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Buyback Fundamentals
Pre-Buyback Check List

Pre-Buyback Check List

Absolute Priorities

1. Talk to the MBS Representative at least two weeks prior to the scheduled buyback
to discuss details 1 - 10 below.
8 http://www.mbsbooks.com/Wholesale/CustomerService/Index.htm

2 . Talk to the Bookstore Manager once you have items 1 - 10 etched into your mind.

Must Do’s

[l 1. Confirm buyback dates, times, location(s) and the expectations of the Rep for the
buyback.
[l 2. Assemble travel arrangements see pages 3-5: Buyback Travel
[J A. How do I fund the expenses of the buyback? Personal credit card?

[1 B. Check with Rep on appropriate and convenient hotel/motels. Get confirmation
numbers. Also, see if hotel has “weekly” rates which might include breakfast.

[] C. Confirm airfare and vehicle arrangements for each leg of travel for the buyback.
(21-day air travel advance purchase needed if not over a weekend.)

[1 D. Where do | park at the bookstore? Do | need a pass? What time should | arrive on
that very important first day?

[1 E. What is the store manager’s office and home phone number in case | encounter
travel delays?

[1 F Have all hardware, cartons, etc., arrived?

[J 3. What are my responsibilities? Where do they start/stop? (Lead buyer vs. support

buyer)
[0 4. Paperwork/materials to take with you
8 http://www.buybackbydesign.com/resources.html
[J A. Set-up sheet (check for discrepancies). What is the commission, and how paid?
[l B. Sight draft from MBS Accounting
[] C. MBS Buying Guide or latest Database with current book values
[J D. Expense Report form see pages 15-18: Expense Report & Instructions
[l E. Student Buyback Cash Control Report (Lead buyer is responsible for the

completion and signing of this report before leaving the bookstore on final
buy day.) see page 21: Sample Cash Control Report

[0 F. Systems Manual

MBS Textbook Exchange, Inc. 1
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Pre-Buyback Check List continued
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10.

. What computer system will | be buying on? How do | get trained on that particular

system? Will the computers already be set up? Will the system be initialized? Who
enters the retail list? Any peculiarities that | should be aware of?
8 http://www.buybackbydesign.com/etrain.html

. Who will load the latest version of the Database?

. What security issues do | need to be aware of?

see pages 6-7: Buyback Security & Cash Care
A . Where are wholesale books to be stored? Whose responsibility?

B . Any peculiar cash handling procedures? Cash bags? Store vault? Cash drawers?
Is the cash totally my responsibility?

C. Remote locations?
D. How do | handle stolen books?

E. What is the history of problems for this buy? What are some of the problem
titles, sets, etc.?

. How can I reach the Rep in charge immediately if needed?

8 http://www.mbsbooks.com/Wholesale/CustomerService/Index.htm

. Are there any personalities at the bookstore that | should be aware of in advance

of the buy that will help me make everyone more comfortable?

Who is the primary contact at the bookstore if not the manager? What is the phone
number?
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Buyback Travel

8 http://www.buybackbydesign.com/travelinfo.html
For questions regarding buyback travel, email contractorsvcs@mbsbooks.com

Scheduling buyers is a challenging task made more difficult by frequent last minute changes and conflicting
priorities. Whether an in-house or contract buyer, you are ultimately responsible for verifying the accuracy
of your travel arrangements.

After you have checked with the Rep regarding travel arrangements, you should contact Wholesale
Administration (Ext. 5675) or e-mail contractorsves@mbsbooks.com to arrange airline tickets, rental cars
and transportation. If you have special travel requests, please inform your Marketing Rep or the Director
of Marketing Services, ext. 5101.

A number of decisions regarding travel plans are made as a matter of policy. Typically, MBS asks you to
arrive as early as possible the day before the buyback begins. This allows you to set up the equipment,
obtain and count money and solve any problems while there is time to correct them. If you arrive on a
Sunday, make arrangements to meet your bookstore contact as early as possible on Monday morning.

Company Car/Personal Car/Rental Car

Depending on the availability and scheduling of MBS company cars, you or one of your
buyers may be asked to furnish your personal car for travel. If this occurs, you will be
reimbursed at the current mileage rate of $.405/mile which will cover your gas expense
and use of your automobile.

