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INTRODUCTION

It was the |ast day of the nonth. Sonme nenbers were stand-
ing outside their co-operative shop, looking at the famliar
white sign with the di scouragi ng nessage hangi ng on the
| ocked door. Through the wi ndow they could see that the
staff and the comm ttee nenbers were very busy inside, but
t he shop remai ned cl osed.

- | wonder what they're doing in there? They look as if
they're just noving everything around.

- | can see that, but is it really necessary to keep the
shop closed on the |ast day of every nonth?

- Well, | suppose they have to. They're checking to see if
any goods are missing. That's inportant. Renenber we've
contri buted nmoney for this shop.

- Maybe you're right. | don't want to | ose ny noney. But
do they really need to keep the shop closed for the whole

day just for that? And on ny payday t oo!
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By listening to the nenbers, we can |learn several things.
They do not like their shop to be closed, especially on pay-
day. Not all of them know what stock-taking is or why it is

done. Nor are they convinced that it nust be done so often
and take such a long tinme. Must it?

In this MATCOM El enent you will | earn nore about stock-
taking. Answers will be given to the foll ow ng questions:

What is stock-taking?

Wiy is stock-taking necessary?
When i s stock-taking done?

How i s stock-taking organi sed?
How i s stock-taking done?

How i s the stock val ue cal cul at ed?

How can st ock-taking be inproved further?

In other words, you will Ilearn to organise and carry out
st ock-taki ng quickly and accurately.



WHAT IS5 STOCK- TAKING ?

Before ordering goods you always take stock - at |east you
shoul d do so. For exanple, you count or estinmate the nunber
of kilos of sugar there is in stock. There is no need to be
exact . Al you want to knowis .... have you enough sugar
or should you order sone nore?

In a way this is stock-taking, but not the kind that we w ||

be dealing with in this El enent. W want to know exactly
how much we have: the precise nunber of boxes, the exact

anmount of sugar, the actual quantity of kerosene, and so on
for every item St ock-taking therefore involves a |ot of

counting, weighing and neasuring. At stock-taking, not only
are the quantities of goods recorded, but also the wunit
prices (If we are counting packets of tea, the unit price

is the price of agne packet.)
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This is because we need to know the total value of the

st ock. It is calculated as follows:

Article Quantity X Unit price = Total value
Matchboxes 41 packets x 0.25 per packet = TS$* 10.25
Sugar 120 kg x 3.50 per kg = 420.00
Kerosene 32 1 x 1.10 per 1 = 35.20
Total = TS 465.45

which price are we talking about? It is the selling price
whi ch we use, the price charged to the custoners. Not the
cost price which was paid to the whol esalers. You will un-
derstand the reason for this later, when you | earn why
stock-taking is necessarv.

. Selling prices are recorded during stock-taking.
There is a practical reason for this. What is it?

Stock-taking is supposed to show the actual selling value of

t he stock. This is the anpbunt of noney which we expect to

have obt ai ned once the goods have been sol d. It would be
wrong, therefore, to record danaged goods at their origina
selling price. Such itens should be reduced in price and

recorded at the new val ue.

Why would it be incorrect to record a teacup
with a missing handle at this original selling

.' The selling price of teacups is T$1.25 each.
@ ororice?

*  We use an imaginary currency here, because this booklet is used in
many countries. We call it "Training dollars" (T$).



WHY IS STOCK-TAKING NECESSARY @

Recording the quantities and the selling prices of all goods
and calculating their total stock value is not an easy task.

Before we start stock-taking, let us therefore find out why
it is necessary.

L heck if I L

At stock-taking, the total value of stock in the shop is
cal cul at ed. This total is conpared with the total val ue of
stock which should be in the shop. Any shortage is called
lLeakage. Leakage is the word used when goods are m ssing.
They have di sappeared fromthe shop and no noney has been
received for them Leakage is a loss to the co-operative so-
ciety and its nenbers.

St ock-t aki ng enabl es any | eakage to be neasured. Hi gh | eak-
age figures are a signal to the manager and the commttee
that sonething is wong in the shop. They will have to find
out what it is, so that it can be renedi ed quickly.

Car el ess or di shonest staff
cause | eakage.

"Shoplifters” al so cause

| eakage, by taking away
goods w thout paying for
t hem




Has the shop been making a surplus or a loss? This question
is very inportant. The manager or the secretary of npbst so-
cieties is therefore requested to calculate the result -
surplus or loss - and showit in a nmonthly report to the
commi ttee.

He cannot nake this calculation if he does not know the cost
of any |ost goods, that is the | eakage.

- Cost of goods 1ost (leakage) - /00 m
AN

cost of running the shop: 1220 1310
- Wwages and staff costs i/ ]

-,.35
- puilding and equipment m

.

