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INTRCDUCTICN

This manual was prepared for use of ICA staff
involved in the economic development of a
Global Social Demonstration Project. Its aim
is to provide practical, performance-oriented
guidelines for the successful development of

local commerce and small industry.

This manual is a first offering of its type.

In order that it may evolve into the most
effective tool possible, your critical comments
are welcomed. Address Social Demonstration
Post, ICA, 4750 No. Sheridan Road, Chicago, Il.
60640, USA.
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THE FIVE PRINCIPLES

In evaluating the basic economic needs of a communitv, an
analytic model, simnle and easy to use, is necessarv. A set of
five principles were developed to aid in thinking about reversing
the economic trends in any community caught in the subsistence
cycla. These princinles are elements in alterine the balance of
monetary flow, to make more monev available to the local residents,
and therefore are orimarilv articulated in monetarv concents.

They do not represent the full range of necessarv economic
activity, but provide a convenient analvtic model.

The first principle is that for considerations of analysis
and model-building, each local unit must be located initially
as if it were an isolated economic unit in itself. This means
evaluating its Gross Economic Product, its total income and
expenditures, and attempting to discern how to regulate its
relations with the larger societv. It means discerning its
capacity for self-sustenance and how its reliance upon external
dependence might be reduced. It means that one examines how use
of local resources might be expanded, and how new uses might be
developed for currently untapped or under-utilized resources.
It requires a careful analysis of the in-and-out flow for the
community as a whole.

The second principle is that it is beneficial to generate
as large a cash flow into the community as possible. Thus it
is necessary to analyze how "export sales''--sales of leocally
produced goods beyond the communitv--might be increased; and how
services might be sold beyond the communitv's borders to realize
income for the village. Local workers might increase wages
earned from employers from outside the village while spending
their earnings locally. ULastlv, it will be necessarv to attract
capital from beyond the borders of the community to allow rapid
development to hanpen.

The third principle i§ to keep the money attracted into
the community within it for as long as possible. This means
reducing the cost of goods that must be imported into the
community as much as possible. It means reducing the reliance
on services purchased from sources outside the community, making
such services available within the locale wheneve:s possible.
It means reducing capital expenditures from outside whenever
possible. It means reducing capital expenditures from outside
whenever possible, relying instead upon local labor and materials.
Lastly, it means reducing dependence upon external credit
sources, replacing them with locallv controlled and focused
services, if possible.
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The fourth principle is to circulate the money that is
within the community as rapidly as possible, hopefully turning
it over as many as nine times before it is spent outside the
community, thus allowing more of the residents to participate
in the wealth the community does have. This also means
expanding the cash in circulation, calling forth any monies
sitting idle in storage or hiding for investment in the _
community's development through savings plans that make capital
available for loans and investments. It means assuring that
the goods residents require and desire are readily available
locally. It means providing necessary services locally.

The last principle is that the community, while considered
analytically as an isolated unit, is in fact related intimately
to the larger economy. Those relations must be forged to be
as beneficial as possible. Research into potential markets for
products of new industries must be done. National and regional
services that are available to the village must be fully
utilized; often programs are available that go begging for
lack of applicants. The community must be tied into national
and regional road and transportation networks that open expanded
markets and cheaper supply sources to the community. This will
allow the employment of flexible and far ranging marketing
contacts for securing the best prices for local products at the
most advantageous sales moment.

GENERAL INTENTS FOR ECONOMIC DEVELOPMENT

The aim of the Human Development Projects is to create in
two years a noticeably upgraded income for each community.
Each community will be released from the servitude attendant to
being in a subsistence economy. Family incomes will triple.
Every person will have full and significant engagement within
the development of the community, and remunerative employment
will be available for all who desire it. The projects will
create the circular and cumulative effect, the positive
reinforcing dynamic of continuous development, that will allow
each locale to enjoy a self-sustaining economy.

A summary of programs created by the first twenty-four
projects in the network of Global Social Demonstrations indicates .
that there has emerged four basic strategies in economic
development for local communities. These four strategies are
to upgrade agriculture, to develop industry, to expand commerce,
and to initiate the economic infrastructure that manages capital
and provides the skills necessary for the other strategies to
succeed. This manual will be specifically related to the third
and fourth arenas of expanding commerce and creating infra-

structures within the local community.




§ 1CA
it GRA
Commerce Task Force

July, 1977
COMMERCE CONTEXT Chicago

COMMERCE

E INITIATES

E COORDINATED
§ PURCHASING

|

:
1]
3
:
é
g COOPERATIVE

II.
PROVIDING
LOCAL

SERVICES

’”mand withqneidhborino towns or urban settines,

EXPANDING COMMERCE

The third arena within which surpluses can be built to
enable a community to move beyond the subsistence level is the
expansion of its commerce. This arena takes on even more
significance as surpluses are created in agriculture and
industry, and the community has the possibility of capturing
these additional resources and circulating them more rapidly
for its own use. Providing effective handling of supplies
and inputs and of products after they have left the farm or
shop supplier will increase the community's earnings in the
province of commerce. However, a traditional emphasis on
individualistic purchasing and marketing has allowed economic
resources to be unnecessarily drained from most villages and
urban communities as well. This is a contradiction which can
best be overcome by increased cooperative effort.

Coordinating wholesale purchasing and creating bulk
purchasing mechanisms for other goods can dramatically reduce
the costs of imports and thereby the cash outflow from the
community. This would enable low cost acquisition of the
basic commodities that are impractical to produce within the
community. With a lower cost of basic commodities, the
individual will have more money to spend on a broader array
of goods necessitating an expansion of the variety and quality
of retail merchandise available. Increased profit margins in
agriculture may be realized by reducing the cost of seed,
fertilizer, pesticides and other imports. By reducing the
costs of raw materials, supplies, and necessary equipment,
marginal industries can more quickly begin returning a profit
on their initial investment.

Supplying locally the services necessary to accelerate
productivity will both reduce the community's external dependency
and reduce cash outflows by paying the costs of such services
to local residents. Such monies are then retained in the
community, to be spent in turn for the goods and services
required by the families of those resident workers. Repair and
maintenance centers, capable of caring for and fixing all the
equipment and appliances used in the community will save both
down-time and money. The pooling of tools and equipment for
farm, comstruction and business enterprises will enable the whole
community to have access to machinery none could afford
individually. The establishment of a communications system,
both within the community and linking the local to the regional,
national, and international networks, will &ive the local
citizen access to external markets, as well as put him in touch
with global events., The establishment of transportation systems
will allow a higher mobility among the local people, allowing a
much freer exchange of goods and ideas both within the community
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Extending the scope of retail business in the locale will
accelerate the circulation of money within the community while
expanding the available goods. In many communities there is
no comprehensive retail outlet which therefore, requires the
establishment of a community store, usually cooperatively owned
and thus providing goods at the lowest possible price. The
encouragement and establishing of as many other new businesses
as may be profitable to sustain will provide more goods, foods,
eating places and services than were previously available,
allowing residents to spend their cash locally. The care and
necessary physical renovation of the business facilities will
encourage residents to shop locally as well as increasing their
confidence in locally purchased goods and generating pride in
their community. Business managers' associations will both
encourage progressive action among retailers and assure one
another of the services and advice that will allow marginal
businesses to become successful.

While import costs can be reduced by coordinated buying,
export prices can be increased through a cooperative marketing
venture. Aggressive action in this arena can establish secured
sales for local products, enabling profitable production
schedules with acceptable overhead costs. Such action can go
a long way to guaranteeing the feasibility of new efforts and
their contribution to a community's economic development.
Similarly, by combining the outputs of all the forms of cottage
industries or other producers of similar items, the power is
created to bargain for the highest export prices available,
and the flexibility to sell at the most advantageous market
conditions becomes possible. Such cooperative efiorts require
a warehousing system for collecting the individually produced
goods into a common supply. Further, a freight-forwarding
system will have to be created or expanded to get products to
the most advantageous market. Through such a scheme the local
business manager is given access to the larger economy.

CREATING INFRASTRUCTURES

The creation of an expanded and integrated agricultural-
industrial-commercial economy at the local level carries with
it the necessity of creating the economic infrastructures that
will allow that economy to function smoothly. The immediacy
of a subsistence economy requires a minimum of local management
skills and available capital and invests in production and the
larger economy. However, if the local economy is to Progress,
it must claim control of these functions itself, developing the
necessary capital and acquiring the managerial "know-how" to
control the mechanisms of development, and thereby to master
its own destiny.
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The acquisition of capital is a requirement for launching
the new programs and industries called for by economic develop-
ment. By and large this initial capital must be attracted from
outside the community, though eventually it will be replaced
through the reinvestment of surpluses and encouraged programs

I. of savings. Outright grants and gifts of equipment and supplies
_ LAUNGHING is one of several ways initial capital will be secured; these
CAPITAL grants may come from either private sources--individuals and
ACQUISITION corporations--or from larger governmental-unit aid programs.

Cash investments will be secured from big business and smaller
sources to underwrite new ventures, either in locating appro-
priate segments of existing industrial enterprizes in the village
or in supporting an otherwise local establishment. When
applicable, especially in cooperative ventures, long term
start-up loans will be secured, to be repaid out of earnings.
Operating capital will be secured through extended credit terms
and other vehicles such as letters of credit.

J
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E The establishment of a credit union will make low-cost
i credit available to those seeking to expand their productivity
at the same time that it ensures the creation of a savings fund
within the community. Such a venture will enable the people
F of the village to maximally participate in their own economic
| II. development for it will be their own noney, pooled within the
E CREDIT community, which can be used to finance local projects instead
UNION of lying idle or at the discretion of some loan officer in
ESTABLISHMENT another location. The credit unions will offer short term
loans to members at low interest rates and with minimal
i collateral. Tied to any loan policy will be a program of enforced
? savings so as to build up the capital at the service of the
A union, and thereby, of the village. A credit advisory service
will be maintained to assist local residents in their planning
and to determine their capacity for loan service. A manage-
] ment team will oversee the accrual of capital, both from outside
sources and the compilation of savings, and direct its invest-—
ment in local development.
{]

The extension of management services across the community
will help to reduce the costs of waste, ineffective use of
resources, and business failure. A management consultancy
service would make available to all businesses in the community
the skills of persons trained in management processes to spot

A A S N TR T T T

IIT. potential trouble spots and propose corrective action. Accounting
EXTEND services will be available, to be used on a pooled bhasis, to
SERVICES expanding businesses. A secretarial pool will be created to
g enable accurate record~keeping and the communications so
essential to dealing with the larger economic units and networks

beyond local community. Access to other professional and
technical advice will be created that will make available
services usually restricted to large towns or developed communities.

k
MANAGEMENT provide an accurate picture of the more complex finances of é
E
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During the 1977 Global Research Assembly representatives of each of the
24 Human Development Projects were interviewed to determine the current level
of commerce and to anticipate the needs for expanding commerce. Realizing
that the age of the projects as well as the enviornment varied widely, some general

observations can be made,
The basic understanding of commercial concepts, particularly savings,
credit, loans and investment, is relatively low. Management skills, especially

. simple concepts of cash flow, business operations and record keeping are a

strong need. Over two thirds of the projects indicated expertise in commerce
to be one of the key blocks to future development,

Almost every project reported some retail operations in the community.
The great majority of these had a very low level of volume or variety., Most
rural projects handled small smounts of foodstuffs or snack-type foods,
Consumer dry goods and household products are generally purchased outside of
the community, Only four of the twenty=~four projects had local savings
institutions on site. Some level of credit was generally available to retailers
from the suppliers but comsumer sales are mainly on a cash basis.,

By reviewing the 24 consultation documents seven key commercial structures

were generally in demand across the projects., These are a retall-cooperative storel

buying coop, marketing coop, credit union, equipment pool, repair service and
transport service. Assuming that every project would have a structure or the
dynamic in operation to fulfill commerce, there has been less than 257%

actuation in this arena. Sixty percent of the projects had some form of commerce
guild in operation, In the arena of practical blocks to commerce 15 responses
indicated expertise as the block, 9 indicated market outlets; 8 indicated
facilities, 4 pointed to transportation, 3 to capital funds and 2 to operating
structures, Again the need for expertise was quite evident,

With this rather broad screen of the current state and existing need of
project commerce the task force approached its practical work, A heavy
emphasis was placed on simplified and imaginal means for presenting the basic
concepts of business and commerce, Finally, the task force appreciated two
insights by project interviewees. 'We have more wisdom than we realize, so
don't hestitate to venture into economics."” "Think minimally . . . see what
you need, get it going, then expand," The next four pages summarize the results

of the survey.
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STATE OF COMMERCE RELATIVE TO ECONOMIC PRINCIPLES

Money is brought into the community through development
(grants, government funds, in-kind), loans, salaries,
government subsidy(Vista salaries, foodstamps, welfare

" checks), local enterprises selling outside the community

(worm farm, poultry, fishing industry, printing), and
cultural events(festival, pow-wow, rodeo, dances),

Money is circulated within the community through social

means (dances, pre-school, Youth Corps), through industry

(box factory, sewing industry, nutrition factory), through
commerce(stores, bakery, laundromat), and through agriculture
(farm products sold in local stores),

Money is held within the community through such means as
banks, locally grown food sold in local stores, village
treasury, credit unions, producing locally what was pre-
viously purchased outside the community, employing local
people in local enterprises, family gardens, and training
local people for community nceds to avoid hiring outside
the community,

The local economy is related to the regional/national

"economy through such means as marketing and selling

locally produced products outside the community(limestone,
copra, fish, crafts, ropes, boxes, foodstuffs), adver-

tizing outside the community(newsletter, newspaper advertisements),i

through development of funding(grants, government funds,
in-kind), and through purchase of items outside the community,
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1, Communication =~ get a translaior, learn the lang.
communicate via calendar, sign lang., & symbols

2,. Find out what they think they need. :

3. Always have a shadow; don't do it for them.

4, Get cooperation from authorities.

5, Advertise,

6, Have cost-sales analysis in detail,

7. Buy in bulk to lower cost.

8. Establish external relations, support, and adviee
immediately.

9, Create sign or indicator visible to the community
before breaking ground,

10, Be clear on what's required for managing a store,

11. Build employees into your projections and have a
way to pay them,

12, Use volunteer labor and service, It builds commun-
ity understanding that it's theirs,

13, If sales can't pay employeces, get other avenues,
Don't fall into the trap of individual ownership.

14, Use coop models and consolidate small businesses,

15;.Carefully screen existing commerce,

16, Start to serve the local market first,

17, Train through formal and informal job training,

13, Use imaginal education methods,

19, Think Minimally! ...vhat you need, get going,
then expand,

20, Use community commerce that 1s complimentary to
common values,

21, Use available structures and vacant commercial’

space,

We have more wisdom than we realize, Don't heSLtate

to venture into the economic,

23, Exploit the local market enterprige,

24, Have them work, Don't give the impression that
you've come to solve their problems,

25, Create industries that employ many,

26, Once you are rolling, keep the same people,

27. Use all the cash in the community,

28, Create inter-transactions of industries in commun-
ity for mutual support,

29, Bring in money; keep it imj circulate it,

30. Use welfare funds but plan to get rid-of it.

31, When they shake their heads '"mo, its impossible"
show them,

32, Deal with the block of how people decide to use
their time,

33. Pocket calculators are key for operating with
small knowledge of figures,
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@ Commerce Task TForce : :
:1 Al 2y -~
3 ECONOMIC UNDERSTANDING
! Comm ., @
i HDP Understanding of Savings Practical Skills leeds for Commercial Expansion |Guildj
. : . . T . . Praining in currency and casi nE
g MAJ little or no savings trading, fishing, retail, sawmill |“gconom SN e * N
'% 0YB bank, credit union, high level save strong and diverse i
0oMB savings bank ié available minimal skills--907 illiteracy imaginal on-the job training * B
Kl savings-village treas,;loans-short | . ; *
: A rope malking, rock cutling,furniture|booklkeepine, accounting N
SUDT begin understand saving ; t e ises P25 : ag, -
4 & S MEEe5, COUCEPR carpentry,fishine, . shipvard, farm'e basic busipess skills :
R HO some savings going on rice growing, carpentry, building {mgmt, & bus., skills farming i
- S banking available in near-by towns construction pasic mgmt,.& recordkeeping i
; Lack undaersTdilaing ol savings/ )
§ KD loan/ payment low level of commerce record keeping X
; » 5 i commerce, accountitg, CYPLNgG, i
g SL lo common pattern due to low income rubber tree, agriculture bookkeeping, mechanical * o
G T ¥ blacksmilh, carpenters, ropemakingf management curriculum 10T 7
f MAL 110 village accounts; savings basketweaving, goldsmith B “felderly, bus., mgmt, acct.,eva}l. * §
f . 2 X handicraft, .asriculture, construct 2
KAW basic understanding of savings maﬁcrlai 1ﬁﬁus£ry 2 I budgeting, bookkeeping, mgmentf * §
: g 1 , : S l1tCle knowledge orf -
. EB by wealthy landowners only stone cutting,supporting commerce |basic skills & bus, trning * :
] i
B siANT
i saving by investing in additions i ] i ;
; T to bulldings 70% have farms cash registers; bookkeeping * @
- G x i g ot usel electronics, tailoring, construct : ; T s
f§ KO savings is present; elderly hariks mccﬁangcs‘ Eoollmak%nﬁ’ Fucteddisplay, mkting, advertising * 4
i banl-ing hrift e B ir . s !
i L non%%aT’cgﬂéﬁg%/8%9%§%;ggglety farming cooperative ventures L
i ald In_cash/ buv in casli; don't . f :
i ISLE D, ch savings as investment’ moderate literacy . commercial expertise I
B CNI No imace of savings clementary skills, use of bapnd tood bus, skills, updated ag.skillk * #
{ understand savings in_theory but 7 g . )
8 IC hovw do you save on welfare? consumer comparative knowledge business common sense
' some savings accounts, carpentry, retailing, IumbCTring, i
3 LORN not understand investing sawmill, hairdressing & style expansion & centralizing comm( g
# mderstand savings but image is - know how.to buy, sell conomi rinciples lkting
8 SC how‘ad You 8ave on welfares 40-607% %rede and - Survive” 2 2d%s aemt ,Pimagelbug: Forttom], * §
g r banking is done in Cleveland worm farm expertise in commerce * B
5 al erstanding, of savinrs transpor skil} horse trainin budgetin nd store training ;
i v 19 o} BBS hiava cﬁegklngaaccbﬁnts hgndigraﬁﬁs, wo ﬁing, cnrpen%rv Es & gaFo = i
: 5 farmi logging, carpentry, management skills, trainin '
g : & 5= . : x 3 >
& eV HOQ‘FPCh S2YLUES fgsﬂgfmen, electrican skills for women & i
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INTRODUCTION

The Commerce task force approached its assignment from several perspec-
tives. First, there was a felt need to strongly reinforce our five
economic principles. Second, a survey of the HDP consult documents indi-

cated that nine basic dynamics, which could be translated into operafing

structures or enterprises, are rdquired fto actuate commerce. These enter-

/ 2
prises are a businessmen's association, a retail co-op store, cooperative

. el o . ol 7
buying, cooperative marketing, eqU|pmenT'%;§|, repair_service, transport

service, credit union, and an overall legal éntity to maintain community

ownership (referred to for identification purposes only as '"The Community

Company"}). Third, there's a real need to provide practical aids for quick

start-up of commercial ventures. Finally, the task force experienced a strong

demand to present the basic theory of commerce and business imaginally
and simply so that the community residents could grasp the concepts and

operating procedures.

The following pages contain tThese materials: an actuation timeline to
comp lete commerce in cne year with the accompanying lmplenénfary steps;
a detailed checklist of business start-up; descriptive briefs on eight
community enterprises; a series of components of business operations in-
cluding management, accounting, merchandising, and monitoring;: curricu-
lum to present the five economic principles to the community; business
start-up, business operations, cash flow, and accounting guidelines,

There is also a final section on back-up materials and a eecommended

commerce library list.
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ONE YEAR

TIME LINE

FOR ACTUATING

ten

FOCUSING THE LOCAL ECONOMY

CREATING THE 1

Tas Month 1

2

5

6

1. Survey Comm. Oper,
2, Recruitment Drive
3. Meeting Format

4. Organizing Meeting

Bus,
Men's
Assn,

2, Initiate Local
Buying Campaign

1. Publish Adver-

tizing Flyer

Buyer|1, Survey Goods Sold
Coop |1, Cost Research

1. Enlist Shop Owmers
2, Organlzing Meetiug
3. Initial Purchasing
3, Determine Prod,Price

1 Beyev aBeRintvataas
1, Cost besearc
2. Define Oper. Proced,

3, Hire Purchasc Agent

1. Initial Ag/
Ind.Purchases

3. Monitor Price

New
Bus,

Begln New Business

Coop | 1, Survey Goods

4, Definc Organiza-~
tional Form &

3, Select Store Site
3, Hire Store Manager

1, Purchase
Start-up Invent,
2, Grand .

2, Monthly
Statement

2, Monthly
Statement

Store Bought Operating Proced, |3, Cost Research
" 4, Acquire Initial Cag Opening
1, Define
Credif 3. Investigate Legal/ Savings/Loan 1. Promotional 1. First Statemen
Unien Financial Policies Campaign
Requirements 3.Appt.Dir./Mgr, 2. Open For Business
. Begin New
New Business
Bus,
1;-Define Obj.,
Coty, 3. Investigate Legal Operating Pol- 4, Incorporate 4. Secure Capital
Co. Requirements icies, Acct,.Proc, Entity Funding
3. Appt.Dir./Mgr.
New
Bus,
1, Define Operating 1, Develop Pro- -
1. Initiate Market Procedures motional Materials 1, Negotiate
Mkt, Research 2, Hire Sales Manager 2, Designate Sales Contract
Coop Business Office
. tory
Equip) 3 3,:::232” 4, Describe 1, Appoint
wment Equipment Operating Equipment
Pool Policies Coordinator
Re- 1, Describe Operat
pair/, 1. Define Policies
Maint Maintenance 2, ggsgglish worki
Serv, Needs 2., Dbsig.Skill.Wor
Frgt, 3. Survey 1, Determine Vehicle |2, Provide Garage
Existing
Tt:‘t‘s “Transport ‘| Needs Facilities
Ppo; 1 fine O tin 2, Designate Fleet
| Co. * PolT Ry Porating » “estanate Hle
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TY COMMERCE *Number in box indicates week CHICAGO
G FORMS BUILDING THE EXTERNAL MARKETS

7 8 9 10 11 12
1. Sponsor Shop 1. Sponsor
O.mers' Merchant
Training Event Falr Day
3. Monitoring System- - 3. Monitoring
Pricing Reviews 1, Arrange System=-Pricing
Pick-up Revicws
Service
-
2, Monthly 2, Monthly
Statement Statement 2, Monthly 2, Monthly 2, Monthly 2, Monthly
Statement Statement Statement Statement
1. Monthly Statement 1, Monthly 1. Monthly 1, Monthly 1. Monthly 1. Monthly
Statement Statement Statement Statement Statement
+
3. Issue First Loan 1, Monthly 1. Monthly 1. Monthly 2, Semi-Annual
Statement Statement Statement Meeting
Begin New
Business
1. Arrange 1. Review Contracts 1. Review Contracts

Goods Delivery

1. Review Contracts

1, Arrange

1. Establish

1. staYlish Storage
Maintenance Training 2. gs‘c:“srgt*ecessaty
Service Methods Equipment
L._Provide Equip, lLoans
1. Secure Necessary
: Tools
: 3, Provide Training
Programs
! 4, Acquire Vehicles 4. Provide 1, Firsc R
4. Arrange Mainten- Licensed Service EEEE
" ance Service Operators Provided

N
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: July 11, 1977
Commerce T/F ACTUATING COMMUNITY COMMERCE ’

Tasks Implementary Steps

I. 1. Survey Commercial Operations - Carry out an inclusive survey
of the community's existing commercial operations.

Businessmen's
Association 2. Recruitment Drive - Arrange a community-wide recruitment drive
of businessmen to gather together.

3. Create Meeting Format - Create a meeting format for the
businessmen's meeting.

4, Initiate Organizing ieeting - Hold the first meeting of thne
total community's businessmen and organize them as an entity.

5. Initiate Local 3uying Campaign ~ Create an event that initiates
purchasing goods locally.

6. Publish advertizing flyer - Create and distribute a flyer
advertizing locally available products for consumer purchase.

7. Sponsor 8hop Owners' Training Event - Initiate a commercial
skills training event for community shop owners.

8. Sponsor Merchant Fair Day - Sponsor a community fair displaying
local commercial products.

II, 1. Survey goods sold - Survey inclusively the goods that are
commercially sold in the community.

Buyers'
Co-op 2. Cost Research - Research the costs of commercial products

locally sold and the comparative price advantage of bulk purchase
in light of local turnover.

3. Enlist Shop Owners - Invite community shop owners to meet
together toward organizing a means of purchasing that reduces
product cost to shop owners and consumers.

4. Organizing Meeting - Hold a meeting of local shop owners to
organize them as a buyers' co-op.

5. Initial Purchasing - Purchase initial commerce products
cooperatively in bulk form to be distributed to participating
local shop owners for consumer sales.

6. Determine Product Prices ~ Corporately determine the cost of
products to be sold in light of bulk purchasing costs.

La
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ACTUATING COMMUNITY COMMERCE "guly 11, 1577

Tasks

Implenentary Steps

III.

Cd—op Store

10.

ll.

12,

13.

Survey Agricultural and Industrial Goods - Survey the inclusive

agricultural and industrially used goods in the community.

Cost Research - Research the costs of agricultural and

industrial products locally used, and the comparative price
advantage of bulk purchase in light of local turnover.

Define Qperating Procedure - Establish a concensus on the

procedures of operating the agricultural/industrlal goods
purchasing system.

llire Purchasing Agent - Hire a person to act as the buyer for

the cooperative buying system.

