SAA Gallery Staff Instructions
Everything you need to know on one sheet!
Please be a few minutes early and stay a few minutes after your shift for a smooth handoff
SHIFT START
· 1st shift:  Someone with a key should meet you and open the gallery.  You may be asked to stop by the Art Corner and get a key from Wendy.  If so, follow the “open/close” procedure
· 1st shift:  Put out the banners, table, chairs, Electrolux lady.  Water outside plants if appropriate
· Record your name, shift, starting cash.   Remind the person on the earlier shift to sign out!
DURING THE DAY
· Put on some music!
· Greet visitors
· Record the number of visitors and whether they’re local or out of town
· Do not leave the store unattended.  Keep cash box under the counter and keep counter in sight
SALES
· Members get 5% discount on retail price (before tax)
· Fill out the 3-part sales receipt:  put cardboard behind 1 3-part sales slip and press hard!  Contents:
· Date
· Customer name and contact info – address or email.  Required by law* for original art
· Your name
· Type of payment (Cash, Charge, Check #).  
· For checks, put Drivers’ license #, state and phone on checks
· Item information – 1 per line:  Inventory ID, Description, Retail price
· Total retail price for all items
· Tax at 6 ¼%.  Multiply the total sales by 6.25% or 0.0625 (No tax on clothing!)
· Total purchase – price + sales tax
· Take the money!  Instructions for processing credit card are on the wall; detailed version in binder
· Include the artists’ cards with the sales.  They’re in the file cabinet, filed by inventory ID 
· Remove the inventory tag from the item and put it on the yellow copy of the sales receipt
· Customer gets the white copy of sales slip, and customer copy of credit card slip
· Yellow and pink copies of sales slip goes in the bottom of the cash box w/ credit card slip
· Write the date in the “date sold” column of the inventory sheet 
SHIFT END
· Last shift:  Someone with a key should meet you and close the gallery.  You may be asked to lock up and return the keys.  If so, follow the “open/close” procedure
· Last shift:  Bring in the banners, table, chairs, Electrolux lady
· Record your name and shift and ending cash.  Remind next shift to record their info
SUGGESTIONS:  Send mail to gallery@salemartsassociation.org or leave a note in the cash box

*State law requires that we ask for this information so the artist can 
A) maintain the copyright on the work and 
B) contact the purchaser for retrospectives/exhibitions	SAA Gallery Staffing 2011-07-30.docx
