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Introduction 
 
The Internet, love it or leave it, has become the most convenient marketplace to purchase just about 
anything you can imagine – including fresh local foods.  In the last few years, several online farmers 
markets and buying clubs have sprung up across the state.   
 
Online markets and buying clubs are simply pre-ordering systems.  The cool thing is they are: 
 
• Super convenient – the market is open when customers can order, including in the middle of the 

night.  
• Time savers - busy families wanting local food can order online after the kids have gone to bed or 

even at work during a lunch break.  Busy farmers can spend more time on the farm and less at 
multiple farmers markets. 

• Able to take the guess work out – customers know what’s available, rather than rushing to get to the 
market before the lettuce, eggs, or favored multigrain dinner rolls are gone.  Farmers know exactly 
how much is sold before it is even harvested. 

 
As you consider whether to join or launch an online market or buying club, be realistic about the time 
commitment.  Ordering systems vary, therefore the amount of time you need to spend on your 
computer to operate the club may vary as well.  
 
Here are a few online ordering systems developed by your neighbors in Maine, New Hampshire and 
Vermont.   They offer technical support so you aren’t left on your own: 
 
Harvest to Market    http://harvesttomarket.com/ 
BuyingClubSoftware.com   http://www.buyingclubsoftware.com/ 
your farmstand   http://yourfarmstand.com/HomePage 
 
Want to strike out on your own?  Try Shopify -www.shopify.com or another ecommerce website maker. 
 
The purpose of this guide is to present the nuts and bolts of setting up an online buying club or farmers’ 
market.  While the online clubs and markets have several similarities, many differences exist between 
the two systems.  Each has its own section in this guide.  
Want to learn more?  Read on and good luck! 
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What is a Food Buying Club? 
A buying club is a group of people who get together to collectively purchase better or hard-to-access 
food in bulk quantities and generally for lower-than-retail prices.  Buying clubs are typically organized by 
individuals in existing relationships, such as a school, work place, social group, or community.  
 
How to Get Started 
Your Role 
A buying club begins with the interest of its first members.  Not everyone understands the buying club 
concept, so as a club builds its membership, its first members must be advocates.  Be prepared to 
explain what a buying club is and to be able to provide a quick overview of the benefits a club can 
provide.  For example: 
 
• Increased access to healthy, good tasting local foods. 

• Knowledge of how your food is grown, handled and prepared.  

• The opportunity to support local farmers, producers and your neighbors. 

• The ability to contribute to your local economy.   

• Why else do YOU want to start the buying club?    

Establishing a buying club is not a linear process, nor is there a specific “how-to” formula that will work 
in every instance.  There are, however, several questions common to every developing club that should 
be considered before making any sudden movements:    
 
How many members should the club have to get up and running? 

How will responsibilities be divided? 

Where will the club get its food? 

Where and when will food be delivered by your suppliers and picked up by club members? 

Will the club need any specialized equipment or processes? 

What will be the cost of running the club? 

How will the club sustain itself? 

 

Local Food Buying Clubs 
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Let’s look at these questions one by one to tease out some answers and spark your own ideas. 
 
Members 
Membership in the club needs to be large enough to provide financial and volunteer support for 
operations.  Club members will need to pay for, lend or donate basic office supplies, cleaning supplies, 
cold storage, facilities, etc.  The Template 1 in Appendix is an example of estimated costs and provides 
several options for how to cover these.   
 
If you start slowly and build gradually you will have a greater chance of success.   A half dozen to a dozen 
individuals and/or families is a manageable number in the beginning.  
Talk about the concept of a buying club with family, friends at school, church, social clubs, daycare, work 
and the gym.  As the club grows, explore whether employees at local businesses would want be 
interested in participating, or in “housing” the club for delivery and pick-up.   
 

Who is going to do what? 
At the end of the day, this is probably the most important question of all.   This is especially true during 
start-up when there is no money – period – and the club is running on a wish and a prayer.  Finding folks 
with available time, a commitment to the success of the club, trustworthiness and dependability is the 
most critical task in establishing a healthy, stable club.  Secondly, clear expectations around volunteer 
assignments and fair compensation for work involving the club are also important. With these pieces in 
place, the other tasks associated with operating the club should easily fall in line.  More on the essential 
roles or jobs later. 
 

What Type of Food? 
Farmers and food producers will want to know the approximate amount of food your club may 
purchase, so it is important to survey members to get a rough estimate. Ask club members to identify 
foods and farm items they are interested in purchasing, and what quantities they anticipate needing 
during each cycle.  Research the prices for these foods. If the club consistently places large orders, 
farmers and producers may be willing to negotiate a lower than retail price on some products. 
 
Working with Farmers, Food Producers and Food Distributors 
Once you’ve gathered information on the types of products your club members are interested in, you’ll 
no doubt see nice a variety of items on the wish list.  This is a great way to narrow which producers 
you’ll want to contact first.   
 
There are a number of resources to help you find farms, food producers and food distributors in your 
area, but you and your members may already know who these businesses are. The farmers and 
producers you contact will know other farmers and producers and so on.  A simple Google search for 
farms in your area will produce results.   
 
Once you’ve identified possible producers to supply the club, we recommend you initially contact them 
with a letter of introduction from the club, or an invitation to participate as a seller.  Email is quick and 
inexpensive.  It will also tell you who regularly uses their computers. Keep in mind that farmers are 
busiest in the spring and summer.  Because of this, it is typically easiest to reach producers in late fall or 
early winter. 
 
Follow up with a phone call and be ready with information about how much food you anticipate moving 
through the club and your policies and procedures (See Template 2 for more information on developing 
club policies and procedures).  You may want to encourage farmers and producers to participate on a 
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trial basis.  If farmers and producers are not familiar with Food Buying Clubs, you may want to share 
information on the benefits of servicing a club.   For example: 
 
• Reduced marketing costs 

• Guaranteed sales prior to harvest 

• Time & energy efficiencies and savings 

• A ready market of new customers 

Food distributors will have their own established policies.  Call them directly to find out how they 
operate. 
 

Delivery & Pick-Up, Location and Timing 
Early in the process of establishing a buying club, the members will need to identify a preferred day, 
time and location when farmers and producers should drop off product and when members will be able 
to pick up their orders.  Solicit input on preferences from both members and the farmers and producers 
supplying the club.  Many clubs place orders once a month, or every two weeks.   
 
Distributors will likely be locked into a specific day and time determined by their established delivery 
schedule. If you run into scheduling conflicts, you may need to choose the day & time based on the 
majority’s preference.  Remember that the club will need time to break down orders after food is 
dropped off.  You’ll need to schedule enough time to allow for this between when products are 
delivered and when members arrive to pick them up.     
 
The location of delivery and pick-up will be determined in part by the club’s spatial needs.  When the 
club first starts, it may be small enough to have the delivery/pick-up location at a member’s home. Or a 
participating farmer may be willing to dedicate some space on the allotted day.  Other locations may be 
a school, community center, church, fire house, stores, public theater, etc.   
 
Most importantly, once you choose a delivery and pick-up schedule and location, stick to it.  Trying to 
accommodate everyone’s schedules may ultimately be confusing and discourage participation in the 
club. It’s also likely to create more work.  
 

Special Equipment  
Acquiring a few recommended items will make operating the club easier.  Look for the high ticket items 
to be donated, or buy them used to save money. 
 
• Ordering System (buyingclubsoftware.com; harvesttomarket.com; foodclub.org)  

• Cold storage (refrigerator, freezer or camp coolers – cold packs)   

• Scale 

• Plastic or paper storage bags 

• Calculator  

• Computer (Laptops work best.) 
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• Cleaning supplies/hand wash or sanitizer 

• Tables 

• Bank Account 

Cold storage will be necessary (See p 12 for information on safe food handling and storage).  Coolers 
may be an option over a refrigerator and freezer, especially if customers are scheduled to pick-up orders 
shortly after delivery.   Look for locations with access to an existing refrigerator and freezer, but also 
look for those that may allow the club to bring in its own equipment.  Clubs sometimes negotiate a trade 
or small fee for the use of the space and electricity.  One club that operates out of church takes up a 
member collection to donate to the church.   
 
The club will need a scale, storage bags and tables for weighing and sorting bulk deliveries.  The 
computer can function as the club’s filing cabinet, communication center and accountant.  
 

