
Downstream Authority of the Quapaw Tribe of Oklahoma Regular Meeting 
February 10, 2011 
  
Meeting Called to Order:  11:05 am    
  
ROLL CALL:     John Berrey, Chairman    Present 

Larry Ramsey, Secretary    Present 
Ranny McWatters, Treasurer  Present 

       Marilyn Rogers, Member    Present 
      Tamara Smiley, Member    Present 
 
DECLARATION OF QUORUM: announced by Larry Ramsey 
DCR ‐ Steve Drewes/ Jani Cummings/ Kent Jones 
 
Tribal Financial Advisors ‐ Kristi Jackson/ Jeff Heimann 
 
General discussion  

• Current market conditions 
• TFA as a company 
• Refinance of Downstream Bonds 

o $65 million of additional cap 
 Gas station 
 Hotel rooms 
 Spa 

o Future 
 Parking 
 5‐6,000 seat arena 

BREAK 12:05pm 
 
Investor call 1:00pm 
 
Resume 1:21pm 
 
Blizzard Heroes 

• 133 team members 
• $50 cash to each person 
• Consensus of the DDA to reward the “blizzard heroes” with $50 cash 

 
Policies  

• See attached 
• 1400.10.01 ‐ Patron Withdrawals‐Front Money‐Safekeeping 

Motion by DDA Secretary Larry Ramsey to approve the Policy as presented.  Seconded by DDA Member Tamara 
Smiley.  Vote:  JB: yes; LR: Yes; RM: yes; MR: yes; TS: yes (5 yes, 0 no, 0 abstaining, 0 absent) Motion Carries. 
 

• 1400.28.01 – TRU Testing 
Motion by DDA Treasurer Ranny McWatters to approve the Policy as presented.  Seconded by DDA Member 
Marilyn Rogers.  Vote:  JB: yes; LR: Yes; RM: yes; MR: yes; TS: yes (5 yes, 0 no, 0 abstaining, 0 absent) Motion 
Carries. 
 
 
 
 



• 1400.770.01 – Cage Check Issued 
Motion by DDA Member Marilyn Rogers to approve the Policy as presented.  Seconded by DDA Member Tamara 
Smiley.  Vote:  JB: yes; LR: Yes; RM: yes; MR: yes; TS: yes (5 yes, 0 no, 0 abstaining, 0 absent) Motion Carries. 
 

• 6230.05.02 – Winner’s ticket policy – Cash 
Motion by DDA member Tamara Smiley to approve the Policy as presented.  Seconded by DDA Secretary Larry 
Ramsey.  Vote:  JB: yes; LR: Yes; RM: yes; MR: yes; TS: yes (5 yes, 0 no, 0 abstaining, 0 absent) Motion Carries. 
 

• 6320.09.01 – Travel and Entertainment 
Motion by DDA Secretary Larry Ramsey to approve the Policy as presented.  Seconded by DDA  Treasurer Ranny 
McWatters  Vote:  JB: yes; LR: Yes; RM: yes; MR: yes; TS: yes (5 yes, 0 no, 0 abstaining, 0 absent) Motion Carries. 
 

• 6200.17.01 – Q‐Club Reward Catalogue Program 
Motion by DDA Treasurer Ranny McWatters to approve the Policy as presented.  Seconded by DDA Member 
Marilyn Rogers.  Vote:  JB: yes; LR: Yes; RM: yes; MR: yes; TS: yes (5 yes, 0 no, 0 abstaining, 0 absent) Motion 
Carries. 
 

• 6320.20.02 – Accounts Payable Policy 
Motion by DDA Secretary Larry Ramsey to approve the Policy as presented.  Seconded by DDA Member Tamara 
Smiley.  Vote:  JB: yes; LR: Yes; RM: yes; MR: yes; TS: yes (5 yes, 0 no, 0 abstaining, 0 absent) Motion Carries. 
 
Social Media Policy – review 

• Mgmt (Sups and above) are prohibited in “friendships” and “friend” requests between 
• Remove from policy – per the DDA.   
• See updated policy attached 

 
Uniform Contract 

• Expires in June with Clean 
• 3 companies have replied to the RFP 

o Armark (Springfield) ‐ $82,000 
o Cintas ‐ $93,000 
o Clean ‐ $100,00+ 

• Recommendation from Rex and Jeri  ‐ go with Armark 
• Consensus of the DDA to go with Armark 

 
Entertainment 

• April 29th – Bellomy Brothers in the pavilion 
• Outdoor – 6 shows June –Sept 

o Sammy Hagar, June 3, offer made 
o Miranda Lambert – July 3 – offer of 150 made – no, wants over 250 
o Steve Miller Band, July 3 – offer made 
o Styx – July 22 – offer made 
o Trisha Yearwood – Sept 4 offer made 
o Doobie Brothers – Sept 16 – offer made 
o August – classic country, Charlie Daniels Band?  

 
 
 
 
 
 
 



Jute Bags for promo 
• Three options presented 
• Consensus of the DDA to go with option 3 

 

 
 
Dropbox for Highlimit cage 

• $2400 for safe 
• Facilities will do installation 
• Consensus of the DDA to install 

 
1:45pm – BREAK 
 
 
2:30pm – RESUME, meeting with Quapaw Casino 
 
Kirk/Thomas/ Kenny/Fran 
Steve/Shelly/Jani 
 

• Play and Earns 
o May beach towels – Quapaw will not participate, too expensive 
o June – electronics – yes 

• How to fix cross‐marketing at both properties 
o Customer bases 

 Quapaw/Downstream 
o Increase cross play 

 Alternate play and earns  (DCR T/F/S – Quapaw S/M/T) 
• Quapaw Spanish push – TV/Radio commercials, full Spanish 
• QClub reps – help “push” entries for alt property 

 
   
 
 

Adjourn 3:20pm 
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DCR CAGE CHECK ISSUED  
Policy No:   
1400.70.01 

Issue Date:  
1/4/2011 

PURPOSE: To establish policy and procedures that outline how Downstream Casino Resort 
Cage checks are issued. 

 

DCR Compliance – ITEM Tracking                                                                         Date 
Issue Date 1/4/2011 
Compliance Review 4/29/2010 
QTGA Submission 5/6/2010 
QTGA Return 5/13/2010 
Compliance Review 6/25/2010 
QTGA Submission 7/1/2010 
QTGA Return 7/28/2010 
Compliance Review 7/28/2010 
QTGA Submission 7/29/2010 
QTGA Return 8/4/2010 
Compliance Review 8/4/2010 
QTGA Submission 8/5/2010 
QTGA Return 9/2/2010 
Compliance Review 9/3/2010 
QTGA Submission 9/9/2010 
QTGA Return 9/16/2010 
Compliance Review 9/30/2010 
QTGA Submission 10/7/2010 
QTGA Return 10/19/2010 
Compliance Review 12/6/2010 
QTGA Submission 12/13/2010 
GM Approval 12/16/2010 
QTGA Final Approval 1/4/2011 
DDA Final Approval 2/10/2011 

 
POLICY 

 
1. Patrons may request a Cage check for the following monetary instruments:  
 

a. Chips  
 

b. EGM Jackpots 
 

c. EZ-Pay Ticket In/Ticket Out (TITO) tickets 
 

d. Suspected counterfeit currency returned from the Federal Government (found to 
not be counterfeit) 



Page 2 of 2 

 

e. Withdrawals of front money/safekeeping deposit 
 

f. As needed for Downstream Casino Resort (DCR) approved business – As authorized 
by the General Manager, CFO or Gaming Operations Controller 

 
2. Two signatures, including badge numbers, are required on a DCR check, a Cage Supervisor’s 

signature and the CFO or above. 
 
