
Street of Dreams - Checkout Team Instructions 
Start Time: 8:45pm  
Team Leader escalates issues to: Jamie Jo → Lisa Hooper (payment issues ONLY) 

Technology: iPhone/iPad with Square app, WiFi: GVVB-GUEST 
Square Account: HFH (get device code from staff) 

CHECKOUT PROCESS 

1. Customer Approach 

• Ask: "What's your bidder number?" 

• Ask: "Any family members with second bidder number to combine?" or “Are you 
checking out for anyone else?” 

• Get files from Evelyn for all bidder numbers 

• Unknown bidder number?: Look at list of bidders sorted by last name. 

2. Verify & Review 

• Confirm correct bidder files with customer 

• Check each “bid” sheet inside file has correct bidder number 

• Review items they won – Could include any of the items below:   

o Silent auction items – bid sheet 

o Live Auction Items – Live auction bid sheet 

o Build a Dream slips (non-taxable) 

o Bidder paddle = $100 donation (non-taxable) 

3. Handle Disputes 

• If they say they didn't win something: Remove bid sheet, give to Evelyn 

• If they think they won something not in file: Call Team Leader → Daniel 

4. Complete Receipt 

Fill out LEGIBLY, press hard: 

• Name and bidder number 

• Item numbers, amounts, brief descriptions 

• GREEN highlighted = taxable items 

• Not highlighted = non-taxable items 



• Total taxable + calculate tax 

• Total non-taxable 

• Grand total all items 

5. Payment Processing 

• Electronic: Square/iPad (can share devices) 

• Cash: Ask about rounding up for donation. If no, round down (neg in donation). Put 
cash in bidder folder. If change is given, write amount given above cash line. 

• Check: Made to NC Habitat, put in bidder folder – Endorse check 

6. Critical Documentation 

MUST fill out payment method on bottom of checkout receipt: 

• Credit card: last 4 digits 

• Check: check number 

• Cash: mark with "X" 

7. Complete Transaction 

• Flag runner with flag  

• When runner returns: Runner puts yellow copy in Evelyn’s tray in check out area 

• Return files to File Evelyn’s tray 

 

WHAT'S IN BIDDER FILES 

• Silent auction bid sheets 

• Live auction bid sheets (items stored behind checkout) 

• Build a Dream slips with amount bid 

• Bidder paddles – equals $100 bid 

 

QUICK REFERENCE 

• File disputes: Give problem sheets to Evelyn 

• Payment issues: Brief Tai or Lisa  

• Technology problems: Team Leader → Lisa 

• People Problems: Team Leader → Jamie Jo 



• iPads/Square: Can be shared among team 


