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I.INTRODUCTION 

There is a need to provide marketing education students/DECA members with hands-on 

experience in store operations.  The school store is a viable experience in preparing students 

with the skills and competencies needed to be successful in the field of marketing. A retail 

training laboratory can provide opportunities beyond the traditional classroom. Skills and 

knowledge through “hands-on” learning opportunities enhances learning beyond the 

traditional/conventional classroom, and even beyond many students’ cooperative training 

stations. The retail laboratory will provide us the opportunity to operate a real business, with 

real money, that also teaches us how to deal with the day-to-day challenges of operating a 

successful business. We are also convinced of the benefits a school store can provide to 

students, teachers, administrators, counselors and staff Burlington County Institute of 

Technology by providing needed/wanted items right here at the school. 

 

II.SCHOOL BASED ENTERPRISE:  The School Store Lab 

The school store lab is an important part of the curriculum; the main function of the store 

being an educational lab where the concepts of marketing education curriculum are put into 

practice. The store should be referred to as a “business laboratory” suggesting vast learning 

experiences in an entrepreneurial atmosphere—not just a profit motivated school store 

operation. 

A school store laboratory that is co-curricular could offer marketing education students this 

exceptional learning opportunity. Purpose: The purpose of the school store laboratory is to 

provide marketing education students with the opportunities to gain realistic, marketing 

competencies in a unique “hands-on” learning environment. Through these learning 

opportunities, students will be better prepared to enter the work force and to participate in 

meaningful job duties and tasks.  

Major Goals: The major goals of establishing a school store retail training laboratory are as 

follows:  

1. Providing an actual business atmosphere in which to teach marketing principles. 

Performance objectives: Students will apply performance indicators for financing, 

purchasing, selling, pricing, promotion, product and service planning, risk management, 

distribution, marketing-information management, and cashiering.  

 

2. Providing an opportunity to supplement and reinforce knowledge, skills and attitudes 

required for careers in marketing-related (or other) occupations. Performance 

objectives: Students will learn to better and more effectively use and employ effective 
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employer/employee communication, and appropriate customer relation responses in a 

selling situation through their encounters with real customers.  

 

3. Developing businesslike procedures and attitudes. Performance objectives: Students will 

apply individual critical thinking and individual group decision-making skills to a realistic 

marketing situation as well as effectively communicate and treat others with respect 

and decency.  

 

4. Encouraging and developing leadership and management skills. Performance objectives: 

Students will receive hands-on management training through their terms as managers in 

the store, and leadership skills through their participation in the youth organization 

(DECA) activities.  

 

5.  Providing pre-employment training and providing quality merchandise at economical 

prices for the faculty and student body. Performance objectives: Students will 

experiment with real work experiences by providing other students, teachers, 

administrators, counselors, and staff at Burlington County Institute of Technology with a 

variety of needed/wanted items both school-related and for personal use, all of which 

are providing the student with job readiness skills 

A school store laboratory provides the following benefits to the students:  

1. An actual business atmosphere where they can apply the following marketing theory 

and principles learned in the classroom:  

 research  

 merchandising/display  

 forms of business operations  

 financing a business  

 cashiering 

 store layout and design 

 purchasing (cost analysis)  

 advertising  

 inventory control  
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  security  

 salesmanship  

 housekeeping  

  marketing mix  

 

2. An opportunity to supplement, reinforce, and enhance the knowledge, skills and 

attitudes required for careers in marketing.  

 

3. The development of businesslike procedures and attitudes in students.  

 

4. The development of leadership and management skills. 

 

5. Goods and services at reasonable prices for school faculty and the student body. 

The management team will consist of the following members: store manager, operations 

manager, merchandise manager, sales promotion manager and the controller.  

 Store Manager: The store manager will be in charge of and responsible for the total 

operations of the school store (retail learning laboratory). This person shall oversee the 

divisional managers and all store functions.  

 

 Operations Manager: This team shall be in charge of handling the following activities:  

o Handling and controlling merchandise from receiving through the final sale  

o Handling space utilization, including the layout of merchandise units, maximizing the 

flexibility necessary to accommodate changes in the store  

o Finding improved ways to present, display, and promote the products carried using 

the available store fixtures 

o Controlling theft by maintaining a strong security system 

o Handling personnel schedules, training and performance evaluations  

o Developing necessary systems/procedures for “paper” control of merchandise and 

record keeping  
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o Handling upkeep and maintenance of the store’s equipment and fixtures 

  

 Merchandise Manager: This team shall be in charge of handling the following activities:  

o Determine what, how much and when to buy  

o Locating and evaluating sources of supply  

o Placing orders and handling pricing  

o Maintaining stock control records of performance for analysis, evaluation and future 

planning  

o Handling clearance of slow moving merchandise  

o Reordering  

o Planning space allocation, determining where certain items should be displayed, and 

how much space should be devoted to individual categories, new items, etc. 

