
112-104-4. Forms, records, and documents. (a) Each facility manager's internal 

control system shall include internal controls for forms, records, and documents. The 

internal controls shall be submitted to and approved by the commission according to 

KA.R. 112-104-1. Information required by this article to be placed on any fOlm, record, 

or document shall be recorded on the form, record, or document in ink or in another 

pelmanent format. 

(b) The accounting department shall be responsible for the receipt, control, and 

issuance of all prenumbered forms. Serial numbers on manual forms shall be printed on 

the fOlm by the manufacturer. Computerized fOlms shall be sequentially numbered by 

the computer system. Documentation of all serial numbers shall be maintained to 

account for the forms. 

(c) Whenever duplicate or triplicate copies are required of a form, record, or 

document, the original, duplicate, and triplicate copies shall be color-coded and have the 

name of the recipient originally receiving a copy preprinted on the bottom of that copy to 

differentiate one copy from the other. 

(d) If the facility manager prepares more copies than required by this m1icle and 

the fonns, records, and documents are required to be inserted in a locked dispenser, the 

last copy shall remain in a continuous, unbroken form in a locked dispenser. The key to 

this dispenser shall be controlled by the accounting department. 



(e) Whenever a prenumbered form is voided, the original and all copies shall be 

marked "void" and the person voiding the fOlID shall record that person's signature on the 

voided form. 

(1') Whenever forms or serial numbers are required to be accounted for under this 

article and an exception is noted, the exception shall be reported in writing to the facility 

manager's internal audit department and the commission within two days of identification 

of the exception or upon confilIDation of the exception, whichever occurs earlier. 

(g) Unless otherwise specified in this article, all forms, records, documents, and 

stored data required by this article to be prepared, maintained, and controlled shall have 

the name of the gaming facility and the title of the fOlID, record, document, and, for 

stored data, the imprinted or preprinted date. 

(h) Nothing in this article shall be construed as prohibiting a facility manager 

from preparing more copies of any form, record, or document than the number of those 

copies required by this article. (Authorized by and implementing K.S.A. 2007 Supp. 74-

8772; effective Sept. 26, 2008.) 


