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PREREQUI SI TES

To benefit fromthis MATCOM Lear ni ng El enment, you shoul d:
have sone retail shop experience,

have studi ed the MATCOM El enent "Leakage", or have the
correspondi ng know edge.

HOW TO LEARN

- Study the El enent carefully.
Gve witten answers to all the questions in the El enent.
This will help you not only to learn, but also to apply
t he knowl edge you gain in your work |ater on
After studying the El enent on your own, discuss it with

your trainer and your colleagues, then take part in the
practical exercises organised by your trainer.

TRAI NER S NOTES

are available for this Elenent. See the Trai ner's Munual .

Original script: Urban Strand
Illustrations: Reinhard Palden, Annabelle MacPherson

Printed in Turin, Italy, 1981



| NTRODUCTI ON

The nost inportant things in your shop are the goods, or
stock, that you sell. In order to run the shop properly
you nust take good care of the stock and you nmust know its
val ue.

But the stock val ue changes every day, and it is not poss-
ible to control the stock unless you keep some records.

In this MATCOM El emrent you will |earn how they record the
stock in one co-operative shop. It is a sinple system which
coul d be used in any shop.
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WHY KEEP STOCK RECORDS ?

What ki nd of stock records should be kept? Wat is the pur-
pose of the recordings?

To answer these questions, let us take a very sinple exanple
| et us say that we have a shop where we sell bicycles only,
nothing else. To control our stock of bicycles we could keel
a record in this way:

STOCK CONTROL REG STER - The Bicycl e Shop

Number of
Bicycles
Date| Particulars In |Out j{Bal.
First, we record how nuch
we have in stock at the | pung
begi nning of the period. — mep /I' /,y .
Then, every tinme we nmake eltock /18
changes in stock, we re-
cord it.
mvgepe\é\ﬁrgdidt t.o. .t he St oCK, wemp ,0/,9 Y2 : Snsed | % 22
and when we take '
avay fromthe stock, —| 6/} | Aot 3119
we record it. z/
At any point in time we 134 | dlote 21177
can see in the book how
g?ggkthere should be in = | 300 | ortt /A

There should be 16 bicycles in stock at the end of April -
that is what the book tells us. To see if there are 16

bicycles in the store, we do a staock-taking  This neans that
we count the bicycles in stock. W find only 15!

The book shows the theoretical stock (what there should be
in stock).

Ihe stock-taking shows the actual (what there actually is
stock in stock).

If the actual stock is less than the theoretical stock, it
shows that sone goods are missing - we have a_leakage.
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The bicycle shop had a | eakage in Apri

The theoretical stock on 30.4 (according to the book) 16

- The actual stock (according to stock-taking - 15
= Leakage = 1
. How do you find the theoretical stock in your
shop?
How do you find the actual stock in your shop?
Leakage

Now you know the nmain reason for keeping a stock contro
register - to be able to check if any goods have di sappeared
fromthe stock wi thout being properly paid for.

Goods m ght be stol en, goods m ght be handl ed carel essly and
spoilt. Goods may be lost in many ways in a shop. By keep-
i ng stock records, we know what quantity of goods there
shoul d be in the shop, and the records will thus help to dis-
cover if anything is mssing - if there is any lLeakage

Irading results

Anot her reason for keeping stock records is that the nanager
needs themto calculate the nonthly profit or |oss and he
cannot do this w thout know ng the stock value. A stock-

taking would give this information but it is nuch easier to
read the stock control register. Thus he can avoid stock-

taki ng every nonth.
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UNIT STOCK CONTROL

Unfortunately keeping stock records is not as sinple as in
the case of the bicycle shop. That shop had only one article
to sell, whereas nobst co-operative shops keep many different
articles in stock.

O course, the stock control book coul d have a page for each
article in the sane way as the bicycle exanple. O the shop
could have a card register with a card for each article.

Here is an exanple of a stock card, show ng the stock of
hammer s

STOCK REGISTER CARD

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

Cost Price/Unit . 20-00 | | selling Price/unit . .RR-50

Balance

Date Particulars Sﬁifk Sgaik ?goﬁgnd
1/6 | Ingreng eltock 12
3/6 olold 2 10
4/6 " | 9
7/6 . 3 6
8/6 Furchasea 6 12
10/6 ot 2 10

S

This type of stock control is called unit stock control .
because it shows how nmany units or pieces there are in

stock of the article.