Monitoring System - Create a system for monitoring the cost
and sale prices of products.,

Initial Agricultural/Industrial Purchases - Degin purchase
of agricultural/industrial products in bulk to be distributed
to local participating farmers and industries.

Arrange Pick-up Service - Create a plan for delivery of products

purchased through cooperative buying.

.Survey Goods — Make a survey of consumer goods bought by the

residents of the community, whether purchased inside or outside
of the community.

Define Organizational Form and Operating Procedures - Determine
the legal form of the organization and establish a system of
operating procedures and reporting guidelines for the
organization.

Select Store Site - Select and obtain the use of a local
building or space in which to house the store.

Hire Store Manager - Hire a local person to manage the store.

Acquire Initial Capital -~ Secure capital funding to purchase.
the start-up inventory and provide the initial operating funds.

Purchase Start-up Inventory - Purchase the start-up inventory
to stock the shelves,




L.

P

ICA
GRA: Chicago
Commerce T/F

ACTUATING COMMUNITY COMMERCE Julv 11, 1977
0 4

Tasks

Implenmentary Steps

Iv:s

Credit
Union

LEV

7.

Hold Grand Opening - Arrange and advertise the grand opening of
the store.
Publish

8./ﬁonthly Finanéial Statement — Publish a month-end financial

1.

3.

4.

statement on current condition and cash flow.

Investigate Legal/Financial Requirements - Investigate local
laws relative to formation of credit unions and determine
appropriate legal form of the organization.

Define Savings/Loan Policies - Establish a consensus for the
operating policies in regard to savings and loans made through
the credit union.

Appoint Directors and Manager - Choose a local board of directors
and hire someone to manage the day to day operationms.

Design )

/Promotional Campaign — Design and disseminate promotional materials

S.

6.

to inform every resident of the community of the savings and
loan possibilities of the union and enlist decisions to
participate. e

Open For Business - Open doors for initial depositors and loans.

Publish Monthly Statement — Publish a month end financial
statement of net condition and cash flow of the credit union.

Investigate legal Requirements - Compils a dossier on the local
legal and fiscal requirements for operating and/or incorporating
a local economic vehicle.

Define Objectives/Policies/Accounting Procedures - Establish
a community consensus on the operating guidelines, accounting
procedures and the purpose and intent of the LEV.

Appoint Directors and Manager(s) - Appoint and/or elect a group
of directors to administer the LEV and a manager to operate
the LEV.

Incorporate the Entity - Legally incorporate the LEV with the
appropriate government office.

by
55y

ALl
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Tasks Implementary Steps

5. Secure Capital Funding - Secure the financial instruments to
provide the capital resources for LEV.

6. Issue First Loan — Negotiate the first capital loan to a
community enterprise, business, or industry.

7. Publish Monthly Statement — Publish a month-end financial
' statement of the previous month's activity. :

8. dold Semi-Annual ileeting - Held a semi-annual meeting to report
to tile community at large on the financial condition and
operating forms.

VI.

iarketing 1. Initiate Market Research - Begin market research to develop
Co-op new markets for existing products or stimulating new products
for agriculture and industry.

2. Define Operating Procedures - LEstablish a consensus on the
operating procedures for the co-op.

3. Hire Sales Manager - llire a manager to find the markets and
negotiate the contracts for goods exports.

4. Develop Promotional Materials - Create and publish the
promotional materials to develop new community business.

5. Designate Business Office - Provide a location for a business
office for the co-op.

6. Negotiate Sales Contract - Secure a negotiated contract for a
community product.

7. Arrange Goods Delivery - Organize the transportation for
shipping the goods to the buyer.

8. Review Sales Contracts — Regularly review contractual
/// committments and new possibilities.

s

%
K4

VII,

,fﬁﬁuipment 1. Inventory Village Equipment - Make a list of power tools and
Pool other equipment now present in the community by location and
owner, including availability for inclusion in the equipment

pool.

”
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ACTUATIHG COIRIUNITY COMMERCE July 11, 1977

Tasks Implementary Steps
6. Provide Training Programs — Local people will be trained by the
skilled workmen to provide an expanding and continuing pool
of skilled mechanics.
IX.
Freight/ 1. Survey Existing Transport - Survey existing cartage, drayage,
Transport ambulance service, jitney service, and vehicles in the community
Company as a basis for consolidation or cstablishment of a freight/

transport company as appropriate.

Deterinina Vehicle Needs = Determine the kind of services and

consequently, vehicles needed for a freight/transport company.

Define Operating Policies - Deternine kinds of transport services

to be initiated and formulate a set of operating procedures and
policies from which to operate.

Provide Garage Facilities — Obtain a garage and/or parking lot

suitable for garaging, maintaining, and securing the vehicle fleet.

Designate Fleet lianager - Select a local resident to mamage the

freight/transport company.

Require Vehicle(s) — Based on kinds of operations planned, buy,

in-kind or otherwise attain necessary vehicles for the fleet.

Arrange lMaintenance Service - In accordance with operating

plans and procedures, make a maintenance service plan utilizing
repair and maintenance service or otherwise, as appropriate.

Provide Licensed Operators - Engage licensed vehicle drivers

and/or train local people to be lecensed operators as necessary.

Provide First Service — As a signal of the service in being,

provide the first service to the community.
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Commerce T/F THE COMMUNITY COMPANY

D ) ’
A community owned company which supplies all HDP initiated
services to the community.

N

I

T

I

0

N

P . '

i To assure that the services initiated by the project are

R . created, owned, monitored, and directed by every person over .

P age 13 in the community.

0

S

E

E

L Community Assembly ,,.Economic Commission,.,..Social Commission...

E Secretariat...Guilds,,.Staked,,.Service Entities,..Evidence of

M Ownership (some type of Share ete,)

E

N

T

S

G 1.A11 services initiated by HDP are part of the Community COmpanyl

U 2.,A11 citizens over 13 are members,

I 3.Membership may be paid for ih cash or service,

D 4 Membership fee is minimal,

E 5 .Assembly meets Quarterly

L 6.,Commissions meet at least monthly

I 7. Secretariat,Guilds, & Stakes meet at least weekly,

N 8. Operate out of consensus,

E

S

HDP

A

C

T

I

\'

E

LG

*services in this HDP may be example to replicate *-
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Commerce T/F THE RETAIL SERVICE
D A STORE with goods stocked, and priced to be competitive with
? extra village sales operations, which employs loacl residents,
N
I
T
I
0
N
P
U To provide a wide variety of goods to community households’
R; in médium to small quantities which satisfy the needs of the
P residents of the community and sold at a price that will keep
Y cash flowing in the community.
S
E
E Facility...Furnishings/fixtures...inventory...capital oo
2 Training...employees...located to best serve community and
M
E
N
T
S
G 1. Stake calling to identify items village buys.
U 2.8tart with low inventory on new items,
I 3.Timeline on deliveries and purchasing trips.
D 4.Fixed hours of business,
E 5,Publish pricelist with effective dates,
L 6.Announce new Items that will be sold.
I 7 Mark down to liquidate old merchandise,
N 8. Attractive Decor,
E 9.Adequate Security
S 10.Extend no credit initially (if ever)
11 .Maintenance (preventative)
12 ,Assign Spare time,
13, Create committment to be there,
HDP
A
C
T
I
\Y
E

*gervices in this HDP may be example to replicate [
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Commerce T/F
D : .
% | Agent for purchasing and distributing Bulk items.
I
N
I
T
I
(0]
N
P S
U To purchase at bulk or wholesale rates goods and materials which
R. .| the community uses in large quantity (such as seeds, feed,Fertil-
P izers) in order to lower community production costs.
0
S
E
E
L Contracts,,.Camlogues of suppliers,,.personal contacts wdth
E suppliers,,.Storage (Warehousing) Market trips...Buying expertise
M
E i
N !
T :
S i
G 1, Purchases through its own aegis, sells through the Retail E
U Service, "
I 2.Know Market: f
D a.availablty of goods (supply) !
E b.Seasonal fluctuation, !
L 3. Alternate sources of supply. i
I /4 Knowledge of supply sources g
N ", a,Personal contacts 5
E b.reliability of supplier to deliver (or even to be able to ;
S have the material available to sell when you need it, i
5, Coordinate delivery to minimize costs, i
6.order from a relatively "local supplier" to avold unreasonable :
delay in delivery of the product to you. ‘
| mDP
F oA ;
. C !
7 i
T
' \' {
p B |

™ e

*services in this HDP may be example to replicate =
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Commerce T/F. MARKETING SERVICE
D Agent for the marketing of Goods produced by the community
? (i.e. Agriculture,Industry, Handicraft),
N
T
T
I
0
N
P
U To provide the expertise to get the best possible returns for
R |those who produce the goods,
P
0
S
E
E Market Research,,.,Varehousing...Pick up & Delivery...local contracts!
g production contracts,..start up capital, }
M
E |
. N !
T %
S !
G |1, Seasonal Fluctuation |
U 12.Figuring into the price/costs: "
I a. Transportation
D b.Warehousing,
E 3.Establish quality committment
L 14, Establish quantity committments with
I a.Producer,
N 5.locate bulk purchasers ;
E 6.Push for pick-up by buyer vs, delivery to buyer. i
S 7 Establish regular pickup schedule for products of the community...!'
8.Crating and packaging, i
H
!
1
HDP
A
G !
T
I
A
E

*services in ;his HDP may be example to replicate
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'77 07-10-77

Commerce T/F SAVING & LOAN SERVICE

Co-operative saving and lending service which invests the
depositors money in interest bearing projects,.

Hwnonda | Z0HHHZ HEED

To provide a financial service which is owned and operated by
the community which can provide gquick, low red tape limited
purpose loans (in principle) to every community resident

nHZEAEIEAE A

Legal forms,..rules and regulations...,accounting..,. investments
borrowers,,.,.profit formula,,.investments

nNMHEHZHANEHOHCS®

1.0btain a consensus of potential members,

2.5et-up all rules in advance,

3.0btain local forms, rules and regulations,

4.An informal credit pool can be set up almost anywhere,

5.The advantages of the local forms are: wider cash pool,
insurance, accountability. :

6.Many of the legal forms limit loans to "personall,

7.Keeping the loans less than the value invested avoids cause

of most failures: inability to collect outstanding loans,
8 .Keeping the credit pool geparate from the store or other

entities provides accountability and sometimes a tax advantage.;

9:.Use legal looking docu,ents for even the informal pool to
symbolize discipline,

10.Use a regular contribution plan (like a payroll deduction),

11 ,Establish in advance the limit of loans, payment rules,
interest and loan rates,

12, provide adequately for:the security of the deposits~ use a

commercial bank whereever possible,

13, The first year, the interest on deposit rate is probably
going to be zero,

H<HHEO »55

*services in this HDP may be example to replicate = '~
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Commerce T/F REPAIR SERVICE
D
% a multipurpose service which has trained repair personnell and appropriate
i equipment to repair most equipment in the community.
N
1
T
I
0
N
P
U To put community and personal equipment back into use as soon as possible.
R
p
0
S
E
E
L Tools...Manuals on repair...equipment manuals,..expertise,..first aid kit...
E supplies...equipment enough to build replacement parts or rebuild parts
M on site as opposed to sending for parts and waiting for several months.
E (Welder, grinders,metal saws and drill press.)
N
T
S
G l.Set up a bench with a hand vise and small hand equipment and supplies.
u 2.Put name tag symbols on all tools and equipment.
i
D
E
L
I
N
E
S
HDP
A
Cc
AL
I
\'
E

*services in this HDP may bBe example to replicate
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_Commerce T/F .. EQUIPMENT RENTAL SERVICE ;

D :

? A service, located in the community which maintains an inventory of major

- equipment . . .. . . . - . -

N

I

T

I

0

N

P

U To provide easy access to tools which residents need occasionally, but
R- - cannot afford to buy individually. .
it

(0]

S

E

E

L Building...Equipment...0ffice equipment...accounting books...loan records...
E reservation book...fee schedule

M

E

N

T

S

G 1.Repair equipment for every type of breakdown

U 2,Easy to repair equipment

I 3.Fire safety precautions

D 4, safe equipment with proper guards in place and necessary aids(such as
E goggles for a grinder) should be loaned woth the equipment.

L 5.Community workdays that borrow equipment can use equipment for no fee.
I 6. publish rental fees.,

N 7. keep accurate records as to location of a11 loaned equipment.

E 8. determine how equipment which is returned broken or not be returned will
S be dealt with in a consistent manner,

9, Put name tag symbols on all tools and equipment,

HDP

A

C

T

I

v

E

*gervices in this HDP may be example to rspLicagé RS

-
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Commerce T/F | TRANSPORTATION AND FREIGHT SERVICE

D A service which maintains the personnell and equipment necessary to transport
]é major bulk items (especially to and from neighboring markets)
N<

I

T

I

0

N

P

U To move mgterials and citizens from village to market centers,
R

P

0

S

E

f‘ Trucks...Bus...Crop wagons...Emergency vehicle (rquiped to double as ambulance)
E

M .

E

N

T

S

1. Assure you have capacity to move the crop to market.

G 2.Drivers .
U 3.Liscensing

I 4., Insurance

g 5. Maintenance (preventative)

L

I

N

E

S
HDP

A

C

T

I

\'

E

*services in this HDP may be example to replicate Bl&
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Feasibility

‘e

vwhat they pay for; also, what services, tools, or equipment
they need occasionally). :

2. Volume? Check how much and how frequently these things are
needed and purchased.

3. Price Levels? Check the prices people pay for these things.

k. Cost of Goods? Find out the wholesale prices or factory
or farm FOB prices for goods.

5. Cost of Operations? Estimate your own total costs of operating
the business. S

a. Facility and equipment(depreciation or rent)

b. Utilities(light, water, heat)

¢. Personnel

d. Maintenance and repair

e. Other services and supplies

f. Fees and licenses

8. Anything else we forgot

6. Demand or Usage Estimate? Guess the volume of your gocds and
services that your customers would buy at each of 4 different

price levels.

7. Revenue Estimate? Figure out how much revenue you would get
for each of these volumes at its price level.

8. Cost Estimate? Figure out your total cost(cost of goods plue -
cost of operations).

9. Surplus on Sales Estimate? Subtract your cost estimate from
your revenue estimate for each of the 4 price levels.

"10. Financial Feasibility? Plot on a piebe of paper the surplus on

sales versus each price level. Draw a curve(throw a stone)
through the plotted points(as close as possible). Find the
highest point of the curve. This is your price for best

surplus. .

11. Financing Proposal? Write a paper on your revenue estimate,
Your cost estimates, your surplus on sales estimates, and
your financial feasibility. This paper is your proposal to

obtain financing. Show how much financing your own people

GRA , | | CHICAGO
Task Force ~Commerce ENTERPRISE IMPLEMENTATION CHECKLIST July 11, 1977 }
i COMMON STEPS IN COMMERCIAL IMPLEMENTATION 1
Ed 4
] .
1. What? Check the buying habits of the commnity(what they use,




STV TGN L a2 et Ry UL M BT D s 47 1A Ao ST 1Y YO 1 ! et s Yy

GRA: Chicago
ICA , o o :
‘Task Force - Commerce  ENTERPRISE IMPLEMENTATION CHECKLIST N - July 11, 1977
4 : |
é! Set-up 1. Consult with community leaders. :
‘E . 2. Determine organization style and get licensing.
§ 3. Lea.ée,or buy space.
§ 4, Acquire start-ﬁp eapital.
§ - 5. Get necessary equipment.
% 6. Provide management and other personnel.
g 7. Decide credit policy. -
f 8.7 Open bank account.
g 9. Determine payroll model.
§ 10. Determine prices for services. P
ig 11. Provide necessary utilities.
: 12. Provide insurance.
% 13. Build a security model.
% III. |
;f‘ Initiation 1. Establish operating hours.
f 2. Establish personnel policies.
% 3. Grand opening.
, l. Implement bookkeeping and accounting.
% 5. Implement security.
: 6. Meet first.payroll.
i} " 7. Advertise/publicize commercial activities.
1‘ Operations .' 11l. Prepare regular financial stateéments.
2. Evaluate customer satisfaction.
3. Keep bank receipts on file and bank account balanced.
4. Develop eq_u:lpment maintenance schedule.

DA T LA AN S R L

e

@ YT;IET




e e T S e N PRI s Ay e

STy e gy -
e T e T T eyt g~ ypege 3 e rercar

- &

R Ly T e ey Tony

GRA: Chicago
. ICA . : . :

Task Force - Commerce ENTERPRISE IMPLEMENTATION CHECKLIST July 11, 1977
1
é 5. Update projection of volume of business(sales). 1
% 6. Maintain regular cleaning schedule. :
% 7. Develop effective record keeping and records controls.
% 8. Devé;op on=going employee training program. ;
g 9. Take inventory on regular basis. %
3 V. :
: ,.
% Control 1. Develop a schedule of cash flow. ‘ %
§ 2. Observe turnover by item. 5
§ 3..Maintain profit and loss statément. ;
§ L. Keep a balance sheet. Check inventory against cash receipts.
% 5. Create quality control checklist and schedule. i
| 6. Review performance end health of personnel. f

VI. .
~ Expansion 1. Are current operations profitable: !

2. If sq, is there sufficient demand to continue successful
operations on a larger scale?

3. If not, is there reasonable expectation that increased activity
will result in profits?

L. Is purchasing powver in village sufficient to support expanded
activity?

5. Is there reasonable expectation that outsiders will use
expanded services?

6. Have local residents expressed desire for expanded services?

7. Is there space available for expansion?

€. Is capital available from retained earnings or otherwise to
engble expansion?

9. Are people available or trainable for expanded activity?

O A

1
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Task Force - Commerce
§
i
5
i I.
i
§ Feasibility
3
2
,5
5
H
3
3
i
5
3
i
i
€
¢
é
{
S
3
i II.
§ Set-up
3
3
i
i
3
i 1.
§ Initiation
i Iv.
i Operations

RETAIL STORE IMPLEMENTATTON

1. Estimate Volume: Item by item estimates. Seasonal variations.
Brand preference. Response to special sales and advertising.
Merchandising capacity(How much can a store of the proposed

size hold and move?)

2. Costs: What discounts will supplier give us, and how fast -do
we have to pay him in order to qualify for discounts? What
does it cost us to grant credit to our customers? Advertising.
Packaging. Signs and displays. Inventory storage and stock-
handling costs. Leakage, breakage, and spoilage costs.
Varranty from our suppliers. Our cost of warranty to our

" customers.

3. Revenue: By item or product line. By type of customer. By
season of the year. :

L, Profits: By item or product line. By type of customer. By
season of the year. ‘

5. Financial Evaluation: Should some items be dropped? Should
some costs be increased, or some prices lowered, to get
additional volumes with more profit? Can the business
generate and retain enough cash to meet the peak cash demand?

1. Locate wholesale suppliers.’

2. Negotiate credit terms.

3. Provide opening inventory.

4, Provide for emergency deliveries.

5. Mark prices or post pricelist.

1. Stock shelves.

‘2. Provide "cash register" change.

1. Based upon previous weeks or month's sales, pull together
data to determine which items are selling and at what rate;
then project volume of sales for upcoming months. This data
should be recorded and filed for future reference, as well
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as used to determine the current quantity and frequency to order f

from supplier.

2. Inventory should be taken on a regular(weekl&) basis and cross-
checked with the sales for that week; then filed.

3. Records of sales, accounting, type of clientelle and other
influencing factors{weather, local activities) are to be recorded
and kept on file for future reference, particularly for purposes

of placing orders.

k., Store layout and design should be modified and improved upon
at regular intervals. Items that do not sell well should be.
identified and times designated for sales in order to clear-

~ out slow moving stock. -

1. Reviev daily discrepencies in inventory and sales and look
for patterns.

2. Revie% quality of suppliers' goods and delivery service.
3. Evaluate success of promotion and advertising.

L, Evaluate change in buying habits.

5. Analyze and refine bookkeeping and records.

1. Are there retall groups of products not now sold, such as
hardware, fuel oil, etc., that might be profitably stocked

and sold?

2. Do expanded product line possibilities come as suggestions by
& limited segment of the commnity or a broad segment.

3. Have markets opened through population growth or increased
personal income that would increase store traffic?

4, Will expansion result in greater quantity buying and lower
unit cost advantages?

'S. Will overhead items such as rent, utilities, indirect labor,
etc., increase out of proportion to programmed revenue expan-

sion?

6. Will expanded inventories turnover as rapidly as before or
will there be some chance for aging/spoilage?

1 10
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H Global Research Assembly - Chicago

ENTERPRISE IMPLEMENTATION CHECKLIST

LN, P

I.
Feasibility

COOP BUY AND SELL IMPLEMENTATION

l. Volume: Is our warehouse space going to be adequate:

too much; too little: Is our delivery capacity
going to be adequate: too much; too little? Do we
have a consensus with our customer prospects which
will cause them to enter sales contracts with us?

2. Costs: Shop around among several sources of supply

for the best prices, delivery schedules, and purchase
contract sales and conditions. 'Will our supplier
warehouse for us, and at what cost to us. Seasonal
variations in supplier's prices. lLeakage and
spoilage estimates. What will it cost us to grant
credit to our customers? Does purchase contract
with supplier assure our costs? Will we have to pay
to pick up from supplier? To deliver to customers?

3. Revenue: By item. By season of the year.

4. Profit: By item. By season of the year. Hold a

5

. |

2
3

4
5

reasonably low profit margin; this is a wholesale
operation aimed at high volume.

. Financial Evaluation: Should our facilities cost

more to minimize leakage and spoilage(rat proofing,
waterproofing, sealed containers)? Should our con-
tract terms and conditions, either for purchase from
supplier to reduce our costs, or for sales to our .
customers to expand our volume while increasing our
costs, be relaxed to win more profits? Can the
business generate and retain enough cash to meet the
peak cash demands?

. Negotiate contracts.

. Negotiate credit/delivery terms.

. Provide appropriate storage facilities.

. Provide delivery equipment.

. Identify and sell te@:retail customers.
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I1I.

Initiation

iy -
: .
._«IV.

Operations

el Ve

Control

1. Provide shop owners with list of supplles available

and the delivery schedule.

2. Arrange and establish transportation.
3. Make initial purchase.

4. Make initial sale and delivery.

1. Evaluate storage controls and security to avoid theft

.and minimize leakage and spoilage.

2. Arrange for clearance of products that may begin to

deteriorate or are not selling well.

3. Collect credit(if any) from all borrowers on con-

sistent basis. Limits on credit are to be clearly
defined and explained.

4. Inventory of warehouse regularly (weekly) with

allowance made for leakage and spoilage.

1. Analyze causes, types and amounts of spoilage and
leakage and determine measures that can be taken to

reduce them.

2. Bvaluate delivery routes and what refinements might

be made.

3. Weigh, count, or measure all recelpts and all de-
liveries.

4. Review and up-date record-keeping. Use this data to

.evaluate changes in cost from supplier.
5. Analyze warehouse security.

6. Reviéw insurance policy on stored goods.
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Chicago

VI.

Expansion

l. Are current retail customers in a financially healthy }
condition to support the projected wholesale activity?}

2. Can additional retail markets, perhaps in adjacent

villages be identified as potential new customers?

3. Will expansion result in a more aged inventory with

added spoilage/shrinkage possibilities?

4. Can existing warehouse, delivery equipment, etc.

~accommodate contemplated ekpansion?

5. Are expanded commodities projected subject to wide

price fluctuation, thus building in an inventory loss
possibly on a down market?
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I.

Feasibility
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l.

CREDIT UNION IMPLEMENTATION

Volume: We are in the business of renting money from
our depositors and loaning some of that money to our
borrowers at higher rates. BEstimate the savings
level and the savings potential of the community.
Make a conservative estimate of deposits and of the

time deposits may remain in the Credit Union accounts.}

Survey the interest rates charged to local borrowers
by other financial institutions'(banks or money

.lenders). Watch for different rates for secured or

unsecured loans. Make an exaggerated estimate of the
amount of cash the people of the community will want
to borrow from us, and of the amount of time they
take to repay these loans. Allow plenty of loss in
these estimates because of bad debts which will
reduce our volume of loans.

Costs: Estimate all start-up costs and make sure

they are added to your operating costs. What interest

might you pay to your depositors? The higher this
rate goes, the higher the rates you must charge to
your borrowers. What is the cost of special securlty
equipment (safes and strong boxes), of special
security services, of banking services we used? We
must keep a reserve of qash'in your accounts to cover
withdrawals to be made by our depositors. Estimate
the peak rate of withdrawals. The reserve cash
may not be loaned out and its interest is cost.

Profits. These will be what we earn on our loans,
less what interest we will pay our depositors, less
our operating costs. Try for reasonable profit
because this is a service to promote community

savings.

Financial Evaluation. How can we build up our cash
.reserves out of profits so that we can expand our
volume of loans with constant, or reduced, deposits?

1. Review'with nearest qualified council.
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III.
“Initiation

T

X

E

i

g

. Iv.
Operations

N P AT

BEstablish and publish by-laws.
Determine collection policies.
Determine criteria for loans.

Establish interest rates--depositors and borrowers.

Provide loan contract, deposit slips, passbooks, and

other necessary forms.

Accept initial deposit.
Make initial loan.
Publish insurance and insurance limits statement.

Establish style of precision in handling of cash,
receipts or passbooks, and record keeping.

Explore possibility of low-risk loans to local
business or community projects.

Make thorough credit checks on all potential
borrowers.

Enforce strict criteria for qualifying for loans.

Audit cash daily and maintain stringent bank pro-
cedures when dealing in large sums of cash.

Maintain consistent daily cash audit.
Enforce rigid collecfion procedures.

Determine loss rate and build cash reserve fund to
cover it.