3. The Cage Supervisors, CFO, and General Manager shall sign a signature control letter that 

documents the authorized signatures with DCR’s depository bank. 
 

PROCEDURE 
 
1. The patron presents one of the monetary instruments defined above and requests a DCR 

check. 
 

2. The Cage Supervisor or above shall ask for and copy the patron’s identification and social 
security card.  (If no social security card, a W-9 shall be completed by the patron. Refer to 
Universal ID Policy #6320.15.01 ) 

 
3. The Cage Supervisor shall go to the Main Bank, obtain the cage checkbook, complete and 

sign the check.   
 

4. The Cage Supervisor shall write in the date, check amount and who the check was issued to 
in the checkbook register.  The reason for the check shall be written on the memo line of 
the check. 

 
5. The Cage Supervisor shall make a copy of the check for Title 31 Compliance and balancing 

purposes. 
 

6. All Title 31 policies and procedures apply to DCR checks issued.  See Title 31 Compliance 
with Cage Procedures, policy #1400.26.01 for detailed information on Title 31. 

 
7. The monetary instrument (chips, jackpot, EZ-Pay TITO ticket, counterfeit currency return, 

etc.) shall be placed in the Cage Cashier’s cash bank along with a copy of the DCR check so 
that it can be turned into the Main Bank at the end of shift for balancing purposes.  

 
8. A copy of the patron’s ID, Social Security card (or W-9), and monetary instrument shall be 

placed in the checkbook.   
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Patron Withdrawals  
Front Money/Safekeeping 

Policy No:  
1400.10.01 

Issue Date:  
1/7/2011 

PURPOSE:  Establish adequate procedures to control and monitor Patron withdrawals of Front 
Money/Safekeeping. 

 
DCR Compliance – ITEM Tracking                                                                Date 
Issue Date 1/7/2011 
QTGA Submission 5/21/2009 
Compliance Review 3/19/2010 
QTGA Submission 3/25/2010 
QTGA Return 4/8/2010 
Compliance Review 4/14/2010 
QTGA Submission 4/15/2010 
QTGA Return 4/29/2010 
Compliance Review 5/4/2010 
QTGA Submission 5/6/2010 
QTGA Return 5/13/2010 
Compliance Review 5/17/2010 
QTGA Submission 5/20/2010 
QTGA Return 5/27/2010 
Compliance Review 6/2/2010 
QTGA Submission 6/3/2010 
QTGA Return 6/24/2010 
Compliance Review 6/25/2010 
QTGA Submission 7/1/2010 
QTGA Return 7/28/2010 
Compliance Review 7/29/2010 
QTGA Submission 7/29/2010 
QTGA Return 8/4/2010 

Compliance Review 8/4/2010 
QTGA Submission 8/5/2010 
QTGA Return 9/2/2010 
Compliance Review 9/3/2010 
QTGA Submission 9/9/2010 
QTGA Return 9/16/2010 
Compliance Review 9/30/2010 
QTGA Submission 10/7/2010 
GM Approval 12/28/2010 
QTGA Final Approval 1/7/2011 
DDA Final Approval 2/10/2011 
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POLICY 
 
Front Money shall be withdrawn from the Casino Cage in the form of a Front Money 
Withdrawal receipt.  Front Money may also be withdrawn from Table Games in the form 
of a Marker.  Safekeeping shall only be withdrawn from the Cage Cashier in the form of 
a Safekeeping Withdrawal. 

 
PROCEDURES 

 
1. The patron shall come to the Cage and request a withdrawal of his/her funds.  The Cage 

Cashier or higher shall: 
 

a. Request the patron’s identification.  (See Universal ID Policy #6320.15.01 for 
acceptable ID’s.) 

 
b. Call the Pit Boss and ensure that the patron does not have any outstanding 

markers. 
 

c. Utilize Cage and Table Accounting (CTA) system and pull up the patron by name 
on the patron’s identification, input the dollar amount of withdrawal that the 
patron has requested, and the method of payment.  A Front Money Safekeeping 
receipt (pg. 9) will print.  This is a three-part, pre-numbered form containing the 
following information: 

 
i. Date  

 
ii. Account Date 

 
iii. Document number 

 
iv. Cashier’s name 

 
v. Patron’s name and Q-Club card number 

 
vi. Patron’s address 

 
vii. Description of Withdrawal 

 
viii. Amount of Withdrawal 

 
ix. Total Withdrawal 

 
x. Safekeeping Balance 

 



Page 3 of 9 

 

xi. Patron’s signature  
 

xii. Signature and badge number of Cage Cashier completing the transaction. 
 

d. Obtain the signature of the patron and sign with name and badge number on the 
Cashier line of the receipt. 

 
e. Obtain the funds from the cash drawer using the cash handling procedures in the 

“Cashier Manual”. 
 

f. Follow the Anti-Money Laundering Program, Policy #6320.14.01. 
 

g. Count the funds in clear view of Surveillance and request a Cage Supervisor to 
verify the funds during payout. If the patron requests a check for the funds, the 
Cage Supervisor or above may issue a Downstream Casino Cage check. Refer to 
DCR Cage Check issued policy (#1400.70.01) for details. 

 
h. Give the triplicate (Pink) copy of the Front Money Withdrawal or Safekeeping 

withdrawal receipt to the patron. 
 

i. Place the duplicate (yellow) copy in the patron’s Front Money envelope 
maintained in the Marker Bank located in the Main Bank. 

 
j. Place the original (white) copy with the Cage Cashier’s paperwork, maintained in 

the Marker Bank drawer, to be used later for balancing purposes and forwarded 
to Income Audit with the shift’s paperwork. 

 
k. Decrease the patron’s front money/safekeeping envelope by the amount of the 

withdrawal.  If the patron is closing out his/her Front Money/Safekeeping 
account, the entire zeroed envelope shall be forwarded to Income Audit with the 
Marker Bank paperwork. 

 
l. If cash of $3000 or greater is paid out, enter the transaction on the Multiple 

Transaction Log (MTL) (Policy #1400.23.01) as an “OUT” transaction. Multiple 
withdrawals that total $3000 must be included on the MTL as well. 

 
m. Log the transaction on the Front Money/Safekeeping Shift log (pg. 8) for 

balancing purposes. 
 

