Friendship Tea Runner Process

· After Dessert is served the Runners will be called to the War Room for their table assignment.

· Each runner will have responsibility for 2 tables.

· Responsibilities include:

· Retrieve Table X’s Billing Bid Sheets.
· Take to the table and disperse to the appropriate person.

· Options for Payment:

· Cash

· They must individually go to the lobby to pay their bill with Connie Bingham.

· Credit Card

· They must individually go to the lobby to pay their bill with Mignon Heizer.

· Check

· You will individually check the person out.  

· Take your Table Seating Chart Page with you to the table.
· You will get their check and make sure it is made out to SCGC.

· The amount of the check matches the bill amount.
· Place a red sticker at the bottom left hand corner of the top billing bid sheet.

· No RED STICKER – Distribution will send them back to you.
· Write the Check Number of each person that remitted a check to you on the TABLE SEATING CHART next to their name.

· If they are paying in Cash – write cash by their name.

· If they are paying by Credit Card – write CC by their name.

· Place an X by the names of people not purchasing. 

· They are now free to go to the distribution waiting area. 

· Remember…merchandise will be brought to them.  No one is allowed into the garden room to collect their purchases.  We will have Marshall’s at the door to assist them.

· Checks should be returned to the CHECK ACCOUNTANT (Miriam) with Seating Chart Page. 
· Check Accountant is sitting in the main lobby with Connie and Mignon.

· Check Accountant will confirm receipt of number of checks to table seating chart page.
