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- How much am | supposed to charge for this itenf
- Is the adding up right? Is everything included?
- Did | give the correct change?

- | s there enough change in the drawer?

- Is this cheque all right?

- Can | give credit to this custoner?

Sal esnmen and cashiers in co-operative shops often have ques-
tions |ike these in m nd. They nust know how to handl e
cash, cheques and credit docunents properly, so that the
nmenbers do not | ose noney and neither does the co-operative
soci ety.

Thi s MATCOM El enent descri bes how m stakes and errors can be
avoi ded when dealing with paynents and noney. Thr ough many
exanples you will learn the correct work procedure.

To keep conplete control of the noney you nust al so know how
to record the sales and how to account for the noney you re-

ceive. These matters are explained in other MATCOM El enent s
on Cash Contr ol
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CHARGING THE RIGHT PRICE

No shop assistant can charge the custoners the right price
unl ess she is inforned about all the prices of all the
goods.

Jane is the cashier of Suma Co-operative Shop. She has been
told to learn the prices of the nost commopn articles by
heart. Al other goods w il be price-marked.

" What is the situation in the shop you work in?
How well-informed about the prices 1is the
cashier or the salesman?

Jane tries her best to do a good job and pl ease the cus-
toners, but her society is |osing noney because she does not
al ways charge the correct anounts.

Jane works in a self-service shop, but the sane probl ens
could arise in a counter-service shop. Let us study her
m st akes, and then you will be able to prevent the sane er-
rors fromoccurring in your shop.
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Sonetimes Jane finds It
difficult to read what is
witten on the price | a-
bel s. For exanpl e, she
coul d not nake out whet her
the price of a tin of fish
was T$3.40, 3.10 or 3.70.*
To pl ease the custoner she
charged T$3. 10.

The custoner wll certainly be satisfied if a cashier
charges a | ow price whenever doubtful about the correct
one. But, the society will lose every tinme the correct

price is higher than the price asked.

price if you are not sure about the correct

.‘ Why 1is it not advisable to charge the higher
one?

Jane shoul d charge the correct price - neither higher nor

| ower . To be able to do this she depends on other staff to
do their job well:

PRI CE- MARKI NG MUST BE CLEAR AND CORRECT

She nust be able to read the prices. Therefore:

A CASH ER MJUST HAVE GOOD EYESI GHT

* KWe use an imaginary currency here, because this booklet
18 used in various countries. We call it 'Training Dol-
lars' and cents, T$ and c.



Jane says, "lI'msure this
br eakf ast cereal is at
| east T$12 a packet. "1
charge you that and you can

be sure that |'m not over-
charging you, Ms. Barim"

Jane did not overcharge. The correct price was actually
T$12. 75. The price | abel was m s sing. (I't had-probably
fallen off.) Jane sol ved the problemthe easy way, and

pl eased the custoner, but nmade the society | ose. They did
not | ose nuch, but if the sane thing often happens the |oss
w1l grow To avoid this:

PRI CE LABELS MJUST BE PROPERLY FI XED TO THE GOODS

If a price is mssing or cannot be read clearly, then

THE CASH ER MUST KNow HOW TO FI ND THE CORRECT PRI CE

Jane coul d have found the price on another packet of break-
fast cereal, or she could have | ooked up the price I|ist.

do when a price is missing or cannot be read

" What is the cashier of your shop instructed to
clearly?




(3) rice Changes

There is a great demand for
soft drinks in Suma. The
bottl es are not price-
mar ked; Jane is supposed to
know the price by heart.

Last Monday the soft drinks
went up to T$1l.60 but Jane
is still charging the old
price, T$1.50.

This was not Jane's mistake, it was the manager's because he
forgot to informher of the price rise. The society there-
fore suffered a | oss which could have been avoi ded.

THE CASHI ER MUST BE | NFORMVED ABOUT ALL PRI CE CHANGES

It would be a good idea to |list goods which are not normally

pri ce-marked. Fix the list where it can easily be read by
t he cashier. Whenever a price is changed, the |ist nust be
updat ed i nmredi ately.

However, the manager nust SAeAL

also nmake sure that the s 3

cashier is personally in- ) S

formed about any price 7 Sl ATy
change, otherw se she may . 1. ° 2:7BH§
continue to charge the old \“\ N\ 14 ggfé
price, which she probably \ 4 =i
knows by heart, without ; E::::::::::]

| ooking at the list. : T _

‘ How is the staff in your shop informed about
new prices? Is there any need for improvement?




