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FOREWORD

@® The performance of co-operative shops is obviously of the utnost

i nportance to the devel opnent of the consumer co-operative nove-

nment .

But a shop is only as good as its staff. Consequently we shoul d
spare no effort to inprove the staff training programmes for con-

sunmer co-oper at i ves.

As trainers we have a great responsibility: we need pronpt results
and better shop perfornmance. W nust, therefore, use training pro-

grammes and materials that are effective and job-oriented.

@ The MATCOM series of study booklets ("Learning Elements") is speci-
fically designed to neet the training needs of consuner co-opera-

tives in devel oping countries.

@ This booklet conprises backup notes for the instructors on the use
of the MATCOM El enents. There are both general guidelines and de-

tail ed notes on each El enent.

THE DISPLAY OF GOODS |
= N SELF-SERVICE SHOPS




THE “MATCOM ELEMENTS”

Basic Features

In their original edition, the Elements are in English.

Each El enent deals with a single specific topic (see the list on

page 1.)

All El enents concentrate on what is essential for the trainee to

learn so that he can inprove his perfornmance in the shop

An El enent contains infornmative texts and illustrations, instruc-

tions for work procedures, questions and exerci ses.

The El enents are "self-instructional" - the trainee can study them

on his own.

El enrents vary in size from24 to 64 pages and nmy take the trainee

from1l to 8 hours to conplete.

The instructor assists trainees by checking their answers to the

questi ons and exercises in the El enment.

As a conplenent to their study of the Elenent, trainees participate
in group discussions and practical assignnents organi sed by the in-

structor. These exercises forman essential part of the training.

To order MATCOM Elements or a free catalogue of all MATCOM
training material, write to:

International Labour Office
PUBLICATIONS Section
CH-1211 GENEVA 22

Switzerland.




A FLEXI BLE SYSTEM

The MATCOM El ements can be utilised in various ways. Here are a few
exanpl es:

Institutional Training Extranmural Training
The trainee studies the El enments The trainee studies the El enents
as part of his college programme, at honme or on the job.

or studies themat home prior to Q

the col |l ege course.
He neets fellow trainees in a

Q "study circle” on a regular

basis to foll ow up discussions

In both cases, the conplementary and practical exercises under
group exercises are organi sed by the guidance of a retail in-
the coll ege instructor. structor.

A
I

BoAl

Thanks to their "nodul ar desi gn' MATCOM El enent s can be used in
training progranmes at different levels and for various categories of

staff.

For exanpl e: q—_' 0 EV]D E] EE—'l @S

Sonme of the Elenents may fit
your ' Basic Course for Shop

Assistants', —

whil e others may be just right

for your ' Supermarket Manager

Cou rse'.

What ever the target group, there is a possibility  Of combining  the
rel evant MATCOM El ements with other training material in order to

create a nore varied and effective programre.


ana
Institutional Training
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RECOMMENDED APPROACH

for a training course based on MATCOM Elements

®

G ve each trainee an Elenent to study. Ask himto conplete the reading
within a fixed tinme and to answer all the questions in the Elenment in

writing.

Note 1: Trainees nay alternatively be asked to study several Elenents

at hone, prior to their arrival at the training institute.

Note 2: If it is not possible to give each trainee his own copy of the
El ement, the training institute may have a set of Elenments, which can
be repeatedly used; the trainees borrow their copies. In this case
t hey should, of course, wite their answers on separate sheets of

paper s.

@) e _

Collect the Elenents fromthe trainees for the separate answer-sheets)

and check to see that the questions, including the "Check-out"” at the
end, have been correctly answered. Hand back the Elenents for answer-

sheets) to the trainees with your coments and "marks"

Note 1: Feedback of this type greatly reinforces the |earning and

shoul d take place wi thout del ay.

Note 2: It is very inportant that trainees should understand the rea
pur pose of the questions and exercises in the El enent: to help
trainees to | earn and understand. If the trainees "cheat” and do not

actually take the tinme to do all exercises seriously, they will be the
only ones to suffer. They should al so properly understand the role of

the instructor; he is not there to test the trainees, but to help them
with their studies. He nmust, therefore, check the answers in order to

det erm ne whet her sone particular points require futher explanation.



@ A "review session"

Conduct a session with the nain purpose of:

QO

)  Reviewing (summing up) all the main points of the Elenent;

b) Checking further so as to be certain that all trainees have grasped

the contents;

c) Discussing and el aborating further on the nore difficult parts of

the El enment;

d)  Preparing for the followi ng "conplementary exercises"

Not e: It is inmportant that the trainees, not the instructor, should be
the nost active participants in the revi ew session. The role of the
instructor here is to plan the session, elicit ("draw out"”) fromthe
participants the key points and | ead the discussions, but it is the
trai nees who should give accounts of the subject matter contents, ask
and answer questions, report their own experiences, and take part in
t he di scussi ons. The instructor functions as the co-ordinator and,

when needed, as a resource person

®

Organi se sone, or all, of the exercises proposed at the end of the El e-
ment .
Note 1: Some of the proposed exercises have to be done in a shop. It

is therefore recomended that several study visits be organised.
These visits nust be carefully planned together with the shop nmanagers,

so that the exercises can be properly inplenented.

Note 2: It is inmportant that each group be given adequate time to re-
port on their findings and recomrendati ons, or to denonstrate the re-

sults of their practical assignments.



NON-FORMAL TRAINING ACTIVITIES

Classroom lectures? Not necessarily!

Some examples of other, non-formal, training activities:

Co-operative Officer:

"When I go on a field trip I
bring some of the Elements. 1
give them to shop personnel and
ask them to study the booklets

until I come back after one
month. Then we discuss the
Elements and I check if they
have applied what they have

read. Before I leave I give
them some new Elements to study
until next time."

Shop Assistant:

Co-
saw
was
get
the

"I attended a course at the
operative College, where I
some of the Elements. 1
interested so I managed to
some more Elements from
training officer. I study
these on my own now. When I
have read them I will pass them
on to my colleagues.”

Supermarket Manager:

"I have translated some of the
Elements and reproduced a few
copies on our stencil machine.
I have scheduled study of the
Elements during working hours -
not the rush hours, of course -

for some of my staff. Then we
have group discussions and I
let them try out in the shop

what they have learnt."”

Co-operative Union Instructor:

"I have ten copies of each Ele-
ment. I have selected a group
of ten shop assistants working
in various shops in this town.
They study an Element at home,
then we meet one evening iun one

of the shops to discuss the
Element. We also have some
practical exercises. Then 1
hand out a new Element for

their home studies and we meet
after three weeks again to dis-
cuss the new Elemeut. In this
way we go through five Elements
in a four months' period."

Assistant Registrar:

"We have translated, adapted and
reproduced the Elements, so that
there is now one set of Elements

in each shop. In each district
we have a training officer who
organises and checks that all

staff study the Elements accord-
ing to a special schedule."

Shop Supervisor:

"I work alone in this little vil-
lage shop. I have no experience
and no one to ask. But I have
now read these Elements, and I
think I know how to run the shop
now. Some of the booklets were a
bit advanced for this little
shop, but 1 apply whatever is
relevant."

Committee—-member:

"Before we started this co—-opera-
tive we had a tralning programme
and we were given some of the
MATCOM Elements. They helped us
to get things right from the be-
ginning."

College Lecturer:

"I have organised an evening
"study circle" for eight shop as-—
sistants. It is very 1iuformal,
no lecturing as such, mostly dis-
cussions of the content of the
Elements, and we go through the
questions together. We meet once
a week in a shop, and because of
the practical exercises we have
really revived that shop."



ADAPTATION
OF MATCOM ELEMENTS

Why are MATCOM El enents produced in such a einple way (typewitten, in
bl ack and white, w thout photographs ... )?

The reasons:

Each Elenment is first prepared in a "universal" edition. This neans
that it has not been designed with a specific country in mnd. I'n
principle, it could be used anywhere in the world by an Engli sh-

speaki ng trainee.

From a trai ning point of view, however, it would be nmuch better if
everything nentioned in the text referred to conditions in your own
country. To take sone very basic exanples, you would certainly prefer
the prices and weights to be stated in the currency and neasurenents
with which you are faniliar. In MATCOM s uni versal edition we have
used "Training Dollars" (T$) and the netric system (which you may not
have in your country). Al so, you nay find sonme of the exanpl es of

goods and consuner habits in the MATCOM El enents a little strange .....

You may therefore wish to adapt certain Elenents to the conditions in

your country. This can easily be done.

Thanks to the sinple graphic production techni que used, you can easily
re-edit any of the pages. Prices, neasurenents, paragraphs of text or
even entire pages can be changed, in your own training institute, using

si nmpl e reproducti on equi pnent.

Procedure for adapting the Flenents:

1. Thor ough pl anni ng i s needed. You should first of all renenber
that each Elenent is just one part of a system This neans that
you cannot change nuch of an Elenent's content without interfer
ing with the system as a whole. Therefore, you should make only
m nor nodifications necessary to facilitate the studi es of your

trai nees.



2. Cover the words or figures to be substituted with white correcting
fluid or white adhesive | abels (correcting tapes). Then type in
the new words and figures.

3. Use a simlar technique to alter the illustrations if required.

4, If need be, you can re-type a whol e paragraph on a sheet of paper

and paste it in position on the original page.

5. Add your nane at the bottom of page 2 of the Elenent, like this:

Adapted for use in Aybiciland

by William Oyinka and Tom Alli,

Federal Co-operative College, Bridgetown.

Copyright (:) International Labour Organisation, 1985.

6. The MATCOM El enent thus adapted can be reproduced using any suit-

abl e neans avail abl e. The sinple techniques used for the prep-

aration of the original nake it possible to print copies on an

el ectro-stencil nmachine, or to nmake offset copies of better
quality.

Iranslations

The MATCOM El enents have al so been published in French, by ILQO In

addition, work is going on in several countries to translate the
El ements to the national |anguages, e.g. Arabic, Burnese, Chinese,
several Indian | anguages, Bahasa | ndonesia, Thai, Kiswahili, Turkish,

Por t uguese and Spani sh.

Copyright

For copyright reasons, a copy of your adapted and/or translated script
shoul d be sent to MATCOMwith a request for perm ssion to reproduce and

distribute the Elenent in your country. Such applications are nost

wel come and permission is granted free of charge.



COLLABORATION

The MATCOM Project will be glad to discuss the possibility of technica

assi stance to co-operative training institutes interested in the use of

MATCOM El enent s.

Such

ties:

assi stance could consist of one or nore of the follow ng activi-

Col | aboration with retail nmnanagenent teachers with a view to

adapting and/or translating the MATCOM El enent s

Fi nal preparati on of adapted originals for reproduction

Desi gn of training programres for staff of consuner co-operatives.

Runni ng of a "pil ot course"” based on MATCOM nmateri al

Training of trainers in the use of the MATCOM trai ning materi a

and retail managenent training techniques in general.

Requests for any type of coll aboration should be sent to:

The MATCOM Project

c/o CO-OP Branch
International Labour Office
CH-1211 GENEVA 22

SWITZERLAND
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TRAINER’S NOTES
ON EACH ELEMENT

The followi ng section contains "Trai ner's Notes" for each MATCOM

El enent . The notes are arranged according to topics (see the |list

of contents on page 1).

When preparing for a training programe, trainers are advised to

study the Trainer's Notes along with the El enents.



WE MUST
SELL MORE
OR RAISE

PRICES...

THE GOODS
MORE
CHEAPLY!

WHY NOT DO
SOMETHING ABOUT
OUR OTHER COSTS?

- 14 -

% = 3900
_.%M;ﬂ%

% ~ 3.450
d\@fﬂm = — 950

An illustration from the Element

(YES, WE MUST

CERTAINLY
DO SOMETHING !

LBUT WHAT ©

"Basic Economics of a Consumer Co-operative'
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e BASIC ECONOMICS
OF A CONSUMER CO-OPERATIVE

OBJECT!I VES:

Havi ng conpleted this El enent and the conpl ementary exercises, the
trai nees should be able to describe how inconme is created in retail -
ing, to state the basic kinds of expenditures and the rel ationship
bet ween them and i ncone, to explain why a surplus is necessary and
its use in accordance with co-operative principles.

USE:

This El ement should be included in basic training programes for
committee nenbers and staff.

PREREQUI SI TES!

To benefit fromthis Elenent the trai nee should be able to perform
si npl e percentage cal cul ati ons.

TI ME NEEDED:

For i ndependent study: 4 to 6 hours.
For a review session: 1 to 2 hours.

For the conplenentary exercises: 3 hours.

COMMVENTS ON THE QUESTI ONS | N THE ELEMENT:
Page Comments / Correct answers

20/ 1 Everybody wants to buy goods as cheaply as possi bl e. But
menbers of co-operative societies should understand that by

selling at prices which are too | ow today, the society may
run into difficulties in selling goods in the future. They
will then agree that it is better to pay fair prices to se-
cure good services in the future.

21/ 1 They used sone of the npbney that ought to have been used
for renew ng the stock of goods. Thus the stock was re-
duced. If this continues, the stock will becone snaller
and smaller and this will also cause the sales to de-
crease. Consequently, the gross surplus will be further
reduced and the net loss will increase

29 T$30. The purpose of this exanple is to show that it is
not easy to increase the incone fromthe sal es by reducing
the prices. The exanple is greatly sinplified. In prac

tice, the effects on the sale of other goods and how t he
conpeting shops will act nust al so be consi dered.



