
Downstream Authority of the Quapaw Tribe of Oklahoma Regular Meeting 
May 14, 2010 
  
Meeting Called to Order:  11:00 am    
  
ROLL CALL:     John Berrey, Chairman    Present 

Vice‐Chairman      Vacant 
Larry Ramsey, Secretary    Present 
Ranny McWatters, Treasurer   Absent 

       Marilyn Rogers, Member    Present 
 
DECLARATION OF QUORUM: announced by Larry Ramsey 
 
Prayer led by John Berrey 
 
Motion by DDA member Marilyn Rogers to approve past minutes (1/20/2010‐4/23/10) as presented.  Seconded by 
DDA Secretary Larry Ramsey.  Vote:  JB: yes; LR: Yes; RM: absent; MR: yes (3 yes, 0 no, 0 abstaining, 1 absent, 1 
vacant) Motion Carries. 
 
GM Items 

• Policies (attached) 
o 1400.06.01 ‐ General Cashiering Guidelines 

Motion by DDA member Marilyn Rogers to approve policy as presented.  Seconded by DDA Secretary Larry Ramsey.  
Vote:  JB: yes; LR: Yes; RM: absent; MR: yes (3 yes, 0 no, 0 abstaining, 1 absent, 1 vacant) Motion Carries. 
 

o 1400.55.01 ‐ Remote Deposit  ‐ Checks 
Motion by DDA Secretary Larry Ramsey to approve policy as presented.  Seconded by DDA Member Marilyn Rogers.  
Vote:  JB: yes; LR: Yes; RM: absent; MR: yes (3 yes, 0 no, 0 abstaining, 1 absent, 1 vacant) Motion Carries. 
 

o 6320.02.01 – Files and Records Management 
Motion by DDA Secretary Larry Ramsey to approve policy as presented.  Seconded by DDA Member Marilyn Rogers.  
Vote:  JB: yes; LR: Yes; RM: absent; MR: yes (3 yes, 0 no, 0 abstaining, 1 absent, 1 vacant) Motion Carries. 

 
o 6320.04.01 – Bank Transfers 

Motion by DDA member Marilyn Rogers to approve policy as presented.  Seconded by DDA Secretary Larry Ramsey.  
Vote:  JB: yes; LR: Yes; RM: absent; MR: yes (3 yes, 0 no, 0 abstaining, 1 absent, 1 vacant) Motion Carries. 
 

o 1400.63.01 ‐ Patron disputes – ATMs 
Motion by DDA member Marilyn Rogers to approve policy as presented.  Seconded by DDA Secretary Larry Ramsey.  
Vote:  JB: yes; LR: Yes; RM: absent; MR: yes (3 yes, 0 no, 0 abstaining, 1 absent, 1 vacant) Motion Carries. 

 
o 1400.65.01 ‐ Patron Disputes – TRU Machines 

Motion by DDA member Marilyn Rogers to approve policy as presented.  Seconded by DDA Secretary Larry Ramsey.  
Vote:  JB: yes; LR: Yes; RM: absent; MR: yes (3 yes, 0 no, 0 abstaining, 1 absent, 1 vacant) Motion Carries. 

 
o 1400.03.01 – cage Cashier Drawer Placement and Design 

Motion by DDA Secretary Larry Ramsey to approve policy as presented.  Seconded by DDA Member Marilyn Rogers.  
Vote:  JB: yes; LR: Yes; RM: absent; MR: yes (3 yes, 0 no, 0 abstaining, 1 absent, 1 vacant) Motion Carries. 

 
o 1400.52.01 – Chip Handling and Chip Payouts 

Motion by DDA member Marilyn Rogers to approve policy as presented.  Seconded by DDA Secretary Larry Ramsey.  
Vote:  JB: yes; LR: Yes; RM: absent; MR: yes (3 yes, 0 no, 0 abstaining, 1 absent, 1 vacant) Motion Carries. 

 
o 1400.51.01 – Pre‐Made Cashier Banks in the Main Bank 

Motion by DDA Secretary Larry Ramsey to approve policy as presented.  Seconded by DDA Member Marilyn Rogers.  
Vote:  JB: yes; LR: Yes; RM: absent; MR: yes (3 yes, 0 no, 0 abstaining, 1 absent, 1 vacant) Motion Carries. 

 
 
 
 



o 1200.31.01 – Lucky Coin Mystery  Promotional Prize policy 
Motion by DDA member Marilyn Rogers to approve policy as presented.  Seconded by DDA Secretary Larry Ramsey.  
Vote:  JB: yes; LR: Yes; RM: absent; MR: yes (3 yes, 0 no, 0 abstaining, 1 absent, 1 vacant) Motion Carries. 

 
o 1200.32.01 – Lucky Coin Promotional Prize Winner Jackpot 

Motion by DDA Secretary Larry Ramsey to approve policy as presented.  Seconded by DDA Member Marilyn Rogers.  
Vote:  JB: yes; LR: Yes; RM: absent; MR: yes (3 yes, 0 no, 0 abstaining, 1 absent, 1 vacant) Motion Carries. 

 
o 6310.08.01 – EGM Audit Procedures 

Motion by DDA member Marilyn Rogers to approve policy as presented.  Seconded by DDA Secretary Larry Ramsey.  
Vote:  JB: yes; LR: Yes; RM: absent; MR: yes (3 yes, 0 no, 0 abstaining, 1 absent, 1 vacant) Motion Carries. 

 
o 1400.44.01 ‐  Issuing Casino Outlet Floats Through Main Bank 

Motion by DDA Secretary Larry Ramsey to approve policy as presented.  Seconded by DDA Member Marilyn Rogers.  
Vote:  JB: yes; LR: Yes; RM: absent; MR: yes (3 yes, 0 no, 0 abstaining, 1 absent, 1 vacant) Motion Carries. 

 
o 1200.18.01 ‐  Machine Access Listing 

Motion by DDA Secretary Larry Ramsey to approve policy as presented.  Seconded by DDA Member Marilyn Rogers.  
Vote:  JB: yes; LR: Yes; RM: absent; MR: yes (3 yes, 0 no, 0 abstaining, 1 absent, 1 vacant) Motion Carries. 

 
o 1400.31.01 – Table Fills 

Motion by DDA member Marilyn Rogers to approve policy as presented.  Seconded by DDA Secretary Larry Ramsey.  
Vote:  JB: yes; LR: Yes; RM: absent; MR: yes (3 yes, 0 no, 0 abstaining, 1 absent, 1 vacant) Motion Carries. 

 
o 1400.64.01 – Toke Procedures for Poker Dealers 

Motion by DDA member Marilyn Rogers to approve policy as presented.  Seconded by DDA Secretary Larry Ramsey.  
Vote:  JB: yes; LR: Yes; RM: absent; MR: yes (3 yes, 0 no, 0 abstaining, 1 absent, 1 vacant) Motion Carries. 

 
o 1400.53.01 – Void Table fills and credits 

Motion by DDA Secretary Larry Ramsey to approve policy as presented.  Seconded by DDA Member Marilyn Rogers.  
Vote:  JB: yes; LR: Yes; RM: absent; MR: yes (3 yes, 0 no, 0 abstaining, 1 absent, 1 vacant) Motion Carries. 

 
o 1400.32.01 – Table Credits 

Motion by DDA member Marilyn Rogers to approve policy as presented.  Seconded by DDA Secretary Larry Ramsey.  
Vote:  JB: yes; LR: Yes; RM: absent; MR: yes (3 yes, 0 no, 0 abstaining, 1 absent, 1 vacant) Motion Carries. 

 
o 1400.12.01 – Currency Payouts 

Motion by DDA Secretary Larry Ramsey to approve policy as presented.  Seconded by DDA Member Marilyn Rogers.  
Vote:  JB: yes; LR: Yes; RM: absent; MR: yes (3 yes, 0 no, 0 abstaining, 1 absent, 1 vacant) Motion Carries. 

 
o 1400.25.01 – Counterfeit Bill Processing 

Motion by DDA member Marilyn Rogers to approve policy as presented.  Seconded by DDA Secretary Larry Ramsey.  
Vote:  JB: yes; LR: Yes; RM: absent; MR: yes (3 yes, 0 no, 0 abstaining, 1 absent, 1 vacant) Motion Carries. 
 

• Eggheart will be in next week to start the Audit 
• IBC/First State Bank 

o Conference call with Steve Ward 
o Steve Ward will have final comments on the term sheet today 
o Steve will contact IBC after that to review 
o FSB – Docs are back dated to April and extend the notes to June 9 & June 18 

 5.1 of ASARCO collateral for land 
 400K of ASARCO collateral  ‐ Eagle Creek 
 Put money in CD  

o General discussion  
 Will require final approval from BC 

• Vogal Property 
o MoDOT restrictions keeps land from being used (strip next to highway) 
o John will talk to Vogal 
o Possibly continue 11 acre purchase, but only after the title can be cleared 

 



• Bus Marketing 
o Steve meets with Joe and Dave every two weeks 
o Interviewing coordinators this week 

• Tribal Dinner 
o Discussion of incidents at the Tribal dinner 
o HR has made recommendations for discipline for the three Tribal members involved 

• Table Tops in Suites 
o Put glass on wooden table tops on 11 & 12 
o Cost approx $4000 
o Consensus of the DDA to proceed 

 
 

 Adjourn 12:36 pm 
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DCR Compliance – ITEM Tracking                                                                Date 
Issue Date 4/29/2010 
QTGA Submission 06/03/2009 
QTGA Return 12/02/2009 
Compliance Review 02/23/2010 
QTGA Submission 02/25/2010 
QTGA Return 03/25/2010 
Compliance Review 03/30/2010 
QTGA Submission 04/01/2010 
QTGA Return 4/12/2010 
Compliance Review 4/16/2010 
QTGA Submission 4/22/2010 
GM Approval 4/20/2010 
QTGA Final Approval 4/29/2010 
DDA Final Approval Pending 
 
 

POLICY 
 
1. To provide for transfers between bank accounts through on-line access.  Bank transfers 
should be treated with special care and accuracy to prevent loss to the Downstream Casino 
Resort (DCR).  
 
2. The purpose of this policy is to explain the steps necessary to ensure proper procedures 
are followed when processing bank transfer requests.  
 
3. This procedure applies to all transfers between bank accounts.  
 
 

RESPONSIBILITIES 
 

1. General Manager, CFO, Accounting Manager or Director of Finance is responsible for 
approving all outgoing bank transfer requests. 
 
2. Senior Accountant is responsible for initiating all bank transfers. 
 
 

Bank Transfers 

PROCEDURE 
 

BANK TRANSFERS 
 
1. Bank transfers are processed at DCR for the following: 

Policy No:   
6320.04.01 

Issue Date:  
4/29/2010 

PURPOSE:  Establish procedures for bank transfers. 
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a. Transfer of funds from the accounts payable account to the benefits account.  

The transfer is processed monthly based on an estimated total of benefit claims.  
The purpose of the transfer is to assure the benefits account will have enough 
funds to cover insurance benefit claims.   

 
b. Transfer of funds from the benefits account to the claims account.  These 

transfers are done weekly and are based on actual claims submitted by the 
insurance company to cover insurance benefit claims. 

 
2. Transfer requests must be made on a Bank Transfer Form (pg. 4).  The form requires the 
following: 
 
 a. Date 
 
 b. Bank account the transfer is drawn on (Payer) 
 
 c. Bank account the transfer is to be deposited in (Payee) 
 
 d. Amount of the transfer 
 
 e. Reason for the transfer 
 
 f. Required signatures and badge numbers 
 
3. The individuals authorized to approve the bank transfers are: 
 

a. General Manager 
 
b. CFO 
 
c. Director of Finance 
 
d. Accounting Manager 
 
If the bank transfer is less than $20,000, only one signature is required.  Two signatures 
are required for bank transfers over $20,000.  The authorized signers shall include their 
Badge number with signature.  

 
4. The Senior Accountant shall have an authorized approval signature on the Bank Transfer 
Form prior to initiating the bank transfer.   
 
5. The Senior Accountant is responsible for initiating the bank transfer on-line.  Once the 
transfer is initiated, the Staff Accountant will email the authorized approvers and have one of 
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them provide their approval in the on-line transfer request, as well as on the hardcopy Bank 
Transfer Form.   
 
6. Once the transfer is complete, a staff accountant shall transfer the journal entry into the 
general ledger. 
 
7. The Casino utilizes a sweep account that will transfer amounts out of DCR’s general 
operating account automatically to cover other accounts as needed daily.  The general 
operating account is covered by a sweep from the deposit account.  All remaining funds in the 
deposit account sweep daily to an overnight investment account and will automatically transfer 
money back the next day.  Due to the automatic nature of these transactions, no transfer form 
will be required.  
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Cage Cashier Drawer Placement and 
Design 

Policy No:   
1400.03.01 

Issue Date:  
4/29/2010 

PURPOSE: To establish policies and procedures for the correct placement of the Cage 
Cashier Window Bank Drawer and Currency placement. 

 
DCR Compliance – ITEM Tracking                                                                    Date 
Issue Date 4/29/2010 
Compliance Review 4/22/2009 
QTGA Submission 7/15/2009 
QTGA Return 11/6/2009 
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 Final Approval 4/29/2010 
GM Approval 4/14/2010 
DDA Final Approval 5/14/2010 
 
 

POLICY 
 
All Cash drawers in the Cage are set up to ensure proper payouts and Surveillance coverage.  A 
Cage Team Member must never change the drawer set up.  Both left handed Team Members 
and right handed Team Members must follow the same drawer set up. 
 
 

1. All Currency is verified before it is placed in the cash drawer.  The verified cash is kept in the 
top drawer and is set up from left to right beginning with the loose hundreds, loose twenties, 
loose tens, loose fives, and loose ones.  

PROCEDURE 
 

 
2. The fifties are clipped together and kept to the side in a clear container.  All torn or mutilated 

money is also clipped together and placed in the clear container.  All monetary instruments 
are organized by item and paper clipped and held in the clear box in the top drawer.  These 
monetary instruments may include: 

 
a.    Coupons 

 
b. Gift Card sold receipts 

 
c.    Gift Card redeemed receipts 

 
d. Global personal checks 
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e. Global E-Check receipts 

 
f.    Global Cash Advances on Credit Cards 

 
g.    EZ-Pay tickets 

 
3. The Verified bundles of currency are placed in the back of the drawer by denomination left to 

right beginning with the hundreds, twenties, tens, fives and ones. 
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CHIP HANDLING AND CHIP PAYOUTS Policy No:   
1400.52.01 

Issue Date:  
4/29/2010 

PURPOSE: To establish policy and procedures for chip handling and chip payouts in the Cage 
area.       
 
DCR Compliance – ITEM Tracking                                                                Date 
Issue Date 4/29/2010 
Compliance Review 3/15/2010 
QTGA Submission 3/25/2010 
QTGA Return 4/8/2010 
Compliance Review 4/15/2010 
QTGA Submission 4/22/2010 
QTGA Final Approval 4/29/2010 
GM Approval 4/16/2010 
DDA Final Approval 5/14/2010 
 
 

POLICY 
 
1. The Casino Cage Front Line windows and the Casino Poker Cage will exchange chips for 
currency.  The Casino Poker Cage will also sell chips for currency. 
 
