Salem State University
Guidelines for Ticket Sales

For Student Organizations

1. All tickets should be printed with consecutive numbers for a specific number of seats, not to exceed the capacity of the facility where the event will be held.

2. Date and time of the event should be printed on all tickets, each with a specific ticket number.

3. All tickets should be sold at a designated public location.

4. The “Ticket Sales Report Form” should be completed and signed by the advisor and the ticket salesperson for ticket sales held on one day or each day for an event.

5. A list of the name and number of each ticket holder should be recorded for all complimentary tickets.

6. An accounting of all tickets to each event must be made through the “Ticket Sales Report Form.”  Tickets unsold; plus tickets sold at the event; and complimentary tickets shall total the number of tickets available to the event.

7. Ticket sales proceeds with a completed “Ticket Sales Report Form” from each event shall be kept in a locked safe in the Campus Center until the funds can be deposited.

8. Deposits of ticket proceeds shall be made promptly following advance ticket sales and/or the conclusion of an event.  Deposits shall be made by the advisor, or another University employee. 
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