
Holding Area Coordinator Responsibilities 
7/10/16 

 
� Coordinate procedures with Cashier Coordinator 
� Have supplies for volunteers available 
� Communicate with volunteers prior to the sale – provide instructions so they know 

what is expected 
 

 
 

Holding Area Volunteer Procedures 
 
• Instruct customers that holding items is for one hour.  After an hour, items will be 

returned to the floor. 
 
• Receive merchandise, put last name on tag with time, and group in a corner area or 

other space. 
 
• When customer returns to pay for items, have tally person add up items.  If busy, you 

may tally items as well.  The customer gives the tallied items sheet to the casher for 
payment.    

 
• When the customer returns with the paper ticket marked “paid,” the items can be 

released to the customer’s car. 
 
• The customer may need assistance getting paid items to their car.  Call for a runner if 

assistance is needed. 
 
 
 
 
 
 

Holding Area Supply List 
 
4-5 pens, 2 sharpies 
2 Post-it note pads 
2-3 small pads of paper 
1 pair scissors 
2 masking tape or scotch tape 
Stapler 
Clips 
Plastic tote to store supplies (in case of rain)  
Trash container 
  



Sample e-mail message for Holding Area volunteers 

 


