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HOW_TO LEARN

- Study the Element carefully.

- Give written answers to all the questions in the Element.
This will help you not only to learn, but also to apply
the knowledge in your work at a later stage.
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your instructor and your colleagues, then take part in
the practical exercises organised by your instructcr.
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INTRODUCTION

It was the last day of the month. Some members were standing

outside their co-operative shop, looking at the familiar white

sign with the discouraging message hanging on the locked door.

Through the window they could see that the staff and thé com-

mittee members were very busy inside, but the shop remained

closed.

I wonder what they're doing in there? They look as if
they're just moving everything around.

I can see that, but is it really necessary to keep the shop
closed on the last day of every month?

Well, I suppose they have to. They're checking to see if
any goods are missing. That's important. Remember we've
contributed money for this shop.

Maybe you're right. I don't want to lose my money. But
5 they really need to keep the shop closed for the whole
day just for that? And on my payday too!
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By listening to the members, we can learn several things.
They do not like their shop to be closed, especially on
payday. Not all of them know what stock-taking is or why it
is done. Nor are %hey convinced that it must be done so often
and take such a lowg time. Must it?

In this MATCOM Element you will learn more about stock-taking.
Answers will be given to the following questions:

-~ What is stock-taking?

- Why is stock-taking necessary?

- When is stock-taking done?

-~ How is stock-taking organised?

- How is stock-taking done?

- How is the stock value calculated?

- How can stock-taking be improved further?

In other words, you will learn to organise and carry out
stock~taking quickly and accurately.



WHAT IS STOCK- TAKING ?

Before ordering goods you always take stock - at least you
should do so. For example, you count or estimate the number
of kilos of sugar there is in stock. There is no need to be
exact. All you want to know is .... have you enough sugar,
or should you order some more?

In a way this is stock-taking, but not the kind that we will
be dealing with in this Element. We want to know exactly
how much we have: the precise number of boxes, the exact
amount of sugar, the actual quantity of kerosene, and so on
for every item. Stock-taking therefore involves a lot of

counting, weighing and measuring.
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At stock-taking, not only are the quantities of goods record-

ed, but also the unit prices. ("Unit" means one, so if we

are counting packets of tea, the unit price is the price of
one packet.)

This is because we need to know the total value of the stock.

It is calculated as follows:

Article Quantity X Unit price = Total value
Matchboxes 41 packets x 0.25 per packet = 10.25
Sugar 120 kg X 3.50 per kg = 420.00
Kerosene 32 1 X 1.10 per 1 = 35.20
Total = 465,45

Which price are we talking about? It is the selling price

which we used, the price charged to the customers. Not the
cost price which was paid to the wholesalers.  You will
understand the reason for this later, when you learn why stock-
taking is necessary.

There is also a practical reason for this.

. Selling prices are recorded during stock-taking. \
‘ What is it?

\ /

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

the stock. This is the amount of money which we expect to
have obtained once the goods have been sold. It would be
wrong, therefore, to record damaged goods at their originéi
selling price. Such items should be reduced in price and
recorded at the new value.

r

~

would it be incorrect to record a teacup witha

‘D The selling price of teacups is 1.25 each. Why
missing handle at this original selling price?




WHY IS STOCK TAKING NECESSARY @

Recording the quantities and the selling prices of all goods
and calculating their total stock value is not an egsy task.
Before we start stock-taking, let us therefore find out why

it is necessary.

1. To check if any goods are missing

At stock-taking, the total value of stock in the shop is cal-
culated. This total is compared with the total value of
stock which should be in the shob. Any shortage is called
leakage. Leakage is the word used when goods are missing.
They have disappeared from the shop and no money has been re-

ceived for them.

Careless or dishonest staff
cause leakage. Leakage is
a loss to the co-operative

society and its members.

"Shoplifters'" also cause

leakage, by taking away

goods without paying for
them.

(NG

Stock-taking enables any leakage to be measured. High
leakage figures are a signal to the manager and the committee
that something is wrong in the shop. They will have to find
out what it is, so that it can be remedied quickly.

You will now agree that stock-taking is necessary in order to

find out about any leakage in the shop.
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2. To check whether there has been a surplus or a loss

Has the shop been making a surplus or a loss? This question
is very important. The manager or the secretary of most
societies is therefore requested to calculate the result -
surplus or loss - and show it in a monthly report to the com-

mittee.

