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The shop is full of custoners. You and your coll eagues are
wor ki ng hard behind the counter. Everyone seens to be in a
hurry today. They all want quick service. You try to work
faster, and be nice and polite at the sane tine, but the
tension in the air nmakes you a bit nervous.

"One kilo of sugar, two kilos of rice - yes, Madam...."

Your col |l eague wants to use the scale, too. Ch, this weigh-
i ng! It takes such a long tine. Not enough in the bag.
Add sone nore - too nmuch now - take sonme away. Forget it -
the custoners are getting inpatient having to wait so | ong.
You becone carel ess, drop sone flour on the counter, sone
paper bags on the floor. What a ness!

Suppose that all these goods had been wei ghed and packed in
advance. Then you could just take the ready-nade bags of
salt, sugar, rice, flour and so on fromthe shelf. No
wei ghi ng woul d be necessary during the rush hours.

When we pack things in advance we call it prepacking. It
helps a lot - it saves tine and i nproves the service. Wy
not try? This Learning Elenent wll help you to | earn about
prepacking, why you should do it, and how you should do it.



Eactory- packed goods

Bi scuits, matches, soft drinks, washi ng powder and spices
are exanples of goods which usually are already packed in
"consuner-sj ze" packets when they are delivered to the

shop. The packing is done by the manufacturer. Belowis a
list of some reasons for this:

! It is easier for the manufacturer to find the w apping
mat eri al which best suits the goods and whi ch nmakes
transport and storage safer.

vi The manufacturer can use nodern packi ng machi nery, which
is much nore efficient than manual packing in the shop.

3 The manufacturer wants to nmake his brand the best

seller, so he wants to nmake a package which attracts the
cust omer s.

4 | nf ormati on about the goods can be printed on the pack-

age, and this is inportant if the goods are on sale in a
sel f-service shop

In nost cases it is better for both the custoner and the
shop assistants if the goods are prepacked by the manufactu-
rer.

customers if the manufacturers prepack the

' There may also be some disadvantages for the
' goods. Mention two such disadvantages.




Unpacket ed goods

Soneti nes we cannot buy ready-packed goods fromthe supp-
lier, because only unpacketed goods are avail able, a whole
bag of rice, for instance, or a large hox of biscuits or a
drum of oil

Even when factory-packed goods are avail able, sone shop ma-

nagers prefer to buy unpacketed goods. Wiy?  Because the
price is lower! Menbers appreciate it if the manager keeps
the costs down.

But the manager has to conpare the costs carefully before he
deci des which alternative is the best. Suppose that he buys
rice in 50 kg bags. Then he nust renenber that he has an
extra cost for the small paper bags he uses for the custo-
mers, and when he fills the bags there may be sonme LEAKAGE
(that is the rice that is lost through spilling or overfil-
ling the small bags).

which you buy unpacketed from the supplier

.' Calculate the total cost for some product
’ (e.g. sugar, rice, salt or beans).

Name of the product:

How much do you pay the supplier per kg?

Add the cost of one small paper bag +

Total cost for 1 kg =

Is the same product available from the supplier in
ready-packed 1 kg bags? If so, what is the cost pri-
ce for 1 kg?

Suppose that you have a leakage which amounts to 1%
of the price when you handle the unpacketed goods.
This will further reduce the difference between the
two alternatives.

Are there any other costs involved which must be con-
sidered? Compare the two alternatives carefully.

How much is the total difference in cost between the
factory-packed and the shop-packed product?
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The manager must be able to select the best alternative.
But it is not only a matter of choosi ng between factory-
packed or unpacketed goods. If the manager prefers to buy
unpacketed goods, it is also very inportant to select the
best nethod for packing and delivery to the custoners.

The manager may actually have to choose one of four differ-
ent alternatives, such as in this exanple:

a Shop nana?er A buys rice in
bi g bags fromthe supplier
She enpties the bags into a
nmet al cont ai ner which pro-
tects t he rice better
When the custoners conme to
buy the rice, they bring
their own small containers.

B Shop manager B buys rice in
bi g bags, but she does not
ask the custoners to bring
their own containers. When
they ask for rice, she
wei ghs the anpbunt they want
into smal |l paper bags.

