
Information:
Drawer: Accounts Payable - Invoices Vendor Number: 1484699 Vendor
Name: Buffalo Theatre Ensemble Corp.,D/B/A Buffalo Theatre Ensemble

Check Details:
Check Number: E0114145 Check Amount: $ 36,302.80 Check Date:
6/2/2026

Invoice Details:
Invoice Number: BTEREV050726 Invoice Date: 5/7/2026 PO Number:
NULL Voucher Number: V0938512

Document Type: AP Invoice

Document Below

1



Accounts Payable Office

Check Request Form 

This form may be used to request check payments only for those items for which the issuance  
of a purchase order would not be appropriate. Attach supporting documentation (e.g., invoice or  
agreement). Please refer to Administrative Procedure 2.21, Vendor Payment.

Date: ___________________     Vendor ID: ____________  Vendor Name: _________________________

Payee Address: __________________________________     Payment Due Date: ____________________

Invoice Number GL Account number(s)
e.g. 01-80-00757-5401001

GL Account Name
e.g. Office Supplies

Amount

Total $

Check the appropriate box below:

We, the undersigned, hereby certify that the goods/services, for which payment is herein requested, have been 
provided in a satisfactory condition/manner. Consequently, payment is appropriate at this time.

We, the undersigned, hereby certify that the goods/services, for which payment is herein requested, have not 
yet been provided. The first approver indicated below will notify the Accounts Payable Office in writing when the 
goods/services have been delivered in a satisfactory condition/manner.

Description on Check:

Other Instructions:

All requests will require the following approvals:

Requester: __________________________________________________  Print Name: _______________________________________________ 

Budget Officer: ______________________________________________  Print Name: _______________________________________________ 

Requests $10,000 and over will require the additional approvals below:

Next Level Supervisor (if applicable):_____________________________  Print Name: _______________________________________________ 

Next Level Supervisor (if applicable):_____________________________  Print Name: _______________________________________________ 

Next Level Supervisor (if applicable):_____________________________  Print Name: _______________________________________________ 

Area Administrator (only required if request is $10,000 and over): _________________  Print Name: __________________________________ 

Area Cabinet Officer (only required if request is $25,000 and over): _________________  Print Name: ___________________________________ 

Board Approval Date (only required if request is $25,000 and over): _____________________

Return approved request and all supporting documentation to Accounts Payable (SRC 2132A), invoicing@cod.edu 

FIN-21-258590(8/21)Page 1 of 2

Muddassir Siddiqi
@fryetr@cod.edu Please view this document. You can also add comments.

Muddassir Siddiqi
sue

mailto:invoicing@cod.edu


Processing a Check Request:

To expedite the processing of a check request, or other non-purchase order disbursement, the requesting 
department should:

1. Verify that the vendor intake process has been completed by the Procurement Office.  
Payment cannot be made to a vendor until this process has been completed.

2. Complete and review this check request form and confirm that all relevant supporting documentation 
is attached including fully executed contracts, if applicable.

3. Ensure the payee information is complete and includes the vendor’s Colleague ID number.
4. Ensure that the general ledger account number is included and correct.
5. Maintain a copy of the approved check request form for department records.
6. Submit the completed check request form to the Accounts Payable Office.

The check request form will be returned to the budget officer if the information is incomplete, not in  
compliance with College Policy, or if budget is not available.

Check Request Form (cont.)

Page 2 of 2



5/7/2026

Buffalo Theatre Ensemble Revenue Disbursement FY26
Payment 6 - BT26_CANDLES #1

Document Date Description Amount
V0897278 8/19/2025 BT26_CANDLES Portion of E-Check E0109203 (Subs Sales, Payment 1) (23,579.85)$     
Combined Audit 5/7/2026 BT26_CANDLES Ticket Sales through 05/07/26 59,882.65$      

Ticket Sales due for BT26_CANDLES as of 05/07/26 36,302.80$      

Donations received 02/28/26-04/30/26 -$                     
BT26_CANDLES 36,302.80$      

