A narrative of the things to consider when trying to balance the cash box against the tickets sold.
1.
Have a record of the pre-paid reservations available.  

2.
Before you begin sales at the performance, note how much money you started with in the cash box: $ ______________

3,
During the sales, keep track of payments-by-check in whatever format works for you.

4.
When you think sales are done (typically 30 minutes after showtime is a good guess), note how many tickets you sold (compare ticket numbers to tallies and check against your record of first ticket #___ and last ticket #___)

5.
Summarize by category your total sales by ticket type and expected amount.  You’re not counting cash yet, just identifying how much you expect based on ticketing.

n adult tickets at $__ each = $ ______


n discount tickets at $__ each = $ ______


n tickets sold in x number of family sets at $40 per set = $ ______


n comp tickets = $0

4.
So now you know the total receipts for this performance combining payments of cash, check, pre-paid reservations and complimentary tickets.

5.
Now, within each ticket category, subtract the n of tickets that were prepaid.

6.
Next, within each ticket category, subtract the n of tickets that were paid by check.  Make sure your checks match your check record for number and amounts.

7.
Now you know, within each ticket category, how many tickets should have been paid by cash.  Calculate the amount of cash indicated for each category.

8.
So, your total cash-in-box should be your starting amount, plus the cash amount for each ticket category. 

9.
Now, two volunteers count cash.  Sub-total by 1s, 5s, 10s, etc to make discrepancies easier to check.

10.
If your cash count is off, with any luck the break down of ticket categories and tallies will help you find the mistake.  If  your cash count is spot on, congratulations!  Either way, write up the totals for cash and checks and put in an envelope for Laura G.