Rental cars are a necessary but expensive part of the buyback. MBS encourages you to
explore other options (taxi, closer hotel accommodations). If you are younger than 25
and need a rental car, contact your Marketing Rep so special arrangements can be made.

MBS employees should decline the optional rental car insurance coverage as they are
covered under a company insurance policy. Contract/hired buyers are not covered by
company insurance.

Flight Arrangements

MBS Textbook Exchange, Inc.
Buyback April 2005

As most buybacks run from Monday through Friday, many airfares are more economical
Saturday to Saturday or Sunday to Sunday. If there is a substantial savings (usually
$300+), you may be booked for an extra day. Tickets and itinerary should be delivered
to you approximately one week before your departure.

Most flights for Columbia buyers require departure from the St. Louis airport. In this
case, reservations will generally be made for you with MO-X shuttles www.moexpress.com
for travel to and from the airport. This information will be included in your itinerary. If
you take your personal car, you will be reimbursed at the current mileage rate.
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Buyback Travel continued

Long-Term Parking

Hotel/Motel

During buyback season you may be instructed to park at the long-term parking lots
at either St. Louis or Kansas City Airport. These are appropriately marked at both the
airports. Below is a map of the St. Louis long-term parking lot. Please refer to the airline
websites prior to your departure:

Kansas City Intl Airport

8 http://www.kansas-city-mci.com/car_parking.html

St. Louis Intl Airport

8 http://www.superparkinglot.com
(Be sure to print the coupon for $7 off per/week or trip on this site.)

St. Louis Long-Term Parking Map

MAIN TERMINAL

MBS Textbook Exchange, Inc.
Buyback April 2005

EAST TERMINAL

INTERSTATE 70

Comfort, convenience
and cost are the deciding
factors in making
lodging arrangements.
Always check with the
Rep in advance of
making reservations for {\:
information on motel v

NEW Super Park

A N Q at Cypress
discounts, etc., in the area. )
N

Occasionally, you may 2
prefer to stay with a
friend or relative in the

- Directions: From 170 or I-70 Westbound:
area. If SO, Itis acceptable Take 1-70 to to Natural Bridge 235C and make a right onto Natural
to either take them to Bridge, then right on Cypress.
dinner one evening or From I-70 Eastbound:

Take 1-70 to Cypress Road exit. Continue going straight into the
Super Park lot.

present them with a
token gift at company
expense. Generally this gift or dinner should not exceed $50 and should always be
prearranged and approved by the Marketing Representative or Regional Manager.
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Buyback Travel continued

Travel Advances

Lead buyers generally will assume financial responsibility for the buyback team (hotel
rooms, meals, and rental cars). However, it is always a good idea for every buyer to carry
some cash, or travelers’ checks when going out of town. MBS can supply a travel advance
to employees, but only request money if you are likely to need it.

Paying for hotels, meals and rental cars quickly becomes expensive. Spend MBS money as
if it were your own. If actual expenses exceed the advance, MBS will reimburse you upon
receiving your expense report. If the advance has not been entirely used, the remainder
must be returned to MBS Accounting with a completed Expense Report. Please refer to the
instructions and policies for MBS and hired buyer Expense Reports which are included on
pages 15-18 and 43.

The payment for your meals, rental car, and hotel obviously can be made so much more
convenient when you use your personal credit card. This also makes for a more complete
accounting as a receipt is always given. Great care should be taken when charging on your
personal credit card so as NOT to exceed your credit limit.

Company Credit Card

MBS Textbook Exchange, Inc.
Buyback April 2005

The Company credit card is available for booking airline flights and weekly/multiple hotel
rooms during buyback season should the buyer (or lead buyer) have inadequate credit
limits on their personal credit cards.

If use of the company credit card is needed, contact Wholesale Administration (Ext. 5675)
or e-mail contractorsvcs@mbsbooks.com to process the reservations and payments. All
statements are reconciled by MBS Accounting. Any discrepancies or oversights will be
brought to the attention of the Rep.
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Buyback Security and Cash Care

If you are taking the buyback funds with you, check with the Accounting Department and schedule a time
for the funds to be picked up. Even small buybacks require handling a substantial amount of cash. MBS
cannot provide instructions that apply to every situation; however, the following are some guidelines for
proper cash handling. The Lead Buyer is responsible for all MBS funds, and will need to make a single
bookstore person responsible for the “Vault Cash.”