C Shop manager C buys rice in

. | [
bi g bags but he then pre- 4 ——
packs it into small paper ce | rice {face | wce | 0er®S ¥ | il i[
bags of commonly denmanded o)l leg [|1iea || 1ug]j iy [N al]
wei ghts. Wien customers N 4
buy rice, he gives them SEEEN TR =
ready- packed paper bags. Fe ol ol it \o A=
ganseill =
4/
D Shop manager D only buys
factory-packed rice from e
t he supplier. It is deli- e
vered in nice cardboard S
boxes. &l Celmice[ice

W

E




.' Compare the alternatives described on page 6
and then answer the following questions.

a) Which alternative whould be chea-
pest for the customers?

b) Which alternative is probably the
most expensive for the customer?

c) Which alternative is most practical
for the shop personnel?

d) Which alternative causes least
leakage?

e) Which two alternatives cause most
leakage?

at present? Give some examples using the

.' How do you pack the goods for your customers
‘ goods you sell in your shop.

These goods are packed by the manufacturer:

These goods are prepacked in the shop:

These goods are packed in the shop as the customer
buys them:

These goods are not packed at all:




What you have read so far has given a background to the
" packi ng problent. Let us sum up

-  Factory-packed goods - alternative d) on page 6 - are of-
ten the best alternative for both custoners and shop
staff. It saves work for the staff and waiting tine for
t he custoners.

But packages are not always available in suitable sizes,
and may be expensive. Therefore we may prefer other al-
ternative. (Conpare your answer to the question on page
4.)

Alternative a) is cheap for the co-operative and its nem
bers. We have a | ow cost for the unpacketed goods, and

no cost for packing material. Every customer can get the
quantity he wants. But there nmay be sone | eakage, and it
is awkward for the custonmers to bring containers and for
the staff to fill their containers.

Al ternative b) has an additional cost for paper bags,

which will increase the price of rice or reduce the mar-
gi n.
Alternative c) offers sonme advantages: we can still buy

cheap unpacketed goods, but the prepacki ng neans that
there will be less risk for | eakage and customers will be
served faster.

Now check your answers to the questions on page 7. Conpare
with the summary above.

that we have ready-nmade packets when the custoners cone to
buy

You will find nore reasons for prepacking on the follow ng
two pages.



WHY PREPACK?

Better hygi ene

Moi sture, heat, insects, rats, etc., can easily destroy
goods like flour, sugar and rice if they are kept in open
bags. Even your hands can be hygienically unsafe. They are
often in touch with various kinds of things, and naybe you

do not always wash themin between different actions. | f
you handl e paraffin and then wei gh sone flour, imgine how
the flour mght snell! Scoops and other tools used for

various different goods are equal ly dangerous.

It is easy to avoid this prob-

Se Z
| em and ensure that your cus- 8 55 %@e
tomers receive clean goods. pol g
FTL A 14
Once a bag has been opened, you et X "
shoul d i medi ately pack all its SR 222%@
. / 2 '// 2
contents into small packets, 7~
G -
usi ng cl ean hands and equi p- ‘ RICE|RICE |RIC
Th | k houl d k3| kgl ko
ment . e smal |l packets shou 2 3.50/3.50|35
then be securely closed and put 28 [Rice [RICE| RicE [RICE | Ric
on shelves - safe fromdirty lkqllkgllke|lkg \5
_ 350 |3.50 [3.50 [a.50 | 3.5]
hands, tools and insects. [ RicE ] ]

Better service

Most custoners appreciate quick
servi ce. In a counter-service
shop the waiting tine can be
kept as short as possible if
t he goods are prepacked, and

then the staff wll have nore
tine for other custoner ser-
vi ces. In self-service shops

it is essential to have mainly
prepacked goods, otherw se the
whol e | dea  of sel f-service
woul d be rui ned.




Better display
To make shopping easier for
the custoners, all goods

should be properly dis-
pl ayed. This can only be
done if the goods are pre-
packed in suitable packets,
ready for sale. The packet
should tell what it con-
tains, its weight and its
pri ce.