TOTAL - BTE PAYMENT 6 36,302.80$      

GL Detail-Show Breakout BT26_CANDLES - BTE Payment 6 05-07-26.xlsx 1 of 1



May 7, 2026  10:34 AM Page 1

Event Date / Time

20 Events
Code Venue

BTE Birthday Candles 07-May-26  7:30 PMBT26_CANDLES01 Playhouse Theatre
BTE Birthday Candles 08-May-26  7:30 PMBT26_CANDLES02 Playhouse Theatre
BTE Birthday Candles 09-May-26  7:30 PMBT26_CANDLES03 Playhouse Theatre
BTE Birthday Candles 10-May-26  3:00 PMBT26_CANDLES04 Playhouse Theatre
BTE Birthday Candles 14-May-26  7:30 PMBT26_CANDLES05 Playhouse Theatre
BTE Birthday Candles 15-May-26  7:30 PMBT26_CANDLES06 Playhouse Theatre
BTE Birthday Candles 16-May-26  7:30 PMBT26_CANDLES07 Playhouse Theatre
BTE Birthday Candles 17-May-26  3:00 PMBT26_CANDLES08 Playhouse Theatre
BTE Birthday Candles 21-May-26  7:30 PMBT26_CANDLES09 Playhouse Theatre
BTE Birthday Candles 22-May-26  7:30 PMBT26_CANDLES10 Playhouse Theatre
BTE Birthday Candles 23-May-26  7:30 PMBT26_CANDLES11 Playhouse Theatre
BTE Birthday Candles 24-May-26  3:00 PMBT26_CANDLES12 Playhouse Theatre
BTE Birthday Candles 28-May-26  7:30 PMBT26_CANDLES13 Playhouse Theatre
BTE Birthday Candles 29-May-26  7:30 PMBT26_CANDLES14 Playhouse Theatre
BTE Birthday Candles 30-May-26  7:30 PMBT26_CANDLES15 Playhouse Theatre
BTE Birthday Candles 31-May-26  3:00 PMBT26_CANDLES16 Playhouse Theatre
BTE Birthday Candles 04-Jun-26  7:30 PMBT26_CANDLES17 Playhouse Theatre
BTE Birthday Candles 05-Jun-26  7:30 PMBT26_CANDLES18 Playhouse Theatre
BTE Birthday Candles 06-Jun-26  7:30 PMBT26_CANDLES19 Playhouse Theatre
BTE Birthday Candles 07-Jun-26  3:00 PMBT26_CANDLES20 Playhouse Theatre

CODBOW - College of DuPage - Box Office Window

Combined Audit

mjunokas - Molly Junokas

Event Inventory Type: Inventoried,Event Run: FY26 BT Birthday Candles,Event Type: Non-Master Events,Supplier: COD - College of DuPage,Include Opens in Held Seats by Hold Code: No,Combined 
Totals Only: Yes,Include Payment Summary: Yes,Include Today's Sales: Yes,Sales Channel / Agency Grouping: Sales Channel,Price / Buyer Grouping: Price / Buyer Type,Subtract Black-Out Holds From 
Capacity: No
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Combined Audit

