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INTRODUCTION

In what kind of building is your co-operative shop? Sone
of the best co-operatives in the world started off in just
a single roomin a nenber's house. Later on, when they were

able to afford it, they built or rented better shop buil dings.
This generally lead to an increase in trade - provided they
did not spend too nuch on the building and | eft enough noney
to run the shop properly.

In this MATCOM El enment you will learn what is needed for a
smal | counter-service shop, by studying the foll ow ng topics:

Locati on

Layout and size

Bui l ding materials and-fixtures
Furniture

Equi prment

The Element will help you find ways of inproving your exist-
ing shop and will provide valuable hints when planning a new

one.




LOCATTON

find out, answer the following questions by

" Is your co-operative shop well situated? To
placing a tick in the appropriate box.

YES NO

1. Do most of the members live [:]
or work near the shop?

2. Do many people pass the [:]
shop every day? [

3. Do you think they will no-
tice that there is a co- [:]
operative shop there?

4, Is it safe from theft? Will
anybody do anything if
thieves try to break in at
night?

5. Is it easy to make deli-
veries to the shop? -

\- J

If your shop is in a really good |ocation, you should be able
to answer "Yes" to all the questions. Now, |et us see what
is nmeant by a good l|location for a co-operative shop.

Conveni ence to nenhers
First of all we nust renenber that a co-operative is there
to give service to its nenbers. This neans, anong ot her

things, that it should be in a place which is convenient to
as many nenbers as possible, for instance:

- avillage centre
- aresidential area in town
- a place where peopl e work.



A "selling" location

| ncreased sal es usually mean a greater surplus or profit.
They al so nake it easier to have a wi de range of goods and
| ow prices. One way of increasing sales is to attract non-
menbers to the shop. This can be done if the shop is close
to a market, a bus-stop or any other busy place.
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f ' List other good places for attracting customers.\
Give the reasons for your choice.




Security

A safe place for a shop is one where there is sone protection
agai nst burglary. If the shop is close to the nenbers' houses
they are likely to hear if anybody is trying to break in. It

helps if it is near a building that is well it at night or

guar ded by a ni ght-wat chman

i :

When deci di ng where a shop should be, think about how the
goods are going to be delivered. If lorries are to be used,
t here nmust be easy access to the goods entrance of the shop.

¢ the buildi

The cheapest place is not always the best one. To get bigger
sal es you nay have to pay a higher rent, higher building costs
or higher interest on a housing |oan.

The foll ow ng exanpl e shows how extra rent can be nore than
paid for out of extra sales (see the picture on page 5).

Shop No. 1 Shop No. 2

Expected surplus from sal es 10, 000 14, 000
Rent 1, 000 1, 500
9, 000 12, 500

4 )

‘ You are thinking of moving your shop to a
better place, which you expect will increase
the annual surplus from sales by $7,000. 1In
the new building the rent is $1,000 a month,

compared with $300 in the present building. Would

you recommend the move? Why?
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The bhest location

In practice, it can be difficult to find the ideal place

for a shop. There may not be any good | ocations avail abl e,
or the best one fromthe selling point of view nay be a | ong
way fromthe nenbers' houses.

As local conditions can vary so much, it is difficult to |ay
down any general rules for choosing a |location. You wl|
have to exam ne the advant ages and di sadvantages of the sites

whi ch are avail abl e. The foll ow ng exanpl e shows how this is
done:

The workers in the factory in the picture on page 8 have de-
cided to open a co-operative shop. They have two buil di ngs
to choose from

(A), just behind the factory
(B), in a village where sone of the workers live

There are two other places where they could put up a new
bui | di ng:

(C, just inside the factory gate
(D), near the bus-stop outside.

It is nore convenient if people do not have to carry their
shoppi ng very far. So it is usually better to have the shop
nearer their homes than their place of work. But in this
case the workers live in several different places; sone of
themlive a long way from (B), nmeking it unsuitable.