Review security procedures and insurance policies.
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VI.
o
Expansion

s - «Ww‘ﬂ-ﬂ-“M‘WMWWMQWNMWMWMW*M‘

Is local commercial/industrial activity financially
sound? ’

Are there loan possibilities in the local situation
which if made would open up greater community
economic growth on a profitable basis?

Are accumulated profits in the Credit Union sufficient
to make additional loans and still maintain adequate

reserves?

Would a community campaign for more depositor

participation or greater savings by current members
develop more funds for loans?

Is affiliation with a regionai Credit Union which
would open up additional capital for the community
possible? :

Investigate the possibility of expansion into
neighboring villages.
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EQUIPMENT POOL IMPLEMENTATION

l. Volume:
of each type of equipment. Estimate how much use

each piece of equipment will get. Test customer
prospects' reaction to different suggested rental

-rates.

2. Costs: BEstimate useful life of each type of equip-
ment. How long will it last, given' the usage we
found in our vdlume study, under the severity of the
work it will do. Estimate periodic depreciation
costs as the price we must pay for the equipment
new, divided by its useful life. Estimate fredquency
and amounts of maintenance and repair costs.
operator costs. Decide who will pay for fuel for
equipment.
inventory to avoid losing equipment. Decide whether
we will deliver and pick up equipment, or whether
customers will deliver and return equipment,
paying rent for transit time.

3. Revenue: Maintenance, repair, and delivery time

(if. we deliver) cannot produce revenue. Estimate
revenue by item x time on rent. Estimate seasonal

revenue.

4. Profits: Try for reasonably low profit margins.
Our equipment rentals become costs in our customer's

business.
5. Financial Evaluation: Can we repay all our debts

'in a reasonably short time? Can we stop our debt
from building up during our first year of operation?

‘L. Create and use symbol on each tool.
2. Determine security deposit model.

3. Provide equipment accountability model.

4. Provide preventive maintenance schedule.

Prioritize equipment needs by demand for use

Estimatel!

We must pay the cost of frequent physical i
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III.

Initiation

Iv.

Operations

V.

Control

VI.

Expansion

Post rental schedules and rules.

Loan out first equipment.

Frequent rotating inventory of all tools and equip=
- ment.

Periodic testing of runnlng machinexy to guarantee

functioning.

Inspection of all équipment upon return from user

to verify condition.

Maintain records on names of borrowers, length of
tlme used and date returned.

Enforce policy of taking daily closing inventory.
Make periodic inventory of toéls that are loaned out.

Review equipment pool procedures. Is the operation
breaking even?

Collect accounts payable for rent.

Review financial performance of each line of equip-
ment (light hand tools, heavy hand tools, light power
tools, heavy power equipment) to find out which

ones add to surplus; which ones lose. Find out why.
If you £find a line which is overused and keeps
customers waiting so long that they need to lease
equipment from your competitors or suffer significant
financial or social damage, you have found an
opportunity for expansion.

Be smart about expansion. If some equipment can

have its function modified by attachments, accessorlesi
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or minor rework, do a feasibility exercise on this
basis. Otherwise, do feasibility exercise on new
or used additional dgquipment. o

Sell equipment which does not pay its way.

See your accountant for your balance of retained
earnings or deficit. You may not be able to obtain
any more loans if your retained earnings are '
dropping sharply. You will not get any if your
deficit is increasing.
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REPATR SHOP IMPLEMENTATION
I.

Feasibility 1. Volume: Scout(survey) the essential repair needs of 5
the community., PPioritize repair demand. Get good ;
estimates of the frequency, type of failure, and time
for repair procedures commonly encountered, Start small,

2, Costs: Estimate the quantity and cost of: equipment,

- toots,vital parts and supplies;needed by the shop.

h .Estimate our labor costg, W1ll ww use part-time labor, |
or full time labor, and how much of each? Depreciation
costs will depend on the frequency and severity of use
of tools and equipment, W1ll we repair our wwn tools
and equipment, or must we buy some repair services 2
outside? 3

Ap—

3. Revenue: Estimate each job and review our prices with
the customer before work starts, Our price will be:
Labor Time X (our prices for labor + ourcoperating
costs allocated to each unit of labo
- we sell)
+ ‘our retail prices for the parts used in the repairﬁ.

AN R L SRR RS P R L € ) ATBR LR A9 44 A 0p NS N o LBl A A i Pt 12 B 1y 12 S
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4. Profits: Hold a reasonably high profit margin to :-=
enable us to implement more Iines of repair work,

5, Financial Evaluation: Can we repay all debt in a
short time, replace our worn out tools and equépment,.
and implement more. lines of repalr work?

.

Lo A Ui b QUL b S r ARl AT o d T iy ot

€
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i

% Set-up 1. Brovide necessary supplies

Z : :

' 2. Provide necessary shop task

% 3, Decide policy regarding customs use of facllity

4

§ Initihtion 1. Accept first machinery for repair :

§ 2. Indicate scope of operations and procedures i

‘ :

o IV, ¢

J

i Operations 1, Keep records of all repair work dome 3, Maintain i

; E Saféty £

2. Explore potential for expanding services Discipline |

A. To nearby communities for a fee |
B. To potential projects in community &

I AL A I Al d oy R 3 AN
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1.

2.

4o

Look for viial repair needs in community rot being met
by your shop. .

Look for repair demand in neighboring communities,
first for services you already offer, then for new
service opportunities,

If a line of repair is not earning a surplus, consider
a price increase, Do feasibility exercise to find tae
best price, If price adjustment will not work, conside
selling any equipment which works only on that service,

Do adequate public relations work in +he cenmunity
before the community learns that you have considered
sale or termination,

See your accountant for your retained earnings orv
déficit balance. You may not qualify for more loans
if your retained earnings have dropped sharply.

JRHEAT 2Oy T A Tt S BN LT o Py 79ttt 1 o vt e VA A e i L b At ST e P et =incy
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.4

| v

{ Coantrol 1. Evaluate repair jobs performed to date and determine

3 profit margin, .

5 2. Review iaventories for previous month to determine any

3 inconsistancies(tools as well as parts)

; 3. Update and review safety record.

i 4. Evaluate deffective work returned for further services ¢}
VI, :

i Expansion (Please refer %o wommon steps in Commercial Implementation})

——y

D

r‘a
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I.

Feasibility

IX.

Set-up

III.

Initiation

TRANSPORTATION COMPANY IMPLEMENTATION

Volume: Survey the most travelled routes and de-
termine the volume of traffic on them. Determine
the nature of loads carried and proportions
(passenger or freight), the numbers and types of-
vehicles, and the direction of flow of traffic at
different times of day.

Costs: Investigate what optimum size of vehicle

is desired in relation to ¢ost(3 vans or one full
'sized bus?). BEstimate depreciation based on what
size of loads will be carried and the condition of
the roads. Estimate maintenance and repair. Obtain
liability insurance on people, vehicles, and goods.

Revenue: Fee for use of vehicle may be determined
by weight or volume x distance carried. Empty
capacity does not produce revenue. Maintenance and
repair time does not produce revenue.

Profits: Start with reasonably high profit margin
per load or trip.

Financial Evaluation: Can we repay debt of business
costs before we replace the vehicle?

1. Assure fuel and vital services availability.
2. Determine vehicle paint color and symbol.
3. Decide parameters of operations.

4. Determine maintenance schedule.

1. Post schedule of service and prices.

2. Haul initial load of goods.
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Operations

| Control

AL LI T U T e RO e

W

VI.

Expansion

] e M N

i s e g

|

Schedule maintenance and regular tune-ups.

Frequently replaced parts kept in stock.

Maintain detailed records on weight and volume per

trip and distance carried, gas mileage, and conditions|

of routes used. Compare these with the cost of

maintenance and parts that have been used to determinef
how fast the vehicle is depreciating.

Is the fee charged for use enough to break even
considering operating costs?

Drop prices occasionally to test volume response
and .its effect on profits.

l.Review financial performance of each type of vehicle

or carrier and find out: which ones add to surplus,
which ones lose.

Brainstorm with your staff, and with the Commerce
Guild, the vital transportation needs which are
not being met by your company.

Before doing anything else: brainstorm ways that
existing vehicles or carriers may be adapted to
meet these needs. Look first at those which operate

at a loss.

If£ a vehicle or carrier operates at a loss, and it
cannot be adapted for alternate use, you must con-
sider increasing the price charged for its service
to your customers. Do a feasibility exercise on
higher prices. If price adjustment will not win,
consider stopping the service and selling the
vehicle or carrier. This will need some community
consensus. Public relations work is needed before
the community is approached on price adjustment or
termination of service. See your accountant for

e s = g B il rua - vl et
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your balance of retained earnings or deficit.
Before you may even consider additional financing,
you need to see that your cash flow will pay down
your existing debt and provide a surplus to retire
additional debt.

If needs for vital services cannot be met by the -
equipment you now have, do the feasmblllty exercise
on how to meet these needs.
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| Commerce T/F

CATEGORY

DESCRIPTION

HOW FINANCED

PROPRIETORSHIP

Individual ownership (usually skilled)
acting as the owner-manager. Usually a
smal | business, but not necessarily.

Owner's own or borrowed capital.

PARTMERSHIP

Simpllar to proprietorshlp, but the actions
of any one partner obligates the others.

Same as proprietorship.

CORPORAT ION

Legal entity, chartered by qovernment to
engage In a specific line of business,

Sale of capltal stock (shares) either
privately or through public offering;
borrowing from banks or from the public
through sale of bonds.

HOLDING COMPANY

One company owning two or more businesses.
Generally a fairly large operation.

COMMUNTY-OWNED
BUSINESS

Generally a corporation with funds advanced"
by public subscription or subscribed by
individuals.

B2

S, e

Same as a corporatlion,

S aad

Can be a co-op with earnings distributed to
members. Members vote on policies, rates
charged and manaqing personnel.

NOTE: BUSINESS ENTITIES SPECIFIC TO NATIONS
OTHER THAN THE U.S. NEED TO BE RESEARCHED
RELATIVE TO LOCAL PRACTICES, LAWS, ETC.

L

»




R BUSINESS START-UP SCREEN o e
Conmerce T/F CHICAGO !
MANAGEMENT PURCHAS ING PRODUCT |ON MARKET ING FINANCT ING -

what leaal form will
best meet the plans
and objectives of
the business?

What government reau-
lations affect the
business? Taxes?

How should work be
divided? What does
an oraanizational
chart look like?

What people do we
need to talk to for
advice?

vhat site will best
fit present needs &
future plans?

vhat management
desian could most
readily be turned
over to local man?

What kinds of insu-
rance required?
Costs?

ORGANIZATION
ANALYSIS

Who are the potential
suppliers?

Where are they
located?

How long will it take
to get delivery?

Cost of trancsport-
ation?

What kind of inven-
tory controls will
the business need?

PURCHASING POLICIES
& PROCEDURES

What natural resources
does the busliness
require?

Where are they located
and how much will It
cost to acquire
them?

What machinery and
equipment will be
needed? Costs?
Availability?
Abllity to maintaln
and repair?

What human resources
are avallable? Wage
levels? Training
requirements?

Where can we obtalin
other necessary
skills?

What kind of order
processing system
will be needed?

OUALITY CONTROL
& STAFFING

Bl

What is the nature
of the product or
service?

What is the intended
price?

What Is the proven
demand for the
product or service?

What is the compet!~
t+ion doinq?

How, and to whom,
will the product or
service be dellv-
ered?

Cost and timing of
dellvery?

What forms of public
refations and adver-
tising will be
required?

MERCHAND S ING
TECHN IQUES

How much money will
be needed for
start-up? How much
for working vapital?

What wtl] be the
source of these
funds?

What kind of infor-
mation will poten-
tial lenders and/or
investors require?

Wihat Is our 6-month,
1-year, 2-year
forecast of income
& expense?

Where are potential
financial trouble
spots?

Can we hire a reli-
able person who
understands book-~
keeping?

PRO FORMAS &
BOOKKEEPING




ICA

GRA
COMMERCE T/F

Locating Commeraint Facimy

JULY 1977
CHICAGO

SEPMLATION OF Ours\.\c[ PRIATE

LOADING DOLKS
BULT IN  EQUUIPMEWT [FURNITURE

Seace FeATuRES Site - NeeoTiaTioNs
WSES UTIUTY  ACLESS ZONING [LEGRUTIES BUY - LERSE - AULILD- INUND
DISPLAY 3:3:%5 BHELL 20NDING— INVEWTORY OF CoMm wumITy
worw SUEE1CIEWT u(o:(ar%@ - Previows WSES PROPERTY ¢ FACLLITIES
STORPGE heeooPRInTE PHONE FoLriore Atoul POPERTY WEILK ADUANTRGES OF w\rms/(e'h%
OFFicE GARBAGE :
Mo

LAYour EQUAP MENT CUSTOMER CORNUENIENCE OCCUPANCY  SPEED
(onvewienee Herni NG PROLIMITY TO COMMURITY pODE R
Erelueney REFQGERLATION ' S| TMeE ERAmE

FUTURE USERGE Seeu 1Ty ACLEDS CosST FRACTORS
ROOM FOR. EXDANIION Doors SHIPPING TRANSPORTATION vmac 8
WINOWS R DELING
Lo
s MANTEDPICE
RemobELING AEsTHETCS NERRBY UsSERGE FUTURE  FLEYIBILINY
Lan DATURAL LGHTING NOISE ROOM FORL EXPAVSION
%ﬁig WALL COUEMNG S CONGEST\OD LENGCTH 6F LEASE
EvroRT FLOO®. memeiAL- opos CHBNGE OF USERGE "
MRTEL/ALS SANITRYION




ILEA ) July, 1977
GRA MANAGEMENT OPERATING PROCEDURES Chicago
:Commerce Task Force }

-

THE ROLE OF MANAGEMENT

What is a manager?

The manager of a business is like the leader of an orchestra. He stands at
the center of the enterprise and orchestrates the many differing activities
into a whole that is pleasing to the community, to the employees and to

. himself. In order for him to become a good conductor of the business he
needs to know what roles he has to play.

The manager of a business is many people. He is an Educator, an Executive,
a Guard, an Accountant, a Personnel Man, a Salesman and a Buyer.

The manager is an Educator. He knows about Community Relations, the
Commerce Guild, and Consumer Eductaion. He is a community employee, so he
works with the Secretariat and the Economic Commission to educate the Stakes
and the Community Assembly as to the needs, breakthroughs, opportunities
and problems of his business. As a nember of the Commerce Guild, he works
with the other managers and employees to make all the community's businesses
more profitable and of greater benefit. Ille also educates his customers,
particularly in the area of credit, offering it to good risks if the
Community Assembly permits credit. However, the decision to sell goods or
services now for payment later isa big one, for he knows that once the
service is performed or the goods in the customers hands there is no way

to get it back if it is not paid for. A safer method which also begins to
taech the proper use of credit is Lay-Away, wherein the customer has the
goods set aside now, pays for them in small, regular installments and picks
them up when they are paid for.

The manager is an Executive. lle knows about Finance, Coordination, and
Public Relations. Financing means seeing that the business has all the
money it needs to get started and that it makes enough money to keep going.
Coordination means seeing that all theactivities of the business are planned
and carried out harmoniously and on time. Public Relations means seeing
that the business has a good reputation for products, prices and service.

The manager is a Guard. le knows aboutSafety, Security and Protection.
Safety means keeping the building and equipment in good condition in order to
avoid injury to employees and customers. Security means keeping the husiness
insured against risks like fire, vandalism and thef+. Protection means
keeping the money in a safe place, discourgaing shoplifting by arranging

the fixtures so as to eliminate 'blind spots', and making the employees
conscious of preventing petty theft.

The manager is an Accountant. He knows about Bookkeeping, Records and
Analysis. Bookkeeping means recording who the money comes from and who it
goes to by writing down the date, name and amount in each case, Records means
keeping special sheets or books to summarize the bookkeeping entries for
things like cash sales, credit sales, unit sales, collections, purchases,

<1
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rent and salaries. Analysis means using the information in the records to
help you make judgements about the present condition of the businqgs and
its future needs.

The manager is a Persomnel lian. He knows about Training, Supervision and
Evaluation. Training means hiring people and teaching them how to sell

and display merchandise,or make things or fix things, how to make change and
fill out charge or cash slips, and teach them the customs, courtesies and
services of the business. Supervision means seeing to it that all work

gets done on time, counseling with theemployees to improve their work, and
creating harmonious working relationships. Evaluation means deciding when -
each erployee is ready for greater responsibility.

The manager is a Salesman. He knows about Pricing, Promotion, and Expansion.
Prices means making sure that his prices are fair - low enough to be the

vest in the community, but high enough to pay the business's suppliers and
other costs and leave a profit. Promotion means displaying goods attractively
advertising the goods and occasionally offering the goods at extra-low

prices for a short time. Expansion means thinking up new ways to get more
people to patronize the business, such as special sales, new types of goods

or services, or opening a new service like a cafe next door or out in front
creating a shady rest area with benches.

The manager is a Buyer. He knows aboutForecasting, Supplier Research and
Negotiating. TForecasting means using the business' sales and inventory
records to see how much merchandise of each type has been sold and how much
is on hand and deciding how much will be needed. Suppler Research means
using market trips, catalogs and experience with present suppliers to decide
who are presently the best suppliers. WNegotiating means getting the best
combination of price, quality and fastdelivery when placing orders.

A manager is an Educator who knows about Community Relations, the Commerce
Guild and Consumer Education.

A manager is an Executive who knows about Finance, Coordination and Public
Relations.,

A manager is a Guard who knows about Safety, Security and Protection.
A manager is an Accountant who knows about Bookkeeping, Records and Analysis.

A manager is a Persomnel Man who knows about Training, Supervision and
Evaluation. ) - -

A manager is a Salesman who knows about Pricing, Promotion and Expansion.

A manager is a Buyer who knows about Forecasting, Supplier Research and
Negotiating.

These are the roles of a manager. No wonder managers like their jobl!

c2



ICA ...
GRA

COMMERCE T/F

A MANAGER IS...

MANAGEMENT OPERATING PRoOCEDURES

July, 1977
Chicago

HE KdNows ARouUT...

AN
_ CoOMM UV IT CoMME RCE CoNSWME €
EDUCATOR, megs" c.,::.,p e TION
AN
EXE CUTIVE FinaNce CooRUNATION | el 8D
: A
q L,‘ A QD SAFETY SECuRITY PROTECTION
|
AN "
ACCO”N T/'\NT BroKKFEFMG | REcORDS ANALY SIS
| A
PERS 0 N MEL (\’lA N TRAINING SuPER VisioN EVALUATION
A .
SA LES MA N PRICING PRomor ons EXCANS 161
A SUPPLER
R UYER FORECA STING RES B4 RCH NEGoTIATiNG




.
o~ L PN DS e DT W Ty S

<RI AV

NI .

e

e

TS T he T yn? Ty e B an T4 Lovirwbare fyrd N8 WTR A RTn fak AR Mg 54 A% ar o u DRI LR TaAT e 4

IcA < - July, 1977
GRA:Commerce T/F CCNDITICNS FCR OBTAINING L'.ANS Chicago §
QUESTICN SYMBOL :
STRUCTURE Name, address, officers or partners, organiza- 7
tion chart. 5

VI3ICHN Nature of business, detailed statement of purpose §
of loan, copy of comprehénsive plan. q

5

AUTHORIZATION Resumé of applicant or officers, bac&ground <
OF APPLICANTS experience, financial statement. ;
- "POSSIBILITY OF Project statement of income and expense including %
SUCCESS debt service and a balance sheet & cash flow :
schedule. DProjected operating statement will show: §

. Predicted sales volume and expansion rate i

. Cost to produce or purchase goods to be sold %

. Fixed monthly operating expense, including rent

utilities, insurance, interest B

. Ccntrollable monthly operating expense, such as §

advertising, salaries and bookkeeping services §

. Net monthly profit (amount left after subtracting §

cost of goods and expenses from sales, but before §

taxes) :

Background for making realistic projections: If ¢

they exist, the businessman should consult trade H

associations, trade publications, suppliers, non- §

competitors in the same business elsewhere, and £

other sources to determine appropriate standards S

of efficiency for his type and size of business. 2

Expense of setting up shop: i

. Down payment on the purchase or deposit on the 3

lease for business premises £

. Any necessary fixture or remodeling costs :

. Purchase or leaszs of needed equipment i

. Initial inventory purchase i

. Telephone and utility installation fees .

. Office supply costs i

. Taxes and license fees §

. Professional services (legal and accounting) :

ADDITICNATL « Property and casualty insurance on business :
SECURITY . Life insurance on owner or chief executive &
. Security agreement on equipment, fixtures or ;

mortgage on land and building 3

H
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CATEGORY

TYPE OF LOAN"

PURPOSE OF LOAN

NEGESSARY
COLLATERAL

SOUND DERT
SERVICING PRACTICES

SHORT TER4 LOAN

(One year or less)

Of+en rost difficult
+o obtain due to
risk

Operating Loan

(Agricultural)

Short term for
crop year

The cron, Its
potential value

Working Capital Loan

(Manufacturing)

Financing Inventory,
materlals, labor

The product (evidence
of accounts recelv-
able, future cash)

Bank will exnect the

loan to be renald
when the product is
sold (even If vou
Intend to borrow
again In two weeks
for the next crop
or cycle).

)e)

“'D!ATE TERM

(One-Ten Years)

s

Farm machlnery or
livestock facilitles

(Agricultural)

Manufacturing .
eauipment

Needed to produce
producf .

Example: Simple tool
to replace labor.or
decrease cost of

. product

The equipment or
"machinery itself,
(This loan usually
requires front money
at least equal to
expected deprecia-
tion during flrst
year.)

Make plans to retire
some of the debt
each year. This is

very important in
order to establish

a good loan histery
to enable fu.ure

N%orrowlna.

Si‘?#v«- 5

L~

LONG TERM LOAN

(Ten years or more)

Capital Improvement
Loan

(Agricultural land
purchase, or mach-
Inery with long .
l1fe expectancy)

Purchase of Iénd or

factory site

(Bullding, dam,
bridae, home)

Mortaage on land
or bullding

-t

EE

Paymenf 123‘ ually
schoduled over the
I1fe of the loan,
30-40 years. Pay=--
ments' need to be
made on time; 1f
payments prove tco
larae, reneaotiate
mortaage for lower
payments, longer
terms.
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- - r \ ,
: CATEGORY TYPE/FORM h PURPOSE /USE COLLATERAL

Grants Government grants : Capital Improvement or None
b Foundations operating funds per stipula- (obligation to use for
i Individuals tion. purpose intended)
g Industry :
= Special « Rural development funds usually Wide range of community Often municipal
¥ development guaranteed loans by host gov't development projects obligations - long term
f funds
: . Coops —- national system for

transfer of funds urban to
§‘~ rural "o wiey TON TR 4 AU LI B SRR e 0 B s Sy e g
E Sale of 1st mortgage Long term capital Assets of corporations
#§ bonds sinking funds . improvements - refinancing
1 debentures n short-term debt Good will of corporation
WERETUAPANT, IR LNEL ORRC memz'.c'ayﬁ o L D B g TSRV S L . THe
Sale of : Preferred stock Furnish initial or expansion Stock represents owner-
stock Common stock capital for enterprise ship - upon liquidation
: owners have last claim on
assets
Leasing of Contract with Means of getting into Lien on leased equipment
equipment equipment manufacturer production without an by lessor *
or dealer investment in total value
: of equipment
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I Commerce Task Force

OTHER FINANCIAL SOURCES

(continued)

July, 1977 §
Chicago
——— K

CATEGORY

Sales contract

TYPE / FORM

Formal contract for sale of
product and use of customer
furnished equipment

Lo LT R SN

PURPOSE

D i LS L VR PP YR Py V7 PR

Assured outlet for products
Assured manufacturing
Equipment from customer

iVendor financing

Formal contract

O KRS WUHTIIENL. B G B (I AT TR RO LA (7o )

Supplier of material
provides equipment that
uses his material

y Venture capital

Loans
Letters of credit

Local credit
union

- rw W hne s Ly W

Note payable instruments

Others:
World bank

Ex/Imp't bank

USAID
OPICS

TR IRLT b At SNt s s oy B A bin % o s A s 018t a e

woB vt e o g ey e e

FUR BTV L AP et 4R age vrey

Usually intermediate
term financing of
operations

et vas mtne 4 wa

Intermediate and short
term operations

B4 LN AR k-,

COLLATERAL

Lien on equipment
furnished

-

Lien on equipment
furnished

Sometimes social
conscience of lender

P

Assets of enterprise
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FRCPERTY MANAGEMENT

Property Menagement involves the acquisition, financing,
and operating management of the land and other fixed
assets of a business enterprise. Considerations in this
arena include:

1.

20
3.

5.

7o

Availability of wvacant cor improved land
at the Social Demonstration site

Adequacy. for intended business purnose
Possibility of leasing rather than purchasing

Possibility of community or private sector
donation

The legal asnects of ownership of the assets

Realistic rates of depreciation and/or
depletion

Upkeep and repair
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ESSENTTAIS

OVERHEAD .

SUPPLIES

TRACKING

HOW MUCH TO KNOW ABOUT COSTS?

Everything you need, you will have to pay for. You
must already have a good idee of what is essential to operate
this business. If you do not, stop here and do more homework.
Your market research will tell you what your customer will
expect from the enterprise and about what your customer
may be willing to pay for these expectations. Start figuring
the cost of the essentials first. A

Everything you acquire to gerate the enterprise will,
in time, wear out, become old fashioned, break,' get lost,
or spoil. Move the goods which you sell through your enterprise
as .rapidly as possible in order to cut the cost of obsolescence,
loss, or spoilage. Maintain your equipment in good working
order and save up cash reserves to replace it with better
equipment when you need it. Be ready to pay to educate your
employees in new methods and techniques, also be ready to
ray for someone to do their work while they are away for
education. These are some of your costs, as well.