2. The Main Bank Cashier shall: 
 

a. Verify that the Front Money/Safekeeping amount is correct.  
 

b. Log the withdrawal on the Front Money/Safekeeping Shift log (pg. 8). 
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c. The Front Money/Safekeeping Shift Log contains the following: 
 

i. Name 
 

ii. Q-Club Card Number 
 

iii. Safekeeping form number 
 

iv. Type of withdrawal (FM or SK) 
 

v. Form of withdrawal (cash, chips or check) 
 

vi. Withdrawal Amount (alpha and numeric) 
 

vii. Total deposits and withdrawals 
 

viii. Date 
 

ix. Shift 
 

x. Outgoing/Incoming Main Bank Cashier’s signature and badge number 
 

xi. Opening balance 
 

xii. Grand Total Deposits 
 

xiii. Grand Total Withdrawals 
 

xiv. Closing Balance 
 

d. The Main Bank Cashier will place the Duplicate (yellow) copy of the Front 
Money/safekeeping form in the patron envelope and send the original (white) 
copy to Income Audit with the Front Money/Safekeeping shift log. 

 
e. All deposit/withdrawal activity will be entered and tracked on a patron Front 

Money/Safekeeping activity envelope. The envelope contains: 
 

i. Name 
 

ii. Q-Club Card Number 
 

iii. Date 
 

iv. Cage Cashier’s initials and badge number 
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v. Safekeeping form number 
 

vi. Type of deposit or withdrawal (cash, chips, check) 
 

vii. Deposit Amount or Withdrawal Amount (alpha and numeric) 
 

viii. Ending Total  
 

f. All Front Money/Safekeeping deposits and withdrawals are reconciled on a per 
shift basis.  The deposits envelope contents are counted by both the incoming 
Main Bank Cashier and the outgoing Main Bank Cashier for comparison of 
accuracy and maintenance of individual accountability. All discrepancies will be 
researched and investigated by the Cage Supervisor or above. 

 
MANUAL FRONT MONEY/SAFEKEEPING WITHDRAWAL 

 
1. In the event of computer system failure, the use of a manual Front Money/Safekeeping 

form (pg. 7) and a shift log will be in effect (pg. 8). 
 

2. All manual customer withdrawals shall be entered into the computer system as soon as 
the system is available. 

 
3. The Patron will come to the cage and request a withdrawal of his/her funds.  The Cage 

Cashier or above shall: 
 

g. Request the patron’s Identification. (See Universal ID Policy #6320.15.01 for 
acceptable ID’s.) 

 
a. Call the Pit Boss and ensure that the patron does not have any outstanding 

markers. 
 

b. Obtain the patron’s Front Money/Safekeeping envelope to determine the 
balance of the deposit.  The envelope is maintained in the Marker Bank located 
in the Main Bank. 

 
c. Complete a manual Front Money/Safekeeping form.  The manual Front 

Money/Safekeeping form is a three-part form that contains the following 
information: 

 
i. Patrons Name and Q-Club card number 

 
ii. Date of withdrawal 

 
iii. Amount of withdrawal (including alpha and numeric) 
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iv. Method of withdrawal (chips, cash, check or other) 
 

v. Patron’s signature 
 

vi. Signature and badge number of Cage Cashier completing the transaction. 
 

vii. Signature and badge number of Cage Supervisor verifying the transaction. 
 

d. Obtain the signature of the patron and sign on the Cashier line with signature 
and badge number. 

 
e. Obtain the funds from the cash drawer using the cash handling procedures in the 

“Cashier Manual”. 
 

f. Follow the Anti-Money Laundering Program, Policy #6320.14.01. 
 

g. Count the funds in clear view of Surveillance and request a Cage Supervisor to 
verify the funds during payout. 

 
h. Give the triplicate (pink) copy of the withdrawal receipt to the patron. 

 
i. Retain the duplicate (yellow) copy in the Patron’s Front Money envelope for 

signature verification upon withdrawal of funds. 
 

j. Keep the original (white) copy with the Cage Cashier’s paperwork in the Marker 
Bank drawer to be used later for balancing purposes and sent to Income Audit 
with the shift’s paperwork. 

 
k. Decrease the Patron’s front money/safekeeping envelope by the amount of the 

withdrawal.  If the Patron is closing out his/her Front Money/Safekeeping 
account, the entire envelope shall be forwarded to Income Audit with the 
Marker Bank paperwork.  
 

l. If cash of $3000 or greater is paid out, enter the transaction on the Multiple 
Transaction Log (MTL) (Policy #1400.23.01) as an “OUT” transaction. Multiple 
withdrawals that total $3000 must be included on the MTL as well. 

 
m. Log the transaction on the Front Money/Safekeeping Shift log (pg. 8) for 

balancing purposes.  
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Sample of the Manual Safekeeping and Front Money Deposit/Withdrawal Form  
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Copy of the Front Money/Safekeeping Shift Log 
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Example of Safekeeping Withdrawal receipt that prints out of CTA 
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DCR Compliance – ITEM Tracking                                                                                   Date 
Issue Date 1/14/2011 
Compliance Review 12/21/2010 
QTGA Submission 1/4/2011 
QTGA Return 1/6/2011 
Compliance Review 1/11/2011 
QTGA Submission 1/14/2011 
CFO Approval 1/14/2011 
QTGA Final Approval 1/14/2011 
DDA Final Approval 2/10/2011 

 

The Downstream Casino Resort (DCR) Q-Club will offer Q-Club members the option to redeem 

points earned on their Q-Club card for items offered in a catalog program that is serviced by an 

outside vendor, Incentive Solutions. 

PROCEDURES FOR THE Q CLUB REWARDS CATALOG PROGRAM 

 

1. The items available for Q-Club card point redemption can be viewed by the Q-Club 

members via their home computer, catalog or the computer in the business center at the 

DCR hotel.   

 

a. If the Q-Club member chooses an item in exchange for Q-Club card points via the 

computer, then the Q-Club member shall print out the information listed for the 

item.  The Q-Club member shall provide the item information to the Q-Club 

representative so that the order can be placed.   

 

2. The Q- Club Representative will check the Q-Club member’s ID and points available to 

ensure the Q-Club member has enough points for redemption.  In order to process the Q-

Club member’s order, the Q-Club Representative will do the following: 

 

a. Go to the DCR website and place the order. 

 

i. Comment section is for sizes, colors, etc. 

 

b. Inform the Q-Club member that the item/items will be received in 3-4 weeks. 

Q-Club Rewards Catalog Program Policy No:   
6200.17.01 

Issue Date:  
1/14/2011 

PURPOSE:   To establish policy and procedures for the Q-Club Rewards Catalog Program. 
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c. Verify the Q-Club member’s mailing address, shipping address and phone number 

they can be reached at in case there are any problems with the order.  Get two 

phone numbers if possible. 

 

d. Input purchase order number on the order form 

 

i. Look on the order spreadsheet (pg. 6) provided daily for the next PO # to be 

used.  

 

e. Print out order form. 

 

f. Review order form to confirm addresses and items ordered. 

 

g. Have Q-Club member sign the order form. 

 

h. Sign the order form and badge number. 

 

i. Log in to Patron Management and issue a comp while the Q-Club member is at the 

Q-Club desk by entering the following information: 

 

i. Q-Club member’s account number 

 

ii. Comp 

 

iii. Issue 

 

iv. Type:  Points 

 

v. Category:  All 

 

vi. Property:  Downstream Casino Resort 

 

vii. Catalog option 

 

viii. Add 

 

ix. Quantity (dollar amount) 
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1. Example:  Quantity of 200 is $200.00 (20,000 points), 450 is $450.00 

(45,000 points) 

 

2. When putting the quantity in, note that the deduction amount 

changes 

 

x. Printed section:  PO # 

 

xi. Restricted section:  LEAVE BLANK 

 

3. The Q-Club Representative shall print out the comp receipt. 

 

4. The Q-Club Representative shall photocopy the order form and the comp receipt. 

 

a. Attach photocopy of the comp receipt to the photocopy of the order form for the Q-

Club Representative’s audit bag that will be sent to Income Audit. 