2. The procedures for chips exchanged for currency, chip cutting (breakdown of chips in a 
specified manner for surveillance cameras) and payout procedures are as follows: 
 
 a. When sorting and cutting the chips, always start with the largest denomination and 
  work down to the smallest, moving from left to right. (Left-handed Cashiers must also 
  move from left to right.) 
 
 b. Chips are stacked by cutting small stacks and then bringing them up to a barrel.  There 
  are 20 chips of the same denomination to a barrel. 
 
  i. $1000 chips are stacked five high for $5,000 and a barrel is worth $20,000. 
 
  ii. $500 chips are stacked four high for $2000 and a barrel is worth $10,000. 
 
  iii. $100 chips are stacked five high for $500 and a barrel is worth $2000. 
 
  iv. $25 chips are stacked four high for $100 and a barrel is worth $500. 
 
  v. $5 chips are stacked five high for $25 and a barrel is worth $100. 
 
  vi. $3 chips are stacked five high for $15 and a barrel is worth $60. 
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  vii. $1 chips are stacked 5 high for $5 and a barrel is worth $20. 
 

c. When the Cage Cashier arrives at a total, the Cage Cashier will, in a clear voice, 
verbalize that total to the patron.  If the patron has any doubt as to the accuracy of the 
total, the Cage Cashier will re-cut the chips and verbalize the total of each barrel and 
stack.  If the Cage Cashier is in doubt as to the total, the Cage Cashier will call a Cage 
Supervisor and ask the Cage Supervisor to verify the transaction. 

 
 d. All cash outs of $500 or greater require a Cage Supervisor or higher to verify. 
 
 e. All monies will be counted three times before payout – once from the drawer, once in 
  the hand, and once during the payout process. 
 

f. The Cage Cashier will pull the cash from the drawer starting with the largest bills, 
working down to the smallest (left to right) (Left handed cashiers will also work from 
left to right).  The Cage Cashier will use the least number of bills as possible and 
recount silently to herself or himself before the payout.  

 
g. Before payout, the Cage Cashier will look again at the chips to ensure accuracy, 

verbalize the total to be paid to the patron, count the currency while in the hand, then 
count the currency out loud to the patron, placing it on the counter.  The Cage Cashier 
will “fan” the currency from left to right in order for the Surveillance camera to verify 
that the payout is correct. 

 
 h. If the payout involves a full strap, the strap will be counted to the patron as follows: 
 

i. Fan $100 bills on the counter in $1000 increments (10) bills.  Counting 1-2-3-4-
5-6-7-8-9-1000.  Then push the bills to one neat stack, drop down about two 
inches and begin again, counting 11-12-13-14-15-16-17-18-19-2000, etc.  
Proceed with the next stack of bills.  At $5000, the Cashier will scoop the 
$5000 and make one neat stack and begin with the next stack. 

 
i. If a new denomination is part of the count out, drop down about two inches and count 

the new denomination out in this manner. 
 

j. All currency payouts will be from hand to counter.  A Cage Cashier shall never pay 
directly into the hands of the patron. 

 
k. The verification from a Cage Shift Supervisor and/or Surveillance will be required as 

follows on all transactions that require a cash payout in the following amounts: 
 
  i. $500 – $4999 Supervisor. 
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  ii. $5000 and above – Supervisor and Surveillance. 
 
 l. It is the Cage Supervisor’s responsibility to call Surveillance to make them aware of the 
  payout. 
 

m. Verification means that the Cage Cashier has a pre-determined payout and a Cage 
Supervisor will verbalize their total without any prior knowledge as to what the Cage 
Cashier’s pre-determined amount is.  When both parties agree, the payout may 
proceed.  If there is a disagreement, both parties must always recount the chips. 

 
n. The Cage Supervisor making the verification must stay and watch the payout process 

to ensure that the payout is correct.  Each party will be held accountable in the event 
of an incorrect payout. 

 
 o. If the payout is incorrect and the patron is paid incorrectly, both parties will split the 
  variance and the disciplinary actions will be the same for both. 
 
 p. All cash outs of $3000 or greater (both single cash outs and aggregated cash outs) 
  must be logged on the MTL log (Multiple Transaction Log). (Policy #1400.23.01) 
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COUNTERFIET BILL PROCESSING Policy No:   
1400.25.01 

Issue Date:  
5/13/2010 

PURPOSE: To establish policies and procedures for processing of currency suspected or 
confirmed to be counterfeit. 
 
DCR Compliance – ITEM Tracking                                                        Date 
Issue Date 5/13/2010 
Compliance Review 2/1/2009 
QTGA Submission 7/8/2009 
QTGA Return to Compliance 11/6/2009 
Compliance Review 11/20/2009 
QTGA Submission 11/25/2009 
QTGA Return 12/17/2009 
Compliance Review 3/23/2010 
QTGA Submission 4/1/2010 
QTGA Return 4/12/2010 
Compliance Review 4/19/2010 
QTGA Submission 4/22/2010 
QTGA Return 4/29/2010 
Compliance Review 4/30/2010 
QTGA Submission 5/6/2010 
QTGA Final Approval 5/13/2010 
GM Approval 4/30/2010 
DDA Final Approval 5/14/2010 
 
 

1. Upon receipt of currency that is suspected to be counterfeit, the Cage Cashier shall 
immediately notify a Cage Supervisor or above.   

POLICY: 
 

 
2. Currency will be defined as: 

 
a. Cash – Secret Service has jurisdiction over 
 
b. Coin – Secret Service has jurisdiction over 
 
c. Checks – Local law enforcement  has jurisdiction over 
 
d. Travelers Checks – Local law enforcement has jurisdiction over 

 
3. A Cage Supervisor shall then examine the currency and make a determination as to 

the authenticity of the currency.  The Cage Supervisor may employ common 



Page 2 of 8 
 

methods, such as a currency detector authenticator to identify counterfeit currency.  
During the examination, the examiner shall take every precaution not to destroy any 
remaining evidentiary value the currency may still have, such as fingerprints.  

 

The 
currency should only be handled using some type of glove or gripping device.  

4. Upon determining the currency is counterfeit, a Cage Supervisor shall immediately 
notify Security and a Quapaw Tribal Gaming Agency (QTGA) Compliance Agent.  
 

5. A Cage Supervisor shall begin an investigation as to the source of the counterfeit 
currency.  Was the counterfeit bill found in the Cashier’s bankroll or was the bill 
presented by a patron?  

 
6. A Cage Supervisor shall notify the Surveillance Department to assist in determining 

the source of the counterfeit currency, if necessary. 
 
 

1. A Cage Supervisor shall complete a Counterfeit Note Report Form (pg. 6), identifying 
the following: 

PROCEDURE FOR A COUNTERFEIT BILL FOUND IN THE CASHIER’S BANKROLL 
 

 
a. Date & Time of receipt 

 
b. Amount 
 
c. Source of counterfeit currency 

 
i. Cage Cashier 

 
ii. Electronic Gaming Attendant 
 
iii. Table Games Drop 

 
iv. Covered Games Drop 

 
v. TRU/AJM 

 
vi. Other – need a description 

 
vii. Signature of Security Supervisor and badge number 

 
viii. Signature of Cage Supervisor and badge number 
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2. A Cage Supervisor shall then place the counterfeit currency into a tamper proof 
evidence bag along with the form and contact Security Dispatch to pick up the 
evidence bag.  

 
3. The Security Officer shall take possession of the sealed tamper proof evidence bag, 

log bag into evidence and place in an envelope and send to the Secret Service via 
certified mail with return receipt request. 

 
4. The Security Officer shall enclose with the counterfeit currency a letter instructing 

the Secret Service that if they determine the currency is not counterfeit, to return 
the funds to the Director of Finance. 

 
5. If the currency was part of the main bank inventory, a Cage Supervisor shall 

complete a “Paid Out” (pg. 7) Form which contains the following: 
 

a. Date 
 

b. Time 
 

c. Shift 
 

d. Denomination of Currency 
 

e. Amount  
 

f. Total Amount 
 

g. Reason for the Paid Out 
 

h. Signature and badge number of Cage Supervisor 
 

i. Signature and badge number of Investigating Security Officer 
 
6. The Main Banker shall attach the Counterfeit Note Report Form to the Paid Out 

Form (as back up for the paid out) and use the Paid Out Form as an accountability 
item for the purposes of balancing their shift.   

 
7. The Paid Out Form shall be forwarded with all other shift paperwork to the Income 

Audit Department at the end of shift. 
 
8. The Income Audit Department shall log the dollar value from the Paid Out Form on 

the Main Bank Summary for reconciliation purposes.   
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9. Upon receipt of currency from the Secret Service that is determined not be 
Counterfeit, the Director of Finance shall immediately take the funds to the Cage for 
deposit. 

 
10. The Main Bank Cashier shall complete a Paid In Form (pg. 7) to bring the currency 

back into the bank accountability. 
 
11. The paperwork shall be forwarded to Income Audit for processing. 
 
 

1. A Cage Supervisor shall examine the currency and make a determination as to the 
authenticity of the currency.  A Cage Supervisor may employ common methods, 
such as a currency detector authenticator to identify counterfeit currency. 

PROCEDURE FOR A COUNTERFEIT BILL RECEIVED FROM A PATRON 
 

 
2. Upon determining the currency is counterfeit, A Cage Supervisor shall immediately 

notify Security and a QTGA Compliance Agent.  A Cage Supervisor shall begin an 
investigation as to the source of the counterfeit currency.  A Cage Supervisor, the 
Security Investigating Officer and QTGA will take the patron to the investigating area 
of the casino and complete an investigation. 

 
3. A Cage Supervisor will notify the Surveillance Department to assist in determining 

the source of the counterfeit currency, if necessary. 
 
4. The Counterfeit Bill is taken into possession of the Casino Cage.  The patron is 

instructed that if the bill is determined by the Secret Service as an authentic bill that 
the Casino will mail the currency back via a check. 

 
5. A Cage Supervisor shall complete a Counterfeit Note Report Form (pg. 6), identifying 

the following: 
 

a. Date & Time of receipt 
 

b. Amount 
 

c. Source of counterfeit currency 
 

d. Cage Cashier 
 

e. Electronic Gaming Machine Attendant 
 

f. Table Games Drop 
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g. Covered Games Drop 
 

h. TRU/AJM 
 

i. Other – need a description 
 

j. Signature of Security Supervisor and badge number 
 

k. Signature of Cage Supervisor and badge number 
 
6. The Cage Supervisor shall then place the Counterfeit currency into a tamper proof 

evidence bag along with the original copy of the Counterfeit Note Report Form and 
provide to the Security Supervisor.  

 
a. Date 

 
b. Time 

 
c. Shift 

 
d. Denomination of Currency 

 
e. Amount  

 
f. Total Amount 

 
g. Reason for the Paid Out 

 
h. Signature and badge number of Cage Supervisor 

 
i. Signature and badge number of Investigating Security Officer 

 
7. The Security Supervisor shall provide the tamper proof evidence bag, along with the 

Counterfeit Note Report Form directly to the Security Administrator if he/she is in 
the office. 
   

8. If the Security Administrator is not in the office, the Security Supervisor shall place 
the tamper proof evidence bag, along with the original copy of the Counterfeit Note 
Report Form in the valuables box so it can remain locked up until the Security 
Administrator returns to the office.  The Security Supervisor shall then notify the 
Security Administrator via email that a counterfeit bill has been reported and shall 
be mailed to the Secret Service.   
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9. The Security Administrator shall notify Surveillance that the Security Supervisor is 
getting the tamper proof evidence bag, along with the original copy of the 
Counterfeit Note Report Form out of the valuables box.   
 

10. The Security Administrator shall make a photocopy of the counterfeit bill, 
Counterfeit Note Report Form and the Security Officer’s report and place in a file in 
the Security Office.  
 

11. The Security Administrator shall seal the envelope and address it to the Secret 
Service.  The envelope shall be sent certified with return receipt requested. 
 

12. The Security Administrator shall provide the QTGA and DCR Compliance 
Department, a copy of the return receipt certificate and keep a copy for the Security 
file.   
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Example of a Paid In and Paid Out Form used for Counterfeit bills.
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Currency Payouts Policy No:   
1400.12.01 

Issue Date:  
5/13/2010 

PURPOSE: To establish policies and procedures for paying out Currency at the Cage Cashier 
window. 
 
DCR Compliance – ITEM Tracking                         Date 
Issue Date 5/13/2010 
Compliance Review 2/1/2009  
QTGA Submission 7/15/2009 
QTGA Return 11/6/2009 
Compliance Review 3/22/2010 
QTGA Submission 4/1/2010 
QTGA Return 4/12/2010 
Compliance Review 4/19/2010 
QTGA Submission 4/22/2010 
QTGA Return 4/29/2010 
Compliance Review 5/3/2010 
QTGA Submission 5/6/2010 
QTGA Final Approval 5/13/2010 
GM Approval 5/4/2010 
DDA Final Approval 5/14/2010 
 
 

POLICY 
 
All Cage Cashiers and above shall count and verify all currency before placing it into a 
window.  Verified currency will be paid out of a Cage Window in a certain way in order 
to ensure consistency and for Surveillance review. 
 
 

1. All Currency is verified before it is placed in the cash drawer.  The verified cash is 
kept in the top drawer and is set up from left to right beginning with the loose 
hundreds, loose twenties, loose tens, loose fives, and loose ones.  

PROCEDURE 
 

 
2. The fifties are clipped together and kept to the side in a clear container.  All torn or 

mutilated money is also clipped together and placed in the clear container.    
 
3. The verified bundles of currency are placed in the back of the drawer by 

denomination left to right beginning with the hundreds, twenties, tens, fives and 
ones. 
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4. The Currency Payout procedure is as follows: 
 

a. Place the redeemable item in the designated, marked off area on the Cage 
Window. 

 
b. Determine the amount of the payout. 

 
c. Verbalize the amount to the patron. 

 
d. All currency leaving the Cage Cashier’s drawer will be counted three (3) 

times.  Once as the Cashier pulls it from the drawer, once in the hand of the 
Cashier and once while paying the patron. 
 

e. Pull the currency from the cash drawer, starting with the highest bills, 
working down to the smallest (counting silently to self). 

 
f. Use the least amount of bills as possible (unless instructed otherwise by the 

patron). 
 

g. Count the currency again before payout.  All bills are paid out face up.  (The 
direction of the head on the bill does not matter.) 

 
h. Look again at the item being cashed out to ensure the count is accurate. 

 
i. Repeat the amount to the patron. 

 
j. Verbally, count out loud, to the patron.  (Example: 1,2,3,4,5,6,7,8,9,1000-

1100,12,13,14,15,16,17,18,19,2000-2100 etc.  $1900 is 1900 not one 
thousand nine hundred dollars.) 

 
k. Fan the bills from left to right and lay out as follows: 

 
i. Hundreds ($100) from left to right and stack in piles of $1000 (If the 

payout is more than a $1000 in hundreds, at the end of each $1000 in 
bills, stack that row, drop down an inch and begin counting out your 
next $1000 in bills.)  

 
ii. At $5000 the piles are combined to make one neat stack and begin 

with the next group. (Example if there is $10,000 counted out, at the 
end, the Cashier will have two stacks at $5000 each.) 

 
iii. Drop down another inch and begin counting the twenties or next 

denomination of bills. 
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iv. All other bills are counted in the same manner. 
 

l. Full straps should always be counted out to a Patron, unless instructed 
differently by a Cage Supervisor. 

 
m. Always pay on the counter in front of the Patron.  

 
n. Never place currency directly in the hands of the Patron. 

 
o. Never pay over the top of chips, EZ-Pay tickets, checks, etc.  Place these 

items in the marker area on the counter. 
 

p. If redeeming multiple EZ-Pay tickets, hand count the number of tickets and 
compare this to the number in the computer system. 

 
q. If the Patron leaves the window, stop counting and begin the count again 

after the Patron returns. 
 

r. If the Cashier becomes confused while counting the currency, the Cashier is 
to stop, pull the currency back and begin the count out process again. 

 
s. Cash payouts for Front Line Cashiers of $500 up to $999.99 require a double 

verification by another Cashier or Supervisor. 
 

t. Cash payouts for Front Line Cashiers of $1000 up to $4999.99 require 
Supervisor verification. 

 
u. Cash payouts for High Limit Windows require a Supervisor verification at 

$3000 or greater. 
 

v. Cash payouts of $5000 and greater (regardless of the area worked) require a 
Supervisor verification and Surveillance notification. 

 
w. Cash payouts of $3000 and greater are logged on the Multiple Transaction 

Log.  (See policy #1400.23.01, Multiple Transaction Log) 
 

x. Cash payouts involving checks are logged on the Multiple Transaction Log 
and the Negotiable Instrument Log (pg. 4)(See policy #1400.24.01, 
Negotiable Instrument Log) along with a copy of the Patron’s Driver’s License 
and a copy of the check. 

 
y. Cash payouts of $10,000.01, either single or accumulative, require a copy of 

the Patron’s Driver’s License, copy of Social Security card or W-9 completed 
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and the completion of a Currency Transaction Report (See policy 1400.22.01, 
Currency Reporting for Casinos). 

 
z. All Cash In transactions are treated in the same manner for Title 31 purposes.  