The bicycle shop had a unit stock control system because

it showed how many bicycles there were in stock



each article. For example, from the above
card you can answer the following questions.
. Please try!

" Stock cards give important information about

1. How many hammers should you expect to find
in the shop when it closed on 10/67

2. What is the difference between closing
stock on 10/6 and opening stock on 1/6?

3. By how much hasvthe stock value
changed during the same period?

4. How many hammers were sold between
1/6 and 10/67

5. How much is the leakage if there are
only nine hammers in stock on 10/67?

You can see that a unit stock control system provides very
detail ed information. You can find the figures you need to
calculate the trading result and to check for | eakage. You
can also see when it is tinme to order nore goods and which
goods are selling slowy. Al these things are very good,
but ......

Co- operative shops usually have hundreds if not thousands of
different articles in stock. Do you think that it is possible
for the staff to maintain all the cards needed - and this
woul d take a lot of time - without forgetting anything or
maki ng any m stakes?

Wl |, those who have tried know that it is not possible.
There are too nmany m stakes and so the information is usel ess.

Therefore, a unit stock control system is not generally recom

mended for co-operative shops. But it could be used to con-
trol a few selected articles which need special attention,
particularly very expensive articles such as radi os, watches
and bi cycl es.



VALUE STOCK CONTROL

Instead of a unit stock control

system nost co-operative

shops use a systemthat tells themthe total value of all
goods in stock not the nunber of things in stock. This is

better for their
wil |

requirenents,
descri be on the foll ow ng pages.

and this is the system we
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Janes is the manager of the
As in any shop, all
a lower price -

First Co-operative Society shop.

the cost price and resold at a higher one -

goods are purchased from a whol esal er at

the selling price  \Wen Janes keeps records of the val ue of

the stock, he must not mx the two kinds of price.

Ei t her

the goods were sold, that

is,

he wants to know how nmuch the shop woul d get i

the selling price.

f all

O he wants to know how much has been paid to the whol e-

salers for the goods, that

is,

the cost price.

Janmes records the stock value at selling price only,

the cost price because:

not

the value at selling price is the one needed to cal cu-

| at e | eakage;

In practice it

They are marked on the goods,

sal es are recorded and when stock is taken.

IS easier to use the selling prices.
and they are used when



RECORDING

The pages in a stock control register |ook very nmuch |ike
stock cards. The main difference is that, instead of units,
James records the values at selling price

Page No. . /

STOCK CONTROL REGISTER

Month M 7582

Increase|Decrease | Balance

Date Particulars in Stock|in Stock | Stock
Value Value in Hand
(IN) (ouT) (Value)

1/ Obering Dok 43,250|-

) Al /“/\/V‘\VW\/L/“/\
I~ ~—_

The first entry to be made in a stock control register is

always the opening stock. This tells the actual value of the
stock of goods in a shop at the tinme record starts.

How does Janes know the actual val ue of the stock? Wll,

there nmust be a stock-taking. This tells how nuch stock is
actually in the shop

On January 1, 1981 the opening stock in the First Co-operative
Shop was worth T$43, 250* at selling price.

Fromthis tinme, Janes recorded all changes of the stock val ue
in the stock control register

4 We use an imaginary currency here because this booklet is

used in various countries. We call it "Training dollars”
and cents, T$ and c.
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Sales

Sale of goods is, of course, the nost conmon reason for a
decrease in the stock value. Goods have |left the shop be-
cause they have been bought by custoners.

It would be difficult to enter every sale separately in the
stock control register. In any case, this is not necessary
since Janmes already has these details in the sales records.
Therefore the total sales are entered in the stock contro
regi ster fromthe sal es records.

—
Page No. . [ .o

STOCK CONTROL REGISTER

Month . M /982

Increase |Decrease | Balance
Date Particulars Ml ISl I
(IN) (oUT) (Value)
/1 Obering eltock 43,250| -
2/\ | elales 3,200~ |40,050|-
e N
— = =S unyvaasyy

Now, the records tell James that on January 2, goods worth

T$3,200 were sold. The remaining stock should be:

01ld balance T$43,250
Decrease - 3,200
New balance T$40,050

The stock should now be worth T$40, 050, but Janmes does not
know for sure. There m ght have been sone | eakage. There-
fore, the new balance is no |longer the actual value. It is
the theoretical stock val ue.
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Credit sales

Credit sales can have a bad effect on the profitability of a
shop. Many co-operative shops therefore do not allow any
credit sales. Many find it necessary to accept sone | ocal
purchase orders from public bodies, however, and in this way
al |l ow sone goods to be sold on credit to governnment and ot her
institutions.