Cost of Running a Buying Club 
At the very least, operating costs for running a buying club include your time.  In the beginning, you will 
be donating a reasonable amount of time to get the club up and running.  You may use a personal 
computer and phone to do outreach and recruitment. You may use paper and ink to create flyers or 
brochures.  If you choose to use an on-line ordering system, there may be an additional associated cost.  
You get the idea.  There is a cost to everything; however minor, these costs add up over time.    
 
You may also have initial equipment costs if you need to purchase coolers, a refrigerator/freezer or 
tables.  A sample budget is included in the Appendix (Template 1).  We suggest considering potential 
club costs in the very beginning. Buying clubs typically charge a fee to members and/or farmers / 
suppliers to cover these costs. 
 
Sustaining a Buying Club 
Sustaining a buying club requires strong communication, consistency, trained volunteers and the 
financial support of your membership.   
 
Most importantly, it requires clear procedures and expectations to run smoothly.  If you set 
expectations with your members, farmers and producers, have procedures in writing and communicate 
regularly, misunderstandings will be kept to a minimum. Ask for input from famers and potential 
members.  Call other clubs to find out how they do what they do.  
 
Decision -Making 
Asking for help is important.  The club coordinator may have started the ball rolling, but engaging your 
members in decision making and helping to run the club will be important to its long-term viability. Early 
in the club’s formation, get together a group of key members to help you think through how the club 
should operate and how its members want to be involved in supporting operations. Depending on the 
size of your club, this group could include all members or a subset.  Invite your farmers and producers, 
as well as members.  These folks will act as an advisory committee or a board of directors to help you 
make decisions about, for example, how much membership fees will be, and how farmers, producers 
and club members expect to be involved.  
 
For large clubs, advisory or board members often make day-to-day operating decisions for the club, 
while the full membership is invited to participate in more significant decisions such as increasing 
membership fees or switching distribution sites.  The full membership should be kept informed 
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throughout the year about club operations or changes. Newsletters, emails and recurring club meetings 
are a few ways to maintain good communication with your members. 
 

Buying Club Ordering Structure  
Whether you decide to use an online ordering system or pencil and paper, the operations flow will be 
the same in any buying club: 
 
• Distribute product list/catalog to members 

• Collect orders from members 

• Submit the order to farmers/producers/distributers 

• Receive delivery of products 

• Sort products by member order and manage member pick-up 

• Reconcile the farmer/producer invoices with sales  

• Deposit sales receipts  

• Pay farmers/producers/distributors 

Farmer/Producer Delivery 
Each order cycle, you will receive deliveries from the farmers and producers supplying your club.  To 
alleviate any possible problems, set some conditions first: 
 
• Establish dedicated delivery time windows. 

• Establish clear procedures for labeling, packaging and where product should be placed or stored. 

• Cross check actual deliveries against member orders and farmers/producer invoices. 

• Be open to suggestions from your members and suppliers about improvements for the club’s drop 
off and distribution systems. 

Member Pick-up 
Member pick-up may be the most gratifying part of the buying club process.  A well-planned and 
organized member pick-up will determine if the club has what it takes to survive.  This is an opportunity 
to socialize with other members and possibly farmer suppliers, share information about the club 
activities and news and, of course, pick up food!  
 
Some clubs schedule volunteers to sort the food before members pick up, making it quicker to move 
members in and out.  The problem with this method, while seemingly the most convenient for 
members, is that it relies heavily on volunteers.  It also overly burdens volunteers with the responsibility 
of “getting it right”.    
 
Another method is to set up pick-up more like a mini-market.  Have members bring their invoices with 
them, then with the help of a volunteer, have members pack their own bags with their ordered items.  
Set up a separate area with the scale and cash box.  Have a volunteer stationed there to adjust invoices 
for weighted items and to take payments. 
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Products are typically priced by weight and can vary slightly by customer because products are delivered 
in bulk. Members should not write out checks prior to pick-up in case adjustments need to be made.     
 
 

Essential Jobs  
Similar to the order flow, clubs have other tasks that will require assistance from one or more club 
members.  The club will decide how the performance of these tasks will be accomplished and 
compensated.  Your buying club may want to consider everyone sharing in the duties, or a few people to 
tackle the work.  Some clubs choose to charge enough in membership fees to create a small stipend for 
a coordinator.  Other clubs barter with farmers and producers to supply goods for a coordinator.   There 
are many creative ways to compensate folks for the work they do to keep the club operational.   
 
What tasks are we talking about? 
 
• Communication with potential members, current members, famers/producers and distributers 

• Coordinating ordering, delivery and pick-up for each buying cycle 

• Organizing member and farmer/producer orientation and volunteer training 

• Managing bank account and club finances 

• Keeping track of club supplies 

 
Organizational Structure & Legal Considerations 
Because buying clubs span the continuum from incorporated businesses, cooperatives and nonprofits to 
“friendly associations” of neighbors meeting in someone’s living room, there are no hard and fast rules 
for how they are governed.  Table 1 presents the pros and cons of different organizational structure 
options. 
 
Other considerations you’ll want to make when launching your club include: 
 
Insurance 
Depending on the size and structure of the buying club, you may want to invest in insurance.  Maine law 
does not require property and liability insurance on a business, but you may want to buy coverage to 
protect you, your property, and your financial investment. Because there are various types of coverage, 
check with your insurance agent or call the Maine Bureau of Insurance at (800) 300-5000 (in Maine) or 
(207) 624-8475 to find out more.   
 
Keep in mind, an insurance agent should be able to work with you to customize a policy that fits within 
the goals of the club. Farmers, producers, and distributors may carry their own product liability 
coverage; we suggest you encourage or even require your suppliers to provide this coverage.   
 
Safe Food Handling and Storage 
Safe food handling and storage is a very important topic for buying clubs and markets. During the 
interim period between when products are dropped off to the club and picked up by its members, safe 
food handling and storage practices are essential and may include the need for access to refrigeration. It 
is beyond the scope of this manual to discuss the techniques involved in safe food handling and storage, 
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however University of Maine Cooperative Extension provides excellent information on its website and 
we encourage clubs and markets to research appropriate procedures. FMI visit 
www.extension.umaine.edu.



Table 1. Pros and Cons of Buying Club Organizational Structures 
 

Type of Structure Examples How To Pros  Cons 
Unincorporated 
Association 
 

Many Farmers 
Markets 
 

One member, usually the treasurer, 
opens a bank account in the club’s 
name at their own personal banking 
institution.  
 

No state filing = no state fees; do not have 
to report or pay taxes as an entity.   Can 
have co-signers on account.  Advisory 
committee and leadership team.  

One person is on the hook for club bank 
account. May have to reimburse owner 
of account if his/her account balance 
affects his/her taxes. 

Incorporate as a 
non-profit 
 

Barrels Market in 
Waterville 
 

Register with the State; pay fee. Requires creation of solid legal structure 
(by-laws; board of directors); able to access 
grants.  Finances kept in org name. Do not 
have to make profit. 

Costs and oversight of legal paperwork - 
licensing and taxes. May require legal 
council and insurance.  Requires 
significant time to coordinate; may want 
to employ staff. 

Affiliate with non-
profit 
 

Maranacook Local 
Foods Buying Club 
 

Contract with non-profit; 
Memorandum of Understanding 
 

Bank account in name of non-profit d/b/a 
club; no registration with state; no tax 
liability; access to grant funding and 
technical assistance;  
Advisory committee and leadership team. 

Club may want more autonomy; mission 
of non-profit may change or non-profit 
may fold; may be fee charged by non-
profit for admin. 

Incorporate as a 
Member Owned 
Cooperative 

Portland Food Co-op Register with the State; pay fee. Requires creation of solid legal structure 
(by-laws; board of directors); Finances kept 
in org name. Members are investors and 
may receive dividends 

Costs and oversight of legal paperwork - 
licensing and taxes. May require legal 
counsel and insurance.   

Incorporate as LC3 
(Low-profit; a sort 
of hybrid of for 
profit and not-for-
profit) 

Moo Milk 
(Maine’s Own 
Organic Milk) 

Registration with State; pay fee Requires creation of solid legal structure 
(by-laws; board of directors); able to access 
grants.  Finances kept in org name. Do not 
have to make sizable profit.  