MBS Textbook Exchange, Inc.
Buyback April 2005

1. If you are buying alone, make arrangements with the bookstore manager in advance
to take care of the cash during your absence.

2. Buyback funds should never be commingled with bookstore or personal funds.

3. Never leave MBS cash unsecured with someone other than an MBS employee or
the bookstore manager.

4. Always verify cash upon receipt from bookstore personnel or from our Accounting
office.

5. A minimum amount of cash should be kept at the buyback station(s). The Lead
Buyer will consider the size of the buy and the accessibility of secure storage in
determining a limit.

6. Individual buyers are responsible for their cash drawer.

7. Remote locations should be attended by at least two people.

8. Cash in excess of that kept at buyback station(s) should be left in a locked money
bag and placed in an area of limited access (store’s safe or accounting office).

9. Only MBS employees, contracted buyers, and bookstore personnel should handle
the cash during buyback.

10. At the end of each transaction, count the total for the transaction to yourself as you
take it from the drawer and then again out loud to the student as you pay them.

11. Always check with the bookstore manager or MBS Lead Buyer when handling
stolen books that come through Buyback. Never accuse the seller and make sure
you and/or the bookstore staff have sufficient information before approaching the
customer.

12. Cash should be verified daily. Complete the Daily Cash Verification Worksheet.
(Sample on page 23)

13. Cash should always be counted in “dual control” (i.e., two people must agree on
a “cash count” before transfer of responsibility).

14. When counting money, it is not necessary to open every bundle, however, do check
the total amount.

15. Always verify money in private!
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Buyback Security and Cash Care continued

16.

17.

18.

19.

20.

21.

MBS Textbook Exchange, Inc.
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Cash must be transported in a locked money bag and the bag should be placed in a
briefcase or box for additional security.

Textbooks are a valuable commodity and should be treated as such.

Make sure a responsible person is in charge of carton security and double check the
carton count daily.

Avoid returning from your buy with large sums of cash. MBS has a national account
with the Bank of America. Ask your Rep if there is one of these banks available where
the leftover funds may be deposited. If no Bank of America is available, make every
effort to secure a wire transfer or a cashier’s check payable to MBS. Check with the
Bookstore Manager as to best method if Rep cannot be reached.

You are responsible for the cash. Others may be aware of this, so take the
necessary precautions and stay alert.

NEVER put yourself at undue risk.
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Buying Fundamentals
8 http://www.buybackbydesign.com/lesson_3/3_a.html

The MBS Philosophy

Courtesy!

Our mission is simple: To buy back resalable college textbooks from students at a fair
price, consistently, courteously, knowledgeably, and efficiently. We want to fill the
bookstore’s list first (retail), and then buy as many textbooks as possible for resale to
the college store industry (wholesale/MBS books).

Courtesy! Courtesy!

Dress Code

Tantamount to your success as an MBS Buyer will be your ability to communicate the

above mission courteously to hundreds of college students, many of whom are first-
time sellers. All the customer service principles taught in retailing help define a good

book buyer: treat people with a smile and as you wish to be treated, know your business,
think on your feet, exercise common sense, and anticipate!

The MBS Representative in charge of the account will make this determination for the
appropriate dress code. Some locations have specific dress codes. Men should check
with the Rep to see if a tie is required. Ladies dress smart casual.

Always—no jeans, no chewing gum, and maintain a neat appearance.
Wear your MBS name badge (if Rep requires one).

Grading Books

Grading Books (on page 12).

Rules of the Road

MBS Textbook Exchange, Inc.
Buyback April 2005

. Always be frugal with expense funds! Do not use buyback funds for expenses.
Keep receipts for all reimbursable expenses in excess of $5.
MBS pays 40.5 cents per mile for personal vehicle usage.
No independent contractor expenses will be paid unless there is a completed and
signed "Independent Contractor Agreement".
5. Generally there is no allowance for buyback entertainment of bookstore personnel.
Check with the MBS Rep.
6. Rental cars can be necessary, but are expensive. Explore other options (taxi, shuttle,
etc.)
7. Decline insurance on rental cars as MBS employees are covered under special
company policy-Independent Contractors are not.
8. MBS will pay for one brief “safe arrival” phone call home to confirm arrival at your
destination.

e
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Buying Fundamentals continued

Managing Excess/Savings on Book Purchases
8 http://www.buybackbydesign.com/lesson_3/3_d.html

1. Keep the retail books separate from the wholesale books on each transaction. This
is critical and can only be done by paying attention to the wholesale/retail books
purchased when you complete each transaction. Be aware of which stack you put
each book. Don’t make “sorting” mistakes. (Also see “How to Pack Books” on
page 13 of this booklet.)