If any credit sales are allowed in a co-operative they nust
be consi dered when the stock value is recorded. As soon as
sonething is sold, it can no | onger be included in the stock
value, even if it was sold on credit. Thus, the total daily
sales entered in the stock control register nmust include any
credit sales.

. How do you record credit sales in stock
records in your society?
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Purchases - cash

On January 3, First Co-oper-
ative received its weekly
supply of goods fromthe
Whol esal e Tradi ng Conpany.

This neant that the stock

val ue Lncreased and this had
to be recorded in the book.
Let us see how Janes did this

Ny
? 0

Wheat
flour

vk

Pur chases are al ways acconpani ed by sone docunent. There is
either a cash recei pt which shows how nuch cash is paid for

t he goods, or an invoice, which shows how nuch is due to be

pai d. On such docunents you find the caost of the goods.

In this case Janes paid cash for the goods, so he got a cash
bill fromthe supplier

v ' ‘ Wholesale Trading Co. Cash BZ11
Market Square o 00033

Bridgetoun

Goods sold to : First Co-op Society Ltd.

Green Valley

Date : 3/1/82

Description Qty @ Total
Sugar 50 kg bag L 150.00 600.00
Wheat flour 10 x 2 kg 5 50.00 250.00
Coffee 12 x 200 g 2 168.00 336.00

Tea 24 x 100 g oo~ gl gango ||

\,,/V/f”~4“\~fvw*v”ﬁv\\\—’ﬁ

Toothpaste 24 x med.tube 1 144 .00 14k .00 F\\/\\~/“\//

GRAND TOTAL 12,100.00
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The cash bill shows that he received 4 bags of sugar, each
containing,50 kg, at the price of T$150.00 a bag. Then he
recei ved 5 bul k packages of wheat flour at T$50.00; each
package contai ned 10 paper bags of 2 kg. He received 2 car-
tons of coffee, each containing 12 200-g tins, and so on.
(We have cut off part of the bill and show the end with the
grand total). He paid T$12,100 for the lot, which is the

value at cost price.

But that is not the figure he enters in the stock contro

register. He uses the value at _selling price

goods in the stock control register, and not

.' Why does James record the selling price of the
. the cost price?

If you are not sure of the answer, you should read page 8
again.

So Janes needs to find the value at selling price. The sell-
ing price of each article, if not stated on the bill, wll
either be found in the price book, or it nust be cal cul at ed.

The followng are the selling prices of First Co-operative
Soci ety:

Sugar 1 kg T$ 3.30
Wieat fl our 2 kg T$ 5.50
Cof f ee 200 ¢ T$15. 75
Toot hpast e t ube T$ 6.80

The selling value of sugar is T$3.30 for 1 kg. How nmany kg
did Janes receive?

The cash bill shows that he bought 4 bags, each containing
50 kg, that is, 200 kg in all. So the total selling val ue
of the 4 bags of sugar is 200 x T$3.30 = T$660. 00.
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In the sane way he has to cal culate the selling value of the
ot her goods he has just received. He has to read the docu-
ment carefully so that he multiplies the right prices with
the right quantities.

for a tin of 200 g. How many such tins
did he receive?

" The selling price of coffee is T$15.75

What is the total selling value of
the coffee?

The selling price of toothpaste is
T$6.80 a tube. How many such tubes
did he receive?

What is the total selling value of
the toothpaste?