(:) Wong Prices

Soneti mes Jane notices that
t he goods have been marked
with very |ow prices.

"They are probably wong,"
she thinks.

However , since they are
witten so clearly she does
not bother to do anyt hi ng
about it.

“It's ny job to charge what
is marked," she deci des.

She is wong. Her job is to charge the correct prices. One
of her coll eagues may have nmade a m stake when price- mark-
ingg, or a dishonest custonmer nmay have changed the price
| abel . Jane noticed it, and she could have prevented the
| 0sS. But she did not take the trouble to check and correct
the price.

ANY PRI CE VH CH I S OBVI QUSLY WRONG SHOULD BE
CHECKED AND CORRECTED

Eriends
"This is T$24.50," said
Jane, "but I'll only charge
you T$20."

Jane used to cut the bills
of her friends and rel a-
tives like this. They were
al ways very kind to her,
and she felt happy whenever
she coul d do them a favour
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She did not understand that she was actually stealing. from
the society. \Wat she gave to her friends did not belong to
her. It was the comon property of all the nenbers of the
co-operative society.

THE CASH ER MUST NOT G VE SPECI AL TREATMENT TO ANY
CUSTOMVERS

A shop manager should discuss this with his staff and nake
sure that everybody understands the inportance of charging

all custoners equally. It mght also be a good idea to dis-
cuss the matter with the nmenbers.

which one do you think caused the society

" a) Of the five mistakes made in the Suma shop,
. the biggest loss?

b) What are the possible reasons for incorrect
prices being charged in your society? The
reasons listed below will help you give a more
precise answer. Mark the relevant boxes with
llxll .

Some-
Never times Often

Prices are not written
clearly.

Prices are missing.

The cashier or salesman
have not been properly
informed that prices
have been changed.

Goods are marked with
wrong prices.

Special treatment  has
been given to some cus-
tomers.
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ADDING UP THE TOTAL

"Anything else you'd like
today, Ms. Mras?"

- "No thank you, that'll be
all. How nuch is it?"

"Just a nonent while I
add up the total...T$42. 25,
pl ease. "

"As much as that! That's
not possible!™

Was the total right or wrong? You may check
for yourself. Here is the list of the things
Mrs. Miras bought:

2

Tea 4.95 Cooking oil 12.40 TOTAL
Milk 2 @ 1.80 Bread 3.25
Sugar 4.90 Corned beef 5.65
Matches 0.45 Soap 2.10

As you can see fromthe exanple, charging the correct price
for each article is not enough. The total nust also be cor-
rect and in our exanple it is not. How can m stakes |ike
this be avoi ded?

@CQLL&CI_BQC_QLdj_n.g.

First of all, you nust make sure that everything the cus-
tomer has bought is included in the addition, but renenber
to record the price of each itemonce only! In the exanple
Ms. Mras was charged twice for the tea. Look at your
total again. Do you agree that the tea was charged tw ce?
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Wien a custoner buys a | ot

of goods at a tine, it is
easy:

(a) to forget an article,

[b) to charge for the sane
article tw ce,

unl ess the cashier knows

the job well, and knows how
to record the goods in a

certain order

Let us | ook at sone ways of doing this:

A. At the check-out in a self-service shop, the custoner
pl aces the goods at one end of the counter. The cashier
pi cks up an article, records the price and then pushes
the article towards the other end of the counter. The

goods pass the cashier one by one and the prices are re-
corded one at a tine.

. Asimlar way of recording prices can be used in a
counter-service shop. The goods can be noved from one

part of the counter to the other as the prices are re-
corded by the cashier.
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c. O, the attendant who brings the goods to the counter
could record the prices on a slip of paper. As soon as
he puts an article on the counter he should record its
price. Then he can go for nore goods.

Whi chever nethod is used, the cashier should always be able
to tell whether an article has been recorded or not:

A. The goods which have passed the check-out have been re-
cor ded!

OoR
B. The goods on ny right have been recorded!
R

c. The goods that | have put on the counter have been re-
cor ded!

Al ways work in the same way: Take an article - record the

price - put it away. Take the next article - record the
price - put it away. Do not change the procedure in any
way.

. Wwhy do you think it is better always to work in
' the same way when recording prices?
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If you want to avoid m stakes, you should al so avoid bei ng
interrupted while recording prices. For exanple, a custoner
may ask you a question while you are noving an article. Do
not answer until you have recorded the price! If you answer
before recording the price, it is easy to pick up sonething
el se and forget about recording the price of the previous
article.