 

b. Attach original comp sheet to the original order form.  

 

c. Give photocopy of the order form ONLY to the Q-Club member and remind them 

that the items will be delivered in 3-4 weeks.  

 

5. The Q-Club Representative shall fill out information on the spreadsheet (pg. 6) that is 

attached to the clipboard box: 

 

a. Day/Date 

 

b. Q-Club member’s name 

 

c. Q-Club member’s card number 

 

d. Number of items ordered 

 

e. Number of points redeemed 

 

f. Time 

 

6. Place the original order form that has the original comp sheet in the clipboard box. 
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7. Each morning (Monday through Friday) the Q-Club Manager or Q-Club Supervisor will 

collect the order forms and the spreadsheet for review and will replace the spreadsheet 

with a new one daily.   

 

8. Q-Club Manager or Q-Club Supervisor will review the spreadsheet to verify that all points 

have been removed from the Q-Club member’s account and that order forms were 

completed properly.   

 

9. Q-Club Manager or Q-Club Supervisor will transfer all spreadsheet information to a 

spreadsheet on the computer. 

 

10. Q-Club Manager or Q-Club Supervisor will scan the order forms and send them 

electronically to Incentive Solutions for processing. 

 

11. Incentive Solutions will confirm the orders were received by contacting the Q-Club Manager 

or Q-Club Supervisor via e-mail.   

 

a. If an item is back ordered or out of stock, Incentive Solutions will contact the Q-Club 

Manager Q-Club Supervisor via e-mail.   

 

b. If an item is back ordered or out of stock, the Q-Club Manager or Q-Club Supervisor 

will contact the Q-Club member informing them of the situation and inform them 

that they will be receiving an item of higher value as a replacement. 

 

12. Incentive Solutions will contact the Q-Club Manager or Q-Club Supervisor when tracking has 

been sent to DCR for the order. 

 

13. Incentive Solutions will process invoices on a daily basis.  The Q-Club Manager or Q-Club 

Supervisor will confirm that the invoices Incentive Solutions processes match up with the 

electronic version of the spreadsheet. 

 

14. Once everything is confirmed, the invoice will be photocopied and the original will be 

turned in to Accounts Payable for payment.  

 

  



Page 5 of 5 
 

 



Signature:	 .51 'zizg/id Date: 

Quapaw Tribal Gaming Agency 

Policy and Procedure Submission 

Date Received
3	 tt 

Comments i 

Reviewed By 1	 1./ 
AVk 
7 \ 

Approved Tentative 

Not Approved Final 

Policy Name and Number: 

Travel, Entertainment and Other 
Reimbursable Expenses 

Policy #6320.09.01

Department: 

Finance

Submission Date: 
1/4/2011 

Narrative Description: 

To establish procedures for handling travel, 
entertainment, and other business related expenses by 
Downstream Development Authority and Downstream 
Casino Resort. 

This is a revised version based on QTGA comments 
provided to us on 12/29/2010.

DCR/QTGA Tracking: 

POLICIES & PROCEDURES
DDA APPROVED 

FEB 10 2011

DCR Compliance Authorization

Department Director Authori 

Signature: 	 44 I
	\ l)leA 	 Date: 	 14-173  I 	 %4\ 

General Manager Autho 'nation 

Signature: 	 	 Date:  7c717/34Th<7;"(D  

QTGA Authorization 

Signature: 	 &d/L	 el641I/A4	 Date: 	 /  



Page 1 of 10 
 

 

DCR Compliance – ITEM Tracking                                                                Date 
Issue Date 1/4/2011 
Compliance Review 3/30/2010 
QTGA Submission 4/1/2010 
QTGA Return 4/12/2010 
Compliance Review 6/21/2010 
QTGA Submission 6/24/2010 
Compliance Review 9/20/2010 
QTGA Submission 9/30/2010 
QTGA Return 10/6/2010 
Compliance Review 10/11/2010 
QTGA Submission 10/28/2010 
QTGA Return 11/19/2010 
Compliance Review 11/24/2010 
QTGA Submission 11/29/2010 
QTGA Return 12/3/2010 
Compliance Review 12/9/2010 
QTGA Submission 12/13/2010 
QTGA Return 12/29/2010 
Compliance Review 12/29/2010 
QTGA Submission 1/4/2011 
QTGA Final Approval 1/4/2011 
GM Approval 12/30/2010 
DDA Final Approval 2/10/2011 

 
POLICY 

 
1. Downstream Casino Resort (DCR) recognizes that from time to time, Team Member travel in 

the furtherance of DCR business is necessary and desirable.  Accordingly, the following rules 
shall apply to travel related costs incurred on behalf of DCR. 

 
2. The purpose of this policy is to provide guidelines for travel and entertainment expenses as 

they were actually spent, account for all advances promptly and accurately and to 
communicate the procedures for reimbursement. 

 
3. This procedure applies to all departments and individuals, including all Downstream 

Development Authority (DDA) members, who travel or entertain for DCR. 
 
 

Travel, Entertainment & Other Reimbursable 
Expenses 

Policy No:   
6320.09.01 

Issue Date:  
1/4/2011 

PURPOSE:  To establish procedures for handling travel, entertainment, and other business 
related expenses by Downstream Development Authority (DDA) and Downstream Casino 
Resort (DCR) Team Members.   
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Pre Authorization of All Business Related Travel Is Required 
 
1. Prior to any travel for company business, signed pre-authorization is required by the 

Department Director and/or the General Manager.  (See the Travel Request Form on pg. 9) 
 
2. Please note that the DDA will also be held in adherence to the content and structure of this 

policy and procedure and pre-authorization approved by the General Manager and CFO.  
 
3. Please note that the General Manager’s travel will be approved by the DDA and will not be 

subject to the Pre Authorization Form process, as he is the Travel Approver and reports 
directly to the DDA.  
 

4. Expenses incurred within the parameters set forth in this policy and the Quapaw Code shall 
be reimbursed with proper documentation. 
 

5. All DCR/DDA Team Members are expected to spend DCR’s money carefully and judiciously. 
 
6. DCR recognizes that Team Members who travel far from home to represent DCR's business 

interests must forego their living accommodations and may forfeit personal time.  
Accordingly, the Company will make efforts to provide reasonable, comfortable and secure 
accommodations for lodging, meals and travel for all Team Members.  However, these 
items are not intended to be perks and DCR reserves the right to deny reimbursement of 
expenses that are considered lavish or extravagant. 

 
7. This procedure applies to all departments and individuals, including all DDA members who 

travel or entertain for DCR. 
 
Travel Arrangements - Flights, Automobile Rentals and Hotel Accommodations 
 
1. In the absence of a formal arrangement with a professional travel agency that has been 

approved by the CFO or designee, and licensed by the Quapaw Tribal Gaming Agency 
(QTGA) all flights, automobile rentals and hotel accommodations shall be booked by the 
DCR Purchasing Department.  Costs associated with flights, hotels and auto rentals shall be 
charged to a DCR corporate credit card subject to the approved Corporate Credit Card 
Usage Policy #6320.06. 