He cannot make this calculation if he does not know by how
much the value of the stock has changed during the month. He

must know the stock value at the beginning and at the end of
the month.

3. To prepare the balance sheet

According to the law, a balance sheet has to be prepared at
the end of every financial year.

In the balance sheet, all assets must be shown. Stock is

probably your society's most valuable asset. Therefore, be-
fore the balance sheet is prepared, stock-taking must be
carried out so that the total value of the stock can be cal-
culated.

We said on page 6 that we use the selling price during the

stock-taking. This makes it easy, because the selling
prices are supposed to be marked on all goods. (Check your
answer to the first question of page 6.) It would be more
complicated to find the cost prices for all goods.




The selling prices are used for calculating the leakage.

Unfortunately, we also need to know the stock value at cost
price when calculating the surplus or loss, and when preparing
the Balance Sheet.

S+ill, the most practical solution is to record only the sell-
ing price during the stock-taking. As we know the avelage
trade margin (the difference between cost prices and selling
prices expressed as a percentage), it is a simple operation

to calculate the stock value at cost price. You will learn
more about this in the MATCOM Element on "Stock Control'.

( . Three reasons for stock-taking have been
described. Write these reasons below.

1‘

N | . J

Furthermore, stock-taking provides you with a good opportunity

to check the condition of your stock.

You will be able to see:

- 1if there are any damaged items;
- 1f there are any slow-moving items;

- 1if you have the right assortment of goods.

Stock-taking provides this sort of information. You can then

take acticn to remedy any faults.
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WHEN IS STOCK TAKING DONE®

You now know why stock-taking is necessary.

But it is time-
consuming, tiresome and costly. The shop has to be closed
while it is going on. The customers suffer and may spend

their money in other shops. Sales are lost. It may be ne-

cessary to pay overtime or even hire extra staff. So, we
agree ihat stock-taking should only be done when it is really

necessary.
When must stock-taking be done?

On the previous page, we save three reasons for stock-taking.
We can therefore say that it should be done:

Calendar for 1980

JANUARY FEBRUARY MARCH APRIL
S 613 20 27 31017 24 302 91623 613 20 27
. ™ 714 21 28 41118 25 3131017 23 714 21 28
- when requlred by LaW . Tu 18152229 5121 411825 18152229
: w 2 9162330 61 27 5 1219 26 2 916 23 30

Th 31017 24 M 722 613 20 27 31017 28

£ 41118 25 1862229 714 21 28 41118 25

. H 51219 26 2 91423 18 1522 29 51219 26

- When tradlng I‘eSUltS Moy JUNE JuLy AUGUST
s 41118 28 181522 § 13 20 27 3131017 24
. N 51219 26 2 916 230 714 21 28 41118 25
are re ulred. Tu 613 20 27 31017 24 t 8152229 512 19 26
q » w 71421 28 4111825 2 9162130 613 20 27
™ 18152229 512 19 26 31017 24 714 21 28
. ¥ 2 916 23 30 613 20 27 41118 25 1815 22 29
s 31017 23 9 7|az|za, \5”'925 2916 23 30

.

- When 1eakage 1S a SEPTEMBER JCTOBE NOVEMBER DECEMBER
—_— s 71321 28 5|z|9u w2 91623 714 21 28
Y 1 8152229 6 13 20 27 31017 24 1 B 1522129
Tu 2 91623 30 714 21 28 41118 28 2 9162330
a prOblem. w 31017 24 1 81522 29 51219 26 3101724 3

Th 41118 25 2 916 23 30 613 20 27 41118 25

F 512 19 26 31017 24 1 71421 28 512 19 26

\ 5 613 20 27 41118 2¢ 18152229 613 20 27

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

RULE ONE:

STOCK~TAKING SHOULD GENERALLY BE DONE EVERY MONTH

The main reason for frequent stock-takings is to control leak-
This is
But

cannot prevent major thefts.

age. Very high leakage can soon ruin a business.

especially true if a lot of goods are being stolen.
stock-takings, however frequent,
The best way to prevent them is to employ honest and capable

staff. d

Stock-taking is most useful in showing up the leakage which
can slowly eat up the surplus and which may even lead to a
loss in the final accounts, if it is not stopped. If a shop
has low leakage, monthly stock-taking will show up abnormal
leakage in time (except for major thefts). More frequent
stock-taking would cause too much disruption in the work of

the shop.
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Suitable times for stock-taking are on the last day of each
month, after the shop has closed, or on the first day of

the month, before the shop opens. The information provided
will be used for the manager's report as well as for leakage
control.

