Policies & Procedures
Draft of 4/28/2005
Bookstore, Coffee Shop and Refreshments
XYZ Baptist Church

1. Statement of Purpose:  
1.1. The purpose of  XYZ CHURCH book and materials sales activities shall be to enhance the mission of the church by the offering of books, materials, and refreshments for the convenience of XYZ CHURCH members and guests.
1.2. Books and materials will be offered as they relate to:

1.2.1. Books and Materials on the Pastors’ reading list in support of his teaching ministry
1.2.2. Audio and video recordings of worship, special services, sermon, and teaching series
1.2.3. Curriculum and teaching materials for small groups
1.2.4. Special orders for staff needs related to teaching, programs, and ministry
1.2.5. Special orders for lay teachers and small group studies
1.2.6. Counseling ministry materials as recommended reading for counselees as prescribed by the Pastor for Counseling
1.2.7. Special emphasis materials that support church programs
1.2.8. Other books and materials as defined in the criteria for book selection 
1.2.9. Other ministry related materials and items supporting the mission of the church
1.2.10. All books, materials, and items will be of a “religious” nature

1.3. The purpose of food and beverage sales shall be to provide for the convenience of members and guests 
2. Operations

2.1. The bookstore, food, and refreshment operations are wholly owned and operated by the church for the stated purpose according to all policies and procedures adopted by the church.
3. Administration
3.1. Financial / Accounting
3.1.1. All financial transactions shall be subject to the oversight of the Finance Ministry Team according to the Financial Policies Handbook, with monthly written reports available to the congregation and subject to the annual independent audit.  
3.1.2. An annual budget shall be prepared, approved by the board, and submitted to the Finance Ministry Team in accordance with the church financial policy handbook.  The model for this budget will be retail oriented rather than fund accounting where projected sales are used to project matching expenses.
3.1.3. Not for Profit

3.1.3.1. These activities shall be for church convenience and only the costs in providing this service shall be covered in the sales of these materials.
3.1.3.2. Book and materials selling costs are subject to the guidelines of section 3.3
3.1.3.3. Monthly and annual income statements should reflect a “break even” approach similar to the Weekday Preschool and Conservatory of Music.
3.1.3.4. The Bookstore Board shall make recommendations to the Finance Ministry Team for unbudgeted expenditures of any excess revenues for furnishings, fixtures, capital improvements, and other related expenses for improving the bookstore, food, and refreshment operations.
3.1.4. Compliance:  With regard to income, expenses, and any necessary tax reporting, IRS and state guidelines shall be the standard for compliance with regard to any required unrelated business income and sales tax reporting.  These guidelines follow IRS procedures for non-profits.
3.2. Personnel

3.2.1. The Personnel Ministry Team shall have oversight in all personnel matters 

3.2.2. The Bookstore Board shall make recommendations to the Personnel Ministry Team for staffing and changes to the organizational structure 

3.3. Pricing

3.3.1. The item pricing structure shall be the manufacturer’s suggested retail price, which is consistent with ethical retail selling practices, in order to not create an unfair competitive environment with other church and retail sellers.

3.3.2. We reserve the right to offer special discounted pricing as needed.

3.3.3. XYZ CHURCH will manage sales in such a way as to maintain a buying relationship with Christian publishing houses so as to attain the best possible prices available for these books and materials.

3.3.4. XYZ CHURCH will manage food and refreshment purchases in a way so as to facilitate a pricing structure that covers the costs of goods and handling.
3.4. Management
3.4.1. Criteria for book selection
3.4.1.1.1. Any book recommended in writing by the senior pastor or executive pastor.
3.4.1.1.2. At the manager’s discretion, any book released by standard evangelical publishing houses such as Broadman, Zondervan, Erdmans, Moody, and Baker.

3.4.1.1.3. Other books, including those recommended by church ministry staff, reviewed for their doctrinal integrity and approved in writing, by one of the following:

3.4.1.1.3.1.1. The senior pastor or executive pastor

3.4.1.1.3.1.2. A subcommittee composed of either the manager and a board member or two board members.

3.4.1.1.4. Any religious book, including those for small groups, may be special ordered if they are not intended for public display.

3.4.1.1.5. Book distributor and publisher filters will be used to further screen books
3.4.1.1.6. The board reserves the right to give final approval for all items for sale
3.4.2. Schedule 

3.4.2.1. The bookstore shall be open before and after most worship services, weekdays and some Saturdays, at designated hours on weekdays, and at special times as required by the scheduling of certain teaching venues and seminars.

3.4.3. Paid Staff 

3.4.3.1. An hourly paid church employee shall manage the above, with part-time and volunteer assistance as needed, costs to be covered in the sales activities.  All wages and personnel issues subject to Personnel Ministry Team oversight, per 3.2 above.
3.4.4. Volunteering is encouraged and a necessary part of a successful ministry
3.4.5. Point of Sale systems will be used for all transactions, integrated, and managed by the IT department of the church.  All accounting shall be done by the accounting staff according to financial policies and procedures
3.4.6. Housekeeping shall be done by the bookstore staff, with the church housekeeping services to maintain trash removal and all commons areas.
3.4.7. Health department and OSHA manuals shall guide all health and safety issues
4. Policies

4.1. Selling Policy
4.1.1. All merchandise is sold on a cash and credit basis (including personal check, debit, and credit cards) or is charged to a departmental charge account.   Departmental charges are billed monthly to departmental accounts by the church accounting office. Each department receives a monthly record of charges made to its account.

4.2. Refunds will be given with a valid receipt within 14 days of original purchase.
4.3. Check Cashing
4.3.1. The Bookstore does not provide a check-cashing service. Checks written in payment for merchandise may be written for five dollars over the amount of purchase.
4.4. Special Orders
4.4.1. The Bookstore will place Special Orders for books and supply items. Any specialty items that the Bookstore does not stock, and that are available from vendors used by the Bookstore, may be special ordered. Ministries are encouraged to make suggestions to Bookstore employees regarding the items or services they would like to have stocked or performed by the Bookstore.
4.5. Bookstore Services
4.5.1. Special Orders for Books, Supplies, and any item available from Bookstore Vendors 
4.5.2. Gift Certificates 
4.5.3. Mail orders 
4.5.4. Promotional sales 
4.5.5. Inner-church departmental charge accounts 
4.5.6. Wedding supplies 
4.5.7. Shipping service for Bookstore purchases 
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