A store at (A) behind the factory woul d not be seen by the
workers on their way to and fromwork. Many of them m ght
forget to visit it. (C, in front of the factory, is a
good place for selling, and (D) is even better. A shop
near the bus-stop could sell to travellers and other people
who are not allowed to enter the factory area.
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The safest place is (C), where there is a watchman. (A is
in a dark place, not easily seen by the watchman. Al though
not as safe as (C), (D) does have people living nearby and
is therefore satisfactory fromthe security point of view

Alorry could easily deliver to all the places except (A,
where the supplies would have to be carried in fromthe front
of the factory building.

(A) would be provided free of charge, while (C) and (D) would
require a loan to cover the construction costs. But since
the sales are expected to be nuch higher at (D), the higher

i ncome woul d cover the cost of the |oan, making it the nobst
profitable place.



The different | ocations can be nore easily conpared i
these facts are set out in a table:

A B £
Conveni ence
to nmenbers? Good Not good Good
Security? Not safe - Very safe
Access for
deliveries? Difficult - Easy
"Sel ling"
| ocation? Not good - Good
Cost s of
the buil di ng? Free : reduired

It is unlikely that the shop will be a going concern

f all

Good
Saf e

Easy

Very good

Loan
required

unl ess

the | ocation satisfies the first three requirenents on the
tabl e and the better the answers to the |last two questions,

the greater the chances of success.

[ . The workers have decided to build a new shop
at (D). Do you agree with them? Write your
’ comments below.

\

)

f ‘ What are the advantages and disadvantages of
your own shop location?
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LAYOUT AND SIZE

The ki osk

The smal |l est type of shop is the kiosk. The custoners do
not enter the shop. They are served across a counter through
a W ndow.

Such a shop would be suitable for a village where only a
smal | range of goods (50 to 100 different articles) is needed.

Fromthe inside the shop would | ook Iike this:
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Below is a sketch of a suitable | ayout. The kiosk is connect-
ed to a small storeroom The shop is narrow, making it easy
for the shop assistant to reach all the goods. Make sure

t hat goods can easily be delivered to the entrance.
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In the next part of this Elenent, nea-
surenents will be given in netres and
centinetres. In case you are not used

Notes on to this way of neasuring, note that one

measurements centinmetre is also witten as 1 cm
There are about 21 cmin one inch. One
metre is also witten as 1 m It is a

This i s anot her

o

little longer than one yard. There are
100 cmin 1 m

kiosk layout. It is alittle wder and can
accommodat e nore goods than the first one.
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More space is needed if the custoners cone inside the shop
The buil ding should be at least 9 netres long. A width of 5
nmetres i s recomended. It should be about 2.5 netres from
floor to ceiling. A building of this size does not require
a conplicated roof structure.

A larger building could be useful, but for a small village
co-operative this size is sufficient.

The main part of the building is used as a "selling area",
but there is also a storeroomand a snall office.
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Menbers may |i ke a verandah in
front of the main entrance.

ficial | | |

| f you are going to erect a new building for your shop,

you may be able to get advice and assistance fromthe Co-
operative Union, the Co-operative Mnistry or your bank.

You may need perm ssion fromone or nore government depart-
ments before you can build on the site you have chosen. For
exanpl e, the local council and the health authorities may
need to approve your plans.
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BUILDING MATERIALS AND FIXTURES

The shop building nmust be sufficiently well built to protect
everyt hing inside. I n other words, the shop buil di ng nust
gi ve protection against:

S
Nricy

tection against these risks? What problems do

‘ Does your shop building provide sufficient pro-
you have?
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Rei nforced concrete is a very good building material. It

is strong and resistant. But it is quite expensive and
sonetimes difficult to get. Specially skilled builders are
needed to use it. Wen choosing building materials you wll
have to consi der

what is avail able
prices

t he funds avail abl e

| ocal building skills

Even without a ot of noney it can be possible to put up a
good building by using local nmaterials. The foll ow ng notes
on the different parts of a shop will give you sone hints on
pl anni ng a new buil ding or on maki ng i nprovenents to your

exi sting shop.

