Form Instructions

Scratch Ticket Sales
This is a daily report in PDF format.  This form can be printed and completed manually or electronically.
[image: Scratch Ticket Sales form example]
If you sell out of a pack during the day, you will need to add a line to reflect the new pack or put it on the same line with the original pack.
Based on 24 bins.
Shift Manual Tracking Sheet
This is a daily form for those that manage scratch for each shift in Excel format.
It is designed to be done electronically and if you sell out of a pack you can easily add a row to reflect the new pack information.
[image: Shift Manual Tracking Sheet example]
There are tabs on the bottom for 12, 16, 20 and 24 bin dispensers.  
There is also an Example tab and one to help balance the Gemini Touch vending machine if applicable.
7-day scratch tracking
This is for those that want to track by the day but have a weekly view in Excel format.  The form can be printed on legal-size paper if you do manual tracking.
There is a row to add the initials of the person completing the form by day.
There are tabs on the bottom for 16, 20, 24, and 32 bin dispensers.  Tab with an example on how to complete the form.
[image: 7-day scratch tracking example]
For each day you enter the start and end number for each pack.  If you need to add a pack (electronically add a row) if manual add the pack information in the same row for that bin then add the start and end number for the new pack.
On this format there is also a Ticket Cost Legend – provides the value and commission for each price point. 
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Scratch Ticket Sales

Name Shift Time Date
Beginning | Ending | Number of
Bin Ticket | Ticket | Tickets Ticket Price
Number Game Name Game/Pack # Number | Number | Sold | $1/52/$3/85/810/$20 | Sales Amount
1 | XWord 1234-00157 15 20 5 5 25.00
2 Bingo 4569-235689 10 15 5 1.00 5.00
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Date:

Shift A
End

Game # Pack # Number
1234 12459 15
369 1245 2

Bin #

Bin 1

Bin 2

Shift C
End End
Game # Pack # Number Bin# Game# Pack # Number
1234 12459 18 Bin 1 1234 12459 2%
3689 1245 49 Bin 2
1479 32167 4 1479 32167 8
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|Game# _|pack# [Ticket cost __|Day1 Day 2 Day 3 Daya Day s Day 6 Day7
Initials of person completing form b ik b Jsw
1234] 56789 52| 000-10 10-14 14-50 50-66 66-99
5678| 12345| $3) 000-10 1017
1111 98754 5| 000-2 26 612 1216 16-20 20-22 2223