BASI C ECONOM CS OF A CONSUMER CO- CPERATI VE cont .

COMMENTS ON THE QUESTI ONS IN THE ELEMENT:

Page

32

38

40

45

49
Question

Correct
Answer

Ref.

page

Comments / Correct answers

See the text follow ng the

14
100

X  T$5,000 =

I ncreased gross surplus =
I ncreased costs
I ncreased net surplus

Consequent |y,

make sense, provided no ot

t he enpl oynment of anot her

questi on.

T$ 700

T$ 700
- 660
T$ 40

assi stant woul d
her costs increased at the sane

tinme
Annual depreciation = T$6, 000 5 = T$1,200
Mont hly depreciation =  T$1, 200 12 = T$ 100
14 _
X the extra sales = T$120
100
the extra sales = T$120 x lﬁi = T$858
Therefore, the sales nust increase by T$858 to pay for the
posters.

The "Check-out"

1 2 3 4 5 6

b b a b c c

8 8 12 9 12 12

THE COVPLEMENTARY EXERCI SES:

L.

The owned capital
favourable as it does not

is usually not enough, particularly in new societies,
i s needed.

whi ch nore capita

Menber s’

- the reserves of the society -

12 32 37 37 39 42

is nore
But it
f or

carry any interest cost.

deposits are al nbost as good as the owned capital

But they night be withdrawn according to certain rules and


ana
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BASIC ECONOMICS OF A CONSUMER CO-OPERATIVE cont.

THE COVPLEMENTARY EXERCI SES

a small interest mght be paid on the deposits, provided
there is a net surplus.

Borrowed noney carries interest, which may be rather high,
particularly on short loans |ike suppliers' credits. | f
| oans are utilised, there nust be noney in the society, not
only for interest but also for repaynent.

Usual Iy, the nore owned capital the society has, the easier

it is to get |oans.

3. Yearly net surplus = 12 x T$1, 700 T$ 20, 400

Yearly sal es = 12 x T$36, 000

T$432, 000
Net surplus is 4.7% of the sales, which is good.

Di stribution:

Reserve fund, 25% of the net surplus = T$ 5,100
Interest, 3% of the shares = T$ 480
Rermai nder for distribution = T$ 14, 820

The T$14,820 is enough to give nmenbers 3.4%on their pur-
chases.

However, it is advisable to add nore to the reserves and
gi ve nenbers | ess bonus. This would allow for inprovenents
to the shop which would benefit the nenbers.

| nst ead of paying a bonus, it would be possible to cut
prices sone 2% But, for the reasons given on pages 16 to
17, it is better not to do so - unless no inprovenents to
the shop are needed or unless forced to do so through hard
conpetition from other shops

A net surplus of nore than 5% could indicate that the shop
is charging prices that are too high

4. a) Methods to inprove the result:
I ncrease sal es
Reduce cost of goods
Reduce running costs

I f sal es cannot be increased, the cost of goods sold
ought to be reduced by T$6,800. That would require. a
trade margin of 23.2%

House rent and interest are difficult to reduce. Sone
ot her costs could be reduced but that would not be
enough. Consequently, if sales and costs of goods
could not be changed, it would be inpossible to have
paid staff.



BASIC ECONOMICS

OF A CONSUMER CO-OPERATIVE cont.

THE COVPLEMENTARY EXERCI SES

In conclusion, it is rather unlikely that the trading
result would be inproved through one action only. A
conbi nati on of all methods woul d be necessary.

Wth the sane costs and the sane trade margin, a
T$66, 000 increase in sales is needed just to avoid a
| oss!

Price increases cannot be used to increase the incone
fromsal es when there is conpetition from other shops.
The society must find other nmeans of attracting the
cust omers. See page 24.

A net surplus of at least 3%is sufficient.

In any case, it is inportant that the net surplus is
large enough to allow inprovements such as the
expansi on of the stock range. In the long run this
woul d benefit the nenbers nore than a bonus (patronage
ref und).

BUILDING,
EQUIPMEN

An illustration from the Element "Planning and Controlling

the Business"”.
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e PLANNING AND
CONTROLLING THE BUSINESS

OBJECTI VES:

Havi ng conpleted this El enent and the conpl enmentary exercises, the
trai nees shoul d appreciate the need for planning and controlling the
i ncome and the expenditures of a co-operative shop. Furt her nore

trai nees should be able to prepare sinple budgets and trading re-
ports, analyse them and reconmend the actions needed to inprove the
trading result.

USE:

The El ement should be included in training programres for managers
of co-operative shops. It is also recomrended for executive com

mttees of consuner co-operative societies.

PREREQUI SI TES
To benefit fromthis MATCOM El enent, the trai nee shoul d:

be able to perform percentage cal cul ati ons,
have studied the MATCOM El enent "Basic Economi cs of a Consuner

Co-operative" or have the correspondi ng know edge.

TI ME NEEDED:

For independent study: 6 to 12 hours.

For a review session: 2 to 3 hours.

For the conplenmentary exercises: 3 to 5 hours.

Additional time is needed for Exercise No. 4, depending on |ocal
condi ti ons.

COWMMENTS ON THE QUESTI ONS I N THE ELEMENT
Page Conments / Correct answers

5 Changes in popul ati on (menbership), custonmers' income, sup-
plies (shortage of goods), assortnent, conpetition from
ot her shops, etc.

8 From now on they will have clothes in stock all the tine.
Therefore, if this year is to be conpared with a future
"normal " year, they must include the sale of clothes for
the whole year and not just for six nonths.

9 The two questi ons on page 9 are supposed to help the
trainee get a realistic idea about the total market in his
area and about his shop's share of the market. This is im
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PLANNING AND CONTROLLING THE BUSINESS cont.

COMMENTS ON THE QUESTI ONS I N THE ELEMENT:

Page

10

12

13

14

18

20/ 1

20/ 2

22

2711

Comments / Correct answers

portant to know when considering the possibilities of sell-
ing nore. Usually it is difficult to get all the informa-
tion needed to nmake accurate calculations, but this is
nei ther intended nor necessary - a rough estimate will do.

If sales are estimated too optim stically, the estimated
gross surplus will be too big as well. This could nislead
t he managenent and cause themto spend nore noney than they
can actually afford, thereby causing a | oss.

Here again, it could be dangerous to estimate the sales too
hi gh.

12
100

x  T$380, 000 = T$45, 600

T$45, 600 (= the trade nargin)

The actual net surplus will be |lower than estinated. |
the estinate for any of the costs is too low, the result
will be a |lower than expected net surplus.

T$20, 000 : 10 = T$2,000

T$ 8,000 : 5 = T$1, 600

There will be |l ess goods available for sale in the shop
The reason: if they cannot get another |oan, or nore con-
tributions fromthe nenbers, they will be forced to use

their working capital, that is the noney which is neant for
renewi ng the stock of goods.

First of all, to secure the devel opnent of the shop. By
i ncreasing the capital of a shop, the business can be im
proved and extended. Not e that before the capital can be

consi dered as increased, the net surplus nust exceed the
borrowed capital, which is to be paid back

Secondly, a net surplus is also needed if the society de-
cides that nenbers are to receive interest on their share
capital
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PLANNING AND CONTROLLING THE BUSINESS cont.

COMMENTS ON THE QUESTIONS I N THE ELEMENT:

Page

2712

28

30

31/1

31/2

32

33

38

Comments / Correct answers

Finally, a net surplus is needed if nmenbers are to get a
bonus on their purchases (patronage refund).

The reasons why it is better to plan for a surplus are
given on the follow ng pages in the Elenment. Prices could
be reduced only if the estimates show that there will be a
very | arge net surplus.

10

x  T$250, 000 T$25, 000

100

It would not be possible to control the devel opment or the
trading result until the annual report was ready. Then it
woul d be too late to correct possible mnistakes.

Mar ch T$33, 000 May T$44, 000
June T$37, 000 Cct ober T$34, 000
Decenber T$29, 000

The met hod described for distributing the sales over the
nmont hs of the year is a sinplified one, which does not con-
sider the fact that prices increase gradually during the
year. To solve this problemand get nore accurate esti -
mates, it woul d be necessary to use the nethod described on
pages 5 to 12 and estinmate each nonth separately.

Q20
100

X T$44,000 = T$39, 600

May T$1, 520 June T$1, 320

April, July, August, Septenber, Novenber.

One reason may be that | eakage and/or price cuts have been
hi gher than esti mat ed. In this case, a | eakage increase
from1l%to 1.2% of the sales could have reduced the trade
mar gi n.

It is also possible that the average trade nargin of 11%

whi ch they aimed at when narking up, does not correspond
exactly to the average trade nmargin of the goods sol d.

They may have sold nore goods, with a conparatively | ow
trade margin, than they expected.
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PLANNING AND CONTROLLING THE BUSINESS cont.

COMMENTS ON THE QUESTI ONS IN THE ELEMENT:

Page

42

43

44

49
Question

Correct
Answer

Ref. page

Comments / Correct answers

The m Ik problemis - but not if the sales of nmilk will be
hi gher than estinmated for the foll ow ng nonths. The com
mttee should keep a cl ose eye on the devel opnent of the
mlk sales

The enpl oynent of a tenporary assistant will continue to
| ower the net surplus every nonth. If it is possible to
term nate the enploynent within a nonth or two, the wages
paid out up to June (when the increases occur) will not
differ much fromthe estimates

It is difficult to say whether they will nmanage to keep the
annual cost for mai ntenance and equi pnent within the esti-
mat es. As they have already spent nore than one third, it

will probably be difficult. It certainly would not be ad-
visable to try to avoid further repairs just because of the
estimates. A del ayed repair will | ater becone a nore ex-

pensive repair.

Renenber that one of the reasons for aining at a net sur-
plus was to be able to neet any unforeseen costs.

152 975 100 = 10.1
T$29, 500
They will be able to control to what extent their correc-

tive neasures have had effect and if their assunptions
about changes in incone and costs fromone nonth to another
are verified.

It al so serves as a conparison with the previous year's re-
sults and with other shops; it is usually easier to get a
fair picture if a longer period is studied.

The " Check-out"

5f 6f 11f 13f 15f 17f 19f 19f 18 26£ 30 37

THE COVPLEMENTARY EXERCI SES

1

a) Normal sales January to September (if there are no dif-
ficulties with the supplies):
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THE COVPLEMENTARY EXERCI SES

T$250, 000 + 10,000 + 10,000 = T$270, 000
Expected sal es during Cctober and Novenber:

T$270, 000 9 = T$30, 000 each nonth.
Expect ed sal es during Decenber:

T$30,000 + 10,000 = T$ 40, 000

Sunmary of normal sales this year:

January - Septenber T$270, 000
Cct ober 30, 000
Novemrber 30, 000
Decenber 40, 000

T$370, 000

I ncreased stock range next May - Decenber (8 nonths):
8 x T$10,000 = T$80,000

Nor mal sal es next year before price increases:
T$370,000 + 80,000 = T$450, 000

Normal sales after 4% price increases
1.04 x T$450,000 = T$468, 000

Yearly purchases by one average fanily

52 weeks x 40 = T$ 2,080
250

350

T$ 2,680

Yearly purchases by 300 famlies:
300 x T$2,680 = T$804, 000

The possible total sales in the area are sonme
T$800, 000. According to the estimtes above, the co-

operative shop intends selling nore than half of that,

| eaving |l ess than half to the private shop. Their nor-
mal sal es of groceries indicate that they have got nore
than half of the famlies as custoners (370, 000

2,080 = 178). If these famlies buy 3/4 of their
cl othes and hardware in the co-operative shop next
year, the sales will increase by about T$80, 000

Therefore, the estimates seemto be realistic, provided
the private trader does not plan sone action to in-

crease his share of the market. They nust not forget
this possibility, and they should try to find out.



PLANNING AND CONTROLLING THE BUSINESS cont.
E COVPLEMENTARY EXERCI SES:
Si nce they already have a | arge share of the market, it
woul d probably be rather difficult to i ncrease their sales
even further. But they could succeed in doing so if they

managed to convi nce nore people of the advantages of co-
oper ati on. This is too uncertain to be included in the

esti nates, however.

a) Possible reductions

Reduced number of working
hours for the shop assist-
ant.

No occasional workers.

Training costs reduced or ex-
cluded.

Depreciation period could be
prolonged (if the law per-

mits) in order to reduce an-
nual depreciation costs.

Purchase of adding machine
postponed.

No insurance.

Careful wuse of telephone,
electricity, water, etc.

Use of cheaper stationery,
price tags, etc.

No posters.

Less cleaning materials.

No entertainment.

b) Negative consequences

May cause a decline 1in
service. Some customers
may prefer the other shop.

Same as above.

Untrained staff may cause
certain costs to increase.

Will cause no harm so long
as the extended period
still exceeds the life-
time of the building or
equipment.

More work for the staff.
Slower customer service.
Calculating mistakes.

Very dangerous. Could
cause a big loss.

May reduce sales.

Might make the shop less
attractive to customers
and more attractive to
pests, which cause leak-
age.

Less "goodwill".

Opinions nmay differ as to which reductions are likely to

cause the |l east harm |n nost

cases, the easiest and sone-

times only possible way to achi eve such a large reduction in
costs is to reduct the staff costs.