 
2. The approved Travel Request Form should be forwarded to the Purchasing Department in 

order for travel to be booked.  For maximum savings on airfare, all travel arrangements 
should be booked least 15 days in advance of the dates of travel, if possible. 

 
3. DCR/DDA Team Members are required to travel using “coach” class accommodations unless 

the use of first class airline accommodations is authorized or approved by the General 
Manager when it is necessary to accommodate a Team Member’s disability or physical 
impairment.  Team Members may use, at their own expense, their personal funds or 
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personal mileage credits to upgrade to a different class of airfare or lodging; DCR will not 
reimburse the Team Member for any personal expenses or mileage credit expenditures 
incurred in the upgrade.  DCR Corporate Credit Cards shall not be used to upgrade flights or 
any other accommodations pursuant to the Corporate Credit Card Usage Policy, 
#6320.06.01. 

 
4. It is preferable that all DCR/DDA Team Members travel during non-working hours to 

maximize efficiency.   
 

5. The Purchasing Department will make arrangements for the trip as required and will 
provide a travel itinerary and any tickets or reservation forms to the DCR/DDA Team 
Member. 
 

6. Please Note:  In the event that a DCR/DDA Team Member must personally book and/or pay 
for travel and other accommodations in an emergency situation, DCR will reimburse only 
those travel costs that are ordinary, reasonable and necessary to accomplish the official 
business purpose of the trip.  No alcohol purchases will be paid for or reimbursed to the 
DDA/DCR Team Member during travel.  This will be a non-reimbursable personal expense of 
the DDA/DCR Team Member.  Travel expenses will be reimbursed based on the most 
economical mode of transportation available for the date of travel and the most direct and 
usually traveled route consistent with the authorized purpose of the trip. 

 
Travel Advances 
 
1. Cash advances for travel related expenses should be requested by using the Travel Request 

Form.  Travel advances normally will be dispersed not more than one week prior to 
departure date.  

 
2. Upon returning from a business-related trip, a Travel and Expense Report (pg. 10) must be 

completed, approved and signed by the Department Director or designee and submitted to 
the Accounts Payable Department for processing within 30 days.  Should out of pocket 
expenses incurred by the traveler for business expenses in accordance with this policy be 
greater than the cash advance amount, the traveler shall be reimbursed for the excess 
amount upon submission of detailed documentation and explanation of DCR related 
business purpose and CFO approval.  Should the cash advance be greater than out of pocket 
expenses incurred by the traveler, a personal check or money order payable to DCR, in the 
amount of the overage must be submitted to the Accounts Payable Department along with 
the Travel and Expense Report within 30 days of return from travel.  Advances not settled 
within 30 days of return date may, at the discretion of the CFO, be converted to payroll 
advances and deducted from payroll checks.      
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ALLOWABLE/REIMBURSABLE EXPENSES 
 
1. DCR allows reasonable meals and reasonable incidental expenses while a DCR/DDA Team 

Member is away from home and on a business-related trip.  Certain limitations apply and 
are regulated by the “reasonableness” of the expenses.  Authorization for these expenses 
comes from the Department Director, General Manager, or CFO under the guidelines in this 
policy. 

 
2. The term “meal” refers to food and drink – either as formal meals or as snacks or 

refreshments.  The term “meal” does not refer to entertainment, i.e., amusement, 
diversion, social activities, bands, entertainers, tickets to shows or sports events.  For any of 
these types of expenses to be reimbursable, they must be fully documented by receipt and 
DCR business related purpose, and authorized by the Department Director, General 
Manager or CFO.  
 

3. Reasonable gratuities of the bill before taxes (not to exceed 20%) are allowable expenses, 
as they apply to restaurant wait persons, hotel bellmen, cab drivers, and other normally 
tipped employees.  If tipping is perceived to be excessive by the approver, it shall become 
the personal responsibility of the DDA/DCR Team Member unless approved by the General 
Manager or CFO and the reason for approval fully documented on the expense receipt by 
the approver.  

 
REIMBURSEMENT OF TRAVEL RELATED EXPENSES 

 
Meals and Incidental (M & I) Expenses 
 
1. Please note that DCR/DDA Team Members which incur expenses on DCR/DDA Corporate 

Credit Cards, as well as all Team Members that are Director Level and above, will be subject 
to reimbursement only for reasonable and DCR business related expenses incurred in excess 
of M & I Per Diem Policy noted below. 

 
2. DCR reimburses travel expenses based off the Meals and Incidental Expense Per Diem 

(“M&I”).  Meals and incidental expenses incurred and paid for out of pocket during the 
course of business travel on behalf of DCR/DDA will be reimbursed according to the M&I 
per diem rates established by the US Government’s General Services Administration 
(“GSA”).  Alcoholic purchases are subject to the DCR General Manager’s approval and 
subject to QTGA review.  GSA establishes per diem rates for destinations within the 
Continental United States (CONUS).  Please visit www.gsa.gov/perdiem to find the rates.  
Click on the state so you can view that state's rates.  Even though some cities are listed for 
your lookup convenience, not all cities can or will be listed, so look for the county where 
you will be staying.  To look up the county, visit www.naco.org.  If the city or county you are 
looking for is not listed on the GSA per diem rate page, then the standard CONUS rate of 
$46 for meals and incidentals applies.  

 

http://www.gsa.gov/perdiem
http://www.naco.org/
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3. The M&I per diem is intended to cover: 
 

a. Meals and tips, and other incidental expenses such as ATM fees, fees and tips given 
to porters, baggage carriers, bellhops, hotel maids and hotel servants.  

 
b. Reasonable transportation between places of lodging or business and places where 

meals are taken, if suitable meals cannot be obtained at the temporary duty site will 
be reimbursed upon approval by the DCR General Manager or CFO.  

 
c. Mailing costs associated with filing travel vouchers and payment of DCR/DDA charge 

card billings. 
 
4. Receipts are NOT required for the M&I per diem, unless a DCR/DDA Corporate Credit Card is 

used and then the terms and conditions are subject to the Corporate Credit Card Usage 
policy #6320.06.01.  However the following general rules shall apply affecting entitlement 
to the M&I Per Diem: 
 

a. No M&I Per Diem shall be given for travel of 12 hours or less. 
 

b. On the first and last travel day, DCR/DDA Team Members are only eligible for 75 
percent of the total M&I per diem for their temporary duty travel location (not the 
official duty station location).  The per diem website, www.gsa.gov/perdiem has a 
column showing the calculated amount for the "First and Last Day of Travel (75% of 
the total M&I for those days)."  Lodging with friends or relatives with or without 
charge is not reimbursable or allowable as an authorized travel expense. 

 
Transportation Related Costs 
 
1. Travel by reasonable common carrier (air, rail, bus) generally results in the most efficient 

use of energy resources and is the least costly and most expeditious performance of travel. 
 
2. The use of a privately owned vehicle, if no other reasonable and cost effective method of 

transportation will be reimbursed at the current Federal rate per mile.  In addition, DCR will 
reimburse road tolls and parking fees incurred when using a privately owned or rental 
vehicle in connection with DCR/DDA business only.  DCR will not reimburse costs associated 
with out of pocket fuel purchases in connection with the use of a privately owned vehicle as 
fuel, oil and wear and tear are intended to be covered by the reimbursement mileage rate.  
DCR shall not be responsible for parking fines, traffic violations, or any other fines assessed 
during the Team Member’s course of travel, or the theft, loss, or damage of DCR/DDA Team 
Member’s personal luggage and effects. 

