Cashier Procedure
· After their purchases are tallied, customers will take purchases and tally form to Cashier Table. (If customer’s purchases have not yet been tallied, direct customer to tally table.)

· On customer’s Book Tally Form, calculate each line item by multiplying the total number of books on each price line by the Total Books for that line and listing the Total $ figure for each line item. When all lines are calculated, add up the total Sales $ and input on form. See Sample Book Tally Form at your table. 

· Keep tally sheet in box at table.
General Information
· Checks and credit cards are accepted. Make checks payable to LPL (Lancaster Public Library).  See credit card instructions below.

· DO NOT LEAVE YOUR CASH BOX/REGISTERUNATTENDED! Money will be collected regularly by staff.

· Books are full price Monday and Tuesday. Wednesday is half-price day until 1 PM. Bag sale runs from 1-6PM. $5 per our brown bag.Sale hours are Monday 7 a.m.–9 p.m., Tuesday 9 a.m.–9 p.m., Wednesday 9 a.m–6 p.m.

Credit Card Procedure 
· [Specify your own credit card procedure here.]
ENJOY YOUR SHIFT, AND THANKS FOR VOLUNTEERING FOR THE LIBRARY!
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