
Ruth Page Center 
Box Office Process & Information Sheet 

 

The Ruth Page Center for the Arts is proud to offer pre-sale Box office services for your 
organization. In addition, w e now  can offer Internet Sales through TicketWeb.com.  In order to 
assist you properly, w e are providing you w ith instructions for these services.  
 
Information w e need from you (form included): 
Company name: 
Contact: 
Dates of Shows: 
Times of Shows: 
All Ticket Prices: 
Would you like reserved or general admission: 

We recommend reserved tickets because our policy is that all tickets are non-
refundable. 
What time your box office will open the night of performance:  
What time will your doors open for the audience to be seated: 
 

Box Office Fee (In-House Only): 
The cost to use of the in-house box office is $75 for the run of your show. This includes the pre-
sale reservation of your tickets, the processing of Visa or MasterCard and the printing of your 
reserved tickets as well as any unsold tickets for you to sell at the door.  The fee can be taken out 
of your sold tickets so it does not have to be paid up front. 
 
Box office hours: 
10:00 a.m. to 7:00 p.m. Monday through Friday 
On the Friday of your performance weekend, the box office closes for ticket sales at 3:00 p.m. for 
the rest of the weekend and your tickets for the weekend are printed. Any further sales will happen 
at the door, and must be manned by your own personnel. 
 
* You are welcome to have a member of your staff or a volunteer handle ticket orders after the 
box office closes the day of a performance. We will give you access to a telephone and forward 
all orders to you so that you can pull pre-printed tickets for them.  
 
Ticket Reservation Information: 
All phone order ticket sales are non-refundable and you must purchase w ith Visa or 
MasterCard. (If you offer any other credit card service such as American Express, w e w ould 
accept this and give you the card number to run.) We do not hold t ickets on reservation we 
automatically charge the patron once t ickets are ordered.  When each call to purchase 
tickets comes in, w e fill out an information sheet on that patron. These sheets are kept until 
all your performances and done and all ticket orders have been processed. At the end of this 
time, you w ill receive a printout of the names and contact information of each patron that 
reserved seats for your run.  
 
Complimentary Tickets: 
If you have a list of people you would like to hold comp tickets for such as press, family or special 
patrons you need to give this list to the box office prior to your tickets going on sale. We 
recommend holding a few seats aside for each show as � safe seats�  in case you have 
unexpected important guests in attendance. Once tickets go on sale, we will not move patrons to 
accommodate your comps. Should the organization need more than 20 Comps per show – the 
organization will be required to pay the $1.50 per ticket handling fee. 
 
Performance Days: 
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The day of your show, you will receive a box from the Ruth Page Center (and on Friday, you will 
receive boxes for the rest of the weekend). Inside the box, you will find envelopes in alphabetical 
order for the patrons who reserved and paid for tickets in advance. Inside the envelope will be the 
tickets they purchased along with the receipt for their credit card purchase. At the front of the box, 
you will find a tab for each row in the theater with all the extra seat for that performance behind it. 
These tickets are for your box office staff to sell prior to the performance. YOU MUST RETURN 
THE EMPTY BOXES TO THE RUTH PAGE CENTER FRONT DESK AFTER EACH 
PERFORMANCE.  
 
A member of the Ruth Page Box Office Staff would be willing and wanting to speak with you the 
week of your show to make sure you are clear with the ticket process.  
 
Ticket Receipts 
Your company will receive a list of the receipts with your check.  The check will take approximately 
4-6 weeks – we must wait one billing cycle before we can issue a check.  
 
Web-Based Sales Only - TicketWeb 
 
If you would like to use our web sales for your tickets – please complete the TicketWeb form and 
return to us immediately.  We will then set up our venue for all your pre-sales.  All fees for this 
service will be deducted from your ticket sales.  The fees for these services are as follows: 
 

BASIC SERVICE FEE:  For every Ticket sold through the TicketWeb System, regardless 
of the method of purchase or fulfillment, TicketWeb is authorized to collect and 
retain $1.50 per order plus a per ticket fee commensurate with the chart below, with 
a minimum of $1.00 per.  

 
Face Value   Fee 
 $            -     $    4.99     $    1.00  
 $         5.00   $    9.99     $    1.50  

 $       10.00  
 $   
14.99     $    2.25  

 $       15.00  
 $   
19.99     $    2.50  

 $       20.00  
 $   
24.99     $    3.00  

 $       25.00  
 $   
29.99     $    3.50  

 $       30.00  
 $   
34.99     $    3.75  

 $       35.00  
 $   
39.99     $    4.00  

 
For events with a face price of $40 or more, the Basic Service fee shall increase 
by twenty-five cents ($.25) for every five dollar ($5) increase in the face price.   By 
way of example, if User has a ticket priced at $45.00 - the Basic Service Fee will 
be $4.50. 



Ruth Page Center 
Box Office Process & Information Sheet 

 

 
 
 
Phone: 415.901.0210 Fax: 415.901.0230 

Please fill out this Event Setup form completely and fax it back to the above number to the 
attention of Client Services.  If you need any assistance in completing this form, please feel 
free to contact a Client Services Representative.  Please allow three (3) business days for 
TicketWeb to create your event(s).  Please be advised that incomplete or illegible 
information may delay the creation and eventual on sale date of your events. 

 
���� Please Type or Print Information. 
Legal Name: The Ruth Page Foundation Phone:  312-337-6543 

Submitted By: Marianne Shymanik Fax:   312-337-6542 

Signature: Email:  info@ruthpage.org 

 

 

(If more space is needed, please feel free to attach additional information or use your own form as long as the same 
information is provided.  If your event is reserved seating, please provide the seating allocation information 
separately.) 
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Venue Information Capacity:   218 
Venue Name:  Ruth Page Theater 
 
Address:  1016 N. Dearborn 
 
City:        Chicago                                                      State:      IL               Zip Code:   60610 

Performer/Performance Information 
 
Headliner:    
 
Support 
 

Additional Event Information:   
         

Event  
Date 

Event 
Time 

Door 
Time 

Price Discounts (e.g. 
Senior, Student,) 

Age Limit On Sale Date 
& Time 

Online 
Allotment 

Printed 
Tickets 

 
 

       � Cash 
� Comp 
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Box Off ice  
There is an additional $75 charge should you choose to use our box office software. Reservations 
will be taken at the Ruth Page Foundation between the hours of 10am and 7pm. You are 
responsible for providing a box office staff on the evenings of your performances. Our Box office 
staff will take care of all reservations and charges before your performances and will hand over 
all reservations and extra tickets on the evening of your performances.  
 
In order to ensure proper ticket pricing and performance information please fill out this form 
completely. If you have any questions please call Matt at 312.337.6543 
 
Full Name of Your Company: 
 

 
 
Full Title of Your Show: 
 

 
Ticket Prices 
 
General: 
 
 
Student/ Senior: 
 
 
Other: (Please Explain) 

 

 

 

 

 
 
 
 
 
If you would like to reserve comp. tickets, please list the recipient’s names and the performances 
they wish to attend on the back of this form. 
Thank You. 
 

Show Dates Show Time 
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Complimentary Tickets 
 

Name 
 

Performance Date 
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