3. To prepare the balance sheet

According to the I aw, a bal ance sheet has to be prepared at
the end of every financial year.

In the bal ance sheet, all assets nust be shown. Stock is
probably your society's nost val uabl e asset. Therefore, be-
fore the bal ance sheet is prepared, stock-taking nust be
carried out so that the total value of the stock can be cal -
cul at ed.

W said on page 6 that we use the selling price during the
st ock-t aki ng. This nmakes it easy, because the selling pri-

ces are supposed to be narked on all goods. (Check your
answer to the first question of page 6.) It would be nore
conplicated to find the cast prices for all goods.




So the selling prices are used for cal cul ati ng the | eakage
because it is practical. Unfortunately, we also need to know

the | eakage at cost price when cal culating thesurplus or

Laoss and the stock val ue at cost price whenpreparing the
bal ance sheet

Still, the nost practical solution is to record only the
selling price during the stock-taking. As we knhow the aver -

age trade margin (the difference between cost prices and
selling prices expressed as a percentage), it is a sinple
operation to calculate the stock value at cost price. You

will learn nore about this in the MATCOM El ement " Stock Con-
trol Records".

. Three reasons for stock-taking have been de-
scribed. Write these reasons below.

1.

Furt hernore, stock-taking provides you with a good opportu-
nity to check the condition of your stack

You will be able to see:
if there are any damaged itens;
if there are any slow noving itens;

if you have the right assortnent of goods.

St ock-taki ng provides this sort of infornation. You can
then take action to renedy any faults.
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WHEN IS STOCK-TAKING DONE?

You now know why stock-taking is necessary. But it is tine-
consum ng, tiresone and costly. The shop has to be cl osed
while it is going on. The custoners suffer and may spend
their noney in other shops. Sales are lost. It nmay be ne-
cessary to pay overtine or even hire extra staff. So, we
agree that stock-taking should only be done when it is real-
|y necessary.

When nust stock-taking be done? On the previous page, we
gave three reasons for stock-taking. W can therefore say
that it shoul d be done:

Calendar
UI r ed b LaW JANUARY FEBRUARY MARCH APRIL
- req y y s 613 20 27 31017 24 302 9 16 23 613 20 27
M 714 21 28 41118 25 3131017 24 714 21 28
Tu 18152229 411 18 25 18152229
w 2 91623 30 512 19 26 2 916 23 30
Th 31017 24 3 613 20 27 31017 24
. F 41118 25 714 21 28 41118 25
-— m_en trad| ng results ar e 3 51219 26 8 15 22 29 51219 26
May JuLy AUGUST
. s 41118 25 1815 22 613 20 27 3131017 24
requl red' N 51219 26 2 916 2380 7 14 21 28 41118 25
] Tu €13 20 27 310617 24 18152229 51219 6
W 71421 28 411 18 25 2 9162230 613 20 27
Th 181522729 51219 26 31017 28 21 714 21 28
£ 2 916 23 30 613 20 27 41118 25 1815 22 29
s 31017 24 31 7142128 51219 26 2916 23 30
- SM:LQD. I eakage | S a pl’ Ob' SEPTEMBER ocToBE NOVEMBER DECEMBER
s 713 21 28 512 19 302 916 23 714 21 28
™ 181522729 613 20 27 31017 24 18152229
Ty 2 916 23 30 7 14 21 28 41118 25 2 916 23 30
|em w 31017 24 1815 22 29 512 19 26 31017 24 31
™ 41118 25 2 9162330 613 20 27 411 18 25
F 512192 26 31017 22 3 714 21 28 512 19 26
s 6 13 20 27 a1 18 25 18152229 613 20 27

Let us now see if we can establish sone practical rules:

RULE ONE:
STOCK- TAKI NG SHOULD GENERALLY BE DONE EVERY MONTH

The nmain reason for frequent stock-taking is to control

| eakage. Very high | eakage can soon ruin a business. This is
especially true if a lot of goods are being stol en. But
st ock-t aki ng, however frequent, cannot prevent maj or
thefts. The best way to prevent themis to enploy honest and
capabl e staff.
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| eakage in tine (except for major thefts). More frequent
stock-taki ng woul d cause too nuch disruption in the work of
t he shop.

Suitable tinmes for stock-taking are on the |ast day of each
nonth, after the shop has closed, or on the first day of the
nont h, before the shop opens. The infornmation provided wll
be used for the manager's report as well as for |eakage con-
trol.

RULE TWO.