Better use of |abour

In your shop you have sone

very busy hours and sone
whi ch are very quiet. | f

the quiet hours are used
for prepacking, the busy
hours will be easier.

Less | eakage

If you are weighing and
packi ng while custoners are

wai ting, you can becone
nervous and careless and
spill or over-supply. This

means a |l oss to the so-
ciety. On the other hand,
if you arrange for prepack-
ing of | arge .quantities
during quiet hours, you can
work rmore carefully and
avoi d | eakage. If you are
prepacking froma 50 kg bag
of sugar, you can conpare
if you actually get 50
smal | 1 kg packets.
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tioned on pages 9 to 10 will help us to

.' a) Three of the reasons for prepacking men-
increase the sales. Which ones?

b) Two of the reasons will reduce the costs.
Which ones?

Well, if prepacking helps us to increase sales and reduce
costs, there is every reason for doing it.

The next question is - which goods shoul d be prepacked?
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GOODS TO BE PREPACKED

f . [l .
etc.

These goods may arrive from
the whol esal er in heavy
bags. Then they need to be
prepacked into small bags
of suitable sizes.

Vegetables and fruit

. L. APDLES [Toratoes
In self-service shops it is

often nore practical to
prepack some fruit and veg-
et abl es too.

Meat and cheese

Meat can be prepacked into
pl astic packets of suitable

si zes. This will save a
ot of tine during the rush
hours, and it will protect
the neat agai nst insects.
To protect cheese fromdry-
ing up, it can be cut piece
by piece and then the cut
area can be covered with a
plastic film However ,
pr epacki ng in pl astic

packets is a good alterna-

tive.
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L qui d
Sone |iquids are delivered
in barrels or druns, for

I nstance cooking oil. It is
a nui sance to fill bottles
whi | e custoners wai t .

Therefore, bottles of suit-

abl e sizes could be filled
i n advance.

Non foodstuffs

Cl ot hes, such as shirts,
socks, under wear , etc.

need protection fromdirt
and dust. Plastic bags are
suitable, as they allow the
custonmers to see the goods.

These are the nost conmon articles which need to be prepack-
ed. Depending on the stock range in your shop, there may be
ot her things which need prepacking.
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WORKING SPACE

Afixed place
The best idea is to have a fixed place for prepacking.

If you work in a small shop, you may only have one set of
scal es which you need in the selling area when you serve the
custoners certain goods. If this is the case, you m ght do

t he prepacki ng where the scale is placed, rather than noving
it to the storeroom

But nornmally you should arrange a conveni ent place for
wei ghi ng and prepacking in the storeroomor in a special
working room if there is one.

Even if you work alone in a small shop, you can still do the
prepacking in the storeroom but froma position where you
can watch the shop

A working table
It is very inportant to have a proper working table that is

bi g enough for the wei ghing and packi ng.

The tabl e nust be sturdy and of confortable height, so that
you do not hurt your back

The table top should have a hard surface (e.g. formca)
which is easy to keep clean, and on which you can use knives
and ot her tools.

Close to the working table you will need a platform so that
the bag can be placed at a confortabl e working hei ght.

The work will be easier if you have a big container on the
platformin which you can enpty the contents of the bag.



' Describe the place you use for prepacking in
your shop. What are its advantages and disad-
vantages?
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EQUIPMENT

| ghi h

First of all, we need good scales. There are several types,
t he nmost common of which will be described here.

TIhe Bal ance Scale

The bal ance scale is the nost commobn, the cheapest and the
| east conpli cated. It consists of two pans or trays which
shoul d bal ance. One pan is used for the goods and the other

for the weights. This type of scale is nost suitable for
wei ghi ng predeci ded quantities.

You need a conplete set of weights for the scale, so that
you can bal ance any desired anount of goods.

i/fé\ﬁkg\ﬁgﬂﬁr’ﬁ@
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The Pendul um Scale (The "Fan Scal e")

This type of weighing machine allows you to weigh snall
quantities w thout using any weights. A pendul um poi nt er
shows the actual weight directly on a scale. This is very
good when you wei gh odd quantities.

