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ADMISSION AND GATE RECEIPTS 

 
When there is a charge for admission to a school event, other than athletic, a report is to 
be made on the “Proof of Ticket Sales” form. A copy of such report is to be kept in the 
principal’s office as proof of the correctness of the receipt written for funds collected 
from the event. Copies of this report and/or deposit slips shall be sent to the finance 
office of the district. 

Due to the change in collection of admissions for athletic events, ticket sales are purchased 
through either an online process or in person at the District’s Athletic Office prior to the 
game. All in-person ticket sales will end at 4:00 p.m. on the day of the athletic event. Cash 
will be accepted as a form of payment for in-person ticket sales. The admission/sales 
report is maintained in the Athletics Department for funds deposited through the 
Automated Clearing House system. A report is submitted to the Business Office of the 
district for ticket sales and documentation received from the financial institution. 
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