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General 
 
1. The forms index is not an all inclusive list of forms which will be used by the Owner 

Licensee.  The ICS must include a copy of each form discussed in the Owner Licensee's 
ICS. 

 
2. All information must be recorded in ink or other permanent form.  Corrections to 

information originally recorded are made in ink by lining out the error, entering the 
correct information, and obtaining the initials of the employee making the change and 
another employee who verifies the change. 

 
3. All forms must include the casino and/or Owner Licensee’s name/logo and title of the 

form. 
 
4. Any forms that are not pre-numbered must be maintained and controlled by the 

applicable department manager. 
 
5. When a multi-part form is required, ensure that each part is distinguishable. 
 
Control of Forms 
 
Accounting will be responsible for the receipt, control and issuance of pre-numbered forms until 
the applicable operating department receives custody. 
 
Numbering 
 
1. All manual control forms must be pre-numbered by the manufacturer. 
 
2. All computerized forms must be sequentially numbered by the computer. 
 
Manual Forms Dispensers 
 
1. The accounting department will be responsible for loading and unloading all locked 

manual forms dispensers.  Security may also do this, however if they unload the 
dispenser, they must ensure that the forms are delivered directly to the accounting 
department. 

 
2. In the event the manual forms dispenser jams, an employee from the accounting 

department or security department must clear the jam and relock the manual forms 
dispenser. 

 
3. The last copy is retained intact in the forms dispenser in a continuous, unbroken form. 
 
4. Manual forms dispensers must be used to control the following manual forms: 
 

a. Table Fill Slips; 
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b. Table Credit Slips; and 
c. EGD Hand-Paid Payout Forms. 

 
Voiding Forms 
 
In the event a form has to be voided, the original and all copies must be marked "void" and 
accompanied by the signature of the employee voiding the form and an employee verifying the 
void, with a brief explanation of why it was voided. 
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