
Indoor Gym Cash Box Process 
We have 3 separate deposits that should be made at the end of an indoor contest – 

1. Gate Fees Collected 
2. Concessions 
3. Spirit Wear Sold 

 
Cash Box Process: 

1. Starting Cash Balance for Gate Fee Cashbox  - $ 215.00 
• Gate has 3 20's, 4 10's, 3 5's and 100 1's ($215) 

2. Starting Cash Balance for Concession Cashbox - $285.00 
• Concession has 4 20's, 4 10's, 3 5's, 100 1's and 5 rolls of quarters ($285) 

2. Gate Fees are to be collected the in cash box provided by Asst Treasurer marked 
Gate Fees. 

3. The Last Contest of the day at half time, the Gate Fee Cashbox should be brought 
to the Concession Room with lid closed and placed on the side counter 

4. Once the last contest of the day ends, the Concession sliding door is pulled down, 
and the assigned Gate worker needs to go back to the Concession area with the 
Concession worker and count the monies collected. 

5. The Gate worker should count the Gate fees collected for the day minus the 
starting cash $215. The Concession worker should re-count the monies verifying 
the same result.  After dual counting, the gate worker places the monies above 
$215 into an envelope marked with Sport, Date, and Total. This is the total Gate 
Fee collected for that day for that sport. The starting cash balance of $215.00 is to 
be left in the cash box for the next contest (game).  Important to try to leave 
Gate with proper bills 3 20's, 4 10's, 3 5's and 100 1's ($215) 

6. The Concession worker should count the Concession money collected for the day 
minus the starting cash $285. The Gate worker should re-count the monies 
verifying the same result. After dual counting, the Concession worker places the 
monies above $285 into an envelope marked with Sport, Date, and Total. This is 
the total Concession Fee collected for that day for the sport. The starting cash 
balance of $285.00 is to be left in the cash box for the next contest (game). 
Important to try to leave Gate with proper bills 4 20's, 4 10's, 3 5's, 100 1's 
and 5 rolls of quarters ($285) 

7. All the envelopes should be sealed and placed in the money safe under the 
counter.  Both cash boxes should also be placed here as well. 

8. Please make sure the Booster Concession Room is clean and garbage taken out. 
Confirm the door locks upon leaving for the evening. 

 
Note: The assistant treasurer checks the cashboxes each week to make change, and 
update the Family Pass List. As long as the money is in the box, he/she can make 
change. 
 

 


