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CHAPTER I.
INTRODUCTION
Purpose of The Study

In submitting a study on the establishment and operation of an

office supply and stationery store, it is the writer's intention to
set forth some practical standards or guides for the prospective
stationer. The counsel tendered herein is not offered as a sure guar-
antee of success because there is no magic formula for success, nor is
there any substitute for actual experience in retailing. However, it
is felt that the interested reader can gain some understanding of the
problems involved. To use the language of the military: He will be in
better position to "make an estimate of the situation", and after having
carefully considered all obstacles he can take a "calculated risk",
which would enhance the chances of success as compared to his taking a
blind plunge without lmowledge or understanding of the risks involved.

Before getting further into the study, it may be of interest to
note the origin of the terms "stationer" and "stationery”:

Because merchandising competition in the neighborhood of
St. Paul's Cathedral in London was so keen in the early days, each
dealer was given a specific station where he could stand with his

tray of goods. From these men at their stations came the word
"gtationer” and the term "stationery".l

The writer's interest in the office supply and stationery field

stems from the fact that for several years he was employed by the

1 U. S. Department of Commerce, Establi and Operating a
Stationery and Office Supply Store (Washington, 1946), p. iv.




Sentinel-Richardson Office Supply Company, Grand Junction, Colorado.

His experience with this fimm included stockkeeping, bookkeeping, selling
in the store, buying of stock, office manager, and traveling sales repre-~
sentative in a territory which consisted of a large part of Western
Colorado.

In his preliminary search for data in this field, the writer was
struck by the fact that there was very little apparent willingness on
the part of office supply retallers and trade associations to disclose
any specific information as to the methods of operation, other than a
willingness to discuss the matter in broad generalities. Also, in
searching for secondary data in the field, the outstanding observation
is that very little appears to be available in the way of existing infor-
mation which reflects the business practices in this particular field of
retailing. Therefore, it was decided that some contribution of impor-
tance might be made by conducting this study.

After talking the matter over with the author's advisor, it was
determined that even though it appeared quite likely that such an
effort might be somewhat disappointing, a direct attempt through the
use of a questiomnaire would be made to determine business practices of
this type of merchant in the State of Oklahoma. The results (which might
be obtained) would then be combined with secondary data and available
reference material such as that prepared by the U. S. Department of

Commerce and the several trade associations that operate in this field.



CHAPTER II.
NATURE OF THE BUSINESS

Types of Stores

It is difficult to state or describe the precise nature of the
retail statiomery-and office supply business because more than one type
of activity is involved. On the one hand i1s the demand for consumer
goods such as social stationery, greeting cards, writing supplies, nov-
elties, and miscellancous merchanﬁise. On the other hand is the demand
for business operating supplies such as cmmrcj.al stationery, office
supplies, filing equipment, office machines and office furniture. Par-
ticularly in small citiea; the demand for either of these types of
goods may not be sufficient to justify specialization. Many fimms,
therefore, serve both markets through the operation of a general sta-
tionery store. For the purpose of this study, a stationery and office

supply store is considered to be one dealing primarily in supplies and
stationery for the office, and secondarily in supplies for home or

school.

Trends and Opportunities

The stationery and office supply man who is alert and knows the
daily needs of businessmen has a wide field in which to offer his goods
and services. According to the U. S. Department of Commerce, "the
stationery and office supply business has enjoyed a steady growth
throughout the years and has proved to be a relatively stable field of

business." The primary task is to develop a steady group of customers,

1 Ivid., p. 5.



large unit sales, and a stable sales volume. For the first several
years while establishing the business the beginner must expect to put
in many long hours of work. However, the work is pleasant and the
incentive derived from establishing one's own business will offset this
disadvantage. A further disadvantage lies in the fact that comsiderable
training and experience are required. The business will grow slowly
over a period of years and handling the lines and quantity of goods
which yield large sales wvolume requires a relatively large capital
investment.

Competition from persons other than those already established in
this field will come from limited-price variety stores such as five-and-
ten-cent stores, and from book, drug, and department stores--all of
which sell stationery. "One survey shows that 6 per cent of the sales
volume of the limited-price variety store is derived from this line of
goods.”z

On large and expensive items, competition is largely bvetween dif-
ferent brands because large manufacturers usually grant exclusive agen-~
cies to dealers in specific territories. The best hedge against
competition is to build up or develop an established clientele. This
gives the stability derived from repeat orders on the regular lines of
supplies and will also provide the opportunity to capitalize on the
tendency of customers to look to the dealer for assistance and services
connected with the efficient operation of an office from the supplies

point of wview.

