Ticket Sale Procedures

The Board shall annually employee a Ticket Manager. This person shall be bonded.

The Ticket Manager shall oversee all operations with regard to the Sale or Tickets.

Tickets shall be pre numbered and stored in either the Treasurer’s Safe or a locked cabinet that has pre approval of the Treasurer. Only the Treasurer and Ticket Manager shall have access to the secured ticket storage.

The Ticket Manager shall submit the appropriate Pay In Forms to the Treasurer Office after each event.

The Treasurer shall review and verify the accuracy of all pay in slips.

Deposit receipts for event ticket sales shall be returned from the bank directly to the Treasurer.

The Treasurer shall verify the deposit slip data with the Pay In forms submitted by the Ticket Manager.

The Treasurer shall periodically audit the ticket counts with the Ticket inventory. 

All event ticket takers shall be Board hired and shall meet all necessary BCI checks. No ticket takers with misdemeanor convictions for any form of theft shall be employed in these positions. Note-those with any form of felony conviction are not eligible for employment under existing policy and ORC.

The District shall use pre-numbered tickets for all athletic events, where practical, where admissions are charged.

The Ticket Manager shall record the starting ticket number and ending number for each event. Receipts to that event should be reconciled to the number of tickets issued and sold.

If complimentary tickets are issued they should be recorded on a separate document indicating to whom and the purpose.

Any discrepancies between receipts and tickets issues shall be reported to the Treasurer.

Periodically, the Treasurer shall review the ticket process.

