work (Q)  Work (R)
150 T8 free of 363 TB 150 TBfree of 363 T8
PANCI (\EXCHANGE) (V)
i
PAN Work (Q; sused —

efree 150 T8

Network Drive

@-O"L" » Computer b PAN Work (@) b .‘¢,|| Sex

Organize » 5 Open  Newfolder
T Name ’ Date modified Type Size
B Desktop | [TO BE ARCHIVED] 9/01/201210:01 AM  File folder
16 Downloads [TO BE FILED] 6/01/2012 1144 PM  File folder
] Recent Places | ADMINISTRATION 16/01/ File folder
[ 1. ARTIST INFORMATION 5/01/20127:2 P File folder \(

4 Libraries . BOOKING ADMINISTRATION 1

1/2012 209 PM  File folder

|| Documents . BOOKINGS CURRENT 1 201210:21 ... File folder
J‘ Music /. CURRENT EVENTS & PROJECTS 21/10/20111:03 PM  File folder
i=] Pictures .. CURRENT MULTIMEDIA 9/01/201211:08 AM  File folder
E Videos !, CURRENT NON EVENT-PROJECT WORK 6/01/20128:10 PM File folder

1 MARKETING 9/01/201210:27 AM  File folder

1M Computer /. PROPS-TENDERS-SUBMISSIONS 5/01/20129:11 PM File folder
/. TENDERS 5/01/20127:20 PM File folder

?j Network . THE CROM - HIRE 21/11/201111:56 ... File folder

@j Copy of TP102407604_templatel 26/09/201112:58 ... Microsoft Excel W... 18KB

ARTIST INFORMATION Date madified: 5/01/2012 7:21 PM
W Filefolder
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Select the state the artist is from.

P — -
o
@7O_v‘ » Computer » PANWerk (Q) » ARTISTINFORMATION » i ‘&,| [ Searcn A
— = =
Organize v = Open MNew folder > [l @
e Name ’ Date modified Type Size
B Deskiop NSW Artist Information 25/10/20111:06 M File folder
& Downloads | NT Artist Infomation 14/04/2011 438 PM  File folder
% Recent Places || PERFORMERS S/0L/2012622PM  File folder
QLD Artist Information 22/11/2011 446 PM  File folder
S Libraries SA Artist Information 22/11/2011 242 PM  File folder
[ Documents TAS Artist Infomation 11/05/2011 236 PM  File folder
o Music VIC Artist Information 5/01/2012610 PM__ File folder
=] Pictures . Victorisn Showcase 25/07/20111040 .. File folder
H Videos | WA Artist Information 29/06/2011 8 File folder
T The Making of a Great Relationship 13/05/2011 12557 .. Adobe Acrabat D... 2,446 KB
% Computer
€ Network
VIC Artist Information Date modified: 5/01/2012 6:10 PM
l,‘ File folder

Select the category or genre to which the artist belongs. If there is no appropriate category,
please create a new file for that artist with their name and description of their work as the
heading. E.g. “Leo Bonne — Fire twirler / Juggler”

@Ovl | < PANWork (%) » ARTISTINFORMATION b VIC Artist Information b ~[4]
Organize + [ Open  Newfolder
e Name ’ Date modified Tyt
Bl Desktop . Actors- Actresses-Characters-Impersenat...  22/07/2011 1147 .. File folder
@ Downloads L Artists File folder
| Recent Places . Author 4/06/201012:30 ... File felder
. Cabaret Acts-theatre 20/07/2011 8:57 AM  File folder
w7 Libraries . Cartoonists and Caricaturists 24/06/2010 4:24 PM  File folder
[% Documents | Choreographers 30/11/201111:52...  File folder
J‘r Music CHRISTMAS ENTERTAINMENT 31/05/201011:16 ... File folder
i Pictures Circus 26/10/2011 11:28 ... File folder
B Videos Classical Western European 17/01/2011 9:50 AM  File folder
. Comedians File folder
1™ Computer Contemporary Music & Dance File folder
. Costume Hire File folder
Fj Network . Entertainment Companies 31/05/201111:54 ... File folder
. Fortune Tellers 14/04/2011 2:42PM  File folder
. Fruit Carver 22/11/2011 93:49 AM  File folder
. Kids entertainment 4/07/2011 9:19 AM  File folder
. Magic 16/01/201212:21 ...  File folder
. Martial Arts 31/05/201011:35 ...  File folder
Maya Festival Performers 31/05/201011:36 ...  File folder
MCe & Srsakars NG 132 BRA__ Fil= falder =
Choreographers Date modified: 30/11/2011 11:52 AM
l[: File folder
[ = — =