There is a special nodel which has a snmall pan for extra
wei ght's. This nmakes it possible to weigh heavier goods.
For instance, if you put 1 kg on the weight pan, and the
scal e reads 600 g, then the weight of the goods is 1.6 kg.

O her nodel s have extra built-in weights so that you only
have to turn a handle or a knob when you want to wei gh
heavi er things.
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Electronic scales

Modern electronic scales
are very easy to use. Wen
you put the goods on the
pan, you can read the
weight in clear figures in
the di splay wi ndow. I|f you
regi ster the price per Ki-
| ogramme on t he keyboard,
the display will automati -
cally show the price of the
goods on the pan.

Sone nodels will also print

. . . ____BETA COOP___.:, .
alittle price tag with the weightiperkg:Pr'Ce
sanme information. 6ko | 5.06 : 3.24

This type of wei ghing nmachine hel ps us to give quick service
and better information to our custoners. But before we buy
one we nust know

1) if we can afford it and if it is worth the noney;

2) if there is adequate power supply;

3) if quick and reliable repair service is avail able (par-
ticularly machines with printers need regul ar mai ntenan-
ce).

Balancing the scale

To show correct weight, a scale nust be placed on a steady
tabl e or counter and bal anced in an absolutely |evel posi-
tion. Usually that position can be adjusted with screws that
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rai se or | ower one side of the scale. On sone nmachi nes you
may find a built-in water |evel to nmake adjustnent easier.

How can you be sure that the scale is properly bal anced be-
fore you start wei ghing?

On a halance scale, the two
enpty pans will stop exactly
at the sane |level. You can
easily see that on the poin-
ters which follow the nove-
ment of the pans.

On a pendulumscale, the
pointer will stop exactly at 0 \00 200 3(

Zero. L

An electronic scale wll
show exactly "zero". [You
may first have to press a
speci al key.)

As soon as a scale is noved a little or its pans get dirty,
the balance is likely to be disturbed. It m ght be necessary
to adjust and clean the scale several tinmes a day. Make it a
habit to always check the bal ance before wei ghing.
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Tare

A custoner wants to buy half a kilograme of syrup. She has
brought a glass jar for you to fill. You have the syrup in
a | arge can.

First you put the enpty glass jar on the scal e pan. You can
see that it weighs 120 granmes. Thi s means you nust add
syrup until the scale indicates 620 granmes. 620 g - 120 ¢
= 500 g. Now you have half a kil ogramme.

We call the weight of the goods + the container the GROSS
VEI GHT (620 g in this case). The wei ght of the goods al one
is called the NET WEI GHT (500 g). The wei ght of the con-
tainer is called TARE (120 g). It is very inportant for
shop assistants to consider the tare. O herw se, the cus-
tomers will be charged for the weight of the container, too.

Some el ectronic scales will automatically adjust for the
tare when you press a special key after you put the enpty
contai ner on the pan. A warning light will remnd you to
re-set the scale afterwards.

?

What is the easiest way to adjust the scale for
the tare of a bottle when you use a balance
scale like the one shown on page 16?2

Take a look at the scale in your shop. Has it
got an adjustment screw or an in-built water
level? Describe how to check and adjust the
position of the scale.
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Measures

If you are selling liquid
from | arge containers you

nmust either know the vol une
of the bottles vyou are

filling or you will need a

set of neasures. To nmake
sure that you do not con-
tam nate the goods you w ||

need separate neasures for
various types of |iquids,
| i ke paraffin and cooki ng

oil.

shop. Which goods will vyou use the various

" Make a list of the measures you need 1in your
" measures on your list for?

Type, volume or Number vou
length need To be used for

Control of weights and neasures

It is very inportant that the nenbers can rely on your
wei ghts and neasures. The Law says that scal es, weights and
nmeasures shall be checked regularly by an Authority. The

authority has the right to cone and check themat any tine,
wi t hout war ni ng.

Wei ght s and nmeasures can become worn out or damaged and this
may change their wei ght or vol une. Make sure they do not
get damaged. Keep them cl ean. Dirt on a weight nakes it
heavi er, and you will give overweight.



. Which Authority is in charge of the control
of weights and measures?

How often should the equipment be checked?