STOCK- TAKI NG NEED NOT EVEN BE DONE ONCE A MONTH | F
LEAKAGE HAS BEEN LOWI N THE PAST FOUR MONTHS

What shoul d be considered as | ow | eakage may vary accordi ng
to |l ocal conditions, range of stock, etc. But it should be
| ess than 0.5% of the sales.

At first, the intervals may be extended to two nonths and
then, if all goes well, to three nonths and so on. The nmax-
i muminterval between stock-takings should be six nonths.
I f | eakage is high, stock-taking should be done nore often

less concerned about leakage if such a system is
introduced?
Give reasons for your answer.

" Do you think the staff will be 1) more or 2)

If there has been no stock-taking, you should assune that
t he | eakage has been kept at its usual |evel, when preparing
the nmonthly report.



RULE THREE:

STOCK- TAKI NG SHOULD BE DONE WHENEVER THERE | S A
CHANGE OF MANAGER

The out goi ng manager shoul d be hel d responsible for the
stock until it is handed over. The new manager shoul d know
exactly what he is taking over.

2

When a new manager has been appointed, stock-
taking should be done once a month, even if pre-
vious results showed very low leakage.

What are the reasons for this?

RULE FOUR:

STOCK- TAKI NG SHOULD BE DONE | MVEDI ATELY | F THERE | S
SPECI AL REASON FOR BELI EVI NG THAT THE LEAKAGE | S

HI GH

One such reason could be a fire, which has destroyed some

goods.

?

What other reasons would cause you to do stock-
taking immediately?

?

b)

c)

How often do you do How often should it be
stock-taking in your done in your opinion?
shop to:

check the leakage

find the surplus or
loss

find the value of the
assets
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HOW IS STOCK TAKING ORGANISED®

"Cl osed for stock-taking", -
t hat was the nessage to the

custoners in the Introduc-

CLOSED tion. Their shop, |ike many

ot hers, cl osed on the | ast

FOR STOCK“TAKING day of every nonth. Is that

really necessary? No, prob-
ably not!

Stock-taking can be done less frequently

‘ Try to complete the following sentence and then
turn back to page 11 to check your answer.
Stock-taking need not even be done once a month if
leakage has been ........ in the past ....cccc0...

months,

Stock-taking can be done faster

If stock-taking in an ordinary co-operative shop takes a
full day, it has not been organised in an efficient way. It
shoul d be possible to conplete stock-taking in an evening,

after the shop has been closed, perhaps a few hours earlier
than usual. O it should be done in a norning, and the shop
re-opened in the afternoon - provided the stock-taking is

well organised.
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Stock-taking can be nore accurate

There is little value in fast stock-taking, if it neans a
| ot of m stakes.

Supposi hg sonme goods on one shelf are overl ooked and not re-
corded, that 5 kg of sugar are recorded instead of 50, and
that figures like 1 and 7 are badly witten and m xed up
when the stock value is calculated (these are conmon m s-
t akes when stock-taking)...... The stock val ue woul d be
wrong, and an incorrect nonthly report would be presented to
the commttee, who m ght take the wong sort of action.

cartons of washing powder, each containing 25
packets priced to sell at T$10 each, were for-

.' How would the leakage figure be affected if two
" gotten during stock-taking?

Answer:

increase

The leakage figure would decrease

by T$

So |l et us see how stock-taking should be organised in order
to make it both fast and accurate.

Keep the shop tidy

As far as possible, only

goods in sealed cartons,
boxes and bags shoul d be
kept in the storeroom |If
sone | oose goods nust be
kept there, they should be
di splayed tidily on the
shel ves.




The quantity and the unit
price should be witten on
all cartons, boxes or bags
which have not yet been
opened.

In the selling area, goods
shoul d be displayed in set
pl aces. Avoi d having the
same goods scattered in dif-
ferent places around the
shop.

Al'l goods in the shop shoul d
have prices nmarked on them
Make sure the old stock is
mar ked again if there is a
price change.
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That was a description of the way the shop should al ways

be

arranged. Before starting the stock-taking, it is advisable

to take a closer |look at all the goods in the shop.

Check and put right:

if any goods have been
wrongly pl aced;

if any price | abels are
m ssi ng;

if any prices are wong.

Bring forward any goods
whi ch m ght be hi dden be-
hi nd ot hers or which are
conceal ed in dark corners.

— 7

Arrange the goods so that 5@ sﬁ
they are easy to count. \ \ N
RS 2o

SE =

S E

. How can keeping the shop tidy help to make the
stock—-taking fast and accurate?




i ith d |
Damaged itens may sl ow down the stock-taking. |If they can
still be sold they should be given a new reduced price.

Thi s nust be done before the values are recorded during
stock-taking. Since the prices may vary according to the da-
mages, it may be necessary to record themitemby item
Quite a tiresonme task, if they are many.