Costs and oversight of legal paperwork - 
licensing and taxes. May require legal 
counsel and insurance.  Must eventually 
make profit, albeit small. Requires 
significant time to coordinate; may want 
to employ staff. 

 
Visit the State of Maine’s Bureau of Corporations, Elections and Commission for more information about legal structures: 

http://www.maine.gov/sos/cec/corp/index.html



 

 

 

 

Online Farmers Markets 
Similar to buying clubs, online farmers markets allow farmers and producers to list products through 
a website and consumers to pre-order these goods and pay in advance. Online farmers markets do 
not typically sell in bulk and do not have minimum order requirements for orders to be filled. 
Typically there is less initial organizational overlay because online farmers markets can begin as add-
ons to existing markets – whether it is a market of one, or many. 
 
Let’s first look at the benefits of online markets to both farmers and producers, and the customer: 
 
Farmer Benefits: 
• Direct sales to the buyer. Direct sale enables farms to charge retail prices for their product. 
• New market for products. To compete with large superstores for food sales, farmers can utilize 

avenues available to them that are responsive to today’s market trends.   
• Pre-paid orders. If you set up an online payment option for your market, customers can pay for 

products prior to pick-up so there is no waste and farmers know exactly how much to harvest on 
a given day. The buyer has already paid by the time the farmer gets the order!   

 
Benefits to the Customer: 
• Convenience, convenience, convenience!   
• Anytime, one-stop shopping. 
• Guarantee of getting the items ordered – no more getting to the market after all the eggs are 

gone.  
• Access to local fresh food from area farmers. 
 
The Basic Flow 
Ordering, Delivery and Pick-up 
Before we go any further, let’s break it down.  The basic flow on online markets goes like this: 
• Farmer producers upload their product directly to the online market, or send a list of their 

products & prices to the person responsible for uploading product. 
• The market opens for ordering –either automatically or manually depending on the software. 
• The market manager or person in charge of communications sends an email blast and/or 

Facebook update (preferably both) to let customers know the market is open for ordering, when 
the order window closes, and where/when pick-up will be. 

• Customers place orders and receive confirmation with time/place of pick-up. 
• On the appointed day, the market closes; customers can no longer access items for a particular 

pick-up day/time. 
• Invoices are sent to your suppliers (farmers, producers and/or distributors) – Again, depending 

on the software, this can be automatic or a market manager will have to manually manipulate 
and create the invoices. 

• On pick–up day, farmers/producers deliver clearly labeled products to a pre-determined 
location at a predetermined time. 

Online Markets 
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• Once all products are delivered, customers arrive to pick-up (and pay if they haven’t paid 
online).  It is advised that customers pack their own bags, or double check pre-bagged orders to 
minimize mistakes. 

• After each order cycle or once a month – the market will have to decide how often – the market 
manager, or person in charge of book-keeping, pays farmers/producers.  

 
 
Where to Start? 
Feasibility 
If you are interested in pursuing online sales, remember a simple principal – joining is easier than 
creating.   Is there an online farmers market operating in your area?  Doing an Internet search is a 
good way to find out.  Searching online will also give you a good idea of how well the market is 
doing marketing itself.  If it pops right up after a simple search then SCORE! – 
you’ve probably found a well-organized market or club. 
 
If you are already participating in one or more traditional farmers markets, incorporating an online 
ordering component to the market is relatively easy. Similar to local food buying clubs and 
traditional farm markets, online markets are intended to create greater access to local food and to 
provide an additional market venue for farmers and producers.   The same basic principals apply to 
launching an online market as apply to launching a brick and mortar market.  You’ll first want to 
gather some information and answer some questions like:   
 
• Who will be our customers? 
• Who will be the market vendors? 
• What online ordering system do we use? 
• Who will manage the market and do the bookkeeping? 
• What rules do we follow? 
• How will we pay for the ordering system? 
• Will we charge fees for participation?  
• Will we take online payments or payment upon delivery? 
• How will we handle ordering, delivery and pick-up? 
• How will we get the word out? 
 
Customers and Vendors 
Good news!  You already have customers and vendors at your brick-and-mortar farmers’ market.  
You are simply offering customers a new convenient way to access not only your products, but 
those of your fellow vendors.  Conversely, you are offering your fellow vendors access to more 
customers.  Online systems allow existing customers a way to pre-order from multiple market 
vendors.  Once customers experience how easy it is to pre-order, word typically spreads.   
 
If you’re a farmer or producer with an existing customer base, ask these folks to help you spread the 
word. And if you haven’t already done so, start collecting email addresses from your customers - 
each time you send them an email with information on the online market, ask them to forward it to 
their networks. 
 
Similar to buying clubs, online markets will want to establish ordering cycles and distribution 
systems that best meet the needs of their customers.  Paper surveys are one way to collect this 
information.  Several free systems are also available on the Internet to create and distribute online 
surveys. Google provides one such option and is a good starting place. See Template 3 for sample 
survey questions.   



   
PO Box 29, Farmington, ME  04938  � (207) 778-3885  �  www.westernmountainsalliance.org 16 

 
 
Choosing an Ordering System 
When it comes to ordering systems, several choices exist.  When considering which system will best 
meet your needs, think about the following:  
 
• Set-up costs, service and/or usage fees. 
• Administration – How much time does it take to enter information into the system and what 

level of computer literacy needed to operate it? 
• How complicated the system is to administer – a free or less expensive system may require 

more time to use. 
• Marketing – Does the system have build in marketing tools e.g. a built in newsletters  
• Reporting – Does the software allow you to download reports that help you easily analysis 

trends and the success of the market? 
• Service and Technical Assistance – Does the software provide accessible technical assistance in 

the case of problems with using or setup? 
• Interface – Is the website user-friendly from the perspective of an administrator, farmer and 

buyer? 
 
Managing the Online Market  
Just like any other endeavor, someone has to take the lead and the overall responsibility of keeping 
the train on the tracks.  Some software will provide each vendor with a separate account, the ability 
to easily list products on the site themselves, and to control inventory listed on the site in real time.  
The availability of these options cuts down on the time and cost of administering the market.  The 
online market manager can then focus on opening and closing the market, bookkeeping and 
communications.    
 
Rules and Decision Making 
As suggested earlier, an online farmers’ market can operate as an extension of your existing farmers’ 
market.  You can follow the same rules and/or bylaws.  Decision making can also be conducted in 
the same fashion.   Keep in mind, online markets bring an added dimension of administration and 
management and the person responsible for the online management tasks will be adding additional 
hours to his/her weekly hours on the market’s behalf. 
 
Paying for an Online Market 
The basic costs of online ordering systems will vary.  Some systems ask for a percentage of sales, 
others charge a flat monthly or yearly rate.   Once you choose a system and understand the costs of 
using it, it’s time to figure out how you will pay for it.   Don’t forget to plan for additional costs for 
the online market manager to administer the site.    
 
You may want to consider charging your suppliers a flat monthly, six-month or annual fee to 
participate in the market, much like a table fee at a traditional market.  You may choose to attach a 
percentage “service fee” on each order.  See Template 4 for a sample farmer payment spreadsheet 
showing fees. Working with local businesses to trade sponsorship of the market for the opportunity 
to link their business on the website may be one way to help defray costs. 
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Taking Online Payments – Merchant Accounts vs. Third Party Payment Processors1 
Those new to e-commerce and payment processing may not know the difference between a 
merchant account and a third party payment processing company. A merchant account is an 
account with a financial institution (a bank) to process credit card transactions. When you have a 
merchant account for e-commerce you must also use a payment processor to pass information 
between your site and the merchant bank. 
 
One applies for a merchant account much like one does for a credit card.   Applications must be 
approved.  There will be monthly fees associated with the account, the payment gateway, and with 
the third party processor.  There will also be processing fees.   The total cost could be upwards of 
$100 per month. 
 
The alternative to the merchant account is a third party payment processor.  Examples of third party 
payment processors are PayPal, Google Checkout, 2Checkout and Spotify.  Third party payment 
processors use a merchant account under their business name to process transactions for 
companies that either cannot get approved for a merchant account, or can't afford the high fees. 

Third party processors often have incentives for businesses other than low monthly fees and no 
minimums. Many offer recurring billing, online control panels and even free shopping cart systems 
for your website. In addition to the low initial costs, these features make third party processors very 
appealing to small businesses trying to start out. 

Below are some features that can be found in different payment processing plans. 

