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WELCOME

HREE years and over $1 50,000,000 llinz_e bet]e;;
Tspcnt in completing the greatest exposition
world has ever seen.

During these years, as our plans gradually to?h
physical shape, the story'Qf the Fair has gone Ato' a 1
quarters of the globe. Through 1]0\\'51)21])(3151‘111(l
magazines, over telegraph and radio, by telephone
and word of mouth, almost every village anc
hamlet has been learning of the instructive, fascin-

T::E AAMICTON(ERESS ating exhibits and the entertaining shows and spec-
e tacles to be seen at New York World's Fair 1939.

There are few men, women or children who are
1ot anxious to visit the Fair. We shall have many
millions of visitors—more people probably than

| ever before congregated in a single place for a
| similar purpose.

I think that you can understand how anxious we
are that each person who enters our gates shall go

‘ home feeling that his visit was all that he expected
it to be, if not more. If that can be accomplished,
this Fair will go down in history as an outstanding
success, and everyone who has a part in the opera-
tion and management of the Fair will share in the
prestige that success will bring.

Those of you in the ticket booths, at the entrance
tu_n?stxlcs, and at the concessions set the pace.
Visitors will get their first impressions of the Fair
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from you. When oyr guests
set with courteous, efficient
the rest of the Fair

are greeted g¢
attention, the r0a
at once becomes more invitin
The rules and hints in thjs book wilj
do your job well. They were Written not becay

we lack confidence in you, but because expericnl:E
at other great eXpositions has taught us what shoul(c[

and should not he done. We Pass the benefit of this
€xperience along to yoy,

0

U

help yo to

You alone, however, can supply the humap quali-
ties—the firm byt gracious manner, the warm}, of
Spirit—that male living things of rules.

You are the Tepresentatives of the whole Fair at
the front door. All the foreign and domestic goy-
ernmental organizations, exhibitors and concession-
aires and thousands of your fellow workers are
depending upon you.

Tam counting on you to help make the Treasury
Division the outstanding division of the Corpora-
tion, and to do your share in establishing the repu-
tation of our Corporation as the foremost organiza-
tion that has ever conducted an enterprise such as
We are now engaged in.

G. VINCENT PACH
Financial Director
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FOREWORD

LECT 2 championship team -
E‘m and you will find that each member is
sP( {0 the limit to do his part exceedingly well

raine Jate with his team mates.

and t0 coordir ‘
" s far, the <ame thing has been true of all the

{ments il the Treasury Division and of other

dc]}ﬁ_fin the Fair organization as well. That ac-
?2:;:15 for the ach%evcmcms nh'czgly made.
Now we move into a new period. Almost over-
sight our organization has grown to be one of
gigantic Size- There are so many team members
it we cannot meet each one personally every day.
Yet, we canl ml_d must function as a smoothly work-
ing—2 clmmplonshlp——team.

These rules tell you how we want things done.
You may find better ways. In that case, you may
be sure that your suggestions will be welcomed.
Make them to your immediate superiors, who will
forward them to the proper authorities. When a
suggestion is adopted, the change will be made for
every one affected, at the same time, and in the
proper manter. But we cannot permit individual
employees to change “signals” in the midst of the
game. To do s0 would soon break down system
and morale.

Mr. Pach, in his greeting, has said that you are a
representative of the whole Fair dealing with the
public. That should never be forgotten. Neither
should it be misunderstood. It does not meatl that

il



you may become conspicuous or

e o i 80 outside Your

Ol} th.c contrary, our success is assure only
the individual unobtrusively does his job §o v
that the visitor is hardly conscious of the B‘a"|‘.\icn
and Cashiering staff as such. Ordinarily ,'f\ lllg
does become aware of us, something is \\'1-61;g_ 3

So long as you comply with instructions you will
be backed up: Every one entitled to pass through
an entrance turnstile has purchased a ticket or, if
officially connected with the Fair, has been gi\ien
an identification pass. Ticket sellers and ticket
takers are not authorized to accept a verbal state-
ment of any kind from any one contrary to thig
ruling.

Whep

Stick to your own job. The moment any one
tries to be ticket seller, ticket taker, ‘information ,
attendant, and police guard rolled into one, he finds
himself “out on a limb"”.

Finally, never argue or get excited! There will
undoubtedly be some visitors who will try to
“chisel”, others who may have legitimate com-
plaints, and so on. Keep the snappy comebacks to
yourself. Quietly and pleasantly ask the visitor to
wait a moment and turn the matter over to the
licutenant in charge or to the concessionaire's
representative, if you happen to be located at a
concession.

Let’s pull together.

J. WM. SCHULZE
Director of Banking and Cashiering

iv
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SECTION I
GENERAL INSTRUCTIONS FOR
EMPLOYEES
of the

BANKING AND CASHIERING DEPART-
MENT, TREASURY DIVISION

Introduction

1. Instructions in Section I apply to all em-
ployees of the Banking and Cashiering
Department, Treasury Division.

2. Instructions in the succeeding sections apply
as follows:
Section II—Ticket Sellers
Section 1TT—Ticket Takers
Section I'V—~Cashiers
Section V—Bank Tellers

Section VI—Collectors

3. You are expected to understand instruc-
tions fully; infractions may be cause for
immediate dismissal. Any question con-
cerning these instructions should be re-
ferred to your immediate superior.

1
Know Your Job



GENERAL INSTRUCTIONS

4. “Immediate superior”, used throughout the
following instructions means either a Dis-
trict Chief, Gate Lieutenant, Cashijer Liecu-
tenant or Head Teller, as the case may be,
(Refer to Organization Chart.)

Deportment on Duty

5. Refrain from any conduct which detracts
from the efficiency and dignity of the opera-
tion of your station.

6. Refrain from any unnecessary conversation
while on duty. Loud, indecent or profane
language at any time will be made the sub-
ject of disciplinary charges.

1

The use of intoxicating beverages in any
form is forbidden while on duty ; smoking
by uniformed employees also is prohibited.

8. Friends, relatives or empleyees should un-
derstand that you cannot permit them to
“visit” you while on duty.

9. No one except the assigned regular or
relief ticket sellers and collectors, and
when necessary, the gate lieutenant, is
ever permitted in a ticket booth.

10. Stations must be kept in an orderly condi-
tion and must not be littered with paper or
other waste material.

11. Do not allow unusual events such as pa-
rades, arrival of dignitaries, etc. to inter-
fere with your duties.

2

A Suggestion Is Better Than An Order

o

GENERAL INSTRUCTIONS
ion while in uni-

Do not visit any conc

" B LO
L form. You are, however, encouraged t
.
'420 the Fair when not on duty.
i hedules
- are extremely

Fime schedules in this work B

S ’iln]:[])](()’rtaut. Employees must bc‘z:.t nlhtLI:::
posts at the right time. .()tth \\{.“ e
result is confusion. Confusion causes %
satisfaction and is costly. Promptpesa
in banking and cashiering work ts 3
necessity. Always report for duty -:Lt
instructed in your District /\SSIgl:ﬂﬂL]ﬂ)
Office or Bank. Excuses rarely \ylll e
accepted unless Rule (15), following, 1s
complied with.

14. When illness or extraordinary circum-
stances make it impossible to report tor
duty, telephone, telegraph or send messen-
ger to your District Assignment Office or
Bank at least three (3) hours in advance
of time for reporting for duty in order that
a temporary substitute may be arranged for.

Report Forms
15. The report forms you are required to fill in
are most important. Each space means
something to someone. Do not leave any
blanks. Write “none”, if the circumstances
call for it.

5

9

The World Passes Thru Our Gates




GENERAL INSTRUCTIONS

Above all things, never omit the reve
position number. It js the one thing that
identifies your position.  Alsp, make cep.
tain that the revenue position humber g
any :1(1(11'essographcd forms is the same aq
the revenue position number on your assigy.
ment time card,

nue

If you send in accurate and complete
feports, you will earn the gratitude of your
associates in other departments, Jf you
do not, you will earn rebulke.