 
3. The calculation of mileage for travel reimbursement shall begin from the time the DCR/DDA 

Team Member leaves his/her home or work station and ends when the DCR/DDA Team 
Member returns back to his/her home or work station.  Trips to and from the Team 

http://www.gsa.gov/perdiem
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Member’s home to the person’s regular work station are not considered travel expenses 
and shall not be reimbursed. 

 
4. Automobiles may be rented only when the reasonable cost will be advantageous to DCR.  

Automobiles should not be rented for convenience.  Team Members are expected to rent 
mid-size or smaller vehicles unless a larger vehicle is necessary to accommodate a larger 
group.  DCR will reimburse for costs associated with out of pocket fuel purchases for a 
rental vehicle used for official DCR related business travel only.  

 
5. Any promotional benefits (Airline Miles, Frequent Stay points or other related program) or 

material received from a travel service provider in connection with official travel may be 
retained for personal use, so long as these items obtained under the same conditions as 
those offered to the general public are at no additional cost to DCR. 

 
6. DCR will also reimburse out of pocket costs associated with local transportation during out 

of town travel such as cabs, limos and local/city busses and trains if detailed receipts are 
provided and the expense is reasonable. 
 

Business Meals and Entertainment 
 
1. DCR recognizes that from time to time and in the ordinary course of business, that business 

meals and/or entertainment may be purchased for fellow Team Members and for those 
with whom DCR does business.  Business meals and entertainment are not subject to the 
M&I per diem noted above, but will be charged to the business unit of the DDA/DCR Team 
Member.  Requests for reimbursement for the cost of reasonable business meals and 
entertainment must be accompanied by an original detailed receipt.  Additional information 
as to who was in attendance and the nature of business discussed or reason for the 
entertainment expense incurred must be provided. 

 
2. For all reimbursements of expenses over and above the allowable “Meals and Incidental 

Expense Per Diem” allocation, receipts must accompany the Travel and Expense Report for 
any incurred expenses over $5.00 and will be approved at the discretion of the General 
Manager and/or CFO.  Expenses incurred for less than $5.00 will be reimbursed at the 
discretion of the CFO and/or General Manager, and will be determined by the necessity of 
the expense incurred.   Personal and/or non-business related expenses will not be 
reimbursed.  It will be the personal responsibility of the DCR General Manager and/or CFO 
to determine the validity of any expenditure over and above the allotted Per Diem. 

 
Other Business Related Expenses 
 
1. On occasion, and in the conduct of business on behalf of DCR, a DCR/DDA Team Member 

may incur reasonable miscellaneous out of pocket expenses.  Such expenses, as long as in 
connection with a legitimate casino related business purpose, shall be reimbursed by DCR 
with detailed documentation for expenses of $5.00 and over.  Examples of such 
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reimbursable costs might include emergency purchases on behalf of a department (food 
items, supplies, etc.), professional license fees (CPA, CIA, etc.), as well as relocation costs 
and expenses. 

 
2. In order to claim reimbursement for other business related expenses, the DCR/DDA Team 

Member should complete the Travel and Expense Report (pg. 10) which must be 
accompanied by an original detailed receipt or invoice.  Additional information as to the 
nature of the business expense incurred must be documented and provided along with the 
claim for reimbursement. 

 
Other General Rules Affecting Travel  
 
1. One personal phone call within the United States for up to 30 minutes is allowed to be 

billed to the traveler’s hotel room for each day of travel.  Additional “personal” phone calls 
are at the personal expense of the DCR/DDA Team Member.   
 

2. Laundry, cleaning and pressing of clothing expenses at the travel destination are 
reimbursable as a miscellaneous expense, as long as the DCR/DDA Team Member has 
incurred a minimum of four consecutive nights lodging on official travel. 

 
3. Lost or destroyed receipts for reasonable and customary business travel or entertainment 

expenses that are less than $5.00 or for those expenses where receipts are impractical to 
obtain, such as toll roads, local train or bus fares, and parking fees shall be authorized at the 
discretion of the CFO or General Manager. 

 
Receipts 
 
1. It is the responsibility of the DCR/DDA Team Member to obtain receipts for all expenses 

incurred.  Failure to provide receipts may result in delayed or denial of reimbursement for 

the expenditure. 

 

2. The DCR/DDA Team Member must turn the original receipts in with the Travel and Expense 

Report (pg. 10) when it is sent to Accounts Payable for processing. 

 

3. The DCR/DDA Team Member shall retain a copy of the signed Travel and Expense Report 

and copies of all receipts. 

Personal Extension 
 

1. If the Director of the Team Member’s department has approved a personal extension to 
official business travel for a day or more than the business trip requires, the DCR/DDA Team 
Member’s method of transportation and all transportation costs between the period official 
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business travel ended and the period on which official business travel resumed shall be paid 
for by the DCR/DDA Team Member individually and shall not be reimbursable.   

 
2. During any personal extension of travel, the DCR/DDA Team Member shall not receive M&I 

or lodging reimbursements and any transaction by a DCR/DDA Team Member with a DCR 
Corporate Credit Card will be the personal responsibility of the DCR/DDA Team Member 
and shall be reimbursed to DCR. 

 
3. The DCR/DDA Team Member shall be required to reimburse the company for the difference 

in price of reasonable transportation incurred due to the personal extension.  Failure to 
reimburse the company within 30 days of the date of return from the personal extension of 
travel may result in adverse employment action, up to and including termination. 
 

4. All travel and entertainment and other reimbursable expense documentation, reports and 
approvals shall be made available to the Quapaw Tribal Gaming Agency (QTGA) upon 
request. 
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Travel Request Form
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Travel and Expense Report 
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DCR Compliance – ITEM Tracking                                                                Date 
Issue Date 3/5/2009 
QTGA Submission 7/8/2009  
QTGA Return 11/6/2009 
Compliance Review 11/20/2009 
QTGA Submission 11/25/2009 
QTGA Return 12/21/2009 
Compliance Review 6/21/2010 
QTGA Submission 6/24/2010 
QTGA Return 7/28/2010 
Compliance Review 7/29/2010 
QTGA Submission 8/5/2010 
QTGA Return 9/2/2010 
Compliance Review 9/10/2010 
QTGA Submission 9/16/2010 
QTGA Return 10/14/2010 
Compliance Review 11/24/2010 
QTGA Submission 12/13/2010 
GM Approval 12/16/2010 
QTGA Final Approval 1/4/2011 
DDA Final Approval 2/10/2011 

 
POLICY 

 
The TRU machines must be tested once every shift to ensure they are taking tickets, dispensing 
properly and that the cassettes contain the correct denomination of currency.  
 

PROCEDURE 
 
1. A Cage Supervisor or above shall complete a Miscellaneous Paid Out (Pg. 6) form for test 

tickets and a TRU Machine Test Log (Pg. 5). The Cage Supervisor shall obtain the funds from 
the jackpot window of the Main Bank. The Miscellaneous Paid Out form shall be given to 
the Jackpot window to offset the cash going out. 