• Free Shopping Cart  
• Recurring Billing  
• Shipping Cost Integration  
• Website Design Integration  
• Downloadable Product Support  

Getting the Word Out 
Online markets operate on the Internet, making email and social media outlets an ideal way to help 
promote them.  You’ll want to have regular communications with customers and Facebook is now 
the penultimate marketing vehicle.  Use it to offer something to customers.  Many people 
appreciate a heads up about what foods will be available for harvest so they can be ready and not 
miss out.    
 
As suggested earlier, if you don’t already collect email addresses from your customers, now is a 
good time to start.  Make business cards and brochures to hand out to doctor’s offices and other 
supportive businesses.  Ask local businesses if they would be willing to send market information to 
their email lists. 
 
There are many ways of getting the word out.  For more great ideas, visit Maine Federation of 
Farmers’ Markets (www.mainefarmersmarket.org) and the Farmers Market Coalition 
(www.farmersmarketcoalition.org).  

 
 
 
                                                 
1 The information in this section was written by Brandon Eley and can be found at http://www.ecommerce-
resources.com/articles/article/third_party_payment_processors_explained/ 
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Parting Thoughts 
If I have done my job, I have given you a decent platform from which to consider launching an online 
buying club or farmers’ market.  After the Appendix you will find workbook to help collect your 
thoughts and ideas.  For better or for worst, it’s a brave new world.   I wish you all the best as you 
explore where the digital meets the dirt. 
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Appendix  
The following templates reflect work that was done with the Maranacook Local Foods 
Buying Club in 2011 – 2012 (http://maranacooklocalfoods.wordpress.com/).  For a 
comprehensive list of template and resources for farmers’ markets, please see the Maine 
Federation of Farmers’ Markets website: http://www.mainefarmersmarkets.org/ 
 
Template 1  - Sample Buying Club Budget – developed by John Harker, Maine Department 
of Agriculture, Conservation and Forestry 

 FILL IN ONLY THE BOXES IN BLUE   
    
 Local Food Buying Club  Income and Expenses 
   4 month period (Sept - Dec) 
    
 NET PROFIT/(LOSS)   $            (720.00) 
    

 
TOTAL FOOD PURCHASES 4 month 
period    $                                  11,607.00  

    
1 Actual Food Purchases Per Month   

    
        530.00   
  846.00   
                 1,525.00   
                1,940.00   
  1,637.00   
  1,816.00   
  1,996.00   
  1,317.00   
 OR   
    

2 Food Purchase Estimator    
 Members ordering per every two weeks    
 Order size per person per two weeks    

 Subtotal Food Purchases per month 
 $                               
-    

    
    
    
 REVENUE     
    

3 Membership Fees   
 Number of Members 150  

 Annual Membership Fee (monthly amount) 
 $                            

2.00   
 Subtotal Membership Fees (4 month period)    $                                    1,200.00  
    
 Food MarkUp To Help Cover Costs   

4 Mark-up to be Paid By Club Members 0%  

 Total Food Purchases 
 $                   

11,607.00   
 Subtotal MarkUp Income   $                                               -    
    

5 Mark-up Charged to Farmers 0%  

 Total Food Purchases 
 $                   

11,607.00   
 Subtotal MarkUp Income   $                                               -    
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6 Other Income   
 Fundraisers/Donations    
     
     
     
 TOTAL PROJECTED REVENUES    $                                    1,200.00  
    
    
 OPERATING EXPENSES     
    

7 FBC Coordinator Labor   
 Hours worked per 4 month period 120  

 Hourly Wage 
 $                          

13.50   
 Subtotal Labor   $                                    1,620.00  
    
 FBC Assistant Coordinator Labor   
 Hours worked per month    
 Hourly Wage    
 Subtotal Labor   $                                               -    
    
    
 Percent of Food Sales 0%  
 Subtotal Labor   $                                               -    
    
 Other Labor    
    

8 Automobile Expense   $  
9 Contributions   $  

10 Dues and Subscriptions   $                                               -    
11 Freight & Trucking   $                                               -    
12 Equipment Rental   $                                               -    
13 Licenses and Permits   $  
14 Marketing (Constant Contact)   $  

     
15 Postage and Shipping   $  
16 Printing and Reproduction   $  
17 Supplies   

 Plastic Bags    
 Tote Bags    
 Markers    
     
     
 Subtotal Supplies   $                                               -    
    

18 Telephone   $  
19 Travel   $                                               -    
20 Utilities   

 Electricity    
 Heat    
 Subtotal Utilities   $                                               -    

21 Rental of Space    
    
    
    

22 Online Ordering System (4 month period)  
 $                        

300.00   $                                       300.00  
    

23 Banking Services    
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24 Insurance Services    
 Subtotal  Other Services   $                                               -    
    

25 Other Expenses   
 Fund Raiser Events Expenses    
     

26 Other misc    
     
 Subtotal Operating Expenses   $                                    1,920.00  
    

 
TOTAL ALL FIXED AND OPERATING  (OVERHEAD) 

EXPENSES  $                                    1,920.00  
 Net total  $                                      (720.00) 

 



   
PO Box 29, Farmington, ME  04938  � (207) 778-3885  �  www.westernmountainsalliance.org 23 

Template 2- Local Foods Buying Club Operations Manual (Farmers’ 
Markets can adapt for their own use.  For a comprehensive list of template and resources 
for farmers’ markets, please see the Maine Federation of Farmers’ Markets website: 
http://www.mainefarmersmarkets.org/) 
 
The following are template documents for formalizing a Local Foods Buying Club (LFBC) and 
various documents that would assist a LFBC in developing relationships with farmers and local 
schools. 
 
The documents in this operations manual template include: 
• Your Local Foods Buying Club Transition Check List  
• Bylaws of a Local Foods Buying Club  
• Responsibilities of the Members of the Board of Directors Responsibilities of Board Officers  
• Fiscal Sponsorship Agreement  
• Farmer/Producer Information  
• Farmer/Producer Rules  
• Farmer/Producer Application Form  
• Membership Rules  
• Local Foods Buying Club Management Responsibilities  
• Contract for Services between Your Local Foods Buying Club and the Food Coordinator  
. 
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Your Local Foods Buying Club Transition Check List  
This checklist can be used when a club reaches a point where they want to formalize the 
organization. The process and timing can change, but the key factors to consider should be 
discussed and dealt with in the order given. 
 
Transition Team (First Decisions) 
� Process (majority vote? Consensus?)  
� Note-taking (this can be a shared responsibility) 
� Facilitation (someone needs to run the meetings) 

  
Club Operating Procedures (Week 1 & 2) 
� Location (where will the club take delivery and manage pick-up?) 
� Ordering System (which ordering system will the club use?) 
� Day/Time/Frequency  
� Distributors/Farmers/Products 

 Responsibilities (Guidelines, Contracts or Agreements) 
 Fees (?)  
� Volunteer Roles (See Volunteer Roles Handout ) 
� To pay a coordinator or not to pay – that is the question 

 
Governing Structure (Week 2 & 3) 
� Board of Directors/Advisory Board/Consensus? 
� Executive Board/Steering Committee? 
� By-Laws/Club Rules 
  Number and frequency of meetings 
� Membership Guidelines 
  Responsibilities and Fees 
� Budget 



   
PO Box 29, Farmington, ME  04938  � (207) 778-3885  �  www.westernmountainsalliance.org 25 

Bylaws of a Local Foods Buying Club  
Approved by membership _________________________ 
 
