Server Cash-Out Procedures:
1. Report 100% of your tips
2. Run an employee detail report
3. Organize your checks and receipts before cashing out:
· Separate all closed guest checks with coupons (Cash & Credit) 
· Separate all closed checks with credit card slips from everything else
· Separate all closed checks with cash receipts from everything else
4. Have your cash turn in ready

Server Guest Check Procedures:
1. Only close “Real Gift Cards” to SVC Gift Cards on the micros:
· Crab Shack Gift Cards  (Solid black with “Crab Shack” lettering on red wood)
· Bazil Gift Cards (Solid black with green “Bazil Logo”)
· Mario’s Gift Cards (Color picture of Mario’s bar with logo in top right)

2. Close all other coupons, cards, promotions, etc. to “Coupons”.  Always get a manager signature on all coupons before guests depart, otherwise they are invalid.  Staple all coupons to the closed guest check for turning in at the end of the night.
· All email coupons, paper gift certificates, and promotions, etc.
· All promotional Gift Cards (on the back there is a printed dollar value)
· Mario’s Promotional Gift Cards (orange with “Mario’s” printed letters)
· Bazil Promotional Gift Cards (light green background with green logo)

3. All house charges must be done with Manager approval.
4. Birthday coupons and discounts are only valid if guests sign up on-line

Manager Cash-Out Closing:
1. Circle “coupon” count on detail report, verify, and place in side envelope
2. Circle “house charge” count on detail report, verify, and place in side envelope
3. Circle “credit card” count on detail report, verify and place on top of server closed checks
4. Circle the “cash turn in” amount on detail report, receive or pay as necessary
5. Complete all columns on the Cash Out Closing Sheet, then total all at the bottom
6. Record any payouts (be sure details are written on the receipt for office)
7. Run Micros report, then complete lower portion of the Cash Out Closing Sheet