 
2.  The Miscellaneous form (Pg. 6) contains the following information: 
 

a. The words “Paid Out” hand written on the top for the form 
 

TRU TESTING 

Policy No:   
1400.28.01 

Issue Date:  
3/5/2009 
Revised Date: 
1/4/2011 

PURPOSE: To establish policy and procedures for testing the Ticket Redemption Units (TRUs). 
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b. Date 
 

c. Time 
 

d. Type (circle other) 
 
e. Reason (Test tickets for TRU machines) 
 
f. Returned by Signature and badge number (Main Bank Cashier shall sign here) 
 
g. Received by Signature and badge number (Cage Supervisor shall sign here) 

 
3. The machines shall be tested by a Cage Supervisor after fills have been completed on the 

shift or at the end of the shift, if no fills were completed. When machines are fully dropped, 
the Cage Supervisor shall test the TRU machines immediately following bringing them back 
on line. 

 
4. Once the machines have been tested by the Cage Supervisor, the Cage Supervisor shall log 

the testing information on the TRU Machine Test log (page 5). The log contains the 
following: 

 
a. Date 

 
b. Time 

 
c. TRU # 

 
d. Shift 

 
e. Test Results 

 
f. Both BV’s working  

 
g. Was Cummings or Glory called? 

 
h. Comments 

 
i. The ticket number of any tickets not redeemed in the TRU machine and were 

redeemed by the Cage Supervisor and turned in to Audit. (if any) 
 

j. Main Bank Supervisor initials and badge number 
 

k. Front Line Supervisor initials and badge number ( if unredeemed tickets are 
returning) 
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5. One copy of the original shall be made. The original shall be attached to the Miscellaneous 
form when the cash returns.  This will be sent to Income Audit with the end of shift 
paperwork.  The copy shall be placed in the TRU machine test log book for future reference 
by other Cage Supervisors.  

 
6. If tickets are not redeemed in the TRU and they are coming into inventory, the Cage 

Supervisor assigned to the front line shall sign off on the original copy indicating that the 
tickets were redeemed via ticket redemption in the Front Line Cage Supervisor’s window. A 
copy of the TRU Machine Testing Log will be attached to the ticket returned at the Cage 
Supervisor’s window. 

 
7. The test tickets shall be printed in $126 increments. The machines will be tested as follows: 
 

a. Insert $126 ticket in the TRU being tested (a $100 bill, a $20, a $5 and a $1 should be 
dispensed in the Cummins TRU) (6 $20’s, a $5 and a $1 should be dispensed in the 
Glory TRU). 

 
PROCEDURES FOR PRINTING TEST TICKETS: 
 

1. The Cage Supervisor shall call for a Security Escort to a pre-determined EGM machine 
that is monitored by Surveillance.  

 
2. Before going out to the EGM, Security shall call Surveillance to make them aware the 

test tickets will be printed on the casino floor. A Security Officer shall be present when 
test tickets are printed. 
 

3. Once printed, the Cage Supervisor shall be escorted by the Security officer to each TRU 
machine to test the machines. The TRU machines shall be tested once per shift, 
regardless as to whether any fills were completed or not. When complete the Cage 
Supervisor shall be escorted back to the Main Bank with the currency and/or tickets. 

 
4. The Cage Supervisor shall complete a Miscellaneous (Page 6) form and the TRU Machine 

Test log for the returned currency and give the form and the currency to the Jackpot 
Main Bank Cashier. The Miscellaneous form contains the following information: 

 
a. The words “Paid In” hand written on the top for the form 

 
b. Date 

 
c. Time 

 
d. Type (circle other) 

 
e. Reason (Cash returned from testing TRU machines) 
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f. Returned by Signature and badge number (Supervisor shall sign here) 
 

g. Received by Signature and badge number (Main Bank Cashier shall sign here) 
 

5. If any tickets are returned, the Cage Supervisor must take them to the Front Line 
Supervisor who shall redeem the tickets, sign off on the TRU Machine Test log and 
attached the duplicate copy with his/her EZ-pay ticket tally report at the end of the 
shift. 
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WINNERS TICKET  POLICY - CASH Policy No:   
6230.05.02 

Issue Date:  
12/2/2010 
Revised Date: 
1/7/2011 

PURPOSE:  To establish policy and procedures for Winners Tickets. 

 

DCR Compliance – ITEM Tracking                                                                  Date 
Issue Date 12/2/2010 
Compliance Review 5/20/2010 
QTGA Submission 5/25/2010 
QTGA Return 6/3/2010 
Compliance Review 6/28/2010 
QTGA Submission 7/1/2010 
QTGA Return 7/28/2010 
Compliance Review 8/2/2010 
QTGA Submission 8/5/2010 
QTGA Return 9/2/2010 
Compliance Review 11/3/2010 
QTGA Submission 11/8/2010 
QTGA Return 11/19/2010 
Compliance Review 11/22/2010 
QTGA Submission 11/24/2010 
GM Approval 11/24/2010 
QTGA Final Approval 12/2/2010 
DDA Final Approval 12/6/2010 

Revisions to DDA Final Approved 12/15/2010 

QTGA Submission 12/16/2010 

QTGA Return 12/29/2010 

Compliance Review 12/30/2010 

QTGA Submission 1/4/2011 

GM Approval 12/30/2010 

QTGA Final Approval 1/7/2011 

DDA Final Approval 2/10/2011 

 
POLICY 

 
Cash Winners Vouchers (pg. 8) are used to record prize winnings resulting from a promotional 
event.  The promotional event submission (Policy #6230.04.01, Promotions Submission 
Procedures) shall outline the event and type of payout.  Listed below is the process that shall be 
followed if the payout is paid in cash. 
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PROCEDURES 
 
Marketing: 
 
1. Form Control: 

 
a. The Cash Winners Voucher forms will be maintained in the Cage.  The 

Marketing/Promotions Supervisor shall request the Cash Winners Voucher form (pg. 
8) from the Cage when they are needed for a promotion.   
 

b. There are three (3) copies of the Cash Winners Voucher and they are as follows: 
 

i. White – Cage 
 

ii. Yellow – Patron 
 

iii. Pink – Marketing 
 

2. Prize Control: 
 

a. Marketing shall conduct the promotional event in accordance with the rules and 
procedures submitted and approved by the Quapaw Tribal Gaming Agency (QTGA). 
See Promotions Submission Policy and Procedure #6230.04.01 for details on the 
QTGA approval process. 

 
3. On the day of the event, the Marketing/Promotions Representative shall have the patron fill 

out the Cash Winners voucher (pg. 8) with the following information: 
 

a. Date 
 

b. Time 
 

c. Winner Name 
 

d. Q-Club Card Number 
 

e. Card Status (Gold, Silver, Bronze) 
 

f. Valid ID Number (See Universal ID Policy #6320.15.01 for details on acceptable ID’s) 
 

g. Address (No P. O. Boxes) 
 

h. City 
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i. State and Zip Code 
 

j. Promotion Name 
 

k. Amount Won with value 
 

l. Winner Signature and Date 
 
4. Once the patron completes the Cash Winners Voucher, the Marketing/Promotions 

Representative shall ensure completeness and then sign the form with signature and badge 
number. 

 
5. The Marketing Representative shall verify that a valid copy of the patron’s ID is in the 

Patron Management System. 
 

6. The Marketing Representative shall attach a copy of the patron’s W-9 (pg. 9-12) to the 
White/Cage copy and provide this to the Cage to be sent to Income Audit for accounting 
purposes. 

