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PROCEDURE:  TICKET DISTRIBUTION AND SALES


I.
Ticket Requirements:


A.
Be two-part, with each part containing:


1.
Name of event.


2.
Date of event (if applicable).


3.
Time of event (if applicable and if the event is to be performed more than once during the day).


4.
Be numbered consecutively.


5.
State price - including sales tax.


B.
The printer must give the college a certification stating the number of tickets printed, the inclusive numbers of the tickets, and the event covered.


C.
All complimentary (guests, faculty, staff, student) ticket stubs must state legibly the name of the person and the reason for non-payment and at the conclusion of the event a list will be provided to the business office for reconciliation.


II.
Sales and Distribution:


A.
One person shall be responsible for ALL ticket sales and distribution.


B.
When tickets are given to various individuals for sales, the responsible person will obtain a signed statement from the individual stating the number of tickets, date received, and signature.


C.
There will be no "sub" assignments of tickets.


D.
As tickets are sold, all monies and unsold tickets will be turned in to the responsible person and a receipt will be given, or in case of 100% sales, non-sales, or mixture of each, the original receipt can be returned.


E.
Periodically the responsible person will turn in all monies to the campus business office and obtain an official college receipt.
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F.
The responsible person will collect all stubs of sold and complimentary tickets and will turn them in with the "Event Recap Sheet," Form AC-101.


III.
Recap and Final Accounting:


A.
When all sales are completed and all monies turned in to the cashier, a final accounting must take place.


B.
A final account must be done within five (5) working days of the event.


C.
A completed "Event Recap Sheet," Form No. AC-101, must be given to the vice president for business services for the accounting, along with all remaining tickets.

History:
Adopted 3/15/82.  Amended 1/24/84.  Effective 1/30/84.

I-21b