Sel l'ing val ues can be calculated on a special form but it
is also possible to wite directly on the docunent fromthe
supplier, as they do in First Co-operative. Below you can
see how Janmes wote the selling values on the cash bill.
Check if his calculations are correct.

vr ‘ Wholesale Trading Co. fash BiL1
Market Square
Bridgetown o : 00033

Goods sold to : First Co-op Society Ltd

Green Valley Date : 3/1/82
lNeseription Qty @ Total CL%§§??Z,

Sugar 50 kg bag b 150.00 600.00 §60. 00
Wheat flour 10 x 2 kg 5 50.00 250.00 278 .00
Coffee 12 x 200 g 2 168.00 336.00 378 00

Tea 24 x 100 VI S Y-S R ELW N PRSIV BN N

e ——~— N% ot
. Toothpaste 24 x med. tube ///T\J/\ 144,00 144,00 _15&25£1‘

GRAND TOTAL 12,100.00 | /3, #d0.00
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Not all the selling prices are shown in our exanples, but the
total of themall is T$13,400. This is the figure which would
be entered in the stock register, to show how nmuch the stock
val ue has increased.

But wait

Janes al wavs nmkes

Before anything is entered in the records.
sure of four things:

Did he receive everything
he paid for?

Are the quantities and
sizes of the packages
correct on the bill?

<:> Was anything damaged?

Are the calculations
correct?

This is very inportant. The entries in the stock records
mist be correct. If not Janes's reports to the conmttee
about | eakage and trading results will also be fal se and

m sl eadi ng.

But now Janes is sure. He records a stock increase of

T$13, 400.
Page No. . ( .
STOCK CONTROL REGISTER
Month . M ./?8.2.
!ncrease pecrease Balance
i siockin stoek |stock
(IN) (ouT) (Value
I/l | Operning tock 4:3,250| -
21 |dfates 3,200 |- |40,050] -
3/ Whothsale Trod Lo €.8.33 |13,L00|- 53,450~
ﬂ "\l /—\
- < 7
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Purchases - credit

Soneti nes Janes does not pay cash for the goods delivered to
the shop. Instead he signs a delivery note to confirmthat

he has received the goods, and |later he will receive an in-

voice for paynent.

He uses the delivery note in the sanme way as the cash bill.
Here is an exanple. The selling price of mlIk is T$2.00 a
litre, and butter is T$9.00 for 2 kg. James can make correct
entries in the stock control register fromthis delivery note.

¥ CO-OPERATIVE DAIRIES LTD ¥ vate /52

DELIVERY NOTE No. 243

Delivered to g;;;;;;?i;;%77

L
Description Qty 42574&V;§L42h¢é
Mi Tk j/) 30 x.2.00 = 7$ &0.00
Butter 12 x + kg /éz 24 x oo = lf?:é@iffl
— — 735276 .00

Received in order:

before they make an entry in the stock control
register. Why is it better to record the stock
. value immediately upon delivery?

" Some societies prefer to wait for the invoice
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Return of goods by custoners

Yesterday Ms. Masoli bought a pair of shoes for T$32. Today
she is back in the shop claimng that the shoes are too snall
They have not been worn. Janes knows that he can sell them
to anot her customer, and he agrees to take them back. Unfor-
tunately, there are no larger sizes in stock. He decides to
gi ve the noney back. A paynent voucher is issued and si gned
by Ms. Masoli, to show that she received the noney.

FIRST CO-OPERATIVE SOCIETY LTD.

Payment Voucher No. /3

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

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

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

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

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

Dollars ......vu.... % FTEe . %0?/ ...... $3&: .

Received ..o vnn. é"‘( r/////%‘{/{ .................
Cash/Chegque— Payment authorised by:
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VWhat happened to the stock val ue? Look at the | ast recordi ng

in the stock control register.

STOCK CONTROL REGISTER

Page No. . ( .

T$4, 150.

Month . %W /982

Increase | Decrease| Balance
o stk | TERCE sl
(IN) (0UT) (Value)
/1 Opening oIZrck 43,250 -
2/l |datles 3,200 - 40,050 |-

3\ |bIhotesale rad. b c.8.33|13,k00|- 53,450
31 |dals 2,870|- |50,580|-
41 | bo-ob Bances  DnN.243| 276|- 50,856 | -
4\ | efates 3,750|- 147106 -
5/ | dfales 4,150|- |42,956 |-
6|l |Aet Jrone cudlomer RV 13 32|- 42,988 | -
L~ N

L1 N

7
\//\/ML”/ \/\—\\—\4’/

On 5/1 the sale price of the shoes was part

of total sal es of

On 6/1 stock increases by T$32 because the shoes have been

r et ur ned.

?

Suppose that Mrs Masoli had been given another
pair of shoes in exchange.

been recorded?