  

 Sales Promotion Manager: This team shall be in charge of handling the following 

activities:  

o Planning promotional events  

o Arranging for the use of the media (school announcements, school paper, local 

paper, etc.) for publicity  

o Preparing promotional materials  

o Handling window/store displays  

o  Increasing sales of various items via more effective in-store presentations ·  

o Handling interior displays  

 

 Controller: This team shall be in charge of handling the following activities:  

o Handling the Point-of-Sale transactions  

o Managing financial record keeping and auditing  

o Handling financial planning (both short and long term)  

o Taking inventory, pricing, and evaluating age, turnover and profitability of items  
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o Evaluating cash flow and preserving credit and solvency 

o Preparing financial reports 

 

 Portable Kiosk Station: This team shall be in charge of handling the following activities:  

o Handling the receipt process for “wanted items”  

o Preparing promotional materials  

o Handling Kiosk store display 

o Conducting product demonstration presentations 

 

III.MARKET RESEARCH 

A. Determine What to Buy  

Students will conduct research relating to their target market, competition, individual 

customers, and most importantly, what products and services we will be selling and 

offering. This will offer pertinent information for making sound business decisions. It will 

help the store to minimize losses as we introduce new products and services.  Conducting 

market research provides us with numerous opportunities to relate the curriculum to an 

actual business – our SBE!  We will also network with other SBEs in our immediate area as 

well as around the country.  Our store will conduct studies by researching the most vital and 

important areas of our business operation. Listed below are some of the typical and 

common areas where marketing research may be conducted: ·  

Advertising research · customer research · competition research · operations research ·  

business responsibility research · product research · sales and market research 

 

IV.BUYING AND PRICING  

A. Research Vendors  

Once we have established our target market, we will locate our vendors. This may be 

achieved by: 

1. Following the district’s policy with using only approved vendors 

2. Using the Internet  

3. DECA’s Web site   
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4. Individual vendor’s web sites  

 

B. Determine Cost Code/Mark-Ups  

Prices will sometime be determined by what “the market will bear.” This is defined as a 

full 100% mark-up. For example, if a product wholesale cost is $1.00, the retail is $2.00. 

If we do not have enough overhead as a regular retail operation, we may mark-up our 

merchandise using a lower percentage. For example, we may retail that same item 

which costs us $1.00 at $1.50 and still make a profit. On the downside, we must keep in 

mind that all merchandise might not be sold. We must allow enough profit to cover 

unsold or perishable merchandise. 

 

V.RECEIVING  

A. Receiving Process  

The schools store will operate according to the District Standard Operating Procedures 

Receiving. Upon receipt of the goods/service, the Receiving Department inspects the 

delivery and matches the shipping documents to the PO.  The Receiving Department 

employee will then ensure that the delivery makes its way to the Requestor of the 

purchase. The Requestor will initial and date the PO below the signature and date of the 

Receiving Department employee. The Requestor, if they so desire, may retain a 

photocopy of the signed, initialed and dated Receiving copy of the PO for their records.  

All requests for purchases of goods and/or services must be made through an approved 

purchase order signed by the Purchasing Agent, prior to the goods or services to be 

ordered and received. 

 

When students are assigned to check in new merchandise, they will not be permitted to 

check in the merchandise using packaging slips or invoices.  A blind check procedure will 

be utilized which requires students to write down the quantities and descriptions of the 

items received.  After the blind check, students bring the results to the store manager 

for the final comparison with a packaging slip and/or invoice.   

 

B. Stocking and Ticketing  

After students have checked in the new merchandise, the next phase is to ticket the 

merchandise and/or bring the merchandise to the selling floor or put it into “back stock” 

until it is ready to be brought to the sales floor.  Students will use Universal price codes 
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(UPCs) for tracking merchandise. The UPCs are parallel bars and a row of printed 

numbers that once scanned describes the merchandise and it’s price. The UPC will 

coincide with our Point-of-Sale system. Having all merchandise priced and ticketed is 

essential for smooth daily operations. Implementing a system of ticketing our 

merchandise aids in our daily tracking of merchandise and inventory. This will allow us 

to track and know what merchandise is selling and what items are slow movers.  