El oor

To control pests, the shop nust be kept cl ean. In a shop,the
floor tends to becone dirty very quickly. It should there-
fore be swept every day and scrubbed as often as possible.

The floor will be easier to keep clean and dry if it has a
strong, snooth and even surface. No puddl es shoul d form when
you wash the fl oor. I f you cannot afford cenment for the whole
bui | di ng, you should at least try to get enough to nake a con-
crete floor,

To make the floor even
stronger, you should re-
inforce the concrete, pre-
ferably with iron cross-
grating.

If the concrete is scraped
before it gets hard, you
will get a snoboth and even
surf ace.




16 -

Walls

Wal I's nade from manufactured or locally burnt bricks will be
as good as those made from concrete. Sun-dried bricks, or

mud pl astered on to sticks are |less effective and do not give
enough protection to the goods.

Have you ever got into a car which had been parked in the sun
with all the wi ndows closed? If so, you will know that it

can becone very hot. The sanme can happen to a buil di ng nade
of corrugated iron, so this material is not suitable for walls
i n hot climates.

Wal | s made of straw and sticks give very poor protection and
are therefore not suitable for a shop.

~

bricks. What treatment do you suggest to

" Suppose your shop has walls made of burnt
make them nice to look at and easy to clean?

........
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Raoof

Tiles, slates and concrete are all good materials for a roof.
Fl attened paraffin tins may be cheap but do not |ast |ong.
Thatch is not good.

-

" Why is a thatched roof dangerous for a shop?

\_ Y,

You |l earned earlier on that corrugated iron can make a shop
too hot. Yet it is often the best material available for

the roof. The problemis that when the roof becones hot, the
air under the roof becones hot too. The hot air nust be |et
out through holes - ventilators - in the walls. These shoul d
be.

N

- high up on the walls; b Dy \\

- on opposite walls, pre-
ferably the north and
south wal | s;

- smal | ;

- covered with nosquito

nets.

If rain just runs off the roof on to the ground, the soil be-
comes nuddy. That is bad for the custoners and for the per-
son who has to clean the shop



Therefore, the shop shoul d
have gutters, at |east over
t he entrances.

It may be a good idea to
collect the rainwater in a
drum

On the ground, there should
be trenches or holes filled
wi th stones, through which
the water can drain away.

L
A good ceiling makes any shop
| ook better. It should be

possi bl e to have one in your
shop. A good craftsman can

easily nmake one with boards

and white paint.

18 -
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Daors

For small- and nmedi um sized shops, two outer doors are enough
Do not nmeke life easy for thieves by having too many doors.
There shoul d be just one entrance for custoners and one for
staff and goods.

The entrance for custoners nust | ook attractive. Use stones
or concrete to prevent the ground in front of the door from
becom ng nuddy.

It nmust be easy to carry
STORE-ROOM
goods froma lorry to the ENTRANCE

store. Make sure a lorry
can come close to the goods
ent rance. Thi s door nust be
wi de enough for easy access
and it nust |ead straight
into the storeroom - not

t hrough the selling area.

If you forget these rules
you wll waste a lot of tine
and energy carrying goods in.

Locki ng up
There nmust be strong | ocks on the doors and a set of rules as
to who should handl e the keys, as in the follow ng exanpl e:

The Turina Co-operative shop !
has two outer doors only.
The front door, which is the
custoners' entrance, is

| ocked fromthe inside with
an iron bar.
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The only door that can be unlocked fromthe outside is the

back door. Joe, the manager, is responsible for the key to
t hat door. He opens the shop in the nornings and closes it
in the evenings. If he is off duty, the key is handed over
to his assistant.

The only copy of the key is kept in a seal ed envel ope by the
secretary, who lives near the shop. It nust be used only in
an emergency. The envel ope nust be sealed in such a way that
it wll be easy to see if sonebody has opened it and reseal ed
it.

During openi ng hours, the
staff are usually busy in
the selling area. There

is no one in the storeroom
so they keep the back door
bolted fromthe inside.

/,7
. Why can only one of the doors be unlocked from
outside?