It is better to try to
stock-taking. Then you do not have to count them

Make a practice of selling ~

damaged items at reduced gxm&ll)[‘;’

prices as soon as they are D

di scover ed. i @@D@E’
[ >

Thr ow away goods which are

too damaged to be sold.
When you do this - nake
sure that you followthe
procedures | aid down by the
commttee.)

Does the Bottling Conpany
give a refund for drinks
whi ch have gone bad?

I f any supplier gives re-
funds for defective goods,
make sure these are return-
ed and credit is obtained
bef ore st ock-taki ng.

. Which of your suppliers accept the return of de-
fective items?
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Nunber shelves and racks

You have already seen one exanple where two forgotten car-
tons of washi ng powder wongly reduced the stock val ue by
T$500. It is quite easy to nmake this kind of nistake when
trying to work fast. Here are sone simlar m stakes which
were found in co-operative shops:

Goods on one shelf were nOt COU.l’lted

over |l ooked and not count ed,

Itens kept in a counter
drawer were forgotten ....

An extra stock of ciga-
rettes and sone radi os were
kept in a | ocked cupboard,
whi ch nobody t hought about
during the stock-taking.

not countea

To prevent such m stakes in your shop, you are advised to
give a nunber to all the places where goods are kept; not
just the storeroom and the selling area, but every shelf,
rack, drawer, cupboard and container in them
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Do not forget the special displays on tables, in baskets, in
wi ndows, etc.

Prepare sone sinple |labels with nunbers and tape them onto
the different places. Nunmber the places in such a way that
the staff who are going to count the goods can easily find
t hem Al ways start nunbering from the top |eft-hand cor-

ner. Shelves can be nunbered |like this:
1 6 11 16
2 7 12 17
3 8 13 18
4 9 14 19
5 10 15 20

Show cl early where each nunbered section starts and ends:
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The nunber of a section is marked where the section starts
and it continues until there is another nunbered | abel.

Here are sone nore exanpl es of nunbering

q
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St ock-taki ng should then be organised in such a way that you
are sure that none of the nunbered sections 'is forgotten.
Nor should any section be covered twce. W will ook into
that again later, but first alittle exercise:

in the picture below? You may use a pencil and

.' How would you suggest numbering the selling area
write the figures directly onto the picture.
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Select and organi se the stock-takers

Who does the stock-taking?

The manager and the assistants are there of course.
mttee nmenbers help for two reasons:
staff, but they are al so supposed to check that the record-

co-oper at -

ings are done correctly. For
lve officer is sonetines present.

t he sane reason, a

Com
firstly to assist the

How do we organi se these people in order to nake the stock-
us | ook at what

taki ng fast and accurate?

done. There are three nain tasks:

Counting, wei ghi ng and
nmeasuring the goods.

This job is best done by
t hose who know t he goods

and are used to handling
t hem

Recording the quantities

and the unit prices.

This job requires people
who can wite clear figures

and know how to fill in a
form
Checking that correct fig-
ures are entered.

Checki ng can be done by the
peopl e who are recording.

It is very inportant to
check that the quantities
and prices recorded are the
correct ones. This is a
task for the conmttee nem
bers or the co-operative

of ficer.
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.' Who would you suggest should do:

‘ a) the counting?

b) the recording?

bers, but -not the staff, should be responsible
for the checking? (Here is a clue: how will
@ the stock value be used?)

" Could you find a reason why the committee mem-

Do you agree that the shop assistants should do the count-
i ng, neasuring and so on? The comm ttee nenbers shoul d do
t he recordi ng because they can check that the correct fig-
ures are recorded.

Therefore, the participants are to be organised in teans,
each of them consisting of:

Co-op Officer
Shop Committee

a shop assistant doing Assistant Member

the counting; and \ ,

a comm ttee nenber doing ‘ ¢
the recordi ng and check- &t

ing.

Shop
Assistant

Committee
Member

Shop
Assistant

The manager is probably too busy organi sing and supervi sing
the whol e stock-taking to do counting or recording hinself
lunl ess the secretary or the co-operative officer take care

of the organising and supervi sion).
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Each teamis assigned to a different part of the shop. They
shoul d be told which of the nunbered shelves, etc., are as-
signed to them

I
I
I
I
I
I
I
|
|
O
WINDOW

SHELVES

e e e e e — — ¢

SHELVES

|

|

|

|

|
|

|
SPECIAL |
DISPLAYS <::) L :
/ i
i

|

|

|

|

|

l

|

]

|

J

RACKS

COUNTER

STORE-ROOM

WINDOW

For exanple, in the above drawi ng the shop has been divi ded
into four parts and there are four teans each taking care of

one part.