In the file, you will need to include a brief, one-page biography of the artist. This must include
prior work, relevant education, a description of their performance and 2-3 photos.
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[ESEEN=
=
@U'| || « ARTISTINFORMATION » VIC Artist Information » Choreographers » [ 44| search Choreographers P
Organize » Mew folder >~ [ @
-
$r Favorites Name Date modified Type Size
PR Desktop . Emilie Ricciuti - Latin 30/11/201111:57 ... File folder
& Downloads Henna Kaikula 31/05/2010 11:16 ... File folder
| Recent Places 2 Laura Levitus 31/05/201011:16 ...  File folder
. Zteven Whittey 24/05/2011 10:22 ... File folder
4 Libraries
[Z Documents
J‘ Music
[=] Pictures
E Videos |
L Computer
G‘j MNetwork
} 4 items

When formatting the biography, please ensure you use size 12, Arial font with 1.15 line
spacing.

The photos should be tightly text wrapped with shadow borders.

Remember not to include any of the artist’s contact details in this biography.

Please also save in folder 2-3 images as jpegs.

“ Home | Tnsert

Arial =2 v A | Aa- |

o A

Peview

Pagelayout  References

Mailngs

cD AaBbCeD

Change
¥ Gtyhes

T Asmbce AsBbCd AaBb( AaBbC AaBb{ AsBbcel -

B 7 0~ x % Mo Spac. Headingl  Heading 2 Title Subhtle Emphasic

B T Marma

at Panter

Mavigation » % [l ezt

| b=

E
E
ST

LAURA LEVITUS
y Dancer [ C

Laura is a 2005 graduate of the VCA where she
worked wih choreographers and aso has a -
Cerfificate 4 in Performing Arts.

In 2006 Laura recetved a Sklls  and
Development Grant for Young and Emerging
Artists from the Auktraliz Council for the At

This has alowed her to work with Lucy Guerin
Inc. over 20062007 and wih Tasgdance on
luminalions3 and One for Somow.

Ongnally from Sydney, Laura has a strong
background in dance having studied ballet, jazz,
funk, 1ap and contemporary dance from a young
age

Since graduating Laura has also worked with Anna Smilh's Aka Dance, and el
Adams for his PHD performance season Ingama. Laura is also currently warking with
ROGUE, a collective of 2005 VCA dance graduales. Rogue has performed in
Malaysia at the Sanggar Koreografi Malaysia 2006 and has received a development
o grant from the Australla Council Tor the Ars

Training 8l WCA and working at Tasdance has dllowed Lawra the experience of
teaching dance workshnops and classes In schools around Victona and Tasmania

She wants to encourage the value of dance and supporl iU's recognilion as an
accessible and acceptable art form that is indicalive of the cultural and creative
hiEalth of 3 community

oo w4
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Please copy and paste file path into ‘Comments/Description’ section of the corresponding
Artist Contact File on the PAN-Ci database.

e

Comment/Description

QMVARTIST INFORMATIOMWWIC Artist Informationt ChoreographershLaura -
Levitus

4. GENERATE LETTER OF AGREEMENT

Make sure that all your information is correct on the main page of the PAN booking details
on the PAN CI database.

Then scroll down to the Program section and click onto the program and press ‘Edit’.

Load in/Bump in time:
P&/Sound Engineer provided:
Programs
Artist Date Time Artist Cost  Extra Expense Fee PAN Profit
Gypsy Storm (Gypsy Fire) / Romana Geermana (NOT SHARED) 2012-02-09  7:00pm - 11:00pm  1000.00 0.00 2200.00 1000.00 b
Edit..
Venue
Name: Peppers Torquay, 2 The Sands Boulevard, Torquay -
Notes
Timestamp Desc By
Edit

You must look through each section carefully to make sure all the details have been entered
and are correct.
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~ »
@ Mew Pan Program g

Pan Program

Fields marked with an asterisk * are required.

= Artist: Gypsy Storm (Gypsy Fire) / Romana Geermana ~ | Search..
Artist Label Romana Geermana
| Date 20120209
| Arrival Time: 6:00pm ;
: Time: T:00pm - 11:00pm =
(| Duration: 5hr call with 4hr performance, interspersed throughout speeches i
Costurne/Dress: As per Rornana Geermana 3
Fee(Before GST): 2000.00 Feel(After G5T): 2200.0_0 ._
| Artist Cost: 1000.00 F
Extra Expense: 0.00
PAN Profit: 1000.00

Tech Requirement:  This booking is for ROMANA GEERMANA to perform throughout the evening from 7:00pm to 11:00pm,

Further Notes: Please sign and return this Artist Confirmation Form to Julia Valentini by Monday 23rd January 2012, PO!