2. Secure all books purchased as if they were money.

3. Buyers must recognize workbooks, lab manuals, and perforated page/tearout
books as potential “bad buys” and must quickly grade each. Be extra cautious with
this type of book.

4. Water damaged books are MBS' single biggest nemesis at buyback. They have
absolutely no value. Dry all damp books with a paper towel and pack them last.

5. Reconcile cash daily. If any discrepancy, find the source before continuing.

6. Be sure to end each transaction. If this isn't done, the next purchase will
include the previous one you did not complete and you end up paying twice
for the same book. Your cash then comes up short.

7. Complete printouts of all required reports allow the MBS Receiving
Administration staff to reconcile problems encountered with your buy. These are:
Print Books Purchased for both wholesale and retail.

8. Know how to read every screen. Understand what the notes mean, e.g., “Clean
& Complete” means less than 5 pages written in and all pages intact. (See page
10)

9. Do not pack any “no value” books in with your wholesale books to MBS. These
books will cause problems at check-in. Ask your Bookstore Manager what they
would like to do with these books.

10. Never leave cash unattended!

11.The bookstore people are your “professors”. They will be giving you a grade.
Keep them happy. If they request you back, you have done your job. Remember
the goal: to be personally asked to return.

Buyback can be an enjoyable and fun experience. It gives you a chance to meet MBS customers and
actually see these customers at work in their environment. Plus you have an opportunity to see other
parts of the country. But to make it fun and ease the anxiety of the first day of the buy, make sure you
are well prepared.

MBS Textbook Exchange, Inc. 9
Buyback April 2005
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Buyback Notes

Pay Attention to the Notes Field on the Screen

The “Notes” field provides pertinent information about the book. This field will contain
NEP (new edition pending) information on the title and any notations that are needed
for purchasing decisions. For example, if “CLN+COMP” is listed in the “Notes” field,
make sure no more than 5 pages have writing, and that all pages are intact on workbooks
(especially on workbooks with perforated pages). There will also be information about
any inserts or ancillary materials that will accompany the textbook.

8 http://www.buybackbydesign.com/lesson_3/3_c.html

3rd 2/06 new edition pending February 2006

CLN (C+C or CLN+COMP) free of cribbing (and all pages intact)

HS high school level

LLAG8, Moses additional identifying information

SEE JONES see reference directing you to another author
TRD trade discount

GOP, OP (going) out-of-print

+CL cloth version is also acceptable

ov temporarily overstocked

W/3"DISK,W/CD disk or CD ROM must accompany book

Laboratory Manuals, Study Guides, Spiral-Bound Texts, Workbooks

Primarily consisting of fill-in exercises, experiments and tear-out pages, these books
are acceptable only if 5 pages or less are written on, and only if all perforated pages
are intact.

Foreign Language and Law Textbooks

Acceptable only if one-third or less of the book is cribbed.

Damaged Books

Severely damaged books are unacceptable, i.e., books with lost or illegible covers,
pages missing or contents separated from covers. Unacceptable water damage includes
mildew, pages stuck together, discoloration, or more than one-fourth of the pages
rippled. Trade books with damage of any kind including missing covers, any water
damage or oxidation due to age cannot be accepted.

MBS Textbook Exchange, Inc. 10
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Buyback Notes continued

Instructor’'s Complimentary Copies

1. Do not buy incomplete copies, annotated editions or copies with an instructor’s
manual bound into the book.

2. New complimentary copies in their original form with references to “free copy” on
the inside and/or outside will be checked in at wholesale value less $4 unless they
are specifically listed in the Buying Guide at no value. Be sure to deduct this amount
when buying the book(s).

