Server Banking Policy and Procedures

Policy:

Servers are solely responsible for their own tickets/guest checks.  It is the responsibility of each server to collect monies owed for each ticket/guest check via server banking.  Servers must have the appropriate number of small bills prior to beginning each shift in order to make change for their guests.  At the end of each shift, it is the responsibility of each server to reconcile their tickets/guest checks with the monies received from guests. Each server is solely responsible for any unpaid tickets, voids or over rings.

Procedures:

· Ring up guest checks

· When you deliver the check to each table, inform the guests to pay the bill directly to you.

· Once you have collected the monies owed close the check.

· At the end of your shift, run a server report from the POS system.

· CIRCLE the total amount owed your server report, place report AND monies in an envelope and drop into the safe.

· If for any reason you have a check that is not closed (i.e. voids, over rings, etc.) write the explanation at the top of the ticket and included it in your drop envelope. 

· YOU ARE RESPONSIBLE FOR EACH TICKET ENTERED UNDER YOUR SERVER NUMBER!

I fully understand the above policy and procedures and agree to fully comply.

Printed Name: ____________________________________________________

Signature: ________________________________________________________

Date_____________________