1. NAME: The name of this organization is the ________________ Local Foods Buying 
Club. 
2. PURPOSE: The organization is a friendly association, the purpose of which is to enable 
members to obtain local food and farm related items from local producers. 
3. MEMBERSHIP: Any person of eighteen years or older may become a member by 
application and payment of fixed annual dues without unlawful prejudice. 
4. DIRECTORS: Directors are selected by vote of the membership at the annual meeting by 
simple majority. The Board of Directors shall consist of an odd number, initially five, with 
no director to serve more than two consecutive three year terms. All directors are ex officio 
members of steering committee. The Directors, working in concert with fiscal sponsor, may 
hire and establish the duties of and evaluate a club coordinator and other staff. The Directors 
will establish an annual budget and may vote expenditures of money for the benefit of the 
club. The Directors shall designate and establish a written agreement with a fiscal sponsor. 
The agreement shall be reviewed annually. 
5. STEERING COMMITTEE: Steering committee shall serve as the central democratic 
structure for the membership, meeting approximately every two months as a part of the board 
meeting and open to all. All elected directors are ex officio members of steering committee, 
without restriction. Anyone may attend a steering committee meeting and any club member 
who attends three consecutive steering committee meetings becomes a steering committee 
member until such time as they fail to attend three consecutive meetings. The purpose of 
steering committee is to encourage greater member participation, provide guidance to the 
board of directors and support the orderly function of the organization. (See organization 
chart) 
6. MEETINGS: There shall be an annual membership meeting for election of directors and 
other club business, bi-monthly (every two months) meetings of directors and special 
meetings as may be called by a petition of one-tenth of all current members, such a petition 
to be delivered to steering committee or the board of directors. The annual meeting shall be 
held at a time and place convenient to the membership and all meetings shall be open to all 
members. 
7. OFFICERS: Elected directors shall select their own officers and make other decisions as 
they see fit, all such decisions being subject to review and vote by membership at an annual 
or special meeting. The officers shall be four in number. 
8. CHAIR: The chair is the outward-facing officer and designated spokesperson for the 
organization, aiming to represent the consensus views of the club in a positive way. The 
president shall preside over annual, special and board meetings. The chair is the primary 
legal signatory. The chair may request a resignation from any board member deemed as  
creating an impediment to the board's work, subject to 2/3 board approval. 
9. VICE CHAIR: The vice chair is the inward-facing officer and responsible for overseeing 
all internal operations and communications with club coordinator and fiscal sponsor. The 
vice chair may fulfill the duties of the chair as needed and may also serve as legal signatory 
in the absence of the chair, subject to board direction and approval. 
10. SECRETARY: The secretary is record-keeper for the organization, maintaining 
membership rolls and preserving past documents such as meeting agendas, minutes, legal 
documents, financial records and key correspondence. These are maintained for the benefit of 
the organization, to serve as institutional memory and for review by members as requested. 
11. TREASURER: The treasurer is responsible for maintaining current financial records, 
including accounts payable, receivable, general ledger and all tax documents. The treasurer 
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may prepare financial documents. In the absence of the chair and vice chair, the secretary 
may serve as legal signatory if necessary, subject to board direction and approval. 
12. PROCEDURE: All binding decisions are made using a modified parliamentary procedure 
in which (A) a member makes a motion, (B) a different member seconds the motion, (C) 
amendments to the motion may be proposed and accepted or rejected by the original mover, 
(D) arguments are made and heard for the motion, (E) arguments are made and heard against 
the motion, (F) open discussion is held, (G) votes are taken and recorded, including the full 
motion and number of votes for, against and abstaining. Unless otherwise specified, motions 
must receive a majority of affirmative votes from total votes cast, with a quorum of at least 
half of those qualified to vote on an issue. The secretary shall keep a register of all decisions. 
13. ADOPTION AND AMENDMENTS: Adoption and amendment to these bylaws may be 
made by a two-thirds vote of members attending a general or special meeting, provided that 
notice of such meeting and the issue to be voted upon has been distributed to all members at 
least seven days prior to such meeting. 
14. FISCAL SPONSOR: The club will engage a fiscal sponsor to assume financial control 
and liability for the club. The club will maintain a fiscal sponsorship agreement until which 
time the club decides to incorporate or restructure. 
15. DISSOLUTION - The LFBC may be dissolved only with authorization by its Board of 
Directors at a special meeting called for that purpose, and with approval by a two-thirds (2/3) 
vote of the Members present. Upon dissolution, all remaining assets after payment in full of 
all its debts, obligations, and necessary final expenses, or after the making of adequate 
provision therefore, shall be distributed to such tax-exempt organizations be chosen by the 
existing Board of Directors. 

LOCAL FOODS BUYING CLUB 
ORGANIZATIONAL CHART 

CLUB MEMBERS 

BOARD OF DIRECTORS STEERING COMMITTEE 

 BOARD OFFICERS 

CLUB COORDINATOR 

FISCAL SPONSOR SCHOOLS/CLUB LOCALE 
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Responsibilities of the Members of the Board of Directors  
Your Local Foods Buying Club  
1. Members of the Board of Directors are elected for a three-year term, with the opportunity 
for re-election to a second three year term. 
2. Members of the Board of Directors are eligible to elect, and be elected, as officers of 
LFBC, as set forth in the By-laws. 
3. Members of the Board Directors are expected to attend all Board meetings. Failure to 
attend 3 out of 5 consecutive meetings, without extenuating circumstances, will be grounds 
for removal from office. 
4. Members of the Board of Directors are encouraged to be prompt, prepared, and ready to 
participate in meetings. Directors should gain a working knowledge of LFBC’s history, 
mission, and activities, so as to be knowledgeable advocates and representatives of LFBC. 
5. Members of the Board of Directors provide policy guidance and advice to the Club 
Coordinator and any other staff regarding mission and goals, strategies, development and 
planning. The Board approves annual budgets. 
6. Members of the Board of Directors are expected to help with fundraising. Each individual 
shall be a paid-up member of the LFBC, and be fully invested in annual fundraising 
activities. 
7. Occasionally a board member needs to be removed from the board. In some cases, a 
conflict of interest or unethical behavior may be grounds to remove an individual from the 
board. In other cases, the behavior of a board member may become so obstructive that the 
board is prevented from functioning effectively. In person or on the telephone, the board 
president can request a resignation with 2/3 board approval. 
 
Strongly felt disagreements and passionate arguments are often elements of the most effective 
boards (and genuine debate). Please note that arguing for an unpopular viewpoint is not 
grounds for board dismissal! But if a board member consistently disrupts meetings or 
prevents the organization from working well, removal may be appropriate. 
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Responsibilities of Board Officers  
The Chair shall: 
- preside over all meetings of the Executive Committee, the Board, and LFBC. 
- set the agenda for the Board meetings; 
- appoint a Nominating Committee no later than 30 days prior to the Annual Meeting. 
- be a member of the Executive Committee; 
- monitor the LFBC activities to assure that they contribute effectively to LFBC mission; 
- maintain current knowledge of activities; 
 
The Vice-Chair shall: 
- in the Chair’s absence, preside over all meetings of the Executive Committee, the Board, 
and the LFBC; 
- facilitate communication between Board, Executive Committee, Steering Committee, Club 
members, Club Coordinator and Fiscal Sponsor; 
- in the Chair’s absence, set the agenda for the Board meeting; 
- be a member of the Executive Committee. 
 
The Secretary shall: 
- be a member of the Executive Committee; 
- be record-keeper for the organization, maintaining membership rolls and preserving past 
documents such as meeting agendas, minutes, legal documents, financial records and key 
correspondence. 
- shall record the minutes, proceedings, correspondence, and other duties. 
 
The Treasurer shall: 
- be a member of the Executive Committee; 
- be responsible for oversight of all LFBC finances; 
- ensure that proper financial records are kept and reports provided; 
- present financial statements at Board meetings; 
- present the annual budget for the approval of the Board; 
- on approval by the Board, may enter into contracts, sign checks and other financial 
documents in the name of the LFBC. 
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Farmer/Producer Information for the ( Club Name here) 
 
Your Town Area 
Date 
 
The (Club Name) is an online buying club that combines the products of local farmers and producers 
and makes those products readily available to the area market. (Add any distributors you are using as 
well). 
 
Benefits to Club Members: Members combine their buying power to purchase local foods in larger 
quantities or in bulk. The online ordering system means convenient 24 hour shopping during the 
(frequency here) buying cycle.  Pick up is (time/day) at the (location). 
 
While availability and selection will decrease in the wintertime, this is a year-round buying club. 
Members will have the opportunity to conveniently purchase locally year-round. 
 
Benefits for farmers: Your Local Foods Buying Club members are, by definition, interested in 
purchasing local foods. Farmers and producers enjoy a ready made market anxious for their products. 
Club members handle marketing and recruitment of new members allowing farmers to focus in 
growing and producing food for market. 
 
In addition: 
•  Οnline shopping is an enormous industry these days. The buying club will be a year-round avenue 
for selling products. 
•  Farmers will be able to drop off their goods and head right back to the farm! 
 