 

C. Handling Discrepancies  

The schools store will operate according to the District Standard Operating Procedures 

Receiving.  In the event of any discrepancy related to a delivery, the Receiving 

Department is to immediately report the discrepancy to the Business Office. The 

Business Office will investigate the circumstances surrounding the discrepancy and 

determine the appropriate course of action. Any and all communications related to any 

and all discrepancies will be documented utilizing the District email system, including 

but not limited to the initial report of the discrepancy to the Business Office by the 

Receiving Department. 

 

When receiving merchandise into your school store, it is critical to check off 

merchandise against the packing slip located either outside or inside the package. A 

receiving form may also be used to cross-reference the incoming merchandise against 

the vendor's invoice. 

 

D. Handling Returns/Damaged Products  

The schools store will operate according to the District Standard Operating Procedures 

Receiving.  In the event of any discrepancy related to a delivery, the Receiving 

Department is to immediately report the discrepancy to the Business Office. The 

Business Office will investigate the circumstances surrounding the discrepancy and 

determine the appropriate course of action. Any and all communications related to any 

and all discrepancies will be documented utilizing the District email system, including 

but not limited to the initial report of the discrepancy to the Business Office by the 

Receiving Department. 

 

 

 



11 

VI.INVENTORY CONTROL  

School Store Inventory will comply with the General Inventory SOP. 

A. Perpetual Inventory  

Keeping a reliable inventory system is an important component of the success of our 

School-Based Enterprise.  Inventory records are used to provide data for numerous 

business activities.  Functions such as buying, accounting, pricing, selling, merchandising 

and promotion all rely on accurate and up-to-date inventory data to make the business 

run effectively.  One of the keys of an effective inventory system is a goal of having just 

the right amount of merchandise on hand to satisfy consumer demand for that item.  

For our business operations, both a unit inventory control system, as well as a dollar 

inventory control system will be very helpful in obtaining that goal.  In a unit control 

system, our business will be able to tell how many of a particular item has sold, what 

should be in stock, and what and how many are on order. A unit control system with 

stock-keeping units (SKUs) can be set up to keep track of individual units with as much 

detail as required. The dollar value is a requirement for preparing financial statements, 

such as the income statement and balance sheets. To get a true picture of the value of 

our business or its profitability, an accurate inventory evaluation is critical.  Dollar 

control values can also be used to evaluate worker sales productivity, as well as, sales 

activity for given time periods.  

 

B. Physical Inventory  

A perpetual system using a Point-of-Sale (POS) system of inventory control would be the 

most effective way for our SBE, just as it is commonplace in the retail business world 

today.  With a perpetual system, inventory records are updated whenever a change in 

inventory takes place.  The key to an effective POS system is an individual computer, or 

multiple computer terminals networked to provide continuous feedback on the 

merchandise available for sale.  Other key components of our POS system would include 

the following; a bar code scanner with a printer or device capable of producing bar 

codes, a printer to record detailed customer sales receipts along with printed reports, a 

dedicated cash drawer, and the option to network other sales terminals to the system. 

The physical inventory is another essential component for a well run SBE. Depending on 

the type of merchandise sold in our business, the timing of a physical count of 

merchandise may vary from daily to weekly or monthly, to even once a semester. Items 

of high dollar value such as jewelry, or high demand items might need to be counted 

daily or weekly.  The physical count is the only accurate way to find out inventory 

quantity and value on a given day or time. There are a number of factors that might 

create discrepancies between the physical and perpetual inventory figures. 
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Merchandise may be lost, stolen, damaged, or improperly recorded when received or 

sold. The physical count will get the inventory records accurately matched.  

C. Security/Shrinkage  

When differences between perpetual and physical inventory amounts occur, the 

concept of inventory shrinkage needs to be addressed. Inventory shrinkage occurs when 

the physical count of inventory is lower than what the SBE's inventory records show. 

When discrepancies occur, a number of problem areas need to be looked into, some 

procedural in nature, some dealing with security problems. 

