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 CASH SALE PROCESSING 
 

 

The following steps are to be followed when processing any cash sale (for cash, check 

or credit card). 

 

 

 1) Write up sales slip accurately & completely. 

 2) Take customer's payment (see Check, Debit Card, Credit Card, and GE 

(formally known as JA) instruction chapters). For any transaction where 

the customer pays with cash in excess of $10,000, Form 8300 must be 

completed (see instructions on the following page). 

 3) Put payment, pink handwritten receipt, and merchandise in plastic bag, 

and place in designated area in store, out of customer reach. 

4) Customer must be present when the transaction is recorded on the POS  

unless the sale was recorded manually with the customer present, 

because the POS was not working (see POS Manual, Cash Sale). 

 5) Put payment in cash drawer & deliver customer's change. 

 6) Give customer pink POS receipt only after receiving the full payment.  

(The pink handwritten receipt is placed in designated area in the store). 

 7) Tape merchandise tag, with SKU side showing, to original handwritten 

sales slip (white). 

 8) OFFER FREE GIFT WRAPPING TO THE CUSTOMER! 

 9) Deliver merchandise to customer only after receiving the full payment. 

10) Staple white handwritten sales slip to the top of the white POS receipt (so 

that the handwritten receipt can be read) and place in cash drawer until 

later in the evening when it must be included with the “Daily Work Bag” 

that will later be sent to SMC. 

11) The yellow handwritten sales slip is left in the sales books.  
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FORM 8300 
 

Reminder of Policy - Cash Transactions Greater than $10,000 
 

For any transaction where the customer pays with cash in excess of $10,000, Form 8300 must 

be completed. A copy of the form is on the following page.  

 

We cannot accept the cash or complete the sale without completing the Form 8300 with proper 

verification of acceptable ID. Any violation of this policy can result in corrective action 

including loss of commission and quota adjustment for the sale in question. 

 

IMPORTANT!!!!  Be sure to validate the customer’s identification and fill out this 

Form 8300 before the customer leaves with the merchandise IMPORTANT!!!! 

 

To be clear, this is cash only (currency, cashier’s check) over $10,000.  If it’s a combination of 

cash and credit card over $10,000, then you don’t need to fill out the form. Instructions for 

completing the form are listed below. 

 

This form is on the intranet under Forms: 8300 

To fill out the form which is attached below: 

PART I: 

3. Last Name 

4. First Name 

6. Social Security Number (or other Taxpayer ID Number) 

7. Street Address 

8. Date of Birth 

9. – 12. City, State, Zip & Country 

13. Occupation 

14a. List type of document verified such as Driver’s License, Passport, etc. 

14b. Issuer of document such as State issuing Driver’s License, Country issuing Passport, etc. 

14c. Document Number 

 

PART III: 

28. Date of transaction 

29. Total Cash received by customer 

32. Categorize the cash received into the available types: US currency, cashier’s 

check, or bank draft. 

 

Accounting Department will fill in the rest. Once complete, fax form to 310-665-2151. 

 

If you have any questions please call Loss Prevention Department 
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