(See policy #1400.26.01, Title 31 Compliance with Cage Procedures) 
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Lucky Coin Promotional Prize Winner Jackpot  Policy No:   
1200.32.01 

Issue Date:  
4/30/2010 
 

PURPOSE: To establish a policy for processing a Lucky Coin Jackpot where a patron wins a 
promotional prize.       
 
DCR Compliance – ITEM Tracking                                                        Date 
Issue Date 4/30/2010 
Compliance Review 3/29/2010 
QTGA Submission 4/1/2010 
QTGA Return 4/22/2010 
Compliance Review 4/26/2010 
QTGA Submission 4/26/2010 
QTGA Final Approval 4/30/2010 
GM Approval 4/26/2010 
DDA Final Approval 5/14/2010 
 
 

1. It is the policy of the Downstream Casino Resort (DCR) to mandate that EGM (Electronic Gaming 
Machine) Team Members utilize and properly follow the procedures for Jackpot Payouts of a 
promotional prize. 

POLICY 
 

 
 

1. When arriving at an EGM, the EGM Attendant or above will look to see the Lucky Coin Controller 
notification of a promotional prize win. 

PROCESSING JACKPOTS 
 

 
2. The EGM Attendant shall verify the win as the top prize.  The EGM Attendant will request for an 

EGM Shift Manager to verify the jackpot prior to the EGM Attendant processing the win in the 
system. 

 
3. The EGM Attendant or above will insert their attendant card in the card slot and perform the 

following using the keypad on the screen: 
 

a. Enter their personal system user PIN (4 digit code) and push enter. 
 

b. A menu option should appear.  Press 1 for jackpot.  It should then state that win amount is 
available at FJP (Fill Jackpot) Station.  Press enter. 

 
c. Wait until the screen says remove card and remove the system card. 

 
d. Verify the screen says “Awaiting Attendant Return”. 
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4. Where a promotional prize is displayed as the top Jackpot prize, the patron shall be issued a 

Promotional Prize Voucher (pg. 7) as a receipt for the prize.  No later than the next business day, a 
marketing representative will contact the jackpot winner and provide details on collecting the 
prize.  The Promotional Prize Voucher will include the following information: 

 
a. Name of prize 

 
b. Date/Time 

 
c. Name of Patron 

 
d. Value of prize (both alpha and numeric) 

 
e. Signature and badge number of preparer 

 
f. Signature and badge number of verifier(s) 

 
5. The EGM Attendant and EGM Shift Manager shall proceed to the FJP Station at the Main Banker 

to prepare the jackpot ticket and taxable forms.  The taxable forms cannot be issued to the patron 
without the EGM Shift Manager present. 

 
6. Prior to processing the jackpot in the system, an EGM Attendant must fill out the manual Jackpot 

Log (pg.16) located at the FJP.  The EGM Attendant shall indicate on the Jackpot Log that the 
jackpot is a Lucky Coin Promotion win.  

 
7. The EGM Attendant shall complete a pre-numbered Jackpot Request Form (pg. 8) including the 

following information: 
 

a. Type of payout (Lucky Coin) 
 

b. Date/Time 
 

c. Shift 
 

d. Denomination of EGM  
 

e. EGM, asset number, and location 
 

f. Amount of payout (both alpha and numeric) 
 

g. Signature and badge number of preparer  
 

h. Signature and badge number of verifier(s) 
 

i. Coin(s) played 
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j. Line(s) played 

 
k. Game Outcome (Winning Reel Combination including reel symbols, card values, suits) as  

applicable 
 
l. Lucky Coin Promotional Win (as applicable) 

 
8. Verify that the government issued photo identification provided by the winning Patron is valid by 

inspecting the following: 
 

a. It is current (the expiration date has not passed). 
 

b. When a social security card is provided, the name on the Social Security card matches the 
identification provided.  

 
9. The EGM Attendant must contact an EGM Shift Manager or above immediately if the ID provided 

by a winning Patron has the following issues: 
 

a. An expired date 
 
b. Appears invalid 
 
c. Appears fake  
 
d. Possibly for the wrong person 
 
e. Inconsistent with standards outlined in the Downstream Casino Resort Anti-Money 

Laundering and IRS Reporting Guide (See policy #6320.10.01) 
 
10. When a social security card is not provided, a W-9 (pg. 18-21) Form must be completed.  The W-9 

Form is located on the reverse side of the Jackpot Request form: 
 

a. Social security number 
 

b. Their name (last, first, middle) 
 

c. Correct address (no PO boxes allowed) 
 

d. Signature of Patron 
 

e. Current date  
 
11. By signing the W-9 Form, the winning Patron is attesting that the social security number and 

included information is correct.  The W-9 substitutes as the second form of identification required 
to alleviate taxation on a jackpot win.   
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12. When a Foreign ID, such as an Alien Registration or Green Card, is presented, the EGM Attendant 

must call an EGM Shift Manager.  The EGM Shift Manager will explain to the Patron that a 1042-S 
(pg. 9-15) will be required and 30% mandatory withholdings must be deducted from the value of 
the promotional prize.  The EGM Shift Manager will then fill out the 1042-S.  The 1042-S is only to 
be used if a foreign ID is given. 

 
13. Swipe your system ID card to access the On-Line Accounting System (IGT Advantage).  Enter your 

password. 
 
14. While logged in the On-Line Accounting System (IGT Advantage), the Jackpot will show up on the 

first screen.  Click on Jackpot. 
 
15. Input the following Patron information for the W2G processing: 
 

a. Name; 
 

b. Address; 
 

c. Social Security number; 
 

d. Government issued ID number and expiration; and 
 

e. Tax withholding amount if applicable. 
 
16. After completing the W2G data click “print”.  The W2G (pg. 17) will print at the Cage cashier 

window.  
 
17. Return the Patron’s ID, Social Security card (if applicable) and a copy of the W2G to the winning 

Patron.  Have the Patron sign and date the audit copy of the W2G.  
 
18. Remove EGM attendant card. 
 
19. Verify all documents are complete prior to leaving the winning Patron.  Proceed to the FJP room.  

Staple the completed documents together and place them in the clear Income Audit box next to 
the EGM workstations. 

 
20. The EGM Shift Manager will forward the jackpot winner’s contact information to the Special 

Events/Promo Supervisor (SES) or above.  The SES will contact the winner by the end of the next 
business day with the details on claiming the promotional prize.  (See Promotional Prize Payout – 
Material Prize, Policy #6230.06.01) 

 
21. If a tip is given, place the tip in the tip box next to the EGM workstations. (See EGM – Tokes, 

Policy #1200.03.01) 
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1. In the event that the On-Line Accounting System (IGT Advantage) is inoperable, the Jackpot 
Request Form (pg. 10) will be utilized. 

SYSTEM OFFLINE (IGT INOPERABLE) 
 

 
2. Each series of System Offline Slips shall be a two-part serially pre-numbered form.  Blue ink ONLY 

will be used when completing the System Offline Slip.  All slips shall be distributed to the EGM 
staff on duty by the EGM Supervisor or above when the system is down and the decision to utilize 
the slips is made by the EGM Shift Manager.   

 
3. Complete a System Offline Form including the following information: 
 

a. Date/Time 
 

b. Shift 
 

c. Denomination of EGM  
 

d. EGM asset number and location 
 

e. Amount of payout (both alpha and numeric) 
 

f. Signature and badge number of preparer  
 

g. Signature and badge number of verifier 
 

h. Coin(s) played 
 

i. Line(s) played 
 

j. Game Outcome (Winning Reel Combination) if applicable 
 

k. Lucky Coin Promotional Win (if applicable) 
 
4. When the System Offline Slip is complete, the credits are cleared, and the EGM is ready to play, 

the original copy of the System Offline Slip will be issued to the Patron.  The System Offline Slip 
shall be redeemed by the Patron at the redemption cashier within 4 hours of the time of issuance. 

 
5. The verifier can be another EGM Attendant or above, casino hosts, players club reps, EGM 

technicians or a security department Team Member. 
 
6. The EGM Attendant will continue to service the machines that need the System Offline Slips in an 

expedient manner to provide the best guest service.  The EGM Attendant shall provide all 
department copies of the System Offline Slips to the EGM Shift Manager on duty at the FJP 
station in the Cage.  At the conclusion of the system offline, the EGM Shift Manager will prepare a 
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package for Income Audit Department which will include the tickets and a memo describing the 
system offline problem.  This package will be deposited in the Income Audit box, which will be 
accessible by the members of the Income Audit Department only or be hand delivered to the 
Income Audit Department. 

 
7. In the event the On-Line Accounting System (IGT Advantage) is verified to be offline, QTGA must 

be notified immediately by the EGM Shift Supervisor or above. 
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EGM  – MACHINE ACCESS LISTING Policy No:   
1200.18.01 

Issue Date:  
5/8/2009 
Revised Date: 
11/18/2009 

PURPOSE: To establish a policy for maintaining access listing by Team Member to gaming 
devices.   

 
DCR Compliance – ITEM Tracking                                                        Date 
Issue Date 5/8/2009 
QTGA Submission 6/3/2009 
QTGA Final Approval 6/3/2009 
Compliance Review & Revision to Final 11/18/2009 
QTGA Submission 11/25/2009 
QTGA Final Approval 5/10/2010 
GM Approval 5/12/2010 
DDA Final Approval 5/14/2010 
 

PERSONNEL MACHINE ACCESS LISTING 
 
1. The Director of the EGM (Electronic Gaming Machine) department shall be responsible for 
compiling and maintaining a current personnel EGM access listing (pg. 2).  This listing shall include 
Team Member Name, Badge Number and a listing of functions that the Team Member can perform.  
A copy of this listing shall be forwarded to QTGA quarterly and upon request. 
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EGM Lucky Coin- Mystery Promotional Prize 
Control Policy  

Policy No:   
1200.31.01 

Issue Date:  
4/30/2010 

PURPOSE: To establish a process for selection and implementation of Promotional Prizes for 
Lucky Coin Promotional Prize Mystery Win.  
 

DCR Compliance – ITEM Tracking                                                              Date 
Issue Date DRAFT 
Compliance Review 3/29/2010 
QTGA Submission 4/1/2010 
QTGA Return 4/22/2010 
Compliance Review 4/26/2010 
QTGA Submission 4/26/2010 
QTGA Final Approval 4/30/2010 
GM Approval 4/26/2010 
DDA Final Approval 5/14/2010 
 

 
POLICY 

 
Lucky Coin Mystery Promotional Prizes and Lucky Coin System Configurations selected for use with 
the Lucky Coin Promotional Prize linked games will be controlled and approved.  
 
 

1. The Electronic Gaming Machine (EGM) Director, Marketing Director, and Special Events 
Supervisor shall work together to propose the prizes selected for the Lucky Coin Promotional 
Prize Mystery Bank.   

PROCEDURES 
 
Promotional Prize Selection 
 

 
2. The EGM Director shall present the proposed prizes to the General Manager (GM) for approval.   
 
3. Once the GM approves the proposed prizes for the Mystery Bank, they are provided to the 

Downstream Casino Resort (DCR) Compliance Department for submittal to the Quapaw Tribal 
Gaming Agency (QTGA) for approval.  

 
 
Promotional Prize Value  
 
1. The EGM Director, with the approval of the GM, shall determine the promotional prize value for 

all prizes selected to be awarded in the Lucky Coin Promotional Prize Mystery Bank. 
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2. The Purchasing Department will research the proposed prizes and determine cost in terms of fair 
market value and report that value to the EGM Department.   

 
3. The fair market value will be used for tax purposes and jackpot reporting.  
 
Promotional Prize Submission 
 
1. As mentioned above, the proposed prizes approved by the GM shall be submitted to QTGA for 

approval prior to the prizes being eligible to be awarded in the Lucky Coin Mystery Jackpot.  The 
EGM Director shall compile a submission package and provide it to the DCR Compliance 
Department for review.  The submission package will contain the following for each prize: 

a. A promotion authorization submission (pg. 4), which details the fair market value and 
description of prize; 

b. A GMARA (pg. 5) requesting EGM moves (if applicable) for the purpose of removing and 
placing prizes on the platform. 

c. A Prize Configuration Form (pg. 6), which includes the data to configure the Lucky Coin 
System.  This form is prepared by the EGM Director. 

 

2. The DCR Compliance Department shall submit the submission package, provided by the EGM 
Director, to QTGA for approval.  The DCR Compliance Department shall ensure the EGM Director, 
DCR Compliance Department, and General Manager signatures are on the submission form prior 
to submitting to QTGA. 

 
Promotional Prize Configuration 

1. The Director of Electronic Gaming will provide the Director of Information Technology (IT) and/or 
Business Analyst, the settings for the reward. 

 
2. The DCR Compliance Officer will provide a copy of the approved Promotion Submission to the 

Director of IT and/or Business Analyst for verification of the settings of the reward. 
 
3. The configuration will be entered into the Lucky Coin Bonus Controller by one of the following 

Team Members.  On the Bonusing Server, the information will be entered into the Configuration 
Work Station, in the bonus pool. 

 
a. Director of IT 

 
b. Sr. Business Analyst 

 
c. Business Analyst 

 
d. Application Specialist 

 



Page 3 of 9 
 

4. The IT Team Member responsible for entering the Lucky Coin Settings will sign a copy of the 
approved Promotion Submission denoting the acceptance of the Lucky Coin Bonus Controller and 
provide to the Director of IT. 

 
5. The Director of IT will maintain a file of signed approvals which will be available to DCR 

Compliance Department, Internal Audit, or QTGA upon request. 
 
Promotional Prize Changes  
 
When a promotional prize is verified and awarded with a Promotional Prize Voucher (pg.7) (See Policy  
#1200.14.01, EGM – Promotional Prize Winner Jackpot for additional information), the EGM Shift  
Manager will do the following: 
 
1. Review the promotional prize timeline information and identify the next prize to be awarded.   

 
2. Place the appropriate “Now Playing For” banners around the platform. 

 
3. Contact an IT Team Member, if applicable, to conduct the configuration changes on the 

Advantage System.  Obtain the appropriate Prize Configuration Form if applicable.  The IT Team 
Member must confirm with the EGM Shift Manager the correct Prize Configuration Form.  If the 
prize value does not warrant a change in configuration, it is not necessary.  

 
a. IT does not need to be contacted if the value of the next prize does not warrant 

configuration changes, for example, the average jackpot configurations have the same 
parameters as the previous jackpot prize. 

 
4. Contact the on duty EGM Lead Slot Technician (If none available, the EGM Shift Manager will 

substitute) to witness the configuration changes if applicable. 
 
a. IT will change the Lucky Coin server configuration for the appropriate prize if applicable. 

 
 Promotional Prize Exchange 
 
1. The EGM Shift Manager shall notify the EGM Director, Marketing Director, GM, Special Events 

Supervisor, and DCR Compliance Department of the promotional prize win awarded. 
 
2. The Special Events Supervisor in Marketing will complete an Activity Request Form (pg. 8) 

requesting approval from QTGA for the exchange of the promotional prizes.  The Activity 
Request Form will include the date of the promotional prize exchange and EGM numbers that 
will be temporarily moved to allow for the removal of the previous promotional prize won and 
the installation of the next approved promotional prize. 

 
3. The Special Events Supervisor will provide the DCR Compliance Department the Activity Request 

Form. 
 
4. DCR Compliance Department shall submit the Activity Request Form to QTGA for approval. 
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5. Once the Activity Request Form is approved by QTGA, DCR Compliance Department will email 

the EGM Director, Marketing Director, Special Events Supervisor, and Facilities Director the 
QTGA approved Activity Request Form. 

