Market Day SNAP/Merchant Services Preparation
I. Pre-Market Preparation

A)
Market Day Supplies:

· Box or Backpack for supplies
· Receipt Box – use for lost sales notes and paper receipts from transactions
· Receptacle for your tokens (package of 50 tokens)
· Partial Token Zip Lock Bags –package of less than 50 tokens
· Blank note cards – to record lost sales
· Blank 8 ½ x 11 Envelope
· Electronic Card Machine with carrying case and extra paper roll

· Pack – for “cashier drawer” to store partial bags of tokens
· Name Tag for your name and to advertise card services

· Notebook – for machine instructions, records and resource contacts
· Calculator, stapler, pen, etc.

B)
Confirm before every market
· Pack has partial token bags
· Box or Backpack has full receptacles for tokens

· Machine is fully charged

· Extra roll of paper for receipts

· Paper vouchers for SNAP in case network fails (optional)

II. Beginning of Market

· Distribute Vendor Reimbursement Envelops including checks to the vendors

· Deliver previous week token collection to Market Cashier. Envelop with tokens is placed in box/backpack to be counted later. Do not use these tokens during the market day

· Place box/backpack with full token receptacles in secure place
· Turn on machine, get pack for supplies, and put on name tag. Machine needs to be on the cashier at all times.

III. Promote Debit/SNAP SNAP Service in Market

· Encourage volunteers and vendors to inform customers about the service


· Post signage for customers


· Announce the service if you have a announcement system
IV. Customer Purchase of Token


SNAP Transaction
SNAP tokens are $1 with no minimum purchase or surcharge. No cash is given back. Refer to FNS eligible foods for purchase


Debit Transaction 
Let the customer know that there are $1 and $5 options for tokens with a $1.50 surcharge, which goes directly back into supporting the SNAP Program and the farmers market. Vendors can provide change in cash.


Credit Card


Credit card procedure is similar to debit card transactions.
V. Machine Transaction Steps

· Familiarize yourself with the machine (bring handbook/customer service number)
VI. End of the Market Day

· Follow the procedure for your machine to print and send a batch report

· Secure a batch report for your records and place in receipt box

· Have Vendors count their tokens and fill in Vendor Reimbursement Forms
· Collect Vendor Reimbursement Envelopes with tokens from each vendor
· Pack up all supplies in Tote Box including machine and Receipt Box in Tote Box.