A PROGRAM DESIGNED TO BE SIMPLE & EASY 
(Your community/club) want access to local foods grown by people we know and trust.  Each order 
cycle farmers and producers will be asked, either by the club coordinator or automatically by the 
software, to provide the following information: 
•  what items would you like to have listed on the website? 
•  price per unit, unit descriptor (i.e. pound, each, bunch, pint etc.) and minimum amount needed to be 
sold for each product. Farmers can list as few or as many products as they like. 
• include the tax in the price of taxable items. Farmers are solely responsible for keeping track of and 
reporting tax to the appropriate authorities. 
•  how best to reach the you during the buying cycle  
 
(INSERT a paragraph about the software you are using for the buying club, and how the farmer 
accesses the software.) 
 
THE SCHEDULE, YOUR ROLE AND ANTICIPATED TIME COMMIT TMENT 
Bi-Weekly report of available products (15 minutes or less) – Every other week, farmers and 
producers will check in with the buying manager or club member, letting them know what products 
are available, how much, and confirming the price per unit. Ideally, this check-in will happen online. 
 
We will supply you with an Excel product sheet (or other sheet you choose to use) and an order cycle 
schedule outlining product deadlines and drop off dates. 
 
 
Behind the scenes work – 
• The deadline for the manager to upload products onto the website will (insert appropriate time 
here.) 



   
PO Box 29, Farmington, ME  04938  � (207) 778-3885  �  www.westernmountainsalliance.org 30 

• Once products are uploaded, the website goes live for buying. It stays live for 7 days (example: Sat 
– Sat). An email will go out to club members and other folks who have expressed interest in the club, 
letting them know that the week’s online shopping can begin. 
• The website closes on Saturday evening. 
• By 5:00 pm on the following Monday farmers/producers get a report of all the products that have 
been pre-ordered for pick-up. 
• Farmers/producers will need to confirm or deny the order, based on availability etc. 
Farmers/producers will then package or bundle what has been sold and label it (sometimes green 
lettuce and romaine lettuce look similar). 
 
Bi-Weekly Drop-off – Drop off times will fluctuate seasonally. The Club Coordinator will work with 
you to determine the best schedule. Farmers and producers drop off their order at (Your drop off 
point) in Your Town. 
 
You are welcome to volunteer anytime to help with the breakdown process. 
 
Payment – Farmers and producers will submit an invoice to club coordinator on delivery day and 
will be paid no later than two weeks thereafter. 
 
Enclosed is a copy of the club rules for farmers and producers an application form for those interested 
in participating in Your Local Foods Buying Club. 
Please call or email if you have any questions. 
Contact Name: ________________ 
Email address _________________ 
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Farmer/Producer Rules  
It is the responsibility of the Farmer/Producer/Distributor to: 
• Comply with the State Department of Agriculture, Food and Rural Resources regulations 

pertaining to the items you sell through the Your Local Foods Buying Club, including licensing 
and certification. (See: Your Local Foods Buying Club website listed here) 

• Deliver all pre-ordered products on designated pickup days, packaged in the pre-ordered 
quantities. 

• Indicate farm or farmer/producer name, address and phone number, product name, and quantity 
on all food packages. 

• Provide accurate information about food availability to the Your Local Foods Buying Club. 
• Review website postings for accuracy. 

 
Eligibility of farmer/producers and products 
• All farmer/growers must grow or process the items they sell. 
• All farmer/producers must be willing to deliver their products to (Your drop off location) on the 

day and time designated for pickup. We encourage farmers to work together to find efficient ways 
of transporting their products. 

• All products must be grown, raised, and/or processed by the farm or farmer stated on the 
application. 

• Products must be of high quality. The club maintains the right of refusal at delivery if products do 
not meet quality standards. 

 
Each farmer/producer is solely responsible for the quality of their product. 
 
Cost to the Farmer/Producer 
Administration of the club is the biggest expense. Farmer and producers share the costs of operating 
the club. Your share is based on the following expenses. 
 
Typical Annual Expenses (Sample) 
software $900.00 
coordinator ($13.5/hrx 10 hours/month) $1,620.00 
fiscal agent $240.00 
Misc (gloves, snacks for student helpers, etc. ) $90.00 
Total:  $2,850.00 
 
You have several payment options: 
Non-volunteer.............................$90/yr ($3.46 per order cycle) 
Volunteer....................................$0/yr (30hrs per year/2.5hrs per month) 
Non volunteer..............................$45/six months (May – Oct) 
Volunteer....................................$0/yr (15hrs 6 mths/May - Oct) 
Non volunteer..............................$45/six months (Nov – April) 
Volunteer....................................$0/yr (15hrs 6 mths/Nov - April) 
 
Taxable items 
Each farmer/producer is responsible for keeping track of state taxes owed from the sale of their 
taxable items. Vendors will include the tax in the price of taxable items. The description of the item 
will state, “5% [or 7%] sales tax included.” 
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Farmer/Producer Application Form (Template) 
 
Contact Name(s): _________________________Farm/Business Name: _________________ 
  
Mailing Address: 
______________________________________________________________________________ 
 
Street Address: ________________________________________________ 
 
Business Telephone: ____________________________ Cell Phone: ____________________ 
 
Best hours to call: 
______________________________________________________________________ 
 
E-mail Address: 
_______________________________________________________________________ 
 
Website (if applicable): 
__________________________________________________________________ 
 
Please list farm items and products you will sell to the club: 
______________________________________________________________________________ 
______________________________________________________________________________ 
Vendor Agreement: 

I hereby apply to participate in the Your Local Foods Buying Club. 
I agree that prior to offering any products for sale I am/will become familiar with the rules and agree 

to comply with the rules outlined in this document. I authorize release of my business contact 
information for use on the Your Local Foods Buying Club. I understand that individual product 

liability is my responsibility. I do hereby release the administrators of the Your Local Foods Buying 
from liability due to defects, contamination, or other issues with my product(s). 

 
Signed ____________________________________ Date __________________ 
 
Print name signed above 
_________________________________________________________________________ 
 
Please make my checks payable to: 
_________________________________________________________________ 
I have included a check for membership (Please make check payable to LFBC) 
Non volunteer..............................$90/year 
Non volunteer..............................$45/six months (May – Oct) 
Non volunteer..............................$45/six months (Nov – April) 
Volunteer....................................$0/yr (30hrs per year/2.5hrs per) 
Volunteer....................................$0/yr (15hrs 6 mths/May - Oct) 
Volunteer....................................$0/yr (15hrs 6 mths/Nov - April) 
Please return to: 
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Membership Rules  
Your Local Foods Buying Club 
Welcome! Please take a few minutes to read and understand this document. You will be responsible 
for adhering to the rules. 
 
From Then to Now: A Brief Account of the Your Local Foods Buying Club 
Put in a short history of your buying club activities, who is involved, etc. 
 
Buying Club Basics 
A Buying Club is a group of friends, neighbors or interested local families who pool their household 
food demands to allow them to purchase larger quantities of local food. Buying clubs are a wonderful 
way to help local farmers sell more products in a more organized, collective way. In addition, because 
they bring together a group of buyers, buying clubs provide farmers with more income and more 
profits while helping local families to continue to have access to local, fresh, and nutritious food. 
Club members can create their own marketplaces of any vendor they choose, as well as their own 
rules of participation and operation. 
 
How to Use the Website to Buy Food 
Put in a description of the software you are using and how to use it. 
 
Buying and Pick-up Schedule 
The LFBC has a two-week buying schedule which means fresh local food and products available for 
you to pick up at (Your drop-off location) every two weeks. You will be given seven days in which to 
reserve products online. The schedule will be subject to change in response to holidays, but in 
general, members are able to order online every other week from Saturday to Saturday with pick up 
on the following Thursday. Details will be posted on the website: (Your website)  Bookmark the 
website for easy access. 
 
Payment for Your Food 
Payments will be made on the day of pick up with either cash or a check. You will not receive a 
receipt of your order after reserving it online since final sales are not determined until products are 
delivered to the pick up location; therefore please do not fill in your check prior to checking out 
at pick up. It is a good idea to print your order reservation so you remember what you ordered. You 
may always check in with the buying club coordinator prior to pick up to find out whether your order 
has been honored. 
 
Speaking of the Buying Club Coordinator 
LFBC has a (paid) club coordinator to manage the day-to-day operations of the club. The club 
coordinator reports directly to the club directors. 
 