Why is only one key used for that door?

How could the arrangements for handling the
keys in your shop be improved?
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W ndows
In hot climates to prevent strong sunshine fromentering the

shop, the wi ndows should not be on the east or the west side
of the building, where the sun is lowin the norning and in

t he evening.
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The wi ndows shoul d be barred or cross-barred, or there
shoul d be shutters that are | ocked when the shop is cl osed.

Mosquito nets may al so be needed.
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L ghti

Sonmetinmes the light fromthe windows is not sufficient. A
lanmp is needed. If there is no electricity, use a pressure
| anp. Be careful not to hang it too close to the goods or
to the ceiling, as the heat could cause a fire.

Water supply and toilet

Peopl e who handl e food nust be very careful about hygi ene,
or they may spread diseases. It is for this reason that shop
staff nmust wash their hands often.

The washroomtoil et should be well separated fromthe goods
in the shop.

Very smal|l shops may not
need a tap or toilet if

t hese are avail abl e near by.
However, you shoul d at

| east have a washstand at

t he back of the shop. If
the water tap is far away,
a drum of water should be
kept at the washstand.

Suggest any improvements to doors, windows,
the water supply, washstands, etc., that are
. needed.

.' Are the fixtures in your shop satisfactory?
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FURNITURE

Racks, shelves and a counter are the basic pieces of furni-
ture of a small shop. Tables, chairs and cupboards are al so

usef ul .

Racks

Goods placed directly on the floor can easily be danmaged by
moi sture and pests. To avoid this, wooden platforns (| ow

racks) are needed.

Make the platforns high
enough so that the floor
bel ow t hem can be swept.

It is usually better to have several short platforns instead
of a few |long ones. They can then be noved nore easily wth-
out having to take down the goods on them

A tenporary rack can easily be made by resting boards on sone
bri cks.
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Shel ves

A small shop will need about 15 to 25 netres of shel ving.

This means that four or five A= | -
sets of shelves are needed, T
each with five shel ves not r *Hl 125 cm

nore than one netre | ong.

The shel ves shoul d be about

o
.3

40 centinmetres deep

The space between the shel - -
ves may vary from25 to r

50 cm Leave the bigger
spaces between the | ower
shel ves, since the biggest
and heavi est goods are dis-
pl ayed on the bottom shel f.

a
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The shel ves nust be strong and steady. They should be nade

of thick boards (2) cmis sufficient). The distance between
the supports should not be nore than one netre. Shel ves
which are too |long may sag under a heavy wei ght.

max. 100 cm
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| f possible, the shelves
shoul d be fixed to the
wal | .

Where this is difficult
to arrange, the sets of
shel ves shoul d be joi ned
to each other.

I f the shel ves are not
fastened to a wall, it
may be necessary to
strengt hen the back, and
per haps the sides. One
way to do this is to use
a crosspiece, as in the
pi cture.

25 -
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A |l arge nunber of sets of shelves placed next to each other

are better than a few very high ones.

The work i s nmade

easier as you do not have to clinb up and down so often and
custonmers can have the goods at eye |evel.

Modern sets of shel ves
that are fixed to the
wal | s by nmetal uprights
and brackets are very
good. They are very
strong and have the ad-
vant age of adjustable
shel ves, but they are
usual | y expensi ve.
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Counter

The table or shelf between shop assistants and custoners is
cal l ed a COUNTER An ordinary big table can be used but it
is much better to have a counter that has been specially
made for a shop. To make a good counter, you need to know
about the work that is going to be done at it.

( () Write below the main jobs carried out at the \
counter:

\ y

Your list of jobs carried out at the counter should be rather
| ong. Custoners are served, goods are wei ghed and w apped,
noney i s received, receipts are given and so on.

There shoul d be enough space to serve several customers, for
a set of scales and perhaps a cash register or an addi ng ma-
chi ne. You see that a hig counter is needed, and it mnust be
stable.

