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GALLERY HOSTING PROCEDURES 
 

AM-OPENING PROCEDURES – MORNING: 

 

KEY- After you unlock the door, ALWAYS replace the key in the lock box. 

1. Prop the door open.  

2. Flip CLOSED/OPEN sign to “OPEN.” 

3. Turn on lights.  Left switch by the door and the FLOODLIGHTS with the four (4) switches behind the 

desk (above the phone).   

4. Put the COAL/North Coastal Art Gallery sign at an angle outside near the bench. 

5. Call the gallery check-in person (name & phone number on desk), that you arrived and gallery is open 

for business. 

6. Call next day AM and PM sitters as a courtesy reminder.   Use the gallery phone, as many do not 

answer an unrecognized phone number.   

7. Count the Petty Cash and sign the Petty Cash log (should always be $80).  Petty Cash is used to make 

change.  For example:  If buyer pays for a $10 card with a $20, take four $5’s out of the $80 Petty Cash 

and put the $20 in the Petty Cash.  Give the buyer $10 change and put $10 with the Sales Invoice. 

8. Turn on the music – CD or soft 98.1 FM station 

9. Sign into the spiral log notebook and log number of visitors with hash marks.  Keep remarks during 

your shift.  Make a note that you called both AM and PM next day hosts. The Gallery Manager reads 

the notes, and counts the total number of monthly visitors to the gallery. 

10. Welcome visitors to the gallery, and give them a brief overview of the current show. 

11. Familiarize yourself with the SALES PROCEDURES (see Procedure notebook on desk top). 

12. When making a sale, complete Sales Invoice completely (this is how you the artist gets paid). 

a. Call the artist for all sales (cards, shrink wraps, wall).  The artist can bring in a replacement. 

b. Log the sale in the Sales Book. 

c. Place the Sales Invoice along with the credit card slip, check or cash in the red box in the left top 

drawer.   

d. We do have a volunteer member who cleans the gallery twice a month.  It is appreciated if you help 

keep the gallery clean (spot floor, sweep entry carpet, empty trash).  Cleaning supplies are in the 

back room. 

13.  Hand out Membership applications to potential new members.  New members can pay by credit card.  

Renewal memberships are paid by cash or check.  Monthly entry fees are paid by cash or check.   

14. Please bring a piece of your art to display outside in front of the gallery to attract visitors.  Also, it will 

give you a talking point.  Or you can select a Shrink Wrap from the bins to place outside to display and 

attract visitors. 

 



Rev: 5/2022      2 

 

 

15. Keep doors to back room closed during open business hours. 

16. At the end of your AM shift, your PM host arrives.  Update the PM host with any pertinent information 

that happened during AM shift.    If for any reason, the PM host doesn’t arrive: 

a. Call them (membership list is on the desk).   

b. Call the Gallery Manager.  

c. Stay until someone arrived to cover or follow closing procedures. 

 

 

GALLERY HOSTING PROCEDURES 

 
PM-CLOSING PROCEDURES – AFTERNOON  

1. Introduce yourself to the morning host and tell them you are hosting the afternoon shift. 

2.  Count  the Petty Cash and sign the Petty Cash log (should always be $80).  Petty Cash is used to make 

change.  For example:  If buyer pays for a $10 card with a $20, take four $5’s out of the $80 Petty Cash.  

Give the buyer $10 change and put $10 with the Sales Invoice. 

3. Sign into the spiral log notebook and log number of visitors with hash marks.  Keep remarks during 

your shift. The Gallery Manager reads the notes, and counts the total number of monthly visitors to the 

gallery. 

4. Welcome visitors to the gallery, and give them a brief overview of the current show. 

5. Familiarize yourself with the SALES PROCEDURES (see Procedure notebook on desk top). 

6. When making a sale, complete Sales Invoice completely (this is how you the artist gets paid). 

a. Call the artist for all sales (cards, shrink wraps, wall).  The artist can bring in a replacement. 

b. Log the sale in the Sales Book. 

c. Place the Sales Invoice along with the credit card slip, check or cash in the red box in the left top 

drawer.   

d. We do have a volunteer member who cleans the gallery twice a month.  It is appreciated if you 

help keep the gallery clean (spot floor, sweep entry carpet, empty trash).  Cleaning supplies are 

in the back room. 

e. Hand out Membership applications to potential new members.  New members can pay by 

credit card.  Renewal memberships are paid by cash or check.  Monthly entry fees are paid by 

cash or check.   

f. Please bring a piece of your art to display outside in front of the gallery to attract visitors.  Also, 

it will give you a talking point.  Or you can select a Shrink Wrap from the bins to place outside to 

display and attract visitors. 

7.  Keep doors to back room closed during open business hours. 

8.  At closing time, turn the music off. 

9.  Flip CLOSED/OPEN sign to “CLOSED.” 

10. Turn OFF lights.  Left switch by the door and the FLOODLIGHTS with the four (4) switches behind the 

desk (above the phone).  Night lights will be on inside the gallery. 

11. Put the COAL/North Coastal Art Gallery sign inside the gallery in front of the desk. 

12. Take home your art in front of the gallery or replace the shrink wrap back into the bin.   

13. Close the door, and lock, replace the key in the lock box.  Pull on the handle of the door to check that 

the door is locked.   

 

NOTE:  If you need to use the restroom:  Put a “Be Back in 5 Minutes” sign on the door. 
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LOCK GALLERY DOOR.   When you return, replace the key in the lock box.  The code to the women’s 

and men’s restrooms are on the desk and codes are changed every month by Village Faire 

Management.  Restroom codes are not to be displayed.   

 

PARKING:  To park in the Village Faire parking lot, you must go online to NCAG (North Coastal Art 

Gallery) and register your car.  You will not be exempt from the three-hour parking limit, if you do not 

register.   Employee parking is across the street, behind Spin Record Store, and you must have a 

parking permit, which is available at the gallery.  

 

 