How should this have
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Return of goods to supplier

Qur next exanple also deals with shoes. The shop had pur-
chased 12 pairs of shoes fromthe Kata Shoe Conpany. The
selling price was T$92 a pair. The total value at selling
price was T$1, 104 which was entered in the stock records,
and they started selling.

Then sonet hi ng went wr ong. One pair was sold, but the cus-
tonmer returned very soon. He was angry because the heels
cane | oose al nost imedi ately he wore the shoes. Janes ex-
am ned the other pairs and found that all the heels were
badly fi xed. He contacted the shoe conpany and they agreed
to take the shoes back because they were badly nade.

Let us see how the return of the shoes was entered in the
register.

Page No. . Z
STOCK CONTROL REGISTER

Month W /982

!ncrease I?ecrease Balance

Date Particulars \llghsJ:,OCk \'/QIEEOCk ?;Oﬁl;nd
(IN) (ouT) (Value)

Brougtht /ozwwwé 45,200 -

' 2,7/1 Ii?eé.///zozw,cuaﬁm PV. 15 92 |- k5, 292 -
28/1 |Ret. Ao fate, Ll Go: cN.4T 1,104 |- |44, 188 |-

The stock [ncreased when the custoner was allowed to return
the shoes to the shop and got his noney back. This is veri-
fied by Paynent Voucher No. 15 issued on January 27.

The stock decreased when all the shoes were returned to the
supplier, who issued Credit Note No. 47 (see the next page).
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KATA Co. CREDIT NOTE

No. 47
First Co-operative Society Limited
Green Valley 28.1.82
28.1 Returned 12 pair of shoes XC.MM
Brown Model 46
(faulty heels) Total T$ 960.00

" The credit note from Kata Shoe Company is for
T$960 only, but in the stock control register
there is an entry of T$1,104. Explain the

‘ difference.

Cont ai ners

Bottling conpanies nornmally require the shops to pay a deposit
for the bottles to nake sure that the enpties are returned.
Therefore, the shops require the same fromtheir custoners.

Al'l bottles, cases"and other containers for which deposits
are paid are included in the stock value. Therefore, any
change in the stock of containers nmust be recorded in the
stock control register.
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This may | ook conplicated but, in fact, it is not. Oten the
contai ners are neither bought nor sold. They are exchanged
for enpties. In such cases, the nunber of containers kept

In the shop does not change, and there is nothing to record.

Even if enpties are exchanged for other goods there As noth-
ing to record, because the total value of the stock does not
change. Thi s happens, for exanple, when a custonmer returns

six enpty bottles and does not get his deposit refunded but

recei ves goods of the sane val ue.

So the stock val ue changes only when there is a cash deposit
in the picture. It becones easy if you look at it in this
way':

When the custoner pays a deposit, he is actually buying
bottles as well as the drinks.

When the shop pays back the deposit, it is actually buying
back the enpty bottl es.

In the first case the shop records the sale as usual (the
price of the drinks plus the deposit for the bottles).

In the second case the shop issues a paynent voucher for its

"purchase"” of the enpty bottles and the anount is entered in
the stock control register at the end of the day.

The shop's transactions with the supplier are simlar. It is

always a matter of exchanging enpties, or hbuying or selling
enpti es.

control and recordings of empties? If so,

.’ Do you know any better and simpler system for
‘ describe it here:
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Price changes
So far we have been tal ki ng about changes in the stock val ue

due to goods coming in or going out. But sonetines the stock
val ue nay change w t hout goods bei ng renpbved.

James recei ved a nmessage on January 29 that the selling price
of sugar nust go up by 30c a kilo. Sugar will now be sold at
T$3.60 a kilo instead of T$3.30. How nuch will the stock

val ue i ncrease? That depends on how much sugar is in stock
Therefore the stock of sugar nust be counted (or wei ghed).

If there is 70 kg in stock, the stock val ue has increased by
70 x 0.30, that is T$21.00.

[~ T —— T : [~ — 1]
28/ Emblies bought from coslomer 30|- Ll,630|-
29/t |Puce Inorcade Pch. 6 21 |- 41,651 |-
V_’\/WW_\,/\"\ P S WP e N

On the sane day, it was decided that 10 litres of mlk, which
was goi ng sour, should be sold at T$1.00 a litre instead of
T$2. 00. The stock val ue decreased by 10 x T$1.00, that is
T$10. 00.

