[bookmark: _GoBack]MEMO TO:	Store Managers

FROM:	Thomas Campbell

DATE:	[Current Date]

SUBJECT:	Store Procedures


I would like to ensure that we are all following the same general procedures for our store operations. Please review the items below, and let me know if you have any questions or suggestions.

Place your candy orders by 4 p.m. each Friday so that we can process your order and plan delivery the following week. Please use the weekly inventory form, and fax the form to Robert Smith.

The delivery schedule listed below will be implemented next month.
Monday—Franklin, Meadville, Edinboro, Erie, Clarion, New Wilmington
Tuesday—Butler, New Castle, Monroeville, Pittsburgh, Wheeling, Morgantown, Fairmont, Clarksburg
Wednesday—Mercer, Sharon, Greenville
Thursday—Youngstown, Warren, Massillon, Canton, Akron, Cleveland
Friday—Emergency deliveries

Inventory your gift and accessories the fifteenth of each month and note major changes in the turnover rate. We will compile the results of your inventory numbers and determine which items to reorder. Next year we plan to implement point of sale technology, and you will no longer have to do manual counts.

At the end of each day, you should do the following:
· Prepare the daily deposit.
· Complete the sales tax form.
· Perform backup procedures.
· Check and organize gift and accessories display areas.

File quarterly payroll tax returns on the following dates:
First Quarter	April 30
Second Quarter	July 31
Third Quarter	October 31
Fourth Quarter	January 31

Beginning next quarter, our corporate management software will be upgraded, and we will be able to manage our equipment inventory. Please create a list of all equipment and fixtures in your store, and provide the following:
Description/Model number
Serial Number
Date acquired
Purchase price
Location
Inventory number

