GUIDELINE ON ADDITIONAL BINGO RECORDS
(a) The purpose of this guideline is to offer additional record keeping guidance to licensees relating to sales, disbursements and inventory. The following records are recommended to assist the licensee in preparing the quarterly reports by summarizing the required record information for sales and expenses, including charitable distributions.  
(1) Sales Journal - a record that summarizes the sales and deposit information for each bingo occasion conducted.  The form should include the following which is representative of the line items on the quarterly report:

(A)  the occasion date; 

(B) attendance; 

(C) regular card sales; 

(D) electronic card-minder sales;

(E) pull-tabs sales; 

(F) regular bingo prizes;

(G) pull-tab prizes; 

(H) prize fees withheld; 

(I) deposit amount; and 

(J) cash overages and/or shortage.

(2) Cash Disbursement Journal - a record that summarizes and categorizes each payment made from the bingo bank account.  The form should include the following:

(A) Date check written; 

(B) amount of payment ;

(C) check number or transaction number, if  applicable; 

(D) name of the payee; and 

(E) nature of the payment (see categories of expenses in the quarterly report).

.
(b) Inventory is considered a major asset to the licensee.  It should be stored and secured with limited access.  The following records will assist the licensee with accounting for inventory, sold, purchased, destroyed, and on hand in an organized manner.  These records will also assist in identifying discrepancies in the inventory. 

(1) Disposable Card Inventory Recap and Verification - a record used to verify the amount of disposable bingo cards in inventory.  This record should be prepared at least on a monthly basis.  The form should include the following:

(A) organization’s name and taxpayer number;

(B) the date recap and verification performed

(C)
the series and serial number;

(D) 
number of faces (ON) and number of sheets (UP);

(E)
the balance from the Disposable Card Sales Summary record; 

(F)
the amount of cards physically counted;

(G)
the explanation of the difference between the physical count and the balance from the Disposable Card Sales Summary, if any; 
(H)
printed name and signature of the preparer, and
(I)
the printed name and signature of the reviewer
(2) Pull-tab Inventory Recap and Verification.  a record used to verify the balance from the Pull Tab Sales Summaries to the actual physical inventory.  This record should be prepared at least on a monthly basis.  The form should include the following:

(A)
organization’s name and taxpayer number;

(B)
the date recap and verification performed

(C)
the form number;

(C)
serial number;

(D)
number of cards per deal;

(E)
the balance from the Pull Tab Sales Summary record;

(F)
amount of pull tabs physically counted;

(G)
the explanation of the difference between the physical count and the balance from the Pull-Tab Sales Summary, if any;

(H)
the printed name and signature of the preparer, and

(I)
the printed name and signature of the reviewer. 