MATCOM ELEMENT:

CASH AND STOCK MANAGEMENT

OBJECTI VES:

Havi ng conpl eted this El ement and the conpl ementary exercises, the
trai nees should be able to:

identify and eval uate various nmeans of financing a consuner co-
operative

appreciate the inportance of sufficient working capital

manage the stock of goods so that the available capital is used
in an optinmal way;

read a bal ance sheet and evaluate the financial position and de-
vel opnent of a consuners co-operative society;

prepare a sinple cash budget and avoi d/reduce negative effects of
liquidity problens;

appreciate the need to adjust working capital to inflation.

USE:
This El enent should be included in training programes for managers

of co-operative shops. It is also recormended for training of the
nmenbers of co-operative executive conmittees.

PREREQUI SI TES:
To benefit fromthis MATCOM El enent the trai nee shoul d:
be able to perform percentage cal cul ati ons;

have studi ed the MATCOM El enent "Basi ¢ Econom cs of a Consumer
Co- operative" or have the correspondi ng know edge.

TI ME NEEDED:
For independent study: 6 to 8 hours.

For review session: 2 to 3 hours.
For the conplenmentary exercises: 1 to 2 hours.

COWENTS ON THE QUESTI ONS I N THE ELEMENT:

Page Comments / Correct answers
6 Owned capital: Shares 15, 500
G ants 8, 000
Reserves 10,500 34, 000
Borrowed capital: Devel opnent |oan 10, 000
Bank | oan 5, 000
Overdraft 15, 000
Menmbers' | oan 4,000
Enpl oyer' s | oan 5, 000
CW8 credit 10,000 49,000

83, 000



CASH AND STOCK MANAGEMENT cont.

COMMENTS ON THE QUESTI ONS | N THE ELEMENT:
Page Conments / Correct answers
9 A Alternatives:
1) Ask nenbers to buy nore shares.

2) Increase the gross surplus. (Mght be very difficult
to do in time for the paynent.)

3) Use credit fromsuppliers or bank overdraft until nore
cash has been collected (nore surplus has been earned).

4) Arrange another |oan.
B) 1) and 2) nean the society will own nore goods.

3) When the credit or overdraft has been settled by
usi ng earned surplus, the stock will be owned by the

society.
4) No change.
11 Long-term Devel opnent | oan
Bank | oan

Enpl oyer' s | oan

Medi umter m Loan from nenmbers (if conditions are un-
changed!)

Short-term Overdraft
Credit from supplier

13 Devel oprent | oan O Year 1 - 5 (year 6: 300, year 7:
285, etc)
Bank | oan 600
Overdraft 2,250
Menbers' | oan 320
Enpl oyer's | oan 0
CW5 credit 1,800 (or 1,650 if you assume the
first month was free)
4,970
14/ 1 Menbers' | oan 8% i nt er est T$ 400
Bank | oan 12% i nt er est 600
Di fference 200
14/ 2 a) Overdraft 15% i nterest per year: T$ 75 a nonth

CW5 credit 1.5% interest per nonth: T$ 90 a nonth

b) Difference T$ 15



CASH AND STOCK MANAGEMENT cont.,

COMMENTS ON THE QUESTI ONS IN THE ELEMENT:

Page Comments / Correct answers
16 a) 2,000 + 0.015 x 2,000 = 2,030
by 1.05 x 2,000 = 2,100
20 a) Cash: 700 + 4,600 = 5,300
Current liabilities = 4,500
The cash is sufficient
b) Current assets 47,200
Current liabilities - 4,500
42,700
21 a) Omned capital will be reduced by 3,000 to 36, 200;

current assets will also be reduced by 3, 000.

Some societies show the "surplus for disposal" under a
separate heading in the bal ance sheet:

Surplus for disposal, suggested distribution

To reserves 2,200
To be paid as bonus to nmenbers 3,000 5,200
b) Liabilities: Long-termloan + 5,000
Asset s: St ock of goods + 5,000
23 a) Sal es per week 8, 000
Trade margin 10% 800
Cost of goods 7,200 (provided cost prices are
not changed)
b) T$ 800
26 la) Stock turn rate = 8, gross surplus = 33, 600
b) u ! " =12 b " = 50, 400
2) Sales = 15 x 39,200 = 588, 000
Gross surplus = 15 x 4,200 = 63, 000
3)  In theory: I ncrease the sales or reduce the average
st ock.
In practice: Stock only the itens nmost in demand and

purchase goods in quantities which can be sold quickly.

28 Average stock value if stock turn rate is 10 39, 200
if stock turnrate is 14 28, 000
Possi bl e capital reduction 11, 200



CASH AND STOCK MANAGEMENT cont.

; OMMENTS ON THE QUESTI ONS I N THE ELEMENT:

Page

31

32

33

35

36

38

40

Conments / Correct answers

1) Cash bal ance 1 March 600
Cash in + 30, 000
Cash out
- purchases - 27,000
- usual expenses - 2,000
- insurance - 2,400
Cash result - 1,400
Cash bal ance 31 March - 800

2) Explained in the text on page 31-32
Explained in the text on pages 32-33.

VWhen purchasi ng new stock, Ben may reduce the order so that
the itenms nost in demand are given preference. For ex-
anple, he could onit an itemfor which there is a substi
tute, or another, just alittle bel ow the reorder |evel,
whi ch might remain in stock until the next ordering day.
Anot her solution would be to reduce the quantity of some

itens which are bought in |arge anounts and order them nore
frequently.

Cash 2,200 + 600 = 2,800
Debts due 1,350 + 1,200 = 2,550

The society has sufficient liquidity to settle the debts
due, but the safety margin for unexpected expenses is
smal | .

a) Wirking capital 1985 = 55,700 - 12,200 = 43,500

1984 = 42,700
I ncrease 800
b) See 40 bel ow.
a) Omned capital 42,000 (60%
Borrowed capital 28,000 (40%
Total capital 70, 000 (100%

b) Although the owned capital increased, the society be-
came slightly less self-supporting since the borrowed
capital increased conparatively nore.

Inflation 10% on 42,700 = 4, 270.

That is the minimumincrease in the working capital if the
sane anmpunt of goods should be kept in stock. Actual |y,
the working capital decreased in buying power.



CASH AND STOCK MANAGEMENT cont.

COMMENTS ON THE QUESTI ONS | N THE ELEMENT:

Page Conmments / Correct answers
41 ad selling price: 200 x 3.20 = 640
New stock ; b0 = 188 kg coul d be bought.
3.40
42 The "Check-out"

Question 1 2 3 4 5 6 7 8 9 10 11 12

Correct
answer b b b c c b c b a b c b

Ref. page 8 12 13 13 18 21 20 24 26 29 32 39
14

THE COWPLEMENTARY EXERCI SES

L Preferably, trainees should study the bal ance sheets from
their own societies. Alternatively, the trainer could col-
| ect sanples from nearby societies or produce fictitious
ones.

The exercise should be carried out according to the chapter
"Fi nanci al Anal ysis".

3. It is recommended that trainees be given a sinple formto
fill out (see page 31). If no real society can be used as
exanpl e, the trainer should provide necessary information.

HERE /S

MONEY TO
By NEW

An Zllustration from the Element "Cash and Stock Maonacement!'.



HANDY MARGIN CHART
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MARGIN on Add to or MARGIN on Add to or
SELLING COST PRICE { multiply SELLING | COST PRICE| multiply
PRICE this COST PRICE PRICE this COST PRICE

required MARK-UP by required MARK-UP by

1% 1.01% 1.01 26% 35.0% 1.35
2% 2.05% 1.02 27% 37.0% 1.37
3% 3.1% 1.03 28% 39.0% 1.39
4% 4.2% 1.04 29% 41.0% 1.41
5% 5.3% 1.05 30% 43.0% 1.43
6% 6.4% 1.06 31% 45.0% 1.45
7% 7.5% 1.08 32% 47.0% 1.47
8% 8.6% 1.09 33% 49.5% 1.495
9% 10.0% 1.1 34% 51.5% 1.515
10% 11.0% 1.11 35% 54.0% 1.54
11% 12.5% 1.125 36% 56.5% 1.565
12% 13.5% 1.135 37% 59.0% 1.59
13% 15.0% 1.15 38% 61.5% 1.615
142 16.5% 1.165 39¢ 64.0% 1.64
15% 17.5% 1.175 40% 66.5% 1.665
16% 19.0% 1.19 41% 69.5% 1.695
17% 20.5% 1.205 42% 72.5% 1.725
18% 22.0% 1.22 43% 75.5% 1.755
19¢ 23.5% 1.235 44% 78.5% 1.785
20% 25.0% 1.25 45% 81.5% 1.815
21% 26.5% 1.265 46% 85.0% 1.85
22% 28.0% 1.28 47% 88.5% 1.885
23% 30.0% 1.3 48% 92.5% 1.925
24% 31.5% 1.315 49% 96.0% 1.96
25% 33.5% 1.335 50% 100.0% 2

This Handy Margin Chart is from the Element "Pricing'.




MATCOM ELEMENT:

PRI Cl NG

OBJECTI VES

Havi ng conpl eted this Elenment and the conpl enentary exercises, the
trai nees should be able to inplenent a price policy which gives the
desired gross surplus; they should be able to fix the margins for
various commpdities and calculate retail selling prices using mark-
up or margin percentages.

USE:

This El enent should be included in basic training progranmes for
shop nmanagers and supervi sors.

PREREQUI SI TES:
To benefit fromthis Elenent, the trainee should

have studi ed the MATCOM El enents "Basi c Econom cs of a Consuner
Co-operative" and "Planning and Controlling the Busi ness" or have
t he correspondi ng know edge

be able to do sinple percentage cal cul ati ons;

have sone retail shop experience.

TI ME NEEDED:
For i ndependent study: 6 to 12 hours.
For a review session: 2 to 4 hours.

For the conplenentary exercises: 6 to 8 hours

Additional tinme may be needed for exercises on arithnetic (percent-
age cal cul ati ons).

COVMENTS ON THE QUESTI ONS | N THE ELEMENT:
Page Conments / Correct answers
6 Selling prices are T$ 8.96 9.20 10.00 9.00 6.76 27.00

81.44 163. 15.

7 Cost price T$108. Total selling price = 1.25 x 108 =
T$135.
Selling price for one pineapple = T$135 : 250 = T$0. 54

10 Total selling price = 1.20 x T$228 = T$273. 60
Selling price for one bottle = T$273.60 : 60 = T$4.56
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PRICING cont.

COMMENTS ON THE QUESTIONS IN THE ELEMENT:

Page Comments / Correct answers

12 towels 6 24,00 20 1.20 28.80 4,80
shorts 3 24,60 25 1.25 30.75 10.25
batteries 10 14.20 40 1.40 19.88 1.99
cooking pots 2 12.20 30 1.30 15.86 7.93
bowls 5 37.20 30 1.30 48.36 9.67
tablespoons 12 7.20 30 1.30 9.36 0.78
matches 100 8.30 12 1.12 9.30 0.09
bicycle tyres 2 14,50 18 1.18 17.11 8.56
biscuits 100 210.00 12 1.12 235.20 2.35
tea 24 67.20 10 1.10 73.92 3.08

17 15% - 17.5% 18% - 227% 28% —- 39%

20% - 25% 4% - 4.2% 10% - 11%
12% - 13.5% 30% - 43% 13% - 15%

18 50 tuna fish 108.70 13% 15% 1.15 125.01 2.50
24 veg soup 38.40 13% 15% 1.15 44,16 1.84
60 juice 183.00 18% 22% 1.22 223.26 3.72
10 mayonnaise 32.80 18% 22% 1.22 40.02 4.00

5 mustard 10.00 20% 25% 1.25 12.50 2.50
100 cond. milk 99.10 7% 7.52 1.075 106.53 1.07
10 jam 34,00 18% 22% 1.22 41.48 4.15
24 toil. soap 26.30 15% 17.5% 1.175 30.90 1.29
6 vaseline 9.60 26% 35% 1.35 12.96 2.16
12 plaster 36.00 26% 35% 1.35 48.60 4,05
10 combs 3.70  26% 35% 1.35 5.00 0.50
200 clothes pegs 13.40 23% 30% 1.3 17.42 0.09
2 brooms 8.60 26% 35% 1.35 11.61 5.81

6 tobacco 23.04 9% 10% 1.1 25.34 4,22

5 T-shirts 42.50 28.5% 40% 1.4 59.50 11.90
10 socks 22.20 28.5% 40% 1.4 31.08 3.11
2 hammers 11.00 25% 33.5% 1.335 14.69 7.34

2 axes 24.80 25% 33.5% 1.335 33.11 16.55
195 kerosene 111.40 8% 8.6%2 1.086 120.98 0.62
1 bicycle 425,00 22% 28% 1.28 544.00 544.00

21
28 x 100 _ 143,904 T832.94 _ 141.65 (spaghetti)
100 - 15 20
18 x 100 . 1s21.18 I921.18 - 1§2.12 (dried fruit)

100 - 15 10
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PRI CI NG cont

COWENTS ON THr clili;5TIONS IN THE ELEMENT:
Page Comments / Correct answers
22 40 sardines 84. 00 157 98. 82 2. 47
24 tomat o sauce 50. 40 157 59. 29 2. 47
12 mar mal ade 43. 20 177 52. 05 4. 34
50 m |k powder 64. 00 87 69. 57 1.39
10 baki ng powder 11.50 127 13.07 1.31
50 beans 31.50 87 34.24 0. 68
150 rice 109. 50 6% 116. 49 0.78
50 mai ze fl our 37.50 8% 40.76 0. 82
60 col a drinks 25.50 207 31. 88 0.53
48 baby food 78.72 187 96. 00 2.00
20 sweets 40. 00 28% 55. 56 2.78
20 cloth naterial 84. 00 257 112. 00 5. 60
100 toil et paper 52.50 257 70. 00 0.70
5 fishing lines 32.25 287 44.79 8. 96
10 i nsect spray 45.70 227 58. 59 5. 86
5 bush knives 47. 65 187 58. 11 11.62
8 cenment _ 159. 00 157 187. 06 23. 38
3 padl ocks 28.10 257 37. 47 12. 49
20 not ebooks 12.00 207 15.00 0.75
60 pencils 9.00 207 11.25 0.19
32/1 The main reason is to attract custoners.
32/ 2 a) Total cost price = T$30.10 x 3 + T$1.50 = T$91. 80
Cost price per bottle = 1592880 = T$2.55
Total selling price = 189180 x 100
with 157 margin 100 - 15 = T$108. 00

Total margin = T$108.00 - T$91.80 = T$16. 20
I$108.00

36 = T$ 3.00

Selling price per bottle =

b) "Special" selling price = T$2.75
Margin per bottle = T$2.75 - T$2.55 = T$0. 20

Nunber of bottles to be
sold to earn T$16. 20 = 1816.20 = 81
T$ 0. 20

Wth the "special price", you need to sell 45 bottles
nore (81 - 36) to avoid reducing your nmargin

35 The price should not be increased, but it would be a good
i dea to nmake nenbers aware of the very favourable price
policy of the Co-operative.


ana
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PRICING cont.