[ Finsh |[ Cancel ] b

Press ‘Finish’ when complete. If you have made changes, press ‘Save’ and exit from
database and re-open and login in order for changes to be activated in agreements.

Click on ‘Letter of Agreement’ which is underlined at the top of your page

[T

| *PAN Booking - PANT276 52

PAN Booking Details -
Last Updated: 120116 09:40:19, Mon

é . || Letter of Agreement

Letter of Agreement - Fascimile Cover Sheet

Artist Confirmation Letter ALL, G Storm (G Fire) / Romana Geermana

General

(3 PANT2T6

[~

Status: ’Enquiries -

Enquiry Date: 2012-01-13
Confirmation Sent Date: 2012-01-16

Confirmation Received Date:

@]E)E

Type: () Festival @ Corporate () Private () Government () Other

Event Type: Corporate Event

24
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The below page will appear. To view the Letter of Agreement, select vic_evt_et and then
press ‘Export PDF’.

= ==
[ro——— | Double check all
information is correct in the
Letter of Agreement and
Gome that the fields include the
e specific information. If not
et you will have to go back into
naes L T Program and adjust
accordingly.
For these changes to be
_ present on the Letter of
5 [ oo | :
- Agreement, you will need to
close PAN-CI and login
(] ]| D T again.
é =

When all is correct, print off one hard copy and save one to file on the server.

Report
11| pAN Lettar Of Agresment. PANTITE

é 'ﬂﬁ & 1 ee - E e

DPAN|

W I -

LETTER OF AGREEMENT

ABMN 96085913075

Create a new folder in Q:\\BOOKINGS CURRENT.

T — — S
| — - -
@@vl . » Computer » PANWork (Q:) » BOOKINGS CURRENT » = | 43 || Search BOOKINGS CURRENT £
[ 1
Organize » Mew folder == [l @
- = : : :
T Name Date madified Type Size
B Deskiop 120123 - (7251} Sunshine Marketplace - C... 8/12/20114:59 PM  File folder
18 Downloads 120209 - (7276} Karl Storz - Romana Geer...  16/01/2012 254 PM  Fil folder
% Recent Places 120271 - (7223} La Trobe Uni - Grupo Mu...  18/11/2011 3:04 PM  File folder
120418-(6742) MCVB 1/07/2011 252 P File folder
S Libraries PENDING 23/12/2011 434 PM File folder
| Documents
o Music
] Pictures
B videos
8 Computer
€ Network

The title should read — Year / Month / Date — (JOB NO) CLIENT — Artist.
E.g. 110626 — (7565) TOYOTA — Bollywood.
In this file should be a copy of the Letter of Agreement, Artist Confirmation Form and Invoice.
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5. REQUEST INVOICE FROM ACCOUNTS

Once you have created the Letter of Agreement, you must request an invoice for the first
50% of the amount. All PAN events charge an initial non-refundable deposit of 50% of the
total fee. This deposit must be paid prior to the event. The balance is to be charged within 10
working days of the event. For bookings with less than a one month lead time, or for new
clients, the whole amount will be charged upon receipt of agreement.

This initial invoice is to be sent to the client by you alongside the Letter of Agreement. The
final invoice will be sent by the accounts department directly.

To receive this invoice from the accounts departments, copy and paste the key details from
the Letter of Agreement and email to accounts@paninternational.com.au.

Report
PAN Letter OF Agreesnent- PANTZG

= 8 I RS W R Y
N IR |
ABN 05DE0A13075
Flease nole, your booking and artists cannot be confirmed until a signed agreement and deposil is received by our office.
This quate 15 only valid for fourteen (14) days
JOB No: PANT2TE
Client: Kanl Storz.
Date of Agreement: 16 January, 2012
CLIENT Sharlene Rainford
15 Qrion Road Lane Cove NSW 2066
PHONE: 02 9490 6723
FAX: 02 3420 D695
EMAIL:
Romana
DATE: 9 February 2012

Hold down the CTRL and hit Fte bring up the search window

Preview | | Eport PO | viceviet =

Include the subject heading:
“Please raise invoice — PAN Job Number — Amount to be invoiced”
See image below.
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LI = B = LIG = J1W 3 BPLT T | =LA T 18

7 .
Sld9 o= = Please raise invoice - PAN 7276 - §1,10000 - Message (HTML) =] B e
File: I Message Insert Options Format Text Review = G
3 & caibri vj11 - A A [iEiE- | B gaﬂ @"7‘] @ /I yercllow e * -1;
23 cop £ &
aste ==

= " High Importance
f_B | I o ®- A Address Check | Attach Attach Signature Zoom
= -]

5 y
= - Format Painter Book - Names File:  3em= s B LowImportance
Clipboard u Basic Text u Names Include Tags « | Zoom

From + Exchange

T0..: i.i?nn é“l‘-!aris&and‘i’a'

Subject: Please raise invoice - PAM 7276 - 51,100.00

Please raise an invoice for the following job. Please send to me not directly to the client.

