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. GENERAL BACKGROUND

To establish procedures for ticket procurement and sales.

The President may permit ticket sales for an educationally related activity when the objectives
of the activity are consistent with the program of the College. Ticket sales at the College for non-
College activities shall not be permitted without the express permission of the President or
his/her designee. Students shall not make door-to-door solicitations to raise funds for any
College related project or organization without prior approval.

RESPONSIBILITY

The activity of ticket procurement, other sales and related College activities is under the general
supervision of the Executive Vice President. The Controller and his/her designee(s) have specific
responsibilities for maintenance of records for ticket activities.

PROCEDURE
Ticket Procurement and Sales

a. Tickets shall be purchased in generic form for activities and shall conform to the
requirements outlined in purchasing procedures:

1. Written notification to the Controller in Financial Services at least 48 hours prior to the
planned activity is required. A designated ticket seller shall obtain tickets and change
fund, if necessary, from any campus cashier on the day of the planned activity. Ticket
sellers and takers shall be provided by the sponsor of the planned event;

2. Tickets shall be purchased in generic form for miscellaneous activities. The security and
release of generic tickets are the assigned duties of Financial Services. Release of
generic tickets shall be accompanied by the Ticket Sales Report Form.

b. Ticket Sales Report

A report of ticket sales shall be prepared the first business day following culmination of the
event. The report and receipts collected, shall be delivered to and certified by any campus

cashier. A copy of the report shall be attached and filed with the receipt issued for monies
received. All tickets must be accounted for by ticket seller or designee.
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All ticket sales and expenses shall be recorded in appropriate account(s) in order to reflect
profitability of event(s). When requested, a report can be prepared by the Financial Services
staff.

c. Sales and Related Activities

Revenues collected from activities that do not require the sale of tickets shall be delivered
to and certified by any campus cashier the following business day.

d. Performing Arts Series

Lake-Sumter State College Foundation, Inc. shall be the designated ticket outlet for the
Performing Arts Series.
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