COWENTS ON THE QUESTI ONS I N THE ELEMENT:

Page Comments / answers
37/1 Sel ling prices:
Vasel i ne 48 x T$0.80 = T$ 38.40
Tal cum Powder 36 x T$1.78 = T$ 64.08
Skin Lotion 12 x T$1.96 = I$ 23 .52
Total selling price = T$126.00
Margin = T$126.00 - T$96.84 = T$29.16
: 29.16 x 100 -
Margin % = - 23.1%
126
37/ 2 Factors: Pages:
Price policy (patronage refund or not) 26
The average margin required 27
CGovernnent controlled prices 27-28
The rate of stock turn 29-30
Di scount offers 31-32
Expected | osses, | eakage 33
Handl i ng costs 34
Conpetition 34-35
Manuf acturers' reconmended prices 36- 37
40 The "Check-out"

Question 1 2 3 4 5 6 7 3 9 i0 i1 12 13 14

Correct
answer c b b c c a c b b c c c a c

Ref. page 4 5 6 6 15 17 17 19 6 20 24 27 30 36

THE COVPLEMENTARY EXERCI SES:

In addition to the suggested exercises it nmay be necessary
to arrange additional training in percentage cal cul ations.

For the sake of realism basing these exercises on actual
i nvoi ces fromsuppliers is recomended.
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wrenmeem - BUILDINGS AND
EQUIPMENT FOR SMALL SHOPS

OBJECTI VES:
Havi ng conpl eted this Elenent and the conpl enentary exercises, the
trai nees should be able to advise on how to i nprove their own shops
- or howto equip a new shop - with regard to furniture and equi p-
nment ; they should al so be able to recomend a suitable | ocation
when pl anni ng a new shop.

USE:
The El enent should be included in training programres for committee
menber s, supervisors and nmanagers of snmaller shops.

TI ME NEEDED
For i ndependent study: 2 to 4 hours.

For the conplenentary exercises: 2 to 5 hours.

COMMENTS ON THE QUESTI ONS | N THE ELEMENT:

Page Comments / Correct answers
6 Rent for the new shop per year 12, 000
Rent for the old shop per year - 3,600
Rent i ncrease 8, 400

The hi gher sales and the increased surplus in the new shop
(estimated at 7,000) will consequently nat cover the rent
increase, and for this reason a nove i s not reconmended.

9 Location Cis safer, but Dis a better "selling | ocation",
as can be seen fromthe table on page 9. Because of the
hi gher sales, a shop at Dwill be able to give good service
to the nenbers, especially as the other requirements are
al so satisfied (security, deliveries). The trai nees should
specify these factors in their answers to the question.

17 Thatch is not durable, it won't keep out insects and pests,
it won't stop burglars and it can easily catch fire.

20 a) Safety is inproved if only one door can be opened from
t he out si de.

b) Control is made easier if only one key is available to
open that door.
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BUILDINGS AND EQUIPMENT FOR SMALL SHOPS cont.

COMMENTS ON THE QUESTIONS IN THE ELEMENT:
Page Comments / Correct answers

30 Metal or plastic material 1s easier to clean and gives
better protection against damp and pests.

34 The '"Check~out"
Question 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15

Correct
answer b c c a b c c b C b a c b c c

Ref. page 5 6 10 12 15 17 17 21 23 23 24 25 26 26 30

THE COMPLEMENTARY EXERCI SES

1, 2, 3. Groups may need up to one hour for their examn nations and
to work out their proposals for inprovenent of the shop and
the cost estimations. Sufficient tine should then be given
to conpare and di scuss the proposals fromthe different
gr oups.

4a. A map or a sketch of the area should be shown on the chal k-
board, on a handout or by means of the overhead projector
Rel evant data shoul d be gi ven about the population in vari
ous parts of the area, working places, traffic, public
transport, markets, etc., to enable trainees to discuss the
nost suitable location for a retail shop
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An Zllustration from the Element "Buildings and Equiment for
Small Shops".
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MATCOM ELEMENT: BASIC RULES
FOR THE DISPLAY OF GOODS

OBJECTI VES

Havi ng conpl eted this El enent and the conpl ementary exercises, the
trai nee shoul d know the basic rules for the display of goods. He/
she shoul d understand why and how the rul es should be applied and be
able to prepare and maintain a proper display in a counter-service
shop.

USE:

The El enent should be included in basic training progranmes for shop
per sonnel
Trai nees from sel f-service shops ought to study this El enent before

they study "The Di splay of Goods in Self-Service Shops"

TI ME NEEDED:

For independent study of the Element: 4 - 8 hours.
For the conpl enmentary exercises: 6 hours.

COMMENTS ON THE QUESTI ONS | N THE ELEMENT:

Page Comments / Correct answers
7 Ri ce Orange juice Hai r tonic
Mai ze fl our Lenmonade Razor bl ades
Wheat flour W ne Shanpoo
Soap
Food grains Bever ages Toiletries

O her names of the groups nmay be accepted, of course

8 This question should be further discussed in the conpl e-
mentary exercises, see page 32, para. 4 of the El enent.

9 The goods on show function as “"reninders" for the
cust oners.
Al so, the display shows what kind of service the shop is
provi di ng. It is a good sign that necessities always are
in stock.
Al so, conpare with Rule 9, page 18 in the El enment.

10 Corned beef, tea, pencils, sauce pans and soap shoul d get
priority for eye-level display.
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BASIC RULES FOR THE DISPLAY OF GOODS cont.

COMMENTS ON THE QUESTI ONS | N THE ELEMENT:

Page

16

24

30
Question

Correct
answer

Ref. rule

Ref. page

Comments / Correct answers

There m ght be objections against tea and soap since they
are very common things. But they are very small and there
are usually different brands to choose from therefore they
shoul d be di spl ayed at eye-|evel.

Thi s question should be taken up during the conpl enentary
exercises for further discussions in groups. See page 32
in the El enent, para. 5.

Sone general conments: To increase the consunption of the
menbers is nat the purpose of the co-operative shop. But

the co-operative shop should try to increase the sales, by
having all the nenbers conme to the co-operative shop for
t heir needs. In this way the shop will becone economically
stronger, and be able to give even better service.

The second question: A sign is not sufficient inforna-
tion. The manager should try to find a safe place for the
di splay of one radio and a poster with the price.

The " Check-out™”

7 10 4 18 11 23 11 22 10 7 19 12 7 22 23

THE COVPLEMENTARY EXERCI SES

1.

This exercise is a direct application of all the rules pre-
sented in this El enment. It is inportant that sufficient
time is allocated for exercises b, ¢ and d; at |east 4
hours will be needed.

See above comments to the question on page 16
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MATCOM ELEMENT: DISPLAY OF GOODS

IN SELF-SERVICE SHOPS

OBJECTI VES

Havi ng conpl eted this El enent and the conpl ementary exerci ses,
trai nee shoul d appreciate the concept of

be

shoul d al so be able to organise and maintain the display of goods in
a nedium si zed sel f-service shop dealing in food and the nost common

famliar with nodern techniques for the display of goods;

non-food articl es.

USE:

This El enent should be included in basic training programres for

personnel self-service shops.

PREREQUI SI TES

To benefit fromthis El enent the trainee

shoul d have sonme retail shop experience

shoul d al ready have studi ed the MATCOM El enent on "Basic Rul es

for Display of CGoods" or have the correspondi ng know edge.

TI ME NEEDED:

For independent study: 4 to 8 hours.
For the conplenmentary exercises: 6 to 12 hours.

COMMENTS ON THE QUESTIONS | N THE ELEMENT:

Page Coments / Correct answers

5

9/2

Advant ages of a self-service shop - exanpl es:

a self-service shop has the space to display nore goods

and a larger range of stock;
- custoners can get close to the goods;
- custoners do not have to wait for service

- custoners buying just a few itenms can get past those

buyi ng nore

- customers can exam ne the goods closely and make their

own choi ce;

- fewer staff are needed, which neans |ower handling

costs;

- a large volune of sal es nmeans good busi ness for

shop.

If the hardware itens are placed near the entrance,
people will notice themas they enter.

"silent sal esmanshi p” and
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THE DISPLAY OF GOODS IN SELF-SERVICE SHOPS cont.

COMMENTS ON THE QUESTI ONS IN THE ELEMENT:

Page

11

13

14

18/1

19

21

26

32

38

Comments / Correct answers

Not far fromthe entrance

By putting up "orientation" signs.

By having set places for all articles.
Near the check-out.

B N

The cashier's work woul d be nade very difficult and the
check-out of the custoners very tine-consuning, if prices
were not marked on all goods.

It will be easy to keep the storeroomin good order and
under control

When ordering new goods, it will be easy to check the
quantities in stock.

a) 60 cans.

by To avoid the risk of being out of stock in the case of
| ate delivery or higher sales than nornal

c) To nake it possible to display the contents of two bulk
packages (one woul d not be enough).

Two reasons

Fruit and vegetables are delicate and should be placed
on top of the other things in the shoppi ng basket.

- "Magnetic" articles, |ike vegetables, neat and dairy
products, should not be placed close to each other.

Custonmers will have difficulties in seeing the small itens
if they are placed | ow down.

If many large articles in one group of goods are spread out
hori zontally on a long shelf, it will be difficult for the
custoners to see the entire display and sel ect what they
want .

In the window, on a notice board or a poster stand.

Bread - butter, cheese, jam knives, bread trays, bread
bi ns, toasters, etc

Orange juice - biscuits, glasses, jugs, drinking straws,
etc.



THE DISPLAY OF GOODS IN SELF-SERVICE SHOPS cont.

COMMENTS ON THE QUESTI ONS | N THE ELEMENT:

Page Comments / Correct answers
Pai nt - brushes, plaster, sandpaper, nasking tape, cleaning
liquid, etc.
39 1. To increase the consunption of the nenmbers is nat the
aimof a co-operative shop. But the co-operative so-
ciety will increase sales if all the nenbers cone to

the co-operative to buy what they need.

2. I ncreased sal es i nprove the econony of a shop. The
shop will be able to keep better stock, a w der range
of stock and reduce prices. The nenbers will gain from

the increase in sales.

3. O course not. If menbers feel that they have been
tricked into buying things which are of bad quality or
whi ch they do not need, they will lose faith in their
shop. Dubi ous selling nethods will therefore, in the

long run, lead to | ower sales.

4. Conpare with the first question. To be able to main-
tain and increase the goodwill, the shop has to be the
most "attractive" one in the area. The manager of the
co-operative shop has the interests of his nembers/
customers in mnd at all tines and the "atnmosphere" of
the shop should refl ect confidence, fairness, good ser-
vi ce and sal esnanshi p.

45 The "Check-out"
Question 1 2 3 4 5 6 7 8 9 10 11 12
Correct
answer b b b b a c b c c c a b
Ref. page 4 7 10 10 6f 10 13 16f 16f 21 22 23

Question 13 14 15 16 17 18 19 20 21 22 23 24 25

Correct
answer a b c b b b c a b c b c c

Ref. page 22 20 20 29 10 31 37 32f 32 34 37 40 41

THE COMPLEMENTARY EXERCISES:

Select a medium— or large-sized self-service shop for the
practical exercises.
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THE DISPLAY OF GOODS IN SELF-SERVICE SHOPS cont.

THE COVPLEMENTARY EXERCI SES

Each group, consisting of 3 to 5 trainees, should carry out

at least two of the practical exercises. Sufficient tinme
shoul d be given for the groups to report and/or denonstrate
their work to the other groups, and for discussions. This
shoul d al so take place in the actual shop

1. Ti me needed for b): 20 m nutes.
Ti e needed for c¢): 20-30 minutes for the group work; 10
m nutes for each group to report.