Scoops

Scoops are used for filling

sugar, rice, flour, etc.,
into smal |l bags. You wil |
need one or nore scoops for
each type of goods so that
you cannot contam nate the
goods. You rmust  stil
clean the scoops often.
Make sure they are properly
dried afterwards. Then you
do not wet the goods.

Ki 2l
Paper, paper bags, plastic bags and plastic filmare nor-
mal Iy used for packing the goods. Let us conpare the two
mat eri al s:

Paper - It is easy to wite on paper (weight, contents,
price) and we can cl ose the paper bag by fol ding
the top.

Plastic - It is nornmally stronger than paper and we can

see the contents inside, but we need sonething
to close it with (cell otape, rubber bands or
speci al seal clips).
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PREPACKING TECHNIQUES

The actual procedure depends on the type of goods, but there
are sonme common general rules

GENERAL RULES

@ Decide packet sizes You know from experience how
much the custoners usually buy

of each type of goods. Decide
2k9 I kg, how many bags you shoul d pack
kg with 1/2 kg, 1 kg, 2 kg, etc.
<:> Prepare the working Cl ear the table. Renove al
space items not needed. Cl ean the
tabl e so that the goods are not

cont am nat ed or t he bags
st ai ned. Check to be sure that
both scale and weights are
clean and that nothing interfe-
res with the pan of the scale.

Make sure all the things you

need are avail abl e: bags of
the right sizes, nmeasures, felt
pens, etc.

Make sure that you know the
correct price. Cal cul ate the
price per packet.




<:> Balance the scale

(:) Empty the entire

bulk package

24

If using heavy packing nma-
terial, you should put an enpty
packet on the scale pan while
bal anci ng. Then the tare w il
not be included, but the scale
wi Il show the net weight of the
goods.

Try to pack all the contents of
any bag that you open. Resea

the bag if you cannot finish
packing all its contents. (It
mght be nore convenient to
enpty the bag into a cl ean con-
tainer, from which you then
fill the smaller bags.)

When you finish the work, clean
t he prepacking area, the table
and the scal e. Wash and dry
the scoops. Put al | t he
equi pnent back in its proper
pl ace.




DRY FOOD

Sugar, flour, rice,

you pack these things,

beans,
t he nost common goods that are prepacked in the shop. Wen
remenber the general rules (see pages

25 -

peas and simlar "dry foods" are

23-24). Then, follow the work procedure described bel ow

@ Mark the bags

Prefill the bags

©

I f using paper bags,it is easier
to mrk themw th contents, quan-
tity and price when they are flat
on the table, before you fill
them Plastic bags are best nar-
ked with a felt pen; a pencil or
bal | poi nt m ght danmage t hem

Now fill up the bags you have

just marked - to just bel ow the

actual weight. [(You should be

able to do this wi thout using a

scale. You wll learn through

experi ence how nmuch a "scoopful "
wei ghs.) Keep the bags
over the container when
filling them in case you
spi Il anything.

)
| f you have enough space,
S "prefill" several bags at
gf atime.You wll work nore

7

Q efficiently if you do
these repetitive actions
w t hout any interruption
4  for weighing, etc.

S \\\
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Now it is tine to put the bags on
t he scal e, one by one. Have sone
goods in the scoop and slowy
fill up to the correct weight.

Renenber - giving underwei ght
means cheating a custoner and
gi vi ng overwei ght neans that one
customer will gain at the expense
of all the other custoners/nem
bers.

To work faster, do not close the
bags until you have wei ghed a
nunber of them If you weigh and
cl ose each bag, one by one, it
means that you will have to put
down the scoop and then pick it
up again, which takes nore tine.

When you have wei ghed a bag, put
it on the other side of the scale
or in another place where it wll
not be mnmixed up with the un-
wei ghed bags.

To cl ose paper bags, fold as pic-
tured and seal with a piece of
t ape. To close plastic bags,
press out the air and fold the
top twice. Use a rubber band in-
stead of tape to seal them so
they can be opened w thout tear-

ing.



<:) Put the ready

packets in a box

S

(:) Fill the shelves
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Pl ace the ready packets in a box

or on atrolley so that they can
easily be noved into the selling

area (or the storeroon)
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Renove the ol d packets on the
shelf in the shop. Cl ean the
shelf and fill it up with the new
packet s. Put the old packets in
front of the new ones so that
they are sold first.