Relief

16. You are permitted to leave your assigned
station for the following relief periods, only ;
a. Short-time relief—an assigned time of

fifteen minutes duration each morning
and afternoon,

b. Meal-time relief—an assigned time of
thirty minutes duration for meals,

@ Emergency relief—any reljef other than
provided for above : permission to leave

station wil] be obtained from immediate
superior.

When you are succeeded by a relief em-
ployee, make certain that reljef employee
is properly authorized, Examine his Iden-
tification Card and Daily Mea] Relief Rec-
ord Card before surrendering position,

4
In Doubt? Cayy Your Superiors

GENERAL INSTRUCTIONS
i i - abandon
-operly relieved, do not aband !
D P:t Is‘ummon immediate superior
guil(lcd by his instructions.

i
post b
and be

es
ess Chang ; !
Addr es in address or 1?1(:])]1011‘( 1]31!1}11";“
g Chmtlgltyhc reported immcrhlatcly to Dis
s od T
I)\ssignmcnt Office or Bank

i ervice ,
Leavln'g S. in to cquipnwnt.clcrk- zm(.l ,”hm]l;j
o ‘lf - all Corporation property, ut
1'cCL‘11)t' -0~1-s~:;()1'ics and special equipment,
S -dufhl‘c'lvin'r service of Corporation.
B i c]m:ck cannot be obtained \v1thou’§
Iil'“-;l}-(}i‘?ipt Surrender Identification C‘Zl;(f
tulll(sl pass coupons to palymllstcE (;lstt t:)l?cany

obtaining final salary Lntg\d
lost articles will be deducted.

5

Know Your Job




SECTION I
DUTIES OF TICKET SELLERS

Weekly Assignment Schedule

1. Twi s
T o, days before the end of each week
1strict assignment clerk will jssye o
a weekly schedule, showing to’\\l;L' 50 4
& ¢ 'ing vhich rey-
angelposftlon you are assigned and the df‘v’
: hours \\.'l}en you are to report t i
revenue position. i

Acquaint yourself with the loc

:;_ssng_nment. by reference to i
district assignment office,

ation of your
nap in your

Reporting for Duty and Assignment

3. Report for .
g or duty at district ass;
: . D assignment
as specified in weekly schedule :mdm offieg

a. Obtain correct assignment

time
from assignment clerk card

mid as follows:
I:—E18~C0ncessions—PinI'

1 -319—Entrances—ye] ;
T-520—Relief—Blye St

b. Compare reveny
weekly schedule,

c. If relief em i
; ployee, obtain Daj
= b m Daily Mea
fg;\ii Téee??erlcyls (%;n‘d and book o-; Rlellf'elﬁ
from assigmnent\slicx"lr\'t. S aeal

6
Give Those Reports Another

Stripe
low Stripe
ripe

€ position number with

Once-Owver

TICKET SELLERS

wrd in Assign-
safekeeping
wre in keep-

DUTIES OF
gnment time cé
Card Case for
n, IExercise €
1 unwrinkled.

1. Insert assl
ment Time
and protectio
ing your carc

(¢

t to locker room and

Repor :
4. Change to uniform. 2

i .cial equipment, requiree
. Obtain any spectd |uif e

by assignment, from equipmet
‘Present assignment time card to equip-
ment clerk to be time-stamped.

Report to branch bank and

assignment time card and iden-

a. Present i
g 1e change fund teller.

tification card to tl

h. Obtain time-stamp on assignment time

card.

Sign the change fund record card.

d. Obtain cash box containing change fund
from change fund teller. (For your
protection, you are advised to buy your
own lock and key and to make certain
that no one but yourself has a key.)

e. Verify amount of change fund but do
not open wrapped coins.

f. If regular ticket seller, make certain you

5 2 5 2 >
receive the following forms from change
fund teller :

' (1) Ticket Seller’s Envelope.

7
Speak Distinctly



DUTIES OF TICKET SELLERS

(2) Addressographed Cashier'sDeposit
Slip-Concessions and Ticket Seller’s
Report of Tickets Sold—Conccssiuns
if assignment time card is pink
striped or A(l(lrcssogl‘aphcd Cash-
ier’s Deposit Slip-Entrances and
Ticket Seller’s Report of Tickets
Sold-Entrances, if assignment time
card is yellow striped.

g Make certain that revenuc position
number on addressographed forms i
the same as revenue position number
on assignment time card.

h. Cashier’s Report of Walkaways, Walk-
away Cash Envelope, and Report of
Suspected Counterfeits Questioned Be-
fore Acceptance will be found in ticket
seller’s booth.

i Report to ticket hooth designated by
revenue position number appearing on

assignment time card, (Daily Meal

Relief Record Card, if a relief ticket

seller. )

Arrival at Ticket Selling Position—Regular
Ticket Seller—Entrance Gates

6. Present assignment time card to lieutenant
in charge, for entry of starting time,

7. Place coins in change maker and paper
money in currency rack.

8
Know Your Jop

LS OF TICKET SELLERS

pUTILES 3 :
electric current for ticket vending

Turn on

g T

machine.

ne ticket from each magazine and
Eject O .
4 Cancel with punch. :
azine number (1,2, 3,4 or 5)
Note magazine 1t , 4or
" cach ticket and mark “Opening.
on ed

a.

ni ticket numbers on
scord opening I
& R“I()Ct Seller’s Report of ll(,k(.}‘brsold
l‘E\ntmnccs, in column headed Open-
ine  Number” opposite appropriate
ing D il
magazine number. .
Compare opening ticket numbers with
omp:z

; cord of tickets inserted in vending
rec ;
machines, posted in booth.
1f insufficiently stocked, notify lieuten-
e )

ant in charge.
f. Place voided tickets in cash box.

10, Proceed to sell tickets.

Arrival at Ticket Se]liqg Position—Regular
Ticket Seller—Concessions
Proceed as above, except 3
11. Present time card to concessionaire’s rep-
resentative.
12. Use Ticket Seller’s Report of Tickets Sold
—Concessions.
9

A Pleasing Voice Makes Friends



DUTIES OF TICKET SELLERS

Ticket Selling Operation

13. In selling tickets, observe the fo]lowing

14.

procedure rigidly :

a. Accept money from customer, Placing
bill on top of counter.

b. Ask “How many PLEASE "

c. Repe'at.tl_w number of tickets requested
specifying adult and children, ;

d. Eject number of tickets required.

e. Issue coin change from change maker,

f. Count out bills to complete the change,
mentioning first, the combined amount
of tickets and coins and add aloud as
each additional bill is placed before the
patron, until the amount of bill pre-
sented is reached,

g. Place money received in currency rack
or change maker Immediately.

h. Be certain the patron does not leave
before receiving the proper change.

1. Complete each transaction before start-
Ing next sale,

Tickets Issued in Error and Spoiled Tickets.

a. Patrons must obtain their tickets directly
from the vending machine, Do not,
under any circumstances, issue tickets
by hand. '

10
Tickets Represent Cash

DUTIES OF TICKET SELLERS
When a greater number of Llc!ccts Izu‘.(
ejected than requested, due to n!rhun(‘u‘(-)
standing or other reason, all llCI((,‘l.b -l
ejected must be voided and the correc
number ejected. :

¢. Do not sell spoiled or mutilated ti

b.

ckets.

d. Cancel by punch, all tickets issued Il;
error, spoiled or mutilated tickets, anc
immediately place in cash hox, for in-
clusion in the report of tickets sold.

Walkaway Money.

Walkaway money is change left by a ])?lll'(l‘ll'
by mistake and is to be handled as follows :
Make every reasonable effort to recall
patron without leaving booth or causing
disturbance. If unsuccessful, proceed
with

b. Recording.

(1) Record all details of walkaway on
Cashier’s Report of Walkaways
(T-539) immediately.

(2) Insert cash in Walkaway Envelope

1l ), seal and note amount on
face thereof.

a.

