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►► Cash transactions have the highest inherent risk Cash transactions have the highest inherent risk 
of all transactionsof all transactions

►► Controls are developed to minimize riskControls are developed to minimize risk

►► Gate receipt controls will assist us in minimizing Gate receipt controls will assist us in minimizing 
the risk of theftthe risk of theft
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►► Tickets must be used for all events that charge Tickets must be used for all events that charge 
admission.admission.

►► Comp Tickets are defined as tickets given to individuals Comp Tickets are defined as tickets given to individuals 
as approved by Principal or his/her designee.as approved by Principal or his/her designee.

►► A A ““ticket sellerticket seller”” and a and a ““ticket agentticket agent”” should be present should be present 
to receive funds and administer tickets for all events.to receive funds and administer tickets for all events.
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►► Tickets must be preTickets must be pre--numbered for control purposes.numbered for control purposes.

►► A ticket control sheet must be issued to designated A ticket control sheet must be issued to designated 
individual along with tickets before an event takes individual along with tickets before an event takes 
place.  Quantity of issued tickets must be sufficient. place.  Quantity of issued tickets must be sufficient. 

►► Each preEach pre--numbered cash box/bag must contain a numbered cash box/bag must contain a 
calculator.calculator.
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The ticket control sheet must contain the following informationThe ticket control sheet must contain the following information
1.1. Ticket seller/agent namesTicket seller/agent names
2.2. Cash box numberCash box number
3.3. Event DateEvent Date
4.4. Event description (including the name of opposing teamEvent description (including the name of opposing team……etc.)etc.)
5.5. Ticket classification information:Ticket classification information:

•• Description (adult ticket, student ticketDescription (adult ticket, student ticket……etc.)etc.)
•• Ticket colorTicket color
•• Starting ticket numberStarting ticket number
•• Ending ticket number Ending ticket number –– unsold on ticket rollunsold on ticket roll
•• Tickets sold Tickets sold –– quantityquantity
•• Ticket priceTicket price
•• Ticket SalesTicket Sales
•• # Comp Tickets# Comp Tickets

6.6. Total Ticket Sales (total for all ticket classifications)Total Ticket Sales (total for all ticket classifications)
7.7. Signature Signature –– Ticket Seller/Agent (as listed on top of form) Ticket Seller/Agent (as listed on top of form) 
8.8. Signature Signature –– Bookkeeper (verification of ticket numbers)Bookkeeper (verification of ticket numbers)
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Immediately following the event, all unused Immediately following the event, all unused 
tickets must be returned to bookkeeper or tickets must be returned to bookkeeper or 
designee along with signed ticket control sheet.  designee along with signed ticket control sheet.  
Cash box/bag must be stored in vault or other Cash box/bag must be stored in vault or other 
secure location.secure location.

Ticket control sheet may serve as the deposit Ticket control sheet may serve as the deposit 
form for currency, coins and checks.form for currency, coins and checks.
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If comp tickets are issued, please list quantity and If comp tickets are issued, please list quantity and 
explanation on the ticket control sheetexplanation on the ticket control sheet

Procedures should result in noProcedures should result in no
discrepancies a majority of the time.discrepancies a majority of the time.

If discrepancies do exists, please list an explanationIf discrepancies do exists, please list an explanation
on the ticket control sheet.on the ticket control sheet.

If negative discrepancies or shortages are common, pleaseIf negative discrepancies or shortages are common, please
discuss with immediate supervisor.discuss with immediate supervisor.




