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FM Food Access: 2025
BoardVendorsManager/Staff
Budget & market rulesSubmit FMNP 

application! (Apr 1)
SNAP MM app (Oct). Prep 
tracking plan for SMM 
(spreadsheet, formstack
etc.). Remind vendors about 
FMNP Application.

Forms

Prepare plan for vendor 
reimbursement.

Have a smartphone for 
taking FMNP 
transactions. Bookmark 
FMNP site and know 
your password!

Check that you have tokens, 
vendor signs, working card 
reader, receipt paper, offline 
vouchers, and EBT 
sign/banner.

Equipment & 
Supplies

Share FA info with local 
news, school districts, 
welfare orgs.

Add currencies accepted 
to your social media 
&/or website

Include FA info in posters, 
website & in Social Media 
plan. Add info to social 
media bios.

Outreach & 
Promotions

Ensure manager attends 
required trainings

Train booth staff on 
accepting all currency 
types

Train all staff through official 
platforms.

Personnel



FM Checklist for “Now”
❑ Include food access program policies and expectations in 

Vendor Applications and Rules

❑ Remind vendors about FMNP application deadline

❑ Info Review: Bank Account, FNS Permit, info by program 

❑ Set or review budget

❑ Solicit Sponsorships and other funding

❑ Update website 

❑ Prepare special event & music schedule

❑ Set social media/outreach schedule



FM Checklist for “Next”
❑ SNAP token/scrip inventory – do you have enough?
❑ Signage inventory

❑ Check that your card reader works!

❑ Run equipment/supplies budget by board (dept)

❑ Order equipment/supplies

❑ Design poster check for correct info, logos, FA info
❑ Print and distribute marketing materials

❑ If vendor application is open, start reviewing apps

❑ Make volunteer plan and sign-up forms

❑ Prepare data collection forms & tracking tools



FM Checklist “Opening Day”
❑ Communication with Vendors - host & record a vendor meeting!

❑ Communication with Volunteers

❑ Reminder email to Musicians

❑ Don’t forget to invite sponsors, location host, news orgs, the mayor to 
opening day!

❑ Update/Clean up email distribution lists

❑ Make a splash on Social media

❑ Train volunteers/staff on all equipment and FA transactions -
including offline transactions!

❑ Print all forms, signs and displays, rules & regulations, instructions for 
staff and volunteers etc., for manager binder



FM Checklist for SNAP-Ed
❑ Check to make sure you have current contact 

information for manager?

❑ Reach out to schedule meeting with manager to 
coordinate any plans

❑ Consult with and share any outreach materials
❑ Order and help distribute Regional FM Directories and 

market posters

❑ Check in with market prior to any events/activities

❑ Prep photo releases and include Market

❑ Follow up and share results, materials and photos with 
manager



WSFMA 
Resources

available on 
website