(1) Refer patron to immediate superior.
(2) Obtain approval of superior in ap-
propriate space on T-539.

11
The World Passes Thru Our Gates



DUTIES OF TICKET SELLERS

(3) Obtain signature of Patron op T-
539.

(4) Return cash to patron,

(=%

Refunds—Patron returning after
of shift.

Refer patron to immediate

away Cash Refund

ing Department. )
e. Deposit of Walkaway Cash.

(1) Place original copy of T-539 in
auditor’s receptacle in branch bank,

(2) Deposit Walkaway Envelopes
(T-557) with receipts teller when
making daily deposit.

(3) Obtain signature of receipts teller
on triplicate copy of T-539 and re-
tain as receipt,

16. Counterfeits.

against accepting counter-
following information fur-
L of instruction, When a
erfeit is Presented, proceed

Guard especially
feits by closely
nished” in schoo
suspected count
as follows :

a. Retain bil] (it is against the law to re-
turn a counterfeit).

12
Do Your Dating Outside

close

superior
who will prepare Request for Walk-
b bl duplicate,
and advise patron that 4 checlk wi]|
be mailed after proper verification,
(Both copies are sent to the Audit-

DUTIES OF TICKET SELLERS
Call your immediate superior who will
call bank teller. . I
Request patron to await arrival of hank
\C

teller. . ’
Deliver suspected bill to bank teller.

: - will record all details imme-
3 teller will 1(((1151 al s
]lnl]llrly on Report of Suspected Crmnt(z[r‘
E{;ts‘ Questioned Before /\cgcpt.:mcc‘( 4
6L2§) Teturning bill to cashier if accept-
able.

Pick-up Collections. ' o
Branch bank collectors, fronl).tntncq’;odtl;;l:_,
will pick up accumulated rcccllpls (Be i
nish additional ch:mgp as need e(t_. 55
to observe the following instructions :

d.

" Prepare any surplus paper currency in

multiples of $25.00 for delivery.

Make positive identification :”

(1) Note word “Collector” on left
sleeve of uniform.

(2) Inspect his identification card—
particularly photograph. "

(3) Be certain that he has official
receipt book (Form T-252).

Deliver surplus paper currency, as
prepared, to collector. .
Obtain Interim Collector’s Receipt
(T-252) for amount delivered.

13

The Patron Is Our Guest



DUTIES OF TICKET SELLERS

e. Place T-252 in cash box, (This ¢
resents cash for deposit). i

f. Buy necessary change by even eXchange
of paper money for small bills and Coi
needed. 3

Q

g. On the last visit of the branch hapj
collcctor,_ arrange to deliver as mucl; :)t:
your daily receipts (paper currenc
only) as feasible in order to reduce tliy’
amount of cash to be deposited at 1he
end of your shift. Be sure to I'Cl’lil(:
enough money to equal the nmolmt‘of
your change fund as this amount must
be returned in full to change fund teller.

18. Checks, Pay Outs and Large Bills,

20.

Do not cash checks. Do 10t pay out any
funds. Do not accept any bill over $20.00
Refer to immediate superior., i

Breakdown of Equipment.

Thet 1clce 7 M 1 M
When the ticket vending machine fails to

operate properly, call your in it
P y immediate

Relief—Entrance Gates.

At Dbeginning of relief eri ¢
ticket booth wicket. (At exi)trax?g(; g;]toeie
1o relief ticket seller will be provided,
€XCept in emergencies, when procedure
outlined below will bhe followed. )

14
A Smile Always H, elps

or TICKET SELLERS

PUTIES
1 Rclief»Conccssinns.
21. il
. e oeicleet er will: :
Relief ticket scll' : e Bil
Show identification Cd T telar
& Meal Relief Record Carc
ticket seller. . e
See that regular ticket seller '])‘lla%tci('“_
b. CSh and reports* in regular ticke ':l]cr
CZL's cash box. (Regular ticket scl g
:w leave cash box at branch bank dur
ing' relief.)
c. Ejectone ticket from each magazine and
(1) Cancel with punch.
(2) Note magazine number (1, 2 &
4 or 5) on each ticket.
i icke ber on
3) Record opening Ucl\%t num
& Relief Ticket Seller’s Report of
Tickets Sold (T-549) in column
headed “Opening Number”, oppo-
site appropriate magazine number.
d. Give original copy of T-549 to regular
ticket seller.
e. Proceed with ticket selling in accord-

ance with instructions applying to the

regular ticket seller.

* Except Cashier's Report of Walkaways on
which relief ticket seller will record any
walkaways occurring during relief period.

1

(91

A Suggestion Is Better Than An Order



DUTIES OF TICKET SELLERS

-

On completion of relief, eject one ticket
from each magazine and

(1) Cancel with punch.

(2) Note magazine number @ 2, 5
4 or 5) on each ticket. y

(3) Obtain original of T-549 and re.
cord closing ticket numbers plus
one, in column headed “Closing
Number” on both copies.

g. Complete T-549, determining the total
sales and tax, if any. Make certain to
record amount of “any walkaway, in
space provided, on T-549,

Turn over any walkaway cash to regy-

lar ticket sellér who will :—

(1) Compare amount of cash  with
amount noted on face of Wallk.
away Envelope and with entry on
Cashier’s Report of Walkaways
and with entry on Relief Ticket
Seller’s Report of Tickets Sold,

Receipt for walkaway cash turned
over by relief ticket seller, by sign-
Ing both copies of Relief Ticket
Seller’s Report of Tickets Sold.

(2

i Return original of T-549 {g regular
ticket seller, retaining duplicate in book.,
(Regular ticket seller wil] verify exten-

16
Saying “Thank Vo Is A Fine Ideq

=

UTIES OF TICKET SELLERS
DUTIE : £
ions, etc.) Turn over all voided tickets
si0ns ) JeCR
:(1) rcéulm‘ ticket seller.
Tarn over total receipts to rcgu@r
l‘l?gnt seller who will compare with
ticket ¢ 3
amount entered on '-549.
t P
Obtain regular ticket seller’s srgn.;turc
)11)f)'1il)r Meal Relief Record Card.
C a :
Proceed to next relief.
At end of last relief, proceed as follows :
1) Return to branch bank and turn in
. change fund to change fund teller
and obtain receipt. :
; assi nt clerk and
Report to assignment i
@) 11\11'{1 in Daily Meal Relief I’{c'u,)r(l
Card and book of 'Rchef Ticket
Seller’s Report of Tickets Sold.
cer room and proceed in

3) Go to locke cee
&) uc?m‘(l;mcc with rule (24), page 20.

Changing Shift or Closing Position

22. Ticket seller going off duty will:

Place all cash in cash box (all counting
must be done at the branch bank).

Eject one ticket from each magazine and
(1) Cancel with punch.

(2) Note magazine number on each
ticket and mark “Closing”.

17
In Doubt? Call Y our Superior!
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DUTIES OF TICKET SELLERS

(3) Record closing ticket
one, on Ticket Seller
Tickets Sold. (If cancelled ¢
number is 21486, enter 21487A)

Comp!ctc report in accordance With jy
Stl"llCllOllS printed thereon and dcter
mine thp total. sales and tax, if any, Il;
concession, give triplicate COpy to con-
cessionaire. )

Place report and af] voided ti i
1 e a tickets
Ticket  Seller’s Envelope ('1‘—547‘)"
Seal envelope. i

Enter quitting time on assignment time
]card, elapsed time at location, add al-
.0\\_e(l traveling time, and compute bil]-
ing hours; deduct meal time and com-
pute earned hours,

Obtan: approval of immediate superior
on T-519 or concessionajre on T-518,

If closing Position, disconnect electric

]currcnt for ticket vending machines and
; g

1ave gate lieutenant or concessionaire

lock the machine.

Proceed to branch banlk,
18

“Hozw Many PLEASE ¢~

DUTIES OF TICKET SELLERS
Deposit (ILf [\’Ll-rcipls, Reports and Return of
‘hange FFund. )
(F)i?”‘ilurh to the branch bank proceed as
follows :

Deposit the follov

receptacle::

T-547—Ticket Seller’'s Envelope con-

taining void tickets and report
of tickets sold.

