CASH OUT PROCEDURES

1.  Servers separate the following items from their work BEFORE cashing out:

· Checks with Gift Cards & Gift Certificates Redeemed

· Checks with Gift Cards Sold

· Checks with House Charges

· Checks with Xerox Awards

· Checks with Xerox/Hotel Charges

· Checks with Coupons (birthday & any others)

· If server has a cash turn-in, count out and keep cash aside ready for turn in

· Server’s clock out slip to verify clocking out

· Server to have all paper work in order before going to cash out

2.  Closing Cashier physically verifies the above items before checking server out

· Physically count above items to confirm that all are present

· Place all the above items in a separate envelope (Labeled:  “Coupons Etc.”)

· Physically count to confirm that all guest checks are present (cc & cash)

· Record that all are present on the green manager-closing cash out sheet

· Collect server's cash turn-in, place in separate bag (Labeled:  “Cash Turn-In”)

· Collect server’s clock out slip

· Staple remaining paperwork together and place in cash-out box

3.  Closing Manager to complete the cash out in the office
· Complete green manager closing sheet after all servers have cashed out

· Count total cash turned in; attach initialed calculator tape to cash with rubber band

· Compare cash turned in with amount shown on Revenue Center Balance Report

· Document any overage or shortage; review if excessive (over $7.00)

· Wrap all work in green manager closing sheet, including cash and coupons etc.

· Place all work in "drop bag" and drop into safe 