2 Ivid., p. 5.



Personal Requirements

In opening his own business, a person will achieve the status of
being his own boss, subject, of course, to the demands made upon him by
his business associates and customers. DBeing his own boss means that
the person must have the drive, initiative, and the energy to determine
a course of action and see that it is carried out. He must be able to
give leadership to his employees and to develop a clientele which is
pleased with the goods and services offered. Acconﬁng to Converse and
Jones: "The primary qualifications for the successful owmership and
operation of a store are managerial ability, eapital, and knowledge of
merchandise."”

A person who opens a store must knmow something about buying mer-
chandise and something about selling. He must also have some specific
knowledge of the particular kindis of merchandise which he proposes to
stock. In other words, the person needs experience. Lacking experi-
ence, it would be wise to postpone the opening of the business and to
work for an established stationery and office supply store for a time
in order to learn as much as possible about the merchandise, as well as
about the techniques of buying, selling, pricing, stock control, and
record keeping. A year or two invested in this fashion may pay good
dividends. "Statistics show that on the average, men in business for
themselves are 10 years older than those who work for others, and that

about 2 out of every 3 are over 38 years of a@r.-"‘

3 Paul D. Converse and Fred M. Jones, Introduction to Marketing
(New York, 1948), p. 257.

4 y. s. Department of Commerce, Op. ¢it., p. 6.



Going into business for one's selfl is a risky uwndertuling and anal~

®

raas of business fallures made by the Govornment and other agencies
indicate that about cone-third of the small businesses opening their
doors are forced to close within a year, while about one~half mo out of
buginess within two years. Thore are approximately a half million
enterprises of all ames that close thelr doors each year. The primary
reason for business fallure is peor manageaent. To be a good manager a
person must be able (o handle poople, must know his merchandise, must
understand both buying and gelling in tomms of his own market and must
tmow how to contyol costs. Poor managenent in the form of lack of knowl-
edge or energy, lack of capital, and lack of proper vecords is the cause
of most businese feilurves. ﬁhwise buying, or improper emphasis in
selecting merphandise inventory, constitubes a chief manifestation of

inexperience in this field of retailing.



CHAPTER III.
FINANCING AND ORGANIZING THE BUSINESS

Capital Requirements

One of the reasons for the failure of many small busineases is that
the owners have had inadequate capital. What constitutes adequate cap-
ital depends upon the size and kind of store, the type of fixtures, and
the margin of safety established at the outset of the business. There
are a few guiding factors which should be kept in mind when estimating
one's own capital requirements. According to Kelley and Lawyer:

Capital. . .means command over purchasing power, the total of owned
and borrowed funds plus credit accepted. Thus for a business that re—-
quires beginning capital of $15,000 the owner may have §8,000, secure a
bank loan of 4,000, and obtain goods worth $3,000 on eredit from sup-
pliers, equipment dealers, and others. Often it is not necessary to
borrow the full amount at once, but a line of credit egual to the maxi-
mum amount required should be established o be used as needed. Usually
the owner's equity should be about two~thirds of the total capital re-
quired, but this is an arbitrary and somewhat conservative rule.l

According to the U. S. Department of Commerce:

A store with emphasis on-stetionery and office supplies with fewer
additional lines of merchandise, lggatad in the business district of the
community will require at least §5,409.  An enterprise of this type
would appear %o be most desirable anﬂ M - to hold greater possi-
bilities for the beginner. However, _ ﬂt be considered adequate
capital on which to start a small store catering to home or school sta-
tionery supplies. To begin with so little capital will mean many hours
of hard worit and the future market will have to be analyzed very care-
fully so as to be assured of an immediate volume of sales.?