The cost of what you use or sell will depend on its
quality and on your supplier's decision on his prices for it.
Shop around for the quality you need at-a price you can afford
to pay. You really need two or three sources of supply
because one may not be able to deliver when you need the
goods. Sometimes, you may find seasonal bargains. ¥You must
decide how much to take and to warehouse until you are
ready to sell it. Do not overstock. A secondary source of
rarts for your essential equipment, and even for your workforce,
will help you keep on operating in an emergency.

Costs will change, usually up, sometimes down. If you
want them to go anywhere but up, you have to originate the
action well before the cost change. Watch your suppliers
to know what costs they can, or cannot, control in their own

~operations. Keep the pressure on them. .If you can find
out the raw materials, feeds, fertilizers, and tools they use,
and if you can keep track of these price trends, you will

. know when your suppliers' costs may go up, and by how much.

Negotiate from the strength of your knowledge of their business.
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IcCA July 1977 . ‘

GRA COST CONTROL Chicago )
: COMMERCE TASK FORCE ) :
3 3
5
i CONTINGENCIES Some costs you may know for sure, momentarily. Some costs :
1 you may guess with some confidence. Some costs are extremely {
£ doubtful. Find out, to your own satisfaction, how much control
H you can really exert over your costs. In business, if some-
% thing can go wrong, it usually will. Live with these
; contingencies. Use them in your estimates of total cost, a.pply
i no contingency if you are sure of your cost. Apply a small 3
H contingency consistent with your confidence, or a large i
~§ i contingency consistent with your doubt, to the rest.
;5 CONTROL Cut your losses. Raise your prices at the outset of a
g cost increase you cannot control. Then fight to get your
; costs back down before you lower your prices. If you must
3 sell at a loss to clear inventory, be ready in advance to phase
_§ mrice cuts so that your customers will pay you for some of
g your costs of deteriorating or obsolete stock before you throw ¢
3 the rest away. The cost of the residual loss is part of your
total cost of operations.
3 i
:
: .=
i
;
i
# 3
3
i
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COST CONTROL Chicago

COMMERCE TASK FORCE

R R e T yrymy

EXAMPLE OF TOTAL COST AT KITCO

One month supply of stores is 15 tonnes

For.which we pay

And we pay
“~  And we pay
And wve pay

And ve pay

For one month

2000 d
£ =25
8000 s

BUT WAIT!

$ 8000 wholesale cost at source, after discounts

$ '750 for shipping to our wharf

$ 100 spoiled

$ 150 to deliver to our store and customers

$ 1000 for sales salaries, store upkeep,-
equipment replacement savings account,

and to advertise our sales

$ 10000 is our total cost (actual)

so increase the cost of the individual goods by 25% to get
the base cost to use in fixing the selling price.

By the time we sell the goods our costs will have changed
due to inflation and a fluxuating market -- so add 3%.

Now this is adequate only if cash flow.allows payments on time. If
this is not the case there will be other costs. For instance, if we miss
payments on 1/10 of our purchases we lose discounts and may incur finance

charges -- add 2% for each 1/10 we miss.

So to get the total cost, increase the cost of individual goocds by
25 + 3 + % or 285% which is multiplying by 1.285 .

(This does not tell you when you need the money) f
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.+ Chicago .
{COMMERCE TASK FORCE

Personnel Checklist:

1. Job descrintions to include basic reauirements of each task, experience and
trainina reauired, nerformance exnected.

2, Types of trainina - iob-related and other - that will be reauired or made
available to emplovee by the business.

3. Descriotion of the polity structure of the business with reference to channels
for grievance, advancement criteria, etc.

4, Performance incentives, their scone and apnlication.

5. Defined conditions for-termination of an emplovee's services.

6. Compensation policies in cases of illness, accident, vacation, family desth.
_ 7. Mill employee be hired on contractual basis? If so, definition of contract.
~ 8. Fringe benef:fs offered as standard condition of employment.

9. The company's relationship to trade unions and to employee members.

10.System of job evaluation with respect to performance, and accountability
structure for quality and type of work performed.

Nofe: Research and consideration of local custom is important here.

Outline for Continuous Employee Development:

The purpose of this outline is to identify developmental activities for the train-
ing of a labor force in any business.

1. Orientation:

A. HDP story and symbols ,

B. Business venture story, qlobal and imaginal, related to
a. Product or service offered by the business
b. Need the business is out to fill
c. Personnel pclicies

2. Job Trainina:

A. Classrcom Training, used only where on-the-job training is inappropriate.
Usually focusses on academic or theoretical prerequisites to practical
training.

B. On-the-Job Trainina, apolied before, durina and after classroom training.
A highly effective way to learn the human requirements, practical skills
and style needed for competent performance.

3. External Education Opportunities: Necessary to obtain recognized credentials
and cto create local expertise.

4, Vocational Expansion: Every employee needs to be encouraged to learn other
Jjobs from beginning to end. This increases his motivity and his ability ‘o
handle needs as they arise. Such training also creates a worker pool for
replication.

Consultant Replacement Trainina Guidellines:

1. All employees should be aiven continuous trainina from time of Initial
hiring.

2. Provide opportunities for employees to acaquire outside training, such as
scheduling a Social Methods School.

3. Record your activitivs dsiiv 1 order to ascertaln the specific things your
replacement will need to know how To do. It miaht be wise to schedule such
raflective time for the last 15 minutes of each work day.

(Contd)

Clu
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_|Commerce Task Force

. 4.

5.

From daily activities da+a, define and detall the skills and data your
replacement will require.

Identify 4 to 6 possible reolacpmenTS but don't be closed to a new person
emerging later on.

Create a training timeline that systematically Imparts your skills and data
in a measureable manner.

Design tasks for potential reolacement - tasks of Increasina difficulty -
until the trainee is doing the whole job with your role that of supervisor/
consultant.

C13
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" Payroll policlies and procedures should be tailored to local customs. Payroll
records should be sufficiently detailed to meet aovernment reaulations as well
as company needs. Payroll policies should Include:

1. Establishment of a complete comnensation packaae (includina wane and salary
scales, commission or bonus plans, beneflt proagrams, i.e.: Insurance, pension)

2. Frequency of payroll periods (daily, weekly, bimonthly, etc) and method of
payment (cash or check) consistent with local custom.

3. Probationary periods. Termination benefits,

- 4, Required payroll records:

) A. In a very small company, it may be sufficient to use the checkhook as a
payroll record by recording the followino minimum information on each
paycheck stub:

a. Employee's name, gov't identification number If requlired

b. Gross pay, Includina annotatlion as to how it was computed, such as
Hourly Rate X Hours YWorked, Commission % X Commiss:onable Salesm etc.

c. Deductions, itemized by type and amount

d. Net pay

B. |f payment is by cash rather than check, a worksheet may be used to
itemize gross-to-net by employee, and one check can be written for the total
pay of all employees. This check can be cashed at the bank to provide

+he cash payout. The cash to be paid to each employee should be balanced

out with the total cash payment shown on the earninas worksheet, and

each employee should siaon for the cash received.

C. More formal payroll records would include:

a. A Payroll Register, itemizinaithe aross-to-net pay by employee. A
check is issued for each net pay and recorded by check number in the
Payroti | Regis+er.

b. Time cards or +ime sheets by employee showina hours worked and
supervisor aooroval.

c. Employee Earninas Record showing the qross-?o-nef pay itemization for

~ the employee for each payroll period.

d. Employee Personnel Folder containina emplovment application, hirina
approval, authorized rate of pay, deductions and other information
authorized by the employee or required by the company or government.

5. Payrol| records.should be reconciled with payroll out of each employee's
records, payroll journal, etc.
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ARENA

Negotiations,
Agreements,

Contracts in
general

.1f your customers stop using these goodshbefore you

overstock and do not over commit in your negotietions,

HIGHLIGHTS

These arrangements work to protect both the buyer
and the seller, Each is aware of his own needs and ;
his own risks, For example, in negotiating to purchase}
goods from your supplier in larger quantities; he will
want to sell you a very large quantity, he will quote
a favorable price or discount, and he may offer to
servecas your warehouse, making deliveries every month |
or sixty days, provided that you buy the full quantitiy}
You will be tempted to enter this agreement. However, }

have bought the whole quantity, you will continue to
bear the cost of that whole quantity. To avoid this :
risk of over-commitment, you may want to ageee on a ]
lesser quantity at a somewhat higher price, Do not ¢

e

The agreement will be the result of your negdtiations.
The supplier will agree to the essential terms and
conditions on which you insist, you will agree to the
essential terms and agreements on which he insists,
Make-sure that nothing essential has been left out,
and that both of you understand all the terms and ¥
conditions. '

LSy

™

The contract is the means for formalizing the agreementf:
in a way that the community will enforce, The basic :
elements in the formalization of a contract are: ;

1. A community with the power to enforce the terms i
and conditions or to enforce adequate compensation to a

AR

one party if the other violates the contract, This
community may be a nation or state using laws of com-: §
merce, If adequate laws do not exist, it may be a
trading association with the power to diseipline its
members, It may be simply the whole body of buyers and
sellers within a region who have, by custom and trad-
ition, memorized their own rules of trade.

2, Witnesses from the community which will enforce
the contract.
' 3. A statement, before these witnesses, that both
the buyer and the séller will ablide by the terms and
conditions to which they have agreed, If the law or |
custom is to write the contract, this will be done andf
the two parties, plus the witnesses will sign the -u.n
contract document, If the law or custom is not to .3
write the contract, the buyer and the seller will ~---
recite the terms and conditions to each other and to [
the witeesses, along with their pledge to abide by the
contract.
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Building or
business site
leases

Equipment
leases

Purchase
goods
Warranty

I TLD LTSS T o Mot 18 pet

‘rent, do not go to contract.

. Be sure that your terms and conditions cover all the
the grounds}]

; replacements to your place of business,

HIGHLIGHTS

The lacation should be the best you can find for your
business purposes., You will want a good 1ocatlon,
agcessable to pedestrian and yehiculer traffic, in

a spot which your customers can find easily. You will
want it to be safe and easy to maintain, Its owner
will want minimum responsibility for its safety and
malntenance, along with a rent suitable to its location
and accessability, If you are not fully satisfied that
8ll your desires will be met, including a reasonable
But, 1f you need a leca-
tion immediately to open a profitable business venture,
you may consider negotlating a short term lease with
the owner,

uses to which you put both the building and
Be sure that they are specific about the date you may
have full use of the facility and about the physical
condition the owner will have it in on that date, The
owner should be just as specific about the date and
physical condition when you leave the facility at the
end of the lease,

Be specific about price, time of use, physical conditio
and maintenance of equipment; also about where the
lessor will deliver it to you, and where you will re-
turn.it to him, Your contract should state that you
need not pay the lessor for any time during which the
equipment is inoperable because of breakdown or defects

Negotiate for a warranty that the supplier will replace

defective goods at his expense, and will deliver the
or that he will
refund the full purchase price plus shipplng costs of
defective goods you may return to him, The supplier
may, instead, provide a warranty of service, repair,
or replacement of his goods at your place of business,
You may wish to provide some warranty on goods you
sell to your customers, If you do so, you must have
the training, tools, and parts to do this in pour
business as a part of your cost; or, you must have

your supplier's warranty that repair or replacement
will be done at his cost.

YT

"

3 voury

YR

i AS I

<)

PP SN 94

™) S

T




IcA
GRA

3225300 €3 S YA N OID WV o w0y S e LT g DN o £ AR L2 T 0 35 TN T, €7 008 7 et er A

TRADE NEGOTIATIONS, AGREEMENTS, AND CONTRACTS July

Commerce Task Force J §

V--'-‘k‘G\‘»‘«'h"--‘-‘!-s“'n:“n‘r«‘»twwu‘.r.vml.,m-s..;u..“.:.o.,pwhwrazwm-_-/-m....gur'._,w 53 WA Xt
Dkl S St S S TGS

HOW THEY CAN HELP OR HURT YOUR COSTS Chicago

ARENA

Labor &onract

Impact of
contracts on
costs

Wt B B U S S B e A —

HIGHLIGHTS

You may contract with people to do work for you for a
period of time,Specify their tasks, the quality you :
require, and the basis for the wages you will pay them, |
These people may become ill or be injured on the job,
Specify how you will care for them as a part of your c
cost, Be sure to limit your liability.

The dbest contracts move your costs from the doubtful {
"zone into the confident zone, Good, hard, complete, '
and specific contracts should reduce: your cost, Soft
or Incomplete, contracts may increase your costs, No
contract will make your costs certain or absolutely

sure,
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THE ESTABLISHMENT AND USE CF CREDIT
Commerce Task Forece

Small loans which are easily repaid are a way to gain "loan
history" for a new business.

Go after the lowest interest rate (simple interest rate) possible.%

Be ready to use the money when you get it.

Don't underestimate the amount needed or the time required to
repay a loan. Try to defer repayment for several months until
the business is up and running.

Repay the loan within the agreed time, preferably earller, in
order to establish a good loan history.

If you cannot make a loan payment, go to the lender as soon
as you learn of this and explain the problem. Present an
afflrmatlve, alternative model and/or ask his advice.

It is easier to get a loan for equipment, because it is tangible
collateral that the lender can repossess and sell in the event
of a default. Seed, labor and material (short term) loans are

gore difficult, but necessary if one is to pay off the equipment
oan.
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CREDIT POLICY AND PROCEDURES
.COMMERCE TASK FORCE’

He—
POLICY
" Determine local commercial practices and follow in so far

as practical and enabling. Too liberal a credit policy
may cause acute working capital shortage, collection
costs, or bad debt losses. Too conservative a policy
may curtail sales to an unnecessary extent. Stay close
to your customers. '

PRCCEDURES

1. Ask potential (new) customers for credit references
when they seek credit on account.

2., Wait for results of credit check before issuing credit.
5.' Extend modest credit if reference check is favorable.

4, TIncrease credit as requested based upon payment
Performance of customer.

5. Refuse additional credit to past-due debtors unless
unusual circumstances are present and more credit
is warranted.,

&
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POLICY

The intention is to ship material to customers in quantity
and quality specified. Reasonable requests to return material
unsatisfactory to the customer will be honored. Replace-

ment of what the customer purchased is our primary means
of restitution. Cash will be given if customer paid cash

and insists. Credit will be given if he has an open,

unpaid account, or permits a credit balance in his account
pending future orders,

PROCEDURES

l. Merchandise re-placed will be processed throush
Inventory Out Sheet. (See Invoicing)

2. The office copy of the invoice will be priced out
and charged to exvense account "Returns and Allow-
ances", an over-head expense account.

3. A credit memorandum will be prepared giving credit
to the customer for the value of the merchandise
returned and posted to his account receivable.

4, If material is without value, dispose of it (or
authorize customer to do so after our inspection or
satisfaction.

5. If material has some value, add to Kardex inventory
sheet and value it as appraised.

6. When sold again, such invoiced amount will become
nart of Sales and offset in part the "write-off" to
Returns and Allowances.
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; - There are two types of insurance tocconsider in settina uo a busliness.

1. Payrotl Insurancé: What is done about this Is determined by government
requlation, local custom, unlon contracts and customary practice within the
industry. In the USA, typical forms of payroll insurance are:

: FICA

Unemp loyment Compensation
Workmen's Compensation
Retirement Plans

Pensions

Dental

Medical

Life

Long Term Dlsabli lity

2. General Business Insurance: Purchased by a business to minimize the risk
of financial loss due to the unforseen.The question of exposure versus cost
needs to be raised in connection with each type. Typical tyoes are:

Fire
Casualty
Hail
Robbery/Theft
Blanket Bond (employee dishonesty)
Flood
Glass Breakaage
Business Interruption
Liability - Auto

-~ - General

’ - Umbrella

Flight

™
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TAXES Chicago

Taxes pald to the aovernment are a form of control of business ooerations as well
The dearee of time spent on accurate and timely
payment of taxes is determined by the potential for savinas and the penaities for

as a source of public funds.

error or late filings.

The most typical forms of
1.
2.

3.

- Careful investigation should be made of customary tax Brocedures and practices
Oftentimes such investiaation should beain with
local business associations and other businessmen, to determine the most appro-
priate entree 16 government agencies in order to receive eaqual treatment within

within the nation and community.

taxes are:

Income taxes on business proflts

Sales taxes on purchases (co!lectible from the
nurchaser)

Real Estate and Personal Prooerty Taxes

on company-owned property

established tax policies there.
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- ACCOUNTING PRCCEDURES Chicago

HOW TO USE RECEIPTS .

A,
To begin
Receipts
records:

B.
Whenever
money is
received:

c.
When a
sumery is
needed:
(at end of
week or

month)

D.
Changing to

a nevw
record sheet

1.

2.

1.
2.

Decide which eccounts(categories) receipts will fall into.

(see chart of accounts for possibilities)

If the enterprise sells goods also include an"inventory" column
and a "cost of goods sold" column.

Write one account title at the top of each column.

Write the date of the receipt in the date column.

Write a description of the goods sold,or if the receipt is
from some other source,write neme of source in the description
column.

Write the amount of the receipt in the cash column.

If the receipt is from a sale of goods, write the amount in the
sales column. Write the cost of the goods in the "inventory"
and the"cost of goods sold" columns.

If the receipt is not from sales write the amount in the
appropriate account column.

Total each column

Draw a double line under line under every summary entry so
that it is not confused with the individual entries.

To prove the totals,add the totals of the account columns not:
including the "inventory" and "cost of -goods" columns. This
total will equal the total of the cash column if there are not
errors.

Follow the instruction under "when a summary is needed".
Enter the totals from each column in the top of each column
on the new page.




COMMERCE CURRICULUM: BUSINESS OPERATIONS
.. ACCOUNTTN®- PROCEDURES

July, 1977
Chicago

%:-:.cs |PTS

MONEY COMES
. INVENTORY RECORD_ |

SCERSETEIS % SRR

DESCRIPTION

SR BT LRI AT e

SALES

wvsm RY G“DS soLb

_BREAD

F_&QM (Bv _CATE

TR

Ls-m:cr. ARD To NA‘roas

inf- f

77| Biee BANK

.BREAD

|

Ry S

| BREAD

)| ONIONS , TONATOES ,BREAD.

BREAD

WA

AHIT N N R e

AR L D N

AR A ENT N e g

§=37r

= T o

7
o
ba
i
»

s
M)
B!
@
B4
i
i
i

I8

Rt

Bl e i

R Ty e T

3
JEx

SO e Y e

SN LSO o st i ey s !lmmm(\mw-ﬂ-’m’),

N e S



GRA

Commerce Task Force J

July, 1977
Chicago

BUSINESS OPERATIONS - ACCOUNTING

HOW TO TISE PAYMENTS PAGE
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A.
To Begin
Payment

Records

B,
Whenever
noney
is paid
out

e
When a
swunary

is needed

(at the end

of the week

or month)

Dis
Changing to
' a new

record sheet

1. Decide which accounts (categories)payments will fall into.
(see chart of accounts for possibilities)

2. Write one account title at the top of each colwmn.

3. Write "opening balance" and amount on first line in the
description column.

.+ Write the date of the payment in the date column.

. Write the name of whom you paid in the description column.
 Write the amount of the ‘payment in the cash column.

» Write the amount of the payment in the account column.

(if the payment is for several thlng split the amount into
the appropriate columns)

£ W 0

1l. Total each column.

2. Draw a double line under every summary entry so that it is not
confused with the individual entries.

3. To prove the totals,add the totals of the account columns to-
gether. If there are no errors this total will equal the total
of the cash columns. .

h, 1o compute new cash balance add the total of the cash column
from the receipts page to the opening balance(the most recent
balance forward) and subtract the total of the cash column from

.. the payments page. Write "balance forward" and this new amount
in the description column on the line below the column totals.

l. Follow the instructions under C 1-3. £
2. Enter the totals from each column at the top of each column on thef
new page. '
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GRA RECEIVABLES INSTRUCTIONS Chicago
Commerce Task Force

A,
To begin 1. When the decision is made to extend credit to a customer
Receivables put the customers name on the top of the page. '
2. There will be a separate page for each customer.

i B.

i When a cust- 1. Write the date in the date columns .

1 omer charges 2. Write a description of the goods sold in the description
column.

3. Write the amount charged in the "owe" column.

3 4, Add the new amount to the amount in the "due" column.

£ c.
¢ When a cust- | 1. Write the date in the date column.

3 omer pays 2. Write a description or "on account” in the description column.
$ 3. Write the amount paid in the "pay" cdlumn.

< 4. Subtract the new amount to get amount in the "due"column.
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ICA ‘. July. 1977
GRA COMMERCE' CURRICULUM: BUSINESS OPERATIONS Chicago
Commerce Task Force ACCOUNTING PROCEDURES

FINANCIAL REPORT INSTRUCTIONS

' HOW TO USE THE FINANCIAL REPORT PAGE

__LFiNanCIAL _ REPORT .
o A B B
. - —— INComME __ STATEMENT. — : -
Saves (ToTAL OF SALES COLOMNY . R
_LESS:CoST OF_GoobS._ SoLp (ToTALoF CosTorGeovs SowdCowmsd *
_GRoss__PRorT . (SALES MINUS COST oF GuobS SoLDd) _ i
_LESS1O0PERATING. EXPENSES: . __ — L e - :
W Aces. _ (ToTAL oF WAGES COLUMNY __ I . .
 uTiLiTiES. (TOTAL OF UTILITIES Columy) e
RENT____ . (ToTaL_OF RENY CoLuMN Y = _ _ e
R INTEREST on LeAN  (ToTAL oF INTEREST LoLUMN) e
TOoTAL . OPERATING EXPENSE .(ToTAL 6F WAGES UTILITIBS ETC, L .. _.
NET _1NComE . ((GR0SS PROFIT MINUS OPERATING ExPENSE)
o e  BALANCE ___SHEET_ . __ . _____ —
Assa'rs e - —
| CASH_ (_casu IN BANK Pws casu zcceni"l's_ ml_N_\J_s m_sa Pﬂ‘INEN_T‘s)
_ INVENToRY (INVENTORY PAYMENTS MINUS |NVENTORY RECEIPTS)
. ACCOUNTS. RECEIWVARLE (ToTAL oF BALANCES DUE) . .
_TeTAL.. AssSETS CCASH PLUS INVENTORY PLUS Recz—:wnat.es\

weewamEs_ LT e T T
] __;.anns__ﬂ.onu FuND RECEIPTS MINUS LOAN PAYMENTS)
_... RCCOUNTS  PAYABLE (ToTAL UNPAID INVOICES) .
: . OWNERS | sa.un-y __(TeTaL ASSETS MINDS LOANS MINUS. fiécodl:_ﬂ?siéa;)ast.ﬁL—
To-raz._z.mau.rnes_ %t OWHNERS  EQUITY ..

L T
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ICA COMMERCE CURRICULUM: BUSINESS OPERATTIONS July, <1977
GRA , ACCOUNTING PROCEDURES Chicago

C Task Force J
onmerce ore FINANCTAL REPORT FORM

FINANCIAL _REPORT
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ICA COMMERCE CURRICULUM: BUSINESS OPERATIONS " _Ouly, 1977 \
GRA ACCOUNTING: CASH FLOW PLANNING . Chicago X

Commerce Task Porce J

o

A periodic projection of cash sources and uses should be
made to determine cash excesses and deficiencies. (See
Cash Flow Design for sample format and Cash Flow Pro-
jection - Information Sources and Projections.)
Frequency of projection is dependent upon the anticipated
magnitude of excesses and deficiencies and upon the
frequency of major purchases., As a general rule, the
larger the magnitude of cash required the more frequent
the projection; once a month should be the maximum
interval in any case.

Cash excesses should be invested in safe, short-term
mechanisms such as savings accounts, certificates of
deposit or treasury bills with withdrawal time pegged ;
to when cash will be needed. If banking service is avail- §
able to you, select one for your checking account which
also offers savings and money service as well as a line
of credit for suort-term borrowing.

Cash deficiencies should be financed by short-term loans
if payments cannot be postponed until additional cash
comes in.

Cash excess or deficiency should be based on estimated
cash balance per bank records, not company records.
The estimated cash balance per bank records may be
determined as follows:

Cash Excess (Deficiency) per Cash Flow Design

Add: Estimated maximum amount of checks
released which are always in transit

to venders and bank

Cash Excess (Deficiency) per bank records

D-q



GRA

COMMERCE CURRICULUM: BUSINESS OPERATIONS

ACCOUNTING: CASH FLOW PLANNING

Commerce Task Force J

[
A

PRCCEDURES

1.

2.

(See Cash Flow Design Format)

Enter the bank balance on the first line of the first
period column,

Enter all projected cash income by source in each
period column. (See the Information Sources and
Projections chart).

Enter all projected cash disbursements.

Add the beginning balance to the cash income total and
subtract the cash disbursements total to arrive at the
period cash excess (or deficiency).

Transfer the period excess or deficiency to the begining
balance line of the next period column.

Continue period by period to arrive at the cash excess
or deficiency for each period.