CODBOW - College of DuPage - Box Office Window
mjunokas - Molly Junokas

Buyer TypePrice Scale

1,254

1,254

Sales by Sales Channel Today Cumulative

Ticket Price Comp Sold Amount Comp Sold Amount

Sales Channel:  Box Office

CODHLF - COD Student Half Price

MACS10 - MAC pack Senior 10%

MACS15 - MAC pack Senior 15%

MACS20 - MAC pack Senior 20%

MACS25 - MAC pack Senior 25%

CYBA30 - Cyber Weekend 30% Adult

CYBS30 - Cyber Weekend 30% Senior

GFTS20 - GIFT Senior 20% off holiday

SENIOR - Senior 0 0 0.00 0 121 5,203.0043.00

CODSTU - COD Student 0 0 0.00 0 4 100.0025.00

0 0 0.00 0 27 607.5022.50

COMP - Complimentary Ticket 0 0 0.00 66 0 0.000.00

TWOFER - TWOFER 0 0 0.00 0 2 45.0022.50

MACA10 - MAC pack Adult 10% 0 0 0.00 0 6 243.0040.50

0 0 0.00 0 53 2,051.1038.70

MACA15 - MAC pack Adult 15% 0 0 0.00 0 5 191.2538.25

0 0 0.00 0 41 1,498.5536.55

MACA20 - MAC pack Adult 20% 0 0 0.00 0 3 108.0036.00

0 0 0.00 0 63 2,167.2034.40

MACA25 - MAC pack Adult 25% 0 0 0.00 0 4 135.0033.75

0 0 0.00 0 43 1,386.7532.25

BTEA25 - BTE Adult 25% 0 0 0.00 0 49 1,653.7533.75

BTES25 - BTE Senior 25% 0 0 0.00 0 569 18,350.2532.25

BTEA20 - BTE Adult 20% 0 0 0.00 0 12 432.0036.00

BTES20 - BTE Senior 20% 0 0 0.00 0 118 4,059.2034.40

GRPS10 - Group Senior 10% 0 0 0.00 0 19 735.3038.70

0 0 0.00 0 1 31.5031.50

0 0 0.00 0 5 150.5030.10

FRIEND - Friends and Family 0 0 0.00 0 14 504.0036.00

0 0 0.00 0 2 68.8034.40

VBTE35 - BTE Voucher 0 0 0.00 0 86 2,902.5033.75

USHR90 - USHER 90% 0 0 0.00 0 3 13.504.50

USHR95 - USHER 95% 0 0 0.00 0 1 2.252.25

0 0 0.00 66 42,774.90

42,774.90660.0000Totals for Box Office

PLAYHO - Playhouse ADULT - Adult 0 0 0.00 0 3 135.0045.00
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Combined Audit

CODBOW - College of DuPage - Box Office Window
mjunokas - Molly Junokas

Buyer TypePrice Scale

399

399

59,882.651,653660.0000

Sales by Sales Channel Today Cumulative

Ticket Price Comp Sold Amount Comp Sold Amount

Sales Channel:  Internet

CYBA30 - Cyber Weekend 30% Adult

CYBS30 - Cyber Weekend 30% Senior

GFTA20 - GIFT Adult 20% off holiday

GFTS20 - GIFT Senior 20% off holiday

SENIOR - Senior 0 0 0.00 0 200 8,600.0043.00

YOUTH - Youth 17 & Under 0 0 0.00 0 1 43.0043.00

FACSTF - Faculty & Staff 0 0 0.00 0 1 43.0043.00

25%OFF - 25% OFF 0 0 0.00 0 15 506.2533.75

0 0 0.00 0 2 63.0031.50

0 0 0.00 0 3 90.3030.10

FRIEND - Friends and Family 0 0 0.00 0 17 612.0036.00

0 0 0.00 0 2 72.0036.00

0 0 0.00 0 3 103.2034.40

0 0 0.00 0 17,107.75

17,107.7500.0000Totals for Internet

(Inc comps): 34.84
Average ticket price (Excl comps): 36.23

Report Totals

PLAYHO - Playhouse ADULT - Adult 0 0 0.00 0 155 6,975.0045.00

0 0 0.00 0 158 7,110.00Adult
0 0 0.00 0 321 13,803.00Senior
0 0 0.00 0 1 43.00Youth 17 & Under
0 0 0.00 0 4 100.00COD Student
0 0 0.00 0 1 43.00Faculty & Staff
0 0 0.00 0 27 607.50COD Student Half Price
0 0 0.00 66 0 0.00Complimentary Ticket
0 0 0.00 0 2 45.00TWOFER
0 0 0.00 0 6 243.00MAC pack Adult 10%
0 0 0.00 0 53 2,051.10MAC pack Senior 10%
0 0 0.00 0 5 191.25MAC pack Adult 15%
0 0 0.00 0 41 1,498.55MAC pack Senior 15%