RULE TWO:

STOCK-TAKING NEED NOT EVEN BE DONE ONCE A MONTH IF
LEAKAGE HAS BEEN LOW IN THE PAST FOUR MONTHS

What should be considered as low leakage may vary according
to local conditions, range of stock, etc. But it should be
less than 0.5% of the sales.

At first, the intervals may be extended to two months and
then, if all goes well, to three months and so on. The maxi-
mum interval between stock-takings should be six months. If
leakage is high, stock-taking should be done more often.

4 N

.' Do you think the staff will be 1) more or 2) less
concerned about leakage if such a system is in-
troduced? ‘

‘ Give reasons for your answer.

\. _J

It is not necessary to do the stock-taking every month if
proper stock records are kept. They can provide a reasonably
accurate picture of the changes in stock value for the monthly

report.
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RULE THREE:

STOCK-TAKING SHOULD BE DONE WHENEVER THERE IS A
CHANGE OF MANAGER

The outgoing manager should be held responsible for the stock

until it is handed over. The new manager should know exactly

what he is taking over.

.‘ When a2 new manager has been appointed, stock-
4

~N

taking should be done once a month, even if
previous results showed very low leakage.
What are the reasons for this?

v 4

One such reason could ke a fire, which has destroyed some goods.

RULE FOUR:

STOCK-TAKING SHOULD BE DONE IMMEDIATELY IF THERE IS
SPECIAL REASON FOR BELIEVING THAT THE LEAKAGE IS HIGH

N

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

N

.' How often do you do stock- How often should it be
taking in your shop to: done in your opinion?
4) check the leakage
b) find the surplus or loss
c) find the value of the
assets




- 13 -

HOW IS STOCK TAKING ORGANISED®

,///,/’///‘\\\\\\\\\ "Closed for stock-taking'., -
that was the message to the
customers in the Introduction.

CLOSED Their shop, like many others,

closes on the last day of
FOR STOCK"TAKING every month. Is that really

necessary? No, probably not!

Stock-taking can be done less frequently

\

( ‘ Try to complete the following sentence and .then
turn back to page 11 to check your answer.

Stock-taking need not even be done once a month if
leakage has been ........... + in the past ..........

months.

- /

Stock-taking can be done faster

If stock-taking in an ordinary co-operative shop takes a full
day, it has not been organised in an efficient way. It
should be possible to complete stock-taking in an evening,
after the shop has been closed, perhaps a few hours earlier
than usual. Or it could be done in a morning, and the shop
reopened in the afternoon - provided the stock-taking is well

organised.
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Stock-taking can be more accurate

There is little value in fast stock-taking, if it means a

lot of mistakes.

Supposing some goods on one shelf are overlooked and not re-
corded, that 5 kg of sugar are recorded instead of 50, and
that figures like 1 and 7 are badly written and mixed up

when the stock value is calculated (these are common mistakes
when stock-taking) ...... The stock value would be wrong,

and an incorrect monthly report would be presented to the com-
mittee, who might take the wrong sort of action.

. >

Answer:

How would the leakage figure be affected if two
cartons of washing powder, each containing 25

packets priced to sell at T$10 each, were for-
gotten during stock-taking?

increase
T
decrease oy $

. J

The leakage figure would

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

Keep the shop tidy

As far as possible, only

goods in sealed cartons,

boxes and bags should be

kept in the storeroom.

If some loose goods must
be kept there, they should
be displayed tidily on the

shelves.
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The quantity and the unit ,gm 76 s :
price should be written on B NS ) 4o xf{”
N + . 3 - @V
all cartons, boxes or bags h*aw m
ox
which have not yet been 'ﬂ: * u," @
opened. _ A\l

In the selling area, goods
should always be displayed
in set places. Avoid hav-

ing the same goods scattered

in different places around
the shop.

All goods in the shop should

have prices marked on them.
Make sure the old stock is
marked again if there is a

price change.

7 WL

7
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That was a description of the way the shop should always be
arrzuged. Before starting the stock-taking, it is advisable
to take a closer look at all the goods in the shop.

Check and put right: N

—,—_—‘Q*Q-s-_.g — —_-_Qg
- if any goods have been * %@8@ 5@
wrongly placed; ﬁ3$ = =]
il 0 | o ==

- if any price labels are =) |[E=d ‘°aw
missing; ' =

- if any prices are wrong.