 
Promotional Prize Pending 
 
The EGM Director shall use the vacation packages that are approved by QTGA as a contingency prize.  
The contingency prize will be awarded when all the previously approved promotional prizes in the 
Mystery Bank are awarded and there are no other prizes approved by QTGA at the time of the win. 
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Quapaw Tribal Gaming Agency 
 

          Promotional Activity Review Form 

 
 
 
 

  

Type/Name of Promotion: 
(e.g. Lucky Duck, Mother’s Day, etc.) 

 

One-time Event  □ On-going Event   

Sponsoring Department: 
 

Contact::  Shelly Thomas 
 

Extension:  6290 
 

Submission Date: 
 

Date/Time/ Place 
 

Narrative Description: 
(Attach Rules to this Form) 
 
. 
 

Prize(s): 
Monetary Award(s): 
Non-Monetary Awards: 

 
 

Eligibility Criteria: 
 
Associated Advertising: 

Direct Mail      Print   Radio □    Television □   Other  □ 

Procedure for Redeeming Prizes::  

TGA Office Use Only 
Date Received:  _________________________ 
Action: ________________________________ 
Reviewed By:  ___________________________ 

Approved  Not Approved 

Compliance Officer: ______________________________________________Date: _______________ 
General Manager:_________________________________________________Date:_______________ 
QTGA Authorization: ____________________________________________ Date: ________________ 
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Example of GMARA 
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Example of a Promotional Prize Configuration Form 
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Example of Promotional Prize Voucher 
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EGM AUDIT PROCEDURE Policy No:   
6310.08.01 

Issue Date:  
5/6/2010 

PURPOSE: To establish policies and procedures that outline how Income Auditors are to audit 
the EGM revenue for the prior gaming day of the Casino.  
 
DCR Compliance – ITEM Tracking                                                       Date 
Issue Date DRAFT 
QTGA Submission 8/26/2009 
QTGA Return 11/6/2009 
Compliance Review 2/18/2010 
QTGA Submission 3/4/2010 
QTGA Return 3/25/2010 
Compliance Review 3/18/2010 
QTGA Submission 3/18/2010 & 3/25/2010 
QTGA Return 3/25/2010 
Compliance Review 3/30/2010 
QTGA Submission 4/1/2010 
QTGA Return 4/8/2010 
Compliance Review 4/20/2010 
QTGA Submission 4/22/2010 
QTGA Final Approval 5/6/2010 
GM Approval 4/21/2010 
DDA Final Approval 5/14/2010 
 

POLICY 
 

Income Auditors are to audit the EGM revenue for the prior gaming day of the Casino 
and do this on a daily basis. 

 
 

1. Progressive Readings 

PROCEDURE 
 

 
a. Print a list of the progressive Electronic Gaming Machines (EGM). 

 
b. Record the progressive jackpot amount for all the progressive machines then 

key that amount into the spreadsheet being compiled each month. 
 

c. Note instances where the jackpot amount has decreased and verify a jackpot 
was paid out of that machine. 

 
2. IVS (Integrated Voucher System)/EZPay 
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a. Go to Session Reconciliation and close all sessions not closed. 

 
b. Freeze all sessions that are in balance.   

 
3. Advantage – Machine Accounting (Reminder - Never hit Soft Drop buttons until you 

have paperwork from Softcount.) 
 

a. Open the current audit gaming day.   
 

b. Select the Gaming Day and hit OK.  If there are issues opening the gaming day 
call IT.  IMPORTANT NOTE:  If opening a prior gaming day is required for 
investigation, then it is imperative that you do not reopen the current gaming 
day.  Select “OK” and view the day only.  Only select “ReOpen” when there is 
a change to a previous day that cannot be fixed by adjusting the current day.  

 
c. Verify Machine Adds list - Add only if initial meter says “yes.”  If a machine is an 

“Add Yes” then it must be added because you cannot go back to fix it.  If it is an 
“Add No” then defer it until the next day.  When adding a game you should be 
checking the information it says in Advantage against a GMARA sheet given to 
you by the EGM Technical Manager.  It will also be necessary for the auditor to 
walk out on the Casino floor to verify the machine location and serial number.  
Once you have verified the information, you will write the asset number on the 
GMARA sheet used for verification, initial it, and scan it to Quapaw Tribal 
Gaming Agency (QTGA).  Also, scan a copy to yourself and save in a folder 
called “GMARAs to QTGA” within the EGM folder.  This will ensure that QTGA 
gets proper machine number documentation because the GMARA sheets will 
no longer include machine numbers.  However, DO NOT HIT REJECT - All 
machines will need to be re-entered by the EGM department.  Deferred 
machines cannot be seen until the next gaming day in the screen.  Note:  You 
can look at deferred or pending Add Machines by going to the 777 list & 
checking on status. 

 
d. Defer Machines – If the meter says “Add No” then wait until you are ready to 

close the gaming day in Machine Accounting before you defer machines.  At 
the end of the audit when deferring machines highlight all machines to defer 
them at one time.  Deferred machines are scheduled to be added by the EGM 
department but the process is not yet complete on their end. 

 
e. Machine Moves – This is one of the most difficult machine statuses to apply 

correctly.  First of all, regardless if income audit accepts the move or not, the 
location in Machine Accounting will show the new location and not the old 
location.  Income Audit only updates the status, not the location itself.  Before 
you accept the location change, walk to the floor and verify that the machine is 
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in the new location.  If it is, continue to accept the move.  IMPORTANT NOTE:  
Do not select the “L” meter, or location change meter.  Doing this forces the 
end of day meter to change to the location change.  You do not want this.  You 
have to wait several days before that meter disappears, then you must accept 
the 6AM meter of the current day (the last meter of the gaming day you are 
on.)  This will update the status and meter the machine correctly. 

 
f. Machine Retirements – Retire machines only at the end of the gaming day 

right before you close.  This will be after Soft Count has dropped their 
paperwork off to Income Audit and the audit is almost complete.  Ignore the 
Yes/No Meter.  It means nothing. 

 
i. Use 777 button to verify that a machine should be retired.   

 
ii. Highlight all “Pending Retires”.  

 
iii. Hit the “Check Current Meters” button. 

 
iv. Verify whether or not each machine is still metering.  If the machine is 

not metering and its replacement is active (verify this from the pending 
adds sheets provided by the EGM Tech Manager) then retire the 
machine.  If the machine is still metering or its replacement is not active 
then defer the machine. 

 
g. Correct Meter Variances.  Investigate meter variances.  Use current meters 

button or 777 button.  Hints follow: 
 

i. Hint 1.  You can expect to see the variances reflected by the Coin-In line 
highlighted in red, various lines over tolerance, and negative today 
values indicating ram clears. 

 
ii. Hint 2.  All dollar amounts are in pennies i.e. 67,654= $676.54.  The only 

items not in pennies are the number of games played and the number of 
individual bills and tickets. 

 
iii. Hint 3.  All calculations are 6:00 to 6:00 except “Bills In”, the individual 

bills making up the total and ‘Vouchers In’.  They are calculated 6:00 to 
softdrop or softdrop to 6:00 or softdrop to softdrop. 

 
iv. Hint 4.  Remember that not all variances are errors.  A lot of them will 

just be over tolerance.  Investigate the meters to look for improbably 
meter jumps or anything that appears odd (Odd ratios of coin in to coin 
out, or large cash or voucher meters, and low coin in).  If the overage is 
legit, just accept it.  Do not adjust it to under tolerance. 
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v. Hint 5.  Use Calculate meters for ram clears.  It is much faster than 

manually calculating it or using excel.  It helps to do it in Excel until you 
are familiar with the concept.  This makes sure that you are not blindly 
picking lines in the Calculate Meters screen.  Once you understand this 
screen, it is very useful.   

 
vi. Hint 6.  To calculate a rollover, you take $1,000,000.00 (for most items 

however some may rollover at 100,000) minus the prior ending meter.  
Add to balance what it accumulated so far.  Example:  If the previous day 
6:00 ‘Coin In’ meter amount was 95,985,987 and the current day 6:00 
‘Coin In’ meter amount is 3,245,974 then current day’s value is 
calculated as follows:  $1,000,000-(959,859.87) +  $32,459.74 = 
$72,599.87. 

 
vii. Hint 7.  Open Correct Meter Variances.  Highlight all machines – Select 

View Meters. 
 

viii. Hint 8.  Correct Coin In line highlighted in red:  Verify the change on 
highlighted Coin-In red line by checking the current meters.  If prior 
meter, current meter & today’s meter are correct then today’s value is 
correct.  Correct the issue by double clicking on the line to see the pay 
tables.  The top line read shows the difference that needs to be 
adjusted.  Next double click one of the lines below with amounts in the 
Today’s Value field and enter the difference needed to get the machine 
in balance.  You must key in “+” or “–“ before the adjustment (i.e. + 15 if 
15 needs to be added).  You can also just enter the value if you know it 
without a + or – sign.  After making the adjustment verify that the 
differences to adjust has zeroed out then go to the next machine. 

 
ix. Hint 9.  Ram Clears/Negative Variance – Negative variances occur when 

there is a Ram Clear or when the meter has rolled over (i.e. the meter 
maximum is 1,000,000 and the machine meter goes over that).  If it is a 
rollover, refer to Hint 6.  The Ram Clear causes the Prior Meter reading 
to be higher than the Today’s Meter reading and a negative variance is 
created.  To correct this in Machine Accounting, highlight the line and hit 
the Calculate Meters button.  In the Calculate Meters screen hit the 
Select Meters button and find the column for the item you are looking 
for (i.e. Voucher In.  It will almost always be the same line for all fields.  
If it is not, you will repeat this step as many times as necessary to get the 
correct last good meter for all fields.).  It will first ask for a Last Good 
Meter.  This meter is the last meter before it ram clears (the biggest 
one).  If it is a ram clear, that means the meters start over at zero, so do 
not pick a first good meter.  If there is a definitive line of zeros after the 
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Last Good Meter, you could pick it, but it is recommended to skip this 
step because it will make it calculate the rest starting at zero.  “Accept” 
the change but do not apply the change to all meters.  The change 
applies only to the line(s) selected.  Note:  General Information on the 
concept of calculating a ram clear: take the Last meter before the ram 
clear and subtract- first meter of the day then add the Last meter of the 
day.  This can be done in Excel, but Machine accounting has a module 
that will make it much easier.  Note about Carded Wager:  When a 
machine is ram cleared, usually everything but carded wager gets ram 
cleared.  It is recommended that Carded Wager not be selected to avoid 
erroneous errors.  There are instances (very rarely) when the meter 
starts over at a large number or just rolls backwards a little bit.  In this 
case you do select a First Good Meter.  You pick the smallest line after 
the meters go backwards. 
 

x. Hint 10.  Carder Wager - If variance is less than the current day’s Coin In 
value, accept the variance and do not adjust.  Then go to the next 
machine.  If variance is more than Coin In today’s value check current 
meters to determine correct readings. 

 
xi. Hint 11.  Bill In - Do not recalculate Bill In.  Bill In will calculate when you 

adjust denomination amounts on other lines. 
 
4. Sort EGM Paperwork  
 

a. Sort Hand Pay Vouchers, EGM Receipts, Cash Out & Jackpot Vouchers, & W2G 
Tax Forms. 
 

b. Set aside W2G Tax Forms for the W2G audit. 
 

c. Sort Hand Pay Vouchers (i.e. FJP (Fixed Jackpot Station) slips and AJM 
(Automated Jackpot Machine) slips) numerically.   

 
d. Verify all Hand Pay Voucher numbers have been accounted for by comparing 

the starting and ending numbers to machine accounting.  Any hand pay 
vouchers associated with the next gaming day are to be put into a file for the 
next day’s audit. 

 
e. Add any vouchers from previous day’s paperwork associated with the current 

audit to the pile.  
 

f. Bundle hand pay vouchers and verify that no voided voucher numbers need 
adjustments made within Machine Accounting.  Pay close attention to Jackpot, 
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Progressive, and Cancel Credit variances in Machine Accounting.  These are 
your best clues to make sure that all voiding issues are taken care of. 

 
5. EZPay – Cash Out Voucher/Ticket Void  
 

a. Open EZPay. 
 

b. Go to Session Reconciliation and start the session. 
 

c. Stop the session. 
 

d. Enter 0,0,0,0 then void the tickets.    Note:  Do not void an expired ticket.   
 
6. Machine Accounting/Advantage – Handpays  
 

a. Locate Missing FJP slips. 
 

i. Check the cage paperwork to see if they have a copy.   
 

ii. For jackpot amounts call the cage and see if they have a held jackpot.   
 

iii. For small amounts that are nowhere to be found talk to the EGM 
department personnel and see if they have any details.   

 
iv. If an FJP or an AJM slip cannot be located and it is not in the cage, then 

the slip will need to be voided in Advantage.  Note:  Voiding a missing 
AJM jackpot when that machine had no jackpot or progressive handpay 
variance is not recommended.  This is especially true if there is W2G 
information in the system for the slip number.  If this is the case then 
check with the EGM Department and the Income Audit Manager prior to 
voiding.  This is so that the EGM jackpot will agree to the amount 
verified by the cage.  If it is said that the Jackpot has been paid out by 
the cage then a copy of the slip will be included with the Main bank 
paperwork as backup.   

 
b. Locate Missing AJM slips  

 
i. Missing AJM slips can turn up in the cage if the AJM malfunctions.  Look 

through the cage paperwork for them.  If you cannot find an AJM slip 
then you need to go to the Casino floor and ask an EGM manager or 
supervisor to find someone who might know what happened. 

 
c. Investigate Variances  
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i. In Machine Accounting click each of the following variances buttons, 
Jackpot, Progressive, Cancel Credit and Bonus Jackpot.  It is easiest to 
investigate variances with 777s in Machine Accounting.   

 
ii. Verify that a ticket printed right before or after the handpay for the 

same amount.  If so it needs to be looked up in EZPay under “ticket 
viewer”.  For unpaid tickets - verify it corresponds to the handpay.  Then 
void that ticket.  To do this write down the asset number, validation 
code, and amount and void the ticket under the damaged ticket function 
where tickets are normally voided.  Tickets paid externally may cause a 
situation where an attendant double paid.  If this is the case, then an 
exception form is to be completed if the amount is $10 or more.  
Machine Link Down can be utilized to find this also as most machines 
will spit out a ticket when the machine comes up.  This ticket should also 
be voided.  It is the auditor’s responsibility to make sure attendants are 
paying out only what should be paid out so watch closely 

 
iii. Zero (0) meters with actual handpays issued – Sort by type and locate 

the FJP Ticket Printed.  Once found, highlight it and sort by date to 
determine what happened earlier to affect the meter.  

 
iv. The meter shows handpays issued and there was zero (0) actual dollars 

played – Look for a cancel credit reset code.   
 

v. Two (2) machines with opposite variances – The most likely problem is 
that the attendant processed the jackpot or cancel credit under the 
wrong machine.  To correct this, void the handpay and create a new one 
with the correct machine number.  If the variance is jackpot, then it is 
recommended that it be left alone if it is the same manufacturer and 
denom, as it is difficult to void the W2G and create a new one.  Also 
there will be no customer’s signature on the newly created W2G. 

 
vi. Jackpot and Progressive variances generally wash with each other or are 

timing issues where either it meters before 6AM and the slip prints after 
6AM, or the slip prints before 6AM and the meters roll after 6AM.  If it is 
not one of these issues, you might be looking at a ticket that forgot to 
get voided in the system.  Carefully verify this and make adjustments 
and voids carefully.  It could possibly be a meter malfunction or an audit 
meter calculation error as well. 

 
d. Comment on variances and accept  

 
i. After determining the cause of the variance, add the appropriate 

comment and accept the variance.  
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e. Balance with the cage – See Balance with Cage sheet for hints 

 
i. Locate and copy the Bank Settlement Sheets. 

 
ii. Export the Balance with Cage screen to Excel.  Use Sheet 1 of the 

spreadsheet to balance AJMs.  Sort them by booth.  These amounts will 
be entered onto a spreadsheet in the same folder. 

 
iii. Use Sheet 2 of the spreadsheet to balance to the cage.  Don’t sort these 

booths by order; it only makes it harder to verify shift totals. 
 

iv. Use Sheet 3 to save a print screen of the balance with cage screen in 
Machine Accounting. 

 
v. Add handpays when you are voiding a handpay made in error and a new 

one is needed.  Watch for employee bank payouts for EGM starter 
tickets that do not have an Fill/Jackpot (FJP) slip.  You will need to 
manually add these.  One last thing is that the system may go offline 
creating many system offline slips.  These need to be added to MA and 
balanced with the Main Bank and not the EGM copies.  

 
vi. Add any timing issues, held jackpots, held jackpots paid, and any other 

adjustments necessary to balance with the cage.  Remember, that some 
adjustments you need to make within Machine Accounting, and some of 
them are just timing issues that will be either on the next or previous 
gaming days.  Don’t adjust those in the current Machine Accounting day. 

 
f. Integrated Voucher System/EZPay Reports 

 
i. Run Reports – six(6) in total, but run only after the voids are complete.  