Team A is given the storeroom wth sections 1 to 12.

Team B i s given the shelves behind the counter, wth sec-
tions 13 to 28.

Team C is given the shelves at the side of the counter, in-
cluding what is placed between the two sets of shelves (sec-
tions 29 to 41).

Team D is given the counter, the special displays and the
wi ndows (sections 42 to 52).
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It is better if each teamfinishes its job at about the sane
time. That is difficult to arrange because sone peopl e work
faster than others and sone goods take | onger to count or
neasure.

You will |earn about the delays through experience. And you
can then transfer sonme shelves fromthe list of a slow team

tothe list of a faster team In that way you will inprove
t he organi sation.

: I .

St ock-taki ng does not require nuch stationery, but do nake
sure it is available.

You wi Il need ball point pens for each team and stock-taking
forns (which should be nunbered).

Al so make sure that the weighing and neasuring equi pnment is
I n good working condition.

Instructions and information to the stock-takers

Now we have been tal king a | ot about how to organise the
wor k and distribute the jobs. We are al nost forgetting
sonet hi ng i nportant:

i nformati on and i nstruction.

It is not enough for the manager to know about the organis-
ation, he nust informeverybody so that they all know what
they are supposed to do and how they are supposed to do it.
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HOW -IS STOCK-TAKING DONE?

Looki ng back on what you have | earned so far, you may say
that there is a lot of work to be done before stock-taking.

That is true, but if you do it, the stock-taking itself wll

be easy. The shop is closed, the stock-taking fornms are
distributed to the teans. W are ready to begin.

The counting work
Let us follow one teamand see it at work, for instance the
one whi ch has been given sections 13 to 28. They are sup-

posed to start with the | owest nunber, which is shelf nunber
[ 3. First we watch David. He is counting.
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David starts with what is on the far left of that shelf:

"Sun" Washi ng Powder, | arge size. He reads out the nane to
Sarah, who is recording. He al so nentions the unit price
which is T$12.50. Wiile Sarah is witing this, David counts
t he nunber of packets. |If necessary, he takes themfromthe
shelf to see that there is nothing hidden behind them

"There are 7 packets," he says. Then he continues in the
same way with the next comodity.

"Sun" Washing Powder, snmll size, price T$7.25; t here
are ni ne packets.
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He continues in this way, taking each type of article in the
order they are placed, working fromleft to rijght. He is
very careful to nove along the shelf in this way, otherw se
it would be easy to forget some goods. \Wen shel f nunber 13
is finished, he starts on nunber 14 and so on until nunber
28, which is the last one in their section

When he cones to sonething which is sold by weight, he wll
have to weigh it, unless it has been prepacked in bags of
certain quantities. O her goods which are sold by the yard,
metre, pint or litre, have to be neasured if the quantities

are not known.

Toilet Soap on shelf number 13, he discovers
more soap of the same brand on a special dis-
play. First he thought of counting all the
soaps together, although they were in diffe-
rent places. Then he remembered that he had been in-
structed not to do this. What would have been the
danger if he had counted all the soap together?

" While David 1is counting the bars of "Bux"
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TIhe recording work

Now, let us |look at Sarah's work. She is using a stock-
taking formto record the informati on which David gives her

STOCK-TAKING FORM No...[IR. .. ...
Shop .. JM /éO/gé ........ Date :3.0/./Q//935. ..
Section Article Qty Unit Total
No. Price Value

13 |Glun dbnatiing i, lurge| T 12.50

” ” " amadl 9 725

Fan 1hrohing-up Liguid 0 4.75

TN

The stock-taking formwas nunbered by the manager before
Sarah received it. Sarah adds the nane of the shop and the
dat e.

In the first colum she wites the nunber of the shelf so
that it wll be easy to find where the goods are kept in the
shop. It is not necessary to repeat this nunber for each
itemon the sane shelf.

Then she wites the nane of the article. If there is nore
than one brand or size, it nust be nentioned so that the
goods do not get m xed up. Therefore, she wites not only
"Washi ng Powder", but "Sun" and "l arge" as well.

David tells her the nane of the article and the unit price.
Before she wites the price, she repeats it so that David
can hear that she has understood him

"Fan Washing-up Liquid, price 4.75," he says.
"4.75," she replies.
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Wiile she is witing, he counts. Then he says:

- "10 bottl es".

And agai n she repeats:

"10 bottl es".

She enters the quantity in the formin the correct col umm.

(Qy).

She | eaves the last colum showi ng the total value for the
manager to conplete after he has done the cal cul ation.

- "Ama Scouring Powder. 3.10," says David.

"3.10," Sarah answers, but she wites 1.30. She sees her
m st ake i mredi ately. How can it be corrected?