Before you add up the total, it is wise to check the |ist
agai n. Count the nunber of entries on the slip and check
that they correspond to the nunber of goods on the counter

(:) Correct Adding
The second condition necessary for getting a correct total
is to add up the recorded prices correctly.

Anyone can nmake an adding m stake, no matter what aids there
are - a cash register, an adding machine or just a piece of

paper . It is always possible to touch the wong key, or
make a wong cal cul ati on. However, if you follow the rules
gi ven bel ow you won't nake nmany errors, you w || probably

di scover any you do make, and be able to correct them your-
sel f.

Let us start with pen and paper only. Wth no ot her aids,
you have to be very good at adding. (In fact, this should
be an enpl oynent condition.)

You should al so be able to wite figures clearly, so that
anyone can read them There should be no doubt about what
has been witten. Do not wite figures |ike these:

///2?/7/?\ 1, 2 or 7?
v od s &6
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Cl ear figures are inportant NOT LIKE THIS: LIKE THIS:
when doi ng additions. There

will be far | ess m st akes 24'7“ 24—5

it 12.50 13.50
- all the figures are about Zza’ ‘ 7 25

the same size, and ,-7f - 55

- the recordings are wit- 1. 47 :
ten directly below each 7&0 150

ot her.

Havi ng fini shed an addition, how do you know whether it is
ri ght or wrong? You can check by repeating the addition,

but if you do it in the sane way you may nake the same m s-
t ake! Therefore, do the second addition a different way.

Look at the exanple on the
right. First add it from
top to bottom |ike this:
2+4+5+ 3+ etc.

Now add it frombottomto
top, like this: 6 + 9 + 1 +
7 + etc.

Do you get the sane total
both tinmes? Then you can

be sure you are right.

O\ — Qoo

+

Wth an adding machine, it

I'S usual | y easi er and
faster to reach a correct
total. In a shop you will

need the type that prints
the figures on a paper
roll, so that both the
cashier and the custoner
can check the price record-
I ngs.
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To get correct additions when you are using a nachine, re-
menber two things:

- Before starting a new addition you should nake sure that
the previous one was finished. Press the total key and
you know it is.

-~ Look at the paper roll (or the display) after each re-
cording to nake sure that the figures are correct.

Al'l nodern cash registers
al so do the job of adding
machi nes.

M st akes are usually nmade

when the cashier touches

t he wong keys.

Errors can easily be discovered and corrected if the cashier
keeps an eye on the register display, as every recording is
i ndi cated there.

‘. How do you check whether or not the additions
are correct?

You should always give the slip on which you have
recorded and added up the purchases to the cus-
tomer. Why?
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RECEIVING PAYMENT
AND GIVING CHANGE

- "T$33.55, please." =
Charlie, the cashier of Budo BT

Co- operative Shop, was charg- 4g\ -

ing a customer for  some | =, .
_ — A < L.

goods. So far, everything p—o_ I\

was all right, Charlie had X

made sure that all the goods \\ © }

had been recorded at the cor- K

o}

\ ©
rect prices, and he checked /////
t he addi ng. Yet, sonet hing ~

went w ong:

- "This is your change, sir." Six

"Are you trying to cheat ,\\\ — |
nme? There's only T$6.45 here
- | gave you a T$100 note!" ,¢

- "1 think you only gave ne

T$40, sir." o A"’_—*__J

Charlie felt unconfortable. He was sure he had received
T$40, but had he? The custoner clained to have given him
T$100 and now Charlie was uncertain. Who was right?
Charlie | ooked in the drawer where he kept the noney. There
were several T$100 notes in it. One could have come from

the custoner in front of him

.' What would you advise Charlie to do?

Situations like this do arise in shops now and agai n. Somne-
times it, is the custoner who is wong and sonetines it is
t he cashier. It is easy to nmake a m stake, but what can be
done about it?
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First of all, a cashier should acknow edge what is re-
ceived. Wen Charlie received the notes, he ought to have
sai d:

"T$40, thank you sir."

Oten this is enough to make an absent-m nded custoner
aware of the notes he has handed over. If the custoner and
cashi er do not agree on the anobunt handed over, the matter
can be cleared up i nmmedi ately, before the notes have been
put in the drawer.

If a custoner clainms he has been given the wong change, the
cashier should be able to answer:

- "No sir, I"'mafraid you are m staken. Here are the notes
you gave ne."