Buyer Type Summary
Comp Sold Amount Comp SoldBuyer Type

Today Cumulative

Amount
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Combined Audit

CODBOW - College of DuPage - Box Office Window
mjunokas - Molly Junokas

0 0 0.00 0 3 108.00MAC pack Adult 20%
0 0 0.00 0 63 2,167.20MAC pack Senior 20%
0 0 0.00 0 4 135.00MAC pack Adult 25%
0 0 0.00 0 43 1,386.75MAC pack Senior 25%
0 0 0.00 0 49 1,653.75BTE Adult 25%
0 0 0.00 0 569 18,350.25BTE Senior 25%
0 0 0.00 0 12 432.00BTE Adult 20%
0 0 0.00 0 118 4,059.20BTE Senior 20%
0 0 0.00 0 19 735.30Group Senior 10%
0 0 0.00 0 15 506.2525% OFF
0 0 0.00 0 3 94.50Cyber Weekend 30% Adult
0 0 0.00 0 8 240.80Cyber Weekend 30% Senior
0 0 0.00 0 31 1,116.00Friends and Family
0 0 0.00 0 2 72.00GIFT Adult 20% off holiday
0 0 0.00 0 5 172.00GIFT Senior 20% off holiday
0 0 0.00 0 86 2,902.50BTE Voucher
0 0 0.00 0 3 13.50USHER 90%
0 0 0.00 0 1 2.25USHER 95%

1,653660.0000 59,882.65

Buyer Type Summary

Report Totals

Comp Sold Amount Comp SoldBuyer Type

Today Cumulative

Amount

Capacity Unsold

PLAYHO - Playhouse 0 0 0.00 66 1,653 59,882.652,201
3,920 2,201 0 0 0.00 66 1,653 59,882.65

Today Cumulative

Report Totals
3,920

Price Scale Comp Sold Amount Comp AmountSold
Price Scale Summary

Payment Summary

American ExpressAMEX 2,454.30
CashCASH 1,234.50
CheckCHCK 1,192.70
COD - VoucherCOD_VOUCH 2,970.00
Account CreditCRDT 1,035.70
DiscoverDISC 4,914.00
Master CardMSTR 10,070.40
VisaVISA 36,011.05

DescriptionCode Amount



May 7, 2026  10:34 AM

*** End of Report ***

Page 5

Combined Audit

CODBOW - College of DuPage - Box Office Window
mjunokas - Molly Junokas

59,882.65Report Totals

Held Seats by Hold Code, Price Scale
FANCLB - Fan Club

PLAYHO - Playhouse 17 765.00
GROUP - Group

PLAYHO - Playhouse 10 450.00
HOUSE - House Seats

PLAYHO - Playhouse 115 5,175.00
JEFF - Jeff Committee

PLAYHO - Playhouse 13 585.00
NOSELL - Do Not Sell

PLAYHO - Playhouse 25 1,125.00
WHLCHR - Wheelchair

PLAYHO - Playhouse 126 5,670.00
Total Held 13,770.00306

ValueTotal

Reserved Seats By Resv Code, Price Scale
COD - College of DuPage

PLAYHO - Playhouse 5,189.80184
184 5,189.80

Total Value

Total Reserved



Available



Held



Blacked Out



Blocked



Capacity

1,711 0 0306 3,920PLAYHO - Playhouse 1,653 1,719 18466

4.69 7.81 0.00 0.00 100.0043.6543.85

Capacity Breakdown

Percent Capacity



Price Scale

1.68

003061,711 3,9201,653 66 1,719 184



Sold



Comp



Sold/Comp



Reserved

Event Totals

42.17



3/31/2026

BTE Donations Report Run: 3/31/2026
05-60-11101-2900005

DATE NAME ADDRESS 1 ADDRESS 2 CITY ZIP STATE EMAIL PHONE EVENT_ID AMOUNT
No new Donations -$                             

U:\HOME\SHARED\MAC\Business Office\BTE\FY2026\BTE Donations - FY26\26 BTE Donations thru 03-31-26.xlsx 1 of 1



4/30/2026

BTE Donations Report Run: 4/30/2026
05-60-11101-2900005

DATE NAME ADDRESS 1 ADDRESS 2 CITY ZIP STATE EMAIL PHONE EVENT_ID AMOUNT
No new Donations -$                             

U:\HOME\SHARED\MAC\Business Office\BTE\FY2026\BTE Donations - FY26\26 BTE Donations thru 04-30-26.xlsx 1 of 1



Item 7.m

MAY 15, 2025

COLLEGE OF DuPAGE

REGULAR BOARD MEETING

BOARD APPROVAL

SUBJECT
Buffalo Theatre Ensemble (BTE) Artist in Residence Agreement Renewal and Funding of
$110,000 for FY26 and FY27  

REASON FOR CONSIDERATION

Contracts exceeding the statutory limit of $25,000 must be approved by the Board of Trustees.

