Wccp – Business Instructions

Accounting  

All c$ transactions are treated the same as cash transactions, so income and expenses in c$ have the same tax consequences as if they were made in cash. 

Keep track of your c$ just as you would cash – as another asset account on your books.  You or your accountant / bookkeeper can call our office to discuss how c$ transactions should be recorded on your books. 

Cash Register 
All sales in c$ must be recorded through your till.  

To make your cash-out at the end of the day (or shift) easy to reconcile, assign an available “tendered” button on your cash register for c$ collected.  If your register doesn’t have any tendered buttons available, use either the “cash tendered” button or “checks tendered” button. You may also want to keep a daily tally, by hand, of each c$ transaction.

You should occasionally scan the audit trail on your terminal or merchant’s smart card–the last ten transactions are held in memory – to check against your sales records.   

In the beginning, when only a few c$ transactions will be made each day, you can get used to the process and work out the best way to keep track of daily sales for your business.  For added confidence and security at the outset, we suggest you make a written record of each c$ transaction as it happens.

Receiving Payments 
· determine the amount to collect in c$ 

· download the amount from the customer’s smart card 

· enter that amount as paid into the cash register (and note by hand)

· the till will show the balance, including taxes, to be collected in cash. 

Uploading c$ at the end of the day 
It is a good idea to upload the daily receipts onto your “master” card leaving only the original float on your point of sale card.  Transactions to and from the “master” card should be recorded.

It is advisable to keep the “master” card in a safe place.
Spending c$  
You can spend c$ directly from the “master” card.  However it is probably better to transfer smaller amounts onto a “spending” card. 

Treat your smart cards like cash – do not carry around large amounts on your card and keep the cards in a safe place.  

And DO spend with other participating businesses.

Display materials (available soon)

The countertop display / brochures encourage participation and support for the project.   Please display c$ materials in a prominent place. 

Stickers - “c$ accepted here” - are recommended for your window, door or till. 

Please post your rates and terms of acceptance clearly to avoid confusion and misunderstanding.

Problems with equipment or cards
If a customer card fails the screen will dirsplay  “BAD CARD”.   Please give the customer a discount equal to the c$ you would have accepted and notify the office immediately, so we both can credit your c$ account to compensate your discount and set about fixing the problem.   The customer should return the card to the exchange depot as soon as possible.
A card that displays “NO POCKETS” has been fully spent.

If you are using a hand held transactor, you should always have fresh “AAA” batteries on hand.

Refunding Smart Card Deposits
Empty cards are worth $10.  If a customer empties their card with you, you can take the card and refund their $10 deposit.  The Wccp will collect the cards and refund you $10 each.   (You are NOT required to buy any remaining coast $ but you can do so if you choose, or you may refer them to an Exchange Depot or the Wccp office for a refund).

Making and Receiving community currencies payments
It is up to the participants of community way to keep track of earning and spending coast dollars (c$). You will receive regular monthly statements. Please let us know if you notice a discrepancy on your statement or have any questions. Most retail business will use smart card equipment for transactions, however, some home-based and service businesses may prefer to use the other options available. People with coast dollar accounts are issued ID cards – please ask for their ID card if you are accepting payment by any method other than smart cards.

Payment Methods
Smart Card System – refer to equipment instructions

Direct Debit Payment Ledger– Businesses may simply have a payment ledger for the customer to sign with the payer’s id and the amount of c$ to be transferred. This sheet must be submitted to, or be collected by, the Wccp office before payment will be made to your account.   Ledgers can be mailed to Wccp, P.O Box 878, Tofino, BC  V0R 2Z0
Voice Mail– You may phone in your transaction. The payer will call the community currencies line at 725-1214 and leave the transaction on the voice mail. Example:  Hi, this is Sally Smith, id SS. Please credit Fred’s Graphics, id FG c$25, for graphics work. Thank you.”  Only the payer may authorize transfer of c$ from their account to recipient’s account.

Email – Transactions may be made by email to coast@communityway.org.  Put “c$ transaction” in subject line.  Use wording similar to the wording used in a voice mail transaction. Only the payer may authorize transfer of c$ from their account to recipient’s account.

Questions?  Please call  725-1214
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