Therefore, in the event of conplaint s a cashier should bhe
able to check what notes were received. He nust not put the
notes received in with the other notes until he has finished
W th his custoner, but he should not keep themin his hand,

because then he m ght give them back to the custoner by m s-
t ake.

Therefore, he wll need a
hol der. Most cash regi s-
ters are equi pped with
one. If you do not have
one, you could quite easily
make one of your own.

ACKNONLEDGE THE AMOUNT RECEI VED

PUT ASI DE THE NOTES RECEI VED UNTI L THE CUSTOVER HAS
CHECKED H S CHANGE

These two rules will help a cashier to give change on the
correct anount. However, to give the correct change, he
nmust al so avoi d counting m st akes.
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Charlie charged the correct amount, T$33.55, and he has

| earnt how to be sure that he recei ved T$40. How can he
make sure that T$6.45, and nothing else, is given back?

Here is how Charlie can make sure:

(:) The cash sale ticket
cal cul ati on cones to

T$33. 55. He receives L
T$40 which he puts in .
t he hol der.

C)

(::) He t akes t he coi ns
+($5) 40.00
needed for change from

t he drawer whil e count -

ing to himself: ~ 34.00
' +
. 933,75
- T$33.55, 33.65, 33.75, +® 33 65
34, 35 and 40. T$33.55

(:) He puts the ticket and
t he coins, one by one,
on the counter in front
of t he cust oner and
counts again out | oud:

- T$33.55, 33.65, 33.75,
34, 35 and 40, thank
you, Sir.

T$33.55

“\
‘9

®
‘)

Finally, he renoves the
notes fromthe hol der
and places themin the
cash drawer.

|
~TETET
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By doing so, Charlie checks hinself by counting the change
tw ce. You can see that there is really no need for himto
cal cul ate how nuch he has to give back, because he need only
count up to the total anpunt, using coins. He counts the

coins twice and this neans that two separate cal cul ati ons
(and thus-two possibilities of nmaking m stakes) are repl aced
by one doubl e- check.

From t he above we get two nore rules on giving change:

VWHEN TAKI NG CHANGE FROM THE CASH DRAWER, ADD CO NS
AND NOTES TO THE AMOUNT CHARGED UNTI L THE AMOUNT
RECEI VED | S REACHED

WHEN HANDI NG OVER THE CHANGE TO THE CUSTOMER, REPEAT
THE SAME PROCEDURE

What woul d you advise Charlie to do when a custoner clains

to have received the wong change? You were asked this
guestion at the beginning of this chapter.

Well, if a cashier follows the rules you |l earnt above, such

a situation is not likely to arise and if it does, it should
be quite easy to clear up.

Unfortunately, Charlie had not followed all the rules, and
t he di spute could not be settled quickly. There was only
one thing to do. Charlie had to ask the manager to count
all the noney in the cash drawer to see if there was too
much conpared with the sal es. You will study how this is
done in another MATCOM El ement on Cash Control.
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ASSORTMENT OF CHANGE

"Sorry, we've no change,
madam "

14
{4y
d

{
1
1

"But |'ve only got this 2>
note. "

I‘(“‘

mafraid we can't help
you. You could try again

YOO

this afternoon, by then we )
shoul d have col | ect ed
enough. " q||
- "No thank you, | need ny
t hi ngs now. If you can't |

help ne, | had better do ny
shoppi ng i n anot her shop."

The Burama Co-operative. Shop had lost a custoner. Nel |'y
felt bad about it, but what could she do? She was only the
cashier and she had to follow instructions. Every eveni ng
she accounted for the sales of the day and handed the cash
over to the manager. In the nornings she had to demand the
exact amount fromthe first custoners because her cash box
was enpty when the shop opened.

This was a silly system of course, and caused themto | ose
cust oners. Nel |y and ot her cashiers should have a snal
"cash bank" which enables themto return change even to the
first custonmers of the day.

The "cash bank"” can be handed over by the nanager every
norning and returned to himevery evening by the cashier.
However, it is usually nore convenient to give a cashier a
cash bank as a permanent | oan. The cashier signs a receipt
for the anbunt for which he is held responsi ble. The nan-
agers or the auditors can check at any tine to nake sure
that the cashier keeps the cash bank properly.

How much shoul d be put into the cash bank?



There is no general
may differ greatly,

cust oners.