3

JOB No: PANT2T6

Client: Karl Storz Endoscopy

Date of Agreement: 16 January, 2012

CLIENT CONTACT: Rainford
ADDRESS: 15 Orion Road Lane Cove NSW 2066
PHONE: 02 9490 6729

FAX: 02 9420 0695

EMAIL:

PROGRAM: Romana.

DATE: 9 February 2012

ARRIVAL TIME: 6:00pm

PERFORMANCE TIME: 7:00pm - 11:00pm
VENUE: Peppers Torquay, 2 The Sands Boulevard, Torguay
SUBTOTAL FEE: $2,200.00 (Including GST)
EXTRA COST: $0.00 (Including GST)

TOTAL FEE: $2,200.00 (Including GST)

Regards
Julia valentini Cultural Infusion

Events
Cultural Infusion Ltd

138 Cromwell 5t, Collingwood VIC 3066 postal: PO Box 218 Abbotsford VIC 3067
p: (03) 9412 6666 f: + 61 3 9412 6667 e: Julia.v @culturalinfusion.org.au w: www.cufturalinfusion.org.au

AIITIIDAL -

0 See more about: Pooja Harischandra, I:I A

It is always recommended to double check the invoice once you’ve received it. Once you are
happy with both documents, please send to the client according to following signature.
Remember to save copies of the Letter of Agreement and the Invoice on the server.

Letter of Agreement Signature
Dear <Client’'s Name>

It is great to be providing our fabulous entertainers for this event.

Please find attached your booking details for <DATE>.

| have also attached an invoice for a non-refundable deposit of 50% of the balance.

Please note that we cannot confirm your artists until we have received both the signed
agreement and the deposit.

Should you need to contact us for any reason, please call our office during business hours
on 03 9412 6600 or via 24 hour service on <your mobile number>.

I would like to take this opportunity to wish you all the best for a most successful and
memorable event for you and your guests.

Kind Regards,
<Name>

<Title>
<Mobile Number>
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Once you have received the signed Letter of Agreement back from the client, double check
whether or not they have filled in the Credit card details or accounts payable details on the
agreement and forward this to the Accounts Department.

6. RECEIVED SIGNED LETTER OF AGREEMENT

Also check to see if they have manually changed or updated anything on the agreement,
such as timings, costumes, or anything of the sort.

If they have made changes, make sure that you adjust the corresponding field in Program
accordingly on the PAN-CI System.

Print out a copy of the signed Letter of Agreement and file into manila file for desk. Also save
a copy on the server.

Please remember to change the Status of the booking on the PAN-CI database.

|=] *PAN Booking - PANT276 i3 = O || 2 pAN Artist Contacts 52
PAN Booking Details -

dancer

Last Updated: 120116 09:40:19, Mon

Mame State Style/d
||| Letter of Agreement Capricornia Danc.. QLD Dance
Letter of Agreement - Fascimile Cover Sheet Cara Tunstall VIC  Dancel
Artist Confirmation Letter ALL, Gypsy Storm (Gypsy Fire] / Romana Geermana dancer VIC  Russia
Dancers QLD
General dancers VIC  Russia
1 PANT2TE = Dancers VIC  Russia
é Status: [Cunﬁ:med Eancer‘sI E.dge }':E Eance
) Awaiting Confirmation o~
Enquiy Date Coimea s S
X R Cancelled |i|
Confirmation Sent Date: Enquiries i
Confi ion Received D Unlikely -
onfirmation Received Date: s | T
_ i _ . _ ) Leon Gillette dancer
Type: () Festival @ Corporate () Private () Government () Other Rosernary Sims VIE  Dance
Event Type: Corporate Event
Estimate: 0.00
Quoted: 0.00
Subtotal Fes: 2200.00

1. BOOKING ARTISTS FOR THE EVENT

You must first look up the artist’'s name or type of artist in the PAN-CI database.

Their file should have the contact details and also a link to their profile saved on the server. It
is recommended to check their booking history and also do a quick Google search of the
artist to make sure they are of appropriate quality and still performing.