ICA COMMERCE CURRICULUM: BUSINESS OPERATIONS Tuly, 1977 |
GRA/Commerce ACCOUNTING: CASH FLOW DESIGN Chicago

Januar gj February
Prodjec'd I Actual iPro Jec'dl

- . 1
g BALANCE f§ BROUGHT FORWARD ]
s | : ﬁ"‘
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ICA ACCOUNTING July 1977 {

GRA AﬂﬂﬁNMﬂ:GNﬂiFnﬁfDﬁﬂBN Chicago i

COMMERCE TASK FORCE J :
l. Yohrlnve#tment $

2. Less Start-Up Costs

3. Re'mainder (*) $ :

IstMonth | 2ndMonth | 3rdMonth | 4th Month

4, Be.ginning Cash $

Plus: Cash Sales T

Collections of A/R’s F

Lo:ans and other cash income h;

| 5 Total Avallable Cash $ |

r*';*“;;t'a;. Expenses $ ; 1 ;

1 “"";g lvess H6' ' - $ :

M*I“ML‘e:ss Owne.r s Withdrawals L

osgnce ; :

Léss paymen‘ts due on fixeq (term‘) )

tpaymentloans ; %

] —:);her loan'paymér{ts i

1 8 “Er::iu;g"Cash (“) $ §

i i (* ) Thls figure represents the.-l;e.z;;.ﬁnnng cash for the first month. S e 5

. (**) The ending cash for one period is the beginning cash for the next month g

" (***) This column must agree with projected income statement. "

|}

Y

*¥*TYPICAL EXPENSES

Purchase of Inventory
Employee Wages - Gross
Payroll Taxes - ete,
OQutside Servéces

Office Supplies

Repairs & Maintenance
Advertising

Car, Delivery,& Travel Exp.
Acet'g, Legal Services

D-iv

Rent

Telephone

Utilities

Insurance

Real Estate Taxes
Interest on Term Loans
Other Expenses

NI Y08 PIRCHIAN

IRt e
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: BUSINESS OPERATIONS
CASH FLOW PLANNING

INFORMATION SOURCES AND PROJECTIONS - INCOME

[

STATEMENT
ELEMENT

INDUSTRY

T TTTICAT AT T

INFORMATION SOURCE

e

Balance
brought
forward

Bank statement - make a cut-off
point & include all receipts and
disbursements in ‘cash flow state-
ments beyond that point

PROJECTION

Enter ending balance from each
reriod column in the first line
of the following period colum.

Accounts
receivable

Accounts receilvable ledger

Notes
receivable

Miscellaneous

Sales for
cash

Notes receivable ledger

Keep collection history on major
customers - all rest normal average-— [
project collections for each period
on calculated expectation.

. Y LT B Ve a8 1 0 oar

Project cash receipts with reference
to terms of notes (those maturing
in a given period)

Cash receipts book -
Management anticipations

ve oo - wnry

Project any cash receipts that
appear likely such as sale of
assets, cash grants, collection of
bad debts.

U I et T o

,Manufacturing less likely if cashﬂbas.?

proiections.—-

Wholesale: consider impact of lrge
shipment of new goods :

Retail' A icipate pay-days, shoppinf




COMMERCE CURRICULUM: BUSINESS OPERATIONS
CASH FLOW PLANNING
INFORMATION SOURCES AND PROJECTIONS - DISBURSEMENTS

STATEMENT INDUSTRY
ELEMENT - VR } INFORMATION SOURCE PROJECTION

W
H
S

Accounts Unpaid invoice file ~ ' - ‘ Determine operating current payables
payable Purchase order binder plus time phased payables projected
Projected purchases for each statement period

Notes Notes payable ledger List notes payable for each period
payable based on due dates and arrangements

hi-Q

Miscellaneous Management planning Project unusudl or infrequent cash
disbursements such as purchase of
capital assets, loans to customers
contributions.

Purchases for ' Check register history Based on historical habits and
cash Petty cash fund current expectations project cash
payouts for purchases.

Operating ' Payroll records Project based on payroll and
expense Cash disbursement records historical operating expense
- records




July, 1577
Chicago

E BUSINESS OPERATIONS
i GRA

? Commerce Task Force

COMMERCEVCURRICULUM:

J
ACCOUNTING; DISBURSEMENTS

POLICY

1. Dual approval and check signers should be required for
all payments.

2.

Check signing should be performed by individuals
different than the person who does the purchasing.

3.

Bank reconciliations should be prepared by someone other
than the persons who sign checks and make cash deposits.

PRCCEDURES
1. Check receipt of goods for correct description, for

damage, for quantity and note whether count is within

agreed tolerance.

When applicable, prepare claims against suppliers, mail,
and attach copy to purchase order-'copy.

3. Check incoming invoice against the purchase order for
" price, discount, and payment teras.

 Attach unloading or receiving ticket and a copy of the
purchase order to the check request.,

Pay for all purchases with serially numbered checks.

Set up a priority system for payments based on under-
standings with vendors.

File paid invoices in a Paid Invoice file alphabetically
by vendor and attach.receiving slivs. Mark check number
- and date paid on invoice.

8. File unpaid invoices in an Unpaid Invoice file by suppli%r-
and date due.

Provide check signers with filled out checks based on
payment schedule and summary sheet stating cash flow
situation.

Reconcile bank statements as soon as received.

R N N T P e O T T N R T R T
D-1%
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GRA ACCOUNTING: INVOICING - COLLECTIONS Chicago
COMMERCE TASK FORCE J

—

Ica . .~ COMMERCE CURRICULUM: BUSINESS' OPERATIONS JuLy, -1977

POLICY
All goods, including both cash and credit sales, shall be
invoiced. All invoices will be collected in accordance with
credit arrangements.

PROCEDURES - WHOTESALING AND MANUFACTURING

1. List on the Inventory Out Sheet (See Inventory Control)
the following with respect to each movement or
shipments '

a - Customer name and address
b - Date order filled

¢ - Descriction of items

d - Quantity of each item

e - How shipped to customer

(Note: Copy to customer for packing. slip.) )

2. Send Inventory Out Sheet to the office where it is
priced out.

3, An invoice, sequentially numbered is prepared including
the Out Sheet data above plus:

Price per each unit

Extension (quantity times price)

Taxes if applicable

Freight charge (unless averaged as an overhead
expense - see Pricing)

Total invoiced amount

Shipment terms

- Payment terms

SN e J o i)
I T O |

g Ho
!

4, One copy of the invoice in number sequence is filed
in an invoice file or binder.

5. One copy is in the Sales Journal and is posted to
the customer account. The original is mailed to the
customer, )

6. Send statement to each customer at the end of each
month, aged with reference to the invoice dates:

0 - 30 days (current)
31 - 60 days

6l - 90 days

91 - over

7. Review aging based upon arrangements with customers.
(See Credit Policy)

D-1l



COMMERCE CURRICULUM: BUSINESS OPERATIONS July, 1977
ACCOUNTING: CASH RECEIPTS Chicago

COMMERCE TASK FORCE J

PCLICY

All receipts of cash (currency or checks) are to be deposited
thus creating "foot prints" for each such transaction.

Cash required for Fetty Cash transactions are to be with-
drawn by check.

PRECEDURES

l. ©Post each cash receipt in the Cash Receipts Journal
immediately as received,

2. Hold receipts in safe-keeping until others are
accumulated (end of each day, bi-weekly, weekly as
activity dictates).

Prepare deposit slip, listing receipts in the same
sequence as posted in the Cash Receipts Journal.

Each deposit slip should bear the following information:
a - Bank name
- Date of deposit
- Name of each customer opposite the amount
- Amounts received
Date of invoice customer is paying

Amounts on deposit slip should be added on machine and
tare kept with a copy of the deposit slip.

Original deposit slip plus cash receipts are to be
taken to the bank and a receipt obtained. Checks
being deposited should bear a restrictive endorsement
"For deposit only"

Post the receints to customer's Account receivable as
appropriate.

Add the deposit to the checking account balance.
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"ICA

| -COMMERCE TASK FORCE.T

. COMMERCE CURRICULUM: BUSINESS OPERATIONS July, 1977
GRA ACCOUNTING; BALANCE SHEET DEFINITION OF TERMS Chicago

ASSETS: What the business itself owns.

LIABILITIES: The claims on the assets of

both creditors and owners.
Credltors! claims are debts (LIABILITIES).
The owner's claim is his Investment in
the business (NET WORTH).

CURRENT ASSETS: Cash or to be converted
into cash within the next 12 months.

CASH: Money on hand, in the bank

ACCOUNTS RECEIVABLE: What the cust-
omers owe the business for merchandise
or services they bought

INVENTORY: Merchandise on hand:
1) ready to be sold
2) in some stage of production
"3) raw material

CURRENT LIABILITIES: Debts to be paid

within the next 12 months.

NOTES PAYABLE: |10U Bank or Trade
creditors :

ACCOUNTS PAYABLE: 1I0U Trade &
Suppliers

INCOME TAXES: 10U Government

FIXED ASSETS: Used in the operation of
t+he business; not intended for resale.

REAL ESTATE: Land and buildings used
by the business, Listed at original
cost.

LEASEHOLD IMPROVEMENTS: Permanent inst- -
allations--remodeling or refurbishing
of the premises.

MACHINERY, EOUIPMENT, VEHICLES: Used
by the business. Listed at original
COS'I". .

Less Accumulated Depreciation: These
assets (except land) lose value thru
wear, tear and age. This loss of

value Is a business expense; accumulafed
depr. Is the runninqg to:.: Pt 'rss,

P R

LONG TERM LIABILITIES: Debts to be paid

beyond the next 12 months.

MORTGAGE: On property

NET WORTH: Owner's (or stockholders')
claim on the assets of the business; his
.investment; his equity in the business.

For Proprietorship or Partnership:
MR. OWNER, CAPITAL: Owner's oriqginal in-
vestment + any reinvested orofits.

For Corporation: )
CAPITAL STOCK: Value assianed to the ori=
ginal stock issue. If the stock sold for
more than the asslianed value, the excess
will show as: PAID IN SURPLUS.

RETAIMNED EARMINGS: Profits relnvested In
the business AFTER dividends.

BALANCE SHEET EOUATION:
ASSETS =-LIABILITIES + NET WORTH

. .

D-1%
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ICA . * COMMERCE CURRICULUM: BUSINESS OPERATIONS July, 1977
: ACCOUNTING: EARNINGS STATEMENT Chicago

‘.;gggmgzsg Tagsk Force J -

EARNINGS STATEMENT: Also called Profit & Loss Statement, Statement of Income & Expense.
The results of the business operation during a period of time.

SALES

less COST OF SALES

equals GROSS PROFIT

less EXPENSES

equals PROFIT (GR LOSS) REFORE TAYES

less INCOME TAXES

equals MEF PROFIT (OR LOSS)

THIS IS WHAT'S LEFT FOR: Debt Repavment
Withdrawat by Owner
_Dividends to Stockholders

Relnvestment fn the Bu;iness

RECONCILEMENT
OF NET WORTH .

NET WORTH RECONCILIATION: Shows how your net worth increased or decreased during the
period covered in the Earnings Statement. : . .

" NET WORTH AT THE BEGIMIING OF THE PERIOD | $
ADD: NET EARNINGS  (or subtract net loss) | K
OTHER ADDITIONS: (if any) ) $

for example: More capital Invested by owner
(if a prorrietorshin) or more stock
sold (if a corporation)

LESS: DIVIDEMNDS OR WITHDRAWALS- . . $

NET WORTH AS SHOWM O PALANCE SHEET o $

v - - e - e S S T W e booma

ML
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gRA Task T July, 1977
ommerce Task Force SRICING Chicago

Goods must be costed in such a way that all elements of cost

are included in the Cost Base. Desired profit may then be added
to cost to establish selling price. Typical elements of c8st
are indicated below:

DIRECT COSTS
Manufacturing
Direct Labor - Wages of those actually at work
processing or converving raw material

Direct Material - Cost of material actually going
into and a part of finished product

Wholé&saling - Retailing
Invoiced cost of merchandise plus:
Freight In =~ |
Customs Charges
Taxes on Items
Letter of Credit Fees

INDIRECT COSTS
Manufacturing, Wholesaling, Retailing

Pixed - Management Payroll
Insurance
Depreciation on Plant and Equipment
Utilities

Variable - Other Payroll (Indirect Labor)
Fringe Benefits
Repairs/Maintenance
Shrinkage
Bad Debts
Returns and Allowances
Communications
Freight Cut
Administrative Expense
Selling Expense
Other

(See Base Cost Elements - Source of Information
and Application)

To recover Indirect Costs as a percentage add-on to Direct
Cost requires a calculation of Activity Volume for the
determination period. For example, in Manufacturing, if the
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July, 1977

d Commerce Task Force Chicago

PRICING
(Continued)

anticipation is to make 2000 wooden boxes the next month,
Direct Cost may be estimated from payroll and material in-
put knowlege at:

Direct Labor 42000
Direct Material 1500
Sub-total £3500 $1.75 per box

If esﬁimated Indirect
Costs are: "1500

Then, Total Cost is $5000
Profit Addition (say)
Selling Price is . $2.75 per box

If only 1000 boxes are produced (and sold) during a month,
and indirect costs remain virtually the same, only $750 of
the $1500 will have been recovered (1000 @ 75¢) in indirect
cost, and the estimated profit of $250 (1000 @ 25¢) will be
$500 short of break-even for the period. On the other hand,
any production (and sale) beyond 2000 boxes for the month
will over absorb indirect costs and increase profit and/or
enable a reduction in price in the future.

In Wholesaling and Retalling the same need exists to estimate
the activity (cost of the goods to be sold - by item and total)
Indirect costs may then be added as a percentage of the in-
voiced cost (from vendor), and profit added to arrive at
selling price.

Knowlege of costs, cost control, and activity projection are
key to successful (profitable) pricing.
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i Commerce Task Force

P

BASE COST ELEMENTS

SOURCE OF INFORMATION AND APPLICATION

COST
ELEMENT

SOURCE OF
INFORMATION

APPLICATION

Manufacturing

Direct Labor

Direct Material

Payroll Records

Invoices
Purchase orders

Determine unit (item) cost by dividing direct wages paid by units produced
(per day, week, month)

Determine cost of materials in each unit (board .feet of lumber, qts. of paint,
pounds of bananas, etc.) - include a reasonable provision for product in-
process spoilages.

| - Wholesaling/
Retailing

i Invoice and cost
# of goods to be
¥ sold

Invoices
Purchase orders
Kardex records

Direct cost from vendor plus freight-in, etc. (see Pricing). May want to
average costs from same vendor (different shipments) or from different
vendors (same item).

kR Manufacturing
" Wholesaling
Retailing

d Indirect costs:
} Indirect labor

§ Fixed and variable
} costs

Payroll records

Expense accounts
by nature

These expenses should be determined by historical facts (review of book-
keeping accounts and/or by forecasting, probably for a period not less

than one month). They are to be applied at a standard rate as a percentage
of direct cost based on estimated activity.
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GRcﬁ July, 1977
Commerce Task Force PURCHASING Chicago
He R TS A DT
PCLICY _ .
Every effort should be made to improvize or make-do
without purchasing. In-Kind effort skould also preceed
purchasing.
When purchasing is necessary and desirable, exhaust possi-
bilities for local procurement before going "outside".
PROCEDURES : .
l. Establish a sequentially numbered purchase order
system.
2. Specify clearly precise product description, quantity
(with over/under quantity tolerance), size, packaging,
price, delivery terms, and payment terms.
(Significant omissions or vagueness may
result in disputes and other difficulties
including monetary loss.)
3. Indicate also on purchase order "No Substitutes"
if substitutions are unacceptable.
4, Limit number of items carried in inventory, and buy
those in volumn sufficient for optimum price and delivery.
5. Buy items not sold in quantity only on a pre-sold (cash
with order) basis.
6. Determine order quantities on basis of Order Review

procedures. (See Inventory Control,)

i
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GRA ) July, 1977
Commerce Task Force INVENTORY CONTROL Chic;go

(A)

S L S R L NN TR EIOR .

PURFPOSE
Maintain the proper levels of stock in order to:

Trovide good customer service

Reduce obsolescence and slow-moving stock which would
result in write-downs or write-offs.

laintain good inventory turnover and cash flow.

POLICY
1., Physical storeroom controls should be established to
minimize risks associated with theft, pilforage, and
spoilage of product, including
. security such as locks, counters, and lock-up
cages for expensive items -

. access rules for only sPecifiéd personnel

Inventory should be cycled through the store, warehouse,
or plant so that older stock is sold or processed first
(FIFO). This may require dating the goods and/or
moving old inventory to the front of shelves when
restocking.

Each month a physical inventory count should be taken,
costed and compared to perpetual records. These counts
should be made without perpetual records in hand.
Variances may be reconciled by recounts or affirmed as
true.

All items at variance (gains or losses) should be costed
out and charged (or credited) to an expense account,
Inventory Loss/Gain. Note that gains may result from
under-invoicing by venders together with inaccurate
receiving records or from shorting customers on shipments.

PRCCEDURES - RETAIL, wHOLESALE, MANUFACTURING

Receiving
1. Inspect goods upon receipt for compliance with the terms
on the purchase order

2. Count the received goods and verify to the shipping
document of the vender.

3. Sign and date the packing slip or purchase order copy
to verify receipt of the shipment.




éRcﬁ July; 1977

Commerce Task Force INVENTORY CONTROL Chicago
(B)

PRCCEDURES - RETAIL STCCK
Order Raview (See Stock Check Worksheet form)

1. A stock review of shelf and storercom stock should be
performed to develon order recommendations.

An order review cycle should be established. This cycle
represents how often you order based uwon shivments for
all or the specific goods being reviewed.

The objective of the order review is to determine the
quantity to order tc last until the shipment arrives plus
the time until the next order review is performed.

Count the inventory and prepare the inventory review
worksheet.
a - Enter the item number, item descrivtion and vendor

b - Enter the quantity in the beginning inventory from
the last order review worksheet. ("EZInding" on last
worksheet) :

Enter receipts since the last review from receiving
reports.

Enter the present inventory count ("Ending").

Add the beginning inventory and receipts minus the
ending inventory to arrive at the sales since the
last review.

Average Sales Per Week is "Sales" above divided by
the number of weeks since the last review.

Compare the Average Sales Per Veek with recent
history (last two reviews)

Multiply the average weekly sales by the number of
weeks until this order will be received plus the
number of weeks until the next review to arrive at
the projected sales.

Enter any receipts expected before the shipment for
this order is due to arrive.

Calculate the net order required by subtracting
receipts expected from the projected sales,
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PROCEDURES -~ RETAIL STOCK (continued)
Order Review (continued)

4,

k = Calculate the net order requirements for all items
and determine if the total order size is reasonable
both in quantity and money amount., If it is too
large, each item should be reduced proportionately.

1 - If price breaks are available for certain item
quantities, this should also be considered before
placing the order.

PROCEDURES - WHOLESALE STOCK (With Perpetual Records)

1.

Perpetual records should be maintained for each item
which show beginning inventory plus purchases minus
shipments. See Item Kardex Record.’

Quantities on the kardex records are posted in "Cum"
quantities, and the only time additions are made is when
an "On Order" or "Cn Hand" position is calculated.

Post quantities ordered from copies of purchase orders.
Fost ouantities received from packing list copies.

Prepare an inventory Out Sheet for items issued (or sold).
Indicate customer, date, description, quantities and
shipping means. Post to the perpetual record as an Issue.
Send Out Sheet to bookkeeper for preparation of invoice.

Perform the order review in the same manner as that per-
fcrmed in Retail, using the perpetual inventory record
figures rather than stock check count for the ending
inventory.

The On Hand quantity is compafed to the monthly physical
inventory count to calculate pickup or shrinkage.

PROCEDURES -~ MANUFACTURING

1.

Perpetual records should be maintained for high value
items, and Issues represent raw materials transferred
from the Storeroom to the Production Department,

Low value items, such as nails and fasteners, and supply

items should be ordered in quantity and stock checked
monthly,
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STOCK CHECK WORKSHEET

 July,

1977

‘Chicago-- -

Vendor
item
no.

Item description

Vendor Name

Receipts

Sales Per Week

Sales

This
Period

Projected} Int.

Exp. -
Receipts

}  Order
Quantity
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ITEM KARDEX RECORD

DESCRIPTION TERMS .

VENDORS: DISTRIBUTION CHANNEL

5  TRANSPORT

3 3.
CUM QUANTI\TIES *
DATE

&) @ __ | 0-0 =
f:.o_kog)ezo“i RECEIVED | ISSUED - | ON_ ORDER _wﬂ%@xw

..,

— T
% CUMMED ON AN ANNUAL BASIS
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INTENT:

TO DETERMINE UOLUUME AND TYPes OF GOODS AND SERUICES,

LocsL AND ERTRA-LOCAL CLONSUMER UNITS MIGHT BUY
LoenLLy, (F AUALAGLE

SAMPLE QUESTIONS

|, How mueH oF WHAT DO THEY Cuerewry BuYq ?

0. WHBT CHANGES IN BUYING HABITS ARE OLLURING !
2 WHAT PRICES Ae PeDPLE WILLING ™ PAY [/

¢ \onene A MuReHASES MBO0ET (LAY, Enten L)
WHRT Do THEY make seectAL TRIPS o GET?

6. WHAT 00 THEY WaNT To Uy, BUT CAN'T Y WHY 7

7 WHRT aRe THE SOURLES> OF weome ? How staeLe’

8. \WHAT IMPROVEMENTS N SERVICES MRE OE3IRABLE ?
( QUALITY, GUARARNTY, DELIUERY, REPAIR, ETE.)




Intent: ' To identify volume potential for goods and services produced
in the community for the community and other markets,

SAMPLE QUESTIONS

“"(for community What cash goods or services does the community produce, sell/
marketing) trade, purchase and consume? '

What changes are occuring?

Who purchases? At what prices? How often? From whom? How
far go they travel to purchase?

What are the sources of income? How stable?

What do they want to buy, but can't? Why?

(for other/ What natural or human marketable resources exist in the

export community? List all used and unused? (for example, unused
marketing) marketable resources in Ijede are medicinal plants and
unemployed tailors) .

What markets exist for these resources? What goods and services
can be generated from them?

Where are markets located?

Identify competition and strengths/weaknesses?
What do buyérs want?

How much will they pay?

What improvements in goods and services are desirable?
(quality, price, delivery, guaranty)
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|- e CONDUCTING: MBRKET RESERRCH 3w, 1

Auned PLES

ACTION

Distivewsn  Penvesn
LOeRL o EXTRA-LOCAL
CONSUMERS

Ipenvniey Loent Consumen (Lwis : HouserHoLDs,
BUBINEZSES | ANO ABENCLES

loevney Exien-Locar Cowsumen UnITS: HouseHoLDS,
BUSIVESSES , MOEWCLES, ¢ UISITORS

Rewe Movey
(NTO  CommumiTy

CiNo 6uT WHAT EXTRA-LOCAL Covsumen. LNITS
ME BUYING ELSEWHERE THRT THEY

MGHT BUY FROM THE CommMUNITY

heer Money
[NSIDE  CommunITy

Fwo our wHer Loem Consumer Umits ARE
BYING ELSEWHERE THRT THEY MIGHT
BUY WITHID THE COMMUNITY

REQLUMLLATE IONEY

FASTER. WITHIN
CommumITy

Qetewmive WHAT Fretors: QUALITY OF écm5
D SERVICE, PRICES, EXTRA SERUVICES, ETC-
WOULD ENCOURAGE PEDPLE T SPEND FASTER

DETERMINE TYPE +
QUIMITITY OF ©0ODS
¢ SERVICEY TO BE
OFFERED

Summmeize POTENTIAL DOoLUME OF ERCH
TYpe OF @D Ok SERVICE AND
PorENTIAL. UL CARH  UOLUmME,

3
—
o
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Cowsumer.  amiT

How o AlD SouLLES

DIETHOO

HOUBEHOLD S

PHYSICAL (WVENTORY

TRY ROLLS
voTER UST
UNUNES CUSTOMETRS

VioiT SIMUPLE OF HoeuSEHOLDS
ASK QUERTIONS

WRTCH

BUSINEXSES ©L AENCLES

PHYSIORC  InUEnTORY
DIREDTDAES

The WITH PURCHASING AGENTS
TaLk W TH mMALEETIN © ACaa'JT>

EXSTIOG ENTERPRISES

PHYS LML INVENTDRY

TR WITH M BRURGER

OBSERVE BUMYING HABITS,
voLume, + PRICES

PHYSICAA.  IDUEVTORY

DETERMINE WHAT SERLICES THEY HAVE

VERR BY  COMmMURITIES R ROLLS WHICH OUR o IMUNITY DOES NoT WAVE
voTeEZ ‘LIST QETELMINE WHAT THEY SELLTD oUR
%‘lnunl;zs CULTOMERS COMMALNIT
TRANSPOLTATION NODES .
DISITORS LIOTELS, Peox. WHANT THEY VE  AULLHRSED

QBseEWE WHRT TUEY PURCHASE

BULK PUBLHASETES

WHOLESPLER . DIRECIDRIES

T WITH PURCHPRING RGEVT
DETETUMINE NEEDS

IEEVIOUS MMKET STUDIER

LIBRARIES
TRAOE ASYHUPANONS

GOUERNMENT PRENULES

STUDOM  REVORTS
eHELK. FORz nopucmslurx/
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CONTEXTURL
STRTEMENT

July, 1977

STRATEGIC MARKETING 1S A CONTINUDUS PROCESS. 1T ENTRILS GENERATING AN
INTIRL, POSITIVE BUSINESS CLIMATE IN THE COMMUNITY  pLARNNING AND
PERFORMING MERCHANDISING AND SAMES CAM PAIGNS , RECORDING AND EVALUARTIVG
THE RESULTS , ANO MODIFYING STRATEGIES, MARKETING PRESUPPOSES THAT

QUALTY PROOULTS, COMPETIVE PRIUNG , AND CUSTOMER SERVICE ARE PROVIDED.

.

ERrRLM
Const DERMIONS

Deveroeine LBOO A0 STYLE REFLERTING THE THRUST &F THE BUSINESS 1S A
NECEZSARM AIRST STEP. LONTING AND  ENGAGING CATALY TIC. OR INFLUENTIAL

WSTOMERS 15 AN EPRLY STRATEGIC PLOY.