3. Used complimentary copies with the outside cover references to “free copy” taped
or covered will be checked in at full wholesale value unless they are specifically
listed in the Buying Guide at no value.

International Editions

MBS will not buy back International editions of US textbooks. International editions
may state "Not for sale in the USA" or "International Edition" on outside cover or may
be a paperbound version of a clothbound USA edition.

In addition, MBS will not buy back campus specific custom published titles. These often
appear identical to the normal college market version, but may state on cover that it
has been customized for a particular college.

Purchasing quantities of custom textbooks or international editions could severely
impact reimbursement for your book shipment.

Custom Published Titles

There are increasing numbers of titles that have “custom” versions. Many times they
are very similar to the standard textbook. In some cases the ISBN printed on the custom
book may be the same as the standard textbook. MBS will not purchase custom published
titles bought in error. If there is any doubt as to the value of a custom published title,
call the Database Management Department (800-325-9017) or the Inventory Control
Department (800-325-0929) for clarification.

Packages and Diskettes

Watch for titles that must be purchased with diskettes, CD-ROM(s) and various ancillary
materials. A description of the needed parts to be acceptable for purchase is described
in the title. Please read title information carefully. MBS will not pay for titles purchased
that are missing items. We will occasionally have wholesale prices on the text by itself,
but it must be listed in the Buying Guide to have wholesale value.

Unlisted Titles

Due to space limitations in our printed guide, we only list titles with the highest demand.
If you have quantities of a title not listed in the Buying Guide, please call the Inventory
Control Department at 1-800-325-0929, Ext. 5638 for a possible price quote.

MBS Textbook Exchange, Inc. 11
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Grading Problems

To assure that our customers receive high-quality used books, we follow certain guidelines when checking
in buyback and guide shipments. The information below will help you understand the grading policies of
MBS which in turn allows you to buy resalable books at the buyback counter.

8 http://www.buybackbydesign.com/lesson_3/3_d.html

Problem Type:

Unacceptable if:

Law Books
 excessive cribbing or underlining

More than one-third of the book is cribbed.

Perforated Books

« loose pages
e Missing pages

At least one page is loose or missing.
Squeeze book at top of the binding to look
for missing pages. Also fan the book
slowly to look for missing pages.

Study Guides
o excessive writing
e Missing pages
o water damage

Five pages or more are written in or has
water damage. Fan slowly to determine
if either condition exists.

Spirals
 torn covers
e Missing pages

Half of cover is unattached.

Trade Books (Rack size)

e Mmissing cover
« loose pages
« Water damage

Part of the cover is missing. One loose
page or any water damage is considered
unacceptable. (We do not repair trade
paperbacks.)

Missing Materials
e no disk
e NO tape
e NO inserts

Multiple items are missing from the
textbook, such as diskette.

Water Damage
« mold
« pages stuck together
o Wwater stain

MBS Textbook Exchange, Inc.
Buyback April 2005

Page(s) become spotted with mold, dark
stain in text, pages stick together or more
than one-quarter of the pages are rippled.

12
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Packing Books

Pack with Care

Careful packing of cartons is critical to avoid being damaged in transit. Books received damaged are
checked in at no value. By observing the following basic principles when packing books for shipment,
you will maximize your check-in dollars.

8 http://www.buybackbydesign.com/glossary.html#Anchor-Boxing-33869  See “Boxing”

Cartons

e Cartons should be at least 250 Ibs. test strength to guard
against splitting.

o Fold the two short flaps in first, followed by the longer flaps.

e Secure with at least 2” wide mylar plastic tape.

e Remove old labels and other previous address markings.

Packing Books

o Lay the books flat or place them in with the bindings down.

e Never force a book into a carton.

e Soft cover books should never be bent or curved in
the carton.

Packing Materials

o Use packing material (no newsprint) in cartons whenever
possible.

Labels

o Place shipping label on the seam tape on top of the carton.

o Remove or cross out any old address labels or markings
on carton.

e Number cartons accordingly (e.g., 1 of 14, 2 of 14,
3 of 14, etc.).

e Use the proper MBS pink shipping label.