Your Responsibilities 
LFBC relies on the involvement of its members, farmers and producers to keep the club operational. 
There are many moving parts to a buying club and many jobs to be managed. The club coordinator 
does not have the capacity to handle every job. Therefore the club requires members to volunteer, yet 
we understand our lives are full and not everyone has the time to volunteer. In an attempt to ensure 
parity, the LFBC has developed membership choices. 
 
Levels of Membership (Sample) 
$15/yr plus 15 volunteer hours a year 
$30/yr plus 10 volunteer hours a year 
$75/yr (0 volunteer hours) 
 
YOUR MEMBERSHIP DOLLARS COVER THE FOLLOWING COSTS  

ITEM  YEARLY FEE 
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SOFTWARE ($75 PER MONTH) $900 
CLUB COORDINATOR ($13.5/HRS AT 10HRS/ 
MONTH ) 

 
$1620 

FISCAL SPONSOR (ASSUMES LIABILTY FOR 
CLUB ) 

 
$240 

M ISC SUPPLIES (CLEANING SUPPLIES, 
GLOVES, MARKERS ETC ) 

 
$90 

 
TOTAL  

 
$2850 

 
 
LFBC Member Volunteer Responsibilities 
Volunteering is a Condition of Membership unless you choose to increase membership dollars. Listed below are a 
number of roles volunteers have been asked to take on.  As we refine the workings of the club, these roles may 
change or go away completely. We are open to any skills club members may want to share including, carpentry, fund 
raising, data management, teaching, etc.  Please let us know what skills you would like to share with the club.  
 
 
NON-DELIVERY DAY 
Board of Directors – see By-laws for responsibilities (approximate time commitment – 15 hrs per year) 
       Education Coordinator  - member of Steering Committee 

• Seek out free nutrition education and cooking suggestions to offer to the public based around local 
foods (e.g. Cooperative Education). 

 
Volunteer Coordinator 

• Check weekly volunteer calendar and call or email to remind each volunteer scheduled. Members are 
responsible for finding their own coverage if they are not available to volunteer.  Recruit and keep 
track of members skills and make contact with member once a project has been identified in which 
their skills can be put to use. 
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Local Foods Buying Club Management 
Responsibilities  

 
LFBC Coordinator Responsibilities 
(Paid Position) – Approximately 120 hrs per yr  
New Members Coordinator 

• Check Google Docs for new member sign ups. 
• Register new members in software, send welcome email, and add as member in the email contact list.  
• Update welcome email with new order window dates and any other messages.  

 
Farmer/Producer Product Availability, List and Orde r Coordinator  

• Communicate with farmers/producers over phone or email about product availability each order cycle.  
• Update product list, upload onto website and open order window.  
• Excel experience required.  
• Close order, compile order, call and email farmers/producers with orders.  
 

Members Coordinator 
• Send reminder emails via buying club gmail account about order window dates, pick up dates and new 

products.  
 
School Contact Coordinator (if your club is interested in working with students) 

• Communicate with school to develop programs to involve students (both middle and high school). 
• Communicate these programs to the volunteer coordinator. 
• Check with appropriate school personnel about scheduling special meeting (every few months).  
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Contract for Services between Your Local Foods Buying Club 
and the Food Coordinator  

 
Purpose 
The following contract outlines an agreement between _________________ and Your Local Foods 
Buying Club (LFBC) for contract services to manage the daily operations of the club. Responsibilities 
include: 
• Be responsible for daily operation of the club – includes logistics - drop off market location, and 
functioning protocol for ordering, breakdowns and deliveries. 
• Help farmers/producers and members get set up and utilize ordering software. 
• Train and supervise member volunteers. 
• Provide outreach and networking with other regional groups. 
 
LFBC Responsibilities 
LFBC will provide the support, oversight and monetary compensation. LFBC agrees to be responsible for 
managing funds associated with the buying club and will make payments to producers on a timely basis. 
 
Duration 
This contract will be in effect from the signing date through one year hence _______________________. 
 
The contract is subject to review no later than 30 days prior to end of contract date. 
 
Compensation 
LFBC agrees to pay up $/hour for approximately 120 hours for tasks outlined above. Services will be paid 
monthly upon receipt of an invoice. Invoices should be submitted to the Treasurer of  LFBC by email at 
______________________ or mail to __________________________________. 
 
I agree to the terms of this contract: 
 
____________________________ Date:                  _______________________ Date: 
           
____________________________, Contractor                       ______________________, Chair 
SS#                     Local Foods Buying Club 
 

 
 
 
 
 
 
 
 
Suggested Talking Points for Buying Clubs Locating in Public 
Buildings 
 
Who we are: 
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Buying Club Name is a group of community members interested in obtaining local produce and other 
reasonably priced food and specialty products from local farmers and other businesses. 
 
• The Buying Club Coordinator is Name of Coordinator    
 
How we function: 
• We locate and involve local farmers and they list their available products online each week at 

slightly higher than wholesale prices, but below retail price 
• Community members log in to a website to see what available, place an order and make payment 

online. 
• On the designated drop off day, producers deliver their fresh foods directly to the food buying club 

location in bulk in food-grade shipping containers. 
• The club coordinator and volunteers are responsible for breaking down the orders into individual 

member orders. 
• Food is stored in appropriate refrigeration and members arrive during dedicated hours to pick-up 

their food. Payment can be made online or by check or cash at the time of payment, however, a 
credit card is required to reserve the order. 

 
Our Intentions for Working with Your Town/Business/Community School: 
Space Needs: 
• Access to 90 sq. ft. to 150 sq. ft. of indoor space with access to at least one outlet AND a facility 

for drop off, sorting, and pickup 
 
Proposed space: 
• Storage Space (for the buying club space) and a place for Drop off/Sorting/Pickup 
 
In the indoor space we would supply: 
- A refrigeration/freezer unit. 
- A table to use for storing supplies (boxes, scales, utensils, etc.) and products that do not need 
refrigeration 
 
In the drop off/sorting/pickup space we would need: 

- access to a few tables and water for cleanup (if available) 
 

Access to the Town/Business/Community School: 
The club (approx. 2 to 8 members) would need access to the school one day per week: 
_ 1-3 hours for farmer drop off 
_ 1-2 hours for sorting 
_ 1-3 hours for customer pick up (could be arranged in coordination with the school schedule) 
 
 
 
Help Spreading the Word: 
_ By granting us space on your website and in the any newsletters to get the word out about the 
buying club 
_ By considering hosting an event put on by the buying club to inform the community about what 
we are doing 
 
How the community can be involved: 
_ As club members with interest in nutrition, local food, farming, community development, etc. 
_ As consumers that can go to the online ordering site, browse, purchase products, and pay through a 
secure system; then pick up their whole purchase during the designated pick up time at location. 
_ As farmers that list and deliver their products during the designated farmer drop off time 
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_ (For School locations) As students and teachers with interest in learning more about local food, 
farming, or business AND as a way to earn community service hours while helping their community 
(by helping to sort after a drop off or help during customer pick up, etc) 
 
Benefits to having the buying club site at the school: 
• Connecting local food producers with families and the school 
• Having working relationships with farmers that could potentially be part of the green house/garden 
program 
• Opportunity for the school lunch program to purchase from and/or partner with the buying club 
• Outlet for students to gain community service experience, learn about the benefits of local food, and 
build connections with farmers and community members 
• Could open up grant possibilities for the school 
 
Contacts: 
Buying Club Coordinator__________________ 
 
Email: ____________________ Phone: _________________ 
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Template 3 – Sample Customer Survey 
 

BUYER SURVEY 
Farmers Market Name is launching an online farmers’ market for people in the Name of 
Your Market’s Geographical Area, making fresh local food available for sale online and 
pick up at a central location one day each week. Your input will be used to inform which 

pick-up sites and times are most convenient for buyers.    
The survey should take just 5 minutes.   

Please respond by __DATE___.  Thank you for your participation! 
  
 
ONLINE SHOPPING 
 
1.  Do you shop online? Yes  No  Unsure 
 
If you don’t shop online, why not? 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
2.  Would you be interested in the ability to buy fresh local food online?  
 
