 SEQ CHAPTER \h \r 1REQUEST BOOK PROCEDURES
1) When a request is made by a customer, a request slip is to be filled out by the book store volunteer and placed in the request binder.

2) Sorters check the request book and keep an eye out for the appropriate books.

3) Sorters place the request form with the books under the counter.

4) Designated callers, chosen by the Book Store Coordinator, will contact customers and will note on the request form when the call was made.  It should be noted if a message was left on an answering machine or if the person plans to be in on a certain date to pick the books up.

5) If there are any problems concerning requests, the Book Store Coordinator is to be contacted.