One of the fundamentals of finance is that the owner or owners of

the business should furnish the capital to cover permanent or fixed

1 pearce C. Kelley and Kenneth Lawyer, How to Organize and Operate
a Small Business (New York, 1949), p. 130.

a1o
2 UJ. 8. Department of Gmmm,l@_. cit., p. 8.




investment and permanently needed working capital. Converse and Jones
have this to say concerning this statement:

The major portion of the long-time investment or capital for a
marketing organization should be provided by the owner. Funds which are
needed to finance temporary expansion in the inventory or the accounts
receivable may be obtained from banks or from merchandise creditors.®

The prospective retailer should have enough capital to cover cur-
rent expenses during the period when he is searching for a location,
securing a lease, and buying the required fixtures and stock. He should
also be in financial position to pay for the early operating expenses of
the venture. Some of the benefits of having adequate working capital
are the maintenance of credit standing, securing of cash discounts on
purchases of stock through prompt payment of bills, maintaining an ad-
equaté inventory, and having cash in reserve to carry the business
through periods of slack business.

An error often made by beginners is that of maintaining an exces-
sive inventory. Dollars represented by slow-moving stock on the shelves
are unproductive dollars. It is well to keep in mind that the size of
the inventory will depend to some extent on the distance of the store
from suppliers and that an inventory-contreol system will enable the
store manager to order replacements on time and prevent overstocking.

"A store dealing primarily in stationery and office supplies, and antic-
ipating an initial annual sales volume of $15,000 to $20,000 will have
initial capital requirements between $5,400 %o $’.’,400."4

Assuning that the operation will be carried on in rented quarters,

3 Converse and Jones, Op. cit., p. 12.

% U. s. Department of Commerce, Op. cit., p. 9.



with no delivery system and that little or no credit business is
handled, a break-down of capital requirements might be as shown on the
following table:

TABLE I

CAPITAL REQUIREMENTS BASED ON ANTICIPATED SALESS

I

$15,000 sales $20,000 sales

volune volume

Opening Inventory. . . . « . $3,200 $4, 200
muip“nt. - - - - - - - - . 1'000 l'sm
cﬂah ROBBm‘- - - - - - - - 1:2& 1;?00
Total Cash Requirements . $5,400 $7,400

If a delivery system is anticipated, the cost of the equipment
will have to be added to the figures shown in the above table, and if
it is expected that some credit business will be done, then at least 2
months' credits should also be added. As a matter of reality, the
dealer in office supplies and equipment will find that he must do some
credit business because the greater portion of his business will come
from the various business firms in his conmumity. These firms as a
matter of convenience, will desire to make their routine purchases on
account throughout the month and then make payment usually within ten
days after the date yhan statement of account is presented at the end
of the month, provided a cash discount policy be followed, or not later
than thirty days' time thereafter.

The cost of goods sold will vary with the dollar volume of sales

and with the size of the town in which the store is located. The same

5 1bid., p. 9.
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is also true, more or less, with other items of business expense.

TABLE II

COMMERCIAL STATIONERY AND OFFICE EQUIPMENT BUSINESS

AVERAGE OPERATING RATIOS, 19486

The following ratios are expressed as percentage

sales being 100 per cent.

Salaries, owners and employees.
Advertising . .
Light, heat, water.

-

-

-

Insurance and taxes (other than i.ncome)

Outside selling expenses other than

Shipping and delivery expenses. .
Other operating expenses. . . . .
Total operating expenses. . . . .
Cost of Goods Seld. « . « . . «

Broos Mappglli- « « & 5 500 & 5 = &

Net operating profit (before tms]

Income taxes (State and Federal).
Net profit.

L - - - = - - - - . =

Turnover {(Number of times per year)

galaries and cwmissiona.

L] . L] . L]

L T ]

.« & = B ® @

of net sales--net

« 8 8 »

. & & W B W ®€ & =

L] L] - L] -

-
-

L] L] .

-
-
-
-

B e &

L] L] L] . .

L]
. . & .
=
=N o
L] . .«

boRneINkBEERY

e & @8 @
. L] . . - .
. .

=2}
Oigstﬂsglhlulﬂld
-

P
3&

3.
3.23

On the average, the cost’of goods sold

will probably be about 63

per cent of sales volume, as will be noted from Table II.

Therefore, if

an annual sales volume of $15,000 is realized, the expenditure for mer-

chandise would be about $9,450.

The average rate of turnover for the

office supply indusiry is approximately 3 times a year, so the average

inventory cost would be about §3,150.

Using the same line of reasoning,

the approximate inventory figure for any given sales volume can be

figured.

The figures of $1,000 and $1,500 for store equipment as indicated

in Table I are arbitrary estimates.