No cust oner
change,

rul e about this.
so the manager and cashi er
should try to find out

shoul d ever
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how nuch

The denand f or

be rej ected because of
but the cash bank should not be too big either.

change

in every shop
is needed to serve their

| ack of
I n-

stead of having a lot of cash in the shop it would be better
to purchase nore goods or el se deposit sone of the cash in a

savi ngs account,

Ve will
ing currency":

"Training dollars"

anount s:

Example of a standard
assortment of change
for a cash bank of
T$300:

to earn interest for the society.

and "cents" come in the

o

X ﬁ&! 14

oY
W

S'Aﬁ#ﬁﬁ

20 Q 5¢
40 Q 10c
80 @ 25c¢
75 @ TS1
10 @ T$S
5 @ T$10
5 Q T$20
0 Q T$100
Total

show you an exanple of a cash bank using our "train-

fol |l ow ng

1.00
4.00
20.00
75.00
50.00
50.00
100.00

TS 300.00
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As you can see, the nunber of coins and notes vary. Here
are the reasons for this:

Smal | coins such as 5¢c and 10c are often called for in
change, and for a total of a few dollars, a generous sup-
ply can be kept.

Many custoners pay with snall notes and T$5 coins, and
wi Il need sone 25c and T$1 coins in change. A good sup-
ply of these coins nust therefore be kept.

To avoid increasing the total anount of the cash bank,
only a few large notes are kept. They are enough to give
change to two custoners paying with T$100 notes early in
the norning before nore small notes have been coll ect ed.

It is a good idea to start every day with a standard assort-
ment of change. Every evening the cashier should put aside
t he sane anount of change before accounting for the sales.
If he finds that a coin or note of a particlar value is re-
qui red nore than another, the assortnent should be adjusted
accordingly.

. Suggest a standard assortment of change for
' your shop.

Sonetines a tenporary demand for nore change is foreseen.
For exanpl e, many custoners m ght present notes of higher
anounts on their pay days. On occasions such as these the
cash bank shoul d be increased. The cashi er should get an
extra loan to be settled as soon as the rush is over.

. State when a bigger assortment of change is
' needed in your shop.
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CHEQUES

4 | 25/5/1980

THE NATIONAL BANK OF COMMERCE @

eAY Bwrama 'fﬁ;ﬁww/ Jﬂt‘t&/@ m OR BEARER
TRAINING DOLLARS.MWMMM.. 1$... LI 0Q

BURAMA DEVELOPMENT CORPORATION

Do you accept cheques?

I f a custoner pays by cheque, no noney is handed over. The

shop is supposed to take the cheque to the bank where noney
will be paid for it.

This is a very practical arrangenent, nobody needs to carry
any cash and the noney is kept safely in the bank. However,

there is an inportant disadvantage with cheques: t he bank
may refuse to accept them This happens when a cheque has
not been issued properly, or when there is not enough noney
in the custoner's account to cover the cheque.

For these reasons nany shops are rather reluctant to accept
cheques. Oten, they will only accept those cheques which
they are quite sure will be accepted by the bank. The fol -
| owi ng conditions nust be satisfied:

® The cheques nust be filled in properly.
® The custoner should be well known as a reliable payer.

Cheques should be filled in using ink or ballpoint pen. No
alterations are all owed. There are only a few things you
have to wite on a cheque, but they are all very inportant:
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<:) First of all there is the date: '
25/5/1980.

This is the date of issue. The bank will accept the cheque
if it is presented within a certain period fromthat date.
After that tine has expired the cheque will no | onger be
val i d.

Therefore, if a custoner wites the wong nonth or the w ong
year by m stake, the bank will not accept the cheque

If the custoner wites the date in advance of the day he
gives it to you, then we say the cheque is post-dated. Then
you nust wait until it is due before presenting it at the
bank. A custoner usual ly post-dates a cheque when he does
not have enough noney deposited at the tinme of witing the
cheque, but expects to get it later when the cheque is due.

. Why should you not accept a cheque post-dated
‘ by a fortnight?

(:) Second there is the nane of the recipient of the pay-

ment
Here the recipient of the paynent is the BURAMA CO OPERATI VE
SCC. LTD. The reci pient of the paynent is called the

" payee".

Look at the end of the [ine; there are the, words "or
bearer". This neans that the cheque could sonetines be used
for several paynents before it is presented to the bank.
How?
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-jet us look at a cheque M. Janes Sedaka received. On it
vas stated "Pay M. Janes Sedaka or bearer™. M. Janes
Sedaka then signed his nanme on the back of the cheque. This
ls cal l ed "endorsi ng" the cheque.

As soon as a cheque has been
endor sed by t he ori gi nal AZZ . Ciy é
payee, the bank wil|l accept £a/

it, no matter who presents
it. |OF course, all the other

condi ti ons nust al so be ful -
filled.)

