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Selling Tickets  
 
Tickets must be used at any event 
charging an admission.  The cash must 
be accounted for by completing a 
Ticket Seller’s Cash Report Form. (A 
sample follows this page.)  This form must 
be filled out completely including your school 
name at the top and the seller’s signature at the bottom.  Send a copy of the 
Ticket Seller’s Cash Report and the corresponding InTouch Report to Student 
Activities. 
 
It is very important to keep the tickets in a secure area. Tickets must be sold in 
order (number sequentially), as this allow for all tickets to be accounted for.  Ticket 
inventories are conducted periodically throughout the year, as well as at the end of 
each school year.  The tickets on each roll must match the ticket inventory kept on 
file at Student Activities. 
 
If custom tickets are made or purchased for a special event, the tickets must be 
sequentially numbered and any remaining unsold tickets are sent to Student 
Activities to be destroyed.  A Ticket Seller’s Cash Report also needs to be 
completed for these tickets.  It is sent along with the InTouch Report to Student 
Activities. 
 
Please do not attach ticket seller’s cash reports to the cash summaries.  Send 
them in to Student Activities in a separate envelope. 
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Ticket Selling Procedures 
 

 Club Advisors and/or those responsible for the 
event should assign people to sell tickets. The 
bookstore should be given a list of all ticket 
sellers.   

 
 On the day that tickets are to be sold, the 

bookstore manager will need to fill out a 
Ticket Seller’s Cash Report.  Be sure to 
include all types of tickets and the price associated with each.  Make sure to put the 
Beginning Ticket # (the first number on the roll) for each type of ticket available for 
sale.  (ie:  Blue Tickets / Students Without an Activity Card at $10 / Beginning 
Ticket #45811.  White Tickets / Students With Activity Card at $5 / Beginning Ticket 
# 3677).  The Ticket Report will be given to the ticket seller to complete after selling 
tickets.  The bookstore manager should show the ticket seller where they’ll need to 
enter the Ending Ticket Number and how to verify that the ticket sales equal the 
dollars received. 

 
 On the day that tickets are to be sold, be sure to have a cash box ready.  Include 

the correct money denominations (as specified when the club advisor requested a 
cash box).   

 
 The person selling tickets will need to sign for the cash box upon pick-up.  At the 

same time, give them: the ticket roll(s), ticket seller’s cash report, and any 
necessary instructions on how to complete the form. 

 
 Tickets are numbered, and are inventoried.  This dictates that they may only be 

sold once; please do not reuse, resell or recycle tickets. 
 

 Upon completion of selling tickets, the ticket seller will need to tally their cash box 
by counting the money and tickets sold.  The tickets and money (less the start-up 
change fund from the bookstore) should balance. They will need to complete the 
Ticket Seller’s Cash Report. Any discrepancies in ticket #’s or monies collected will 
need to be notated along with the reason by the seller. The ticket seller’s signature 
is required at the bottom of the form. 

 
 It is the ticket seller/club advisor’s responsibility to ensure that the cash box and 

ticket roll are put into a safe if the bookstore is not open.  When the bookstore 
manager receives the cash box, it is their responsibility to verify all information on 
the Ticket Report, as well as, all bookstore change funds are returned.  Deposit the 
money by creating an InTouch entry notating Ticket #’s in the Memo Line. 

 
 If there is a problem, the bookstore manager will need to confer with the ticket 

seller and meet with the appropriate administrator. 
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