Cash Procedures for Stand Leaders

Before the Game:
· When picking up your money from the cash room, you will need the following:

· A valid DNC Sport service ID
· Money card for your stand assignment
· Cash Room will retain the money card
· VERIFY your money. If the money does not match the bank amount written on your final cash slip bring it to the cash room personnel attention 
· When you sign for the money  you will need to print and sign your name on the ‘Cash Issuance Log Form’
·  Once you sign the money out you are responsible for it until it is turned back in at the end of the event.

	PICK-UP TIMES

Top 1st Inning
Top 4th Inning
· Fill out the ‘Drop Slip’ with the money and traveler’s checks you are depositing – we will require a drop @ each pickup.  Make sure you write the Stand Number on the slip and please DO NOT use a RED pen.

· The drop will consist of all larger bills. Bills are to be face up and all going the same direction. Please stack in denomination order. Seal deposit and signed top copy of the drop slip in a clear bag. Stand leader retains the carbon copy. Please NO loose coin or rolled coin in this deposit.
· Coupons: Please do not hold coupons. Again complete a ‘Drop Slip’ for just the coupons and seal deposit and signed top copy of the drop slip in a bag separate from the cash. It is okay to put more than one type of coupon in that bag. Stand leader retains the carbon copy.
·  When the cash room personnel arrives, they will sign the ‘Sweep Log’ as well as the ‘Stand Log’ for record of pick-up


Change during Game:

· Go to the Vending Commissary on your level (4 on Main & 3 on Terrace) to buy your change. Vending Commissary’s should call the cash room @ x 2071 if you need to replenish your change.
End of the Night / Final Deposit:
A police officer will escort you down to the cash room. Call ext 3962 for that escort.
· Fill out and sign the ‘Cash Slip’ with the remaining money/ coupons you are turning in including the rolled and loose coin. Remember to write your Stand Number on the Slip.
· When it is your turn at the window please present your final drop slip through the cash room window then the rest in the pass thru in the following order:

· Loose Coin should be sealed in one of your clear deposit bags. Rolled coin should be placed on the appropriate coin tray.
· Turn in all remaining coupons at this time.
· Money should be all face up and going the same direction. Please alert the cashier of damp and/or wet money.
· Turn in money bag.
· Once your final cash has been verified the cashier will provide you with the carbon copy and have you sign the ‘Cash Issuance Log Form’ again.