 

The way the class is structured will make it possible to carry out both an ongoing physical 

inventory system and a perpetual inventory.  Because of this procedure, we will notice the 

immediate ability to identify shortages in a short period of time.  This will also help me the 

instructor, identify the areas of the operations where attention is most needed. This 

procedure can be accomplished by:  

1. Assigning students to a specific section of the school store.  

2. Generating a current inventory list for the store.  

3. Assigning students to count the merchandise on inventory shelves.  

4. Comparing lists to identify any shortages. 

 

VII.SERVICES  

A. Gift Wrap  

Gift-wrap is an excellent service to provide for your customers. It is essential to make 

everyone aware of this unique service that is offered for purchases made in the school 

store. High quality paper and floral waterproof ribbon should be used. The ribbon is 

used to make large POM POM bows, which are to be attached to the purchased gifts. 

Presentation is everything. A beautiful package implies thought, good taste and a 

personal touch. The cost of wrapping is conditional on the size of the gift. This provides 

additional revenue for the school store. Other wrapping can include cellophane wrap for 

Easter baskets, fruit baskets, etc.  

B. Parties 

Learning to inflate Mylar and latex balloons is very lucrative for the business in our 

school store. Decorating for in-school functions such as dances, recognition dinners, 

proms, fashion shows, student/class events, and individual parties is another profitable 



13 

service that can be offered by our school store. Balloons, centerpieces, and spiral arches 

are in demand for these functions. Students enjoy providing this service because it is a 

team effort.  

 

C. Special Orders 

School teams and clubs are interested in purchasing shirts and jackets with their club 

and/or team name or logo printed on them. We can become a vendor for these special 

projects making it easier for the coach or club advisor by providing this service.  Our 

students can market the entire operation from sizing to ordering to distribution. Other 

special orders may include school jackets, tuxedos for proms and class rings! The 

possibilities are endless.  

 

D. Gift Certificates 

Professional staff like the idea of a school store gift certificate to give to the student 

who has done a good job in the classroom. When a faculty member has a birthday, 

baby, marriage, etc., they can give a school store gift certificate, if merchandise on-hand 

is applicable to these events.  

 

E. Coupons  

The school store will utilize coupons for promotional events for everyone at school to 

generate business, and clean out dated merchandise. Printed coupons may be used and 

will be distributed to the staff and faculty mailboxes for incentives to shop at the school 

store.  

 

F. Other Services  

To get community involvement, we will have flyers sent home with students and have 

the school store displayed with all of the merchandise, gym suits, school jackets, 

sweatshirts with school name, etc.  Most adults have no idea what wonderful 

merchandise is sold in their school stores. This activity can be done for Back to School 

Night, Freshman Orientation, and an evening prior to holidays. We can use the talents of 

the other departments of our school, such as the graphic arts and printing.  
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VIII.HOURS OF OPERATION  

A. Fall Schedule 

The school store will open three days a week in the fall. This will allow enough time for 

students to develop their product and concept with a vendor and order merchandise in 

time to stock on the shelves.  Also, to train each employee thoroughly. 

 Monday Tuesday Wednesday Thursday Friday 

3A Lunch Closed Open Closed Open 

3B Open Lunch Lunch Lunch  Open 

3C Open Closed Open Closed Lunch 

 

B. Spring Schedule 

After students have received products, students will be responsible for tracking the 

sales, trends, product display, surveying, market research.  Students will be required to 

run weekly reports to determine how effective their weekly sales were.   

 Monday Tuesday Wednesday Thursday Friday 

3A Lunch Open Open Lunch Open 

3B Open Open Lunch Open Open 

3C Open  Lunch Open Open Lunch 

*Schedule subject to change based off of school activities/functions and holidays*. 
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IX.POINT-OF-SALE SYSTEM 

Our SBE will be utilizing the Clover Station system. “Clover has everything you need to make 

running your business easier.  From accepting payments to managing inventory to tracking 

employee time, Clover™ Station does it all in one place.” www.clover.com   

 

 

 

X.ONLINE SCHOOL STORE 

The BCIT lab store will be utilizing an online flash store for “Flash Sales.”  Flash Stores are short-

term online stores customized to fit our school store needs. We can be set up to sell spirit 

http://www.clover.com/
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wear, team uniforms and equipment or to track fundraising sales.  Lids has the ability to pack 

and ship sales individually. 

How does it work?  

1. We would meet with our LIDS Team Sports representative to choose designs, garments, 
and set pricing. 

2. Then pass out fliers to our players, students, friends and family to advertise our store. 
3. Monitor the progress while our store opens online and generates sales. 
4. Lids will then apply profit to our store. 

 
Sample Flash Store 

  
 