First, she considers altering the figures, but then she re-
menbers that this is not allowed. Instead she draws a |ine
t hrough the wong recording and wites the correct one be-
| ow:

e lorssrercg—Fater 36
Ana xﬂgna%gg Powdler 3. 10

She certifies the correction by witing her initials in the
mar gi n.

‘ Why do you think that it is forbidden to make
' corrections in any other way?




Ihe checking work
Stock-taking would be useless if wong figures were
recorded, particularly when |arge anounts are invol ved.

Therefore, it is the duty of the conmttee nenbers to check
that there are no m stakes.

Sarah is a nenber of the conmttee. While she is recording,
she al so keeps an eye on what David is doing. She checks
t hat he does not forget any goods and that the quantities he
calls to her seemcorrect. Whenever she considers the
quantity to be incorrect, she asks himto recount, or else
she checks by counting herself.

But, you may say, Sarah can nake ni stakes herself when
recordi ng. That coul d happen, of course. Theref ore, when
calcul ating the total values, the manager checks that the
prices and quantities are realistic. If they are not, he
checks the article in question to see whether the recording
Is correct or not. If a mstake is then found, the
correction should be certified by a commttee nenber.

Finally, a co-operative officer or a conmmttee nenber coul d
be given the special duty of checking the recordings. O
course this does not nean that every itemis checked; only
certain itens are selected and a special check is made to
see jif they have Dbeen recorded correctly. The nost
expensive itens in the shop are checked in this way nore
often than the others.

’ Why should the recording of the most expensive
items be so important?
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Bags and returnable enpties
If custoners are charged for paper and plastic bags, these
itens should be counted and recorded during the stock-
t aki ng. Bottles, cases and crates on which a deposit has

been paid are treated in the sane way, whether they are ful
or enpty.

It is advisable to check that these itens have been recorded
during stock-taking. If they are forgotten, the total value
of the stock will be wong and the | eakage figure too high.

late deliveries

When t he stock-taking has been conpl eted, the actual stock

value wll be conpared with the value shown in the Stock
Control Register. This register, therefore, nust be kept
up-to-date. Parti cul ar care nmust be taken to ensure that

all goods delivered to the shop just before stock-taking
have been included in the register.

I f goods are delivered while you are doing the stock-taking,
do not enter themin the register or in the stock-taking

forns.
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Leti 1 -t aki

When the counting, recording and checking has finished, the
team nmenbers sign their stock-taking fornms to certify that
t hese records are correct:

Counted by Recorded by Calculated by

.............................................

Then the forns are handed over to the nmanager (or the sec-
retary) to do the cal cul ati ons. This job could wait until
t he foll ow ng day. After a rest, the manager will be |ess
likely to nake m stakes. There is, however, one thing which
cannot wait - the manager nust check that no forns are m ss-

ing.

Renenber that the stock-taking forns should be nunbered.
The manager has kept a record of the forns which have been
given to each team

Team A 1 -5 29 - 30 Team C 11 - 18
Team B 6 - 10, 31 Team D 19 - 28

He now puts the forns in order and finds that nunber 16 is
m ssi ng. It had been given to Team C, so he asks themto
|l ook for it. There it is! Forgotten on a shelf. Finally,
all the forms are in their proper order and the stock-taking
I's over!

tion of stock-taking. We concluded by saying
that it is very important that the staff be gi-
ven information and instruction on the work to

.' On pages 13 to 24 we talked about the organisa-
. be done.

Now you have studied both the organisation and the
actual work involved in stock-taking, try to write
down a check list of all the important things to be
remembered by the people who are likely to assist you
at the stock-taking in your own shop.
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HOW IS THE STOCK VALUE
CALCULATED ¢

On the foll owi ng day the nanager (or the secretary) cal cu-
| ates the total selling values of the goods on every stock-
taking form

STOCK-TAKING FORM No..l2 ......
Shop el . brdb. ... .. ... pate 30//9/198. ..
o | iy | o
/3 Plin lhpshing Buder, benge | T 12.50 87.50
’ ’ " amall q 725
Fan 1Iashing-ub Lipiic 10 4.75
Ama Deowring Bsder 6 3.10
f//zeen/zfozyé /12 1.90
Bur Toidel Dlpak 30 | 45
Gox Bath, Soap 8 2.10
- —
Grand Total |

Counted bf: Recorded by Calculated by

---------------

. You can see that he has calculated the total
value of the first article: 7 x 12.50 = 87.50.

. Usually there are more articles on each form,
but this short one will do as an example.

