Lubricar Inc. Protocol


	Title
	129. Procedure for Collecting Funds on Bad Checks

	Objective
	To collect the funds due when a customer returns to pay for a bad check 

	Responsibility
	Manager on duty

	Steps
	DO NOT ACCEPT ANOTHER CHECK

Cash Payment:
Make a separate deposit ticket for that money noting the customer's name

on the deposit slip.

CC Payment:
Go to:  Operations -> Credit Card -> Sale

DO NOT ENTER INVOICE NUMBER!

Enter amount due

Enter customer information (YES, ALL OF IT. Email is not needed.)

Click SWIPE

Click NO on the next Pop-Up Box

Have customer swipe card:

Approved and Acknowledged -- 2 copies will print out: Copy for Customer and copy for Store

If Card is Declined: 

Switch to manual to enter the card number and process as a Credit Card regardless of whether it is a credit card or debit card.

After Collection:
Email Charlotte immediately so that she can place a stop on the collection

agency that we use.
Charlotte will take care of notifying the rest of the office staff that need

to account for the transaction.
If you have questions, contact Delilah at the office.
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