MeReHmIDI1S106

IF THE CLUSTOMER IS MOPRE OF His NEED FOR A Goop or SERUVICE, HE TYPICALLM -
Comes T THE PLACE OF BUMLINESS TO EXAMINE THE MERCHANDISE AND NEGOTIRTE
PURMRLE . WE QREFER.TO SALERD (O THIS SITUATION A3 WIERCHANDISING.
EXMAPLES ARE THE RETRIL STORE, THE REPA(R. SHOP THE EOWPMENT PooL, ARND
THE WPOSPOETRION CompPany. |

ACWE  SALES

IF THE WWSTOMER. 1S WOT AWARE OF His NEED FOR OR. THE AUAILRBILUTY OF
A PLOOULT OR SERVICE, THE SELLER. mMUsST SEEK HIM ©UT TO ConQiNeE HIM
R INFORM HiMN .| WE ~REFER To SALES N THIS SITUATION AS RACTIVE

SELLING . Exampled ARE THE MARKETING €0-0P AND THE New CREDIT UNION.
IV Some entereeizes ( E5PECLALLY NEW ONES FOr WHICH AUSTOMERS MUST

BE INMALL souUUTED), BOTH TECHNIQUES MAY BE ComBPIOED
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MERLCHAN D 1 SING

" MARKETING [SALES GUWINELINES

W

ferE  SELLING

July, 1977
Chicago

CLUSTOMER. SERVICE

[0ENTIFY MOMOTO N TRUETS

IMMEDIATE OOLUME

LAYOUT | DISPLAY| PACKAGING

IDEVNFYING  CUSTOMERS

DELIV ERIES

LoNe -TERM CONSUMERS
LOCAL [EXTRALOCAL

HOUSEHOLDS |BUSINESSES [PGENUES

PACK RGING

PRODURT PRARANGEMENT
COMPETETNIVE PRIUNG

weau | EXTRALOLAL
UOUSEHOLDA| RUSINESSES | REUES
Paopuat - SPECIRIG CUSTOMER.

CRTALNTLC [IUFLULENTLRL CUSTOMERS)
GR10 GEDGRAPHY

ANALYZE  PLomOTION TECHPIGUES

Wio witlL IT RERCH

SALES TRAINING

PROQUCT USERGE

DEBIGN  CLROUT

AOU(CE

WHAT 1S THE IMPRLT
WHAT (5 THE CosT

STILE
CLOSING DERLS

PAIORTIZE CusTOMERS
Foutes ANMLMSIS

CRAMT TERWS ¥ ROWTES
SOTFTEOING WP - MALLING+ PHONING
AfPOUTMEWTY

PROOULT USERGE
PRODUCT MAINTENANCE
PRODULT PERFORMANCE

Use PromoTon TECHNIQUES

PAYMENT FRULITY

TRAINING 4 MATERIALS

GUARANTEE
CONTRCTS CASH  REDISTER lowTexT SALES FoRCE RETUERN
DERDLINE SOLES PRESENTRTION REPAIR.
SALES MATERIALS
FoemeT TRAEL ARRAMIGEMENT
EvewTs
PrevARE CROMOTONAL MATERIAL RECORO - KEEPING RERDRD - KEEPING ORED(T
vestorY CUSTOME R CONTWETS + RESPONSE ESTARLISHING
FormaT W . \1 Fouwpuwoue REHLGMNEING
0€$|C->N__ WARLBOMLD RECoRD: KEERING -
CONTEN TRACKANG CMART
PrOpUCTION

CoLLecnons
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A Guardrall System Is desianed so that a reaular serins of renorts end haopeninas
occur which hold the business accountable to Its stated obiectives., These reports
and events are necessary in order fo keep the business operations within the

previously established 1imits determined by the manaaement and board of dlrectors.

Failure to stav accountable to establ!lished chijectives Is +he sinale maior cause of

business failure,

In this manual, reports and events are called "essaqes."

Where the “Honifor"'is listed as "Global Centrum," this is a recommendation.only.

It is still too early in the HOP program for certainty in this arena.
EH
ARENA .OF ,\CCOUNTABILITY MONITOR MESSAGE
Ownershfp vtructure . Global Centrum Local Participation
'\ : Regular Board Meetings
B ) i .
Legal Compi:ance (work rules, Global Centrum - Stated Business Objectives
patents, environmental . : Written Management Plan
protection) ‘ o :
Securlty . Global Centrum Property & Personal
. : Securlty Policles
Planning = | Local Board Annual Plan
- Global Centrum " 5-Year Plan
Local Man Involvement - Global Centrum Honthly Board Meetings
Consensed Policy . . Global Centrum Aporoval of New Stock-

holders or Members
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.Commerce Task Force

ARENA OF ACCOUNMTARILITY ’ - MONITOR
Sales Volume ‘ Manager
Number of Stock ltems " Manager

on the Shelves relative
to Total ltems

% lIncrease/Decrease in Sales Manager
over Previous Period )

% !ncreasa/Decrease -in Sales Manager
. Over Previous Year

Receip+§ Up To Date Manager
Shipments Inspection Manager
Inventory Turnover Global Cenftym.

‘Dollars of Inventory On Hand Global Centrum:
Dollars On Order “Global Centrum,

. Sales Volume " Global Centrum
% of Items in Stock ' o élobal Centrum
Stock Reviewed on Schedule | Manager
Purchase Orders Wr%Tfen : Manager
On Schedule :

MESSAGE

Bironthly Condition Report

Bimonthly Coﬁdlflon Report

Bimonthly Condltlon Report
Bimonthly Condition Report

Moﬁfhly Report

Reject Rafe Report Monthly )
Monthly Operations Report
Honfh!9 Ooerations Report
Monthly Operations Report

Monthly Operations Report

~Monthiy Operations Report

Monthly Condition Report

qufbl§ Condition Report.
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GRA - PRODUCT ION GUARDRA | LS July, 1977
| Commerce Task Force Chicago
‘ARENA OF ACCOUHTABILITY HOMITOR MESSAGE
' Weekly
Reject Rate Manager Factory Yanaqers Report
Production - Manager Factory Manaaers Report
Shipments Manaaqer Factory Manaqers Peport
Inventory Turnover by Ménaqer . Monthly Factory Managers
Classification Report
‘Emp!oyee Turnover Manager Monthly Factory Managers

Report
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AREHA OF ACCOUNTARILITY MON I TOR
Net Sales in Dollars & %i/d | Manaqer

Ph?slcal Inventory in
Dolars & & i/d

Selling Expense (Payroil) ;‘
& Si/d .

Net Sales & %i/d
"Customer Contacts & %i/d

Average Size Transaction
& %i/d

Cost of Goods & %i/d

: ~Transpbrfé+ion Costs & %i/d
Markdowns & %i/d
Sféck Turnover & %i/d

. Selling Expense & %i/d
Sales Promotion & %i/d

" Gross Mafgip & %i/d

Profit(Loss) & %i/d

Note: "Zi/d" means % of increase

Global Centrum

w

n

"
"
1"

"

or decrease

MESSAGE

Weakly Operating Statement

Monthly Operating Statement

"

11§
"
"

"
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GRA ° FINAMCIAL GUARDRAILS
Commerce Task Force : . : Chicago
- ARENA OF ACCOUNTABILITY MONITOR " MESSAGE
Company Performance Manaaement " Month!ly Balance Sheet
. Ownership Monthly Earninas Statement

Status of Accounts
Receivable & Accounts Payable

Cash Position

Inventory.

* Global Centrym

"

with ratios calculated

" Aglina Reports Monthly of
" each A/R and A/P with

terms extended to each

Cash Disbursements Report
Monthly

Cash Flow Projection for
next three months

Actual results with
comparisons to projec-
tions

Ouarterly Physical Inven-

tory by dollars per

.- classlfication

)
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L Commerce Task Force : Chicago

The following section contains a series of five checklists which can be used by
HDP business manaaers, consultants, etc., to discern the cffectiveness of local
business operations. The checkllists are not all-inclusive, but are deslaned to
raise addtional auestions. The questions mav not be appltcable in all situations,
especially if they imoly a need for efficiency when effectlveness is requlired.

CHECKLIST QUESTIONS : YES NO COMMENTS

Have the business plans and objec-.
tives been identified?

Does the structure for the operation
~conform with these objectives?

Have all legal fequiremen+s been met?
Written bylaws?
Written board meeting minutes?

Environmental reculations?
Government product standards? )
, Patent laws? ) . ’ 1.
Taxes? ' '

Are there gocd 6rgan}za+ion-s+ruc-v
tures that are clearly understood?

Is there an on-the-job training
' program?

Is there a 5-year, annual! and
quarterly business battlieplan?

-Is there a weekly and monthly plan-
ning meeting?

Fo : i
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Chicago

CHECKLIST QUESTIO!S

YES

HNO

CO'MENTS

Product SeleCfioﬁ;

Has the market ootential been determined?
Has product accepjibilify been researche&?
Have product soecificafions been develcoed?

Have lower & upper cost Ilmlfs been establ-
ished?

Product Packaging:

Has package sales import notential bezn
considered if aoplicable?

Does it meet climate condnfnons’

Have utility and serviceabil ity sTandards

- been- esfabllshed7

Have lower & uooer cosf limits been.

established?

Needs Projection:

Has a market survey been completed?

Have . needs projection ou:dellnes been
established?

Have chanolno markef condlflons been
considered?

. Have hlsfortcal ‘records been used in
~pr0Jec+|ons7

Squrces'of supply:

Has the source location survey been
comple‘l‘ed7

Has distance been considered?

‘Have secondary sources been consldered?

Have  secondary sources been established?

T
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PURCHASING EFFECTIVENESS GUIDELINES (Cont'd)

«July, 1977
Chicago

* CHECKLIST QUESTIONS

YES

NO

COMMENTS

Ordering Time:

Are order writing procedures adequate?

Has a stock cushion factortbeen determined to
cover fluctuations in demand and lead time

to receive item?

Has order Iead.fime been established?

Has in tra’sit time been established?

—

Inventory ‘Control:

. {
I's an inventory record system in use?
\ .

Is there a “=tock count and review schedule?

Has a liquida*ion policy been established
for slow-moving items?

‘Have established emergency ordering procedures

been established?
Have inventory limits been established?

Are inventory goals being met?
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|Commerce Task Forc Chicaga
CHECKLIST QUESTIO:NS YES | KO CO*MENTS
) ,Pépole:

Is there a balanced workforce?
Amona Functions?
Amonq Departments?

Have the causes of absenteeism been deter-
" mined? Considered?

“ A}l all em.loyees backed by another trained
"“employee?

Is an adegbafe employee communications
system in place and functioning?
\
“Is the emolbvee turnover rate normal?
Have safety rules been established?

"Are all safety rules being observed?

Material:

Is there an adequate inventory of raw
material? :

. Has all material inventory been quality
checked?

Is the material being properly stored?
Security? - '
Protection from elements?

Easy access?

Is communication current with
Purchasing Department?
Unusual item use? ’

‘Rate of use?

Areaall inventory .records current?
Disbursements?
Receipts?
Inventory count adjustments?

Processina Hethods:
Have any process and workcenter chanoes been
made? |f ves, have the following been

considered? (Cont'd next paqe)

)
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Chicago

Commerce Task Force

CHECKLIST QUESTIONS

YES

{

0

COMMENTS

- Raw Material Specifications?
.Production Standards?
Qual ity Standards?
Inspection Procedures?
Tooling Reauirements?
All key people informed?

ls there a proaram to improve the methods
if appropriate?

"Are there major deficiencies causina mlsuse of

Personr. .1?
Equipment?
, Produc?ﬁ

_Equipment:

l\

Is machine downtime excessive? _

Have reasons been identified?

Are spare parts ayailab!e?_

Is a preventive maintenance orogram being
fol lowed?

Are péople trained to maintain equipment?

" Are equipment operations & maintenance

manuals in use for all equipment? (including
blueprints & electrical circuit desians)

Are there adeaquate tools?

Are lubricating instructions followed?

Facilities:

Is a fire prevention plan In effect?

" Is good housckeepina apparent?

Is Insurance coveraae adequate?

Flc
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Chicago

|_Comimerce Task Force

- CHECKLIST QUESTIONS

YES

" NO

* COMMENTS

Markets & Distribution:

Have all target markets been considered?
Have all means of transport been arranged?
Have all trade restrictions been identified?

Are the trade restrictions within the nation
written? Unwritten?

Has distance to markets been considered?
In setting inventories? Pricing?

Has é deltveryschedule been set up for
perishables’ Non—perishables°

Has an adequate replanishment plan for
perishables been devised?

Has the oveFalI fransporTaffon time been
considered?

“Packaging:

Is the product package adequate for shi pping’
" . Storage?

Is the package suitable for the consumer?
Appropriate In size? Easily handled? Safe?

Is thé delivery schedule and timetable real-
istic for the production and method of
transport?

Pricing:
Is the prnce of the producf compeflflve’
Are the prices reasonable for the markef’

Is The price high enouah to cover expense
and make a reasonable profit?

. Growth:

Are there any restrictions on expansion?
Physical?
Capital?
Legal?

N
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| Commerce Task Force .. Chicago
CHECKLIST QUESTIONS . ' YES | NO COMMENTS

Is there potentlial for market to cxpand?

Is there an expansion plan?

‘Advertising & Promotion:

Have local advertising forms been identi-
fied? Ufilfzed? .

Is there an advertising budget?

Has the form of advertising been considered
when. the market expands?

Is merchandise adequately displayed?

Are sales materials available to salespeople? . : .
. . Being utilized? - 1

Are sales quotas established for all ‘ N
product lines? '

. Are sales samples in good condition?

Is there adequate sellinag space?

Product line:

Does the merchandise mix minlmize risk?
.Appropriate prices?
Appropriate place?
Appropriate packaaging?

Are product specification sheets avallable?
Complete? In use?

11
N
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CHECKLIST QUESTIONS

~ YES

13
+

{0

COMMENTS

Sféfemenf Analysis:

Is the workina caoital adeauate? (Current’
Assets less Current Liabilities)

Is the Current Ratio adeauate? (Current

Assets + Current Liabilities)

s %hé Deb* Mlorth Ratlo reasonable?

‘Properly cepitalized?

Is the accounts receivable turnover time
reasonable’ (Sales + Accts Rec X number
of days in oerlod 360 = number of days)

v

‘Is the’ Accovwfs Payable turnover time

reasonable?

Is the inventory turnover time reasonabile?

“(cost of goods + inventory X number of
~ days in the period = number of days)

Any unpaid accounts payable over 90.days
past due? Names & amounts?

Has all deoreciation of fixed assets been

.calculated and expensed?

Are there any accounts receivable over 60
days old? Names & amounts?

Have all taxes been calculated and expensed?

Is a cost accountina system in effect? (i.e.:

standard % of markup Includes all expenses)

Have absorption losses, price fluctuatlons,
pliferaae, theft, been cosldered in the
cost: accounf:nq sysfcm7

Has the ending Invonfory been adjusted as
each physical Inventory Is taken?

. _Has the actual performanca (Earninas State-

ment) been compared to the cash flow prolec-
tion, proforma Income statement and
balance sheet?

T
)
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CHECKLIST CUCSTIONS

-

BES

NO

-

_COMMENTS -

L ]

. Chicago

¥What are thercauired future expenditures
for fixed assets (cauinment, buildinas,
land, etc) for the next vnar7 next 57

Has adequate insurance on fixed assets,

hazard insurance on the buildina, and all
other forms been considered ang nurchased?
(Report exniration daaes of DoF|c1es in &
comments)

. Have averz ‘e industrv ratios andperformance
. results fo* this tvpe of business teen pro-
cured and weiched?

(Source (USA): Robert Morris Assoclates,
Statement ! Fudies, Industry or Govarnment
Publicatiors)

A

s o e gy
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COMMERCE CURRICULUM
BUSINESS START UP

July, 1977
Chicago

COURSE DESCRIPTION

Colirse title
Audience

Existential
Aim

Rational
objective

Course
outline

Course
materials

Modular
approach

Starting a Commercial Enterprize

Commerce guildsman, local businessmen and Auxiliary
b L

Releasing the Auxiliary and Guild to move on Commerce
by actually doing feasibiliy plan for needed local

enterprize.

(see next page)

I, Contextual lecture

II. Role playing-start up con51derqt10ns
ITXI.Income workshop-field trip

IV. Expense workshop-field trip

V. Financial 4nalysis workshop-field trip

VL. Flipchart: Implementing the commercial enterprize

VII. Implementaries Workshop

Income worksheet
Capital needs worksheet
Annual operating statement worksheet

The various course sections can be done at different
.-times or combined according to scheduling convenience.
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Basis for deciding whether to start an enterprise

Procedures for starting an enterprise .

_Customers

| Deciding what goods/services to offer

Estimating total sales volume
Choosing forms of advertizing
Choosing credit policies

R i Us At I KPR vy

16bee I

Facility

Detgrmi?ing.availability of appropriate facilities .
Es#zmatlng initial and annual facilities and utilities

Evaluating options

Equipment

Determining availability of equipment
Estimating initial, replacement and maintenance costs
Evaluating options

B e e e R B A Y Y TPy Ty ermsapeagey - y37w e e A S T Do T S e T
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Suppliers

Availability of stable sources of supplies & merchandise .

Estimating unit and annual volume cost of supplies,
including delivery cost ,
Evaluating options

Personnel

Availability of suitable employees

Estimating annual costs of wages, benefits, hiring and
training costs

Establishing hiring procedures

Funding

Availability and annual cost of capital
Estimating total capital needs to fund fixed and current

R R T R o DA Py ery
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assets, capitalization costs and initial operation cost:%

Evaluating options

Determining operationally effective and tax efficient
form of business
Estimating legal costs(incorporations,.1icenses, taxes)
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COMMERCE CURRICULUM
.BUSINESS START-UP
STARTING A BUSINESS - CONTEXTUAL LECTURE

LIOAME LYK AT IS eyl
-

July, 1977 ¢B8
Chicago &

Global Economic Context

Impacting local Economy

Cooperative Commercial
Effort .cv -

Starting Commercial -
Enterpriee

Economic Triangles

Economic Self Sufficiency

Distribution Priangle

Business Components

Analytic screen
Resources
Production
Distribuition

Local Econ, Contradictions
Reduged production
Lack of engagemmnt
Slow leaky commerce
Peak at the pain

Walk through exchange
mechanism triangle

Goods

Services

Credit

5 Buying
Selling
Finance
Personnel

Local Economy

Village Resources

Commercial Enterprizes

Business Phases

Ground triangles
Inter-relations within
community

Natural(in this village)
Human

. ‘Technological
Exploding possibility

7 basic enterprizes
8tore repair shop
credit union
equip't pool
bulk purch'g

bulk hark'g
garage company

- Feasibility
Set up

ss0perations
Expansion

Regional Economic

Five Social Principles

Community Involvement

Start up Considerations

Nearby community
Market center

Gov't center

Bulk buyers/sellers

Delimited geography
All the problems '
All the people

Depth human problem

Mass” impact
Symbols

Community Consemsus
Stakes

Market research
Cost factor

Capitalization
Implementaries

Five Economic Principles

Symbol Key Fairs
Town MBeting -
Global Inter-relations Guild Learn by Doing

Economic interchanges
Political controls
Cultural exchange
Globe in every town

Isolate the local economy
Bring money in

Retain it longer

Circulate it faster

Tie in to larger economics

k pioneers
orging the new .
Servants to the community

Catalyzing the community
One great vocation

Lectures
Workshops

Field trips
. A real enterprize
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] START-UP CONSIDERATICNS
| o
% INTENT: To get financing and to have a successful enterprise it is nec- B
3

g essary to have a specific business plan, including market
Zresearch, financial analysis and implementation steps. The skit seeks to!
i underscore the difficulties when one does not have such a plan.

{ -
§ TWO ACTORS: Prospective businessman and banker.

1 Actors get on stage and exchange greetings. Business man indicates his®
desire to start a business and requests a loan. Banker asks a series of
questions, to which the prospective businessman expresses his profound
orance (in ways to arouse audience hialarity).

»
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| - How much do you need?

| - Can you demonstrate that you can pay me back?

| = What kinds of merchandise will you carry?

| - What are your estimated annual sales? Expense? Profit?
i{ - Who are your customers?
:

¢

§

:

i

?

£ Nt ety e 3

ratreney
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- Do you have afacility located? Rent? :
- Who will supply you with goods? Delivery costs?
- What equipment do you need? Cost?

- Who will work for you? Wages?
- What types of insurance do you plan for? Cost?
- Have you arranged for licenses and permits?

Raanst el N T BT T A O

Will you give credit?
How high will you allow your receivables to get?

(This skit should not last over 10 minutes. You may want to do an art-
form conversation following it.)
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Commerce Task Force J - v Chicago
BUSINESS START-UE

IN COME WORKSHOP - FIELDTRIP

PROCEDURES

X, Based on 5 economic principles, brainstorm and list
types of goods/services local and extra-local
people, businesses and agencies buy elsewhere that
they might buy locally.

Design questionnaire to eliecit information on
amounts they buy and how much they might pay.

Discuss sample of households, businesses and
agencies to visit to get data

Send teams on field trip to get data from:
a. local househoilds

b. local businesses and agencies

C. nearby community

d. bulk purchases if any .

Return to workshop, reflect on data, Make
choices concerning goods/services to be offered,
Fill out worksheet

* refer to "Conducting Market Research"




Commerce Task Force J

. COMMERCE . CURRICULUM
S July, 1977
BUSINESS START-UP Chicago

- - EXPENSE WORKSHOP - FIEEDTRIP

T T e Tt S Uy 1 IS b 8 he 6y A2 YT LAY P e et I e gt ft i et et ey — P N s e
L e M S R R e AT R e L R b R S (2,8 F7 e 7 T e g ] Bt LTI 75 TG T 48 A 2T e[ Tt N 4 g n ot 1 2 2hE AR
kL X ;. ot LT YRR U S e e S e D T B S g

PROCEDURES :

l. Using "Locating Commercial Faclllty Screen",
brainstorm:

a. site requirements

b. space needs

c. features required, including utllitles
d. possible sites in community

2. Discuss alternatives of inkinding, borrow1ng, rent- f
ing, buying facility

Brainstorm needed equipment, supplles, telephone,
and merchandise, estimate amounts needed initially
and per month, and sources fiér obtaining these.

Send teams into the field to get data
a. facilities(see 1 & 2 above)

b. suppliers(see 3 above)’ :
c, legal-visit gov't office or attorney to get data §
" on legal forms of business, licenses, taxes, :
zoning, etc.

Return to workshop, reflect and fill in appropriate §
data on capital needs. Make decisions concerning -
~facilities, equipment, supplies, amd suppliers to
be used. Fill out appropriate parts of capital

needs worksheet.

Discuss job descriptions, job qualificationms,
required training, wages and benefits, and hiring
procedures (see SBM ' 76, page C26)

Fill out wages and benefits on capital needs

worksheet.
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COMMERCE TASK FORCE BUSINESS START-UP o

FINANCIAL ANALYSIS WORKSHOP - FIELD TRIP

PROCEDURES

Finish filling out 3 worksheets: income, capital needs, and
annual operating statement. (lote: This will require esti--
mating the cost of interest).

Examine the Annual Operating Statement.
Will the business be profitable?
What changes could be made to increase profitability?

Examine the Capital Heeds ilorksheet.
How much capital do you need?

Discuss sources of capital (See S3ii '76, pages 8-2, B8-3, 3-4,
8-6, and 3-7).

Fielid Trip to banker or other source of capital.

INPLEMENTARIES WORKSHOPS

From this point unti.l the business opens, regular workshops would
be held to brainstorm implementaries, timeline them, and make
assignments. (Implementaries Checklists are presented in the
“Starting Local Business’ section of this manual.)
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COMMERCE CURRICULUM
BUSINESS START-UP
INCOME WORKSHEET

GRA
Commerce Task Force J

July, 1977
Chicago

Est, Unitd Est..UnitsIDetail MTotal Ou
r

Items we hiliA

sell

sold in
community
per mo,

we will
sell per
mo,

price
per
unit

retail
sales per
mo,

total
cost per
mo,

TAN L TR VRN
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1, monthly sales

2. monthly cost of goods sold 1. 2,

NI SN T e Al 1Y PR TTIU NS TN B VLAY RV FNCRT Y R L AT e vn
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Estimate the number of times per month you could restock your

Opening Inventoryv:
ly and without paying a premium for deliver, Divide your

enterprize convenient

monthly cost of goods sold(#2 above
not exceed 1.5 times that amount,(example: store could be restocked twice a month -

~monthly cost of goods sold is $20,000, $20,000 ; 2 = $10,000 x 1,5 = $15,000

inventory) :
 Opening Inventory will be $ .Transfer this figure to the appropriate

place on the Capital Needs Worksheet.
Delivery Cost: Estimate budget and transfer to Gapital Needs Worksheet $
"

Advertising: " . " 1" " " " 1"

Credit: No creﬁit

B R, PO E AN ek S 0B R Pl % o Lt Sy 13 b N
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) by your estimate, Your opening inventory shouldd
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4 GRA . Business Start-up ¢
 comuerce ' " Capital Needs Worksheet Chicago §
¥ gagﬂ Féfce J _ ) ;
g Estimated Monthly Expenses J Start-up 3
i o <= fCashBeeded ¥
i Item Amiunt (1.5times Comments :
z column 1) P
§ Advertising from income worksheet é
: EStimate telephone, — B
% communications postage ;
: Delivery Expeﬁée from income worksheet §
) gﬁw- Insurance visit an agency ?
:
;. Interest estimate :
{' Legal & other professional fees estimate, very minor :
o . v
i Maintenance from expense field tripf
X . 3
!
§ Miscellaneous estimate B
% Rent from espense field tripy
$ ‘ :
: Salaries and wages from expense field tiipj
i1 " :
é- Supplies
% Iaxes "
2 1
g Utilities "
% Starting costs-to be paid once %
g (Do Not Multiply by 1,5) Leave column 2 blank
% Fixtures & equipment, cost/installation from expenses field tr ?
E' Decorating & Remodeling " E
i3 . ’“* ;
: Opening inventory from income worksheet §
i Deposits with public utilities from expense fie%gip %
; egal & other professional fees " £
: : {
i enses & permits " i
z Advertising & promotion for opening from income worksheet %
? Accounts receivable XXX no credit
: Cash for unexpected expense j
é Other estimate ;
TOTAL ESTIMATED START-UP CAPITAL NEEDS add up column 2 5
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COMMERCE CURRICULUM ’
BUSINESS START-UP July, 1977

Item

ANNUAL OPERATING STATEMENT Chicago
Annual Multiply all income worksheet and expense
worksheet figures x 12

Amount

Profit-Increase Considerapions

Grossliretail sales

= Cost of goods sold

= Gross.profit .