As the database is so expansive sometimes artists listed either do not perform anymore or
have actually never performed for a PAN gig.
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[J 2 PAN Artist Contacts 5% =0
™ || dancer -
Mame State Style/Country Category
Capricornia Danc... QLD Dancers - al...
Cara Tunstall VIC  Dancerand ..
dancer VIC  Russia worldg..
Dancers QLD
Dancers VIC  Russia worldg...
dancers VIC  Russian worldg..
Dancers Edge VIC  Dance- Ge.. worldg..
Emma Yaiano VIC  Dancer/ Act...

Once you are convinced that they are the right sort of artist, telephone the artist and discuss
the details of the job and the budget you have allocated.

If you feel unsure of the artist, do not hesitate to ask them to send more recent photographs
or any videos or mp3’s of recent work.

Once they have agreed to perform for the event, prepare and send them an Artist
Confirmation Form.

8. PREPARING ARTIST CONFIRMATION FORM

Open up the PAN-CI database and go to the PAN booking by searching for the client’s
company name in the PAN Bookings tab.

w Pan & Ci ManagementSystem-O?fUSféOli f
File Window Help

Civ| | &

% ma

HPANI?&DH@ E’:?] PAM Reports | =]

anz .__ " |A”7:.
] 1st GIG Date  Customer State Venue

PANZ762 ANZ - Brimba... ANZ - Brimbank

Scroll down to the Program section of the PAN Booking and press ‘Edit’

Programs

Artist Date Time Artist Cost  Extra Expense  Fee PAM Profit

120120209 7:00pm_11:00pm [1000.00 000 1220000 [1000.00
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ense  Fee PAN Profit

220000 1000.00 _

Delete..

Search for the Artist's name and select the Artist that will be performing. If you are using a

new Artist, you will need to create a new Artist contact for them before you can complete the
Artist Confirmation Form.

h_@ Pan & Ci Management System - 07/08/2011 . .

File Window Help

ST Wy .

@ New Pan Program

Pan Program

Fields marked with an asterisk * are required.

* Artist + || Search.
Artist Label Romana Geermana

Date 2012-02-09

Arrival Time: 6:00pm

Time: T:00pm - 11:00pm

Double check that all details are correct and have been updated since the last time you

opened the file. In particular, remember to check the Arrival Time, Further Notes, and
Tech Notes.

Press Finish when you are done.

REMEMBER TO PRESS SAVE!

Then close out of PAN-CI and then login again. The changes will now be saved on the Artist
Confirmation Form.
To view the Artist Confirmation Form, go to the top of the screen and select the Artist’s

name. It will be blue and underlined and placed next to the heading ‘Artist Confirmation
Letter’.

B Pan & Ci Management System - 07/08/2001 "D T . Ty—
File Window Help
th~| Bl e

BEa
|2l PAM Bookings 2 | PAN Reports. — 01 |[|Z] *PAN Booking - PANTZT6 53
arl = || Al - || PAN Booking Details -

D 1st GIG Date  Customer Last Updated: 120116 09:40:19, Mon
PAN7276 2012-02-09  Karl Storz Endo... || Letter of Agreement

Letter of Agreement - Fascimile Cover Sheet

Artist Confirmation Letter ALL, Gypsy Storm (Gypsy Fire) / Romana Geermana

‘General
[ n___ il § PANT2TG 5
| € PAN Customer List i T Ol status: Enquiries
~ || Enquiry Date: 20120113 [j]
bl St Confirmation Sent Date: 2012-01-16 E‘

You will then need to export the Artist Confirmation Form, as you did for the Letter of
Agreement.
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g - T TR W T |
Report
PAN Artist Cenfirmation Letter - PANT276

Parameters marked with * are required.
{ ¥ Company Key:

[est
{} Address: *

{ ¥ Contact

IPHDHEZ 61 (0)3 9412 6600 Toll Free: 1300 126 144
{} Booking ID:

[7278

£} Staff Name:

J1uia valentini

Held down the CTRL and hit F te bring up the search window

Preview | | Export PDF : (

qld evtet

i

wa_evt H

ﬁ#en! wa_evt et T ESRdition of hire tha ists are provided wi e following free of charge: =

L -

Report
PAN Artist Confirmation Letter - PAN72T6

ﬁ $ 1/6 B® 0% - R -

[an] »

W EAN

ARTIST CONFIRMATION FORM

ABN 96089913075

Artist: Gypsy Storm (Gypsy Fire) / Romana Geermana

Job Number: PAN7276

Event: Corporate Event

Date: 9 February 2012

Venue: Peppers Torquay, 2 The Sands Boulevard, Torquay

Onsite Contact: Sharlene Rainford Il

Hold down the CTRL and hit F to bring up the search window

Double check all information and confirm that the information is clear and correct. If you are
happy, then print out a copy for your manila file and save a copy on the server in the booking
file.
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Then email the artist the Artist Confirmation Form with the below email template.

