Staff procedure for payment of lost items
When a patron pays a fine, you need to check all reasons for payment.  

· If reason is copies- put in the photocopy drawer and do not mark on fine payment sheet.

· If reason is fines- take payment, mark amount on fine payment slip and put money in fine drawer.

· If reason is damage, lost item, or collection agency, you will do the following

· Click on the line under owes to bring up a detail screen.  Once the screen is up, go under File and Print Screen.

· Print a paper copy of the screen print.

· Write the patron name and ID number on the sheet of paper.

If there are multiple entries under reason with lost, damaged or collection agency, print each       one separately using the above directions!

· Check which library owns the item.  The green sheets have the prefixes for the other libraries.   
· If the item is owned by a different library- fill out the green sheet below the desk.

· If the payment is for damage or collection agency charges, note this on the green sheet in the appropriate field.

· Print a second sheet of the screen print and leave on Chris’s desk.

· Take payment for the item.  If the item is owned by another library, place the money in a Brillion envelope and seal.  If the patron pays with a check made out to Brillion- put cash equivalent of the amount owed the other library in the envelope.  A check written to the owning library in the correct amount owed the other library is also acceptable.
· Put the green form, the screen print and envelope with money in a green envelope and label for the owning library.  Put in the van delivery box for that library. 

· If the owning library is Brillion, put the screen print with the patron’s name and a note that the item was paid for on Chris’s desk.  Mark payment on fine sheet and put money in fine drawer.
If a patron pays a little bit at a time, take the fees for the other libraries first- make sure you account for the other library’s total payment when doing the green paperwork.  This paperwork would be done after you receive the total payment or their lost, damaged or collection agency fee.
The second page includes a sample of a screen print
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