Bring forward any goods
which might be hidden behind
others or which are concealed
in dark corners.

Arrange the goods so that

they are easy to count.

-~ ===

J

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

- . Y,
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Deal with damaged items

Damaged items may slow down the stock-taking. If they can
still be sold they should be given a new reduced price.
This must be done before the values are recorded during
stock-taking. Sometimes, only one item in a batch of goods
is damaged but the entire batch has to be recorded item:.by

item. Quite a tiresome task, if it happens several times.

It is better to try to get rid of the damaged goods before

stock-taking. Then you do not have to count them.

Make a practice of selling

damaged items at reduced
prices as soon as they are

discovered.

Throw away goods which are
too damaged to be sold.
(When you do this - make
sure that you follow the

procedures laid down by the

committee.)

Does the Bottling Company
give a refund for drinks
which have gone bad?

If any supplier gives re-
funds for defective goods,
make sure these are returne:

and credit is obtained befoire

stock-taking.

‘ Which of your suppliers accept the return oI
defective items?
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Number shelves and racks

You have already seen one example where two forgotten cartons
of washing powder wrongly reduced the stock value by T$500.

It is quite easy to make this kind of mistake when trying to
work fast. Here are some similar mistakes which were found

in co-operative shops:

not counted

Goods on one shelf were over- sy
looked and not counted ...... 1SR Eﬁ_

)l
IQ

1LAY
m
IS

EE)

Items kept in a counter drawer

were forgotten ......

An extra stock of cigarettes

and some radios were kept in

a locked cupboard, which no-

body thought about during the
stock-taking. not counted 5@;
bns

To prevent such mistakes in your shop, you are advised to
give a number to all the places where goods are kept; not just
the storeroom and the selling area, but every shelf, rack,

drawer, cupboard and container in them.
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Do not forget the special displays on tables, in baskets, in

windows, etc.

Prepare some simple labels with numbers and tape them onto
the different places. Number the places in such a way that
the staff who are going to count the goods can easily find
them. Always start numbering from the top left-hand eorner.

Shelves can be numbered like this:

1 6 11 16
2 7 12 17
3 8 13 18
4 9 14 19
5 10 15 20

Show clearly where each numbered section starts and ends:

=T SpEUL AEEET
clE %‘d&mw NA
22 QS (O\ L m ?§§
=% 5@( 550 [B[o g/ AV A\ ek E
\Q’;f—:—‘nn F,;E';—;Az;—@ﬁ —E’:
SR |6 &@‘ %‘ Gl @aﬁgé

The number of a section is marked where the section starts

and it continues until there is another numbered label.

Here are some more examples of numbering:

Y Specia
Drawers | Displays
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1l ]

Window Displays

Stock-taking should then be organised in such a way that you
are sure that none of the numbered sections is forgotten.
Nor should any section be covered twice. We will look into
that again later, but first a little exercise:

\

in the picture below? You may use a pencil and

.' How would you suggest numbering the selling area
write the figures directly onto the picture.

aonets e s |
TIT| CLEANING [T 1T | N o
k. MATERIALS | _

M . s e

1 J/ — | —

- NI 77| =

% 1= @ /‘D

7175 S
NN [ A

"BUX“ ——-—‘\ ' S ®
SPECIAL OFFER! & 2 ]9*3 SR

== =
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Select and organise the stock-takers

Who does the stock-taking?

The manager and the assistants are there of course. Committee
members help for two reasons: firstly to assist the staff,
but they are also supposed to check that the recordings are

done correctly. For the same reason, a co-operative officer

is sometimes present.

How do we organise these people in order to make the stock-
taking fast and accurate? Let us look at what has to be done.

There are three main tasks:

<, w
1.0 132
Courting, weighing and measur- “h:;;s“ ?:‘ R S22
ing the goods. —A=T= [ 1O |7~ i
=A==V O < 6‘4 ;
R . R L [230]
This job is best done by those 3
— o | e—
who know the goods and are used ! Dl >
. = = & Eh*§\\
to handling them. S = N
Q §\§
3.10 AJ}
® S X 139

Recording the quantities and

NESIIGIC
PG

the unit prices.

This job requires people who
can write clear figures and

know how to fill in a form.

Checking that correct figures

are entered.

Checking can be done by the
people who are recording. It

is very important to check that
the quantities and prices re-
corded are the correct ones.
This is a task for the commit-

tee members or the co-operative

officer.
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(

the counting?