If a ticket is voided after these are run then items ii–Ticket Liability & vi–
Void Ticket below again. 

 
ii. Ticket Issuance – Summary, cashouts only. 

 
iii. Ticket Liability – Summary, cashouts only, as of 6:00:00 a.m. on the 

current date which is the end of the audit gaming day. 
 

iv. Ticket Redemption – Summary, cashouts only 
 

v. Expired Ticket – Summary, cashouts only 
 

vi. Expired Paid – Summary, cashouts only 
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vii. Void Ticket – Summary, cashouts only, Date range = 1 day ahead.  Pick 

from the current day at 6:00 a.m. until the next day at 6:00 a.m. to catch 
the day the void took place. 

 
g. Advantage Machine Accounting  

 
i. Go to Voucher Drop - IVS. 

 
ii. Click Import Voucher Information. 

 
iii. Click Audit Voucher Meters, Select  - Vouchers Out and All Machines. 

 
iv. Confirm Cashout Issuance equals the Vouchers Out total from 

Advantage.  Note that only cash out issuance is to be used.  Purchase 
tickets have nothing to do with Vouchers Out.  If the two do not equal 
you may have a serious problem.  It is possible you have communication 
issues between EZPay and Machine accounting or that you have games 
that needed to be added that you did not add.  You may have to make 
manual adjustments to get them to tie. 

 
v. Look up positive variances in 777s.  Most will be timing issues and will 

wash with a previous or next day audit.  These are usually positive 
variances and can be found easier using 6:15 instead of 6:00.  A “Ticket 
Printed Cashable Voucher” signal at 6:00 for the amount you are off 
should be easily found and it will wash with the next day’s audit. 
 

h. Advantage Machine Accounting – Meter EGM Win Troubleshooting.  Perform 
this step during the middle of the day prior to running the Softcount Batch 
Exception Report and at the end of the day prior to closing the day.  This is only 
a check to catch some runaway meters not caught by Machine Accounting 
variances. 

 
i. Export to Excel – Do not print. 

 
ii. Right Click and copy to Sheet 3 then Paste Special Value. 

 
iii. Sort & Filter - Custom Sort Column I (Coin in) - Smallest to Largest; Look 

for machines with zero value in column I (Coin In) and a value in the 
columns on the right.  It’s OK if there is cash or tickets inserted with no 
play with the same amount of tickets issued. 
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iv. Sort Column W (Hold %) – Largest to Smallest and look for anything over 
100%.  Large gaps of time with heavy play between 6AM and the drop 
signal can cause a false alarm here. 

 
i. IVS/EZPay – Softcount Batch Exception Report 

 
i. Run the Softcount Batch Exception Report after Softcount has posted 

and closed. 
 

ii. Change the date to the Gaming Day. 
 

iii. Enter the ticket number for all “Pending Validation” and “Unpaid 
Tickets” into the Paid Ticket Update utility and select a date after 
issuance but still on the audit day.  Ignore “Paid Externally” and “Ticket 
Not Found” tickets. 

 
iv. Open the Softcount Session. 

 
v. Enter the manual softcount validation code again. 

 
vi. Close the Softcount Session. 

 
vii. Enter the override. 

 
viii. Print the Softcount Report – Using the Gaming Day as the start and end 

date. 
 

j. Advantage Machine Accounting – Soft Drop – Prior to bringing the cash over 
verify Softcount has brought all the paperwork.  If not then the electronic file 
may not come in clearly, which would require that the drop be hand keyed in 
for the gaming day. 

 
i. Click Actual Softdrop to bring cash over.  

 
ii. VERY IMPORTANT:  Any ram clears or manual adjustments to any drop 

related meters need to be done again after the drop.  Before the drop all 
calculations will be 6AM – 6AM.  After the drop, all drop related items 
are calculated using a softdrop signal if one is available. 

 
iii. Only use the Correct Soft Drop Errors screen to gather a list of orphan 

cans, both fake (from pending retires) and real.  Other than this, this 
page is broken.  Only use this screen to get the list.  Do not apply 
anything through this screen. 
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iv. Try closing the day early to apply zero cash to all machines with 
vouchers in and zero vouchers in to all machines with cash. 

 
v. Use the excel sheet called Softdrop Assist to locate all machines on the 

drop schedule but with no drop.  Apply zeros to all of these machines.  
Do this with a Soft Drop Manual Entry.  These will wash later when they 
are finally dropped. 

 
vi. Manually add cash to all of the machines from the orphan cans from the 

list that you got from the Correct Soft Drop Errors screen. 
 

vii. Soft Drop Variances Hints – 777 and the Drop Report and are very useful 
tools.  The cash drop is always softdrop to softdrop and covers multiple 
days.  It is best to use 777 and the 13279500 event code to find your 
meter change from drop to drop.  This will let you know if there was an 
audit error on a drop meter for one of the days between drops, instead 
of looking at every gaming day’s correct meter variances.  Your daily 
value is the one that is either softdrop to softdrop, 6:00 to softdrop, 
softdrop to 6:00, or 6:00 to 6:00 depending on the drop frequency for 
the day. 

 
viii. Accept any “Washes from the Previous Day”. 

 
ix. Correct machines that have opposite meters and actuals by highlighting 

both machines, right clicking, and hitting swap actual drop. 
 

x. If there is a matching negative drop and a positive drop variance on two 
(2) machines, then check the actual on both machines with the “Actual” 
button.  Example:  If one is short $15 in $1 bills, $20 in $5 bills, $360 in 
$20 bills, and $500 in $100 bills, and the other one is over the same 
amount of each denomination, then highlight both of them, and click 
actual and change them both to what the meters say they should be.  
The money was comingled in softcount. 

 
xi. Investigate other variances using 777s and Drop Report.  If a machine 

has metered amount less than what is actually reported, then check the 
drop report to see if the drop was missed some time ago.   

 
xii. If a machine has a metered amount less than the actual, then check the 

meters for correctness in 777 and correct the meter variances.  It could 
be comingled money or it could be a wrong meter.  It could also be a 
jammed bill.  Use 777 to check for any FJP tickets created for bill 
acceptor errors. 
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xiii. Negative variances can occur with multiple softdrop signals.  This is very 
common.  Use correct meter variances button and current meters to see 
this.  Calculate the difference between the last softdrop signal (Bill In or 
Voucher In depending on what you looking for) and the first one.  It 
should equal the amount showing up short and it will wash with the next 
day.  Comment = Multiple Soft Drops. 

 
xiv. If a machine has a zero actual amount and a metered amount, look to 

see if in fact there was a softdrop signal in correct meter variances and 
777.  If there was then look to see if Vouchers In was applied to that 
machine, if there was not, then Softcount pulled the can and didn’t 
count it.  Comment it and accept it.  It should wash later.  Make note of 
the difference in case a machine in a later day’s audit has the same 
variance in an overage so it can applied to the correct machine.  If there 
is a voucher drop and no cash has been applied to the machine then the 
cash has been co-mingled with another machine.  The cash needs to be 
found and applied to the correct machine. 

 
xv. ***MAKE SURE THAT WHAT ADVANTAGE SAYS CASH DROP WAS = THE 

SOFT DROP CURRENCY DROP REPORT.  If it doesn’t then you have to add 
or subtract to/from a machine to get them to equal.  Use the Actuals 
button to do this and add or subtract the amount you are off from the 
drop report to a game. 

 
xvi. Sometimes softcount forgets a can.  If this happens expect to get two (2) 

drop reports.  Correct this by manually entering that missed can’s tickets 
and cash.  Add the two drop summary reports together to get your total 
cash to balance.  Add the tickets by reopening softcount in IVS and using 
the manual softcount button.  Close it and rerun Softcount Report and 
Export Actuals again.  Add cash by using Soft Drop Manual Entry in 
Advantage.  This is a very infrequent occurrence. 

 
xvii. Make sure that Vouchers in Total equals the Soft Count Report.   

 
xviii. Vouchers are easier to figure out than cash because they cannot be 

applied to a wrong machine or get comingled.   
 

xix. Positive variance – Check in the Drop Report going back about a week or 
two (2) and see if it will wash with some negative variance.  Often times 
it is also a result of a rejected ticket. 

 
xx. Overages that do not offset are 90% of the time Ticket Rejected Signals.  

That is an appropriate comment.  A machine may not meter if it accepts 
a rejected ticket. 
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xxi. Negative variance – Often these occur due to multiple softdrop signals.  

Use the correct meter variances button and current meters to see this.  
Calculate the difference between the last softdrop signal and the first 
one.  This should equal the amount it shows you are short and it will 
wash with the next day’s work. 

 
xxii. Larger negative variance but the actual is not zero – These are most 

likely due to a prior meter issue.  Also search for this in the Drop Report.  
If it offsets any other variance with anything, then make the comment 
and move on.  If it does not offset, then check your current meters 
(Vouchers In).  If they are ok then the only other reason for the variance 
is that the prior meter is incorrect.  In this case you cannot open up a 
prior day to change it.  If it appears as though Softcount has missed 
entire machines or most of a machine’s tickets and they have definitely 
been dropped then print proof (i.e. the ticket redemption for the 
specific machine number for a specified drop range).  These will then 
need to be applied manually.  Apply them manually only through EZPay.  
You will need to keep backup for these tickets, and it is time consuming, 
but it will be accurate afterwards.   

 
xxiii. Important Note:  If you are stuck trying to match cash, sometimes it is 

easier to look at vouchers in.  99% of the time variances flow the same 
direction for vouchers in and cash.  If a machine is over in tickets and 
cash, and the tickets wash, but the cash didn’t have a prior variance, 
chances are cash was misapplied last drop and it needed to be short, but 
somebody matched it to the meter instead. 
 

k. Audit CEP Meters - Import CEP Meters.  Investigate variances.  Comment on 
the reasons for the difference between the meters and information imported 
from Patron.  This is almost always a timing issue.  Track these variances daily. 

 
l. Wrapping it Up – Almost done. 

 
i. Run a new Metered EGM Win Detail Report as identified above and 

perform a scan of it to see if anything has changed since earlier in the 
audit.  Even if you changed the Vouchers In or cash amounts on the list 
earlier in the audit they can change when the drop is imported to 
Advantage.   

 
ii. Close the Period. 

 
iii. Save the following reports: 
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1. Actual EGM Win (ASW) Summary and Detail as an Excel file. 
 

2. Meter EGM Win (MSW) Summary as an Excel and PDF file.  
Print and email this file. 

 
3. Machine Drop (MD) Summary as a PDF file and Excel file.  Print 

and email this file. 
 

4. Gaming Meter Report (GMR) Summary as a PDF file.  Print and 
email this file. 

 
5. Drop Reconciliation.  Save and email this to the Softcount 

Manager. 
 

iv. Complete the Daily entries from the MSW and ASW Excel files. 
 

1. Calculate Coin In from the MSW. 
 

2. Calculate Coin Out from the MSW. 
 

3. Calculate Total Adjusted Drop from the MSW. 
 

4. Calculate Vouchers Issued from the MSW. 
 

5. Calculate Metered win from the MSW. 
 

6. Calculate Bill Drop from the ASW. 
 

7. Calculate Ticket Drop from the ASW. 
 

8. Calculate Actual Win from the ASW. 
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DCR Compliance – ITEM Tracking                                                                Date 
Issue Date 4/29/2010 
QTGA Submission 7/8/2009 
QTGA Return 11/6/2009 
Compliance Review 2/22/2010 
QTGA Submission 2/25/2010 
QTGA Return 3/25/2010 
Compliance Review 3/30/2010 
QTGA Submission 4/01/2010 
QTGA Return 4/12/2010 
Compliance Review 4/16/2010 
QTGA Submission 4/22/2010 
GM Approval 4/20/2010 
QTGA Final Approval 4/29/2010 
DDA Final Approval 5/14/2010 
 
 
 

POLICY 
 

1. Downstream Casino Resort (DCR)will retain records in an orderly fashion for time 
periods that comply with legal and governmental requirements and as needed for general 
business requirements.  According to the the Minimum Internal Control Standards (MICS) 
identified in the Code of Federal Regulations Title 25 Part 542.19, DCR shall maintain and 
preserve books, records, and documents.   
 
2. All books, records, and documents pertaining to the conduct of wagering activities shall 
be retained by a gaming operation.  See “Records Retention” Policy #6000.01.01 for additional 
information on the MICS for retaining records.    
 
4. The purpose of this policy is to outline the methods for filing, retaining and disposing of 
business records.   
 
5. This procedure applies to all business documents generated by DCR.   
 
 

Files and Records Management 

RESPONSIBILITIES 
 

1. The Finance Department will be responsible for categorizing and maintaining a listing of 
records maintained and their location. 
 

Policy No:   
6320.02.01 

Issue Date:  
4/29/2010 

PURPOSE:  Establish procedures for retaining files and disposing of business records. 
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2. The Director of Finance is responsible for overseeing the execution of DCR policy for 
Record Retention, Storage and Destruction of obsolete Casino records. 
 

 
FILING SYSTEM 

 
1. To ensure efficient access, all excess filing will be stored in DCR’s central storage 
building.  To reduce the amount of duplicate and unnecessary record retention, individual desk 
files should be avoided unless they are used in daily operations. 
 
2. The following filing guidelines should be adhered to optimize filing efficiency and 
records access: 
 
 a. All storage containers should follow recognized rules of order, such as Left to  
  Right, Top to Bottom, Front to Back, and in the case of chronological records,  
  Newest to Oldest. 
 

b. Extra care should be used for sensitive or private information.  DCR financial data 
or personnel records that contain performance reviews, salary information, and 
any health related information should be kept in a secure area within Human 
Resources with limited access to only those that have a “need to know” such as 
the Director of Human Resources or the CFO and Quapaw Tribal Gaming Agency 
(QTGA). 

 
c. Documents may be scanned or directly stored to an unalterable storage medium 

under the following conditions: 
 

i. The storage medium shall contain the exact duplicate of the original 
document. 

 
ii. All documents stored on the storage medium shall be maintained with a 

detailed index containing the gaming operation department and date.  
This index shall be available upon request by the QTGA.  

 
iii. Controls shall exist to ensure the accurate reproduction of records up to 

and including the printing of stored documents used for auditing 
purposes.  

 
  iv. The storage medium shall be retained for a minimum of seven (7) years.  
 

v. Original documents must be retained for a period of five (5) years, with 
the following exceptions: 
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1. Tickets/Vouchers redeemed and counted in Soft Count shall be 
retained at least 90 days; 

 
   2. Tickets/Vouchers redeemed by the Cage Department must be  
    maintained for at least two (2) years. 

 
 

RECORD RETENTION AND LONG-TERM STORAGE 
 

1. Non-permanent files will be stored in record return boxes.  Each storage container will 
be labeled on the front with the contents, dates covered, and destruction date if applicable. 
 
2. Permanent records will be maintained in separate retention boxes or metal file cabinets 
and they will include the dates covered and the destruction dates. 
 