M. Sedaka coul d use the cheque to pay in a shop, and then
the shop will receive the noney fromthe bank. ' However,
nost shops woul d refuse to accept a "second-hand"” cheque
since it mght be false or stolen, and then the bank woul d
refuse to pay out.

A cheque can be protected agai nst m suse, by draw ng two
l'ines across it. This is called "crossing" the cheque.
Then the noney cannot be paid out in cash, but can only be
paid into a bank account. O course, the noney can then be
wi t hdrawn fromthe account, but the transactions, and the
persons involved, wll be recorded at the bank.

The safest way to protect a

cheque from mnmisuse s to
"cross” it and wite "AC
Payee only" in between the two
lines, as shown in the illus-
tration. Then the noney can
only be deposited in the ac-

count of the payee whose nane
Is witten on the cheque.

Look at the. cheque on page 23 again. You wWill see that it
can only be deposited in the bank account of the Burama Co-
operative Society Ltd.
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Soneti nes banks are very strict, and insist that the regis-
tered nane of the account hol der agrees exactly with what is
witten on the cheque. If a nane is msspelled or a word
like "Ltd." is left out, the bank may not accept the cheque.

(:) The third thing witten on a cheque is the anount:

’ TRAlNiNG DOLLARS.MW@MMM" 1$.... L 2Q

Notice that it is witten both in letters and in figures.
Witing the anount in letters is supposed to protect the

cheque agai nst havi ng the anount changed. Therefore, no
enpty spaces should be left where a word could be inserted
| at er on. The end of the |line should be narked with the

word "only", or else a line should be drawn.

The cashi er who receives a cheque should nmake sure that the
amount in figures corresponds exactly with the anount in
writing

Finally, a. cheque BURAMA DEVELOPMENT CORPORATION

shoul d be signed by

he account hol der R MarsnBo Mo tluay
{

If the account holder is a conpany or an institution, the
nanme of the conpany or the institution should be stated to-
gether with the signatures of the authorised persons. Be-
fore a cashier can accept such a cheque, he nust know who is
aut horised to sign and he nust be able to recogni se the sig-
nat ur es. He shoul d al so know whet her an aut hori sati on has
been w t hdrawn or changed.

As you can see, sone risks are involved in accepting cheques
as paynent in a shop. The commttee should therefore decide
whi ch custoners (if any) should be allowed to pay by cheque
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CREDIT SALES

- "Could you please |let nme pay
next Friday, when | get ny sa-
lary?"

"Ch dear, | nust have |eft
nmy noney at hone! Is it al
right if I cone in tonorrow
and pay?"

"Did you say T$33.50? I'm
afraid I've only got T$30 -
can | bring in the rest
| at er ?"

- "WIIl you accept a purchase
or der ?"

Have you heard questions |ike these? Do custoners often ask
for credit in your shop? Do you know what to do in these
ci rcunst ances?

credit sales? Would you have allowed credit in

” What has your society decided with regard to
the above examples?

Credit can cause trouble for both the custoner and the co-
operative society. If credit is given, custoners m ght be
tenpted to buy nore than they can actually afford. The so-
ciety mght becone short of noney, or if sone custoners fai
to pay their debts, m ght even | ose noney.

Credit can also create problens for the staff. It well
known and reliable people are given credit, it could be
tricky trying to explain to another nmenber why he cannot

have it.



28 -

As a result, nmany co-operative societies avoid a | ot of
probl enms by not allow ng any credit at all

If this is the case, the cashier should know how to reply to
requests for credit, such as those on page 27:

- "“Sorry, M. Sahul i, we
aren't allowed to give credit
to anybody."

- "Ch yes, it's easy to forget
one's noney. |I'mafraid you
can't take the goods until you
have paid for them Ms. Mili,
you see it's against the
rules. 1'll keep your things
while you go and get the
noney. |s that all right?"

"As I'"'mnot allowed to give
any credit, perhaps you could
| eave one or two things you
don't need i mediately."

"No, Wwe don't accept pur-
chase orders.”

However, there are sone co-operative societies which allow
reliable menbers to take goods in certain situations, wth-
out paying i mrediately. In cases such as these, the cashier

i ssues an "l _owe you" note which the custoner signs. Usual -
ly, all such debts have to be authorised by the manager.