[ I el
L 29/1 Prece Decrease PcA. 6 10|- 41,64 ED
WW/\—A—\L\/ L]

In the register reference is made to "P.C. A 6.". That is
Pri ce Change Authority Form No. 6. This is made out as

fol | ows:
PRICE CHANGE AUTHORITY Date.29/1/82. No...S.....
Article Qty Unit Price, Stock Value

01d New Change Increase| Decrease]

Sugar /4 70 | 33| 3leo] +olso] 2100
Muk 1L 10 2loo| lloo| - 100 10|00
2100 10100

Certified: Authorised:
Vliws. ... B Bkada ...
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in a special

changes in the selling prices should be authorised on
book. Janes has to certify that

all the figures are correct.

" Complete the Price Change Authority Form No. 7
below. Then enter the price increases and the
price decreases in the stock control register

. at the bottom of the page.
PRICE CHANGE AUTHORITY pate.39/1/82 No... ...
Artic] ot Unit Price Stock Value
ce Y 01d New Change Increase| Decrease

Abaffee, 2004 8 | 15/15] 1550

Toothpaste, lube | 15 680 7[00

RBultve 2 kg 16 900 925

Certified: Authorised:
.................... B Bokadea.. ...
Page No. . 2
STOCK CONTROL REGISTER
Month . %a/ua/y 1982
Increase | Decrease|Balance
' . in Stock | in Stock|Stock
Date Particulars Value Value in Hand
(IN) (oUT) | (value)
Wéé/owmd 45,200 |-
27/ Kol from cwddomer PV.I5 92|- 45,292 -
28/1  |Relirw Ao Kata ffioe br: CN.4T |, 104 |- |44,188 |-
28/ Joles 2,750 |- |41, 438 |-
28/! Erewery c.8.75 162]- 4], 600 |-
281 |Emblies brupht frome custrmer 30 - 41,630 |-
29/1 Puce Increase PCA 6 21 |- L1651 |-
29/t |Prce Decrease PCA. 6 10|~ |61,6K! |~
29/i  |ales 3,200/ - |38 Akl |-
L | T
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Goods used in the shop
Soap is used for cleaning the shop. The secretary takes a

not ebook and pencils for a commttee neeting. Nails are
used for repairing a table in the storeroom

These are exanpl es of goods which are taken from stock to be
used in the shop or in the office. They could al so be ex-
anpl es of how goods "di sappear” fromthe shop and | eakage is
created.

There nust be firmrules for taking things fromstock. The
manager mnust approve it. Records nust be kept. In First
Co-operative they have a special book for goods used in the
shop.

Date | Quantity/Article | Used for/by Sel?ing price Tgten Authg;ised
unit total
2/ | 2. soaps wash toom- | 380 | T o | S ke /W
Wy | [ oetrtape] phie | 420 | 420 | ZH
Jo// /Kz’ya/nzm/’ % 2500 | 25 | S oe ‘ZW
N e A

Every time sonething is needed, Janmes has to give perm ssion
and the itemis recorded in the book. Later on, Janes can

transfer these records into the stock control register, like
this:
T TN — o T ]
30| |Govdls wsek in shot 25|- |38 421 |-
— ] N

when you take goods from the stock to use in the
shop work. Also suggest how you can make your
. procedures safer and simpler.

.' Explain the procedures you apply in your shop




Spoi |t goods

Some goods have to be thrown away. For exanple, glass gets
broken and food goes bad. To keep control of this type of

| oss records should be kept; a special book or form shoul d
be used whenever any goods are spoilt. This exanple is from
First Co-operative:

. cle | Reason for |Selling price {Certif. | Author.
Date | Quantity/Article spoilage unit total by by

15 | 24p frohe vt | #80 | Féo | T M |BBolad

v | Lhs <pzs eS| S | Ao | JA B Boladd
30/ | 4 Basieres st/ leabing | £25 | 20> | Z M. | Botadd

/\/\'\

It was agreed that Janes, the manager, should certify that
all the entries are correct and, furthernore, authorisation
by the secretary is needed. The entries in this book are
then transferred to the stock control register:

r—~——

30/I Yoods L2 21|~ (38,400 |-

() a) Before any goods are thrown away, what alter-
' native shoul d al ways be consi dered?
®

b) Descri be the procedures you apply in your
shop when sone goods have been spoilt.
Suggest how the procedures can be inproved.


ana
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Goods used as a paynent
Soneti nmes Janmes hires people to do sone casual work on the
shop prem ses, like repairs, grasscutting, etc. They often

ask for sone goods as paynent, instead of cash. Janes then
enters the selling value of those goods in the stock control
regi ster, because stock is reduced. He al so enters the sane
anount in the wages book, so that he can control how much
wages he pays, and the | abourer signs a receipt.