Do the other calculations and add up the figures in
the Total Value column. If you have added up cor-
rectly, you will get 301.95 as the total selling
value of the goods on form no. 12.
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You can see that calculating the values on each formis a
difficult job when there are many articles in a shop. There
I s al ways danger of making m stakes. It is advisable to use
a cal culating machine and to check the cal cul ati ons care-
fully.

To obtain the grand total selling value of the stock in the
shop there is still another job to be done. The total val ue
of the goods |listed on every stock-taking formhave to be
| i sted and added together. An exanple is given bel ow

Total s from Form No. Total Val ue
6, 003. 50
543. 25
722.50
612.70
315. 65
1,217.10
2,315. 20
3,712.50
1, 210. 50
10 301. 95
11 472.50
12 625. 15
13 2,117.10

~N o o1 BB W D

31 4,105.70
Tot al 54,101. 35

There you are, the total selling value of the stock is:

54, 101. 35


ana

ana

ana
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HOW CAN STOCK-TAKING BE
FURTHER IMPROVED?

You have | earned how to organise and carry out the stock-
taking. You know how to organise it well so that it wll be
fast and accurate. But further inprovenents can be made to

obtain greater speed and accuracy.

If nore is done in advance, the shop need not be closed for
such a long tine. And since the preparations are done in
|l ess of a hurrry than the actual stock-taking, there will be
| ess risk of making m stakes.

We shall show how further preparati ons can be nade before
st ock- t aki ng.

Dannges

We have al ready nentioned that damaged goods shoul d be dealt
with and, if possible, sold out before stock-taking. In that
way you avoid time-consum ng pricing and recordi ng work dur-
ing the stock-taking.

If, in spite of your ef-
forts, there are danmaged
itens left in the shop on
t he day before st ock-
taki ng, they could be re-
corded in advance. But
then they nust be put aside
in a carton which should be
mar ked "listed for stock-
t aki ng". After that, no-
body shoul d be allowed to
touch themuntil the stock-
taking is over.

Then they shoul d be unpacked and sold at their reduced price
as qui ckly as possi bl e.
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"Tinme-consum ng" articles

Do you stock any articles which take a long tine to count
because they are small and nunerous? Nails and screws are
exanpl es of such goods.

I nstead of counting all of them you could count a certain
nunber, say ten, and weigh them Know ng the weight of ten
screws you will be able to calculate the total nunber by
wei ghing the total stock of screws.

This could be done one or
two days in advance. The
guantities are noted on
cards which are placed wth
t he goods. If any are sold,
the figures are reduced ac-
cordingly. Duri ng t he
st ock-taking, all you need
to do is to | ook at the
card and record the shown
quantity.

el | :
| f goods are received shortly before the stock-taking, it is
best not to unpack the bul k packages. This wll save tine

as there is no need to count them since the quantities
stated on the cartons, boxes and bags can be recorded on the
stock-taking form

But do not nmake the custoners suffer. A new carton nust be
opened, of course, when the goods are needed.

TIhe storeroom

Look around the storeroom a day before stock-taking. Is
t here anything which will be needed before the stock-taking
is over? If not, it may be possible to close the storeroom

or part of it, until after stock-taking. If this is the
case, stock-taking nay start there, while the shop is still
open. Maybe this part could even be conpleted before the

stock-taking starts el sewhere.
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ing i I

Look again at the stock-taking form on page 27. \Which
colums could be entered in advance?

In fact, everything except the quantities and the total
val ues could be entered in advance. That neans that sone-
body coul d make these entries a few days before stock-taking
if he can be released fromhis ordinary duties. O course,
the other preparations nmentioned on pages 11 to 26 should be
done first.

The entries on the forns are to be made in the sane way as
descri bed for recording during stock-taking, but the quan-
tities are omtted. There is no counting to be done at this
stage so teans are not required for this job. One person
wor ki ng al one can prepare the fornms in this way for the
st ock-t aki ng.

By the tine the shop has been cl osed, ready for the stock-
taking, the forns will already |ook like this:

STOCK-TAKING FORM No..1R ... ...

Shop é%%¢¢'éargé .......... Date .3Q/@b0?&ﬁ.

Section . Unit Total

No Article Qty Price Value
13 un, byofivrg Bnudon, Lorge 12.50

' T amall 725
Fane 4Spsbsing—uh Loguial b.T5
R/~//F~/KV\\\\N\\//A\\\‘//~,)//Faﬁh\—""ﬁv“’“"\“/A\‘\\

After the fornms have been prepared in this way, it is
I nportant not to change the displays or the prices. That
woul d confuse the teans doing the counting and recordi ng of
the quantities. They must be able to find the articles
easily when conpleting the stock-taking formby filling in
the Quantity col um.
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Si Lifi | K- Ki it l | | Or S

A stock-taking which is done to supplenment the annual final
accounts and reports nmust be properly recorded and verifi ed,
according to the law of the country. But it nay be up to

t he co-operative society to deci de how ot her stock-takings

during the year should be recorded.