The note could be witten on a formor on any piece of paper
and worded as shown in the foll ow ng exanpl e:

Katimba b0 zﬁd@?
I e 7?é§5b9£ _

//W P dekule
Menbeor 1o’ 255 17/6 //%’o

Ludfsecaed . 5. Tacuwbo—

The note nmust be returned to the custonmer when the debt has
been settl ed.


ana

ana
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Local Purchase (rders

Public institutions or simlar organisations are sonetines

permitted to use Local purchase orders (1. P.Os) and pay
nmont hl y.

LOCAL PURCHASE ORDER No. 00345
Date:' . .’3/6/80

ws B ba-gborative, dlonely oL

Please provide Burama Development Corporation,
P.0. Box 5, Burama

Qty. Particulars @ Debit TS
/10 Bulos 60 W

2 Inseclicide, Fea cAvron
A

\

S——

Total

Authorised by Received by

SSR;\Knsnﬁg:«/’.. e e e e e e e e e e e e

The above is a purchase order asking the Burama Co-operative
Society to provide the Devel opnment Corporation wth sone
goods. It is signed by a representative of the Corporation,

who t hereby authorises the purchase of the goods and guaran-
t ees paynment on receipt of the invoice.

The cashier fills in the prices of the goods delivered, and
t he buyer signs, confirm ng receipt of the goods. (Alterna-
tively, the cashier need not wite anything on the L.P.QO.,
but nakes out a Delivery Note instead.)

Usually the L.P.O is witten in triplicate. One copy (or

the Delivery Note) acconpanies the goods. The other two are
kept safely by the cashier, to be used | ater when the cor-

poration is invoiced for the goods.
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KEEPING THE CASH

Now | et' s neet Mra, t he

cashi er in another co-oper- .=
ative shop, and see how she =
keeps the cash. There is a y \
cash register in the shop / A W
} ]

with conpartnents for keep- R - NN

ing the different types of

coins and notes separately.

Mra is very careful about always putting the coins and
notes in their proper conpartnents.This way it is very
easy to find the right change, and it does not take her very
long to count the npney at the end of the day.

- "I must keep good order so that | can work quickly and ac-

curately," says Mra.

!? ' 2

In shops where there is no cash register, the noney is

usually kept in a till under the counter, or in a cash box.

Both the till and the cash box shoul d have conpart nents.

2

Draw a sketch of the till or the cash box used
in your shop, and show where the coins and
notes are placed.
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What can you do if there are not enough conpartnents in the
till? Then you have to put different val ues of notes or
coins in the sanme conpartnent, but you nust be careful not
to make m stakes with the change. Here are a few pieces of
advi ce which will hel p nmake your job easier and nore accu-
rate:

® do not keep coins of simlar sizes but of different val ue
in the sanme conpart nent

® try to keep the npost conmopn notes and coins in conpart-
ments of their own

@® do not m x coins and notes.

Look at the picture of Mra's till. There are spring
hol ders in the note conpartnents so that the notes cannot
bl ow away or drop behind the till. Sonething heavy coul d be

put on top of the notes instead of the hol ders.

: : | |
Money is a great attraction for thieves. M ra does, not
think there are many in the area, but she nevert hel ess
guards the cash safely. She knows the ol d saying "oppor-

tunity makes the thief", and she would not |like to offer any
opportunities. Did you notice that the notes are placed at
the back of the till? This is because it is safer. Here

are some ot her nmeans of protecting noney from being stol en:



Mra al ways keeps the til

cl osed between sal es. She
opens it only when receiv-
i ng noney and gi vi ng
change.

Even if she has to | eave
the cash for only a nonent,
she renoves the register
key so that nobody can
open the till when she is
away.

M ra never keeps nuch noney
in the cash register. As
soon as there are a | ot of
notes in the till, she re-
noves and counts those she
will not need for giving
change. She takes themto
t he manager and asks himto
deposit themin the safe.

32 -

\

/

‘ a) A cash box is not as safe as a till,
not?

Why

b) Where would you place a cash box in your shop?
Give reasons for your answer.
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The safe is the right place to keep all the noney during the
ni ght. Tills and drawers should be enptied and |l eft un-
| ocked so that they are not destroyed in the event of bur-

glary.

Iransporting noney to the bank

The bank is, of course, the safest place of all to keep
money. If the bank is not too far away, it is advisable to
go there every day with the noney fromthe shop. In Mra's
society it is usually the manager and one of the committee
menbers who take care of the banking. As a precaution
agai nst being robbed on their way to the bank, they do not
always follow the sanme route or go at the same tine.

of money? Are there any conditions about how

" Check your shop insurance. Does it cover loss
the cash should be kept?

