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Helena Civic Center Ticket System Data Sheet 
(Must be completed and returned 1 week prior to on sale date) 

 
 

Name of Show: _________________________________ Date tickets go on sale: _______________ 
 

Date(s) and Time(s) of Show: ________________________________________________________ 
 

Promoter name: ____________________________ Phone #: __________________ 

Email:_________________________________    Fax #:_____________________ 

Full Mailing Address___________________________________________________ 

A promoter log-in to the online box office for daily reports can be established if requested. 
 

 
 

 

All seats are labeled so you may choose to sell all seats as reserved (assigned), general admission or a combination of 

both. The Civic Center will reserve seats in the arena for ADA accessible needs. Please see the seating maps and 

determine if a 3 section arena or a 4 section arena set up will work best for your show.  

Ticketing Format:    General Admission     Reserved      Combination     Arena Setup:    3 Section    4 Section 
 

The auditorium can be configured many ways to suit your show needs; from one ticket price up to five ticket prices. 

Please view the seating formats at helenaciviccenter.com/rti and choose a format based on how many ticket prices 

you will use (do not include any discounts here, those will be listed elsewhere). 

**Please note that once show goes on sale the configuration cannot be changed** 
 

Seating Format:       1A       2A        2B        2C        3A        3B        3C        3D        4A        4B        5A  
 

Based on the seating format you chose above, list the adult ticket price for each corresponding area. If you are 

unsure which pricing areas exist for your seat format, see the seating format map. The areas used for each format 

are listed under the map. If discounts exist, please list each applicable area. If any areas will be general admission, 

please note. Fill in minimum # of tickets for a group discount, if applicable. 
 

 Adult Child(___) Student(___) Senior(__+) Group( __+) Special 

VIP       

Premium       

Select       

Economy       

Arena       

 
ADA accessible seats reserved: Rows E & F in Arena 1 & 2 (22 seats) 

House trouble seats held (not for sale): Row D in Arena 1 & 2 (10 seats) 

**Civic Center reserves the right to substitute other trouble seats as may be necessary** 

House sightline seats held: As determined necessary by Civic Center management 

 

 

 

 

 

Helena Civic Center 

No Refunds, No Exchanges 

Section 1                      Row: A                          Seat: 1 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ticket Face: 

Please print in exact 

words what you want 

displayed on the ticket. 

Typical example: 

Line 1- promoter name 

Line 2- show name 

Line 3 – day and date 

Line 4- time 

For Office Use Only: 
Login:_______ 

PW: ________ 
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If you require removal of ticketed seats in the arena for an orchestra, sound boards or light boards or have props or 

other reasons that there may be limited sight from certain seats and therefore will need to block specific seats; 

please specify needs below. 

Seat Blocks:        Yes (If yes, complete applicable lines below)         No (If no, skip the rest of this section) 

Orchestra Pit location/number of seats:__________________________________________________ 

________________________________________________________________________________ 

Promoter Sound/Light Board location/number of seats:_______________________________________ 

________________________________________________________________________________ 

Additional sightline seats to be blocked from sale: __________________________________________ 

________________________________________________________________________________ 
 

If you will provide complimentary tickets for sponsors, show staff, promoters, etc. please specify below. Once tickets 

are printed, you will be charged for them. Held tickets may be released at no charge and relisted for public sale. 

Printed tickets may be returned and relisted for public sale for a fee. Attach a second sheet if needed. Email 

requests to print, release or add comp tickets to Bjohnston@helenamt.gov. Mailed tickets will be charged a $2 mailing 

fee. Tickets may be picked up during regular box office hours. Please give advance notice when sending someone to 

pick up tickets that have not been pre-printed. You may hold tickets that will be sold at ticket price as well. 

Comps and Holds: 

 

 

 

 

 

  

Additional needs:___________________________________________________________________ 

________________________________________________________________________________ 
 

Provide a description of your show for the ticketing website. For maximum effect, provide between 100-

200 words. This is not for the Civic Center website or marquee. This is the box office landing page. 

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________ 
 

Images added to the ticketing website are very effective but must be sent to us in a useable format. 

** Email a jpg or png image, size 250 x 250 pixel in RGB color to bjohnston@helenamt.gov ** 
 

Please call or email if you have any questions about how to complete the ticketing agreement. 
 

Box Office Phone: 406 447- 8481  
Box Office Email: bjohnston@helenamt.gov 

 
 Ticket website: http://www.helenaciviccenter.com 

# 
Tickets 

Area Reason (optional) 
Print or Comp Pick up by or 

Hold Y or N Deliver to 
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