®

b) the recording?

\—

. Who would you suggest should do:

f

\.

" Could you find a reason why the committee
members, but not the staff, should be respon-
sible for the checking?

@ vill the stock value be used?)

J

(Here is a clue: how

J

Do you agree that the shop assistants should do the counting,

measuring and so on? The committee members should do the re-

cording because they can check that the correct figures are

recorded.

Therefore, the participants are to be organised in teams, each

of them consisting of:

- a shop assistant doing
the counting and

- a committee member doing
the recording and check-
ing.

Co-op Officer
Shap Committee
Member

Assistant

Assistant

Committee
Member

Shop
Assistant

The manager is probably too busy organising and supervising

the whole stock-taking to do counting or recording himself

(unless the secretary or the co-operative officer take care

of the organising and supervision).
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Each team is assigned to a different part of the shop. They

should be told which of the numbered shelves, etc., are in

the part assigned to them.

1

RACKS
®

STORE-ROOM

|
I
I
|
I
|
|
I
|
O
WINDOW

SHELVES

SHELVES

SPECIAL |
DISPLAYS

COUNTER

WINDOW

e

For example, in
into four parts

one part.

Team A is given

Team B is given
13 to 28.

Team C is given
cluding what is
tions 29 to 41).

Team D is given
windows (section

the above drawing the shop has been divided

and there are four teams each taking care of

the storeroom, with sections 1 to 12.

the shelves behind the counter, with sections

the shelves at the side of the counter, in-

placed between the two sets of shelves (sec-

the counter, the special displays and the
s 42 to 52).
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It is better if each team finishes its job at about the

~

ame time.

w

4 X~ AT LLS AT + o~ m e  em e e e PR Y -
nat 1S 4aiiricuit 1O arrange ause some people
work faster than others and some goods take longer to count

or measure.

You will learn about the delays through experience. And you
can then transfer some shelves from the list of a slow team
to the list of a faster team. In that way you will improve

the organisation.

Stationery and equipment

Stock-taking does not require much stationery, but do make
sure it is available.

You will need ballpoint pens for each team, and stock-taking
forms (which should be numbered).

Also make sure that the weighing and measuring equipment is
in good working condition.

instructions and information to the stock-takers

Now we have been talking a lot about how to organise the work
and distribute the jobs. We are almost forgetting something
important:

- information and instruction.

It is not enough for the manager to know about the organisa-
tion, he must inform everybody so that they all know what
they are supposed to do and how they are supposed to do it.




HOW IS STOCK TAKING DONE?

Looking back on what you have learned so far, you may say

that there is a lot of work to be done before stock-taking.
That is true, but if you do it, the stock-taking itself will
be easy. The shop is closed, the stock-taking forms are dis-

tributed to the teams. We are ready to begin.

The Counting Work

Let us follow one team and see it at work, for instance the

one which has been given sections 13 to 28. They are supposed

to start with the lowest number, which is shelf number 13.

First we watch David. He is counting.

I

i

o
—

(|

I

R R

]

Fan | ran |
1725 | ' {435 [3.10]

(%5 /(0
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‘\ij
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David starts with what is on the far left of that shelf:
"Sun'" Washing Powder, large size. He reads out the name to
Sarah, who is recording. He also mentions the unit price
which is T$12.50. While Sarah is writing this, David counts
the number of packets. If necessary, he takes them from the
shelf to see that there is nothing hidden behind them.
"There are 7 packets,'" he says. Then he continues in the

same way with the next commodity.

- "Sun" Washing Powder, small size, price T$7.25; there are
nine packets.
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He continues in this way, taking each type of article in the

order they are placed, working from left to right. He is

very careful to move along the shelf in this way, otherwise
it would be easy to forget some goods. When shelf number
13 is finished, he starts on number 14 and so on until number

28, which is the last one in their section.

When he comes to something which is sold by weight, he will
have to weigh it, unless it has been prepacked in bags of

certain quantities. Other goods which are sold by the yard,
metre, pint or litre, have to be measured if the quantities

are not known.

\

Soap on shelf number 13, he discovers more soap

of the same brand on a special display. First

he thought of counting all the soaps together,
although they were in different places. Then he re-
membered that he had been instructed not to do this.
What would have been the danger if he had counted all
the soap together?

.' While David is counting the bars of "Bux" Toilet

— e T
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The-recording work

Now, let us look at Sarazh's work. ©She is using a stock-taking

form to record the information which David gives her.