Because the assistants stand when working at the counter, it
shoul d be higher than an ordinary table. If it is between
80 cmand 90 cmhigh they will not have to bend too nuch

A wooden top should be covered with a hard, snooth plastic
material which will not scratch and will be easy to cl ean.
Formca is an excellent material for this purpose, but the
edges can becone | oose, |eaving a dangerous dirt trap. To
avoid this, try to get a skilled carpenter to glue the mate
rial to the counter and get the best advice avail able on how
to fasten down the edges.
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The counter also forns a barrier between the custoners'

area and the area reserved for the staff. This neans that
the counter should be rather laong. It should go from one
wall to the one opposite, just |eaving a passage on one side.
Usually it |looks nicer if the front of the counter, and pre-
ferably also the sides, are covered. This also hel ps to nmake
t he counter steady.

7
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If the counter is big enough
part of it can be used for
displaying commodities which
you particularly want the
custoners to see. You can

pl ace bowls or a small gl ass
cabinet on it. In these you
can display small itens,

whi ch would be difficult to
see if placed on the ordinary
shel ves.




The space under the counter can be used for keeping tools,
wrappi ng material and stationery. Shel ves are needed for
t hese purposes. If you do not have enough space on the

ot her shelves for conmon goods like rice, sugar and fl our

you can keep an extra stock under the counter. But al ways
put as much as possible on display.

If there is no cash register, the counter should have a
lockable drawer for keeping cash

28 )

‘ Is the furniture in your shop satisfactory?
List below any improvements that are needed.
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EQUIPMENT

To deci de what equi pnent is needed in a shop, think of the
work that is done in it.

Every week you receive new supplies of goods. Mdst of it is
i medi ately brought into the selling area, unpacked, checked,
price-marked and di spl ayed. Some cartons are kept in the

st oreroom Sugar, which is supplied in 50 kg bags, is pre-
packed in smaller quantities. Meanwhi | e, custoners are
served; goods are sold and paid for. In the evening the
shop is tidied up. You take care of the cash and wite the
records in the small office.

shop?

.' What equipment is needed for the work in your
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Now, you may conpare your list with the follow ng.

Ear opening bhoxes and cartons

a set of tools is needed:

- a knife
- a lever
- a hamrer
- pincers

Eor goods delivered in bags ,
such as sugar and flour:

- containers
- scoops

It is better not to sell
things like flour directly
froma big bag. You may
spill some and have probl ens
W th pests.

Metal or plastic containers
with lids are better than
wooden ones.

e

" Why are wooden containers not suitable?

i qhi I .

For wei ghing you need either

a balance with weights or a

set of scales. The scal es

are better, though nore

You al so need
[iquids and a

t ape measure or neasuring rod.

expensi ve.
measures for
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Scal es, weights and neasures have to be inspected by Govei
ment officials. The shop manager shoul d nmake sure that tY
I's done.

measures should be inspected and write the

" Try to find out how often scales, weights and
answer below.

o

~

Eor price-pmarking:
| abel s

- tags

- mar ker pens

If labels and tags are not
avai l abl e or too expensive,
you can easily make your
own. For this you need:

- paper
- glue or tape
- a pair of scissors

Prices can al so be marked

wi th special price-marking
t ool s.

Eor display and marketing:
It is inmportant that the
shop |l ook attractive to the
custoners, and that the
goods be easy to find.

You wi Il need:

- signs
- notice boards

In order to arrange speci al
di spl ays you will need:

- baskets

- small tables




Eor handling cash
cash receipt tickets

- a cash register
- a safe

A cash register is the best
way to record sal es accura-
tely. However, it is rather
expensive and difficult to
mai ntain, so many small shops
do not have one.

It is easier to add sales if
there is:

- an addi ng nmachi ne, or
- a calculator

For ails and kerasene

funnel s
- a kerosene punp

Never use the sane funnels
for kerosene and cooki ng
oil!

32 -
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Finally, you nust not forget
t he equi pnent needed for

keeping the shop clean:

a basin
- a bucket
- a dustbin
- a broom
- dusters
- a scrubbi ng-brush
- floorcloths

You will agree that quite a lot of things are needed in a
shop, not to nention the office equi pnment!