 Yes  No  Unsure 
 
 
PICK-UP TIME AND LOCATION  
 
3.  How far from your home or workplace are you willing to travel to pick up fresh local food? 
 
 Less than 10 mi. Less than 15 mi. Less than 20 mi     Other_____________ 
 
4.  What day of the week is most convenient? 
 
 Monday Tuesday Wednesday Thursday Friday  Saturday  
 
5.  When is the most convenient time to pick up a food order? 
 
 Before 12 p.  After 12 p.  After 3 p.  After 5 p. 
 
 
6.  Where is the most convenient location to pick up your order? Choose one or more. 
 
 In name of town: 

Main Street Area 
High Street Area 
Other ______________________________________ 

 
  

DELIVERY OPTION  
 
7.  Do you shop at a farmers’ market?  Regularly Occasionally  Rarely or Never 
 
8.  Would you like the option of having fresh food from area farms delivered directly to you?    
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 Yes  /  No 
 
9.  Would you use this option on a regular basis, or only if you couldn’t make it on time to pick 
up your order?    
 
 Regular Basis  Occasionally 
 
10.  How far do you live from the FARMERS MARKET LOCATION?   __________________ 
 
11.  How much would you be willing to pay for delivery service? $______________________ 
 
 
VOLUNTEERS 
 
12.  We are looking for volunteers to help greet farmers and buyers and to sort orders at the 
pick-up sites.  Would you be interested in volunteering at the pick-up point?      Yes  /   No 
 
If yes, please share your contact information: 
 
Name: 
 
Mailing Address:       
 
Email:  
 
Telephone: 
 
UPDATES ON THE NEW MARKET  
If you would like to be informed when the new market opens, please share your email: 
 
_________________________________________________________________________________ 
 
SUGGESTIONS 
If you have any suggestions on how to make this service better meet your needs or the needs of the 
community, please share them here.



Template 4 – Sample Farmer/Producer Payment Sheet  (Use Excel spreadsheets – See an Adult Education program in your area 
for an inexpensive course.) 
 

June 2009 SALES REPORT:                        
                        
Paypal Fee 28.14                     
                        

Farm Name Farmer 1 Farmer 2 Farmer 3 Farmer 4 Farme r 5 Farmer 6 Farmer 7 Farmer 8 
Farmer 
9 

Farmer 
10   

Contact Name                       
                        

SALES 6/1 - 6/30                       
Week 1 (6/1/09) $0.00 $0.00 $21.55 $0.00 $0.00 $27.20 $14.00 $6.50 $28.00 $18.00   
Week 2 $0.00 $80.00 $6.99 $4.75 $3.25 $69.35 $13.60 $2.50 $6.00 $9.00   
Week 3 $0.00 $0.00 $13.80 $0.00 $13.00 $55.05 $0.00 $7.75 $28.00 $0.00   
Week 4 $0.00 $17.00 $8.00 $0.00 $9.75 $64.95 $15.50 $3.00 $18.00 $0.00   
Week 5 $0.00 $14.00 $0.00 $0.00 $3.25 $26.45 $0.00 $1.25 $6.00 $18.25   
Total Sales $0.00 $111.00 $50.34 $4.75 $29.25 $243.00 $43.10 $21.00 $86.00 $45.25 $633.69 

Farm % of total sales 0.00% 17.52% 7.94% 0.75% 4.62% 38.35% 6.80% 3.31% 13.57% 7.14% 100.00% 
Fees to Paypal (if applicable) $0.00 $4.93 $2.24 $0.21 $1.30 $10.79 $1.91 $0.93 $3.82 $2.01 $28.14 

15% fee to Administrator $0.00 $15.91 $7.22 $0.68 $4.19 $34.83 $6.18 $3.01 $12.33 $6.49 $90.83 

Amt. payable to farmer this 
period $0.00 $90.16 $40.89 $3.86 $23.76 $197.38 $35.01 $17.06 $69.85 $36.75 $514.72 
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Quick overview of the benefits:  

_________________________________________________________ 

_________________________________________________________ 

_________________________________________________________ 

_________________________________________________________ 

_________________________________________________________ 

_________________________________________________________ 

_________________________________________________________ 

_________________________________________________________ 

_________________________________________________________ 

_________________________________________________________ 

_________________________________________________________ 

_________________________________________________________ 

_________________________________________________________ 

_________________________________________________________ 

_________________________________________________________ 

_________________________________________________________ 

_________________________________________________________ 

_________________________________________________________ 

_________________________________________________________  

 

Anything else you would like to include in your message: 

________________________________________________________ 

________________________________________________________ 

________________________________________________________ 

________________________________________________________ 

________________________________________________________ 

________________________________________________________  

 

  

Get Fresh Net Workbook 
The How To of Online Local Food Buying Clubs & Farmers’ Markets 
(The same questions can be asked of an online Farmers’ Market) 

 

BenefitsBenefitsBenefitsBenefits    
BudgetsBudgetsBudgetsBudgets    
DistributorsDistributorsDistributorsDistributors    
EquipmentEquipmentEquipmentEquipment    
FarmersFarmersFarmersFarmers    
LocationsLocationsLocationsLocations    
ManagementManagementManagementManagement    
MarketingMarketingMarketingMarketing    
MembersMembersMembersMembers    
SoftwareSoftwareSoftwareSoftware    
VolunteersVolunteersVolunteersVolunteers    



Who is going to do what? (page 7)Who is going to do what? (page 7)Who is going to do what? (page 7)Who is going to do what? (page 7)    
Essential Jobs (page 11)Essential Jobs (page 11)Essential Jobs (page 11)Essential Jobs (page 11) 

 Decision Making (page  9)Decision Making (page  9)Decision Making (page  9)Decision Making (page  9) 

 

Roles and Responsibilities? 

____________________________________________

____________________________________________ 

____________________________________________ 

____________________________________________ 

____________________________________________

____________________________________________ 

____________________________________________ 

____________________________________________ 

____________________________________________

____________________________________________ 

____________________________________________ 

____________________________________________ 

____________________________________________

____________________________________________ 

____________________________________________ 

____________________________________________

____________________________________________ 

____________________________________________ 

____________________________________________

____________________________________________ 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

_______________________________________

_______________________________________

_______________________________________ 

_______________________________________ 

_______________________________________

_______________________________________

_______________________________________ 

_______________________________________

_______________________________________

_______________________________________ 

 Members: (page 7)Members: (page 7)Members: (page 7)Members: (page 7)   

Where will you recruit members? 

____________________________________________

____________________________________________

____________________________________________ 

____________________________________________

____________________________________________

____________________________________________ 

__________________________________________ 
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What foods do club members want? 

____________________________________________

____________________________________________

____________________________________________

____________________________________________

____________________________________________

____________________________________________ 

____________________________________________ 

  

 

 

______________________________________

______________________________________

______________________________________

______________________________________

______________________________________

______________________________________

______________________________________ 

    
Farmers, food producers and food distributors (see pages 7)Farmers, food producers and food distributors (see pages 7)Farmers, food producers and food distributors (see pages 7)Farmers, food producers and food distributors (see pages 7)    
 

 

Farmers and Distributors to Recruit 

________________________________________________

________________________________________________

________________________________________________

________________________________________________

________________________________________________ 

________________________________________________ 

________________________________________________ 

________________________________________________ 

  

 

 

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________ 

____________________________________ 

Check out MOFGA, Get Real Maine, Crown of Maine Organic Cooperative and Federation of Farmers Markets.   

http://www.mofga.org/ 

http://www.getrealmaine.com/ 

http://www.crownofmainecoop.com/ 

http://www.mainefarmersmarkets.org/ 



Special equipment: (see page 8)Special equipment: (see page 8)Special equipment: (see page 8)Special equipment: (see page 8)   

 

Will the club need any specialized equipment?  

 

____________________________________________

____________________________________________

____________________________________________

____________________________________________

____________________________________________

____________________________________________

____________________________________________

____________________________________________

____________________________________________ 

____________________________________________ 

  

 

   Members: (page 7)Members: (page 7)Members: (page 7)Members: (page 7)   

How many members should the club have to get up 

and running? Include justification. 

____________________________________________

____________________________________________

____________________________________________ 

____________________________________________

____________________________________________

____________________________________________

____________________________________________ 

  

 

 

______________________________________________________________________________________ 

______________________________________________________________________________________

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

 

 Ideas for location pickIdeas for location pickIdeas for location pickIdeas for location pick----up and drop off location: up and drop off location: up and drop off location: up and drop off location:  
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 _____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

 


