Wccp Exchange Depot   

The Exchange Depot is a place where people buy coast dollars for canadian dollars in support of community organizations. 

All exchange is at par (1:1) - one coast$ for one can $ and is made with the exchange service smart card provided by the Wccp.
Exchange transactions should be kept separate from your own c$ sales transactions, as they are a service on behalf of the community for which you will receive a fee, rather than sales made by your business  

The depot takes payment by cheque, credit card and cash, issues the c$ on a smart  card (there is a $10 refundable deposit for the card), gives a receipt and a list and map of the participating businesses, with their terms of c$ acceptance. 

The deposit and any unspent c$ are refunded in full when the card (with the original receipt) is turned in. There is a 30 day limit on refunds. After 30 days, refer customer to the Wccp. 

Some of the exchange (initially 15-20%, reducing to 10% as the system develops) goes to support the administration of the community currencies project.  This includes paying 10% of the net cash exchanged to the exchange depots as a fee for service.  

The Exchange Depot will have:

· brochures 

· participating businesses lists and locator maps

· participating community group list – names, descriptions

· exchange receipt book (triplicate)

· empty smart cards (keep in a safe place)

· handheld transactor & instructions

· exchange summary sheet & instructions
Replacing / replenishing cards

The Wccp will provide the depot with 10 smart cards, a value of $100, for which the depot is responsible. As cards are issued and returned you will be collecting and refunding $10 each. The Wccp will, as required, provide more cards or remove extras at $10 each, as covered by the customer’s deposit. At any given time the value of cards on hand plus the amount owed to the Wccp for outstanding cards will always be $100. 
When you need additional smart cards or more c$ for exchange, please call the office. 

In the event of bad credit cards or nsf cheques, the current policy of the exchange service is that the depot will be fully compensated.  This policy will be subject to review.

The steps

· show the customer the brochure and explain how c$ are exchanged and then used with the participating local businesses – be sure they notice that each business has its own rates and terms of acceptance (subject to change).
· show them the list of the participating community groups. If they ask, be sure to let them know this is NOT a donation, rather it is a 1 for l exchange of equal value.  They are actually activating donations already made in c$ by the contributing businesses.

· determine the amount to be exchanged.

· have the customer choose from the list of community groups who they would like to support and how much for each – they may choose to give it to the “common pot” which will be fairly distributed among all the groups.

· load a smart card with the exact amount of the exchange (do not include the $10 deposit for the smart card).  Payments (including the $10 refundable deposit for smart card) are made by cash, cheque (local cheques only) or credit card. 

· fill out an exchange receipt with their name (address is optional), date, amount of exchange and how they want it allocated among the groups.  Record the $10 smart card deposit, and include this in the total for cash received.  

· have the customer sign the receipt and tell them they can return any unspent c$ at the end of their visit for cash back, and receive a refund for their $10 smart card deposit.

· the customer should return to their original place of exchange for a refund with their receipt.

The customer should leave with a loaded smart card, completed and signed exchange receipt, brochure, business list and map.  They should know about refunds and recovering their card deposit.

File one of the two receipt copies in a day folder for your day end reconciliation, which will be included with the summary sheet and collected by the ccp when periodic settlement takes place. Keep the last copy in the receipt book for your records and for reference.

Refunds / cash out

· ask to see receipt and determine whether you are giving a cash or credit card refund

· use transactor to read c$ balance on card being returned & show customer

· fill out a new exchange receipt for amount of c$ to be refunded and the smart card deposit return. (If they want to keep the card, keep the deposit.)

· give refund and clearly mark receipt as “refund” 

· transfer the c$ from the recovered card back to Exchange Depot card 

· keep the empty smart card 

If they have lost their receipt you can give them a refund anyway. Ask what date they made the original transaction and their name. You should have a copy of the corresponding receipt in the receipt book. Ask to see identification and then complete refund transaction. Be sure to write REFUND on your original receipt copy. 

If they originally exchanged at another depot, you are not absolutely obliged to honour the refund, but it will generally be best if you do.  However, a valid receipt will be particularly important in this case.  If they have no receipt, please ask them to contact our office or go back to the original vendor. 

End of day process and reconciliation with till.

The primary purpose of the daily reconciliation form is to keep track of the c$ / $ exchange processed by the depot.  The form provides a simple means to record and total the $ received by the depot on behalf of the community groups, so that 

· $ received by the depot can be transferred to the exchange service account for distribution to community groups

· c$ distributed by the depot can be replaced, and

· the 10% fee (in $) payable to the depot is easily calculated.

The form also provides the reference for reconciling your daily c$ and cash flows for exchange and card deposits with your till and sales records.

Daily 

Your day folder should contain one receipt for each exchange, refund or restocking of blank cards.    Each receipt must be entered on a separate line on the reconciliation form.

· For an exchange receipt, enter the c$ / $ exchanged in column a, and the deposit of $10 in column d.

· For a returned card, enter refund for unspent c$ in column b, and the returned deposit in column e.

· Enter the amount paid to the Wccp for outstanding cards in column e.

· Enter the number of cards on hand at the end of the day in column h 

For each day, the total of columns a and b is entered in column c, to give the net cash $ inflow and the net c$ outflow in direct exchange.   The accumulated daily totals in column c gives the total $ / c$ exchanged during that period.

The total of columns d and e is entered in column f, to give the total cash flow associated with deposits and refunds of smart cards. The total of column c and f gives the total cash flow from exchange, deposits and refunds.  Depending on how your point of sale tracks sales, refunds and deposits, this figure may be required for your day end till reconciliation.

Weekly

· be sure summary sheet has been filled out completely and reconciles with the corresponding exchange receipts

· attach one receipt for the Wccp to the summary sheet – retain one in the receipt book for your records

· attach ALL receipts whether for exchange, refund or card replacement purchase – invoice totals must match summary sheet totals

· attach cheque for the net amount of $ exchanged (total of column c) 

· attach a cheque for $10 for each card required to replenish stock
The Wccp will reload your card with c$ in the amount of the net exchange.   A cheque for 10% of net total exchanged will be presented the following week. 
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