Paper bags

Paper bags and other wrapping materials that are given free
of charge to custoners are not included in the stock val ue.
Therefore there is no entry in the stock register, either
when they are purchased by the shop or when they are given
away.

It is different wwth the big carrier bags available at the
counter. The custoners are charged for those, so they are
included in the stock value, |ike any other goods bought or
sol d.

O her changes in the stock value

Al t hough we have now covered all common reasons for changes
in the stock value, you may sonetinmes conme across others in
your shop. To deal with these, all you have to do is to find

t he anobunt of increase or decrease in the value, and enter
it in the stock records.

It is inportant to have ef-
ficient and fixed routines
for the recordings. Every-
one working in the shop nust
know t he procedures

1) for taking goods for use
in the shop;

2) for throwi ng away goods
whi ch are spoilt.

The system nust be safe and
' The books and forns

used shoul d have the necessary
i nformation, but nothing nore.




The bal ance in the stock control
selling price of the stock. Stocktaking wll

etic

us the actual
Therefore,
if there has been any | eakage,

shop.
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HOW TO CHECK FOR LEAKAGE

al

Many societies check the stock at the end of every nonth.

At the end of January First Co-operative's stock control

regi ster shows the theor-
tell

selling price of the goods remaining in the
whenever the conmttee wants to find out
a stocktaking is organised.

regi ster | ooks like this:
Page No. . R,
STOCK CONTROL REGISTER
Mon th ./W./?&. .
Increase | Decrease| Balance
Date Particulars in Stock | in Stock| Stock
Value Value in Hand
(IN) (OUT) (Value)
S ————— oy g —T 1 -
= o )
29/1 | efates 3,200 |- 38,441 |-
30/1 | Prce Spencase  Pca T 7]- 38,448 |-
30/I  |Pece Decrease  PcA T 2|- [38,k46-
30/I  |Govdls wded in ahigh 25|- |38,421 |-
30/l | Goodls Loat 21 - |38,400 |-
30/t | elates 2150 - |35,650 |-
3| |(Mfotesale Trad. by cB.51 | 11,250 - 52,900 |-
3i)y | elales 4,100 | - |48,800 |-
M1 | dlock check (48,652-)
bartied foruard - 48 800
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After stocktaking Janes wites down the actual selling price
of the stock in the shop. He conpares it with the theoreti -
cal stock value as shown in the stock control register. (You
can read both the actual stock and the theoretical stock on
January 31 in the stock register on the previous page. Note
that it is the theoretical stock that is carried forward to

t he next nonth). Janmes can now cal cul ate the | eakage from
t he begi nning of the year.

.' Insert the figures and calculate the leakage.

'. Theoretical stock

- Actual stock

= Leakage

The sales during January amount to T$69.600.
Calculate the leakage in percentage of the
sales.

The leakage is % of the sales during
January.

SALES 3% LEAKAGE
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HOW TO CLOSE THE RECORDS

At the end of the year the records of the stock control regis-
ter are closed. During the year the bal ance shown in the
register is the theoretical stock. To show the actual stock
at the end of the year Janes has to enter the | eakage into
the records as shown bel ow

Page No. 34" RN
STOCK CONTROL REGISTER

vonth . oDecember, 1982

Increase Decrease| Balance
Date Particulars in Stock | in Stock| Stock
Value Value in Hand

(IN) (ouT) | (value)
- NP — . ———
F" - o "N

31/12 | dakes 3,500) - 53,500~
31/12 | flock bheck (48.280)

Loakage 5220|- |48,280|-
312 |blosing llock 48,280

;

{

'. The sales during the whole year were T$868,260.
How much was the leakage in percentage of the
sales?
The leakage was % approximately.

How much was the leakage in your shop last year?

