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BINGO PAPERWORK 
 
Description 
The Bingo Paperwork Person (“BPP”) is responsible for setting up for bingo, giving direction to the card sellers, tracking bingo card 
inventory and money collected, calculating bingo game pots, calculating deposit and over/shorts, cleaning up after bingo, depositing 
money at the bank, and providing a recap of the day’s events.  Given the nature of the position, the person should be detail oriented 
and able to work well under pressure / in a fast paced environment.  Additionally, as a member of the Gambling Committee, the 
Bingo Paperwork team should provide any feedback regarding the state of Bingo.   
 
Before Bingo:  Before the start of Bingo, the BPP should: 

1.) Get the keys and unlock the cabinet, pulling out all bingo equipment and bringing to the table. 
2.) Request the bingo start bank from the pull tab booth. 
3.) Count the bank to ensure it is accurate. 
4.) Start all paperwork, including counting and validating bingo paper. 
5.) Greet all sellers and caller, and have any volunteers sign in to get volunteer credit. 
6.) Hand out programs and daubers to all bingo players. 

 
During Bingo: As Bingo commences, the BPP should: 

1.) Go out to sell with money and cards. 
2.) Track the number of cards sold and collect money accordingly. 
3.) Calculate the bingo pot and share with the caller. 
4.) Listen to the caller to ensure caller procedures are followed. 
5.) Together with the caller, ensure state rules are followed as described on the caller instructions. 
6.) Provide the payout to the winner as applicable. 

 
After Bingo: At the close of Bingo, the BPP should: 

1.) Collect daubers and program. 
2.) Complete paperwork, including calculating and preparing the deposit. 
3.) Ensure the start bank is calculated and accurate, and provide to the pull tab booth. 
4.) Put away all bingo equipment in the cabinet. 
5.) Place bingo deposit in the safe. 
6.) Send email to management summarizing the day, including all volunteers present, if applicable. 

 
Other 

1.) Assist with the month end pull tab and bingo paper inventory as needed (only require 1 person / month). 
 
Compensation 

• The BPP may earn a wage of $15 / hour. 

• If an association parent is interested in working as a BPP, they may earn volunteer hours required per association guidelines 
in lieu of earning wages.  Once all volunteer hours are met, they may then earn wages.  However if they so choose, they 
may earn volunteer hours filling other shifts offered within the association.  However given the nature of the role and 
training / awareness required, association parents may not take e.g., one or two shifts to meet the gambling requirement; 
they must make a commitment to filling roles, similar to that expected of an employee of a paid job. 

 


