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Basic Information
You’ll receive in your e-mail an excel workbook that contains a sheet (titled “for MM use”) for market manager/designee to use for data collection.

There are just a few steps that you’ll need to complete prior to starting your daily data collection. On the top of the form you’ll see four different spaces to be filled out, three of these will be done prior to starting, and one will be completed as you go/at the end of the day. These are:
· The name of the Farmers’ Market 
· The date
· Name of the individual collecting the data. 

The fourth space is the total number of vendors visited. You can do anything you like to keep track, whether that be keeping a tally on the sheet, using check marks, or mentally keeping track. Whichever you choose, please just write and circle the total number of vendors visited at the completion of the day.
Once these steps have been completed, you’re ready to collect data!
Helpful Hints

· VAAFM is encouraging MM/Designee’s to collect pricing data from AT LEAST but not limited to FIVE vendors for small-medium markets, and TEN vendors for larger markets. The more data collected, the better. 

· You’ll see that there’s a list of commodities that we’re looking to track. There is only one variety per commodity listed for most commodities (with the exception of a few of the most popular commodities), but if you find that there’s an abundance of different varieties, there are additional spaces at the bottom of page two and three. 

· There are five un-certified organic price slots and three certified organic slots per commodity. If you find that you have MORE than four prices for a given commodity, please use the additional spaces to track more. We can never have too much information and do not want you to feel limited.

· When capturing organic prices, the commodities MUST be certified if entered into the Certified Organic columns.

· In an attempt to capture information about seasonality and how things such as weather, pests, tourists, special events, and holidays can affect the market, we’re asking that the person collecting the data enter market comments. These do not need to be long, drawn out paragraphs. We’re just asking for quick notes to give us a better idea of that markets sales and how sales relate to previous weeks. 

For example, it could be as simple as “sales are up/down from last week.” To further that a little, you could write “It was 90 and humid today, not as many people out.” Or. “This was Fourth of July weekend, the foot traffic was much greater than normal and we sold a lot more.”
Submitting data collected to VAAFM

Once you’re done with your market day and the data has been collected, submitting to VAAFM is simple, and can be done in numerous ways. The Market Manager/Designee is responsible for getting their sheet’s back to VAAFM. 
1. If data collection sheets are printed and filled out by hand, they can either be:
a. Scanned and e-mailed
b. Faxed 
c. Or by taking a picture of the sheets with your phone or camera, and e-mailing the pictures to Hailee.
2. If the collector does not want to do any of the above options, we are allowing collector’s to send us results in the mail. These MUST be postmarked by the Monday following the collection week, to ensure that VAAFM can report back in a timely manner.
3. Lastly, if none of those options work for a collector, results from the data collection can be called into Hailee on Mondays, from 8:00am-4:30pm.

· This data will be aggregated and posted to the VAAFM website with a link to the USDA-AMS Market News Report website. Data will be updated weekly.

· Managers/designee’s do NOT have to report EVERY week, but are encouraged to do so. Stipends will only be paid out on week’s that are collected during the season. 

· Managers/designees will keep track of the weeks that they collect data, and will invoice VAAFM at the end of the summer market season to be compensated for their data collection efforts.

· If Vendor’s are interested in submitting their pricing sheets, we would love to have them. If a particular Vendor does submit a pricing sheet, the market manager/designee will not need to collect from that Vendor at the market.




Information can be submitted by e-mailing, scanning or taking a picture and sending to Hailee.May@state.vt.us or maligning if postmarked by Monday, to 
116 State St., Montpelier, VT 05620-2019.