2. An alternative way to report the findings to the other
groups is to place snall flags on high stands on the pl aces
where "magnetic" goods are displayed. It will then be easy
to map out the busiest "shopping route" through the shop
and see if any parts of the shop are "isol ated".

Ti me needed: 30 to 60 m nutes, depending on the size of
the shop, plus 30 nminutes for report and di scussions.

3. Ti me needed: 30 to 120 mi nutes, depending on the section
to be rearranged. For the report/denpnstration, each group

may need 10 to 20 mi nutes.

4, Ti me needed: 30 to 60 minutes, provided that the teacher
or the shop manager has nade the required naterial avail -
abl e; 10 minutes for the denonstrati on and di scussi ons.

5. Ti me needed: 30 to 60 mnutes for the survey; 10 to 20
m nutes for each group for the report and discussions.

6. Ti me needed for group discussion: 30 m nutes.
Ti me needed for reports: 10 ninutes for each group and 20
m nutes for plenary discussions.

7. Ti me needed for the group work: 30 m nutes.
Ti me needed for reports: 10 ninutes for each group and 20
m nutes for a plenary discussion
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e s EASY LETTERING
FOR SIGNS AND POSTERS

OBJECTI VES
Havi ng conpl eted a si x-session course on lettering as outlined bel ow

and based on this El enent, trainees should be able to prepare well -
desi gned price signs and posters for their shops.

USE:

This Elenent is mainly intended for use in special training courses
for staff interested in the preparation of signs and posters.

TI ME NEEDED:

For a special course, based on this Elenent: 6 neetings, each neet-
ing 3 x 45 ni nut es.

QUTLI NE OF A SPECI AL COURSE
Ceneral

Prepare all the nmaterial needed for the course; see page 4 in the
El ement

The pens should have felt points 5 to 6 nmw de as shown on page 5

in the El enment. Make sure that the pens function. They can easily
dry up, especially if the caps are not replaced i nmedi ately after
use.

The lettering style should foll ow the handwiting style; people who
have sl anting handwiting, should be allowed to draw sl anting bl ock
letters.

Only capital letters are used in the Element; it is easier to |learn
to draw capital only than a nmi xture of | ower and upper case. More-
over, the use of capitals pernits variations well-suited to the in-
formati ve posters common in shops.

During the exercises, regularly show the work of participants to the
whol e group. Encour age comrents, di scussions and exchange of i deas.

For conpari sons, discussions and devel opnent of ideas it is inport-
ant that all participants work with the sane assi gnnents.

Check the spelling, it is easy to becone "word-blind" when naking
signs and posters.

After 45 mnutes, or earlier, there should be a break in the exer-
ci ses.
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EASY LETTERING FOR SIGNS AND POSTERS cont.

QUTLI NE OF A SPECI AL COURSE:

Suggested syllabus .
Pages in the

: El ement
The rol e of signs and posters 2-3
Exanpl es of good and bad signs
The pen, its function and care 4
How to hold the pen; how to draw |lines 5
Practice drawing lines, vertical and horizontal,

broad and even 6-7
Draw nuners, first on tracing paper, then on

white paper or cards without guide |ines 8-9
Conmon ni st akes 10
Draw conbi nations of nunbers, basic price signs 11
Meeting 2
Review. draw |lines and nunbers 6-11
Draw letters, first on tracing paper, then on

whi te paper or cards without guide Iines 14-16
Draw various conbinations of letters, short words
Conmon mi st akes 17
Meeting 3
Revi ew: draw letters 14-16
Practice drawi ng words; denonstrations, advice,

exerci ses 17-23
Meeting 4
Revi ew: draw letters 17-23
The price sign - a silent "salesman" - basic rul es 11, 24
Vari ations 12-13, 25

Prepare price signs/cards for actual use in shops

Meeting 5

Review. sinple price signs 24
Price signs with both price and text 25- 26
Si mpl e synbol s 27

Prepare price signs for actual use in shops

Meeting 6
Revi ew. design of price signs 25- 26
Practice design of |arger posters 27-28

Prepare posters for actual use
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MATCOM ELEMENT:

THE STOCK RANGE

OBJECTI VES

Havi ng conpl eted this Elenent and the conpl enentary exercises, the
trai nees should be able to explain the inportance of having an ade-
quat e stock range and the consequences of an unsuitable stock range;
they should be able to forma stock policy, to select a basic as-
sortment of goods accordingly and to devel op and i nprove the stock
range.

USE:

Thi s El enent shoul d be included in training programres for nanagers
of co-operative shops. It is also recommended for executive com
mttees of consuner co-operatives societies.

TI ME NEEDED:

For i ndependent study: 2 to 4 hours.
For a review session: 1 to 2 hours.

For the conpl enentary exercises: 2 to 3 hours recommended for the
study visits and 2 hours for follow up discussions.

COMVENTS ON THE QUESTI ONS | N THE ELEMENT:
Page Comrents / Correct answers

7 An assortnent of "small wi dth and | arge depth" would com
prise only a few different articles, but there would be
several types, sizes and brands of each article.

12 In such a situation the shop is likely to beconme an un-
necessary link that increases prices and del ays distri bu-
tion. However, if the market does not function well and

the society would be able to offer goods of better quality
or at |lower price, there would be a reason for selling veg-
etables in the shop

14/ 1 In nost cases the nenbers would suffer nore if the width of
the stock range is reduced. However, this depends on the
local situation and it is especially inportant to consider
t he stock range of nei ghbouring shops.

14/ 2 Lack of capital nay make it necessary to reduce the stock
range. However, the stock range nay becone |ess attractive
than those of the conpetitors if width and depth of nany
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THE STOCK RANGE cont.

COVMENTS ON THE QUESTI ONS IN THE ELEMENT:

Page Conmments / Correct answers
|ines were reduced. It might be | ess harnful to drop one
line conpletely and keep others intact. The best way of

i mproving the financial situation would be to cease stock-
ing one or nore slowselling |lines containing expensive
articles. Ideally, there should be a fair supply of these
lines in other shops so that the custoners do not suffer.

22 Shop A will serve the custoners best, provided there is a
demand for both normal and snall-size batteries.

24 See the answer to 14/2
28/ 1 If the new article is for the same use as the old one, but
in some way better, the custoners will prefer buying the

new one, as soon as they learn about its advantages. The
old one is likely to becone a shel f-warner.

30 The "Check=-out"

Question 1 2 3 4 5 6 7 8 9 10 11 12

Correct
answer c b b a b c b c b c b b

Ref. page 5 16 7 7 11£f 16f i7 16 20 21 26 27

Stock: 4 brands of detergent Stock: 1 brand of detergent
= 21,000 + many other goods
= $1,000
Al
50 pkt # fsfﬁ" MFT;X)E(” o P 5Pt
STAR “opk
PAX ¥
........... o e
19 E ME o
SUN Y, | /

Two alternatives,

discussed in the Element "The Stock Range'.
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MATCOM ELEMENT:

ORDERING GOODS

OBJECTI VES

Havi ng conpl eted this El enent and the conpl enmentary exercises, the
trai nees should be able to select suppliers of goods, to decide upon
economical ordering intervals, to calculate ordering quantities, to
i mpl ement a practical ordering technique and to deal with shortages
and out - of - st ock probl ens.

USE:
The El enent shoul d be included in training programmes for shop nan-
agers and other staff responsible for the ordering of goods.

Tl ME NEEDED:

For independent study: 2 to 4 hours.

For review session: 1 to 2 hours.

For the conpl enentary exerci ses: 3 to 4 hours recommended for the
practical group assignnent in a shop, 1 to 2 hours for foll ow up
di scussi ons.

COWENTS ON THE QUESTI ONS I N THE ELEMENT:

Page Comments / Correct answers
5 See the text in the picture on the sane page
8 A systemwith fixed order days facilitates the ordering
wor k, transports and the recei pt of goods. The risk of

forgetting to prepare the orders is also reduced

On the following pages in the Elenent it will also becone
clear that the fixed intervals are a prerequisite for de-
ciding the "re-order |evels" and thus for cal culation of
order quantities.

11 a) If the "re-order levels" are set too |ow the goods
m ght be finished before the arrival of new supplies.
Consequences: di ssatisfied custoners, reduced sal es,
reduced incone. In serious cases the customers m ght
fear that goods will not be avail able on a regul ar
basi s, and begi n buying essential goods in |arge quan-
tities whenever they are in the shop. Such practices
will distrub the whole ordering system

b) If the "re-order levels" are set too high there will be
an unnecessarily large stock in the shop. As a conse-

quence npre capital than necessary is used for the
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ORDERING GOODS cont.

COMMENTS ON THE QUESTI ONS IN THE ELEMENT:

Page

13

26
Question

Correct
answer

Ref. page

Comments / Correct answers

st ock. It could be used in a better way, so that the
stock range could be extended. It is also |likely that
the | eakage will increase when the goods are stored for

a longer tinme in the shop.

Tuna fish 1 package; rice 2; detergent 1, soap 2 or 3
The actual need for soap is 21 bars. Two packages contain
only 20 bars, but nost likely this will be sufficient.
However, soap is an essential commodity and it is not very
expensive so it might be better to order 3 packages.

The '"Check-out"

1 2 3 4 5 6 7 8 9 10 11 12

7 7 7 12 12£ 14 15 16 17 18¢ 21 23

THE COWPLEMENTARY EXERCI SES

L

Trai nees coul d especially be asked to identify articles
whi ch ought to be ordered in snaller quantities and nore
frequently. They shoul d cal cul ate how nuch capital could
be made avail abl e t hrough such an arrangenent. Possi bl e

alternative use of that capital should be discussed with
t he shop nanager.

If there are nmany suppliers, trainees should find out why.
During the rest of the exercise, they may concentrate their
interest only on the goods delivered by a few sel ected sup

pliers, or only on certain commodity groups. The latter is
recomended for |arger shops

The reports shoul d be discussed during a foll ow up session
in which representatives of the visited shop should be in-
vited to participate. The session should be concluded with
a sunmary of actions which would | ead to:

- i mproved utilization of the capital invested in stock
fewer "out-of-stock incidents";
- i mproved ordering techniques.
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MATCOM ELEMENT:

SHOP HYGIENE

OBJECTI VES

Havi ng conpl eted this Elenent and the conpl enentary exerci ses, the
trai nees shoul d appreciate the i mportance of a high standard of
cl eanli ness and hygi ene in food shops, and realise the risks that
exi st when cl eaning i s negl ect ed. They should be able to explain
what shop personnel should do to |limt the spreading of bacteria and
ot her gerns, and apply these neasures in their daily work and in
wel | - organi sed, regul ar cl eaning progranmes in their shops.

USE:
This El ement should be included in basic training programes for all
shop personnel, committee nenbers and i nspectors.
TI ME NEEDED
For i ndependent study: 1 to 2 hours.
For a review session: 1 to 2 hours.
For the "Check-out" and the conpl enentary exercises: 2 to 3 hours.
COMMENTS ON THE QUESTIONS | N THE ELEMENT:
Page Comrents / Correct answers
11 Four reasons:
- To prevent | eakage, and keep costs down.
- To offer nice and cl ean goods.

- To prevent contam nation and infection of foodstuffs.
- To attract custoners.

14 In case the old packets are damaged, they should be offered
at reduced price.

15 To the nenbers it woul d nean poor service; they cannot be
expected to renenber the date for closing. To the shop it
coul d nean reduced sal es and i ncone, but costs would not be

r educed.

22 The sane rule applies as for shelf display: t he ol dest
goods shoul d be placed in front/on top. New packets could
be kept "in bulk"” in the bottom of the freezer, for in-

stance in | arge plastic bags.
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MATCOM ELEMENT:

RECEIPT OF GOODS

OBJECTI VES:
Havi ng conpl eted this El enent and the conpl enmentary exercises, the
trai nees should be able to explain the purpose and i nportance of
proper delivery control, to organise and carry out the procedures

for checking i ncom ng goods and the actions to be taken in case of
di screpanci es.

USE:
The El enent shoul d be included in basic training programres for
staff of consumer co-operatives

PREREQUI SI TES

To benefit fromthis MATCOM El ement, the trainee shoul d:
have studi ed the MATCOM El erent "Leakage" or have the correspond-

i ng know edge,
have sone shop experience

TI ME NEEDED:

For independent study: 1 to 2 hours.
For a review session: 1 to 2 hours.
For the conplenmentary exercises: 2 to 4 hours.

COMMENTS ON THE QUESTIONS | N THE ELEMENT:

Page Comments / Correct answers
5/1 a) The delivery man.
b) The supplier's delivery man.
c) The manager.
d) Tha dlinnl | PY
6 VWhen a staff-nenmber of the Co-operative collects the goods

fromthe supplier

13/1 You will easily discover if any goods are m ssing (not
ticked on the list), or oversupplied (cartons not marked).
A proper check nmust be done in a systematic way.

13/2 See at the bottom of page 12.



RECEIPT OF GOODS
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cont.

COVVENTS ON THE QUESTI ONS | N THE ELEMENT:

Page

13/3

15

17

20

22
Question

Correct
answer

Ref. page

Comments / Correct answers

a) 2 packages.
b) 6 tins.
c)

To verify that there actually is a discrepancy at the tine
of delivery and to avoid possi bl e nisunderstandings as to
the responsibility for this.