3. Records should be stored only in boxes with similar items, dates and retention periods. 
This will allow easier access and purging of records.  A general rule to keep in mind is that it is 
better to only half-fill a storage container than to file dissimilar types of files in the same box. 
 
4. The Finance Department shall be responsible for categorizing and maintaining a listing 
of records maintained and their location. 
 
5. Maintain all files for as long as is necessary but only to the extent they serve a useful 
purpose or satisfy business or legal requirements.  See pgs. 4 and 5 for records retention 
periods. 
 
6. Copies of critical records that are vital to the daily operations of DCR should be kept off 
site in case of possible disasters.  This may include information needed to file insurance claims 
(assets lists, insurance contacts, policy numbers), financial data for tax purposes (wages paid, 
income and expenses), contacts lists to inform or restart the business (vendors, customers, 
investors and team members), and other data that would assist in rebuilding the business 
(business plans, intellectual property, or proprietary information). 

 
 

RECORD DESTRUCTION 
 

1. Three to six months after each fiscal year-end, the Finance staff will proceed with 
destruction of all files that have exceeded their recognized holding period. 
 
2. A listing of file categories to be destroyed will be circulated to the General Manager, 
Downstream Development Authority and QTGA thirty days prior to destruction for review and 
comment.  The actual listing of records destroyed will be maintained permanently for future 
reference by the Finance Department. 
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3. Destruction of the files will be performed by following the policy titled, “Control of 
Controlled Forms”, policy #6310.02.01. 
 
 

Accident reports and claims (settled cases) ------------------------------------------------------------7 years 

RECORDS RETENTION PERIODS 
 

Accounts payable ledgers, schedules and trial balances --------------------------------------------5 years 
Accounts receivable ledgers, schedules and trial balances -----------------------------------------5 years 
Audit reports of accountants -----------------------------------------------------------------------Permanently 
Bank reconciliations ------------------------------------------------------------------------------------------5 years 
Bank statements, cancelled checks, and deposit slips -----------------------------------------------5 years 
Cash receipts and disbursements -------------------------------------------------------------------------5 years 
Chart of accounts --------------------------------------------------------------------------------------Permanently 
Contracts and leases (expired) -----------------------------------------------------------------------------5 years 
Contracts and leases still in effect ---------------------------------------------------------Expiration +5 years 
Corporate records and minutes --------------------------------------------------------------------Permanently 
Correspondence (legal and important matters only) -----------------------------------------Permanently 
Correspondence general ------------------------------------------------------------------------------------5 years 
Daily Reconciliation & Supporting Documentation ---------------------------------------------------5 years 
Deeds, mortgages, and bills of sale ---------------------------------------------------------------Permanently 
Depreciation schedules ------------------------------------------------------------------------------Permanently 
Duplicate deposit slips ---------------------------------------------------------------------------------------5 years 
Electronic fund transfer documents ----------------------------------------------------------------------5 years 
Employee personnel records (after termination) -----------------------------------------------------7 years 
Employment applications -----------------------------------------------------------------------------------1 year 
Federal, state and local tax returns ---------------------------------------------------------------Permanently 
Financial statements (end-of-year trial balances) ---------------------------------------------Permanently 
Fixed asset records and appraisals ----------------------------------------------------------------Permanently 
Forms W-4 ------------------------------------------------------------------------------------------------------7 years 
Garnishments --------------------------------------------------------------------------------------------------5 years 
General Ledgers (end-of-year trial balances) ---------------------------------------------------Permanently 
I-9s (after termination) ----------------------------------------------------------------------------------------1 year 
Insurance records, current accident reports, claims, policies, etc -------------------------Permanently 
Interim and year-end financial statements and trial balances -----------------------------Permanently 
Inventories of products, materials, and supplies ------------------------------------------------------7 years 
Invoices ----------------------------------------------------------------------------------------------------------5 years 
Licenses --------------------------------------------------------------------------------------------------Permanently 
Loan documents, notes ------------------------------------------------------------------------------Permanently 
Minute books of directors and stockholders, including bylaws and charter ------------Permanently 
Monthly trial balances --------------------------------------------------------------------------------Permanently 
Paid bills and vouchers --------------------------------------------------------------------------------------5 years 
Payroll records and summaries ----------------------------------------------------------------------------5 years 
Payroll reports (federal & state) ---------------------------------------------------------------------------5 years 
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Petty cash vouchers ------------------------------------------------------------------------------------------5 years 
Physical inventory records ----------------------------------------------------------------------------------5 years 
Physical inventory tags --------------------------------------------------------------------------------------5 years 
Property appraisals by outside appraisers ------------------------------------------------------Permanently 
Property records including costs, depreciation schedules, blueprints, plans -----------Permanently 
Property titles and mortgages ----------------------------------------------------------------------Permanently 
Purchase orders ----------------------------------------------------------------------------------------------5 years 
Sales records ---------------------------------------------------------------------------------------------------5 years 
Tax returns and worksheets, revenue agents’ reports and other documents ----------Permanently 
Time books/cards ---------------------------------------------------------------------------------------------5 years 
W-4 forms -------------------------------------------------------------------------------------------------------5 years 
Workman’s comp documents -----------------------------------------------------------------------------11 years 
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General Cashiering Guidelines Policy No:   
1400.06.01 

Issue Date:  
3/30/09 
Revised Date: 
3/19/2010 
4/19/2010 

PURPOSE: To establish general policies and procedures for Cage Cashiers while working in the 
Cage Area. 

 
DCR Compliance – ITEM Tracking                                                                  Date 
Issue Date 3/30/2009 
QTGA Submission 7/08/2009 
QTGA Return 11/6/2009 
Compliance Review 3/19/2010 
QTGA Submission 3/25/2010 
QTGA Return 4/8/2010 
Compliance Review 4/19/2010 
QTGA Submission 4/22/2010 
QTGA Final Approval 4/29/2010 
GM Approval 4/21/2010 
DDA Final Approval 5/14/2010 
 
 

1. The Casino Cage is a “Money Sensitive, Restricted Area” of the Casino.  The Cage maintains 
a policy of personal security and is monitored by Surveillance cameras at all times. 

POLICY 
 

 
2. It is necessary for all Cage Team Members to move and behave in a manner which always 

leaves them free of suspicion of any fraudulent activity in a manner that allows for the 
ultimate gaming experience for the patrons. 

 
 

1. The following are necessary skills that all Cage Team Members must achieve while working 
in the Casino Cage. 

PROCEDURE 
 

 
a. Before entering the cage: 

 
i. Personal appearance is very important.  As a representative of Downstream 

Casino Resort (DCR), the Team Member’s appearance helps ensure that 
patrons receive a good impression of DCR.   
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ii. Team Members must be neatly dressed and well groomed at all times.  
 

iii. The Casino Cage shall follow the appearance standards of the Human 
Resources Handbook. 

 
iv. Uniforms are required to be worn in the Cage.  When entering or leaving 

work, uniforms must be worn properly. 
 

v. Pants pockets must be sewn shut (closed).  
 

vi. Shirt tails shall be tucked in and top buttons of the uniform shirt must be 
buttoned.  

 
vii. All personal belongings must be locked in the Team Member’s locker prior to 

entering the cage. (Cage Supervisors are allowed to bring in a clear purse, 
coats, umbrella’s etc. to the cage offices only.) 

 
viii. Enter the Cage in full uniform.  A full uniform includes the following: 

 
1. Uniform shift 

 
2. Black uniform pants (pockets sewn shut – if pockets are not sewn 

shut, the pants must be taken to Wardrobe to have them sewn.) 
 

3. Solid, black, closed heel, closed toe shoes 
 

4. Black socks or hosiery 
 

5. Team Member Badge 
 

b. Clearing your hands – “Washing your hands” – The process of turning your hands, 
palms up, fingers spread, out in front of you to the camera in one quick motion.  
You will clear your hands after: 

 
i. Cashing out a patron. 

 
ii. Verifying money. 

 
iii. Adjusting attire. 

 
iv. Before and after tying shoes. 

 
v. After locking cash drawer and leaving for breaks. 
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vi. Before and after retrieving a form that you have dropped on the floor. 
 

vii. Before and after retrieving cash or coin dropped on the floor. 
 

viii. Before and after being counted out. 
 

ix. Any other time your hands are out of view of Surveillance while in and 
around the Cage and cash handling areas. 

 
c. Cashier Workstation – Each Cage Cashier is assigned to a certain workstation.  

While standing at the workstation: 
 

i. Stand in a professional manner. 
 

ii. Verify and re-strap your cash bank, in the countdown area of the cage, not at 
your work station. 

 
iii. Keep workstation clean and organized. 

 
iv. Do not lean on the counter. 

 
v. Do not leave your workstation to talk to another Team Member. 

 
vi. Lock your workstation drawers before leaving the area and put all monies 

away before leaving the window. 
 

vii. Never turn your back on any exposed monies. 
 

viii. Verify your monies in your cash drawer and then leave the money alone. (Do 
not constantly go in and out of your drawer unnecessarily.) 

 
ix. Never work out of another Cashier’s bank or allow anyone (including 

Supervisors) to work out of your bank. 
 

x. Never place monies directly into the hands of the patron.  Money is placed 
on the counter and slid over to the patron after cash out. 

 
xi. Never bring any items over the front counter or pass any items over the front 

counter. 
 

xii. Conduct one transaction at a time. 
 

xiii. Make all your movements and actions clear and visible. 
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xiv. At the end of a shift, a Cage Cashier shall count out his or her bank and a 
Cage Supervisor or other Cage Verifier shall conduct a second count in front 
of the Cage Cashier.  At other times, a Cage Cashier may not under any 
circumstances, conduct trial balance, or pre-balance his/her own impressed 
bank.  At the end of a shift, all Cage personnel (including Supervisors) shall be 
counted down by another Cashier from the outgoing shift. 

 
xv. Cashiers are not permitted to conduct transactions among themselves. 

 
xvi. All cash outs are counted out loud to the patron. 

 
xvii. Do not conduct inappropriate conversations with patrons or other Team 

Members concerning cage security.  Do not discuss possibilities or 
probabilities of committing fraud or theft. 

 
xviii. Chewing gum is not allowed in any Cage area. (Cough Drops are allowed.) 

 
xix. No food, candy, chips, soda, coffee, power drinks, or fruit drinks are allowed 

in Cage areas.  Water is provided. (Cage Supervisors may bring drinks into the 
Cage offices only.) 

 
xx. You will not pass items over the counter to patrons or to other Team 

Members except if you are giving directions in writing or using a map. 
 

xxi. Should a power failure occur, lock your cash drawer immediately, step back 
from the window until the power is restored. (Do not serve any patron 
during the power failure.) 

 
xxii. Solicitation items are prohibited in all cage areas. (Avon books, Girl Scout 

cookies, etc.) 
 

xxiii. Cage Cashiers may never take their bank keys out of the Cage.  When going 
on break, the Cashier shall bring his or her keys to the Main Bank roll up 
window leave the bank keys with the Cage Supervisor who will lock them in 
the Main Bank key box. 

 
d. Transport of funds – The transport of funds is monitored by Surveillance across the 

casino floor.  If it becomes necessary to transport funds the following procedures 
will apply: 

 
i. All transfers will be completed in a locked cart.  

 
ii. A Main Bank Cashier or above may transport up to $499.99 across the casino 

floor with notification of Surveillance. 
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iii. If the transfer is $500 or greater, a Cage Supervisor shall contact Security for 

an escort across the floor. 
 

iv. Once the Security escort arrives, Surveillance shall be called to make them 
aware that a transfer is about to occur.  

 
v. The Main Bank Cashier or above will then be escorted to the designated 

area. 
 

e. Trash removal from the Cage area: 
 

i. Due to the potential for sensitive materials or assets being deposited into 
trash receptacles, the Security department representative will escort the 
Environmental Services (Housekeeping) department representative to the 
cage areas.   

 
ii. The Security department representative will inspect and wand (for metal 

objects) all trash bags prior to authorizing the removal from sensitive areas.  
 

iii. Trash or disposable items which may contain metal objects should be 
disposed of in a separate container (receptacle), which will be checked 
independently by Security anytime the container is removed from the cage 
area.  The metal objects may include staples, paper clips, foil, etc. 

 
f. Patron service standards – The most important part of a Cage Team Member’s job 

is to “be responsive” to patrons so that each patron has a memorable and 
enjoyable experience based on their personal interactions. 

 
i. Interacting with patron 

 
1. We never get a second chance to make a good first impression. 

 
2. SMILE – make eye contact and always use positive body language. 

 
3. Use appropriate greetings: Hello! Good Morning! Good Afternoon! 

Good Evening! Welcome to Downstream Casino Resort! 
 

ii. Positive phrases – Always use positive phrases. 
 

1. How are you? 
 

2. It’s so nice to see you again! 
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3. I hope you have a lucky day! 
 

4. Congratulations! 
 

5. Welcome back! 
 

6. Have a great evening! 
 

7. Come see us again, soon! 
 

iii. Professionalism – Team Members shall always display a positive attitude and 
project confidence in their ability to provide exceptional service. 

 
1. Pay attention and concentrate on the patron’s needs. 

 
2. Be positive; never speak negatively about DCR or other individuals. 

 
3. Be approachable and take pride in representing DCR. 

 
iv. Cage Team Members may not: 

 
1. Assume a negative attitude, verbally or physically. (If a patron 

requests something that is difficult to provide, contact your Shift 
Supervisor.) 

 
2. Talk to another Team Member, while assisting a patron. 

 
3. Talk about a patron in front of another. (Voices carry through the 

Cage windows and the patron can hear your comments.) 
 

4. Close cashier window when a patron is standing in front of you. (Help 
the patron, then, close your window after the patron has left.) 

 
5. Engage in any type of conflict with a patron or co-worker. 

 
6. Chew gum in the Cage.  It is unprofessional and could cause your 

speech patterns to be difficult for the patron to understand. 
 

v. Assisting Patrons – Always be prepared to offer information or directions to 
patrons.  If you are unable to answer a question or give directions, locate 
someone who can.  The worst possible statement a Team member can make 
to a patron is “I don’t know.” 

 
1. Be thorough when giving directions. 



Page 7 of 8 
 

2. Use maps or put directions in writing. 
 

3. Anticipate the patron’s needs; exceed the patron’s expectations. 
 

vi. Difficult Situations 
 

1. Remain calm when handling a difficult situation with a patron.  After 
the patron expresses his/her concern, always offer an apology; do not 
offer excuses.   

 
2. Assure the patron that you will look into the situation immediately 

and thank the patron for his/her understanding and patience. 
 

3. If you are unable to resolve the issue, locate someone who can, or 
contact your Supervisor for assistance.  Remember to follow-up; be 
certain the patron is satisfied. 

 
vii. Problem gambling – For most people, gambling is entertainment that can   

be enjoyed without harmful effects.  But for some, it’s not just a game, 
it’s a serious problem.  Some warning signs of a gambling problem are: 

 
1. Gambling to escape worries. 

 
2. Gambling to solve financial problems. 

 
3. Missing work or school due to gambling. 

 
4. Neglecting one’s self or family due to gambling. 

 
5. Promising to stop but being unable to do so. 

 
6. If you or someone you know has a gambling problem, confidential 

help is available.  Contact the Problem Gamblers Help Line: 1-800-
522-4700 (7 days a week/ 24 hours a day). 

 
viii. Confidentiality 

 
1. As a Cage Team Member, you will encounter information about DCR 

and about our patrons that is confidential in nature.  By accepting 
employment at DCR, you are responsible for keeping all this 
information private. 

 
2. Confidentiality is a very serious matter and should be treated as such.  

Team Members may not: 
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a. Discuss a patron’s behavior patterns, check cashing lines, or 
gambling patterns unless the information is given out as part 
of normal duties. 

 
b. Discuss internal policies and procedures and banking 

information, unless the information is given out as part of 
their normal duties. 

 
c. Discuss the amount of currency in their cash drawer or the 

amount of currency held in DCR. 
 