Email Artist Confirmation Template
Hi <Artist’s name>
Please find attached your booking details for <DATE>.

EVENT: <Name of event>

ARRIVAL TIME: <Time they need to be there>

ONSITE CONTACT: <The name & mobile number of person they need to report to>
CREATIVE BRIEF: <What are they going to be doing and when and where>
COSTUME: <What do they wear? And who’s supplying it?>

PARKING: <Where do they park? Do they need a ticket? Who will pay for it>
BUDGET: <What is the agreed fee that we will pay them?>

The agreement must be signed and returned either via fax, email or post with 72 hours of
receipt. Your participation in this function cannot be confirmed until this agreement is
received by our office.

Should you need to contact us for any reason, please call our office during business hours
on 03 9412 6600 or via 24 hour service on <YOUR MOBILE>.

| would like to take this opportunity to thank you for working with us and we look forward to
hearing from our client as to the results of the event.

Many thanks; | look forward to working with you again soon!

Kind Regards,

<Your Name>
<Your Title>
<Your Mobile>

9. FINAL CONFIRMATIONS

Approximately two weeks out from the event, you should double check with accounts to see
if the deposit has been paid by the client.
If the deposit has not been paid, send the client a polite reminder email asking when we
should expect payment. It is also good at this point to remind them that they will be receiving
another invoice for the final 50% in the next two weeks.
Either way you should also request confirmation of the following details:

o Onsite contact’s name and mobile number,
Parking details for the artist,
Change room location,
Meals and refreshments (if applicable),
Technical requirements, and

o Running order or worksheet for the event.
Once you have all these details, please forward onto to the Artist.
One week out, you should call the Artist to confirm they have received all the information that
you have sent. Please note, that if they emailed a confirmation of receipt, a phone call may
not be necessary. This is at the discretion of the PAN Representative.

O O O O
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10. POST EVENT PROCEDURE

Once the event has been completed, contact the client requesting feedback and
photographs from the evening.

Save these photos and feedback in the Artist’s file on the server and also save a ‘Note’ on
the server summarising the feedback and indicating where photos can be found.

Pass on all feedback and photos to the artist.

11. NEGATIVE FEEDBACK

If the feedback is negative, ensure that you apologise sincerely to the client and thank them
for letting you know and ensure that you will approach the topic with the artist.

Address the topic with the artist, ensuring that you get the complete story before
reprimanding them.

Depending on the severity of the criticism, you may feel that offering the client a discount on
the fee would be appropriate, however, discuss this with Lela McGregor, Director of
Programming & Events.

Additionally, you may feel it would also be appropriate to not pay the artist the full amount;
however, this also needs to be discussed with Lela McGregor.
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12. BOOKING PROCESS OVERVIEW

The below diagram describes the process and steps involved to successfully make an
entertainment booking.

« Enter enquiry into PAN / Cl Database

» Generate Letter of Agreement

» Copy and paste key details from Letter of Agreement into an email and send to Acounts and request an invoice.
» Send both the Letter of Agreement and invoice to client.

« Create a new file on the server and save copies of the Letter of Agreement in the file.

Approval from * Move folder in inbox from 'Awaiting Confirmation' to ‘Confirmed'

« Take enquiry from client
* Prepare quote
» Send quote
« File hardcopy enquiry form with quote attached in filing cabinet
« Create new folder under '‘Awaiting Confirmation' in inbox
Client « Create manila folder file for desk ]

card details sections.
« Print out copy of signed Letter of Agreement for manila file.
« Find artist contact in PAN / Cl Database.
» Research artist details on the PAN server and also via Google.
« Call Artist and discuss details and budget
« Create Artist Confirmation Form and save in file on server.
» Email artist with Artist Confirmation Form and confirming all details discussed on the phone.

Receive signed

Letter of Agreement

« Forward a copy of the signed Letter of Agreement to Accounts if the client has completed the accounts payable / cred]

« Confirm onsite contact, parking details, change room location, technical requirements and other requirements with
client.

Receive signed * One week from event, confirm all details with artist.

Artist Confirmation
Form

» Save photos and feedback in Atrtist file on server.
» Add note on PAN / CI Database taking note of feedback.
« Pass on any feedback and photos to the Artist.

» Request feedback and photos from the client ]
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13. TELEPHONE SKILLS AND SCRIPT

Night mode, at the beginning and end of each day, turn the phone on/off by pressing ‘Night’
followed by ‘987654 3 2.

To answer a call, pick up the receiver and press the ‘Green Speaker’ button.

To end the call, hang up the receiver and press the ‘Orange Receiver and Triangle’
button.