Things to Avoid

Wrong Label Loose Items Cellophane Multi-labels Damaged
Tape Boxes

MBS Textbook Exchange, Inc. 13
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End-of-Buy Checklist

[ 1. Before you leave the bookstore, print three copies of these items:
8  http://www.buybackbydesign.com/resources.html

[l  Print Books Purchased (wholesale and retail)
These are the figures for the cash control sheet; do not use the dollar analysis
to get these figures.

[l  Cash Control Sheet (include buyback #)
Additionally, you should have:

[l  Copy of sight draft (if applicable)

[1  Bookstore check (if possible) for remaining cash (if MBS funds used)
[l  Copy of Bill of Lading

[l  Dollar Analysis

[0 2. Allof the above, and these additional items, should be put in the lime green, postage-
paid envelope and placed in the mail the same day as the last day of the buy. However,
if you are returning to MBS after your buy, bring these items with you and immediately
give to the Marketing Services Buyback Coordinator

(1

Dollar Analysis/Summary 0@9§§§N35€°
e

Daily Cash Verification «\\g\&% N

Expense reports that were paid with
Canadian buyback funds

Retail Book List

. ATTN: BUYBACK COORDINATOR
S|ght Draft MBS TEXTBOOK EXCHANGE, INC.
Voided Checks, if any
Hand Generated Bill Back Invoices

OoooOog Oogog

(1 3. Call for freight pick up on 6 cartons or more. Five cartons or less, need to be
shipped UPS. The carrier will need to know the number of cartons and how much
they weigh (approximately 50 Ibs. each). Any additional information you can supply,
such as store hours, location of loading dock, etc., would help the process. Even if
the store assumes responsibility for freight pick up, go ahead and complete the Bill
of Lading, see page 22: Sample Bill of Lading

[1 4. Box any MBS equipment. Call the MBS Hardware Department via voice mail
(800-325-3249, Ext. 5236) to request call tags for pick up of the equipment. Always
ship UPS. Do not ship with books!

[J 5. Clean up the buyback area.

[l 6. Shake the manager’s hand and thank them for the business.

Now You're Finished!

MBS Textbook Exchange, Inc. 14
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Expense Reports

Expense Report Instructions

8 http://www.buybackbydesign.com/resources.html

Name

Rep Number

MBS employee's name/Independent Contractor’s name

Do not fill out

Nature of Business

Add the following information under buyback information on the specific expense
information page -

= bookstore name

e city and state

= buyback dates

= buyback number

Dates of Travel

Airfare

travel dates

If the airfare is paid by the company -

= include the receipt

= indicate that the airfare is direct billed on the specific expense information page
If the airfare is paid by the employee or contracted buyer -

= enter the amount

< include the receipt

Taxi/Parking/Tolls

Auto Rental

This includes parking garages, toll bridges, taxi and shuttle fares
= staple two or more receipts for one day and enter the total amount
= indicate the tip amount on the receipt and place the tip under Miscellaneous

MBS Textbook Exchange, Inc.
Buyback April 2005

If the rental is paid by the company -
< include the receipt
< indicate that the auto rental is direct billed on the specific expense information page

If the rental is paid by the employee or contracted buyer -
= enter the amount
= include the receipt

15
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Expense Reports continued

Independent Contractor Services

This includes daily (or hourly) wages for a contracted buyer. An independent contractor
agreement must accompany the expense report. Include the following information on
the independent contractor agreement: (Write legibly)

= bookstore name, city and state

= buyback dates

e buyback number

e amount paid per hour/day

= social security number

= mailing address

= hired buyer’s signature

e representative’s signature

Miscellaneous

This includes items purchased for buyback use, postage, and weekend allowance ($15).

= description of miscellaneous item
= dollar amount

Advance Check or Sight Draft

= enter the check number
= staple the sight draft copy to the front of the expense report

Employee Advance

= enter the total amount of the advance check or sight draft

Signature & Date

= each expense report must be signed and dated

Specific Expense Information

= explain the nature of business
= specify individuals for which the expenditure relates

Retain all receipts and place them in an envelope. Staple envelope to the expense report. It is vital that
your expense reports be turned in ASAP.

MBS Textbook Exchange, Inc. 17
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Expense Reports continued

Sample MBS Employee Expense Report

For instructions, refer to pages 15-17

8 http://www.buybackbydesign.com/resources.html

Lobato

MBS Texthook Exchange, Inc.
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