If there is a price |abel on the
shel f, check it. It may give th-e
price for 1 kg and now you have
pl aced 2 kg bags on the shelf.

Check the display. Does it | ook
nice and tidy? Are all the bags
I ntact and properly cl osed?
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ERESH FOOD

Prepacki ng of fresh food differs in sonme respects fromthat
of dry food.

a) You cannot always pack fresh food in even quantities.
You cannot cut exactly 200 g of cheese or 1/2 kg of neat
so you pack pieces of a suitable size. Then you
cal cul ate the price.

by It is very inportant to select suitable packing na-
terial. Custoners often want to be able to see the con-
tents, and that nmeans that you have to use transparent
pl asti c.

¢) Even though you prepack nost of the fresh foodstuffs,
sone custoners nmay not find what they need anong the
prepacked goods and then you will have to serve them
personal ly. This is also comon in self-service shops.

d) Goods which can go bad quickly ("perishable goods")
need special attention. It is necessary to check the
packets several tinmes a day. Renpbve goods whi ch have
gone bad i medi ately.
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Meat

In this Element we will not try to teach you how to cut neat
properly. Thorough training and | ong experience is needed
to master this skill. If it is done badly both custoner

service and shop econony will suffer

If you do sell neat in your shop, and it has been pro-
fessionally cut into nice pieces, then you may want to pack
It so that the custoners can serve thensel ves. The packi ng
procedure is as foll ows:

<:> Select proper Transparent stretch film s
packing material sui t abl e. It is available in
rolls. Pl asti ¢ bags can be

used for sonme neat products.

You nay need plastic or card-
board trays to | ay the neat

Afzi"7 F——"—_—A¥ on.  They help to display the

meat attractively. They al so
/r——— U‘"““‘% provide a firmsurface on which
({ J a heat seal can be nade w t hout

any danger of burning the neat.

Prepare price Use adhesi ve | abel s. | f
labels needed, prepare themwth in-
formati on about the goods you
w || pack.
(:) Pack the meat A few things to renmenber

Never try to cheat the cus-
tomers and use a tray to hide a
part of the neat that is bad or
unattractive.




<:> Weigh and label

the packets
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Use the right sizes of trays

and boards - preferably shall ow
ones.

Cut off a piece of film
which is a little nore than
doubl e the size of the packet.

Put the film around the
packet .

To seal it you nmay "wel d"
the filmby holding it against
a hot plate.

Do not squeeze red neat with
the film- it makes the cut
bl eed and | ose col our.

Wei gh t he packets one by one
and do not forget the tare.

Find the price and mark the
| abel with it.

Pl ace the | abel on the packet
I mredi at el y.
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Eggs

There are egg trays and contai ners which protect the eggs
and prevent themfrom breaking. If you want to prepack eggs
in smaller quantities in a cheaper material, use newspaper
or solid paper bags. If you find it difficult to close the
bags by folding them use staples.

Cheese

Cheese shoul d be cut into pieces of different sizes, accord-
ing to demand. Transparent filmis ideal for packing cheese.

Eruit and vegetables
The custonmers like to check the quality of certain goods
le.g. tomatoes) before buying them Transparent bags, a

type of net bag or, otherw se, strong paper bags coul d be
used.
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NON FOOD

Hardware

Nai | s and screws are types of hardware which are someti nes
prepacked in the shop. Some shops buy crates that contain
t housands of nails because they cost | ess than factory-
packed packages. They then prepack small parcels that con-
tain 25, 50, 100 or nore, if it is necessary. Even the
smal | er factory-packed boxes may contain too many nails for

t he cust oners. A few boxes can be split up into still

small er ones, in this case.

Paper or plastic bags can be
used to prepack the nails.
The type of nail, quantity
and price should be marked on
each packet.

into small packets that contain 200 each. What

. You intend to pack all the nails from a crate
' is the fastest way of doing this?

d ot hes

As cl othes that becone dirty in the shop are not very at-
tractive to custoners, transparent plastic bags could be
used for socks, shirts, shorts, etc., to protect them from
dust and dirty hands. The bags shoul d al so be marked with
the price and size. In this way the custoner can see the
article, its price and size and does not have to open the
bag.