Go back and recheck your unit retail prices,

Some can probaly be increased and still be-
competitive, This will increase your gross
sales and gross profit,

"< -Expenses

advertising Re-evaluate and reduce if possible
communications " " " " ‘11

What other ways can goods 7 .
delivery ave overliookad a chgaper method, oU may
Insurance Can you reduee coverages? Take another look,

If you can fund your BUSINEss 3 Toan;
Interest this item is zero,.
legal fees Get your guardians involved
maintenance Eg ;ggggei%¥thing you are paying for that you could
misc Rent? Are there adequate buildings that rent Ffor

: less? Will present landlord agree to make rent a %
& of salgs until 7% payment is equal to his present

ren demand?

s salaries/wages

Can you operate with fewer full-time emp loyees? Can
full-time and part-time salaries be reduced and L

still be adequate for your community?

supplies

taxes Do you have the most tax efficient business form?
(i.e.:co-op, corporation, partnership, etc,)

utilities Do other locations have lower utility expense?

TOTAL EXPENSE

=1§rofitp2§fgggkloan

= loan pay back

Divide total start-up capital needs bv the number
of years you estimate your loan will be., This is
your annual loan payback., Can you reduce this?

= net profit

Iﬁ addition, the costs of replacing worn out equipment and spoiled materials must
be estimated and ways_ to pay them anticipated, The former are referred to as
depletion and may be tax deductible,

gl::’ Fo
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GRA " BUSINESS START-UP CHICAGO

COMMERCE T/F IMPIEMENTING THE COMMERCIAL ENTERPRISE

71. Search for your market,

YouRrR NEARBY NEARBY
VILLAGE VILLAGES CITIES

2. Find out how you can deliver products to those markets,

Y PNV Sy 9

3. Find out how to trade outside your village

CUSTOMS  EXCHANGER Pk X
a8 = CONTRACTS
S ) ‘ 11—‘ DELIVERY B crepiT
v PAYMENT TERMS

W4§_Khow_your costs,

$§
T afibo 7

5. Set your selling prices for surplus on sales,

_6é See your next bills coming and keep enough cash to pay them,

Y T &

77 save enough to expand your business,

v A&A
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COMMERCE TASK FORCE

EiYSTENTIAL AIM: To cxperience their ability to manipulate
the economic system within

COMMERCE CURRICULU:i BUSINESS START-UP
INTRO TO ECONOMIC PRINCIPLES

their commmnity

RATIONAL OBJECTIVE: To identify how one's own behavior

JuLy 1977
CHICAGO

can effect economic change

FCONOMIC
PRINCIPLE

COMMUNITY AS
AUTONOMOUS ENTITY

GENERAL INWARD
CASH FLOW

KEEP MONEY IN
THE COMMUNITY

CIRCULATE MONEY
RAPIDLY

RELIATE TO THE
LARGER ECONOMY

§ EXISTEN-
TIAL
AIM

To begin operating out of
an image of ‘'commmity
economics".

To become aware of the in-
finite possibility of new
capital in this communitye.

To be conscious of where
local people arve spending
their money.

To experience that one's
conswaption & production
habits do aifect neighbors
and the entire community.

To experience their role
in relationship to the
rest of the world,

RATIONAL
OBJECTIVE

To identify the economic
resources, services, capa-
bilities, consumer habits,
and eapital of community.

To identify the sourcet of
capital that are here an.d
that might come into the
community,

To begin to locate alter-
native LOCAL ways to get
funds, goods, & services
that are needed,

To name and create patterns
of interactive transac-
tions within the community.

To see the avenues of ra-
diation outward & to creatd
new avenues of marketing,
distrib., & capital inflow

CONTEXT

ACTIVITY|

SYMBOL
CREATION

OVERALL CONTEXT (PRINCIPLES)

WORKSHOP /CONVERSATION

What are the natural re-
sources in the community?
What kinds of skills or
things do people make in
the community?

What skills and services
are available?

What businesses exist in
the community?

What types of necessities
are not available in the
community?

What rav materials are
"jmported” into community
What resources are not
being utilized?

1Is there credit/savings/
banking service in comm,?

SYMBOL CREATION:
Product: a pictoral im-

ciple"” symbol to depict
elements of comm, ec:n,
Catalytic Question:

that is the chief economig

activity of the communi-
oa?
£y’

age surrounding the "print

OVERALL CONTEXT (PRINCIPLES)

IMAGE SPIN

Instances of cash flowing
into a community:
Show slides ox spin
stories such as:
Purina -- Kwang Yung I1
Gov't Grants -- pig &
chicken industry in Oomb
Private Sector -- invest-
ment in Sth Cty Shopping
Center

WORKSHOP/ CONVERSATION

What sources were used for
capital to start exi.ting
businesses?
What are possible sources
for new capital in the
arenas of:
GCov't Crants/Loans
Private Grants/Loans
Private Business Sector

SYMBOL CREATION:

Catalytic Question:
What pictures would depict
cash inflov into this
communi ty?

OVERALL CONTEXT (PRINJIPLES)

WORKSHOP/ CONVERSATION

How do you save money?
Where do you save money?
What do people do with
money they:don't need im-
mediately?

What would people be will-
ing to invest in in the
community?

What services/goods could
be easily produced within
the community?

MONEY-FLOW GAME -.
(See next page)

SYMBOL CREATION:

Catalytic Question:
Lhat pictures would depict
current or future rcinvest-
ment in community enter-
prises?

OVERALL CONTEXT (PRINCIPLES)

WORKSHOP/CONVERSATION

How does money circulate
within the community?

(Who buys what from whom
within community?)

Create dependence chains
and time sequence of
priorities,

What are the skills in the
community that could be
useful locally?
Brainstorm other resources
that could be used
commercially.

SYMBOL CREATION:

Catalytic Question:
What pictures depict chains
of money flow within the
community?

OVERALL CONTEXT (PRINCIPLES

WORKSHOP/CONVERSATION

What are the wholesale
suppliers in the area
used by community?

What might make them re-
duce their prices?

What goods and services -
that are r.eeded are not
currently available in
the surrounding area?
What are possible outside
markets for suggested
goods and skills of the
communi ty?

What things might the
gov't, provide that the
community hasn't taken
advantage of?

SYMBOL CREATION:

Catalytic Question:
What are goods and ser-
vices that are or can be
marketed outside the
community?
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THE COMMERCE SONG Chicago

COMMERCE TASK FORCB

THE MONEY BIN

Tune: Put another Nickel in the Nickelodeon

Isolate the money bin

If your town is out to win
That's the way we all begin

To move it!, Move it!, Move it!:

Bring those outside nickels in
To-the local money bin

That's the second way to win
So, move it, move it, move it:

COMMERCE, THIS PLACE NEEDS COMMERCE
MY FRIEND

SO, FIRST WE START A CO-OP STORE
SOON THE FOLKS ARE WANTIN' MORE

Keep the peoples nickles in
In the local money bin
That's another way to win

8o move it, move it, move it!

Circulate the nickles in
In the local money bin
Holy smokes! we win again

So move it, move it, move it:

BUSINESS, THIS PLACE MEANS BUSINESS
MY FRIEND
SO NEXT WE START THE FACTORY-
HOW THE FOLKS WILL DANCE WITH GLEE.

Ship the nickles out and in
That's the f£inal way to win
long as we get 12 for 10

We move it, move it, move it:
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IMAGINAL}CURRICULUM MONEY FLOW GAME
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OBJECT: To show how fast money goes out of the
o community

TOOLS ¢ Pieces of paper representing local currency

e &.Wu,-,.‘:,\,,_“"?;m‘-;ﬂ,‘,,,_,‘«.‘;,,9_;51;_-; S O e L R e R L R R o0 :‘

HON IT WORKS: :
Choose three or four people to be Ffarmers
who recedive the cash as payment for selling
crops outside the community. Have enough
other persons participate so that each can
represent one of the places pedple can spend
money in the community. Each farmer chooses
where he might normally spend his money.
Each receiver of the money chooses how and
where he might normally spend the money
received.

L g4 04 Lo i

REFIECTIVE CONVERSATION:

What has happened to the money ?

What kind of things did people have to spend
money on outside the community?

How does this inform you about what businesses
or services the community needs within in order
to retain more money?
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COMMERCE CURRICULUM: IéUSINESS OPERATIONS

; Chicago
IMAGINAL CURRICULUM: THE STORE GAME

CONSTRUCTING THE GAME BOARD

The Pieces . 13" squares
Green Squares for the currency- 300
Four other color squares for the merchandise- 125 each color

One die with legible dots
The Contingency Cards 2" x 2" squares preferrably in another color

THE BOARD can be drawn on any piece of poster board material it is aL" x 2u"

QON“‘IN“NQ‘ - BANK cut:f‘no‘z K Pgogvc E )
CaRos (PeaisnagLes
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Rew CANNED Gocos

: Tug Community
g Store Game
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i CasH Boyx
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THE STORE GAME

| : JULY 1977k
S ~ COMMERCE CURRICULUM: BUSINESS OPERATIONS cHICAGO b

COMMERCE T/F

<

This game is designed to teach the topics indicated by titles below.
INSTRUCTIONS

CAPITALIZATION:

To capitalize his business, the storekeeper can borrow 20, 40, or
60 8 's from the bank, which must be repaid at the end of 12 months.

He must pay monthly interest of one O per twenty D's borrowed.

-STOCKING MERCHANDISE:

The storekeeper stocks his store by purchasing merchandise from’
wholesalers at a cost of one O for each 2 items.

CONSUMER INCOME:

The other players are consumers, They receive 88 'g initially and

4 0's at the beginning of each monthly term.

CONSUMER PURCHASES:

To purchase merchandise, a consumer rolls a die and buys 1 item for
each dot shown. Each item costs 10, ‘He-must purchase 1 "produce"
each month and if he rolls 2 or more, must.also purchase 1 "canned

good". He may choose the other items from any of the 4 groups.

the store is out of produce or canned goods, he mus t purchase these
items outside the community and may, then only, purchase his entire

throw there,

MONTHLY BUSINESS EXPENSES:

After each player has made his purchases, the storekzeper must pay

his monthly expenses: rent, overhead, salaries, and interest.

RESTOCKING:

Anticipating next month's sales, the storekeeper restocks as before.

(He cannot restock during the month).

BOOKKEEPING
Th» storekeeper must record all purchases on his "record sheet",
(Consumers should also do this).

BUSINESS CONTINGENCIES:

After these transactions occur for 6 months, the "contingency cards®
are introduced. Before paying his monthly expenses, the storekeeper

selects a card from the deck and follows its instructions.

LOAN REPAYMENT

After 12 months, the storekeeper must repay his loan and purchase
enough stock to have 6 items of each type. If he can do so, he wins;

otherwise his business has failed.

(FOR SECOND AND SUCCEEDING GAMES, SEE NEXT PAGE)
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COMMERCE T/F THE STORE GAME

" 'MONEY FROM OUTSIDE COMMUNITY:

COMMERCE CURRICULUM: BUSINE ; JULY 1977
. NESS OPERATIONS CHICAGO

The second time the game is played, the same rules apply, but with
several additions.

SECOND GAME

START-UP COSTS:

Initially, the storekeeper must pay 128's for startup costs, as
well as purchasing merchandise,

Beginning with the 7th month, a resident of another community
becomes the sixth consumer,

PRODUCT SPOILAGE:
Also beginning with the 7th month, the storekeeper is required to

throw away all unsold produce due to spoilage, just before he
restocks,

THIRD GAME . \
ESTABLISHING CREDIT UNIONY
The third game has the same rules as the second In addition, the
consumers have an opportunlty at the beglnnlng of the game to es- ;
tablish a credit union by placing® 's in the credit union(é6<T 's min-§
imum; each 4 deposited bécomes 5A's in the credit union). -

BORROWING FROM THE CREDIT UNION: )
The store keeper can then borrow up to 5 times the number of 8's i
in the credit union, instead of borrowing from the bank. He must !
pay monthly interest to the credit union of 18 per 30 B's borrowed.

CREDIT UNION DIVIDENDS: .
At the beginning of the 7th month, each credit union member recelves
a dividend of 18 for eachdo 1n1tially contributed. They must
spend this dividend during this turn in addition to the number
shown by the dots on the die.

AR

THE BANK
All money for salaries and contingency cards comes from the bank.
All money paid for stocking merchandise and contingency cards goes
to the bank. An existing or additional player is named the banker
to manage these transactions.

R LY



800 oy A N TS AN e e ey - g - A —
A A B S ST M LN It b P i I 8 U e Lo D F T T ST ety T LTV AP LI AR, AT I B 3 N 04050 S Y AN T eSS AL e R, 5 U PRI s g i b e S R, ﬂq)vu’[mg. s P, wq

g 5 COMMERCE CURRICULUM: BUSINESS OPERATIONS | Julyw, 4977 §
i IMAGINAL CURRICULUM: THE STORE GAME Chicago %
i§ Commerce Task Torce J
e TR
Instructions: The "storekeeper" uses this ledger to record his “"monthly" sales and expenditures.
- Each round constitutes a month, thus as a consumer completes his turn,record ]
the amount that the consumer spent in the store. (equals the number thrown on by
* the dice). After the five players have played, the store keeper tallys the income
i - for the month and then pays his bills and restocks his store entering all numbers
gl ip__.approFr_:Lgt_e4§9§c_e.§_g__Pr9fitJlo_ﬁs_)___@quals income minus expenditures. i
¥onth . Did the
i 1 2 3 4 5 6 74 8 9 10 11| 12 | Storekeeper §
‘ Item " p Win? .'z:"
I Consumer # 1 Cantvon Sao
| N # 2 back the note f
| C e ; to the lender?§
i O # 4
H M Yes No 8
o B resident from Can you buy
& next community enough stock &
2 | (not in 1st game) to restock L4
' your shelves? §
| TOTAL INCOME . :
X e ' = s [ R o I Yes No &
i % Rent
N P Bank interest If you can, :
.‘?{ E Labor Salaries you have done §
i g Overhead | ‘better than
T Wholesaleritl half the peopld
H T w2 who start i
{i U # 3 ‘ businesses!  §
i R - 3
H E i
|- S
| _Total Expenditures
.This month profit ‘
plus last month - i : ! , t )
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Chance Cards (Positively weighted)

. CQMMERCE ‘CURRICULUM: BUSINESS OPERATIONS '
Cormerce Task Force - -- TMAGINAL CURRICULUM:- “THE STORE GAME

July, 1977
Chicago

P v "¢ [t 3

Written on .card

Area of Short Course

T

i R ASTIRT I O o YT
A di e
|

»Th;l 1l

¥* Grocer in the next community has a fire.

his customers come to you and buy any
produce or canned goods you have left
this month.

¥ A competitor goes out of business. You

can buy his stock:
20 Produce / 15 Dry Goods/ 20 Sundries
for 15 [ 's. Now only!

SPECIAL you can buy 30 canned goods for

10 3J 's. If you wish. This month only!

¥ SPECIAL! You can buy 28 Dry Goods for

7Td 's . If you wish. This month only!

3 Your Cash box has 5 O *s too much this

month! (get 541's from the bank)

(save until you need) A peddler came to

store to sell fresh produce during the
month.

¥¢ A Tour Bus comes to the village. They buy

up to 10 items (depending on your stock)

K Each consumer gets 1 extra [J bonus with

For the first game, use only those contingency

their pay this month.(therefore each
buys one more item than dots rolled)

‘Hard to plan for.

This factor would be very hard to
figure and should not be read
as & trend to increase the
amount of stock purchases.

V07 @ vt ama e Arr g VN F s PRI AN T e A g W

To tie up a great deal of cash at
the end of the year when the
loan must be paid back would
not be helpful, but at the lst...

Ay O EAAT Ly Y Lo S0 A S

1" 1" " " 1" "

Where do you think it came from?
Did some one get cheated?
Did you miscalculate?

Such an ongoing arrangement would
be of benefit to everyone
especially if the peddler lived
in the local village!

The more money in the village, the
better all the economy will
be L)

cards indicated by an asterick.
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" COMMERCE CURRICULUM: BUSINESS -OPERATIONS
'IMAGINAL CURRICULUM:  THE STORE GAME

Chance Cards (Negatively weighted)
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V July 1977'--
Chicago

Written on card

Ares of Short Course . . .
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You cannot get delivery of Produce this
month due to strike. However, your
competitors cannot get it either.
Your consumers cannot shop outside
the community. Reduce their buying
i dot from that shown.

Your Competitor in the next town runs
his Annual Sale. Your customers go
reducing their own cash by 3[]'s

(each player puts 3 [J's off board)

ﬂ%’Ybur refrigerator.went out over the
weekend. Replace all produce.

Your Advertisement is misprinted. You
must sell your produce.at 2 items
for L O .

A drought has caused your supplier to
raise the price of produce to 1
each this month. You must charge
2id's to the consumer.

3% When you count your cash box, you find
5 0 's short. (Put 5iJ 's into bank).

J¥¢ A Thief broke into your store and stole
all your canned goods...Re-Stock.

¥ A fire started in the trash bin. Nothing
vas burned, but it_all smells. Sell all
merchandise at & price this month.

Your roof leaked and damaged your d4ry
goods...sell at & price this month
and pay 58 's to repair roof.

Your nephew is out of work. To please
your wife, hire him for the month «(Put
' I additional £J's into the salary
box this month.)

For the first game, use only those contingency

Contingency over which you have ne |,
control. You cannot stock too
much produce or it will go bad.

Competition must be paid attention to

Contingency... not overstocking
perishables

Make suré you check what the paper
prints before it is printed.
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Variables in pricing must be handled
as soon as you know about them.
prices do not remain constant,

Careful handling of change is very
important or it could ruin the

business.

Security and locking the store might
have helped, What else could you .
have done?

Importance of at least getting back
what you paid for the merchandise.

Preventive maintenance is important.

There are many problems with family
and store ownership...What are
some other possible problems?

cards indicated By an asterick.
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Context:The occasion of establishing a commercial enterprise or an
industry is, Perhaps, the best opportunity for practical
training. It will provide a chance to give many short courses
and lessons related to “things that can be seen and touched".
- However, It is necessary that the Trek Team keep in mind this
objective as they implement the enterprises. . '

DESIGNING THE ENTERPRISE

The event: is the planning session for store layout. (We assume that
this will be the first enterprise started, however, if it is
hot, this plan is easily modified.

The Preparation: Once a location has beén located for the enterprise,
a strike force will measure it and create a floor plan if
one does not exist. These are availab;e for the work.

The Activity: Wherever possible, the workshop should actually take
- place at the site of the enterprise in order to keep the
actual size in mind.
This exercise assumes that the decision has already been
made regarding the merchandise content of the store by
appropriate market research. )
1) . Rehearse what the store will handle as determined by
the research. About how much space will be required
for each product? .
2). Where would you put each type of product?
Consider: ,
+ Will there be a storage room, or will all merchandise
be on the floor?
+ Which items will people be looking for most often?
+ How would we place them to draw people past other
items so that they see'"the whole store"
+ What would be the items which might need special
display?
+ Which are the impulse items which might go near the
counter?
+ Which are the shopliftable items which should go behind
. the counter

'3). Draw up the plan so that all can see where things go as
the store is stocked. '
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T SETTING UP THE STORE

 ICx | COMMERCE CURRICULUM: BUSINESS OPERATIONS - gg’i-'zAégT"
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The event: takes place after the shelves and fixtures have been
installed and the majority of the stock has arrived.

The Préparation: Put paper signs on shelves and fixtures designating
i where the previous workshop on layout indicated things should
¥ ‘g0 . ) )

q The Activity:involves the actual work of stocking and inventorying :
§ ~ the store while the learning takes place. ' :
1) «Rehearse the design for stocking the store and talk about
values such as: '
i + neatness of arrangement
v + making the store look full even if the shelves are
i not full :
H + visibility of all products - . .
assign members of the guild and strike forces to stock the g
shelves. ' g
- 2) .After the shelves have been stocked with the first round of i
items, have each person count the number of items he has
stocked and enter the figure on Stock control or inventory
cards and explain the purpose of the cards.
continue stocking and inventorying.
i 3) .Pull aside the manager and clerks (if any) as well as the
other storekeepers who might be menbers of the Guild and
explain the use of the "receipt book" record keeping system.
i This involves the simple principle of entering the total
amount of each sale on a receipt in a multiple receipt per
page~-carbon copy book,giving the original to the customer
£ and the carbon copy stays in the book. If there is tax that
i must be charged, this must be entered as a sub~-total on the
g receipt. At the end of each sales day, the shop keeper
simply adds up the total and balances it against his total
: cash minus the starting change.
: Or

YAt ety es 80 p

: If a cash register has been obtained, teach the basics of
v e its operation. When securing a cash register, it is very

R e I e

important that there is a feature which gives a total for
the day which can be cleared after it is read each evening.
A detail tape if available will also give more extensive
ability to study the types of merchandise sold on a daily
basis (as opposed to the monthly inventory).
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GRA - ‘ CHICAGO
COMMERCE T/F GUILD |CURRICULUM: ACCOUNTING PROCEDURES

How Do WE

KNOW
How OuR CASH
| ' WILL
MOVE ¢
WE WRITE IT ALL ——
DowN N ovT FTOMORROW 7‘ oo
MoNE Y DATES = = '?:.., ﬁlm MoNTH
. hgia ¥ pihhd i
e ol R ool T
WHAT WE DELIVERED - o~ = :’:.‘: - T =
To EACH CUSTOMER - l s — — q; =
A~ A —~—r
VE THEY PAID US ¢ 1 —
HA ) et
WE GUESS AT OUR COLLECTIONS jAND MAKE THE

GUESS COME TRUE .

WHAT OUR SUPPLIERS DELIVERED To US -
HAVE WE PAID —rHEmz

WE KEEP RECORDS PRECISE RECORDS

s
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GRA R _ " CHICAGO
COMMERCE T/F  GUILD CURRICULUM: ACCOUNTING PROCEDURES |
WE

HAVE OWE
o CASH IN BOX e GooDS & SUPPLIES DELIVERED
o CASH IN BANK To US BUT NeT PAID FoR

o PAY ROLL

o UNCOLLECTE D

o RENT , ELECTRIC , WATER
BILLS & OTHER BILLS,
BILLS , BILLS

o LOAN INSTALLMENTS

CUSTOMER
SALES

s TAXES

ToDAY , WE MUST SEE INTo ToMORROW
| AND THE NEXT DAY

AND THE NEXT WEEK
AND THE NEXT MONTH

\ | /// AND THE NEXT YEARS

\ (WHEN WE NEED To BuY

WE CAN SEE QUITE SoMETHING BIG )
FAR = IF

WE ALWAYS KNowW WHAT WE HAVE —) PRECISE L1ty

510

WE ALWAYS KNow WHAT we owe -| RECORDS
WE DISCIPLINE OURSELVES AND

OUR STAFF To SPEND JUST
WHAT WE PLAN To SPEND — OBHR BUDGET

14
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Ica COMMERCE CURRICULUM: BUSINESS OPERATIONS JULY 1977
GRA GUILD | CURRICULUM: ACCOUNTING PROCEDURES CHICAGO

PEOPLE ARE ALWAYS CoMiNG To COLLECT
WHAT WE OwEk THEM

" "ToMORROW

LATER

OUR EMPLOYEES ToPAY
FoR OPERATIONS NOw ALL THE OTHERS

ARE WE READY ?

To COLLECT WHAT
CUSTOMERS OWE US

V) ‘
%@@MVW

To BE ABLE To PAY OTHERS

Hid
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ICA COMMERCE CURRICULUM: " BUSINESS OPFRATIONS July, 1977
GRA : ‘1 Chicago
COMMERCE T/F GUILD CURRICULUM: "ACCOUNTING PROCEDURES

BANK orR | [Bm
CREDIT UNION

L — 7

PEoPLE FRoM
WHOM You BoRRoW
CASH

PERSoN FRoMm
WHOM You
BuY Goods

PEOPLE To WHeMm You SELL,

PeERson FRoM WHOM You Buy YourR CUSTOMERS
SERVICES

Hli6 X
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CONTEXT EXAMPLE ROLE PLAY REPORT FORM

Keep records in order Draw on the board the
to make decisions(see 3 forms.
question forms). TREcE ] [Fmmin

Have everyone f£ill in Draw report form on
forms with categories - board.
from the board.

CUSTom3
RECEIVAB

Bookkeeping is
DETAIL
work.

Réceigfé-one column is
cash. What will money
come in from?(write in

across columns)(if store-
also needs inventory re-

gofs S°pimes) mvem #

Get group to call out
transactions(have own
ready,include most
categories).

Fill in form from
role play data-have
group find answers.

Record everything.
(use picture)

.

Peyments-one column 1s:

cash. What will the bus-

iness spend money for?

(Write in across columns)
Every # goes in 2 places

Have everyone record
transactions as they
are called out.

Art form what happened
in role play - Did we
make a profit? What do
we have? Why? etc.

Keep all back up
records.(file receipts
and involces by date-
file unpaid invoices
separately.)