If regulations pernmit, you could use pocket calculators to

carry out such stock-takings snobothly and very quickly.

After the necessary preparations, the stock-taking staff go

t hrough the shop, naking entries directly on the cal cu-
| at or s. For each article they nultiply the unit price by

the quantity and the calculator will immediately display t he

total val ue. An advanced cal cul at or would al so be able to
accumul ate the totals and give you a grand total for a whole

section of goods.

For control purposes you may still need witten docunents

st ock-taking forns), but the recordings night be sinpli-
fied. For exanple, you could just wite the total stock

val ue of each article, or even of a group of simlar itens.
Sone small cal cul ators have built-in printers which may be
used to produce sone |lists so that it is possible to ident-
ify which itens have been val ued and recorded. The wor k of
t he stock-taking teans can thus be checked.

A word of warni ng i s needed here: It is easy to nake m s-
t akes when using el ectronic cal culators - for exanpl e, by
t ouchi ng t he wr ong key or forgetting a deci mal poi nt .

Therefore, do not just accept the total sdi splayed as cor-
rect w thout nmking a quick judgenent whether the figures

seemto be realistic or not .
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"CHECK-OUT"

To prove to yourself that you have
fully understood this Elenent, you
shoul d now go through the foll ow ng
questi ons. Mark what you think is
the right answer to each questi on.
The first question is answered as
an exanpl e. If you have probl ens
wWith a particular question, go back
and read the correspondi ng chapter
agai n. Your teacher will | ater
check your answers.

I The mai n purpose of stock-taking is:

a to clean the shop
b to find damaged goods;
© to know the total value of the stock.

2 Stock-taking is necessary in order to:

a determ ne the | eakage;
b keep the staff busy;
c I ncrease the sales.

3 The nost practical prices to be recorded during stock-

t aki ng are:

a the cost prices;

b the selling prices;

c the cost and the selling prices.

4 Cost prices are not recorded because:

stock value at cost price is not needed,;
cost prices are secret;

O o

C stock value at cost prices can be calculated in

anot her way.

5 If there is a |lot of |eakage, stock-taking is rec-

ommended:

a every day;
b once a year;
C once a nont h.

6 An extra stock-taking should be organi sed when:
a goods are delivered to the shop;

b a new nmanager is taking over;
c a new commttee is el ected.
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Recording of unit prices is nost easily done when

a all stock-taking teanms have a price-list;
b all goods are marked with prices;
¢ the manager is doing the recording hinself.

Goods in the storeroom should preferably be:

a kept in sealed bul k packages;
b kept in opened bul k packages;
¢ unpacked and pl aced on shel ves.

Damaged itens shoul d be recorded:

a at their ordinary selling prices;
b at prices reduced according to the damage;
c at nil value.

Nunberi ng shel ves can hel p:

a make goods easy to find during the stock-taking;
b keep good order in the shop during the stock-taking;
c prevent any goods from being forgotten during the

st ock-t aki ng.

Nunbers shoul d be given to:

a shelves only;
b shelves and racks only;
c any space where goods are kept.

The recordi ngs shoul d be entered:

a 1in a cheap type of note-book;
b in a bound | edger
c on specially nunbered stock-taking forns.

Who shoul d check that the recordings are correct?

a The nenbers.
b The commttee.
¢ The shop assistants.

The counting and recordi ng of goods shoul d be done so
t hat :

a all expensive itens are treated separately;

b goods are counted and recorded in the order in which
they are pl aced;

¢ goods in the storeroomare added to the sane itens in
the selling area.
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COMPLEMENTARY EXERCICES

To conpl ete your studies of this
topi c you should take part in sone
of the follow ng exercises which
w || be organi sed by your teacher.

PRACTICE

The group will be given the task of carrying out a stock-
-taking in a selected shoF. The work shoul d be done ac-
cording to the follow ng plan:

a Make a list of all the preparations which should be
?gne |£®the shop prior to the stock-taking (see pages
to .

b Visit the shop one evening and carry out all the pre-
parations.

C Return to the shop one of the follow ng eveni ngs and
do the stock-taking (see pages 25 to 32).

d Conplete the stock-taking forms on the foll owi ng day.

. .

2 Assessnent of the stock-taking work

Assess the stock-taking you have conpleted in a group
di scussi on. Identify all the weak points in the work
process. Wite a group report on your experiences and
suggest any inprovenents whi ch woul d nake the next stock-
taking in the shop faster and nore accurate.