O course, the articles my be taken out of the bags to show
them fully, but make sure that they are fol ded properly be-
fore they are put back into the bags.
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LIQUI DS
Li quids that are delivered to the shop in drunms or big cans

could be "prepacked" into small bottl es.

Special utensils are needed to fill the bottles: Measur es,
funnel s, bottles and corks, adhesive |labels, a spill tray
and perhaps a punp. This is how you do it:

Check that the bottles are clean and do not snell from
any previous contents. If possible, use different types
of bottles for edible oils and petrol products, to avoid

acci dents.

Fill the bottles directly fromthe punp, or tap. If you
use standard sized bottles you do not need to neasure
t hem Use a funnel to prevent spillage, but keep a tray
or simlar device below the bottle in case you do spil
sone. Spillage wll cause | osses, snells and i s unhy-
gi enic. It may even cause a fire.

Wpe the bottles and apply the adhesive price |abels.

Renmenber that gl ass bottles have a price and that you cannot
gi ve them away free. Therefore, custoners nust pay a de-
posi t. Then you pay it back when they return the bottle.
Anot her nmethod is to bring an exchange bottle.
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Now you have learned how to prepack various
types of goods. You may have got some ideas
on how to improve the prepacking work in your
shop. Write the ideas below.

I suggest that we should prepack the following
goods in our shop, as well as the goods we al-
ready prepack:

We should improve the prepacking area 1in the
following way:

We should get the following equipment, utensils
and material for prepacking:

Who should do the prepacking, and when should it

be done in our shop:

We should change the work procedure as follows:

Other items and proposals:
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CHECK-OUT

To prove to yourself that you have
fully understood this El enent, you
shoul d now go through the foll ow

ing questions. Mark  what  you
think is the right answer to each
questi on. If you have probl ens

with a particular question, go
back and read the correspondi ng
chapt er agai n. Your teacher wl|
check your answers |ater

1 What does the word "prepacki ng" nean?

a That the customers bring their own containers.
That the attendant packs the goods when selling.

c That the goods have been packed before they are dis-
pl ayed.

2  \Wich of the followng is a good reason for prepacking?

a It reduces Ieaka?e.
b It keeps the staff busy.
c It is customary in retail shops.

3 Wi ch goods shoul d be prepacked?

a Foodstuffs only.

b Peri shabl es only.

C Any goods for which prepacking hel ps staff and cus-
tomers

4 \Wat happens when you spill some foodstuffs on the floor
when you wei gh thenf

i ncr ease.
ot be affected.

n
be reduced.

a Leakage w ||
b Leakage wi ||
c Leakage w ||

5 \What happens if you put too nuch in the bags when you
prepack thenf?

a Leakage will not be affected.
b Leakage will increase and the shop will | ose.
C Nobody will | ose.
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Wien should the information be witten on the paper
bags?

a After the bags are cl osed.

b When the bags have been placed on the shelf.
C Bef ore the bags have been fill ed.

Wiy is there a water | evel on sone wei ghi ng machi nes?

a It is required by | aw
b It is a manufacturer's brand mark.
c It indicates when the scale is properly levelled.

VWhat will happen if the scale pointer shows |ess than
"0" when there is nothing on the pan?

a You will charge the custoners too nuch.
b You will charge the custoners too little.
C You will charge correctly.

VWhich is the best material to prepack clothes in?

a \Wite paper.
b Brown paper.
c Transparent plastic.

What shoul d be used to mark plastic bags?

a Penci | .
b Bal | poi nt pen.
c Felt pen.

How do you refill the shelves in a shop?

a The new packets are placed in front of the old
ones.

b The new packets are placed behind the old ones.

c The new packets are mxed with the old ones.