The actual cost of equipment will

6 u. s. Department of Commerce, Business Information Service

(Washington, 1949), p. 2.
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a

depend on whether new or used fixturcs are bought, znd whether the pro-
prietor is able to construct some of the egulpment himself, and how much
reconditioning the gtore requires before the oparation can be commenced.

The cash reserve ig detemined by the coght of operations for a

peried of three months. Based vn aversges for i?c trade, cost of opor—
abiong, including State end Pedeyal Tawes and luvdividual's salary, will

be approximately 34 or 35 per eent of the sales volume. #ssuning an

L

)

sannual sales volume of 015,000, operating costs will be about 95,250 per
year or SAB7.50 per month. If a situation is anticipated in which the
sales volune will be of uwnusually slow growth, 1t might be wise to in-
crease the esbimated btlime during which operating costs will be paid from
the reserve fund and allow for 2 corresponding inerease in the fund. I%
is important that the operating costs ve estimated with great care. I3
is better to eryr on the side of overesiimating operating costs and under~
estimating sales volume than vice vevsa. The remaining 2 or 3 per cent
of each sales dollar represents the profits of the business. Whether or
not it actually aceruss depends to o great extent or keening the costs
under sbrict control. In firet impression & per cont may ssem te be a
very swmall profit. However, this is the averasge for the trade. Three
per cent net profit on annual sales of 515,000 ig §450 which represents
a return of slightly more thon 8.3 per cent on an original investmenty of
55,400, vhen viewed in this light, it must be conceded that a return

of 8.3 per cont is adequate, especianlly since a rebturn of & per cent on
money invested in sound stocks and bonds iz considered quite good. Gon-
cerning this aspect, Duncan and Phillivs have this to say:

Zrobavly the greater mumber of college students, as well as most
collere profescors, think of J@L&)lln‘ as an unprofitable buginess.



Thie iden Mas boen ensourassd by varlious e

profits of only 1 to 4 per cent of sales. The fact is sometimes overw
looked that such small profits *reqvoutly represent 10 per cent to 20
per ceut oxr mors on net wordlh, > in additlon to the proprigtor's
sulary or drawing account for seyvicesl rendered 50 the business.?

One of the first steps in sotiing up a business is to see one's

banker for finasncial advice and credit facilities. CGredit should also

noe studies ghowing retail

be sgtablished with suppliesrs. It ig alvays betber to establish credit

well belore atbtempting to use it. Host suppliers will, no doubt, reauire

a statement of finsncial position before oredit will be extended, and
one's Denkzer has sach a statenent, small temporary losns which may be

needed will De more casily secured.

.

Aeguiring A Basinesg

3

There are several ways in which a beginning in redail]

established stove, (B) buying a part interest iun

an evtabliched whore, or {35! openins a new store. Converse and Jonos

&

sdveantases of owning a stove are independenco and

pogsibilities of a hirsher incone . "

-

{1} Buying Au Established Store

a

if

ITf thers is an ogportunity to purchase a businoss which 1w already

established, there ave a number of factors which should be considercd
very carefully. 1t is very Lmportant to know why the presant owner

%

wanbs to sell. He way have wvery good reasong, such as iliness, a desi

ks

o retire, or bo mowe Lo another poart of the cowntry, and to enable hinm

to locate a purchager qulcekly he may offer the business at an attracti

price. On the obher Land, he may want o got rid of an waprofitable

<

ean and Charles F. Phillips, Retailing Princinles

e

e
15&9}, Pp. 75233,

Converse and Jonss, Op. all., p. 2BY.
nidaoinze. Eei .
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oo

busginess, break a poor lsase, geb rid of slow-moving stock or acounu~
lated unpaid bills.

4 careful chesk of all features of the business, including the
condition of the stock and eguipment is mosd essemtial. It may be that
the sales area is 00 smell~-if 11 is, perbaps the business would fail
under the best management poseible. However, it may be that the sales

ares nas 18 CERETY tentlal and that the present owner was laws r
ca ¥ the necessary potentlal and that the prosent o iaz lazy o

failed to see the opportunities that existed, and a new owner who is

¢azive and aware of the labent possibilitics could make a success
of the business.