 
7. The Promotions/Marketing Representative shall provide the patron the yellow copy. 

 
8. The pink copy shall be maintained by the Marketing/Promotions Department and available 

for review upon request. 
 

9. The patron shall be instructed to proceed to the cage for payment.  
 
10. For any prize over $1,000.00, the Marketing Representative shall call the Cage Cashier’s 

desk and notify the Cage Supervisor or above on duty that the prize winner is in route.  
 
11. For any prize over $5,000, the Marketing Representative shall escort the patron to the Cage 

Cashier’s desk and notify the Cage Supervisor on duty of the prize payout and provide the 
Cage the white copy of the Cash Winner Voucher. 
 

Cage: 
 
1. The Cage Cashier or above shall review the Cash Winners Voucher form to assure the 

following items are complete: 
 

a. Date 
 

b. Time 
 

c. Winner’s Name 
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d. Q-Club Card Number 
 

e. Q-Club Card Status 
 

f. Valid ID Number (See Universal ID Policy #6320.15.01 for details on acceptable ID’s) 
 

g. Address (No P. O. Boxes) 
 

h. City 
 

i. State 
 

j. Zip Code 
 

k. Promotion Name 
 

l. Amount Won (alpha and numeric) 
 

m. Winner Signature and Date 
 

n. Marketing Representative Signature and Badge Number 
 

o. Cashier Signature and Badge Number 
 

2. The Cage Cashier or above shall review the attached W-9 for completeness.  
 
3. 30% taxes shall be withheld on all foreign patrons   
 
4. If a patron refuses to supply their social security number, the prize winnings will be placed 

in Safekeeping until the patron can provide their social security number.  (See “No ID 
Jackpots Processed in the Cage” policy #1400.71.01 for additional safekeeping information.) 
 

5. The yellow copy of the Cash Winners Voucher shall be given to the patron. 
 
6. The white copy of the Cash Winners Voucher shall be dropped in the daily paperwork, to be 

included as part of the daily reconciliation at the end of the shift in the Main Bank. 
 
Income Audit- Cage: 
 
1. The white copy of the Cash Winner Voucher shall remain with the Cage and forwarded to 

Income Audit at the end of the shift.   
 
2. If any of the above information is missing or incorrect, Income Audit shall issue an exception 

to the Marketing/Promotions department. 



Page 5 of 12 

 

Cash Winner Voucher Reconciliation: 
 
1. Each Cash Winners Voucher shall be: 
 

a. Accounted for  
 

b. Verified for correct information 
 

c. Filed in the Finance Department with the daily Main Bank income audit paperwork. 
 
2. The Income Auditor completing the Marketing Audit shall review and tic mark line by line, 

the white originals of the Cash Winners Voucher looking for incorrect information and 
exception either by the Marketing/Promotions Department or the Cage. 

 
3. Also make sure the patron’s name is the same one on the Cash Winners Voucher.    
 
4. Put the white copies in numerical order and enter into the promotions tracking worksheet. 
 
5. Attach copies of the report to the Cash Winners Voucher. 
 

6. On the white copy enter the following information: 
 

a. Date of payout voucher 
 

b. Date of promotion 
 

c. Amount (alpha and numeric) 
 
Promotions-Winners List 
 
1. A Winners List shall be maintained for tax purposes.  Any patron who receives $600 or more 

in cash shall receive a 1099 at the end of the year. 
 
2. In order to reconcile a list of each Cash Winners Voucher with a Miscellaneous Form, a list 

shall be maintained for each patron. 
 
3. Also, any non-cash prize such as automobiles, a Super Bowl trip, or tickets to sports events 

winners shall be added to the winners list. 
 
4. All Foreign persons shall have 30% taxes withheld at the time of the payout.  If a Foreign 

person receives $600 or more in cash or value of prizes, a 1042-S shall be submitted to the 
Department of the Treasury, Internal Revenue Service. 

 
5. From the white copy of the Cash Winners Voucher, the following information is entered: 
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a. Payout date 
 

b. Event date 
 

c. Ticket Number (Cash Winners Voucher) 
 

d. Event Name 
 

e. Patron’s First Name 
 

f. Patron’s Last Name 
 

g. Patron’s Q-Club Number 
 

h. Social Security Number 
 

i. Birth date 
 

j. Street (No P. O. boxes) 
 

k. City/Town/Providence 
 

l. State 
 

m. Zip Code 
 

n. Total Prize 
 

o. Taxes withheld 
 
p. Collected Prize 

 
q. Valid ID number (See Universal ID Policy #6320.15.01 for details on acceptable ID’s) 

 
Reconciling the Event 
 
1. Income Audit shall do the following when reconciling the event: 
 

a. Compare the Winner list from promotions to the Winner Reconciliation. 
 

b. From the Winner Reconciliation, ensure that all copies of the Cash Winner Vouchers 
pertaining to the event are provided. 

 
c. Sign and include badge number and date. 
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2. File in monthly Income Audit box. 
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Date: ___________________________                      Time: ________________________  

Winner’s Name: __________________________________________________________ 

Q-Club Card #:_____________________  Q-Club Card Status:______________________ 

ID #: _____________________________ 

Address: ________________________________________________________________ 

City: ___________________________________ State: _______ Zip Code: ___________ 

Promotion Name _________________________________________________________ 

Amount Won (Alpha and Numeric): __________________________________________ 

Please Note: Identify yourself as the winner. Proper identification and Q-Club Card are required. Prize is non-transferable, non-refundable and non-

negotiable. Winner must be 18 year of age or older. The Downstream Development Authority, dba Downstream Casino Resort reserves all the rights 

regarding interpretation of rules and eligibility. All decisions are final. If you have any question or concerns, please direct them to the Marketing 

Department at Downstream Casino Resort 918.919.6290. 

 

Winner(s) are responsible for all applicable taxes. Winner(s) will receive a W2-G and/or a 1099 tax form, when applicable provided by Downstream 

Development Authority, dba Downstream Casino Resort, both as governmental enterprises of the Quapaw Tribe of Oklahoma (O-Ga-Pah). Cumulative 

winnings over $600 will be reported to the IRS as required by Federal Regulations. 

Acceptance of prize constitutes winner(s) permission for Downstream Development Authority, dba Downstream Casino Resort to use his/her likeness 

or name for publicity or promotional uses without compensation. If you have questions about this promotional prize please contact Casino Promotions 

at 918.919.6290. 

Any situation not covered by the Official Rules will be resolved by the Downstream Development Authority, dba Downstream Casino Resort in a 

manner deemed by the Downstream Development Authority, dba Downstream Casino Resort to be fairest to all concerned. Downstream Development 

Authority, dba Downstream Casino Resort reserves the right to void any entry, and/or change, cancel or modify any promotion at any time without 

notice. Upon any dispute resulting from game play, patrons may file Prize Claim with the Quapaw Tribal Gaming Agency following the process outlined 

in brochures available at the Downstream Casino Resort Cashiers Desk. 

Signature of Winner: ___________________________________ Date: ______________ 

Marketing Signature: __________________________________ Badge #:____________ 

Cashier Signature: _____________________________________ Badge #:____________ 

White – Cage (Cash)              Yellow - Patron               Pink – Marketing                

Attach Form W-9 Here 

Downstream Casino Resort 
Cash Winners Voucher 
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