Wwhat measures do you suggest for keeping the cash
more safely in your shop?
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CHECK~OUT

To prove to yourself that you have
fully understood this Elenent, you
shoul d now go through the follow ng
questi ons. Mar k what you think is
the right answer to each question.
The first question is answered as
an exanpl e. | f you have probl ens
wth a particul ar question, go back
and read the correspondi ng chapter
agai n. Your teacher will check
your answers |ater.

1 Wat should you do when you are not sure about the price
of sonet hi ng?

a Charge the price you guess is correct.
b Ask the custonmer not to buy that parti cular article.

@Find out the correct price and charge that.

2 Wiich of the followng statenents is true when referring
to a cashier and a sal esman?

a They need not know prices and price changes, because
all the goods should be price-nmarked.

b  They should always trust the price |labels to be cor-
rect.
C They shoul d know approxi mately the prices of all goods

so that they can discover and correct any errors in
t he price-marki ng.

3 Wiy should you nove the goods from one side to another
when recording the prices?

a To nmake sure that the correct prices are recorded.

b To nake sure that nothing is forgotten or recorded
twce.

¢ To make sure that no goods get damaged.

4 \Wiich is the best way to ensure that your adding cal cu-
| ations are correct, if you do not have an addi ng na-
chi ne?

a Add once, very slowy.
b Add twice in the sane way.
c Add twice in different ways.

5 Wen you receive a bank note, what is the first thing you
shoul d do?

a Put it safely in the till.

b Acknow edge the anount by saying, for instance, "20
dol I ars, thank you."

¢ Cal cul ate how much change you have to give back.
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You receive a bank note froma custoner. When shoul d
you put it inthe till?

a Imrediately it is handed over.
b  When the custoner has received the change.
¢ Wen the custoner has left the shop

How shoul d you go about giving change?

a Gve the coins first, then the notes, while counting
up for the custoner.

b Gve the notes first, then the coins, while counting
up for the custoner.

c Gve the notes and coins together, stating the
anmount .

How nuch noney should there be in a cash bank?

a Nothing to start with - the cashier can get change
fromthe manager's office if needed.

b Enough to cover normal needs - it should be tenpor-
arily increased when a special need for nore change
Is foreseen.

¢ There should always be enough for all possible needs.

VWhat is the neaning of the two |ines drawn across a
cheque and the words "a/c payee only"?

a That the cheque is cancelled and usel ess.

b That the anmount can be paid out in cash only.

¢ That the anmount can be paid into the bank account of
the recipient only.

A cheque issued by an organi sation nust be signed prop-
erly. By whont?

a By the president of the organisation.

b By any two nenbers of the organisation.

c By those who are authorised to do so, according to
t he bank records.

A custoner asks for nore goods than he can pay for. No
credit is allowed. What do you tell the custoner?

a To go to another shop where credit is allowed.

b To conme back | ater when he has the noney.

¢ To |l eave sonething and buy only the nost inportant
t hi ngs.

What should you do with the till if you have to leave it
for a few mnutes?

a Close it.
b Coseit and lock it.
¢ Take the cash to the safe.
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COMPLEMENTARY EXERCISES

To complete your studies of this topic you should take part

in some of the follow ng exercises which will be organised
by your teacher

Group Assignnents

1 hi

a) Study the work of the cashiers in a shop. Wite
down a detailed description of their work procedures
when recordi ng and addi ng up the purchases, receiv

ing noney and giving, change. Recommend ways in
whi ch the work could be done nobre quickly and
safely, if possible. Present your report to the

ot her groups.

b) Discuss and prepare a list of the qualities, know
| edge and skill you think are needed for the job as
a cashier in a co-operative self-service shop.

c) Prepare another |ist of what the other staff nenbers
could do to nake the cashier's job easier.

2 G ving change

Practise several tines, in a "rol e-play exercise", how
to give change to a custoner. One plays the role of the
cashier and one is the custoner. The ot her nenbers of
the group observe the situation and check that the cor-

rect procedure is foll owed.

3 Credit sales

I nterview sonme conmittee nenbers, managers and cashiers
of co-operative shops asking their views on credit
sal es.

Wite reports which should include answers to the fol-

| owi ng questi ons:

ag Do they allowcredit, and if so, who gets it?

b) What docunents do they issue for credit sales?

¢) Have they experienced any problens as far as credit
sal es are concerned?

Add your own recommendati ons and present your report to
t he ot her groups.





