Friendship Tea Quality Control (QC) Process

· During the luncheon, bid sheet packets will be calculated by the Tabulation Team.

· Sorted by Table, by Individual.

· Responsibilities include:

· Retrieve Table X’s Billing (white) Bid Sheets.
· Confirm that all bid sheets in the packet are assigned to the correct individual.
· Confirm that the last bidder of each sheet in the packet is the individual you are totaling.

· Total the individual sheets and confirm that the dollar amount you are totaling has the final bidder name attached to it and add only that line amount. 
· EXAMPLE:  Last Bidder Name 
$50

· 10-Key Paper Total must match to the circled tabulator’s written total.
· If YES,

· Attach the 10-Key Total Slip to the stapled packet and circle the final total.

· Return to the Alpha-Numeric Sorter for Runner Distribution.

· If NO,

· Correct the tabulator’s written total.

· Attach the 10-Key Total Slip to the stapled packet and circle the final total.

· Notify Dana to have the carbon copy total corrected.

· Return to the Alpha-Numeric Sort for Runner Distribution.