What is the nane for the all owance nmade for the
wei ght of the container in which goods are prepacked?

a Far e.
b Tar e.
C War e.
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13. And finally, sone brain-teasers for you. ( You may
run into this kind of tricky situation if you don't
have enough wei ghts for the scale in your shop!)

a) You have a bal ance scal e, a piece of neat, and
only the follow ng weights:

You find that the neat weighs 2.4 kg. Show bel ow
how you pl aced the weights on the scale.

b) A custoner asks for 400 grammes of sliced ham
Show how you woul d use the scales if you had the
sane wei ghts as above.

c) Assune a custoner asks for 200 gramres. VWhat
woul d you do then?
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COMPLEMENTARY EXERCISES

To conpl ete your studies of this topic you should take part
in sone of the follow ng exercises which will be organised
by your teacher.

i cal . : |
| i :

One group shows the other groups how prepacking is
done. They shoul d prepare beforehand.

The other groups comment on the organisation, the
equi pnrent and the work procedure that 1s denonstrated.
| deas of how the procedure could be inproved are dis-
cussed.

2 The Prepacking Area

Study the area reserved for prepacking in the shop.
Wrk out a report on how the area could be inproved for
prepacki ng.

3 Wirk Tine Study

Study how long it takes a salesman in a counter-service
shop to bring the custoner sone goods whi ch have not
been prepacked. (For instance 2 kg of rice and 1/2 kg
of salt.) Study how far he has to walk in the shop to
wei gh, pack and serve these things. Conpare this situ-
ation to a situation where these goods have been pre-
packed and are avail able close to the counter

: :
4 y ’

You decide to put a poster that says "REMEMBER' in the
prepacki ng area of your shop. What woul d you put on
it? The poster should help all staff involved in the
prepacking to remenber a few very inportant matters
that concern their job. Discuss what you woul d incl ude
on the poster, and howto word it so that it becones an
effective rem nder

Conpare the ideas of the various groups. Sel ect the
best one and produce the poster for everyone to take
honme and put up in his/her shop.
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MATCOM TRAINING MATERTAL

MATCOM has published the following "Learning Elenents" for
staff, managers and commttee nenbers of consumer co-operat -

i ves:

MILM 1

Inquiries and orders for
sent to:

BASIC ECONOMICS OF A CONSUMER CO-OPERATIVE
PLANNING AND CONTROLLING THE BUSINESS
CASH AND STOCK MANAGEMENT

PRICING

BUILDINGS AND EQUIPMENT FOR SMALL SHOPS
BASIC RULES FOR THE DISPLAY OF GOODS
THE DISPLAY OF GOODS IN SELF-SERVICE SHOPS
EASY LETTERING FOR SIGNS AND POSTERS
THE STOCK RANGE

ORDERING GOODS

RECEIPT OF GOODS

SHOP HYGIENE

FOOD SPOILAGE AND PRESERVATION
WEIGHING AND PREPACKING

PRICE-MARKING

SALESMANSHIP

SHOPLIFTING

HANDLING OF CASH

CASH CONTROL WITHOUT A CASH REGISTER
CASH CONTROL USING A CASH REGISTER
LEAKAGE

STOCK CONTROL RECORDS

STOCK-TAKING

WORK ORGANISATION AND STAFF MANAGEMENT

the followng materia
TRAI NER' S NOTES - A bookl et conpri sing

notes for the instructor on the use of
t he above "Learning El enents".

RETAI L MANAGEMENT - A conpl ete 2-week
course presented in a "Trainer's Manual"

(ringbinder). For each session there is
a session-guide for the trainer and a
copy of each case-study and ot her hand-

outs for the trainees.

The MATCOM Project

c/o COOP Branch
International Labour Office
CH 1211 GENEVA 22
Switzerland

MATCOM trai ni ng materi al

92-2-105729-1
92-2-102222-6
92-2-105046-7
92-2-103028-8
92-2-102177-7
92-2-102067-3
92-2-102081-9
92-2-103330-9
92-2-103089-X
92-2-103088-1
92-2-102437-7
92-2-103692-8
92-2-103693-6
92-2-105730-5
92-2-102632-9
92-2-102223-4
92-2-102481-4
92-2-102361-3
92-2-102435-0
92-1-102436-9
92-2-102049-5
92-2-102774-0
92-2-105731-3
92-2-103268-X

is avail abl e:

92-2-105151- X

92-2-105490- X

shoul d be