To make an external call, pick up the receiver, press the corresponding button to ‘PAN’ or
‘CI’ (depending on who you are calling on behalf) followed by the ‘Green Speaker’ button.
You can then dial the phone number.

To transfer a call, press the corresponding button to ‘Hold’ and type in the letters of the
name of whom you wish to transfer the call to. E.g. ‘S T E’ to transfer to Steph. When the
other person answers the call, the word ‘Transfer’ will appear on the screen. You will need to
press the corresponding button to put through the call.

To return to a call, press the ‘Arrow’ button at the top right hand side.

To make an internal call, simply pick up the receiver and dial in the letters of that person’s
name as above.

To select an option, press ‘## and then enter the number of the option you wish to select.
This will allow you to enter as many options as needed for the duration of that phone call.

REMEMBER TO ANSWER THE PHONE WITHIN THREE RINGS.
The script for the telephone is as follows:
“Good Morning/Afternoon, PAN and Cultural Infusion, this is <insert name here>"
Before transferring the call, make sure you know the following:
o What is their name?
o Where are they calling from?
o What is the call in regard to?
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PAYMENT: Payment can be made by either a cheque or direct debit made out to PAN
International. Upon receipt of confirmation, a non-refundable deposit of 50% will be invoiced
to your company. The balance will be charged within 10 working days of the event. Your
artist/s and the proposed program will not be guaranteed until the initial deposit is paid. An
account may be arranged once multiple events/bookings have taken place through PAN
International.

APPENDIX 1: PAYMENT DETAILS

PAYMENT DETAILS:

Cheque: Please make cheque payable to PAN International.

Direct Debit:

Account Name: PAN International BSB: 013 275 Account Number: 494 366 749
Please send remittance advice to accounts@paninternational.com.au.

Credit Card:

Please note, we only accept Visa or MasterCard transactions and a 3.5% credit card
surcharge will be applicable.

I =0 =SSP
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APPENDIX 2: ENQUIRY FORM
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APPENDIX 3: PAN EMAIL SIGNATURE

For the following signatures, you may copy and paste from the following location:
Q:\ADMINISTRATION\HUMAN RESOURCES & TRAINING\Email Signatures\Julia

Kind Regards,

<Name>
<Title>
<Mobile Number>

m creating the experience

creative event design * event management * unique talent

138 Cromwell Street Collingwood VIC 3066
Postal : PO Box 218 Abbotsford 3067 Australia

+61 3 9412 6600
+61 3 9412 6667
<EMAIL ADDRESS>
: wWww.paninternational.com.au

= ®™TT

Please consider the environment before printing this email, or when using technology.
Check your settings and switch off when you can.

This email and any files transmitted with it are confidential and intended solely for the use of the individual or entity to whom
they are addressed. If you have received this email in error please notify the system manager. This message contains
confidential information and is intended only for the individual named. If you are not the named addressee you should not
disseminate, distribute or copy this e-mail. Please notify the sender immediately by e-mail if you have received this e-mail by
mistake and delete this e-mail from your system. If you are not the intended recipient you are notified that disclosing, copying,
distributing or taking any action in reliance on the contents of this information is strictly prohibited.
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APPENDIX 4: PAN REPLY EMAIL SIGNATURE

Kind Regards,

<Name>
<Title>
<Mobile Number>

138 Cromwell Street Collingwood VIC 3066
Postal : PO Box 218 Abbotsford 3067 Australia

+61 3 9412 6600
+61 3 9412 6667
<EMAIL ADDRESS>
. www.paninternational.com.au

= ®™TT

Please consider the environment before printing this email, or when using technology.
Check your settings and switch off when you can.
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APPRENDIX 5: QUOTING EMAIL SIGNATURE

Dear <Client's name>,

Thank you for your time on the phone the other day and for giving us the opportunity to quote. As
promised here are some options for upcoming event!

EVENT: <TITLE OF EVENT>
CLIENT: <CLIENT’S COMPANY>
DATE: <DATE OF EVENT>
LOCATION: <VENUE>

ACT #1: <TYPE OF PERFORMANCE >
<INSERT PIC HERE>

Act: <Number Performers to Perform>
Fee: <Quoted Fee + GST>
Duration: <Length of call time with number and length of performances>.

Please be aware that we do not ‘hold’ artists. To make sure you don’t miss out, please let me know if
you would like to proceed as soon as possible so that | may send you a Letter of Agreement, which
you must sign and return to our office. Without this agreement | cannot book your artists.

Upon receipt of this agreement, you will be issued with an invoice for a non-refundable deposit of
50%, which needs to be paid within seven working days. The balance will be charged ten days prior
to the event.