3. The Confidentiality policy also applies to discussions with your family 
and friends. 
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ISSUING CASINO OUTLET FLOATS THROUGH 
THE MAIN BANK 

Policy No:   
1400.44.02 

Issue Date:  
5/6/2010 

PURPOSE: To establish policy and procedures for issuing Casino outlet floats from the Main 
Bank.  

 
DCR Compliance – ITEM Tracking                                                                  Date 
Issue Date DRAFT 
QTGA Submission 7/08/2009 
QTGA Return 11/6/2009 
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 4/22/2010 
Compliance Review 4/22/2010 
QTGA Submission 4/26/2010 
QTGA Final Approval 5/6/2010 
GM Approval 4/26/2010 
DDA Final Approval 5/14/2010 
Revisions to Final  6/9/2010 
QTGA Submission 6/10/2010 
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 Approval Pending 
GM Approval Pending 
DDA Approval Pending 

 
POLICY 

 
In order to operate efficiently, the casino outlet floats shall be issued, dropped and counted through 
the Main Bank.  The float bags are green in color and have a designated number labeled on the side 
of the bag, large enough for a Surveillance review. 
 

1. The Casino Outlet Cashier consists of the following departments: 

ISSUING PROCEDURE 
 

 
a. Food and Beverage 
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b. Hotel Front Desk 

 
c. Hotel Retail (Gift Shop) 

 
2. Each Outlet Cashier shall come to the Main Bank to request a “float” to be issued, during their 

shift to service a patron. 
 
3. The Main Bank Cashier shall issue a float in one of the following amounts depending on which 

department the outlet Cashier is assigned to: 
 

a. $200 Floats (assigned to Legends, Buffalo Grille, and Portable Bar) 
 

i. 2 x $10  =  $20 
 

ii. 20 x $5  =  $100 
 

iii. 60 x $1  =  $60 
 

iv. 80 x $.25  =  $20 
 

b. $500 Floats (assigned to WNBD, Service Bar, Buffalo Grille, Hotel Front Desk, and Gift 
Shop) 

 
i. 20 x $10  =  $200 

 
ii. 33 x $5  =  $165 

 
iii. 100 x $1  =  $100 

 
iv. 120 x $.25 = $30 

 
v. 80 x $.05  =  $4 

 
vi. 100 x $.01  =  $1 

 
c. $ 750 Floats (assigned to WNBD, Service Bar, Buffalo Grille, Hotel Front Desk, and Gift 

Shop) 
 

i. 15 x $20  =  $300 
 

ii. 17 x $10  =  $170 
 

iii. 30 x $5  =  $150 
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iv. 100 x $1  =  $100 

 
v. 120 x $.25  =  $30 

 
d. $1000 Floats (assigned to Spring River, Bartenders, Red Oak, and Service Bar) 

 
i. 30 x $10  =  $300 

 
ii. 93 x $5  =  $465 

 
iii. 200 x $1  =  $200 

 
iv. 120 x $.25 = $30 

 
v. 80 x $.05  =  $4 

 
vi. 100 x $.01  =  $1 

 
e. $1500 Floats (Weekend Bartenders – Weekends) 

 
i. 25 x $20  =  $500 

 
ii. 25 x $10  =  $250 

 
iii. 100 x $5  =  $500 

 
iv. 200 x $1  =  $200 

 
v. 200 x $.25  =  $50 

 
4. The Main Bank Cashier shall go into the computerized system and find the outlet Cashier’s name 

and issue the corresponding float to the outlet Cashier.  A two part float assignment form shall 
print (pg. 5).  The form contains the following:  

 
a. Shift  

 
b. Time  

 
c. Location 

 
d. Float Amount 

 
e. Outlet Cashier’s Name and badge number 



Page 4 of 5 
 

 
f. Main Bank Cashier’s Name and badge number 

 
g. Each denomination issued amount 

 
h. Main Bank Cashier’s Signature line, including badge number 

 
i. Outlet Cashier’s Signature line, including badge number 

 
5. The Outlet Cashier shall receive the original copy (white) of the ABACUS assignment form along 

with the funds and the Main Bank Cashier shall receive the Duplicate (yellow) copy.  The Main 
Bank Cashier shall place the green float bag flat with the number and dollar amount “up” in clear 
view of Surveillance before issuing out the float.   
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Example of Float Assignment is on the right side 
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PATRON DISPUTES - ATMs Policy No:   
1400.63.01 

Issue Date:  
4/29/2010 

PURPOSE: To establish policy and procedures relating to patron disputes at the Cage with the 
ATM machines. 

  
DCR Compliance – ITEM Tracking                                                            Date 
Issue Date 4/29/2010 
Compliance Review 3/17/2010 
QTGA Submission 3/25/2010 
QTGA Return 4/8/2010 
Compliance Review  4/14/2010 
QTGA Submission 4/15/2010 
QTGA Return 4/22/2010 
Compliance Review 4/22/2010 
QTGA Submission 4/26/2010 
QTGA Final Approval 4/29/2010 
GM Approval 4/26/2010 
DDA Final Approval 5/14/2010 
 

POLICY 
 
ATM patron disputes shall be resolved by request of the patron through the bank that 
maintains the ATM machines.  Patron disputes are always handled in a professional 
manner by all Team Members. 
 

 

1. ATMs at Downstream Casino Resort (DCR) are owned by U.S. Bank and serviced by 
Diebold.  DCR is responsible for maintaining the ATM’s and ensuring that currency is 
credited back to the ATMs.         

PROCEDURES 
 

 
2. The procedures for patron disputes regarding ATM transactions include the 

following:    
 

a. Patron comes to the Cage stating that the ATM did not either pay the full 
amount requested by the patron or pay at all.   

 
b. The Cage Supervisor shall apologize for the problem and give the patron the 

US Bank telephone number, which is 1-800-444-5657.  Inform the patron 
that DCR ATM’s are owned by US Bank, so the patron shall notify US Bank of 
the problem. 
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c. Ask the patron to keep his/her receipt.  Inform the patron that the ATM 

number is listed in the upper right hand corner of the receipt, across from 
the date and time.  This number is needed when the patron calls US Bank.  

 
d. Inform the patron that he/she will need to go to their bank and request that 

their bank complete a “Cardholder Dispute Form”.  The patron’s bank will 
dispute the transaction with US Bank.  The patron will need their receipt to 
attach to the dispute form. 

 
e. The patron will need to speak to a Supervisor or Manager at their bank if 

they are instructed to return to DCR to dispute the transaction.  The dispute 
is the responsibility of the patron’s bank. 
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PATRON DISPUTE- TRU MACHINES Policy No:   
1400.65.01 

Issue Date:  
4/29/2010 

PURPOSE: To establish policy and procedures that outline how patron disputes are handled by 
the Cage Department for TRU Machines and maintain accountability for the funds of the 
Casino.  
 
DCR Compliance – ITEM Tracking                                                              Date 
Issue Date 4/29/2010 
Compliance Review 3/15/2010 
QTGA Submission 3/25/2010 
QTGA Return 4/8/2010 
Compliance Review 4/15/2010 
QTGA Submission 4/22/2010 
QTGA Final Approval 4/29/2010 
GM Approval 4/16/2010 
DDA Final Approval 5/14/2010 

 
 

POLICY 
 
At times a TRU (Ticket Redemption Unit) will malfunction and fail to payout a patron or 
short pay a patron during ticket redemption.  Cage personnel shall handle these 
disputes. 
 

 

1. Check the back office of the TRU system to determine the last ticket redeemed in 
the malfunctioning TRU and the amount of the last transaction. 

PROCEDURE 
 
A Main Bank Cashier or above shall:  
 

 
a. If the TRU back office system does not show a ticket redeemed for the 

amount of the dispute, an EGM Supervisor or above shall be called to help 
with the dispute.  Surveillance shall also be called to determine if the patron 
put a ticket into the machine and if anything was dispensed.  Surveillance will 
verify whether the patron has already been paid. 

 
2. If the last transaction was the amount of the dispute, the Main Bank Cashier shall 

prepare a Miscellaneous Form (pg. 4) for paying out the patron.  The Miscellaneous 
Form contains the following information: 

 
a. Date 
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b. Time 

 
c. Amount 

 
d. Type of payout (Cash, Coin, Chips, Other) 

 
e. Type of transaction ( AJM, found, Other) *Note:  For TRU disputes, select 

Other 
 

f. Location and Asset number 
 

g. Reason 
 

h. Returned by (Name, Signature, and Badge Number) 
 

i. Received by (Name, Signature, and Badge Number) 
 
3. Gather the funds for the hand pay. 

 
4. Check out the keys to the TRU’s from the Keywatcher. 

 
5. Call Security dispatch and request an officer to accompany them to the TRU.  

 
6. With the Security escort, go out to the TRU machine with the dispute. 

 
7. Upon arrival to each TRU, the Main Bank Cashier will: 

 
a. Apologize to the patron for the problem. 

 
b. Pay the patron.  (Surveillance shall verify whether the patron was already 

paid.) 
 

c. Unlock the unit with keys that are maintained and controlled by the Main 
Cage using existing key control procedures (See EGM-Keys Policy #1200.23.01 
for the key controls). 

 
d. Sign a log indicating the time, date, cashier’s initials and Badge number and 

the reason for entry. 
 

e. Check the TRU for any currency stuck in the machine.  
 

f. Lock the TRU. 
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g. Tell the Security Escort that you are finished. 
 

h. If money was stuck in the machine, bring back to the Main Bank and complete 
a Miscellaneous Paid In form.  (Same form, just write “Paid In” at top.) 

 
** On tickets or bills not crediting, where the decision is made to pull the cash can for 
verification, refer to EGM policy #1200.10.01 for details. 
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Example of the Miscellaneous Form 
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Pre-Made Cashier Banks  in the Main Bank  
Process 

Policy No:   
1400.51.01 

Issue Date:  
4/30/2010 

PURPOSE: To establish policies and procedures for Main Bank Cashiers to Prepare Pre-Made 
Imprest Banks for Front Line windows, Jackpot Windows and High Limit Windows. 
 
DCR Compliance – ITEM Tracking                                                                Date 
Issue Date 4/30/2010 
Compliance Review 03/15/2010 
QTGA Submission 03/25/2010 
QTGA Return 4/8/2010 
Compliance Review 4/14/2010 
QTGA Submission 4/15/2010 
QTGA Return 4/28/2010 
Compliance Review 4/28/2010 
QTGA Submission 4/29/2010 
QTGA Final Approval 4/30/2010 
GM Approval 4/28/2010 
DDA Final Approval 5/14/2010 
 

 
POLICY 

 
Main Bank Cashiers shall prepare imprest banks for the front line windows, jackpot 
windows, and the High Limit windows.  These banks shall be sealed in a tamper resistant 
sealed or locked bag until ready for use. 
 
 

1. The imprest banks are prepared on the Main Bank counter in clear view of 
Surveillance.  Each imprest pre-made bank shall have a total imprest value, which 
may be changed to meet business demands with written approval from the Director 
of Finance. 

PROCEDURE 
 

 
2. The Main Bank Cashier shall prepare one bank at a time, verified by a Cage 

Supervisor and then placed into a tamper resistant bag, lock the bag with a zip tie, 
and create a small brown tag which includes:  

 
a. Date 

 
b. Main Bank Cashier’s initials and Badge number  
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c. The total amount in the bag 
 

d. Cage Supervisor’s initials and Badge number 
 

3. The Main Bank Cashier shall complete a window assignment sheet (pg. 3) and place 
inside the bag.  The window assignment sheet shall denote each denomination total 
and the total amount of the imprest bank. 

 
4. The Cage Supervisor shall instruct the Main Bank Cashier as to how many pre-made 

imprest banks are to be prepared per shift.  The Cage Supervisor shall make this 
determination by the number of Front Line Cage Cashiers, Jackpot Window Cashiers 
and High Limit Room Cashiers are scheduled for the next shift plus one bank for the 
Cage Supervisor. 

 
5. Example:  
 

a. Swing shift might have three, one Front Line Cashier, one Jackpot Window 
Cashier and one High Limit Window Cashier scheduled.  The day shift Main 
Bank Cashier shall prepare six banks for the Cashiers and one for the Cage 
Supervisor.  

 
b. A total of seven banks shall be prepared.  If all seven banks are not issued 

out, these non issued banks will be the first issued out on the next shift. 
 
 

1. The pre-made imprest banks shall be held in the Main Bank inventory as “Banks on 
Hold” until issued out to a Cage Cashier.  A copy of each original window assignment  
sheet will be included in the shift’s paperwork and forwarded to Income Audit as 
back up for the “Banks on Hold”. 

ACCOUNTABILITY OF PRE-MADE BANKS 
 

 
2. All Banks that are issued are carried on the Main Bank Inventory as “Banks Issued” 

and a copy of the signed window assignment sheet will be sent to Income Audit at 
the end of shift as back up for the “Banks Issued”. 
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Remote Deposit- Checks  Policy No:  
1400.55.01 

Issue Date:  
4/29/2010 

PURPOSE:   To establish policy and procedures for depositing checks using Remote Deposit for 
Electronic Check Deposits.  
 
 
DCR Compliance – ITEM Tracking                                                                Date 
Issue Date 4/29/2010 
Compliance Review 11/12/2009 
QTGA Submission 11/12/2009 
QTGA Return 11/25/2009 
Compliance Revisions based on QTGA Review 11/26/2009 
QTGA Submission 12/2/2009 
QTGA Return 12/21/2009 
Compliance Review 3/23/2010 
QTGA Submission 4/01/2010 
QTGA Return 4/12/2010 
Compliance Review 4/16/2010 
QTGA Submission 4/22/2010 
GM Approval 4/21/2010 
QTGA Final Approval 4/29/2010 
DDA Final Approval 5/14/2010 
 
 

POLICY 
 

Remote Deposit is a method of depositing checks into the bank by scanning all checks to be deposited 
for that day and transmitting the checks to the bank.  Once the checks have been transmitted, the 
deposit report can be printed and each check and/or deposit ticket can be viewed or printed.  The 
procedures for processing a remote deposit are as follows: 
 
 

1. Main Bank cashiers will be responsible for submitting checks for deposit at the end of each shift.   
All checks $500 or greater require a “Double” verification from a Cage Supervisor or above. 

Preparing and Loading Checks 
 

 
a. Log on to the Bank Cash Management Department central web site by using your Login 

Name and Password. 
 
b. Prepare the checks before scanning to prevent paper jams inside the scanner by removing 

all rubber band, paperclips, staples, etc. from the checks. 
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c. Align the bottom edges by repeatedly tapping the bottom edge of the checks on a hard 
surface. 

 
d. Tap the leading edge of the checks on a hard, flat surface. 
 
e. Check the bottom and leading edges once more to ensure the checks are aligned. 

 
f. Checks can be fed one at a time into the scanner or in batches of up to 30. 

 
g. Insert the checks facing outward from the scanner with the Magnetic Ink Character 

Recognition (MICR) toward the bottom. 
 

h. Be sure the leading edge fits between the two raised white lines on the scanner cover. 
 

1. To scan the checks, click on “Capture Deposits” 

Scanning the Deposit 
 

 
2. Verify and select the: 

 
a. Location – DCR (Downstream Casino Resort) 
 
b. Account – (Account number of the deposit) 
 
c. Processing Date - (Date deposit is to be processed) 
 
d. Amount – (Total amount of the deposit in dollars and cents) 

 
3. Click on “Create Deposit” 
 

a. At this point a deposit ticket will appear with the total amount of the deposit and the 
checks are ready to be placed into the scanner. 

 
4. Click the “Scanning” button to begin scanning.  While scanning, an image of each check will appear. 

 
a. Either a green check mark or a red X will appear which determines whether the item was 

scanned correctly or not. 
 

b. Items with a red X will need to be corrected. 
 

c. If the deposit is in balance, a message in green will appear stating “Deposit is balanced and 
ready to be released”. 
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d. If the deposit amount is out of balance, verify the dollar amount for each check by clicking 
on each amount. 

 
e. If you had to make any changes, the following edit code will appear once you are done 

editing, “There are no more errors in the transaction.  Do you want to edit the transaction 
amount?” 

 
f. At this point click on the “YES” button and the total deposit amount will be corrected 

automatically. 
 