STOCK-TAKING FORM No... [ .....
Shop ..é%@@%ﬁ;ﬁ%ﬁgé ........ Date ﬁk??CM%ZZ?..
Section Article Qty Unit Total
No. Price Value
13 |elun difaotiingBrier, lange| T 12.50
" " “ amall q 725
Fan thpaliing-uh Liguid 10 4.75
T\
] — \\\/f-"'\/\"‘"_\

The stock-taking form was numbered by the manager before Sarah

received it. Sarah adds the name of the shop and the date.

In the first column she writes the number of the shelf so that
it will be easy to find where the goods are kept in the shop.
It is not necessary to repeat this number for each item on the

same shelf.

Then she writes the name of the article. If there is more
than one brand or size, it must be mentioned so that the goods
do not get mixed up. Therefore, she writes not only 'Washing

Powder", but "Sun" and '"'large' as well.

David tells her the name of the article and the unit price.
Before she writes the price, she repeats it so that David can

hear that she has understood him.

— "Fan Washing-up Liquid, price 4.75," he says.

- "4.,75," she replies.
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While she is writing, he counts. Then he says:
- "10 bottles".

And agéin she repeats:

- "10 bottles".

She enters the quantity in the form in the correct column.
(Qty).
She leaves the last column showing the total value for the

manager to complete after he has done the calculation.

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

- "3.10," Sarah answers, but she writes 1.30. She sees her

mistake immediately. How can it be corrected?

First, she considers altering the figures, but then she re-
members that this is not allowed. Instead she draws a line
through the wrong recording and writes the correct one be-

low:

1y¢;$—£4am%agfﬂ§%wméb 36

e Hencting Poder 3.10

She certifies the correction by writing her initials in the
margin.

\

. Why do you think that it is forbidden to make
corrections in auy other way?
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The checking work

Stock-taking would be useless if wrong figures were recorded,
particularly when large amounts are involved. Therefore, it
is the duty of the committee members to check that there are
no mistakes.

Sarah is a member of the committee. While she is recording,
she alsou keeps aan eye on what David is doing. She checks
that he does not forget any goods and that the quantities he
calls to her seem correct. Whenever she considers the quan-
tity to be incorrect, she asks him to recount, or else she

checks by counting herself.

But, , ‘1 may say, Sarah can make mistakes herself when re-
cording. That could happen, of course. Therefore, when cal-
culating the total values, the manager checks that the prices
and quantities are realistic. If they are not, he checks the
article in question to see whether the recording is correct
or not. If a mistake is then found, the correction should be

certified by a committee member.

Finally, a co-operative officer or a committee member could

be given the special duty of bhecking the recordings. Of
course this does not mean that every item is checked; only
certain items are selected and a special check is made to see
if they have been recorded correctly. The most expensive items
in the shop are checked in this way more often than the others.

. Why should the recording of the most expensive \
items be so important?
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Bags and returnable empties

If customers are charged for paper and plastic bags, these
items should be counted and recorded during the stock-taking.
Bottles, cases and crates on which a deposit has been paid

are treated in the same way, whether they are full or empty.

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

Late deliveries

When the stock-taking has been completed, the actual stock
value will be compared with the value shown in the Stock Con-
trol Register. This register, therefore, must be kept up to
date. Particular care must be.taken to ensure that all goods
delivered to the shop jus: before stock-taking have been in-
cluded in the register.

If goods are delivered while you are doing the stock-taking,
do not enter them in the register or in the stock—téking
forms.
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Completion of the stock-taking

When the counting, recording and checking has finished, the
team members sign their stock-taking forms to certify that
these records are correct:

Counted by Recorded by Calculated by

Then the forms are handed over to the manager (or the secretary)
to do the calculations. This job should wait until the follow-
ing day. After a rest, the manager will be less likely to

make mistakes. There is, however, one thing which cannot wait -

the manager must check that no forms are missing.

Remember that the stock-taking forms should be numbered. The
manager has kept a record of the forms which have been given to
each team:

Team A : 1 -5, 20 - 30 Team C : 11 - 18
Team B : 6 -10, 31 Team D : 19 - 28

He now puts the forms in order and finds that number 16 is miss-
ing. It had been given to Team C, so he asks them to look for
it. There it is! Forgotten on a shelf. Finally, all the

forms are in their proper order and the stock-taking is over!

