Market Day Accounting

I.    Vendor Token Return Form
A. Count tokens from each vendor, and confirm number of tokens agrees with vendor count on Vendor Token Return Form.
B. Enter number on Form under MM Count.
C. Post actual number of tokens by vendor on All Vendors Token Tracker Form.
D. Total number of Food Stamp and Debit tokens returned on All Vendors Token Tracker Form. 
E. Count total number of tokens returned, and their dollar amount.  Make sure these numbers agree with totals on All Vendors Token Tracker Form.
F. Post information to Vendor Weekly Token Reimbursement Log.  Make sure to take out percentage of debit and credit sales prior to writing checks to vendors.
G. Write checks to vendors and place them in Vendor Token Return Envelopes for distribution at next market.
II.   Market Day Transaction Form
A. Beginning Balance filled in from pervious week (see below)
B. Add Token Returns(start on 3rd Market Day)
1. Under Market Manager Token Returns (Food Stamp Tokens and Debit/Credit Tokens returned from vendors), post total number of tokens returned and dollar amounts.
2. Balance from previous week’s market subtotal + Reserve Additions subtotal + MM Token Returns (from vendors) subtotal = Grand Total (A).
C. Market Day Transaction Close out Detail – Net Sales Dollars
1. Match up individual transaction receipts with Batch Report, checking off each transaction. These transaction dollars will be electronically transferred to your bank account within 3 days. Staple receipts, Batch Report, and Market Day Transaction Form together.
2. Enter the total number of transactions and dollars from the market day under Market Day Transaction Close Out Detail.  Enter returns and subtract to get net sales dollars for each token type.

3. Net Cash Balance = Grand Total in “the Bank” – Total Close Out. This is the total dollar amount of tokens you should have at the end of the day.
D. Ending Reconciliation
1. Count actual number of tokens in partial token bags and full token tubes/bags.  Make sure to include tokens returned from vendors.
2. Enter number of full and partial bags under Tokens in “Bank” at End of Market Day.
3. Calculate Total Dollars. This amount should equal the Net Cash Balance. If not, enter Overage or Shortage.

4. Enter number of Tokens under Token Count and total. This amount should equal Token Count in the
Net Cash Balance. If not, enter Overage or Shortage.
E. Comments 
                 1.  Add total lost sales(# and $) and record.  Indicate why sales were lost. 

                 2.  Sign and Date report 

                 3.  Add additional comments such as weather, late start, number of vendors, etc that might reflect on total sales.   

III. Preparing for Next Market Day
A. Create new Market Day Transaction Form for next market day.  Write in market date. 
B. Tokens in “Bank” at Start of Market
1. Copy Ending Reconciliation information from today’s Market Day Transaction Report into Tokens in the Bank at Start of Market section of next market day’s report.
2. Put the full and partial token bags/tubes in Receipt Box for the “bank”.
3. Determine if you need to pull token bags from master reserve to replenish token supply that you take to market. Enter number of added bags under Reserve Additions section.  Place bags in Receipt Box.
4. Calculate Grand Total Tokens in “Bank” for dollars and number of tokens.
5. Double check your Grand Total by counting all tokens in fanny pack and Receipt Box. (For a check and balance-this could be done again by the morning cashier.)
C. Confirm that there is paper in the machine and recharge machine battery for next market.
D. Copy Vendor Weekly Token Reimbursement Log and Market Day Transaction Form.  Staple Batch Report and individual receipts with these copies and deliver to market bookkeeper.  
IV.   Market Day Transaction Report Summary

           A. Enter $ information from Market Day Transaction Form to Market Day Transaction Report Summary.
                  1.  Beginning of Market “Bank” Balance $ = Subtotal 1
                  2.  Enter corresponding amounts for Food Stamp Tokens and Debit/Credit Tokens
                        i.   Deposit from Reserves $ = Add Reserve Food Stamps $

                        ii. Net Sales $ = Net Sales $

                        iii. Token Return $ = Add Token Return $

                  3.  Calculate Grand Total amounts

                        i.   Deposit from Reserve = Food Stamp Token Deposit from Reserve + Debit/Credit Token Deposit from

                            Reserve

                        ii. Sales= Food Stamp Token Net Sales + Debit/Credit Tokens Net Sales
                        iii. Token Returns $ = Food Stamp Token Return $ + Debit/Credit Token Return $

                        iv. End of Market Cash Balance = Net Cash Balance $ (C)

                  4.  Reconciliation
                        i. Post Actual End of Market Cash Balance = Ending Reconciliation Actual End of Market Cash Balance  
                       Total (D)

                       ii. Post Overage or Shortage

 5.  Enter Number of Transactions for food Stamp Tokens and Debit/Credit  Tokens from Market Day Transactions Close out Detail

                  6.  Revenue = $ of Debi/Credit Sales  x Vendor 3% Surcharge (.03)      

                  7.  Post Lost Sales and Lost Transactions from comments 

YOU’RE DONE!
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