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Subject:                 Bartender Cash Handling
Revised:                 February 20, 2013

Handling payment from our guests is an important part of your responsibilities as a bartender.  It’s very important to always be aware of your guests during the billing and payment process. As a bartender you are responsible for collecting payment from your guests, so to assist you in this process here are some procedures that you need to follow.

1. Ensure before you print off the check that you have reviewed it and it is correct. This will save time from having to make adjustments or corrections.
2. Present the bill and inform the guest that you will be handling their payment when they are ready.

3. Once the bill has been presented it is crucial that you keep an eye on your guest to accept payment BEFORE THEY LEAVE. Guests will have a tendency if you are not back promptly to leave money on the table/bar with the bill, a lot of times they do not leave the correct amount which will leave you short.

4. If they are paying with credit card you must request picture ID and check the signature to verify that it is their card. It is important that you verify that it is their credit card before you process it and return it to the guest.  Also you need to ensure BEFORE THEY LEAVE that you have collected the credit card slip and checked that the amount is filled in correctly and it is SIGNED.  We have seen many slips that the guests will fill in but not sign it. A credit card slip that is not signed can be disputed by the guest at a later date, which will have to be credited back to the guest. This will then be classified as a shortage against your cash out. For chip credit cards please follow the chip card policy.

Guests Wanting to Run a Tab after 10:00pm or during high volume periods:

1. Guest needs to supply you with a credit card to hold and show picture ID to verify that it is their card and for you to match the signature.
2. Then inform the guest that you will be running through a $100 pre Authorization that they will need to sign. We hang onto the card as well as the pre Auth.

3. Once the tab reaches $100 notify the guest that you will be completing the Pre Auth for them to sign. Then ask if they would like to open another tab. If they do then follow the same procedure for the new tab, make sure they sign the new Pre Auth.


 By following these procedures you will ensure that you are able to collect payment.

Progressive discipline in regards to cash handling: 
We will be handling outages as listed below so please ensure that you are aware of proper billing and payments to avoid any disciplinary action. We acknowledge that it is unreasonable to expect the Bar ring offs to balance with no variance (cash +/-). Therefore the allowable cash +/- per ring off is 1% of the ring out. In the event that your cash +/- exceeds 1% you will be contacted to find out if there was any special circumstances, each incident will be reviewed on an individual basis. The following lists the disciplinary action that will take place in the event that the cash +/- exceeds 1%.

1. For a first cash outage you will be issued a verbal warning along with a copy of this policy for you to review the procedures.

2. For a second outage you will receive a written warning along with a copy of this policy which will be reviewed with you by a Duty Manager.

3. For a third outage of you will receive a second written warning along with a copy of this policy which will be reviewed with you by The Outlets Manager and the Director of Human Resources.

4. A fourth outage will result in a Last and Final Written warning.

5. A fifth outage will result in termination.

 


For any cash +/- $150 or more the employee or employees will be suspended pending an investigation by the Outlets Manager and the Director of Human Resources. Disciplinary action may include immediate termination pending the outcome of the investigation.
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I have read and understand policy & disciplinary measures. 

