Athletic Receipt Procedures

The following procedures will be used in the Athletic Department for control of ticket stock and reconciling game receipts.

General Procedures:

1.
The unused supply of tickets will be locked up in the Athletic Office (i.e. inside a locked file cabinet or closet) until they are ready to be used.

2.
The only individuals who will have knowledge of the location and key to locked tickets and money are the Athletic Director (Justin Terry) and the Athletic Director’s Administrative Assistant (Hilary Dunn) and the Athletic Department Manager (Laurie Iversen). Under no circumstances will other individuals have access.

3.
Deposits will be taken to the Main Office and locked in their safe on the night of the event if receipts are $1,500 or greater or on the next business day following each sporting event if less than $1,500.  If the next day, the deposits must be locked in the Secondary Office until they are sent to the Main office.
4.
All documentation should be completed in ink and any changes need to be initialed by the individual making the change.
5.
All cash collected will always be counted and signed off on by two individuals on the “Ticket Sales Report” and the “LCS Deposit Envelope” before removed to Athletic office.  These two people would preferably be the ticket seller and the Athletic Director or his designee.
6.
When new ticket stock is received, a ticket log will be created for each group of tickets received. The date received, beginning and ending ticket numbers, and type of ticket will be recorded in the top section of the “Ticket Log”.

Before each sporting event:
1.
The athletic director, administrative assistant or athletic department manager will prepare the cash box(es) (containing $100 in change) as well as the tickets that will be used for that event.

2.
The beginning ticket numbers for both adult and student tickets will be logged on the “Ticket Log” and the “Ticket Sales Report” by the individual in step 1 above.
3.
The ticket seller will count the money in the cash box to verify beginning cash balance of $100 and the beginning ticket numbers are correct on the “Ticket Sales Report”
During the sporting event:
1. Tickets are only given to individuals who purchase tickets.  They are not given to those individuals who have season passes or who get in free for being a senior citizen.
2. If the athletic director feels that large amounts of money will be collected, money may be removed from the ticket seller’s cash box periodically. If this occurs, money must be counted by both the ticket seller and athletic director or his assistant and recorded on the ticket seller’s reconciliation.  An LCS deposit envelope should be completed, sealed and initialed by both the ticket seller and the athletic director before removed to a secure location.
After the sporting event:
1.
At the end of the event, the ticket seller as well as the athletic director or his assistant/designee will verify the ending ticket numbers.

2.
The ticket seller will then prepare their reconciliation of the sporting event’s activities using the Ticket Sales Report. The reconciliation will include the beginning cash amount, the beginning and ending ticket numbers for adults and students and the total cash which should have been collected.
3.
The ticket seller will then count all cash in the drawer, record amounts counted, total, and sign the reconciliation.  The athletic director or his assistant/designee will also count the, confirm ending ticket numbers and sign the reconciliation.  The money should then be put into the completed LCS deposit envelope, initialed and sealed
4.
All money and the seller-prepared “Ticket Sales Report” will then be given to the athletic director or his assistant/designee.
5.
The athletic director or his assistant/designee will then take all money collected (as well as the change drawer) and return to the locked athletic office to secure.

7.
If the receipts meet or exceed $1,500, the money will be immediately taken to the Main office and locked in the safe.  Otherwise, the cash receipts will be secured in the athletic office until the next business day.

8.
On the following business day, the cash deposit will be removed from the secured place in the athletic office (or Main office if applicable) and given to the athletics department administrative assistant who will 


a. recount the deposit
b. Log the ending ticket number in the “Ticket Log”

c. finish preparation of the “Ticket Sales Report” indicating any overage or shortage, 

d. record the revenue and any shortages/overages in a Game Receipts Ledger
e. take the deposit to the Main Office.
Activities to occur monthly:
1.
The administrative assistant will monthly request from the Main Office a detail of the entries to Ticket Sales and “match up” each entry to Ticket Sales in the General Ledger detail to the Game receipts Ledger.

2.
The administrative assistant will also prepare a spreadsheet listing all sporting events that occurred during the month and the gross receipts collected at each event. This spreadsheet will be given to the Business Office by the fifteenth of the following month for their review.
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