. What do you think would have happened if nobody
had noticed that one form was missing?
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4 )
. On pages 13 to 24 we talked about the organisation
'of stock-taking. We concluded by saying that it
is very important that the staff be given informa-
tion and instruction on the work to be done.

Now you have studied both the organisation and the
actual work involved in stock-taking, try to write
down a check list of all the important things to be re-

membered by the people who are likely to assist you at
the stock-taking in your own shop.




- 33 -

HOW IS THE STOCK VALUE
CALCULATED?

On the following day the manager (or the secretary) calcu-
lates the total selling values of the goods on every stock-
taking form.

STOCK-TAKING FORM No.. /R ... ...
Shop Jmff g, ........ Date 3.0,/./.0//.9.7.9. ..
/3 lun libpatiing Buddos, bonge | T 12.50 | 87.50
" " " dmall q 725
Fan tbnshing-ub Lipui 10 4.75
Ama ,J.cou/cug Fwdler 6 3.10
Green loaf /2 .90
Bux Toilot tloop 30 145
Gox Bath, foof 8 2.10
T J—
Grand Total

Recorded by Calculated by

Counted b
MW@M .....

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

You can see that he has calculated the total value
of the first article: 7 x 12.50 = 87,.50.

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

Do the other calculations and add up the figures in the
Total Value column. If you have added up correctly,
you will get 301.95 as the total selling value of the
goods on form no. 12.
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You can see that calculating the values on each form is a
difficult job when there are many articles in a shop. There
is always danger of making mistakes. It is advisable to use

a calculating machine and to check the calculations carefully.

To obtain the grand total selling value of the stock in the
shop there is still another job to be done. The total value
of the goods listed on every stock-taking form have to be
listed and added together. An example is given below:

Totals from Form No. Total Value
1 6,003.50
2 543.25
3 722.50
4 612.70
5 315.65
6 1,217.10
7 2,315.20
8 3,712.50
9 1,210.50

10 301.95
11 472.50

12 625.15
13 2,117.10
' '
31 4,105.70
Total 54,101.35

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

54,101.35
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HOW CAN STOCK TAKING BE

FURTHER IMPROVED?

You have learned how to organise and carry out the stock-
taking. You know how to organise it well so that it will be
fast and accurate. But further improvements can be made to
obtain greater speed and accuracy.

If more is done in advance, the shop need not be closed for
such a long time. And since the preparations are done in less
of a hurry than the actual stock-taking, there will be less

risk of making mistakes.

We shall show how further preparations can be made tefore
stock-taking.

Damages

We have already mentioned that damaged goods should be dealt
with before stock-taking. The items which are left must be
recorded item by item, since they probably have different pri-
ces.

If, in spite of your efforts,

there are damaged items left
in the shop on the day before
stock-taking, they could be
recorded in advance. But then
they must be put aside in, for
example, a carton which should
be marked "listed for stock-
taking". After that, nobody
should be allowed to touch
them until the stock-taking is

over.

Then they should be unpacked and sold at their reduced price

as quickly as possible.
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"Time-consuming'" articles

Do you stock any articles
which  take a long time to
count because they are
small and numerous? Screws,
for example, which are sold

in small quantities.

To save time during stock-

taking, such items could be

counted one or two days in

advance. The quantities
are noted on cards which

are placed with the goods.

If any are sold, the quantities are reduced accordingly.
During the stock-taking the remaining quantities shown on
the cards are recorded without these items having to be

counted again.

Late deliveries

If goods are received shortly before the stock—taking, it is
best not to unpack the bulk packages. This will save time as
there is no need to count them since the quantities stated on
the cartons, boxes and bags can be recorded on the stock-
taking form.

But do not make the customer suffer. A new carton must be
opened if this is the only way to give customers what they
want.

The storeroom

Look carefully around the storeroom a day before stock-taking.
Is there anything which will be ngeded before the stock-taking
is over? If not, it may be possible to close the storeroom,
or part of it, until after stock-taking.

If this is the case, stock-taking may start there, while the
shop is still open. Maybe this part could even be completed
before the stock-taking starts elsewhere.
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Recording in advance

Look again at the stock-taking form on page 27.

4 )

" Which columns could be entered in advance?

®
\. Yy,

In fact, everything except theAquantities and the total va-

lues could be entered in advance. That means that somebody
could make these entries a few days before stock-taking if

he can be released from his ordinary duties. Of course, the
other preparations mentioned on pages 11 to 16 should be done

first.

