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Payment Handling for Classes and Workshops 
 
 
Procedure: 
 
• Students can pay for materials, membership 

fees, etc. by cash, check, or credit card. 
• Use a sales receipt book (which is also used for 

Findings purchases) to give each student a 
receipt. They get the yellow copy. The club gets 
the top white copy. 

• Use the large envelope labeled GVR Lapidary 
Club Receipts Envelope to record the payments 
from students. 

• Enter the date, class name and instructor’s 
name on the Receipts Envelope. 

• Enter payment amounts on the Receipts 
Envelope for each white club receipt. Place the 
white club receipts in the envelope. 

• List funds received for GVR class materials 
separately from sales of tools, kits, books, 
membership fees, etc. 

• Accept credit cards for sales over $20.00 only. 
• Refer credit card sales to the monitor on duty if 

the instructor is not trained on the credit card 
machine. 

• Staple club copy of credit card receipt to the 
back of the findings receipt. Place in payment 
envelope. 

• Do NOT staple or clip checks – leave loose with 
cash. 

• Get phone numbers for both checks and credit 
card receipts. 

• Add up total credit card sales, cash sales and 
checks separately; write amounts in the boxes 
on the right of the envelope where indicated. 

• Ensure that the total of all three agrees with 
the grand total. 

• Locate the logbook which is kept near the cash 
drawer; enter the date, class name, envelope 
grand total and instructor’s name on the page 
for that day. 

• Give the Receipts Envelope to the monitor to 
place it in the safe. Reminder: Classes and 
workshops need their own envelopes for 
material fees. Please, do not combine with the 
shop's daily envelope. 

 
 
 

 
 
 

 
 
 
 
Important Reminder: Proper payment handling 
procedures are important for all classes. Be sure to 
enter the information in the logbook. Envelopes 
have gotten lost in the safe and would not have 
been found right away except for the entry in the 
logbook. This is a hobby club, and we have a 
responsibility to our GVR and club members to 
account for the payments they provide us. 
 
 