You will not be able to carry out the contro
sone goods have been noved. Do not trust your

properly if
nmenory.

Do not trust your menory. Keep any docunents supporting
the discount offer, or make a unote, so that you are re-
minded when you check the prices charged.

The "Check-out"

c a b b b c a a c b b c

6 6 7 9 12 12 13 14 15 17 18 19-21
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Staff training "on the job'".
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MATCOM ELEMENT: FOOD SPOILAGE
AND PRESERVATION

OBJECTI VES:

Havi ng conpleted this El enent and the conpl ementary exercises, the
trai nees should be able to explain what causes foodstuff to perish
and what can be done to prevent it. They should be able to explain
t he nmost conmon net hods for food preservation, and to handl e pro-
perly the perishable and preserved foodstuffs they sell in their
shop.

USE

The El enent should be included in training programres for shop per-
sonnel dealing with perishables and preserved foodstuffs.

PREREQUI SI TES:

To benefit fromthis El enent, the trai nees should previously have
studi ed the MATCOM El enent "Shop Hygi ene" or have the correspondi ng
know edge.

TI ME NEEDED:
For i ndependent study: 12 to 3 hours.

For a review session: 1 to 2 hours.
For the conpl enentary exercises: 2 to 3 hours.

COMVENTS ON THE QUESTI ONS | N THE ELEMENT:

Page Comments / Correct answers
5 - Rest aurants and shops are the last link in the distri-
bution chain; the goods are not conpletely fresh any

nore, and nmay have been contam nated on the way.

Many people are involved in the handling of the food-
stuffs; all  may not have been properly trained in
hygi eni ¢ wor ki ng net hods.

7 There is roomfor 100 of the | argest or 5,000 of the
smal | est bacteria on the |line.

14 Veget abl es have naturally been contani nated by the sur-

roundi ng soil and other plants. The bacteria shoul d be
prevented from spreadi ng to ot her foodstuffs.

24 Conpar e page 9. Most bacteria multiply fast in the tem
perature range of + 30 + 40°C



FOOD SPO LAGE AND PRESERVATI ON cont.

COMMENTS ON THE QUESTIONS IN THE ELEMENT:
Page Comments / Correct answers
32 The "Check-out"
Question 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17

Correct
answer b ¢ a b b a ¢ b a a b c a c a c¢ b

Ref. page 7 108 9 9 91211 14 14 17 17 19 21 25 29 30

THE COVPLEMENTARY EXERCI SES

Some conments to Exercise No 5: What renedi al action can a nanager
take when he has made a "buying nistake"?

i Save the goods.

a) To avoid the spreading of nould, etc.
itens i mediately.

, remove affected

b) Extend the durability through a suitable treatnment,

e.g. boiling, grilling, salting or freezing. This
nmust, of course, be done while the quality of the pro
duct is still acceptable, and the cost of the treatnent
nmust be considered and conpared to the actual val ue of
the product. Note the problens related to the freezing
of larger amounts of foodstuffs, using the nornmal shop
freezers - what will happen to the goods al ready kept

in the freezers?
ii. Sal es and/ or PR before the goods are spoil ed.

a) Sales can be increased through a price reduction. A
small  price reduction while the products are stil
fresh is often the best solution. Do not wait too |ong
- nobody wants the goods when they have begun to de-

teriorate, even if the price is very |ow And re-
menber, if price reductions of this type appear too
often or regularly, the custoners will soon learn to

wait for themnl

by Find out if the goods can be taken over by another shop
or a large-scale consuner, e.g. a hospital, a restau-

rant, etc.

¢) In any case, customers nust be offered the products in
tine so that they can consune themwhile the quality is
still good. Always renmenber:
- Dbe honest, tell the custonmers that the keeping

quality is limted
- do not sell second-rate goods at full price; ex-
plain why the price has been reduced
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MATCOM ELEMENT:

WEIGHING AND PREPACKING

OBJECTI VES

Havi ng conpl eted this El enent and the conpl ementary exercises, the
trai nees should be able to explain the purpose of prepacking, to de-
ci de whi ch goods shoul d be prepacked, to select suitable tools,

equi prent and materials for prepacking and to organi se and carry out
t he wei ghi ng and prepacking in an efficient and econoni cal way.

USE

The El enent should be included in basic training progranmes for shop
per sonnel

TI ME NEEDED:

For independent study: 3 to 6 hours.
For review session: 1 hour.
For the conpl enentary exercises: 2 hours.

COVMENTS ON THE QUESTI ONS | N THE ELEMENT:
Page Comments / Correct answers

4 Hi gher prices.
Si zes, quantities of packets not suitable.

5 Thi s exercise could possibly be taken up as a "conpl e-
nmentary exercise" / group discussion after the individua
study of the elenent. One group nenber shoul d descri be how
one specific product is handled in his/her shop, giving de-
tails about costs, gross margin on this product, |eakage
probl ems, cost of packing material and other relevant mat-
ters. Group nmenbers discuss and eventually recommend how

t he actual goods should be handl ed and sold - prepacked
(hnw) nr nnh nronnrlrari

711 a A
b D
C D
d D
e A+B
11 a Better hygiene

Better service
Better display.

b Better use of |abour
Leas | eakage.



WEIGHING AND PREPACKING
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cont.

COWMENTS ON THE QUESTI ONS IN THE ELEMENT:

Page

19

21

33

36
Question

Correct
answer

Ref. page

38

Comments / Correct answers

b Better use of labour.
Less leakage.

0O oo
w W &~
o = OO
“w N O

Put an empty bottle
weight pan.

of exactly the

First count 200 nails and weigh them.

instead of counting.

The "Check-out"

1 2 3 4 5 6 7 8

12¢ 5 5 26 26 27

same weight on the

Then use the scale

9 10 11 12

c c b b

33 26 27 21

a) Place weights of 2 kg and 500 g on the weight pan.
Place a weight of 100 g on the other pan together with

the meat.

b) Place a weight of 500 g on the weight pan.

Place a

weight of 100 g on the other pan together with the

ham,

c) Weioh 100 ¢ aof ham twice.
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MATCOM ELEMENT:

PRICE-MARKING

OBJECTI VES

Havi ng conpl eted this Element and the conpl enentary exercises, the
trai nees should be able to explain the purpose of price-marking, to
deci de which goods shoul d be price-narked, to select suitable tools
and equi prrent for price-marking, to organise and carry out the
price-marking in an efficient and correct way and to attend to the
refilling of shelves in the shop correctly and efficiently.

USE:
The El enent should be included in basic training programres for
staff of consunmer co-operatives.
PREREQUI SI TES
To benefit fromthis MATCOM El ement, the trainee shoul d:
have studi ed the MATCOM El enent "Leakage" or have the correspond-
i ng know edge;
have sone shop experience.
TI ME NEEDED:
For independent study: 1 to 3 hours.

For a review session: 1 to 2 hours.
For the conplenentary exercises: 2 to 3 hours.

COMVENTS ON THE QUESTI ONS | N THE ELEMENT:
Page Coments / Correct answers
5 a) Custoners prefer shopping where prices are clearly dis-
pl ayed because it nmakes it easier for themto conpare

and deci de which goods to buy.

b) Custoners will be charged the correct prices, there
will be few m stakes.

8/1 It should be possible to nove and exchange price | abels
easily w thout |eaving any nmarks on the edges of the
shel ves.

8/ 2 To be able to read the prices across the counter they pre-

fer big price |abels on the shelves. (To be able to check
the prices at hone, they nay al so appreciate that prices
are marked on all itens.)
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PRICE-MARKING cont.

COMMENTS ON THE QUESTIONS | N THE ELEMENT:

Page

10

11

13

16

19

24

Question

Correct

answer

Ref. page

Comments / Correct answers
Di shonest persons may erase prices which are witten with a

pencil .

a) dothes.
b) Tinned food.

Custonmers and staff will |earn where to ook for the price

Because nost of the goods are taken into the selling area,

only some cartons whi ch have nat bheen opened are kept in
the storeroom

Keep the full and sealed carton in the storeroomuntil

there is enough space on the shelves to display all the
content.

The " Check-out™

1 2 3 4 5 6 7 8 9 10 11 12

c a c c b b b b b c b b

3-5 6 6 10 10 12 13 14 16 19 20 22

Fromthe El ement "Price-narking".



MATCOM ELEMENT:

SALESMANSHIP

OBJECTI VES:

Havi ng conpl eted this El enent and the conpl ementary exercises, the
trai nees should be able to explain the necessity of good sal esman-
ship in co-operative shops and the roles and responsibilities of the
co-operative sal esnman. They shoul d also be able to identify various
types of sales techniques and they should feel notivated towards,
and be able to apply, a truly co-operative nenber-oriented sal es
t echni que, based on an understandi ng of customers/nenbers needs.

USE:

This El ement should be included in basic training progranmes for
staff of all types of co-operative retail shops, counter-service and

self-service. However, in view of the inportance of the subject, it
could also be included in training programes at higher levels, if

it is felt that the trai nees do not have sufficient know edge and
skill in this field.

PREREQUI SI TES
To benefit fromthis El enent, the trai nees shoul d:
- have sone retail.shop experience

TI ME NEEDED:

For independent study: 4 to 8 hours.
For a review session: 2 hours.
For the conplenentary exercises: 3 to 4 hours.

COVMMENTS ON THE QUESTI ONS I N THE ELEMENT:

Page Comments / Correct answers
5 7 Al the statements are true.

10 See the text bel ow the question.

16 The shop assistants behave very badly in all the situations
descri bed. A conpl enentary exercise is suggested as a
followup to this question, see nunber 2 on page 43 of the
El ement . The trai nees should then suggest how the shop

assi stants ought to behave in these situations

22 VWhat is the loss of a custoner worth in noney? Reference
is made to the MATCOM El ement " Pl anning and Controlling the
Busi ness", pages 8 to 9.



SALESMANSHIP cont.

COMMENTS ON THE QUESTIONS I N THE ELEMENT:

Page

24

29

33

35

40

41
Question

Correct
answer

Ref. page

Comments / Correct answers

See page 26.

See page 30.

Examples of "benefits":

You won't burn your fingers

This is the only vitamin tablet you need

These shoes last longer and they are comfortable ....

You can use as much as you need and keep the rest, and the
children won't be able to open the bottle ....

It isreally well-protected ...

These matches do not catch fire on any surface other than
the special striking strip on the box, they cause very
few accidents ....

You will appreciate the taste ...

It will not rust easily ....

This bread will not spoil your teeth, it is very good for
your children's health ...

You do not need a brush and you get a wonderful, even
surface ....

House paint: brushes, sandpaper

Hi nges: screws, screwdriver.

Nai | s: hamrer, other tools (plaster!).
Tea: bi scuits, sugar, marnmal ade, teacups.
Fl our: baki ng powder, sugar, yeast.

Follow up these questions in the complementary exercises,
see page 43, number 3.

The "Check-out"

1 2 3 4 5 6 7 8 9 10 11 12

c c c b b b c c c b c a

15¢ 22 18 23 34f 30f 30f 30f 20f 35 36 39

THE COVPLEMENTARY EXERCI SES

1

Characteristics and Benefits

Instruct the trainees to apply the techni que of using the
word "because", as described on pages 31 to 33. Use sinple
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SALESMANSHIP cont.

THE COVPLEMENTARY EXERCI SES:

goods to start with, those having only a few "character-
istics".

2. The custoner-oriented sal esnan

When summing up the discussion, stress that the custonmer-
oriented salesman is the only possible type of sal esnan for
a co-operative

3. Your Personal Appear ance

These matters are discussed froma rather general point of
viewin the Element. Nowis the time to be nore specific
and to work out sone guidelines which are relevant to the
l ocal societies. Also refer to the Regul ations issued by
the Health Authorities.

Role Plyi ng

Note the information given in the El ement for the briefing of the
pl ayers, and for the foll ow up di scussions.

The "sal esman” and the "custoner” should be briefed separately,
nei t her one knowi ng the instructions for the other.

(More information about role play exercises can be found in "Parti-
ci pative Teachi ng Met hods", published by | CA/ CEMAS.)

Bel ow are a few exanples of role plays, many nore are needed so that
all trainees can take part in these exercises.

1. T-Shirts

Custoner brief: You need to buy two T-shirts for your 6
and 12 year old boys. You bought sone good ones a year ago
for $4 each and you like simlar ones now - cotton, colours
whi ch do not fade, not white, green if possible, plain,
Wi t hout pictures or slogans. When you cone to the shop,
sinply ask for "T-shirts", and we will see if the sal esman
is able to help you.

Salesman brief : Check what kind of children's T-shirts you
have in stock.

Comment s This exanple illustrates a conmon situation,
when the sal esman has to find out if any of the articles he
has in stock will satisfy the custoner's need. In the

briefing, make sure that the custonmer knows what he wants.
During the role play, observe whether or not the sal esman
is able to find this out through questions to the custoner,
and if he can differentiate between "definite" and "pre-
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SALESMANSHIP cont.,

THE COMPLEMENTARY EXERCISES:

ferred" points as shown in the example on page 26 of the

Element.

2. Honey
Customer brief: You buy honey almost every week because
the menbers of your famly like it so nuch. Now you
realise that you cannot buy it so often because it is be-
com ng very expensive. However, you do not want to tel

themoutright in the shop that you cannot afford it. Try
to find out in some way or another what you could buy as a
cheaper substitute when you now go to do the shopping

Sal esman bri ef: No brief is needed.