T-539—Cashier’s Report of Walka-

ways—original copy.

b. Go to counting table. Never leave cash

box unattended.

Count out of cash an amount equal to

the original change fund, using the

largest denominations available.

d. Count remaining cash (arranging bills
in order of smallest denomination on
bottom, to largest denomination on top,
face up and uniformly turned) and en-
ter by denominations on the deposit slip.

e. Break open any wrapped coins included
in deposit.

f. Enter total amount of Interim Collec-

tor’s Receipts (T-252) on the deposit

slip, and attach copies thereto.

Add amounts on deposit slip.

Place cash (receipts), assignment time

card, Walkaway Envelopes and dupli-

cate and triplicate of Cashier’s Report

19
Are Your Reports Legible?

ving forms in auditor’s
a. t:
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DUTIES OF TICKET SELLERs

of Walkaways in cash box,

Al‘ran
box neatly. ge

i. Deposit change fund ity ch
teller who wil] receipt retury
slip.

J. Place deposit slip in cash box anq de-
liver to receipts  teller, retaining o),
and key thereto,

ange fyyg
on depogjy

k. Obtain from receipts teller the folloy-
ing:
(1) Copy of deposit slip—receipted,
(2) Copy of Cashier's Report of Wajy.
zu\'a_\'s~lri1)licute—rccciptcd.
(3) Assignment time card,  time-
stamped.
L. Proceed to locker room,
24. Return of Uniform and Special Equipment,
Upon completion of the daily shift return

to the locker room immcdiatcly and proceed
as follows ;

a. Turn in any special equipment to equip-
ment clerk.

b. Present assignment time car( to equip-

ment clerk who wi]| time-stamp and
retain.

¢. Remove uniform, place in locker, lock
locker and retain key.

d. Leave locker room imme(liatel_v.
20
The Locker Room Is Not 4 Club Room

SECTION III
DUTIES OF TlCKET TAKERS

tion : ittt
lnlfodl;c tructions in Section IIT constitute a
ns 2

g manual of procedure for :
a. Entrance gate ticket takers.
v (1) Regular entrance gillL.'S.
(2) Service entrance gates.
. Concession ticket takers. .
2. A “Ticket Taker” is an employee in charge

f a ticket receptacle and turnstile at an
@ & 5 5 ot
Entrance Gate or Concession.

Weekly Assignment Schedule &

3. Two days before the end of L:I;CI'I -“SLt:,'

" the district assignment clerk wil 15513?.4]
you a weekly schedule, showing lt(f \\l nlcm
revenue position you are assigned anc tlw.
days and hours when you are to repor
such revenue position.

4. Acquaint yourself with the locat.lon_ot )((fllix_
assignment by reference to map in your dis
trict assignment office.

Reporting for Duty and Assignment s
5. Report for duty at district assignment office
as specified in weekly schedule, and obtain

21
Know Your Job



DUTIES OF TICY

' TAKERY
the following from assignment clerk «

Regular Ticket Taker

a. Correct assignment time card,
T-518 Concessions— Pink Stripe,
T-519 Entrances—Yellow Stripe,

b. Ticket hag.

c. Addr sographed used-tickets tag. Malge
certain revenue position number o tag
IS same as revenue position number op
assignment time capd,

Relief Ticket Taker
a. Correct assignment time card, T-520
Relief—Blue Stripe.
b. Daily Meal Reljef Record Card,

6. Report to locker room and
a. Change to uniform,
b. Obtain any special equipment, required
by assignment, from equipment clerk,
. Present assignment time card to equip-
ment clerk to he time-stamped,

Arrival at Ticket Taking Position—Regyl
Ticket Taker—Entrance Gates 5

7. Present assignment time carq to gate lieu-

tenant for entering time of arrjva] at en-
trance gate,

8. Install ticket bag and Iock receptacle.
22
Dor’t Guesst Be Sure!

1 TAKERS
UTIES Of TICKET TAKEL
DUTILS : ‘
stile register 1
itial opening turnstile ch:l o
9; J"mi by gate IicuLcnnnlJ;;m"mch
i i sadings—Iintrances,
Turnstile Reading
of Turns
rect.
jtion—. ular
t Ticket Taking Position Reg
a’I'aker—-Concesslons )
time card to conces-
iment time carc ; e
5 tative for entering time

cading en-
Iy Rq)ort
if cor-

Arrival
Ticket ;
Present assi
0. Presen e
1 sionaire’s represen at
of arrival at concession. :
e Dt acle:

Install ticket bag and lock recepta

11.
12.

ile readi reverse
Enter opening turnstile reading on reve

side of Used Tickets Tag and IHLV(}:‘I}I.S([I;
ing verified by tICI}'Ct'l?l]\’CF‘ grflxlf;t_r)c e
and by concessionaire’s representative, ea
initialing reading, if correct.

Ticket Taking Operation
13. Classes of Tickets—Fair Admissions.
a. Regular Sale Tickets.
Tickets sold by regular ticket sellers on
Fair Grounds.
b. Souvenir Tickets.
(1) Prenumbered, for adults only ; bear
5 giltc (l]l(l () concession (l(ll]'ll.\'. 101
coupons,
(2) Made up in a number of seri
each consisting of various combi-
nations of concession admissions,

23

Tickets Represent Cash
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DUTIES OF TICKET TAKERS

c. Season tickets.

(1) Prenumbered, non-transferab]e,

(2) Consist of identification section
with validated photo attached; paq
of 100 gate admission coupong
each coupon prenumbered \vith’
same number as identification num-

(G57,

(3) First coupon good for gate admjs-

sion without photo attached to

ticket.

(4) Additional coupons
Section upon request.

sued by Pasg

College and Teacher’s Season Tickets,

Same as regular season tickets except
for adults only, and must pe signed
by holder and school authority,

20-Admission Tickets.

Same as season tickets, except bear 20

admission cqupons without refill privi-

lege.

School 20-Admission Tickets.

(1) Prenumbered,
for children,

(2) Bear
photo.

non-transferable,

20 admission coupons, no

(3) To be signed by holder and teacher,
24
Make Each Moye Count

DUTIES OF TICKET TAKERS

College and Teachers’ 20-Admission

Tickets.

(1) Prenumbered,
for adults.

(2) Bear 20 admission coupons, photo
required.

(3) To be signed by holder and school
authority.

Souvenir General Admission Tickets.

Single admission tickets sold through

railroads, tour bureaus, bus lines, etc.

non-transferable,

Specific Day Tickets. ’

Single admission ticket for specific day.
Special instructions will be issued cov-
ering any tickets not described herein,

Classes of Tickets—Concession Admissions.
To be described in school of instruction
and in special daily orders.

Classes of Identification Passes.

a.

Season Passes—Fair Admissions.

(1) Prenumbered identification
with photo attached.

(2) Pad of 44 admission coupons made
up in different colors each month.
Each coupon prenumbered, with
same number as identification card.

(3) Identification card validated for
current month.

25

card

Stick To Your Post ALWAYS



18. Before grantin

DUTIES OF TICKET TAKERS

(4) First coupon good for
without photo attached ¢
cation card. !

b. Temporary Passes—Faijr Admissions.

(1) Prenumbered identification
(no photo required.)

(2) Pad of 5 or 10 admission cou
each coupon prenumbered
same number as identification

(3) Carries expiration date,

carqd

pons,
with
card,

¢. One Day Emergency Admission,
Good only for day stamped thereon,

d. Special instructions will be issued coy-
ering any passes not described herein,

e. Passes—Concession Admissions,
To be described in school of instruction
and in special daily orders,

16. Consult gate lieutenant’s “Sample Board”
daily for special tickets and passes which
will be issued from time to time.