If it ig decided to uy an established store, a lawyer should be
consulted for the purpose of drawing wp s proper conbract of sale and
purchase. He will seés that the nocessary e¢lauscy ave included in the

.

business

agrecmnent such as one prohiblting the owney fron reentering the
within a specific time and area. Uonverse and Jones sbate bthat: It is
an advantage to both buyer and seller te have o lamyer drayw the agrop-

5

. e s e 9
ment and make suve that 1t is clesrly understood by both parties.”

All States and the Digtrict of Columbia have "bulk® sales Iaws bo
protect creditors in the event that a business is oold. These lavs ro-

vt proper notice of sale of the business be given to all cred-

itors. If these laws ave not complied with, creditors may claim assets

which the buyer had purchased. A lawyer will protect both parties by
making sure thal the transasction gonforms to all legal requirements.
The lawyer will also give adviece pelative to nmorbzages, liens, and

other encunbrances which may be held apsinst the ause

9 tpia., p. 268.
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arrange fTor paypents or transfer of Litle 4o the ney owner.
for bthe business is not made in cash emd there is a balance giill due
$he foprmer owner, the lawyer can draw the notes and movdgages which are

0

necessary to pult the agreoment inte effect. Liabilities mush alsec e

congidered whesn sn esbabliched business il bousht,

Converse and Jones:

%rﬂllw it is aot advisable for a new @t;'"
sile that the seller
z abtorney will debes

cfore the moyed {ur Lhe bu iness ig pald
the craditors are t a brane )
liabilities ave asgumed By the buyer, only the dif
agreed-upon valuve of the assehs and i
This arrangenent has a possible advaunb: for
duces the net amound iel GHiteR pﬂv
not absorb suck o lars capital. 10

ﬁﬁis 19
seller. louvever, if
T elalns, and the
nee Jeuﬂuvn the

&

@

T .
LA QU SR ,\,f

In addition to avelding the asswaption of the ezigting liebilitiesn,

<

@ purchaser should also, if at all possible, shun the acguisition of

i
s

the geller's recelvables becguse e may be ploced in the position of

the foprer owner's bad jJudgnent in extending

the risk due to

Hovever, the seller may insist that the purc

f L i ih T T S U Sy S g
of the sale. In this ovent the prospective

recalvavles ag
purchaser shonld have some basis for evaluating the collscidilbl

tho regeiy

iz olde The older the accounks, thoe hapdey

v the proporiion which will not be paild. Therefore,

10 11i8., p. 280,
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somewhat beltery

showo tThe

step should

0O

of collecs

to anolyse lhe yetelivables in order Lo be in a
ogition to estimate thelr colloctibility. study
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ach accvunt should be revieved individually. For example, an actount

wo months old may be uwncellechible. If the individual nas moved from

the cowuumnity and his vpresent uhererboutbs sre unknown,

ot as a bad debbt. On the
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full, e.y., the zale of a typowriter to a farmer who has had

vagrs of bad crops, bub who pregent crop prowuls 0 be good and who,

o Loeing interviewnd concerning hlc accouat achnovled

its validity

.

intention of vaying 1t when his ceop has beon hap-

25
=
Eh
o}
joT!
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et

an reviewl
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agsowts inmiviilgl %e At ghould be ascer
the debior still lives in the conmmunitys 1€ nod, the prosent address and

finaoncial condition of the d ybror siould Be detemained, and whether or

the account is dlsputed.

the purchassr take over the ascounts

repeivable, naycentase of the recolivables for g¢ollec-

ryee

o 25 per cent.

After having arrived at a ressongble bazipg of wvalue for the roeeliv-

ulms, there remalins the problen of evaluating the store's d

>

Tiztures Lo determmine tholy sudbabiliidy for the new stove. IT they are

ohaolate th

thelr present physical condiftion. Une mo

w

i woluation, if they arve
saitos to the new business, would be to take their originel eost less
depraciation at approximately 10 per cent per year. ‘?ELS is on arbi-
trary method and does not always, however, give a fair velue. If the
Tiztures are 3uiﬁ§ﬁ t0 the new store and ave in good physical condition,

»

they may be worth almost as much as their or

inal cost. If they are



more expensive than the new owaer noelds or wanbs, he us

gaovnt vhich mere modest Lizturcs would cowb and offer thi

“depreclabion. A% any rate, the price to be paid for ths fiztures may Le

arrived at by a process of bargaining between She uyer and the seller.
Az bo delivery euuniment, & dotermined by hoving a
vepubable automebile dealer R