The entries on the forms are to be made in the same way as
described for recording during stock-taking, but the quanti-
ties are omitted. There is no counting to be done at this
stage so teams are not required for this job. One person
working alone can prepare the forms in this way for the stock-

taking.

By the time the shop has been closed, ready for the stock-
taking, the forms will already look like this:

STOCK-TAKING FORM No.. /R ......

Shop . Hul. brdb. . ... ... .. pate .39/10/1979. .

Se§§?on Article Qty ggyzz $§;3é
13 |dun dbakivg Busden, longe. 12.50
i i A 725
\Far 4Spsbhing - up oguid 4. T5
e N
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After the forms have been prepared in this way, it is impor-
tant not to change the displays or the prices. That would
confuse the teams doing the counting and recording of the
quantities. They must be able to find the articles easily
when completing the stock-taking form by filling in the
Quantity column.

. STOCK-TAKING FORM No..l&.. ... ..
Shop.§§§@4¢.¢§43..» .......... Date ?K?OQ/!?Z?...
Section - Unit Total

§o? Article Qty Price Value
/3 hun lSpshiing Bucder, Llonge 7 12.50
w9 .25

Fane Mpshing-opp Legid | 10 4.5

B e e

( ' How will this method of recording in advance
'help you get faster and more accurate stock-
taking?
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"CHECK- OUT"

To prove to yourself that you have fully
understood this Element, you should now
go through the following questions.

Mark what you think is the right answer
to each question. The first question is
answered as an example. If you have
problems with a particular question, go
back and read the corresponding chapter
again, Your teacher will later check
your answers,

1 The main purpose of stock-taking is:

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

2 Stock-taking is necessary in order to:

a determine the leakage;
b keep the staff busy;
c increase the sales.

3 The most practical prices to be recorded during stock-
taking are:

a  the cost prices;
b the selling prices;
c the cost and the selling prices.

4 Cost prices are not recorded because:

a stock value at cost price is not needed;

b cost prices are secret;

c stock value at cost prices gan be calculated in
another way.

5 If there is a lot of leakage, stock-taking is recommended:
a daily;
b weekly;

c monthly.

6 An extra stock-taking should be organised when:

a goods are delivered to the shop;
b a new manager is taking over;
c a new committee is elected.

&
—
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Recording of unit prices is most easily done when:

a all stock-taking teams have a price-list;
b, all goods are marked with prices;
c the manager is doing the recording himself.

Goods in the storeroom should preferably be:

a kept in sealed bulk packages;
b kept in opened bulk packages;
c unpacked and placed on shelves.

Damaged items should be recorded:

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

Numbering shelves can help:

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

oOow

‘Numbers should be given to:

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

QU

The recordings should be entered:

in a cheap type of note-book;
in a bound ledger;
on specially numbered stock-taking forms.

oo

Who should check that the recordings are correct?

The members.
The committee.
The shop assistants.

oop

The counting and recording of goods should be done so
that:

a all expensive items are treated separately;

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

¢ goods in the storeroom are added to the same items
in the selling area.
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"Containers should be recorded during stock-taking."
This statement is:

a not correct;
b correct;
c correct only if deposits are paid.

Calculations of the stock value

a should be done at the same time as the recording
of quantities and prices;

b must be done immediately the recording work is
finished;

c should wait until the following day.

Which of the following could be recorded in advance?
a Names of articles and quantities.

b Names of articles and unit prices.
c Names of articles, quantities and unit prices.
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COMPLEMENTARY EFXERCICES

To complete your studies of this
topic you should take part in
some of the following exercises
which will be organised by your
teacher.

PRACTICE |

[ X GROUP
4 DISCUSSION

Practical Group Assignments

1 Organising and carrying out a stock-taking

The group will be given the task of carrying out a stock-
taking in a selected shop. The work should be done
according to the following plan:

a Make a list of all the preparations which should be
done in the shop prior to the stock-taking (see '
pages 13 to 24).

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

c Return to the shop one of the following evenings and
do the stock-taking (see pages 25 to 32).

d Complete the stock-taking forms on the following day.

Group Discussion

2 Assessment of the stock-taking work

Assess the stock-taki'ig you have completed in a group
discussion. Identify all the weak points in the work pro-
cess. Write a group report on your experiences and sug-
gest any improvements which would make the next stock-
taking in the shop faster and more accurate.