17. Study carefully each type of ticket and pass.

g admission, make certain
that each ticket or pass is valid and good
for particular admission ; requirements spe-
cified for each type of ticket and pass must
be satisfied in every detail.

26

The Patron Is Ouy Guest

admissoy
0 identif_

20.

Al

23.

puUTIES OF TICKET TAKERS

for, he sure that il

is called /
When photo s ¢l | compare with per

has been \':11itln(_m| and cor
son presenting ticket or pi

e, strip of ticlkets o)
actly
arate

h valid ticl

-op each valid tic trip of b

D“l)l)on stub into ticket n(([)l,u‘](“l

;gllln'cscnlml by patron. Do not ¢
tickets.

resenting i
turnstile o
[Locl

Deny admission to [u-r.j‘;{n. l:
valid ticket or pass, I”f.l‘\”‘:;,-'m-(i,,,,,
lemonstrated in school o lln\ i
(tm'ustilo. Summon gate lieutenant

A o K e

Ticket takers will be given instruction 1il
icket takers e L

detecting counterfeit tickets or p

school of instruction.

Relief—Entrance Gates. .

At entrance gates, circumstances will .uht( -

ally permit closing off a lane (lumllg IL“‘”

‘)eg,iods and, accordingly, ticket taker \].‘(.»

{lot be succeeded by a relief employee. Be

fore departing,.ticket taker will:

a. Cover ticket receptacle.

b. Summon gate lieutenant to lock turn-
stile.

c. Chain off entrance lane.

d. Hang “Closed” sign on chain.
27
A Smile Always Helps




DUTIES OF TICKET TAKERS

DUTIES OF TICKET TAKERS ; ; :

d. Enter closing turnstile register reading
on Daily Report of Turnstile Readings
—Entrances. Ticket taker will initial
reading, if correct.

24. Relief—Concessions.
Relief ticket taker will:
a. Present identification card ang Daily

Meal Relief Record Card to regular 26.

Ticket taker will enter quitting time on
ticket taker.

assignment time card, elapsed time at Joca-
tion, add allowed traveling time, deduct
meal time and compute earned hours,

% e o
Imcce(‘l with ticket taking in accord-
ance with instructions applying to regy- ;
lar ticket taker. Gate lieutenant will verify and sign assign-

. : . : - time card.
¢. On completion of relief, obtain regular iCate

ticket taker’s signature on Dail Meal
Relief Record Card. s

d. Proceed to next relief.

Changing Shift or Closing Paosition—
Concessions

ire’s -egEe e will e

e. At end of last relief, proceed as follows : 27. Concessionaire’s representative will :

& R e c O ~ »oof o, 1cle, 3
(@) Regeric i assignment clerk and a. Remove and seal bag of collected tickets.

turn in Daily Meal Relief Record b. If closing position, lock turnstile and
Card. ticket receptacle.

(2) Go to locker room and proceed in c. Till out and attach used tickets tag.
accordance with rule (30), page 30, d. Initial closing turnstile reading which

will be recorded on reverse side of used
tickets tag by ticket taker and which
will also be initialed by ticket taker com-
ing on duty, if correct.

Changing Shift or Closing Position—
Entrance Gates

25. Gate i ill

e 28. Ticket taker will enter quitting time on
assignment time card, elapsed time at loca-
tion, add allowed traveling time and com-
pute billing hours; deduct meal time and
compute earned hours. Concessionaire’s

a. Remove and seal bag of collected tickets,

b. If closing position, lock turnstile and
ticket receptacle.

c. Fill out and attach used tickets tag.
Saying “Thank You” Is A Fine Idea

A Suggestion Is Better Than An Order




DUTIES OF TICI\'ET.TAKERS

representative will verify billing hoyrs

sign assignment time card, i

Going Off Duty
29. Report to assignment office and

a. Deliver bag of collected ti
) g tickets S
signment clerk who will : it
(1) Fill out Tally Sheet—RBag
Tickets. s
(2) Detach stub of used tickets tag
sign and return to ticket taker, =

30. Report to Locker Room and

a. Turn in any speci i
Y special equipmen 2qui
ment clerk. B e

b. Present assignment time
ment clerk who will ti
retain.

card to equip-
ne-stamp and

¢. Remove uniform, place

: in locke <
locker and retain key. P

d. Leave locker room immediately.

30

The Locker Room Is Not 4 Club Room

SECTION 1V

DUTIES OF CASHIERS

ment Schedule 2

hefore the end of ::':Lcl_lu\\cellt\’,y

¢ assignment clerk 'wmthh\blﬁich
chedule, showing to

! el :LssignZA and the

| are to report

Weekly Assign

1. Two (days

the distric

wee

ig\lvlcxiluc position you arc

days and hours wh‘c..n yot

to such revenue positiot. ‘

yourself with the location r.)f

nt by reference to map i
t office.

2. Acquaint
our assignmen
your district assignmen

for Duty and Assignment
at district assignment office
ekly schedule and

Reporting
3. Report for duty
as specified 1 we
Obtain correct assignment time card
from assignment clerk as follows:
T-518—Concession—~Pink Stripe
T-520—Relief—Blue Stripe

b. Compare revenue position-number with
weekly schedule.

c. If relief employee, obtain Daily Meal
Relief Record Card and book of Relief
Cashier’s Report of Register Readings
from assignment clerk. i

a.

4. Report to locker room and
a. Change to uniform.

31
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DUTIES OF CASHIERS

b. Obtain any special equipment, require
by assignment, from equipment clerk,

c. Present assignment time card to attend-
ant to be time-stamped.

Report to branch bank and

a. Present assignment time card and iden-

tification card to the change fund teller,

Obtain time-stamp on assignment time

card.

b.

<

c. Sign the change fund record card.

[=%

Obtain cash hox containing change

fund from change fund teller, (For your

protection you are advised to buy your
own lock and key and to make certain
that no one but yourself has a key.)
e. Verify amount of change fund but do
not open wrapped coins.
£ If regular cashier make certain  you
receive the following forms from the
change fund teller :
(1) Addressographed Cashier’s Deposit
lip—Concessions.
2) :\ddressographed Tape Envelope
and Report of Register Readings.
(3) Report of Voids—Cash Registers.
Make certain that revenue position
number on addressographed forms is

the same as revenye position number on
assignment time card.

32

g

Speak Distinctly

DUTIES OF CASHIERS

Cashier’s Report of Walkaways, Walk-
.l\‘v.'l)! Cash Envelope, and Report )of
{Squcctcd Counterfeits Questioned Be-
E(u"(‘ Acceptance will be found at cash
register.

Report to post designated by revenue
position number appearing on assign-
}ncm time card. (D:nly A\.'Ic:ll Relief
Record Card if a relief cashier.)

Arrival at Cashiering Position—Regular Cashier

6.

Present gnment time card to conces-
sionaire’s representative for entry of start-
ing time.

Place change fund in cash drawer.
Concessionaire's rcprc:scntativc will reg(.,:rjd
opening register reading on cash rcgls'tclr
tape. (Lf multiple register, opening .red](-
ing of all recording registers must be
recorded.)

Concessionaire’s representative will enter
opening reading or readings of cash regis-
ter on Tape Envelope and Report of Rgg1§-
ter Readings (T-567) and insert cashier’s
name in space provided on envelope oppo-
site respective shift number.

Cashier will ring *‘No Sale” key three times
and affix signature in autograph space of
cash register.

33
Is Your Report Complete?



DUTIES OF CASHIERS

Cashiering Operation

11:

16.

117

Ring each sale separately, closing cash
drawer after each transaction. Do not
bunch sales.

In case of error or over-ring on cash regis-
ter, enter entire amount rung up, on chort
of Voids—Cash Registers (T-665) ‘and
ring correct amount on cash register. Con-
cessionaire’s representative will approve
amount voided by initialing T-665,

When tax key is provided on cash register,
ring up, separately, amount of tax collected
with each sale, in tax register, and ring up
total amount of tax and sale in total register,

If no tax key is provided on cash register,
ring up total of each transaction, including
tax, in a single amount.