1. The deposit amount will appear on the screen.  Verify that the amount is correct and click “OK”. 

Deposit Amount 
 

 
2. The total deposit slip will appear on the screen and the message will appear “Deposit is balanced 

and ready to release”. 
 
3. Click the “Close” button to transmit the deposit. 
 

1. At the close batch screen, choose the “Release” option to transmit and click “OK”. 

Transmitting the Deposit 
 

 
2. A screen will appear with a report that contains all scanned checks.  Verify that the deposit amount 

is correct before transmitting. 
 
3. If the deposit is incorrect, click the “Delete” key. 
 
4. If the deposit is correct, click on “Transmit”. 
 
5. Important:  An acknowledgement will appear once you transmit correctly. 
 

1. The depositing bank operations department will review the deposit and post the deposit to the 
account via ACH (Automated Clearing House) credit.  This should take place daily, on working bank 
days.  

Transmitted Deposit 
  

 
2. The IBC Bank system shall automatically send a report of the transmitted deposit to Accounting. 
 

1. Checks will be stored in the daily accounting boxes in record retention. 

Storing of Checks 
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User Management- Administrator

1. The Accounting Manager will be responsible for maintaining requests for access with the bank.  All 
terminations/new hire access etc. will be communicated by Information Technology to the 
Accounting Manager for updating.  Each user shall have a unique sign on, which is their individual 
sign on and password.   

  
 

 
2. The Banking administrator will be able to complete the following, with IBC Bank approval. 
 

a. Add a user 
 
b. Delete a user 
 
c. Edit a user 
 
d. Change a password - Passwords will be valid for one quarter  

 
e. Lock an account 
 
f. Unlock an account 

 
g. Assign specific tasks to a user 
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DCR Compliance – ITEM Tracking                                                                  Date 
Issue Date 6/1/2008 
Compliance Review 2/1/2009 
QTGA Submission 7/8/2009 
QTGA Return 11/6/2009 
Compliance Review 3/19/2010 
QTGA Submission 3/25/2010 
QTGA Return 4/20/2010 
Compliance Review 4/20/2010 
QTGA Submission 4/22/2010 
QTGA Return 4/29/2010 
Compliance Review 4/30/2010 
QTGA Submission 5/6/2010 
QTGA Final Approval 5/13/2010 
GM Approval 5/4/2010 
DDA Final Approval 5/14/2010 
Compliance Revision to Final 5/21/2010 
QTGA Submission 5/21/2010 
QTGA Return 6/3/2010 
Compliance Review 6/3/2010 
QTGA Submission 6/4/2010 
QTGA Return 6/18/2010 
Compliance Review 6/21/2010 
QTGA Submission 6/24/2010 
QTGA Return 7/28/2010 
Compliance Review 7/30/2010 
QTGA Submission 8/5/2010 
QTGA Final Approval  Pending 
GM Approval Pending 
DDA Final Approval Pending 
  

TABLE CREDITS Policy No:   
1400.32.02 

Issue Date:  
6/1/2008 
Revised Date: 
7/30/2010 

PURPOSE: To establish policy and procedures for Table Games Credits in the Cage area.       
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1. A CREDIT is a removal of Casino chips from the gaming tables to the Main Bank Cage. 

POLICY 
 

 
2. A computer requested CREDIT is generated in the Table Games area of Downstream Casino 

Resort by a Table Games Supervisor or above.  A three part form is generated from the computer 
system and prints automatically in the Main Bank. There is also a “copy” that stays on the 
computer screen in the Main Bank until the Main Bank Cashier accepts the credit. 

 

1. The request for a credit prints in the Main Bank (pg. 4). 

PROCESSING A TABLE GAMES CREDIT IN THE MAIN BANK 
 

 
2. The Cage Cashier, Main Bank Cashier, Cage Shift Supervisor or above tears off the credit slip.  

 
3. The Main Bank Cashier determines the number of racks needed for the credit. 
 
4. Security dispatch is notified of the need for a credit back from the gaming tables.  
 
5. Upon arrival of a Security Officer, the three part credit slip is placed on the counter on the marked 

off area of the Main Bank for Surveillance review. 
 

6. All credits are called into Surveillance before the Security Officer is sent out to the table.  
Surveillance is told the Pit number, the table number and the total amount of the credit/chips. 

 
7. After Surveillance has been notified, the Cashier shall place the empty chip racks and credit slips 

into a birdcage and the Security Officer will take the birdcage to the Table games area to pick up 
the credit. 

 
8. The Dealer and the Table Games Supervisor or above will display the credit (chips) on the table for 

the Security Officer and sign the credit slip with their names and badge numbers. 
 
9. The Security Officer will review the credit slip for accuracy and sign it with their name and badge 

number.  
 
10. The credit (chips) shall be placed into the birdcage. 
 
11. The Triplicate (Pink) copy of the CREDIT slip is dropped by the Table Games Dealer in the Table 

Games locked drop box. 
 
12. The Security Officer shall notify Surveillance that the credit is in the birdcage and is coming in 

from table number and pit number and will be taken to the Main Bank. 
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13. The Security Officer transports the original (white) and the duplicate (yellow) credit slip and the 
chips in the birdcage to the Main bank.  The control series (computer copy) remains in the 
computer until accepted.  Once accepted, it rolls into audit status. 

 
14. The Main Bank Cashier will place the chips on the counter, break each denomination down for the 

Surveillance camera, place the credit slip on the marked off surveillance area and call 
Surveillance. 

 
15. Once Surveillance agrees, the Main Bank Cashier will sign the credit slip with their name and 

badge number and put the chips back into inventory. 
 

16. The Main Bank Cashier shall give the yellow copy of the credit slip back to the Security Officer. 
 

17. The Security Officer shall transport the yellow copy of the credit slip back to the Table Games 
Dealer. 
 

18. The yellow copy of the credit slip is dropped by the Table Games Dealer in the Table Games 
locked drop box. 

 
19. The Main Bank Cashier will go to the Cage and Table Accounting (CTA) system and click on the 

“CREDIT NUMBER SUBMITTED”.  A new screen will appear and the Main Bank Cashier will click on 
“ACCEPT”. 

 
20. The completed CREDIT slip, the white copy is then used for balancing purposes and later 

forwarded to Internal Audit with the end of shift paperwork. 
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Example of Credit Slip 
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DCR Compliance – ITEM Tracking                                                                Date 
Issue Date 5/12/2010 
QTGA Submission 7/8/2009 
QTGA Return 11/6/2009 
Compliance Review 3/18/2010 
QTGA Submission 3/25/2010 
QTGA Return 4/8/2010 
Compliance Review 4/20/2010 
QTGA Submission 4/22/2010 
QTGA Return 4/29/2010 
Compliance Review 4/30/2010 
QTGA Submission 5/6/2010 
QTGA Final Approval 5/12/2010 
GM Approval 5/4/2010 
DDA Final Approval 5/14/2010 
Revisions to Final 7/1/2010 
QTGA Submission 7/8/2010 
QTGA Final Approval 7/21/2010 
GM Approval to Final  7/1/2010 
DDA Approval to Final 7/22/2010 
 

1. A fill is when chips are transferred from the Main Bank to the gaming table. 

POLICY 
 

 
2. A computer requested Fill (pg. 4) is generated by a Table Games Supervisor or above.  A three 

part form is generated from the computer system and prints automatically in the Chip bank.  
 

1. The request for a fill prints in the Chip bank. 

PROCESSING A FILL IN THE CHIP BANK 
 

 
2. The Cage Cashier, Cage Shift Supervisor or above, tears off the fill and assembles the requested 

chips. 
 
3. The Main Bank Cashier recounts the fill chips to ensure accuracy. 
 

TABLE FILLS Policy No:   
1400.31.02 

Issue Date:  
5/12/2010 
Revised Date: 
7/1/2010 

PURPOSE: To establish policy and procedures for Table Fills in the Cage area.       
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4. The Main Bank Cashier signs, including badge number, the fill slip in the area marked “Cash Desk”.  
Their signature must be legible and must match their signature control card which was completed 
during orientation. 

 
5. Security dispatch is notified of the prepared fill by the Main Bank Cashier or above.  If the Pit has 

indicated that the fill is a “RUSH” fill, the Main Bank Cashier will indicate this to the dispatcher. 
 
6. Upon arrival of a Security Officer, the assembled fill is placed on the counter and the fill slip is 

placed on the counter of the Main Bank for Surveillance review. 
 
7. All fills are called into Surveillance by the Main Bank Cashier processing the fill.  Surveillance is 

told the Pit number, the table number and the total amount of the fill.  
 
8. The Main Bank Cashier will break down one barrel of each denomination in the fill and take one 

chip and slide down the side of each same denomination to indicate that the barrel is full.  All 
barrels of $500 chips are broken down for the camera.   

 
a. Example 1:  The fill calls for $40 in white; $300 in red.  The Cashier will break down for  

the camera one barrel of the white and one barrel of the red and run a chip down the 
side of the full rack to indicate that each barrel is full. 

 
b. Example 2:  The fill calls for $10,000 in black chips.  The Cashier will break down one barrel 

of the black chips and run one chip down the side of the rack, indicating a full rack. 
 
9. The Security Officer reviews the fill slip for accuracy, counts the fill and signs their name and 

badge number on the fill slip indicating agreement.  
 
10. Upon signing the fill slip, the Security Officer retains the Original (White) copy and the Duplicate 

copy (yellow) and gives the Triplicate copy (Pink) to the Main Bank Cashier.  
 

11. The Main Bank Cashier places the completed fill in a clear container called a “Birdcage”.  Fills can 
only leave the Main Bank if they are placed in a Birdcage. 

 
12. The Security Officer takes possession of the fill and delivers the fill to the table game number 

indicated on the fill slip.  
 
13. The Main Bank Cashier will go to the CTA (Cage and Table Accounting) system and click on the 

“FILL NUMBER SUBMITTED”.  A new screen will appear and the Main Bank Cashier will click on 
“ACCEPT”. 

 
14. The Dealer and Table Games Supervisor or above will break down the fill in public view on the 

table, count the fill, examine the fill slip for completeness and sign with their name and badge 
number.  
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15. The chips are taken into the inventory of the table.  The original (white) copy of the fill is dropped 
by the Dealer in the Table Games locked drop box, which is later picked up during the Soft Count 
process. 

 
16. The Tables Games Supervisor or above will go into the CTA system and click on the “FILL 

NUMBER” and accept the fill. 
 
17. The Security Officer returns the duplicate (yellow) copy to the Main bank.  The Duplicate (yellow) 

copy and the triplicate (pink) copy are stapled together.  
 
18. The completed fill is then used for balancing purposes and later forwarded to accounting in the 

end of shift paperwork. 
 
19. If a fill is returned to the Main Bank from table games due to an overage or a shortage, the Cage 

Cashier will contact his/her Cage Shift Supervisor who will contact Surveillance to verify if the fill 
went out incorrectly.  At no time will a Cage Cashier correct the fill without a Cage Supervisor 
present and Surveillance called. 
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Example of Table Fill 
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Toke Procedures for Poker Dealers Policy No:   
1400.64.01 

Issue Date:  
5/13/2010 

PURPOSE:  To establish toke procedures for Poker Dealers. 
 

DCR Compliance – ITEM Tracking                                                                Date 
Issue Date 5/13/2010 
QTGA Submission 6/3/2009 
QTGA Return 11/6/2009 
Compliance Revisions based on QTGA Review 3/15/2010 
QTGA Submission 3/25/2010 
QTGA Return 4/12/2010 
Compliance Review 4/16/2010 
QTGA Submission 4/22/2010 
QTGA Return 4/29/2010 
Compliance Review 4/30/2010 
QTGA Submission 5/6/2010 
GM Approval 4/30/2010 
QTGA Final Approval 5/13/2010 
DDA Final Approval 5/14/2010 

 

POLICY 

To establish toke procedures for Poker Dealers.  Tokes shall be provided to the Main Bank for 
accountability purposes and not be given directly to the Poker Dealers at the end of their shift.   

 

1. All tokes received by Poker Dealers will be placed into a locking toke box.  All toke box keys 
will be controlled by the Main Bank Cashiers. 

TOKE PROCEDURES 
 

 
2. Poker Dealers will proceed to the Main Bank located in the Cage at the end of their shifts. 
 
3. Each Poker Dealer will hand his/her toke box over to the Main Bank Cashier to be opened 

and emptied by the Main Bank Cashier. 
 
4. All monies will be verified by both the Poker Dealer and the Main Bank Cashier and the 

amount will then be entered on the Poker Dealer Tip Worksheet (pg. 3) by the Main Bank 
Cashier. 
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5. After verification of monies, the Poker Dealer and the Main Bank Cashier will both sign and 

include their badge number on the Poker Dealer Tip Worksheet. 
 

6. The Poker Dealer will retain the pink copy of the Tip Worksheet.  The white copy will be 
forwarded to Income Audit and the yellow copy will be forwarded to Poker via Income Audit 
so that all Dealers may have their tips credited to their paychecks. 

 
7. At no time will any Poker Dealer retain any part of his/her tips as a form of take home pay. 

 

1. Tokes will be allocated by payroll to the Poker Dealers listed on the Poker Dealer Tip 
Worksheet. 

Distribution Tokes 
 

 
2. All tokes will be disbursed on the Poker Dealer’s normal pay check. 
 
3. Tokes may never be accepted as cash, any failure to comply with this policy will be 

considered an attempt to circumvent reporting and be subject to Team Member discipline 
up to and including termination.  

 
4. Nothing in this policy prevents the Management of Downstream Casino Resort, the 

Downstream Development Authority, Quapaw Tribal Gaming Agency, Internal Revenue 
Service, or any other applicable agency from taking further action as may be deemed 
necessary.  
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DCR Compliance – ITEM Tracking                                Date 
Issue Date 11/20/2009 
Compliance Review 11/23/2009  
QTGA Submission 11/25/2009 
Compliance Review 3/19/2010 
QTGA Submission 3/25/2010 
QTGA Return 4/8/2010 
Compliance Review 4/20/2010 
QTGA Submission 4/22/2010 
QTGA Return 4/29/2010 
Compliance Review 4/30/2010 
QTGA Submission 5/6/2010 
QTGA Final Approval 5/13/2010 
GM Approval 5/4/2010 
DDA Final Approval 5/14/2010 
 
 

POLICY: 
 
When a VOID is required on a Table Games Credit or Fill, the Table Games Supervisor or above will 
call the Cage and make them aware that the VOID is needed and the computerized fill/credit number 
that needs to be voided.  All voids shall be voided out of the computer system. 
 
 

1. All voided documents require two signatures with badge numbers, one of which must always be a 
Cage Supervisor or above, and the reason for the void.  The Cage Supervisor’s badge number must 
also be included with their signatures. 

PROCEDURE: 
 

 
2. The Cage Supervisor shall draw a diagonal line across the front of all three copies of the fill/credit 

slip that is to be voided, and write the word “VOID” across the diagonal line.  The voided fill/credit 
slip must contain the following: 

 
a. The document number 

 
b. The time 
 
c. The total amount 

 

VOID TABLE FILLS AND CREDITS Policy No:   
1400.53.01 

Issue Date:  
11/20/2009 

PURPOSE:  To establish policy and procedures for voiding Table Games Fills and Credits in the 
Cage area.       
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d. Draw a diagonal line across the slip 
 

e. Clearly write the word “VOID” across the line 
 

f. Write the reason for the void. Example: “Pit did not need” 
 

g. Cage Supervisor signs with badge number on the bottom of the diagonal line 
 

h. Security Officer Supervisor signs with badge number on the top of the diagonal line 
 
3. The voided slips are sent to accounting daily, where they are reviewed and filed with the other 

fill/credit slips. 
 
 
 
 
 
 

 
Fill Number   1234  
 
 
Pit does not want     
      
   VOID 
 
 
Sam Security 2228    

 
Jane Cage 2335 
 
 
 
 
 
 
 $2500
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