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Safety Briefing - Best Practices 

General Awareness 

• 	 Stay alert and aware of your surroundings at all times. 

• 	 Report any suspicious behaviour or unsafe conditions to a Post officer immediately. 

• 	 Look out for fellow members and guests, especially during busy events. 

Social Areas 

• 	 Act responsibly and respectfully in all social areas. 

• 	 Monitor alcohol consumption and intervene early if a situation appears to be escalating. 

• 	 Ensure walkways remain clear to prevent slips, trips, and falls. 

Building Facilities 

• 	 Know the locations of exits, fire extinguishers, and first-aid kits. 

• 	 Report spills, damaged equipment, lighting issues, or other hazards as soon as they are noticed. 

• 	 Follow posted safety signage and comply with all facility rules.
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Business Organization VFW Post 10420

VFW
Canteen

Bar 

HallAuxiliary

POST 10420 Operations

VFW Riders
Kitchen

Mortgage 
Insurance 
Electricity 
TV 
Internet 
Phone 
Security 
Supplies 
Water 
Waste Mgt 
Maintenance 
Flags 
Projects 
Taxes 
Entertainment 
Other???

• Events 
• Food 
• Drive Thru 
• Take-Out 
• Drinks 
• Hall Rental 
• Porch Rental 
• Games 
• Jukebox 
• Pool 
• Other???

• Donations 
• 50/50 
• Raffles 
• Community 

Service 
• Membership 
• Gov Grants 
• Fundraisers 
• Relief Fund 
• Iraqi Memorial 

Fund 
• Poppy Drives 
• Other???
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Process:


1. Identify Costs = Savings Opportunities


2. Evaluate Costs > Benefits or Trade-Offs


3. Assess Performance > Accountability


4. Facilitate = Best Practices

Establishing Cost Centers - Convert to Profit Centers

Cost Centers 

1. Post


2. Canteen


3. Hall


4. Kitchen

Operations & Process:


1. Identify processes for each cost center > SOP creation


2. Evaluate Processes > Add/Change/Improve


3. Implement > Add/Change/Improvement


4. Assess Performance > Accountability


5. Facilitate > Best Practices


6. Complete > SOP Documentation
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VFW Post 0000 (Business Side Workflow)

VFW Post 0000 Canteen (Business Side Workflow)

S4 POS FOH (FRONT OF HOUSE)
• BT Logins
• Opens Day/Shift
• Tracks Hours (Payroll)
• Tracks Sales Cash and CC
• Tracks Sales by Products
• BT Close Out
• Reports Gross Revenue
• Expected Cash in Drawer
• CC Sales Batch to Shift4

S4 POS BOH (BACK OF HOUSE)
• POS Configuration Mgmt.
• Employees
• Products
• Sales Reports Cash/CC/Tips
• Payroll Reports D/W/M/Q/A
• Sales Reports Gross Revenue

By Product D/W/M/Q/A

CM HBT CANTEEN ORDERS
• Beer
• Wine
• Liquor
• Food
• Supplies

FINTECH VENDORS
• Beer
• Wine
• Liquor
• Food
• Supplies

VENDOR ORDER DELIVERIES
• Beer
• Wine
• Liquor
• Food
• Supplies

VENDOR ORDERS
• View all orders by Vendor
• Verify Order cost against  

ACH Payment to Vendor

VENDOR ACH DEBITS

CASH DEPOSITS

DOWNLOAD BANK TRANSACTIONS

ACH CC DEPOSITS

PAY CPA (QM DUTIES)
• File Payroll Weekly (ACH to BTs)
• Pay Employer Taxes 

(Federal and State)
• File Pay Monthly State 

Liquor Taxes
• File Employer Quarterly 941 
• File IRS 990 Annually
• File Pay SoS Charity/Raffle 

Annually

SW ACCESS ORDERS / REPORTS

SW ACCESS MGMT / REPORTING

CC SALES BATCH

PAVERS / GOLF
ONLINE CC SALES

SW ACCESS BOOKKEEPING/ REPORTS

VFW Post 0000 Financial Workflow Processes and Reporting

CANTEEN TARGET GOAL 15%
Net Income
Profit Margin

ACH DEBITS

QM MONTHLY REPORTS TO OFFICERS / TRUSTEES
• Bank Account Statements
• Account Reconciliation Reports
• Quartermaster Report
• Cash Assets Balances Report
• Profit & Loss Statement
• Canteen Sales Report POS (Financials)
• Post / Canteen Net Income Profit Margin Report
QM QUARTERLY REPORTS TO STATE QM
• Trustees Audit Report

POS CASH CHANGE BANK
PETTY CASH

EFT TRANSFERS

MEMBERSHIP OMS

DEPOSITS / DEBITS

QM MONTHLY REPORTS TO MEMBERSHIP
• Cash Assets Balances Report
• Profit & Loss Statement
• Canteen Sales Report POS (Financials)
• Post / Canteen Net Income Profit Margin Report

VENDOR ORDERS
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