GUIDELINES FOR SALES STAFF
McLean Area Branch Booksale  1997

Friday, November 7th
9A.M. to 8 P.M.

Saturday, November 8th
9 A.M. to 5 P.M.

Sunday, November 9th
12 noon to 4 P.M.

Please report to one of the Chairwomen, Christine Lindquist, Mary Perkins or Angela Erhmann.

1.
Duties

CHECK OUT VOLUNTEERS  to tally prices and give receipt to money handlers

MONEY HANDLERS to accept checks and cash and give change. Staple or tape receipt to box or bag.

GENERAL VOLUNTEERS  to assist buyers in finding desired areas,  keep books tidy and consolidate books as boxes become empty.

AAUW MEMBERSHIP TABLE AND STORAGE  TABLE  to store and safeguard paid for boxes and bags of books using clothespins and to distribute AAUW material to those interested.

GATEKEEPERS to check that all bags  have receipts with them.

SECURITY  VOLUNTEERS ....see separate information sheet.

2. Money Handling

Do not leave money boxes unattended for any reason.  If you must check on something be sure there is a back up for you at the table; otherwise in an emergency when you must leave the desk, take the money box with you. Place large bills under tray. ONLY give money to one of the Treasurers, Caroline Pickens, Charlene Gagon or Jane Schmideikamp.
3. Check out Stations

There are three check out stations: One in the Treasure Room; one in the Main Room and one in the Childrens Books and Records area.  Tell people they cannot carry books from room to room for checkout. They must be paid for at the check out register in each area. There will be a table in the front foyer of the Wildlife Center for people to receive a clothes pin and store their bags and boxes, which are paid for while they shop in other areas.
4. Prices

FRIDAY  AND  SATURDAY

ADULTS                                                                      CHILDRENS

4X7 PAPERBACKS           50 CENTS                        PAPERBACKS                50 CENTS


LARGE PAPERBACKS      $1.00                               SMALL HARDCOVER   75 CENTS


HARDCOVER                     $2.00                               HARDCOVER                 $1.00








RECORDS                       $1.00


(Book Chair will make an announcement sometime on Saturday to reduce prices on all items 


by one half except in the Treasures Room.)

Only books in the Treasures Room have been individually priced. For these books, price is in pencil on inside cover or the first available white page and on page 70. The price is listed with a line beneath it and W 97 below the price. Cassettes, videos and computer software are also located in the Treasures Room. These items are checked out only from the Treasures Room register.
SUNDAY    $3.00 each bag
5.  Payment

We do not accept credit cards. We will take cash and personal checks. We do not ask for identification when accepting checks. If the check has no telephone number printed on it, ask for the number and write it on the front of the check. The CHECK OUT VOLUNTEER adds up the sale and writes the total on the colored receipt and hands it to the MONEY HANDLER. Once payment is made, this colored receipt is stapled to the bag or taped to the box the items are in. If the person has multiple bags or boxes, write the amount on each paper and put one on each bag or box. GATEKEEPERS will be watching for these colored receipts as people exit the building. 

6. Discounts

NWF employees, who can show identification, will receive a 10 % discount on purchases. McLean AAUW members are entitled to a 10 % discount at the NWF gift shop during the sale. Be prepared to show your membership card.

7. Safety

Keep the fire exits and aisles clears of books and cartons. No smoking is allowed in the NWF building. We will have some security personnel watching the area and making their presence known to prevent thefts. However, to avoid personal liability, make no attempt to confront a person who appears to be trying to take books without paying. Our best defense is to have lots of people watching and moving among the buyers. Usually if a person knows he or she is being watched, that is enough to discourage dishonest behavior. 

8. Sharing Information

When your replacement arrives, brief them on what to do and give any pointers you have found helpful.

9. Snacks. 

Coffee, tea, soft drinks and snacks are available in the back room for all volunteers. Please don’t take any food or drink into the sales area.

10. Did you buy any books when you came to sort?

Caroline, Charlene or Jane will total up your purchases and take your check or cash.

MANY THANKS TO ALL THE VOLUNTEERS!!!!