The leakage was

oo
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A PRACTICAL EXERCISE

To test your understanding of how to use a stock contro
register, nmake entries in the register opposite for a.1ll the
fol | ow ng. (Page nunbers are given so that you nmay check
how to get your answers).

Page

May 1 A st ocktaki ng shows that the actua

val ue of stock is T$57, 350. 9
May 2 Goods were supplied by the D ary

Conpany.  Selling val ue T$475. 15

Goods were sold for T$2,017. 10
May 3 Weekly delivery fromthe Co-oper-

ative Whol esal e Conpany arrived.

Total selling value according to the

i nvoi ce was T$12, 850, but one carton

of tinned neat was m ssing. The

selling value of the m ssing neat was

T$150. 15

Total cash sales T$1, 905. 10

The | ocal school was supplied goods

for T$340 to be paid at the end of

t he nonth. 11
May 4 Total cash sales T$2, 420. 10

Price of sugar was increased 10c a

kil o. The stock of sugar was 110

kil os. 22
May 5 Delivery fromthe brewery:

10 cases of beer @T$80 cost price 12-15

12 cases of enpties returned 20- 21

Add T$8 per case to get the selling
price. The deposit for one.case
with enpties is T$40, which is not
included in the price.

Total sales T$3, 108 10

May 6 A packet of washi ng powder, a brush
and a scouring-cloth were taken from
the stock to be used for cleaning the
shop. The total cost price was T$22

and the total selling price was T$24. 24
A custormer was refunded T$40 for a
case of enpties. 20- 24

Total sales T$1, 763 10
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Page No
STOCK CONTROL REGISTER
Month
Increase Decrease Balance
Date Particulars in Stock in Stock Stock
Value Value in Hand
(IN) (ouT) (Value)

The correct balance is T$59,799.
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CHECK-OUT

To prove to yourself that you have fully
understood this Elenment, you should now
go through the follow ng questions.

Mark what you think is the right answer
to each question. If you have probl ens

with a particular question, go back and
read the correspondi ng chapter again.

Your teacher will later check your
answers.
1 In the stock control register you should find:

a a theoretical stock val ue;
b the actual stock val ue;
c the | eakage.

2 To calculate the trading result, surplus or |oss for
a nmonth you shoul d know:
a the opening stock val ue only;
b the closing stock val ue only;
¢ both of them
3 Unit stock control is recommended for
a big shops only;
b all kinds of goods;
C expensive itens.

4 Cost price is:

a the price for a commodity paid by the custoner in

a shop; _ _
b the price for a coomodity paid-by the shop to the
whol esal er;

¢ the anpbunt added to the price in a shop in order
to cover the costs of running a shop.

5 To find | eakage you nust:

a Erepare a trading report; _
b eep stock records and do a stocktaki ng;
¢ keep records of all |ost goods.



10

11

12

In the stock control register the value of the goods
shoul d be at:

a cost price;
b selling price;
C either of them

If a conmmodity is sold the stock value wll:
i ncr ease;

decrease;
¢ renmnin the sane.

o

If a coomodity is purchased from a whol esal er the stock

value wll:

a increase;
b decrease;
C remain the sane.

Credit sales should be recorded in the stock control
register:

a when the goods are sold;
b when the paynent is received;
c not at all.

Before the details of the goods received are entered
in the stock control register:

a the goods nust be paid for
b the quantity and quality nust be checked,
¢ the goods nust be displayed in the shop

VWi ch one of the follow ng transacti ons should not be
recorded in the stock control register?:

a a custonmer is allowed to return a sweater and her
noney i s refunded,
b the price of tinned fish is cut to clear old stock;
C a custoner returns a shirt and changes it for a
| arger size one, sane price.

Goods used for cleaning the shop:
a should not be recorded;

b should be recorded as a decrease in st ock val ue;
¢ should be recorded as an increase in stock val ue.
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COMPLEMENTARY EXERCISES

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

GRQUP_ASSI GNVENTS

1 St ock caontrol checkli st

a Prepare a checklist of all transactions in a shop
whi ch need to be recorded in the stock contro
register.

b Note for each transaction on your |ist whether the
stock val ue has decreased or increased.

¢ Note also for each transaction on the |list where to
find the actual value which is to be entered in the
stock control register

2 Efficient procedures

Exam ne how the stock control register is maintained in a
sel ected shop. Wite a critical report in which you sug-
gest inprovenents.





