The Book Inn

Purpose:  To make available for purchase or loan to the congregation of Abundant Life Church a variety of literature, books, and videos that will instruct and strengthen the saints in various aspects of their Christian journey.  

Operation:  The Book Inn will operate under the direction of the Book Inn Manager.   The Book Inn Manager will work under the leadership of an Associate Pastor of Abundant Life Church.    The Associate Pastor who is responsible for  the operation of  The Book Inn will give periodic updates concerning  The Book Inn to the Senior Pastor.    The Senior Pastor has the final say on all aspects of the operation of The Book Inn.

Procedures:  The following are the procedures by which The Book Inn will operate.

· The Book Inn will be open for twenty (20) minutes prior to each service, and for twenty (20) minutes following each service.  

· The Book Inn must be closed in sufficient time for the operator to be in the sanctuary at the start of each service. 

· The Book Inn will be opened on special services and special events at the discretion of the Associate Pastor over The Book Inn.

· The Book Inn will only require one person at a time to operate it.

· There will be, in addition to the Book Inn Manager, two operators for the Book Inn.  Therefore, each individual need only be present to operate The Book Inn for one service a week.

· The shelves and books will be dusted, and placed in order weekly.  

· The inventory of The Book Inn will be reviewed every four months, (each trimester) and restocked as needed.  

· Each sale must be recorded so that an accurate inventory can be maintained.  The operator will have a log sheet upon which they can record the title of each book that is sold.  The Book Inn Manager will keep the log to aid in the inventory each trimester.

· Certain designated videos will be available to lend.  (See “Policies”)  There will be  log sheet for video lending.  The name of the individual borrowing the video must be recorded along with the title of the video, and the date.

· The proceeds from the sales should be recorded, and given to the Financial Secretary of Abundant Life Church on the last Sunday of each month.  

Policies:   These are the policies by which The Book Inn will adhere to.

· All sales are final.

· Certain designated videos will be available to lend.  These items are available to members of the Abundant Life Church only.  These items are available to Abundant Life Church members age fifteen (15) and up.  Children under 15 years of age should ask their parents to borrow the videos for them.  Each family may borrow one video at a time.  They will not be allowed to borrow another video until they have returned any video that has been borrowed previously.  The length of time that The Book Inn will lend a video is for one (1)  week.  If the item has not been returned 10 days from it’s original check out date the Book Inn Manager should notify in writing the Associate Pastor over The Book Inn.  He will then mail a letter to the borrower reminding them that they need to return the video.  

Personnel:  This is a list of the personnel that is needed to run The Book Inn along with their job descriptions. 

· Job Title: Book Inn Manager  Requirements: Must be a member in good standing at ALC.  Must faithfully support the church in tithing and attendance.  

· The Book Inn Manager has the full responsibility for the weekly operation of The Book Inn.

· The Book Inn Manager will keep track of all inventory and will report  in writing the inventory every four months to the Associate Pastor over The Book Inn.

· The Book Inn Manager will keep track of all sales, and turn the proceeds in to the Financial Secretary of Abundant Life Church on the last Sunday of each month.  

· The Book Inn Manager will schedule operators to insure that The Book Inn is open and operated each service.

· The Book Inn Manager may suggest changes and additions to the inventory to the Associate Pastor  over  The Book Inn.  All suggestions should be written.

· The Book Inn Manager will notify the Associate Pastor over The Book Inn of any videos that are ten (10) days past due.

· The Book Inn Manager is responsible for recruiting operators to assist them in operating The Book Inn.  Final approval of any personnel that works in The Book Inn must come from the Associate Pastor over The Book Inn

· The Book Inn Manager is responsible for making sure that the Operators of The Book Inn are familiar with the policies and procedures of The Book Inn.

· Job Title: Operator  Requirements: Must be a member in good standing at ALC.  Must faithfully support the church in tithing and attendance.  

· The Book Inn will require two operators.

· The Operators will assist the Book Inn Manager in opening, maintaining, and closing The Book Inn.

· The Operators, along with the Book Inn Manager, will sell books and lend videos to the members of Abundant Life Church in accordance with the policies and procedures of The Book Inn.

· The Operators along with the Book Inn Manager must always strive to be kind, courteous, and friendly to all customers.  