Customer Receivable-
One column for what
customer owes, one col-
umn for what customer
pays,last column tells

balance due(one page/
customer.

Check that entries are

correct(record on board).

Ansvwer group questions.
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IcA COMMERCE CURRICULUM: BUSINESS OPERATIONS JULY 1977
GRA ' . - : , CHICAGO
COMMERCE T/7 GUILD } CURRICULUM: PURCHASING EXERCISE

2 T T

SOAP PowdeR

YOU St 28 péc MowtH
YOU ANV E § oN AN

CempeTiTive panc $1:X0

v I " L
Cra i v b wf{«.l YT
—— —— — ——— . - —
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Aim: To allow Guild members to experience some of the variables which they
must consider when shopping for the best price on wholesale merchandise.
To give them the confidence to make purchasing decisions based .upon
a series of considerations instead of guesswork,

I IDY S A AP D gl

Inétructions:

Prepare 4 small boxes with the following data on them written in the
prevailing language of the guild, -

Cost: $ 1,10 ea. Cost: 1,19 ea Cost :.1,13 ea, Special ! THIS
Shipping: .30ea Shipping:,(incl) Shipping:15 ea WEEK ONLY
Minimum# 50 -Minimum # 100 Minimum # 50 Cost: 1,00
‘Delivery: 3 days Delivery: 5 days Delivery: 2 wks Shipping: .15

Minimum # 150
Delivery tomorrow

Prepare a sign as illustrated above,

Have someone who can read, read the data,.., ask the group '"Which is the
best deal?",,.have individuals state why they believe they have chosen

the best deal, If they can read, have them figure the data on the attached
worksheet (translated if necessary) If they cannot read, take them through
the same exercise verbally, ’

Hints: Cash flow is one of the major issues, especially in a new business.
To tie up a considerable amount of your capital unless you could use the
"good deal" to lower prices to entice more shopping such as ' SOAP POWDER-
REGULARLY $1.80,,.0NLY 1,25 WITH §$ 5.00 PURCHASE", you would be wise to
purchase the best deal on a two months' supply,
If you have a competitor who will get the business while you're out, you
may elect to choose the more expensive deal with the short delivery time,
however, it is to everyone's advantage for you to be able to get it at the
cheapest acceptable rate, even if people have to wait a day or two. Point
~out that more careful inventory checks might have allowed you to purchase
the soap a week earlier, '

LN R TN AN i R e A RS A e 0L T TN W D AT 20T I LT o G T el .07 2 1
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8 crA o ) COMMERF}E CURRICULUM: BUSINESS OPERATIONS : : ¢
i COMMERCE T/F | GUILD CURRICULUM: PURCHAS N chreace g
3 bt - : ISTNG EXERCISE . : f
« - X
S This sheet is to be used when figuring which supplier's prices are the most :
§ applicable to the needs of the HDP Enterprise needing wholesale or bulk items,

E

H Item Needed

é Average Number sold per month i
i - : _'
% Last Price paid / unit price

3

§ Our current price to the customer -
Ed ' ;
§ Our net markup i
b !
% Our competitor's price E
g ‘ i
SUPPLIER: ;
§ i
:
i Quotes: # 1 # 2 # 3 i
% Number of items: 3
4 g
2y

3 Cost for lot :
£

% Shipping Costs:

§ Other Charges:
Ry

b

g TOTAL

; .

g Cost per item 3
CONSIDERATIONS -
% How long will it take us to sell the best price quote?

§ How long can we tie up our cash for this item? é
% Could we cut our.price to the customer as an encouragement for other purchases b
i (as a "SALE" item), sell the items quickly and recover our cash quickly? E
H , &
: Will the supplier sell us the special, but deliver it to us in smaller shipments}
:1: ‘1
? Does the supplier offer a time payment arrangement which would make the §

. offer to buy a larger quantity at a lower price a possibility? :

Tt 92 F AT P AU T etos P! A Ao AN L 3 e I W T et bt -aw.-.m_-m,,,ﬂw_.,\\;*.(nmmkgw;¢*ww;awm»mws 3 o AR A 20T e D AR '
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ICA COMMERCE CURRICULUM: BUSINESS OPERATIONS July, 1977 E
GRA GUILD CURRICULUM: FIELD TRIP Chicago ;
OMMERCE T/F CC SR : ‘ T

I.

Merchan-~
dising
Field
Trip

~set of successful possibility in these arenas over and

bjectives: To expose the Commerce Guild, local
auxillary, and concerned businessmen to merchandising
and purchasing experiences beyond the Human Development
Project boundaries and also thereby to create a mind-

YT -

against a typical mind-set of impossibility and failure.. ﬁ

Preparation: Select in a near-by larger market
center a particularly exemplary retail outlet that §
illustrates successful retailing. Also, select one 3
that does not to illustrate contrast. {

Make arrangements in advance with the farmer to
receive a contingent of village people on a given day
and hour suitable to the shopkeeper. (Shop the latter
store casually.) :

Activity: Context the trip relative to purpose,
location of store, nature of business. Pre-assign
one question for each person to ask the retailer £from
among, but not necessarily limited to the following:

mix of products stocked pilferage/shortage
turnover ' sale days

display of mexrchandize advertising
selection of store site impulse buying
allocation of shelf space housekeeping

cash control

pricing and marketing
management of people

Encourage them to ask other spontaneous questions
at the sight. Have someone in the Guild or auxillary :
take notes. b

Shop the other less organized store, probably in
smaller groups, or assign one or two to observe the
“store and report later on behalf of the total Field

Trip groupe. §

Hold a structured conversation on return trip or
at next Guild meeting to get corporate clarity on the

significance of the trip.ang on the principles of good

H 2.3
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i 1cA COMMERCE CURRICULUM: BUSINESS OPERATIONS July, 1977

i - GRA GUILD CURRICULUM: FIELD TRIP o Chicago
H__COMMERCE T/F S

-

retailing observed. Contrast the "good" and "bad" 1
i operations observed to further illustrate these principles.]
§ ~ - ;
H II.

; Specialty . Objective: The objective of this trip is to

2 Store observe a unique commercial operation that another - H
3 Field community has established to create consumer interest

H Trip even beyond its own confines. This activity may be a

§ retail store, but also may be a specialty restaurant .
; serving ethnic foods or some other unique service. :
Preparation: Same as for general merchandising LL
3 field trip. ]
Activity: Context the trip in the light of the :
2 objective and place a special emphasis on attention to
} how our community might initiate an enterprise that ]
¥ could have area-wide or reagional appeal---may.or may :
H not be identical to the visited activity. {
f Kinds of things to observe and questions to ask: :
. i
3 A, How did product(s) or service come to be chosen? §
] B. Was there research re: consumer acceptance? a
: C. ‘How did consumer interest expand beyond local?

3 D. Is attraction low price?

* E, Is attraction high quality regardless of price?

i F. How important site location?

d

Have scmeone take notes on sight visit. Hold a
conversation on return trip to get corporate clarity on
significance of trip.

At next Guild meeting hold a brainstorm session

on practical possibilities for a new unique business

3 venture in our community (noting in context reasons for i
success in field trip visited activity). i
Wholesaling Objectives: The particular objectives of this trip [
{ Field are to acquaint Guild, auxillary and project businessmen 1
d  Trip with the sources of goods and supplies availabde to 3
g,h.wgmcmw:dw«xr.m.‘wmjw.,‘..‘t.*-.M»,,m;wm;u\m\;«NDMM:;I.“;:‘%:&W:ﬂmﬁ.’ﬂkﬁmnftﬂrmn‘%'m&y(‘ﬁﬁ'ﬂﬂo&h‘(%imm '
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the village and to observe the operations of a typlcal
wholesaler.

Preparation: Pre-identify and then select a
number of wholesale businesses in a serving near-by city
to visit. Make arrangements with key ones to receive
group and to tell about their operations.,

Activity: -Context the trip in the light of the ;
objectives and have group be alert to identify commodities}
and other products that might be purchased and sold in
their village. Also have them begin to experience

differing prices and terms quoted on the same products
(also see 'Purchasing Curriculum).

Particular things to observe on the field trip:

A. Number of wholesalers handling same products.

B. Warehousing methods.

C. Variables that affect wholesale prices.

D. FOB point(place where title changes hands -~
seller to retailer.

E. Delivery schedules possible to HDP 1ocatlon.

F. Credit terms.

G. Returned goods policy-~defective merchandise.

H. Consignment policy, if any.

I.' packaging.

5N N L YRR S N AT B P AR W R R Wt bl 114 X AT 3 BB P ety sy iun g e
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Hold conversation on return trip reflecting
on significance of the trip generally and useful
information specifically. Identify wholesalers who
might be of valuable service to project.

<
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i GRA : © GUILD CURRICULUM: PRACTICAL -PLANNING July 1977
H prmerce Task Force — —— —— ‘_ Chicagan

WORKSHOP
: UP-GRADING A STORE

s It is recommended that this workshop be held as follow-up to
] curriculum on Business Start-up, Accounting, and other Operations,

§ The objectives of the workshop are to give the Auxillary, Commerce
l Guild, and other interested businessmen practical experience in up-

H grading a local retail store and coincidentally to provide the selected
H shopkeeper with the “pearls" of the workshop. Ideally, the Guild would
§ assist him in implementation. If the selected store is privately owned
it is important that the shopkeeper be a Guildsman or one who has par-
ticipated in all the curriculum and is collegial, because invasion of
his privacy is involved. If the store is community-owned and run by an
appointed manager, this issue is of minimal import. :

LI RN AN NP e B3N A [y rep b0 S el

WORKSHOP METHOD : ,

. Begin the workshop as a Commerce Guild exgercise in regular Guild
space. Context the workshop.by articulating the objectives and proced-
ures, which are as follows:

epveans

st

OPENING: Context and hand out a paper indicating: b
: | i
i ‘Name of store and owner :
4 Iocation :
: Categories of products sold in store i
i Samples of business forms used 5
: Latest financial statements £

2 SITE VISIT: Guild moves quickly to the store with the shopkeeper

; for a one-hour look-around, making suggestions and

{ notes in the broad arenas of MERCHANDISING, PURCHASING, PRICING and*
BOOKKEEPING. (notes taken in earlier business curricula plus field trip
visites will be very helpful here.) The merchandising observations and
suggestions can be done with minimal help from the shopkeeper, but there
§ will be questions in the other arenas which require his explanation.

R A TR T LT B A NN T

After site ihspection, Guild returns to Guilg meeting site and the work-
shop léader will get up on a board the answers to the following questions
under the four headings of: Merchandising, Purchasing , Pricing and Book-
keeping: .

e R e

Rty Lt

1) What were your initial impressions?

2) What are the gifts of the store?

: 3) Where could you point to blocks that appear to
i limit a more successful operation? H
] 4) What is the major contradiction? . ‘ - 3

i T e G AT LI St D e 18 ST N T ety g T N e 1 g e T e et e
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Alans

The workshop will then be divided into 4 groups according to the major
arenas, and each builds a written plan for its portion of the up-grading.

it The groups then reassemble, share their reports and criticize the whole.
)i The resulting consensus must include the shopkeeper. The send-out from
| the workshop includes a resolve by the Guild to help implement the up-

§ grading plan., , '
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_ THE SToRY oF CosTS, PRICES , dnn PROFITS 1N CemmERCE

15 THE SToRY o6F How To MAKE OUR REVENUE WEIGH MORE THAN OUR TeTAL CosT, . iz

ouk REVENUVE FRom THE SALE oF A QUANTITY ,Q , OF SoME ITEMS ) EACH OF WHICH WE SELL AT PRICE,P,

REVENUE ToTAL CosT
19 THAT QUANTITY TIMES THAT PRICE . REVENUVE = PXQ

ToTAL COST 1S o WHAT wE PAY To ouR SOURCES OF SUPPLY FoR WHAT WE SELL

SoURCES
‘ FARM &
a l A

s e
ER GoobS
LV WHAT WE PAY To PEGPLE WHo MARKET AND PELIV
PLOS ° AND WRAT WE Pnil BACK. To PEGPLE WHO HAVE LOANED D;i Money |
PLULS o WHAT WE HAVE To PAY FoR GoopS LoST oR SPOILED :

ToTAL CoST

p3Ixn
+4 4

NOow , LET us PUT ouR PRICE TAG ® om THE ITEM T WHICK WE BougHT FRom -

OUR SAURCE ¥ ;; @

X
1+ IF our REVEWUE = OURTETALLoST, py TeTAL CosT

Aol

WE MAY FEEL Good , BUT WE WILL N6T BE ARLE To Make AnY

REPAYMENT OF MONEY LOANED Tous , WE wiLL NoT BE ABLE To SAVE FoR EXPANSION, WE WILL NoT FEEL FREE To

TAKE MORE RISKS ) AND WE WIiLl, NOT BE ABLE To RETURN ANYTHING To PEOPLE WHo HAVE INVESTED IN ouR ENTERPRISE,

S0 - WE PRICE To WIN A SURPLUS oN oUR SALES

SURPLUS ON SALES = REVENUE —ToTAL COST
REVENVE

N 2

WHAT SHOULD WE MAKE THE PRICE To OBTAIN ouR BEST SuRPLus ?



PRICE 1S

WHAT WE DECIDE IT NEEDS ToBE To BRING US THE BEST SURPLUS oN SALES , $6 THAT

WE CAN TAKE MORE RISKS , EXPAND oUR BUS|NESS | PAY OF F OUR DEBT ON TIME , AND INVITE
MORE CAPITAL WHEN WE NEED IT IN THE ENTERPRISE,

IFEACH Box B HAS A SELLING PRI'cE, P, THEN REVEMUE = ALL BoXES WE SELL X PRICE OF EARCH Box

REVENUE = ABDBRBmMBRE XP
WE WANT To SELe many Boxes Ml To mawy CuSTOMZES FRD i o0k MARKET

How MANY BoxES CouLd wE GIVE AwAY ?

o > LL ,0R ALMOST ALL
5] P=o v%%%-‘ AL,

How MANY BexEs LouLd WE SELL IF Polop? MM O H— %‘% SOME | BUT NeT ALL

How MANY BoXES CooLd WE SELL IF P = 2007 7 —> ,ﬁ% LESS THAN IF P= 100

How MANY BoXES CouLd WE SELL IF P=300¢ Bl —> .:2 EVEN LESS
WHAT wauLd Go OoN EACH SIDE o‘f-_' OUR SCALES?
SELLING
PRICE , P REVENUE ,PxQ TeraL COST
im$
o o
£
loo U @@= 4oo z:ug\cn:
i
200 aRn = Yoo og
i
300 =R = 300 a



QURPLUS ON SALES IS

KEVENUE = ToTAL COST, WATCH THE SCALES

P=0 P=1l00 P=200 | P=3o00

ity

WE LOSE ToTAL CosT WE LosE WE Win WE LOSE

BUT WHERE ¢

WE SEE THAT _OUR BEST PRICE For SURPLUS IS BETWEEN 100 AND 300 .
BEST PRICE 1S ABoUT 220

X

?
o -

+.
. Becnusg IT GIVES US BEST SURPLUS
122 . - 1,
Hi x W “ + ’ ,Xd"‘\»\
Win o W - N
b3 o N
LoSE  ~t . 4 X
| % | LoSE . )(/ N
-ty . 4 P -~ . \
-34 S e : S ' \
/ N\
* . . . X . N\
o 100 200 300 o 160 r .Y, 300

DRAW A PICTURE OF SUPLUS AT THRoW A STONE OVER THE WwALL SoTHAT u;rs
)
EACH PRUWE , MARKIT X FLIGHT PATH PRSSES THRouGH ALL THE
. ) (
X PoiNTS ST
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¥

REVENUE

BREBEHID

WHAY M)I.Li- HAPPEN To ALL ovR REVENUE,AND To ALL 0UR SuRPLLUS ¢

i

SuRPLUS
onN

SALES

NET
ProFIT

TJoTAL

CosT

%43

uoooo

= Pay DEBT DUE

PAY Fob Pay S0vecCES
oF SuPPLY
| Pay DELWERY
CosT
PAY OTHER BILLS
PAY To REPLACE SPOILED
' OR LoSYT GeodbS
_l_ SAVE A RESERVE To
- RePLACE oOLD
EQUIPMENT

A4

| PAY For |

| Commumity |

L eEavices |

HEARLTH

EDUCATION

WELFARE

WATER SYSTEM

RoA®Ss
Commun(Ty CENYER
AND OTHER THINGS
COMMUNITY NEEBS

~

———

NET
PRoFI\T

USE THI1S
To EXPAND:

s BoY MorE Goobs Feom ovR
SOURCES THAN WE SoLd
- BEFPORE

s BuY MORE EQUIPMENT
TRAT WE NEED®»

o SERRCH FoR NEW AND
BIGHER MRRIKETS
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IMAGINAL INSURANCE FLIPCHART

(0
I¥ YOUR PLACE oF - _:)
BUSINESS 15 ‘DAMAV{W@\ )
CHE Y oy
STo
2
£ s

\F YOUR PROPERTY 1S STOLEN

& . 3 a]

IF YOUR CUSTOMER OR
EMPLOYEE ISHURT
IN YOUR PLACE oOF BUSINESS

S8
o
You MAY NOT HAVE To PAY

FoR ALL THE LosS , DAMAGE ,o0R REPLACEMENT

———

COST o oo

IF YOU BUY INSURANCE
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TCA >
| om : BUSINESS OPERATIONS
Commerce Task Force SALES/PURCHASING

Collect data concerning existing business in community and
neighboring communities to determine what goods people buy and
where they go to get them. Look into what suppliers are in
operation - that is, where do the retailers get their goods
from? Also, get an approximate idea of what wages are paid to
store labor and check out what forms of advertising are
commonly used. '

Context This workshop consists of the more visible or obvious functions

of a reteil business, which affect and concern day-to-day
operations. The businessman is daily involved in sales, volume,
advertising and ordering his products. Daily he is affected by
fluctuations in prices of his wholesalers, retail prices of compe-
titors and promoting his own products to the public. This over-
view of operations will provide an introduction to the retail
store as well to more detailed background functions such as record
keeping and controls for efficient operation.
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-What 5 items would sell
in community?

-=Which of these are
easier(more econamic)
to obtain?

~How much stock on hand

is desired to open store?
-What methods are employed
to determine quantityvof

next delivery?(after
opening)

-What are three ways to
spread the word through
the community and itams
to be so0ld?

COMMERCE CURRICULUM: BUSINESS OPERATIONS
AUXTLIARY CURRICULUM: SALES/PURCHASING

-Where are the best
wholesale suppliers
located?(for these items

-Other than wholesale,
what expenses are invs
olved(freight, taxes,
payroll...)?

-What methods are used
to determine the quant-
ity to be kept in the
store?

-How do you move stock
that is not selling
well?

What ways could the store
exterior and interior
be utilized:

1. to enhance custom-
er appeal?

2. to facilitate cust-
omexr service?

-How do these costs in-

fluence the retail cost
of the item?
~-How do you now determine
retail price?

-What procedures can be
used to keep loss or
shortage at a minimum?

-What might be done to
introduce new items?

-Maske survey of ccustomer
requests to broaden
variety of items.

~-How would you go about
advertising to & broad-
er geographical area?

July, 1977
Chicago

-Walk through priceing
procedures.

=Introduce concepts of.
ordering bulk quantities
and flow of goods
through store.

-Explain the basics of
customer .service and
and return business.

-Introduce concepts of
advertising and expan-
sion
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AUXILIARY CURRICULUM: BUSINESS CONTROLS Chicago

Commerce Task Force

This is one of three possible collegiums on Commerci#al Services
for the Auxiliary Staff. It is not a curriculum design, but a
brush stroke of some important aspects of business controls. The
objective is to release the Auxiliary Staff from fears and other
blocks relative to dealing effectively with business control
prineiples. ‘

In the spin part of the collegium (perhaps 30-35 minutes), the
collegium leader wents to get these broad business control points
covered (see suggested 4 x 4 x L' and note that the Business
Manual covers the Business Controls subject in detail).

Except for a smell "make changeY bank, the principle of depositing
all receipts in the bank and disbursing all funds by check provides
good cash control - statements should be reconciled promptly at the §
end of each month. P ’

The cash flow statement provides a rational way to anticipate in-
flow and out-flow of cash for the month or longer period ahead.
Actual experience noted at therend of the month corrects ending
anticipated balance for the next period. Developed shortages of
cash must be covered by increased supplier credit or short-temm
loans. Excessive cash beyond current need should be invested in
cormercial paper or other interest-paying instruments, choice depe
depending on when cash will be needed for scheduled disbursements.

Inventory Merchandise suppliers should be selected who furnish optimum
Control quality, price, and service. Routine provision should be made
. to receive, account for, and pey for receipts of materials.

Replentishment of inventory should be provided for based on past
and anticipated future sales of each itmm, and ideally not to
under or over-stock. On sale days and otherwise, provision should
be made for emergency deliveries. Stock tally sheets, if posted
accurately, will provide a running"book inventory"count of items
handled which counts should be physically verified periodically

or as necessary in the cirauwnmstances.
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Commerce Tagk Force

Management " Receivable, payable, cash, and inventory records are vital
Records to the effective management of any business. In-bound records
establish material conirols and inform accounts payable. Daily
sales should be accounted for by a simple carbonized sales slip
which will reconcile the cash box totals at days end. Such a
system will also reconcile shelf inventory, depending on detail
recorded on slips. Operating statements are "windows" through
which the manager may view the results of his operations for the
past period.(profit/loss statements) and also observe his assets,
liability and net worth position as of the date prepared.(balance
sheet). Not only do such statements record the past and present.
but help in decision-meking relative to the future. .

B I L e P e e e
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Personnel The people aspect of business is perhaps most important of all.
Management Mansgers must be selected who honor how to control all functions
of the enterprise and know how to!control the workders effectiv-
ely. They establish plans, then work the plans making mid-course
corrections as controls inform them. Employees should be chosen
from the local human resocurces pool, formally and informally
(on-the-job trained). Wage scales and other benefits should be
established in accordance with appropriate competitive levels
and - in accordance with employee contributions to communit well-
being through productive employment. :

A, s e LA LT B TN AY A L, e a g

Traiian

Suggested 1. Are their questions of clairity on any particular business
Questions control point. (have manual at hand for referral or invite
for study of detail at a later date. '
Collegium _
Discussion What plan should be made to up-grade community understanding
of business controls(particularly after trek team leaves)?

Who is the audience beyond the business and industry
community leaders? Commerce Guild? Others?

TP 3 B L AN 10T s R H7 TR s Mt 4, ! A 0 NI T et A €SS

How should we mesh this material with other curriculum
across the project?
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Check
Register

Invest-

fimprest System

Income Control

| Outgo Control

1

i Reconc1liatlon

{ Opening Balance

! Thncome Forecast

§ Outgo Forecast

; Closing Forecastf

! Source

Fiscal Strategy

b Pank Service

Interest Income

Instruments

Fiscal
Strategy

Bank Service

Interest Income [}

COMMERCE CURRICULUM:
AUXILLARY CURRICULUM:

Supply Source

Produce Mix

Selection

j Shelf Display

T e e e e s S T

Replen==
tishment

plan Turnover Rate

Revised Mix

PerpetualI_In Out Posting
Contrcls_

Roufine:
Scheduling

Double
Verification

y Sheets
gdjustments

Profit/Loss
slgnlflcance

Physical

Count

BUSINESS OPERATIONS
BUSINESS CONTROLS

Count
Verification

sical
g%%rage

Backroom storagef

gg%%{ngheet

Accounts Payablhf

‘Cash box Control.

Carbonized
Receipts

Daily Tally

Caig Inventory

-Cost of Sales

Management Toolﬁ

i Mangage-

ment

Enter-
prize
Workers

Training

July, 1977
Chicago

.Leédéfshiin
jdentification

Merchandising
Control

Purchaging
Control

Financial
Control

Back-up Reservesf;

Eroductivity
creen :

Adequete
M A

Maﬁagement‘"
Training

| Useful Skills

On-the-job

Safety Rules

R S R T

Wage Scales

Time Off

Health Plan

Retjrement
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~Create questionﬂhire
to determine what
products will sell.
-What items should be
dropped from store
list? What should
be added?
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~-Build model to review
customer satisfaction.
-What might be done to
improve customer
service?

-What suppliers should

be changed to get
better products?

COMMERCE CURRICULUM: BUSINESS OPERATIONS
AUXILIARY CURRICULUM: MARKETING

]
4

-Make a chart to:‘dis-
cover seasonal friends
in purchasing.

-How could this data
be used to take ad-
vantage of buying
trend in advance?

-Demonstrate to Guild
basic data-gathering
techniques, particu-
larly what kinds of
information are
desired.

-Do regularly sched-
uled surveys, after
business is open, to
review product line

§  and determine ongoing
; purchesing trends.

RNy

rmatae

-Based on previous
months and weeks, what
sort of volume can
reasonably be antici-
pated?

-Make an optomistic
- forecase for the year
including types and
times of correspon- -
ding promotion.

-Impress upon Guild
the necessity for
constant awvareness
of market demands.

-Break down types of
promotion(advertising,
coupons, sales) and
build timeline for
implementing.

PROMO
H ADVERTISING

-Based on surveys,
decide what products
need most advertising.

-How would you find =~
what kind of pro-
motion is most effec-
tive for different
products?

-How would the
competitions' activity
influence your own
promotion?

-To the Guild-
get across the fact
that to survive and
compete, promotion
is crucial.

j -What might surveys

g tell you about

H opportunities to
broaden your market

geographically?

-How would promotional
techniques differ
when used in another
community?
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-How would projected
sales affect future
promotion?

-What would an inten-
tional model for
that promotion look
like?

£ INDNT TV FIERT 0T R Y RCRE L (APD R AT LA G B

-To survive in
business, growth is
essential. The Guild
must be shown this,

- and the steps to
achleve it.
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