Comments: This exanple will expose the salesman's ability
to sense the need and problens of a custoner, and his
willingness to assist.

3. Dri nks

Custoner brief : You are going to buy sone groceries. You
will also buy, as you usually do on Saturdays, some cans of
dri nks (beer or soft drinks). You like the small netal
cans, you do not want bottled drinks, as you find it dif-
ficult to carry the enpties back to the shop

Salesman brief: Your Society Conmittee has decided to stop

selling drinks in cans. There are several reasons for
this: bottl es can be re-used, so drinks in bottles are
cheaper, enpty cans pollute the surroundi ngs, etc. The

customers have to pay a deposit for the bottles.

Comment s Soreti nes the sal esmen have to expl ain things
whi ch the custonmers may take as bad news or as signs of
poorer service. D plomatic tact and ability to informand
explain in a nice way are often needed

4. Benefits

Salesman brief: Select one rather conplicated article from
the stock, e.g. a bicycle, a radio or a gas cooker. Learn
the "characteristics" of the article, and then translate
these into "benefits". (Conpare pages 31 to 33 of the Ele-

ment . )

Custoner brief: You have been thinking about buying a
........ same article as selected for the salesman
brief). Now you go to the shop to have a look at it. Try
to find out everything about it before deciding whether to
buy or not.
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MATCOM ELEMENT:

SHOPLIFTING

OBJECTI VES:

Havi ng conpl eted this El enent and the conpl enentary exercises, the

trai nees should be able to apply common nethods to prevent shop-
l[ifting and to deal with shoplifters.

USE:

The El ement shoul d be included in training programres for managers
of self-service shops/supermarkets.

The managers on their part can then use the Elenent in the training
of their own staff.

PREREQUI SI TES

To benefit fromthis MATCOM El enent, the trainee shoul d:

have sone retail shop experience;
have studied the MATCOM El enrents "Di splay of Goods in a Self-
servi ce Shop" and "Leakage" or have the correspondi ng know edge.

TI ME NEEDED:

For independent study: 1 to 3 hours.
For a review session: 1 to 2 hours.

For the conplenmentary exercises: 2 to 4 hours.

COMMENTS ON THE QUESTI ONS I N THE ELEMENT:

Page Comments / Correct answers
12 Customers are given access to the storeroomand it is dif-
ficult to control the use of the fitting-room (See text
on page 13)
15 A/ Rebuilding the entrance

no effect on sales
no rebuil ding costs

B / Narrower entrance by | ocking one door:

coul d di scourage custoners
no costs



SHOPLIFTING

cont.

COWENTS ON THE QUESTI ONS I N THE ELEMENT:

Page

16

19

32

Question

Correct
answer

Ref. page

Comments / Correct answers
C / Door man:

- coul d di scourage custoners if not service-m nded
- sal ary cost

Cis probably nore effective than the other two nethods,

but nost expensive. The best solution depends on sal ary
costs, how conmon shoplifting is, etc.

Foodstuffs satisfy one of our "basic needs", and experience
shows that small, expensive and much demanded food articles
are attractive to shoplifters

Very hungry shoplifters may even consune the stol en goods
in the shop, before they pass the check-out!

These | abel s coul d ot herwi se be renoved by a di shonest
person and pl aced on sone nore expensive item

The " Check-out"

1 2 3 4 5 6 7 8 9 10 11 12

4f 11f 12 12 14 16 17 20 21 22 23 27



MATCOM ELEMENT:

HANDLING OF CASH

OBJECTI VES

Havi ng conpl eted this El enent and the conpl enentary exercises, the
trai nees should be able to handl e and keep nbney, cheques and pur-
chase orders in a secure way.

USE
The El ement shoul d be included in basic training programes for al
shop staff who handl e cash. It should be followed by study of one
of the Elenments on Cash Control,
ei ther "Cash Control wthout a Cash Register”,
or "Cash Control using a Cash Register".

TI ME NEEDED:

For independent study: 1 to 3 hours.
For a review session: 1 to 2 hours.
For the conplenentary exercises: 2 to 4 hours.

COMMENTS ON THE QUESTI ONS IN THE ELEMENT:

Page Comments / Correct answers
5 Because of the risk of overcharging the customers. If this
happens, custoners nay | ose their confidence in the so-
ciety.
9 a Probably no 5 - "Special prices for friends", but the
answer is not so inportant. The intention with this

question is to get the trainees to think about the
amount of | osses through various errors.

10 The correct total is T$37.30

12 If you do not stick to the same nmethod all the time, there
is arisk that you switch right in the niddle of a trans-
action, and that may cause you to nake an error.

24 You cannot present the cheque at the bank until its date.
This means that you actually give credit to a custoner who
i s spending his noney in advance.

32 a) Athief could easily take the whol e box.



HANDLI NG OF CASH

cont.

COMMENTS ON THE QUESTI ONS IN THE ELEMENT:

Page

33

34
Question

Correct
answer

Ref. page

Comments / Correct answers

b)

For the above reason the box should not be placed where
it can be taken easily, for instance on counter.

The "Check-out"

1

6

2 3 4 5 6 7 8 9 10 11 12

711 14 17 17 18 20f 25 26 28 32

THE COVPLEMENTARY EXERCI SES

1.

The Work of the Cashier

a) The actual work methods shoul d be conpared with the re-
commendations in the El enment. Remenber that safety is
nmore inportant than speed. Speed will increase after
practice.

b) Do not forget - in this connection - that a cashier
must be very service-m nded, too.

¢) Price-marking and price information are the nost im
portant.

G ving Change

i s exercise should preferably be carried out using a com
n cash till or cash box and real noney.

edit Sal es

Stress the inmportance of having a clear policy, so that
the cashi er always knows what to do if someone asks for

credit.

Make sure that the cashiers know the actual credit
docunents, so that they can judge if they are valid,
and that they understand the purpose and use of the
docunent s.


ana


MATCOM ELEMENT: CASH CONTROL
WITHOUT A CASH REGISTER

OBJECTI VES

Havi ng conpl eted this Element and the conpl enmentary exercises, the
trai nees should be able to organi se and i nplenent a secure system
for manual recordings of sales, to prepare sales reports and to dis-
cover and anal yse any cash differences.

USE

The El ement should be included in basic training programes for al
sal es personnel working without a cash register. It should al so be
i ncluded in basic training progranmes for managers and ot her staff
who are responsi ble for the cash control

PREREQUI SI TES:

To benefit fromthis Element the trai nees shoul d previously have
studi ed the MATCOM El enent "Handling of Cash" or have the corre-
spondi ng know edge.

TI ME NEEDED:

For independent study: 2 to 3 hours.
For a revi ew session: 1 to 2 hours.
For the conplenentary exercises: 2 to 4 hours.

COWMMENTS ON THE QUESTI ONS I N THE ELEMENT:

Page Conments / Correct answers
6 To check that all tickets are accounted for.
11/1 The assi stant manager or sone ot her staff nmenber who is
present should verify the cancelled ticket. The cust oner

could verify if no other staff is present.

12 It will be very difficult to find the reasons for cash dif-
ferences if they are not discovered the day they occur.

14 She cannot use 100-notes for giving change, she will need
coins and notes of smaller denoni nations.

16 Only one person should have the responsibility of the
cash. This is not possible if other persons have access to
the safe



CASH CONTROL WITHOUT A CASH REGISTER cont.

COWMMENTS ON THE QUESTI ONS I N THE ELEMENT:

Page

19

20

22

23

24

25

Comments / Correct answers

Each cashier is responsible for the cash she receives.

Exanpl e of satisfactory answers
1. Every sale is recorded on a sales ticket.

2. W issue Daily Sales Reports every day.

3. Each cashier is responsible for the cash she collects.
Wien the noney is handed over to the nmnager, he be-

cones responsible for it.

4. Custoners receive cash sales receipts. A copy of the
Daily Cash Sales Report is used as a receipt for the

cashier. The manager gets a receipt fromthe bank

5. The cashier locks the till. The manager | ocks the

saf e.

6. The manager has the petty cash for ninor paynents and

uses cheques for other paynents, so he can bank al
noney col |l ected for sal es.
1. Check the figures in the Daily Cash Sal es Report.
2. Count the cash again.

3. Count the ampunt in the cash bank

The cashier knows:

- She will imediately be suspected of dishonesty if
is noticed that she does not record every sale

- Any losses will be discovered the sane day.

- She is the only one responsible for any | osses

When t he nanager takes over the noney, he knows:

- There is no doubt about the amount he receives

- He al one has access to the cash until it is banked

See the text above the question.

It could not possibly belong to the cashier.



CASH CONTRCL W THOUT A CASH REG STER  cont.

COMMENTS ON THE QUESTI ONS I N THE ELEMENT:

Page Comments / Correct answers
26 The "Check-out"
Question 1 2 3 4 5 6 7 8
Correct
answer c a c a a b c b

Ref. page 6 6,24 10 12 17 18  19f 21f

THE COVPLEMENTARY EXERCI SES

2. Cash Differences

9 10
c a
23 24

The main purpose of this exercise is to denonstrate how
difficult it is to find the reasons for cash differences

when sone tinme has passed.

Note the total difference for the period

Are shortages and overs about equal, or is one type
nmore frequent than the other? If one type is nore
frequent, the cashier is probably repeating the sane

type of m stake.

Frequent cash differences indicate that the cashier is

carel ess or badly trained.

3. The Cashi er

She woul d know and can prove that she has accounted for

what she has received

She need not worry about being blamed for the m stakes

of others.

She woul d be less tenpted to becone di shonest.

4, The Menbers

It is particularly inportant that the nenmbers understand

that the salesnman has to record every sal e,
bers should react if this is not done.

and that mem
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T CASH CONTROL
USING A CASH REGISTER

OBJECTI VES

Havi ng conpl eted this El enent and the conpl ementary exercises, the
trai nees should be able to organise and i npl enment a secure system
for the recording of sales with .the help of a cash register, to pre-
pare sales reports and to detect and anal yse any cash differences.

USE:
The El ement shoul d be included in basic training programes for al
sal es personnel who use a cash register. It should al so be included
in basic training progranmes for nanagers and other staff who are
responsi ble for the cash control
When studying the Element, trainees will need access to the cash re-
gi ster of their shop, and the operating manual for the actual re-
gi ster.

PREREQUI SI TES:
To benefit fromthis Element the trai nees should previously have
studi ed the MATCOM El enent "Handling of Cash" or have the corre-
spondi ng knowl edge.

TI ME NEEDED:
For independent study: 2 to 4 hours.
For a review session: 2 to 4 hours.
For the conpl ementary exercises: 4 to 10 hours.

COWMENTS ON THE QUESTI ONS IN THE ELEMENT:

Page Comments / Correct answers

S e I U R DR U O

b In column 1 - 100
In column 2 - 20
In column 3 - 7
In column 4 - none
In column 5 - none

11 6 | -jQry| - 7] -5 - |—
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CASH CONTROL USING A CASH REGISTER cont.

COMMVENTS ON THE QUESTI ONS | N THE ELEMENT:

Page

15

20

22

24

26/ 1

26/ 2

2711

29

Comments / Correct answers

The assi stant nanager or sone other staff nenber who is
present should verify the cancelled ticket. The cust oner
could verify if no other staff is present.

It will be very difficult to find the reasons for cash dif-
ferences if they are not discovered the day they occur

She cannot use 100-notes for giving change, she will need
coins and notes of smaller denom nations.

Only one person should have the responsibility of the

cash. This is not possible if other persons have access to
t he safe.

a T$2,490.75 - T$13.65 = T$2,477.10
Cash received T$2, 457. 10
The difference is T$ 20. 00

b A cash shortage

See page 16 in the El enent.

Recorded sal es T$448. 35
Errors - 9.85
Sal es 438. 50
Credit docunents 438 .50
Di fference 0.00

Exanpl e of satisfactory answers
1. Every sale is recorded on the cash register.

2. Every day we issue a Daily Sales Report, we count the
noney and we reset the cash register.

3. Each cashier is responsible for the cash she collects.
Wien the noney is handed over to the nmnager, he be-
cones responsible for it.

4, Custoners receive cash sales receipts fromthe cash re-

gister. A copy of the Daily Sales Report is used as a

recei pt for the cashier. The nanager gets a receipt
fromthe bank.



CASH CONTROL USI NG A CASH REG STER  cont.

COMMENTS ON THE QUESTI ONS | N THE ELEMENT:

Page

32

33

34

36

37

38

39

Comments / Correct answers

5. The cashier keeps the till |ocked and she has the
regi stration key. The manager |ocks the safe.

6. The manager has the petty cash for minor paynments and
uses cheques for other paynents, so he can bank all the
nmoney col l ected for sales.

1. Check the figures in the Daily Cash Sal es Report.

2. Count the cash again.

3. Count the ampunt in the cash bank

4, Check if error tickets are incl uded.

T$375 - T$3.75 = T$371. 25

. Check the sales journal for suspicious registrations.

2. Conpare the cash sales report with the credit sales re-
port.

1. Check the previous reset.

2.  Check if any reset number is missing.

3. Check if any registrations were made after the last re-
set.

The cashi er knows:
She will imediately be suspected of dishonesty if it
is noticed that she does not record every sale
Any |l osses will be discovered the sane day.
She is the only one responsible for any | osses.