BACKGROUND INFORMATION

Buffalo Theatre Ensemble (BTE) is a professional theatre company that has been in residence
and an integral part of the McAninch Arts Center at College of DuPage since 1986. In April
2016 the COD Board of Trustees approved a resolution to re-establish a resident theatre
relationship with BTE, with the understanding that BTE become its own 501(c)(3) and strive
toward creating a 60/40 (60% earned, 40% contributed) model in 5 years and also with the
understanding that BTE would require $80,000-$110,000 in College support annually after
Year 5.

BTE achieved the 60/40 model well before Year 5 and decreased the request for support to
$110,000 in Year 4, where we maintained it in the last two-year agreement.

After several years of operation and a more realistic picture of revenue and expenses, the
MAC and BTE wish to continue the mutually beneficial relationship created by being in
residence at the MAC. BTE is requesting approval of continued partial funding at $110,000
each year, for the next two years. Ongoing support from the College is to offset any cost to the
MAC for staff required to maintain the resident company (such as technical director, tech
support and set construction, costume construction, box office, marketing, house managers,
custodial services, etc.); student crew or student participants is expected to continue to grow.
BTE also contributes directly to the College/MAC for any services that may exceed $110,000,
yearly, as set forth in the Agreement.

BTE pays the MAC for any expenses over the $110,000 stipend given by the COD Board. The
FY26 MAC expenses related to BTE are expected to be $165,379.00 and break down as
follows:



 
Tech Director  $    20,736.00
Tech Support  $      8,910.00
Business Office  $      9,500.00
Box Office  $      9,000.00
Graphic Design  $      1,080.00
House Manager  $      4,050.00
Costume Shop Build  $      2,025.00
Costume Shop Run  $      1,575.00
Cleaning  $      2,150.00
Printing  $      4,700.00
Advertising spend on ads  $    30,000.00
Student Workers  $    20,500.00
Benefits for Student Labor  $          410.00
Other Supplies  $      6,500.00
CFA Marketing Firm  $    28,843.00
Brochure Postage  $      5,000.00
Staff Services  $    10,400.00
TOTAL EXPENSES  $  165,379.00

This purchase complies with State Statute, Board Policy and Administrative Procedures.
Contracts for the services of individuals possessing a high degree of professional skill where
the ability or fitness of the individual plays an important part. 

Buffalo Theatre - Auxiliary Fund: Operating Transfer In: 05-60-11101-7202001
FY26-$110,000*
FY27-$110,000
Total Request $220,000
*Pending approval of the FY2026 Proposed Budget

Primary Strategic Long Range Plan Goal: Arts, Culture & Community Engagement. To
accomplish this, we will: Create an equitable and inclusive community, and improve livability
through the arts. Be the region's premier choice for the arts and cultural programming. Deliver
responsive programming to support life-long learning. Create opportunities to further partner
and engage with external communities. 
Secondary Strategic Long Range Plan Goal: Student Success. To accomplish this, we will:
Create an institutional culture of student access, equity, and inclusion. Improve student
persistence, completion, transfer, and job obtainment. Invest in academic excellence and
innovation. Transform and innovate student support services and technology. 

RECOMMENDATION



That the Board of Trustees approves the continued funding support of $110,000 for FY26 and
FY27 (July 1, 2025 – June 30, 2026; July 1, 2026 - June 30, 2027) based on the signed Board
of Trustees BTE agreement for continuation of Buffalo Theatre Ensemble as a resident theatre
company at COD.

STAFF CONTACT

Diana Martinez, Director McAninch Arts Center 

Ext 3007, martinezd59@cod.edu, 630-776-8921

BTE_Board_Supporting_Materials_FY25_FY26_COD_Board_Draft_4.17.25.pdf
BTE Operating Costs FY26-27.pdf

Approved and signed this 15th day of May, 2025

_________________________________________
CHAIR

_________________________________________
SECRETARY

https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/3286259/BTE_Board_Supporting_Materials_FY25_FY26_COD_Board_Draft_4.17.25.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/3286265/BTE_Operating_Costs_FY26-27.pdf




































Tue, May 12, 2026 at 01:48 PM UTC

"Junokas, Molly" <junokasm@cod.edu>

Check Req BTEREV050726

"Junokas, Molly" <junokasm@cod.edu>

CC:

BCC:

Good morning,

 

Please process.