Place bill or bills accepted from patron,
on top of cash register counter.

Count out bills to complete the change,
mentioning first the combined amount of
sale and coins, and add aloud as each addi-
tional bill is placed before the patron, until
the amount of the bill presented is reached.

Then place money received in cash drawer
immediately and close drawer.

34

Know Your Job

18.

DUTIES OF CASIHIERS

Walkaway Money.

Walkaway money is change left by a patran
by mistake and is to be handled as follows:
Make every reasonable effort to rc<_:a11
patron without leaving booth or causing
disturbance. If unsuccessful, proceed
with

da.

h. Recording.

(1) Record all details of walkaway on
Cashier’s Report of Walkaways
(T-539) immediately.

(2) Insert cash in Walkaway Envelope
(T-557), seal and note amount on
face thereof.

c. Refunds—Patron returning before close
of shift.

(1) Refer patron to concessionaire’s
representative,

(2) Obtain approval of concession-
aire’s representative in appropriate
space on T-539.

(3) Obtain signature of patron on T-

(4) Return cash to patron.

Refunds—Patron returning after close
of shift.

Refer patron to lieutenant in charge
who will prepare Request for Walka-

35
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DUTIES OF CASH IERS

way Cash Refund, in duplicate, an(
advise patron that a check will he maileq
after proper verification, (Both COpies
are sent to the Auditing Dcpartmcnt.)

e. Deposit of Walkaway Cash,

(1) Place original copy of T-539 iy
auditor’s receptacle in branch bank,

(2) Deposit Walkaway Envelope (-
57) with receipts teller when mak-
ing daily deposit.

(3) Obtain signature of receipts teller
on triplicate copy of T-539 and re-
tain as receipt,

19. Counterfeits.

Guard especially against accepting counter-
feits by closely following information fy-
nished in schoo] of instruction.  Whep a
Suspected counterfeit is Presented, proceed
as follows:

a. Retain bill (it is against the Jayy to re-
turn a counterfeit).

b. Call concessionaire’s representative who
Will call bank teller.

¢ Request Pbatron to await arriya] of bank
teller.

d. Deliver suspected bill to hanj teller.
36
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20.

DUTIES OF CASIHIERS

Bank teller will record all details jm-
mediately on Report of Suspected
Counterfeits Questioned Before Accept-
ance (T-623).

Pick-up Collections.

Branch bank collectors, from time to time,
will pick up accumulated receipts and fur
nish additional change as needed. Be sure
to observe following instructions :

e.

a. Prepare any surplus paper currency in
multiples of $25.00 for delivery.

b. Make positive identification :

(1) Note word “Collector” on left
sleeve of uniform.

(2) Inspect his identification card—
particularly photograph,

(3) Be certain that he has official re-
ceipt book (Form T-252).

Deliver surplus paper currency as pre-

pared, to collector.

o

d. Obtain Interim Collector’s Receipt (T-
252) for amount delivered.
e. Place T-252 in cash box.
resents cash for deposit.)

(This rep-

f. Buy necessary change by even exchange
of paper money for small bills and coins
needed.

37

Haste Causes Errors
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21. Checks, Pay Outs and IL;

DUTIES OF CASHIERS

g On the last visit of the brang] b
collector, arrange to deliver a5 m1 ‘]an
your daily receipts (paper CurlI.me
only) as feasible in order to rcdulcnc :
amount of cash to he depositeq 1Cte e
end of your shift, ¢ sure to ;- ﬂ‘m

enough money to equal the :unom?tmm

l))'our change f_und as this amoyupt mu(:g
tee“elr.etume(l in full to change funq

ks arge Bills,
0 not cash checks., Do not y
L S. Pay out any
funds. Do not aceept any bill over $20) 88

S i e R A
Refer to concessionaire's representative,

22. Breakdown of Equipment.

If cash repister fa:
f”caJ] register {(‘u to operate properly,
call concessionaire’s representative

23." Relief.

Relief cashier will :

a. Show identification card and Daily

l\’fﬂ‘l] Relie NECor
A cord &)
T Card to ngLl]dl

b, i s | s
Seg that mg::lm cashier empties all cash
and reports* from cash drawer into

regular cashier’s ¢ <
g ashier’s cash box. (Regular

* Except Cashier’s Report of \Va]kaways on

will record any walk-
ng relief period.

which relief cashier
aways occurring duyrj

. 38
Our Job Is T, Render SERVICE

o,
g.

DUTIES OF CASITIERS ;
¢ at branch
1shier may leave cash hox at br
cas sty N
pank during relief.) -
Place own change fund in ¢ el
' ier rings ale
5 at regular cashier rings ~INO O¢
See that regular c e
key three times and affixes Slgﬂ.dfl{lc
ffcquku‘ cashier’s) in autograph space.
- 1 - space
Affix own signature 1 autograph spac
below signature of regular cashier.

ash drawer.

Proceed with cash taking in .'mcnrr]zm‘cg:
with instructions applying to regular
cashier. Ak
At end of relief shift, ring “No Sale

key three times and affix signature in
autograph space.

See that regular cashier affixes ¢ ignature
in autograph space below relief cashier’s

signature. :
Separate amount of change fund from
total cash on hand, count balance of
cash (receipts) and enter amount on
both copies of Relief Cashier’s Report
of Register Readings (T-570). Make
certain to record amount of any walk-
away cash in space provided on T-570.
Turn over cash receipts and both copies
of T-570 to regular cashier.

Turn over any walkaway cash to regu-
lar cashier who will compare amount
of cash with amount noted on face of
Walkaway Envelope and with entry on
39
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DUTIES OF CASIIIERS

Cashier’s Report of Walkaways ang
with entry on Relief Cashier's Report
of Register Readings.

k. See that regular cashier verifies amount
of cash entered on T-570 and receipts
both copies, places cash and original
copy of T-570 in cash register an(
returns book containing duplicate copy
to relief cashier.

I Obtain regular cashier’s signature on
Daily Meal Relief Record Card.

m. Proceed to next relief,

n. At end of last relief, proceed as follows :

(1) Return to branch bank and turn
in change fund to change fund
teller and obtain receipt.

(2) Report to assignment clerk and
turn in Daily Meal Relief Record
Card and book of Relief Cashier’s
Report of Register Readings.

(3) Go to locker room and proceed in
accordance with rule (29) page 42.

Changing Shift or Closing Position

24. Ring “No Sale” key three times and affix

signature. When changing shifts, cashier
reporting for duty will sign below signature
of cashier going off duty.

Place all cash in cash box (all counting must
be done at the branch bank).

40

26.

28.

DUTIES OF CASHIERS

Enter q"itting'_ time on assignment time
card, elapsed time at l()(‘:llml!.b;l(.l(l allowed
traveling time, and compute hilling hours ;
deduct meal time and compute carned hoyrs,
Concessionaire’s representative w]l] verify
hilling hours and sign assignment time card,

See that Crmcc«immirc's‘ representative ep-

ters closing register reading or readings on

tape envelope.

Return to branch bank and proceed as

follows :

a. Deposit original copy of Cashier's Re-
port of Walkaways in auditor's recep-
tacle.

b. Go to counting table. Never leave cash
hox unattended.

c¢. Count out of cash an amount equal to the
original change fund, using the largest
denominations available,

d. Count remaining cash (arranging bills
in order of smallest denomination on
bottom, to largest denomination on top,
face up and uniformly turned) and enter
by denominations on deposit slip.

e. Break open any wrapped coins included
in deposit.

f. Enter total amount of Interim Col-
lector’s Receipts on the deposit slip and
attach copies thereto.

g Add amounts on deposit slip and attach
original of Relief Cashier's Report of
Register Readings thereto,

41




DUTIES OF CASHIERS

h. Place cash (receipts), Walkaway Jin.
velopes, duplicate and triplicate of Cash-
ier's Report of Walkaways and assign-
ment time card in cash box,

1. Deposit change fund with change funq
teller who will receipt return on deposit
slip.

J. Place deposit slip in cash box and de-
liver to receipts teller, retaining lock
and key thereto.

k. Obtain from receipts teller the follow-
ing:

(1) Copy of deposit slip—receipted.