Wien t he nanager takes over the noney, he knows:

- There is no doubt about the anount he receives
He al one has access to the cash until it is banked

See the text above the question.

It could not possibly belong to the cashier.
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CASH CONTROL USI NG A CASH REG STER cont.

COMMENTS ON THE QUESTI ONS I N THE ELEMENT:

Page

42

Question

Correct

answer

Ref. page

Comments / Correct aunswers
The "Check-out"

1 2 3 4 5 6 7 8 9 i0 i1 i2

b c b c b a b a b a b b

4f 5 8 15 16 18 17 20 18 28 31 41

THE COVPLEMENTARY EXERCI SES:

3.

Cash Differences

The main purpose of this exercise is to denonstrate how
difficult it is to find the reasons for cash differences,
when sone tine has passed

- Note the total ditterence for the period

- Are shortages and overs about equal, or is one type
more frequent than the other? If one type is nore fre-
quent, the cashier is probably repeating the same type
of m stake.

- Frequent cash differences indicate that the cashier is
carel ess or badly trained.

The Cashi er

- She woul d know and can prove that she has accounted for
what she has received

-  She need not worry about being blaned for the nstakes
of others.

- She woul d be less tenpted to becone di shonest.

The Menbers

It is particularly inportant that the nmenbers understand
that the salesnan has to record every sale, and that nem
bers should react if this is not done.
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MATCOM ELEMENT:

LEAKAGE

OBJECTI VES:

Havi ng conpl eted this Elenent and the conpl enentary exercises, the
trai nees should know the basic facts of |eakage in retailing: what
it is, where it normally accurs and its financial consequences. The
trai nee should al so appreci ate that the anpunt of | eakage in a re-
tail shop can be _neasured, and understand in principle howthis is
done. Usi ng this know edge the trainee will appreciate the need ta

prevent |eakage and will understand his/her own role and responsi -
bility in this connection.

USE:
The El ement should be included in basic training progranmes. How-
ever, in view of the inportance of the subject, it could also be in-
cluded in courses at a higher level, if it is felt that the trainees

do not have a sufficient know edge of the "I eakage" problem

As the problem of | eakage is connected with nany other topics in re-
tail training, this Elenent nust be studied early on in the pro-
gr amme.

NOTE!

As can be seen from the OBJECTIVES above and on page 4 of the
Element, the purpose of the Element is not to teach how to pre-
vent leakage.

The only effective way to reduce or prevent leakage is to train
the staff to carry out the actual work in the shop in such a way
as to avoid leakage.

There are many different jobs in a shop; training for each one
does not take place at the same time. Consequently, it is not
recommended that training in leakage prevention be given as one
concentrated topic, or using one booklet only. Rather, the leak-
age aspect should be borne in mind at all times and emphasized
whenever training for a specific job is given. This applies to
all jobs where leakage is likely to occur, from the ordering of
the goods to their handling in the shop and the final sales.

Trainees must be made aware of this serious problem right from
the beginning of their career in retailing. It is for this pur-
pose that the ''Leakage" Element should be used.




LEAKAGE cont.

PREREQUI SI TES
To benefit fromthis MATCOM El enent, the trainee should

have sone retail shop experience;
be able to perform sinple percentage cal cul ati ons.

TI ME NEEDED:

For independent study: 2 to 5 hours.
For the conplenentary exercises: 2 to 3 hours.

COMMENTS ON THE QUESTI ONS IN THE ELEMENT:

Page Comments / Correct answers
5 Conpare to pages 14 - 17 in the El enent.
7 Stock Value at Selling Price 200 x 0.65 = 130.00
Sal es - 127,40
Leakage 2.60
10 Compare to pages 14 - 17 in the Element.
13 2) 240 x 100 = 1.5 (%)
16,000
2,450 x 100 .
b) = 0.8 (%
306,250
) 1.2 x 96,240  _ 1154 .88
100
18 A realistic answer to question 2 should be about 0.2-0.4
of the sales. If there are different opinions as to the
anmount, or if the trainees seemto have little idea about
it, they should be asked to nake a survey, noting the value
of everything spoilt in their shops over a certain period.
Such an exercise should also give them sone ideas as to how
to conmbat and prevent |eakage.
19 In this shop, the probl em of |eakage has become so serious

that the business is nmaking a loss. It has becone diffi-
cult to finance the purchase of new goods.



LEAKAGE

cont.

COMMENTS ON THE QUESTIONS I N THE ELEMENT:

Page

22 - 23

24

25

luestion

orrect
imnswer

tef. page

Comments / Correct answers

If this situation continues, this is what will happen: it
will be difficult to obtain supplies for the shop. There
will be frequent shortages of various goods. Cust omer s
will often becone dissatisfied and nmay turn to ot her
shops. There will be a drop in sales and therefore in in-
conme, whereas nost of the costs will be the same as be-
fore. The losses will increase, and so will the problens

until the shop finally goes bankrupt and has to cl ose

For the nmenmbers this will mean the | oss of their share cap-
ital; for the staff, the loss of their jobs.

To prevent all this it is necessary to take sonme action in
order to reduce the | eakage and hel p produce a surpl us.
However, if |eakage has already caused a big loss, it nust
be refunded, either by those who caused it or by the mem
bers.

In sone places the actual percentage of |eakage as well as
the acceptable percentage are kept secret fromthe staff.
It is believed that the manager mi ght not do his best to
keep the | eakage low, if he knows that he is on the safe
side of the accepted figure.

We are of another opinion. The manager shoul d know what is
expected of him and he nust know the | eakage figure to be
able to decide when renedi al action is necessary. o
course, the acceptabl e percentage should be set so | ow that
there is no margin for carelessness in the job perfornmance
of the staff.

However, the proposed guidelines may need to be adjusted to
the I ocal conditions and for this reason the question on
page 23 has been inserted.

Check that the rules which have been given Numbers 1, 2 and
3 by the trainee, correspond to the three reasons for |eak-
age given in question 1 on page 18. If so, it proves that
the trainee is consequent and has given serious attention
to the questions.

The " Check-out"

24 22 23 15 11 14f 14 8f 14 11 12 15



LEAKAGE

cont.

THE COVPLEMENTARY EXERCI SES

Leakage Survey

Thi s exerci se should preferable be carried out at a stage
when the trai nees have al so studied the topics of delivery
control, prepacking, price marking, display of goods, re-
filling, cleanliness and shoplifting.

Ti me needed in the shop: 30 to 90 min. (depending on size)
+ tine for reporting to other groups, which should al so be
done in the actual shop.

Consequences of |eakage

See comments on the previous page, referring to the ques~
tion on page 19.

The Best Manager

All participants should be involved in this discussion, be-
cause it gives a good 1illustration of the leakage from a
general point of view. Allow the groups a relatively short
time for their discussions (20 m nutes), then spend nore
time in reporting and di scussions in a plenary session (45
m nut es) . The trainer should check that the foll ow ng
points are made by the trainees, if not he should nake them
clear in the summary of the discussions:

- The figures of Manager A indicate that he is a very
careful person. He manages to keep the | eakage at an
acceptable I evel and he is al so keen not to spend too
much noney. Therefore he has got the highest surplus
inrelation to sales.

- B is a good busi ness wonan. She wants to give good
services to her custoners and she manages wel|l to neet
their demands. Thus she has doubl ed the sal es conpared
to Manager A. But the net surplus did not double, be-
cause the | eakage and the costs also increased. Stil
B is better than A because the nenbers were able to
buy nmore in their own shop and they got a higher sur-
plus.

-~ Manager C is as good a salesman as B. His leakage 1is
high, but he has managed to get a higher net surplus
anyway. That must be due to his ability to keep other

costs down. Ther ef ore he nust be considered as the
best manager of the three in spite of the high I eak-
age.

This shows that | ow | eakage as such is not enough to
make a good manager. The services given to the nenbers
and the surplus are nore inportant. The very best man-
ager would be a conbination of A and C. If salesnman C
had al so nanaged to keep the | eakage at 0.5% his net
surpl us woul d have been 16, 800.
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MATCOM ELEMENT:

STOCK CONTROL RECORDS

OBJECTI VES:
Havi ng conpl eted this El ement and the conpl ementary exercises, the
trai nees should be able to explain the purpose of stock control and
to keep records of the changes in stock value at selling prices
USE:
The El enent shoul d be included in basic training progranmres for man-
agers and staff who are required to keep stock control records.
PREREQUI SI TES
To benefit fromthis MATCOM El enent, the trainee shoul d:
- have studi ed the MATCOM El enent "Leakage" or have the correspond-
i ng know edge,
- have sone shop experience
TI ME NEEDED
For independent study: 3 to 6 hours.

For a review session: 2 to 3 hours.
For the conpl ementary exercises: 2 to 4 hours

COWENTS ON THE QUESTI ONS I N THE ELEMENT:

Page Comments / Correct answers
7 1/ 10
2/ -2
3/ reduced by T$45
4/ 8

5/ 1 hammer = T$22.50

14 1/ 24
2/ T$378
3/ 24

4/ T$163.20

15 Because the stock control register will always be up-to-
date. \Wenever a stock taking is done and the actual stock
value is found, a conparison can be done with the stock
control register as it is, without any consideration to
"pendi ng invoices" and sinilar.



STOCK CONTROL RECORDS

cont.

COMMENTS ON THE QUESTI ONS | N THE ELEMENT:

Page Comments / Correct answers

18 If the prices were the sane the stock val ue woul d not
change and no recording should be done.

20 The Shoe Conpany will refund what the co-operative had
paid, that is the whol esale price of T$960. But the figure
entered in the stock control register should al ways be the
retail selling price.

25 al  Sale to reduced price.

28 Theoretical stock T$ 48, 800
Actual stock 48,652
Leakage 148 = about 0.2%of the

sal es

29 The | eakage was 5.220 x 100 = 5 gogapproxi matel y

868, 260
32 The " Check-out™"
Question 1 2 3 4 5 6 7 8 9 10 11 12
Correct
answer a c c b b b b a a b c b
Ref. page 4 5 7 8 4 8 10 12 11 15 18 24
Page No. . (
STOCK CONTROL REGQ STER
Month . M /982
Increase |Decrease  Bal ance
. in Stock|In Stock Stock
Date Particulars Value Val ue 'n Hand
(IN) (QJn) [ Val ue)
|/t | Operning Diock 43,250|-
2/1  |dates 3,200 |- |40,050|-
3/ Whistrsale Thod b c.8.33 |13,400|- 53,450|-
iy i ————




STOCK~TAKING

- 8-

cont.

COMMVENTS ON THE QUESTI ONS IN THE ELEMENT:

Page Comments / Correct answers
Mbre accurate - because there will be a doubl e-check to
make sure that nothing is forgotten
39 The " Check-out"
Question 1 2 3 4 5 6 7 8 9
Correct
Answer c a b c c b b a b
Ref. page 7f 7 6 9 10f 12 15 14 17
Question 10 11 12 13 14 15 16 17
Correct
Answer c c c b b c c b
Ref. page 18 18 27 29 26 30 33 37
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An Zllustration from the Element "Work Organisation and Staff Management'.



e BT WORK ORGANISATION
AND STAFF MANAGEMENT

OBJECTI VES
Havi ng conpl eted this El enent and the conpl ementary exercises, the
trai nees should be able to identify their main duties in the field
of personnel managenent, and to inprove shop performance through ef-
ficient work organi sation, supervision and human resources devel op-
ment
USE:
This Elenent is intended for supervisors and nanagers of |arger
shops. However, certain parts of the contents are applicable al so
to shops with just a few enpl oyees, and these parts can therefore be
i ncl uded i n basic nmanagenent training programmes.
TI ME NEEDED:
For independent study: 4 - 8 hours
For a review session: 2 hours.
For the conpl enentary exercises: A study visit plus 2-3 hours in
the cl assroom
COMMVENTS TO THE QUESTI ONS I N THE ELEMENT:
Page Comments / Correct answers
6 The amount of goods sol d.
The type of goods sol d.
The type of shop (self-service or counter-service).
The openi ng hours.
The standard of service.
The staff costs.
The working tinme of the staff (full-tine or part-tinme em

pl oyees) .

8 a/ T$10,000 - TS$3,800 = T$6,200
b/ T$3,200 (3.2% of sales)

10 a/ T$11,316 - T$3,800 = T$7,516
b/ T$7,516 - T$3,300 = T$4,216 = 3.7% of sales

11 a/ 4.5%



WORK ORGANISATION AND STAFF MANAGEMENT

cont.

COMMENTS ON THE QUESTIONS I N THE ELEMENT:

10

i nvol venent by

i n order

whi ch pronot es

Page Comments / Correct answers
21 Exanpl es:
- Everybody knows what he is supposed to do, work is car-
ried out efficiently with a m ni nrum of
t he nmanager.
- More than one person is trained for each task
to reduce problens if soneone is absent.
- Everybody has certain responsibilities,
the interest in the jobs.
27 See Betty's explanation on page 18.
41 The "Check-out"
Question 1 2 3 4 5 6 7 8 9
Correct
answer c b b c c c a a b
Ref. page & 7f 13 20 21 21 21 24

28

\Hl_NRY'S SHo'P*.,-;;

: <
:;ﬁéales 100 000 7 employees ;
P T U SN
Wages 358 800 =4 3. 8% —_—

JOHN'S SHOP

Sales 45,000

Staff costs,

and Staff Managenent"

a probl em di scussed in the Element "Work Organisation