 

Thank you!

 

Molly Junokas

Business Manager

McAninch Arts Center, College of DuPage

junokasm@cod.edu | 630-942-2938

she/her

 

1 attachment

BTE Check Req Inv BTEREV050726 36302.80 Revenue Payment 6 mjdmms.pdf

mailto:junokasm@cod.edu

	Information:
	Check Details:
	Invoice Details:
	Binder1.pdf
	BTE Check Req Inv BTEREV050726 36302.80 Revenue Payment 6.pdf
	Binder1.pdf
	BTE Check Req Inv BTEREV010826 19516.41 Revenue Payment 3.pdf
	Binder1.pdf
	BTE Check Req Inv BTEREV122925 $$$ Revenue Payment 3.pdf
	BTE Check Req Inv BTEREV112025 48189.80 Revenue Payment 2 mj.pdf
	BTE Check Req Inv BTEREV112025 $$$ Revenue Payment 2.pdf
	Check Request Form 2025.pdf








	Binder1.pdf
	GL Detail-Show Breakout BT26_CANDLES - BTE Payment 6 05-07-26.pdf

	Binder1.pdf
	Combined Audit BT26_CANDLES - Sales as of 05-07-26 - BTE Payment 6.pdf

	26 BTE Donations thru 03-31-26.pdf
	26 BTE Donations thru 04-30-26.pdf
	Binder1.pdf
	BTE Check Req Inv BTEREV050726 36302.80 Revenue Payment 6
	Binder1.pdf
	BTE Check Req Inv BTEREV010826 19516.41 Revenue Payment 3.pdf
	BTE Check Req Inv BTEREV010826 19516.41 Revenue Payment 3.pdf
	Binder1.pdf
	BTE Check Req Inv BTEREV122925 $$$ Revenue Payment 3
	BTE Check Req Inv BTEREV112025 48189.80 Revenue Payment 2 mj
	BTE Check Req Inv BTEREV112025 $$$ Revenue Payment 2
	Pages from BTE Check Req Inv BTEREV081225 72687.35 Revenue Payment 1.pdf










	Date: 05/07/26
	Vendor ID: 1484699
	Vendor Name: Buffalo Theatre Ensemble Corp
	Payee Address: 415 Melrose Ave, Glen Ellyn, IL 60137
	Payment Due Date: 05/29/26
	Invoice NumberRow1: BTEREV050726
	GL Account numbers eg 1080007575401001Row1: 05-60-11101-2900005
	GL Account Name eg Office SuppliesRow1: BTE: Arts Center Deposit Liability
	AmountRow1: 36302.80
	Invoice NumberRow2: 
	GL Account numbers eg 1080007575401001Row2: 
	GL Account Name eg Office SuppliesRow2: 
	AmountRow2: 
	Invoice NumberRow3: 
	GL Account numbers eg 1080007575401001Row3: 
	GL Account Name eg Office SuppliesRow3: 
	AmountRow3: 
	Invoice NumberRow4: 
	GL Account numbers eg 1080007575401001Row4: 
	GL Account Name eg Office SuppliesRow4: 
	AmountRow4: 
	Invoice NumberRow5: 
	GL Account numbers eg 1080007575401001Row5: 
	GL Account Name eg Office SuppliesRow5: 
	AmountRow5: 
	Print Name: Molly Junokas
	Print Name_2: Molly Junokas
	Print Name_3: 
	Print Name_4: 
	Print Name_5: 
	Print Name_6: Diana Martinez
	Print Name_7: Muddassir Siddiqi
	date2: 05/15/25, Item 7m
	Group25: Choice1
	description: Revenue Disbursement BTE FY26

	other instructions: Revenue from MAC ticket sales for BTE Plays & Donations.
Payment 6 - BT26_CANDLES #1
		2026-05-07T09:50:35-0500
	Molly Junokas


		2026-05-07T09:50:53-0500
	Molly Junokas


		2026-05-07T11:37:44-0500
	Diana Martinez


		2026-05-08T10:11:28-0500
	Muddassir Siddiqi


	total: 36302.8