If you have any questions or concerns, please do not hesitate to contact me on 9412 6600 or at
<insert email address>.

Kind Regards,
<Name>

<Title>
<Mobile Number>

RJi
i i
@ It creating the experience

creative event design * event management * unique talent

138 Cromwell Street Collingwood VIC 3066
Postal : PO Box 218 Abbotsford 3067 Australia

p: +61 39412 6600

f: +61 39412 6667

e: <EMAIL ADDRESS>

wW: www.paninternational.com.au

Please consider the environment before printing this email, or when using technology.
Check your settings and switch off when you can.

This email and any files transmitted with it are confidential and intended solely for the use of the individual or entity to whom
they are addressed. If you have received this email in error please notify the system manager. This message contains
confidential information and is intended only for the individual named. If you are not the named addressee you should not
disseminate, distribute or copy this e-mail. Please notify the sender immediately by e-mail if you have received this e-mail by
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mistake and delete this e-mail from your system. If you are not the intended recipient you are notified that disclosing, copying,
distributing or taking any action in reliance on the contents of this information is strictly prohibited.
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APPENDIX 6: LETTER OF AGREEMENT EMAIL SIGNATURE

Dear <Client's Name>

It is great to be providing our fabulous entertainers for this event.

Please find attached your booking details for <DATE>.

I have also attached an invoice for a non-refundable deposit of 50% of the balance.

Please note that we cannot confirm your artists until we have received both the signed
agreement and the deposit.

Should you need to contact us for any reason, please call our office during business hours
on 03 9412 6600 or via 24 hour service on <your mobile number>.

| would like to take this opportunity to wish you all the best for a most successful and
memorable event for you and your guests.

Kind Regards,

<Name>
<Title>
<Mobile Number>

BM creating the experience

creative event design * event management * unique talent

138 Cromwell Street Collingwood VIC 3066
Postal : PO Box 218 Abbotsford 3067 Australia

+61 3 9412 6600
+61 3 9412 6667
<EMAIL ADDRESS>
;. www.paninternational.com.au

= ®™TT

Please consider the environment before printing this email, or when using technology.
Check your settings and switch off when you can.

This email and any files transmitted with it are confidential and intended solely for the use of the individual or entity to whom
they are addressed. If you have received this email in error please notify the system manager. This message contains
confidential information and is intended only for the individual named. If you are not the named addressee you should not
disseminate, distribute or copy this e-mail. Please notify the sender immediately by e-mail if you have received this e-mail by
mistake and delete this e-mail from your system. If you are not the intended recipient you are notified that disclosing, copying,
distributing or taking any action in reliance on the contents of this information is strictly prohibited.
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APPENDIX 7: ARTIST CONFIRMATION FORM EMAIL SIGNATURE

Hi <Artist’'s name>
Please find attached your booking details for <DATE>.

EVENT: <Name of event>

ARRIVAL TIME: <Time they need to be there>

ONSITE CONTACT: <The name & mobile number of person they need to report to>
CREATIVE BRIEF: <What are they going to be doing and when and where>
COSTUME: <What do they wear? And who’s supplying it?>

PARKING: <Where do they park? Do they need a ticket? Who will pay for it>
BUDGET: <What is the agreed fee that we will pay them?>

The agreement must be signed and returned either via fax, email or post with 72 hours of
receipt. Your participation in this function cannot be confirmed until this agreement is
received by our office.

Should you need to contact us for any reason, please call our office during business hours
on 03 9412 6600 or via 24 hour service on <YOUR MOBILE>.

I would like to take this opportunity to thank you for working with us and we look forward to
hearing from our client as to the results of the event.

Many thanks; | look forward to working with you again soon!

Kind Regards,

<Your Name>
<Your Title>
<Your Mobile>

RJi
i i
@ It creating the experience

creative event design * event management * unique talent

138 Cromwell Street Collingwood VIC 3066
Postal : PO Box 218 Abbotsford 3067 Australia

+61 3 9412 6600
+61 3 9412 6667
<EMAIL ADDRESS>
. www.paninternational.com.au

= ®™TT

Please consider the environment before printing this email, or when using technology.
Check your settings and switch off when you can.

This email and any files transmitted with it are confidential and intended solely for the use of the individual or entity to whom
they are addressed. If you have received this email in error please notify the system manager. This message contains
confidential information and is intended only for the individual named. If you are not the named addressee you should not
disseminate, distribute or copy this e-mail. Please notify the sender immediately by e-mail if you have received this e-mail by
mistake and delete this e-mail from your system. If you are not the intended recipient you are notified that disclosing, copying,
distributing or taking any action in reliance on the contents of this information is strictly prohibited.
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