~

( . Did you include anything else in the list you
prepared on page 29? What was it?

What equipment is missing in your shop?
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"CHECK-OUT"

To prove to yourself that you have fully
understood this Elenent, you should now
go through the follow ng questions.

Mark what you think is the right answer
to each question. The first question is
answered as an exanple. |If you have
problens with a particul ar question, go
back and read the corres?onding chapt er
agai n. Your teacher will |ater check
your answers.

1 A good reason for building a shop close to a market is
t hat:

a many nenbers |ive there;
® nmany people go there,;
c few thi eves go there.

2 The nost economical |ocation of a shop is where:
a sal es are highest;
b the rent is |owest; _
C the difference between inconme fromsales and the rent
IS greatest.
3 A kiosk is a type of shop where the custoners:
a serve thensel ves;
b are served in the storeroom
C are served through a door or a w ndow.
4 The bi ggest roomin the shop shoul d be:
a the selling area;
b t he storeroom

C the office.

5 If only a limted anount of cenent is available, it is
best to use it for the construction of the:

a walls;
b floor;
c r oof .
6 Whi ch of the following is the greatest disadvantage of

corrugated iron sheets in a shop building?

a They offer little protection against burglars.
b They are very noisy when it rains heavily.
c They nake the shop hot in strong sun
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Smal | holes high up on the walls are needed to:
a allow insects to escape fromthe shop

b all ow daylight into the roof area of the shop;
C prevent the air in the shop from beconi ng too hot.

On which of the follow ng sides of the shop should you
avoi d havi ng wi ndows?

a North
b st .
c Sout h.

Which is the best way to protect a 50 kg bag of flour
from danp and pests?

a Place it on a high shelf.
b Place it firmly on the floor
c Place it on a platform

In the storeroom it is better to place goods:

a on the floor;
b on racks;
c I n cupboards.

More space is needed between the bottom shel ves, because:

a the bul ky goods are placed there;
b it makes the shelves nore stable;
c it is easier to see the goods.

VWhich of the followng wil help to make the shel ves
nore stabl e?

a Maki ng t hem adj ust abl e.
b Maki ng them as | ong as possi bl e.
c Fixing themto the wall.

Which of the following is a good height for a counter?

a Bet ween 90 cmand 1 m
b Bet ween 80 cm and 90 cm
C Bet ween 70 cm and 80 cm

Which of the foll ow ng statenents about a counter is true?

a It should not have any shel ves.
b It should al ways be short.
c It should have a hard, snpoth surface.

Whi ch are the best containers for flour?

a Cotton bags.
b Wboden cont ai ners.
C Pl asti ¢ contai ners.
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COMPLEMENTARY EXERCISES

To conpl ete your studies of this
topi c you should take part in
some of the foll ow ng exercises Y
which will be organi sed by your 29—
t eacher. 52

PRACTICE |

. . 3 GROUP
Practical Goup Assignments N, “4 DISCUSSION

1 The Shop Building

Exam ne a shop

a) Prepare a list of inprovenents to the building which
you would |ike to recomrend.

by Try to find out the cost of each inprovenent.
c) Suppose that there is not enough nmoney to do all the

i mprovenents at once. List themin the order they
shoul d be done. G ve reasons for the order you have
chosen.

d) Conpare your list with that nmade by other groups.
2 The Furniture

The assignnment is the sane as for the buil ding.

3 TIhe Equi pnent
Exam ne a shop

a) Prepare a list of all equipment used in the shop.

b) Conpare your list with the one in this Elenment (pages
30 to 33) and find out if there are any essenti al
things mssing in the shop. Has noney been wasted on
unnecessary equi pment ?

¢) Conpare your report wth those of other groups.

a) Your teacher will describe to you sonme possible sites
for a shop. Discuss and then decide which is the
best one. G ve reasons for your deci sion.

by Alternatively, you may discuss the |ocation of some

near by shops and judge which of them has the best
| ocati on.

c) Conpare the decisions of the groups.