(2) Copy of Cashier’s Report of Walk-
aways—triplicate—receipted.

(3) Assignment
stamped.

time card, time-

. Proceed to locker roon.

Return of Uniform and Special Equipment.

Upon completion of daily shift, cashier will

return to the locker room immediately and

proceed as follows:

a. Turn in any special equipment to equip-
ment clerk.

b. Present assignment time card to equip-
ment clerk for time-stamping.

¢. Remove uniform, place in locker,
locker and retain key.

lock

d. Leave locker room immediately,

42

SECTION V

DUTIES OF BRANCH BANK TELLERS

A. Change Fund Tellers

Preparation of Change Funds
Change fund teller at each branch bank will ;

1L,

N

Enter on Change Fund Teller's Blotter
(T-631) the total amount of change fund
received from the main bank under caption
“Receipts from Head Teller”.

At the beginning of cach shift, verify and
enter total of duplicate copy of tape covering
outstanding change funds at the end of pre-
vious shift, on change fund teller’s blotter
under caption “Outstanding Change Funds
—Beginning of Shift”,

As each bag is opened for preparation of

change funds, verify contents of bag with

amount listed on each tag, attached to bag.

In accordance with schedule of standard

change funds prepared by head teller, pre-

pare individual change funds as follows :

a. Make up the required quantity of each
standard amount of change fund.

b. Place each amount in cash box of dis-
tinctive color for such standard amount.

¢. Place cash hoxes on shelves under the
teller’s counter, segregating boxes ac-
cording to amounts (color).
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DUTIES OF BRANCH BANK TELLERS

Fill form racks with addressographed forms
for each revenue position in district, Keep
form racks filled at all times.

Issue of Change Funds

6.

When employee requests change fund, re-
move change fund record card for assigned
revenue position number, from open file,

Change funds issued to Fair Corporation
employees :

a. Examine employee's assignment and
identification card ; compare photograph
with individual.

b. Obtain employee's signature and payroll
number on change fund record card:
compare signature with signature on
identification card.

¢. Time-stamp assignment time card under
At
‘Arrival at Branch Bank”.

d. Time-stamp under “Out” on change
fund record card, enter thereon amount
of change fund issued and place card in
proper place in file, in off-set position.

Change funds issued to Concessionaire em-

ployees :

a. Examine employee’s identification card
and special assignment card, if required
by concessionaire. (If assignment card
1S required, change fund record card
will bear stamp reading “Assignment
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Card Required”.) Compare ‘photograph
with individual.
. Retain assignment r:u"rl when such cards
are presented as required.
Obtain employee’s signature on change
fund record card. Compare signaturc
with change fund signature card on file.
d. Time-stamp under “Out” on change
fund record card, enter thercon amount
of change fund issued and place card in
proper place in file, in off-set position.
Withdraw from form rack the inv]ivi'rl_nul
forms required for specific revenue position
and hand to employee with cash box con-
taining change fund.

Return of Change Funds
10. When employee returns change fund at

end of shift, remove change fund record
card from file, verify amount of change
fund returned, and time-stamp “In” on
change fund record card.

If counterfeit coin or bill is discovered in
deposit, prepare Report of Counterfeits
Received—Fair Employees, or Report of
Counterfeits Received — Concessionaire
Employees, in triplicate and:

a. Sign report, call head teller who will
also sign report.

b. Hand counterfeit bill with triplicate
copy of report to head teller.
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DUTIES OF BRANCH BANK TELLERS

c. Enter cashier’s name and amount shown
on each report of counterfeits received,
in space provided on change fund tell-
er’s blotter, attaching original and dy-
plicate copies of reports thereto.

12. Initial deposit slip in space marked “Change
Fund Returned” and return to employee,

13. In the case of collectors, change makers,
and relief cashiers who make no deposits
covering receipts, issue Change Fund Re-
ceipt (T-535).

14. When collectors, change makers or relief
cashiers are over or short, prepare prenum-
bered Collector’'s and Relief Cashier's
Over and Short (T-528), in triplicate, ob-
taining signature of employee on all copies.
Forward triplicate copy to the district as.
signment office or bank for posting on
employee’s personnel and record card.
Attach original and duplicate copies to the
change fund teller’s blotter.

15. Enter amount of over or short under the
appropriate caption on change fund teller’s
blotter.

Closing Shift

16." Count all paper currency on hand, placing
correct bill strap around package of one
hundred bills of same denomination.
Stamp bill strap with teller’s number stamp
and initial with pencil.
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20.

21

22.

23°

OF BRANCII BANK TELLERS

placing each denomi-

DUTIES
0ins :
all good coins, Tag, sign and

Count 2 ik
nation in & separate bag.
:

seal. . ]
amounts (currency and coin) by
: hange fund teller’s
“Analysis of Last

Enter :

denominations, on ¢

plotter, under caption
p »”

Delivery .

Place all bags of coins and pacl\'ugcs.nf

: : O , ~

u;'rcncy in one large money bag, tag, sign

c

and seal.

Enter total amount (19) on ch{fmgc. fu.nq
t;llcr’s blotter under caption “Deliveries
to Head Teller”.

Run adding machine tape, in duplicate, of
all outstanding change fund record mr(!sj
and enter amount on c.h:mgc“fun(l teller’s
blotter, under caption ‘(,)utstzmdmg
Change Funds—IEnd of Shift”.

Balance change fund teller’s l)lot'tcr and,
if discrepancy exists after rgcllcckn}g,_pr-
pare Teller's Over and Short (T-341)
and enter amount opposite proper caption
on blotter.

Turn over to head teller change fund tell-
er’s blotter, with all over and short slips,
any reports of counterfeits received, both
copies of tape covering outstanding change
funds at end of shift and bag containing
cash.
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DUTIES OF BRANCH BANK TELLERS
;
B. Receipts Tellers

Deposit of Interim Collections

Receipts teller will :

SEET

1l

w

Compare amount of each package of bills
deposited by collector with amount shown
on each respective receipt turned in by col-
lector, counting bills within each package,
Obtain shortage, if any, from collector’s
change fund.

Add amounts of duplicate copies of receipts,
comparing total against total amount of cash
collections turned in by collector.

Then run adding machine tape, in duplicate,
of triplicate copies of used receipts, making
certain that no triplicate copies have been
removed from book. Total of this tape must
agree, of course, with total cash collections
turned in by collector.

Enter opening and closing numbers, of col-
lector's receipts on both copies of tape, sign
tape and staple duplicate copy of tape to
collector’s receipt book.

Stamp all copies of each unused receipt
“Canceled” and return receipt book, with
duplicate tape attached, to collector.

Enter total of original copy of tape and
opening and closing numbers under caption
“Interim Collections” on receipts teller’s
blotter.
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DUTIES OF BRANCH BANK TELLERS

Insert all currency, received from collpclor,
in lots not exceeding one hundred bills of
same denomination, in Branch Bank Interim
Deposit Envelopes.

Enter amount on envelope, sign and seal.
Enter amounts and envelope n umbers on re-
ceipts teller’s blotter under caption “Deliv-
eries to Head Teller”.

Hand envelopes with duplicate copies of
collector’s receipts and original copy of
tape thereof to head teller.

Obtain original copy of tape, verified and
signed by head teller, and attach to receipts
teller’s blotter.

Deposit of Receipts and Walkaway Cash

il

Obtain the following from cashiers and
ticket sellers:

a. Cash receipts.

b.

Deposit slip.

(1) Make certain deposit slip bears
change fund teller’s initials, receipt-
ing for return of change fund.

Walkaway cash envelopes.

Duplicate and triplicate, copies of cash-

ier's report of walkaways.

Original copies of collector’s receipts.
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DUTIES OF BRANCH BANK TELLERS

Place coins in counting machine tray, re.
moving any counterfeit or mutilated cojps,
Run good coins through counting machine,

Count paper currency, separating counter-
feits, if any.

Place deposit slip in adding machine for
verification. Enter thereon amounts showp
by .registers on coin counting machine,
amount of mutilated coins, paper currency,
counterfeits and amount of collector’s re-
ceipts. Total deposit slip in adding machine.

Compare adding machine total with amount
entered by cashier on deposit slip. In case
of discrepancy, return to cashier the denom-
ination of coin or paper currency on which
the discrepancy exists, for recount and cor-
rection of total.

Sign deposit slip and hand duplicate copy
to cashier (if Fair operation) or triplicate
copy (if concession operation).

Clear registers on counting machine,

Press lever, releasing coins from hoxes in
teller’s counting machine into individual
bags for each denomination of coin.

Enter revenue number and total of deposit
slip on receipts teller’s blotter in column
provided for each revenue group.

Verify amount of walkaway cash deposited
with total shown on cashier’s report of walk-
aways.
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26.

TIES OF BRANCH BANK TELLERS
pUTIES

ipli copics alk-

jcate and triplicate copies of wall

uplicate and tr1 Lhipts -
Slg",drclpurt turned in l;:\' cashie ,]I(L‘((un

:iw‘)ll)imlc and return triplicate to cashier.
duplic ‘ o
( alkaway cash in space

- amount of walkaway in spa
e on receipts teller’s hlnt{cl‘, attach-
to duplicate copy of cashier’s report

provi(lcd
ing there
of walkaways. |
-feit coin or bill is discovered in
counterfeit coin : ed in
II{ )Losil prepare Report of Cmmtcrfut?
(I‘C(!coivc:(l~17air Employees, or RCQnrt o
C\mu‘ncrfcils Received — Concessionaire
Employees, in triplicate.

Sign report, call head teller who will also
sign report.

Hand counterfeit bill with triplicate copy of
report to head teller.

Enter cashier’s name and amount sh_mvn on
each report of counterfeits received, in space
provided on receipts teller’s ])]‘Ott(*r. attach-
ing original and duplicate copies of reports
thereto.

Closing Shift

27.

Count all paper currency on hand, placing
correct bill strap around packages of one
hundred bills of same denomination. Stamp
bill strap with teller's number stamp and
initial with pencil.

Empty individual bags of coins from teller’s
counting machine into proving machine, for
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30.

31

32.

33.

. gl
\’/

DUTIES OF BRANCH BANK TELLERS

bagging into standard amounts for o,

denomination. Attach appropriate tag, sipy
and seal.

Enter amounts (currency and coin), by de.
nominations, on receipts teller’s blotter un-
der caption “Analysis of Iast Delivery”,

Place all bags of coin and packages of cyp.
rency in one large money bag, tag, sign
and seal.

Eriter total amount (30) on receipts teller's
blotter under caption “Deliveries to Head
Teller”.

Compare all original Interim Collector’s
Receipts turned in by depositors with dupli-
cate copies in head teller’s file, withdrawing
cach duplicate which can be matched with
an original, and attaching it thereto,

Enter receipt number and amount of each
unmatched original collector’s receipt under
“Outstanding Collections” on receipts tel-
ler’s blotter.

Total all columns on blotter and enter
totals in the reconciliation section thereon,

Run adding machine tape of matched orig-
inal and duplicate collector’s receipts and
enter total opposite appropriate caption in
reconciliation.

Add amounts contained in reconciliation
and if totals do not balance, verify all en-
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SECTION VI
DUTIES OF COLLECTORS

A. Interim Collectors
Reporting for Duty

1. Report to locker room and
a. Change to uniform,

2. Report to branch bank head teller and

a. Obtain book of Interim Collector’s
Receipts.

b. Sign Interim Collector’s Boolk Reccipt,
3. Report to change fund teller and
a. Obtain collector’s bag.

b. Present identification card {q change
fund teller, )

¢. Sign change fund record card.
d. Obtain change fund.

e. Verify amount of change fund byt do
1ot open wrapped coins,

i Proceegl to revenue positions along pre-
determined route,

Collection of Surplus Receipts and Sale of
ange

4. Present identification card to employee in
booth and
a. Verify amount of surplys receipts (in
multiples of $25.00), made ready by
cashier,
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DUTIES OF COLLECTORS

Accept paper money, only. Do not

accept coms.

Prepare Interim Collector's Ryc.mpl, in

triplicate, sign, and hand original to

cashier.

d. Place duplicate receipt on top of bills

" accepted from cashier, secure with rub-

< .

ber band and place in bag.

Sell necessary change to cashier by an

even exchange of paper money for

small bills and coins needed.

f. Do not sell change out of surplus re-
ceipts.

g. Proceed to next revenue position.

Return to Branch Bank
5. Deposit collections, duplicate copies of In-

terim Collector’s Receipts, and book of In-
terim Collector’s Receipts, ' with receipts
teller. ’

Receipts teller will verify cash deposited
with tape total of receipts (in duplicate),
obtaining any shortage from collector, out
of change fund.

Receipts teller will enter opening and clos-
ing receipt numbers on both copies of tape,
sign tape and staple duplicate copy of tape
to receipt book, stamp all copies of each un-
used receipt “Canceled” and return to
collector,

w
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19}

e

DUTIES OF COLLECTORS
Deposit change fund and bag with change
fund teller and obtain change fund receipt,
Collector will turn over to head teller {he
used book of Interim Collector’s Receipts
with duplicate tape attached and obtain
Interim Collector’s Book Receipts.

Report to locker room and

a. Remove uniform.

b. Place uniform in locker and lock se-
curely.

c. Leave locker room immediately.

B. Coin Box Collectors

Reporting for Duty

il

N

Report to locker room and
a. Change to uniform.

Report to head collector, main bank, and

obtain the following:

a. Report of Coin Box Readings and Col-
lections, (T-286) in triplicate, with
numbers of revenue positions from which
collections are to be made, listed thereon.
(Separate T-286 required for each rev-
enue control number.)

b. Appropriate coin box keys and coin box
collection tags.

c. Necessary supply of coin bags.
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DUTIES OF COLLECTORS

Collection from Coin Boxes

3. Proceed to revenue positions designated on
Report of Coin Box Readings and Collec-
tions and, in the presence of the concession-
aire’s or operation’s representative (who

will accompany collector on entire route) :

a.

Remove all coins from coin container
and place in coin bag, using a separate
bag for each turnstile, vending or other
machine having a register. A separate
revenue position number will have heen
assigned to cach machine having a
register.

Use one bag, per location, for all col-
lections from machines not having regis-
ters but vending the same type of mer-
chandise. One revenue position number
will have been assigned to include all
non-register vending machines vendine
same merchandise, within same location.

Enter revenue position number on coin
box collection tag, attach to bag and seal.
d A ~)1 ¢ TrOeoiQ -

_l\o(u_l coin ])r}x register and record read-
ing in “closing” column on Report of
Coin Box Readings and Collections,
opposite the appropriate revenue posi
‘ltloln .uu‘l’nhcr. Place check mark in
closig” column for non-register ma-
chines.
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DUTIES OF COLLECTORS

Return to Main Bank

4. When collections have been made fy
coin boxes on the collector’s route &
register 1'}':1(lings recorded, proceed y
companying rcprescnl:\ti\'c to the ma
and
a. Turn in to chief collector the hags
coins collected and all copies of 5‘& of
Box Readings and Collections, to ,(.110"1
with coin box keys. g e

b. '['ogcl]mr. with accompanying represen
tative, witness :s‘m‘ling and cmmliné of
coin box collections. i

c. Obtain duplicate copy of Collector's
Coin Box Deposit Receipt (T-540) from
head collector.

n al|
and gy
Vith ge-
mn hanj

Chief collector will complete Report of Coin
Bpx. Readings and Collections and hand
triplicate, receipted copy to operation’s or
he concessionaire’s representative.

o
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