Conversze nnd Jones:

~

In buying bobh flsbtures and dpuc
sbommine 17 there are liens or mopt
should be asked for an affidavit that
Cixbures and eguinment.  Ia addition,
racorder'ts office nay mehudtﬁv
ﬁxLWEwrw lieng., IF
nattive ownel

o should dotemaine Just
make them.l9

—

fas]

1 ahould
gsoiler
inst the
the county

A2

A X

,-‘

i——‘*(’)

J"LL Y ”Jf@

Arrother item thad invarisbly arisce when contemplati

. s

of an existing business is the matter of

dwill. The p

facs

store ig in many cases g valuable intangible asset and the old owner may
insigt that the noew owner buy it. Thoe existence of goodwill depsnds upon

the earning of exwegs profits, and usually the price to be pald for it

iz determined by sheer bargaining.

weording

iy

to He Ao Fluney: "Goodwill
pay be defined as the value of the profits of a business which are in

excess of a noraal or basic vetum on the netv @ a;;}@t:/ exclusive of goodw

s cleswer manner the nature of goodwill,

witl werve to illustrate $he

sgeounting Internediate (Wew York,
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('3 orpany A

3 g wrive of gmoodwill. o o o . o o . 100,000
Rate of net incame, which, 7or the particular

i oy be agrecd wpon by bhe purchasm

and seller as normal, or .5ch a new company

entering the field may yeasonably oryxpect to i

QUTTI==SOY s « « + « o o & & o o v ¢ = & o & « a 10% 10%

Py

Aot income garnede o « v o 4 < w e » 2 s s 2 o= . ow 10,000

15,000

h
s

Wt iucﬁma at Ynorpnal® rate on net assetls
slusive of Zo0Awille « « v v« 4 o e v x . . 510,000

b
f;
§...

Broeas QaYDLBfS. o » s 4w s o« 4« 0 e a4 s % 4w none ¢ 5,000

7¥ 1

e excess carpninge of Comy }:3 indicato that it has & goodwill of
$5,000y vy Ao : NOne.

Y AN . P i e i

Another way of looking abt goodwill is to consider it the a;fi*rcﬂ,v
betwoen a eas nﬁﬂbl@ vaiuation of the tangible assets o ho IETREY,
and the nyice 1 by the owner. If it ie declded that the ot
equipient, fika&?ﬁ@ acecunt s, and bulldings zve a0 ually worth
and the sellor asks 245,000 for the business, the difference of i
is the amount asked for go@&mille“ﬁ

KR
¥
b

i

>

(2) Buyipg A Part Interest in An Betablished Store

=3

8 ury bt oy ez
ANOTNNeY WY

beconing a sariner in a

Lrg COncern.

may be brought agbout in one

of {1} when one wishes to sell ouits {2}

when o new parbner is needed

< Thid., ne 876,

e il

onverse and Jones, Op. ¢ii., p. 268.
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the advantases and disadvaniapes ofveaah form will provide a basis for
gongidoration.

& proprictorshilpy forn of orgenisation ig usually set up when the
business is soall enough to be owned and operated by an individusl who

furnishes most or all of the eapital. Under thisz type of organization

the ownar has complete freedom of opsraticns and all the responsibil-

&

ities. Vhen business decigions ave made or moves taken, it is not

nacessary to geb the consent of anyone else. AlL profits are the prop-

-

orty of the owner and may be retained in the busivess for its improve-

3

ment and expansion or may be used o satisfy his porsonsl wanbts., The

nroprietor’s income is nob subject to social security deductions and

Business loesses are deductible from personal income when federal

*

incomne tax i debermined. There ars, however, certain disadvanbtazes in

thiz type of organization. The many abilities for successiul operation
such as selling, bookkceping, administration, ete., are suld@m,paﬁw gssed
Ly one person. Limited pereonal assets do not encourape lenders and can-
not always provide the redulred capital to meet unusual neads. In case
of business fallure the owmer's persopal agsebs, Ineluding homoe, aubo-

mobile, and other properiles ave subject to claim by creditors

frake

A parinershis form of business erganization offers certain advan-

tagzes and disadvantases. This formn aay be used when it iz desired o
pool the capital vesources of two or more partners thus providing added
capital for the business and lesceningr the necossity for borrowing.

Y,

Pepsonsl sbilities are complemented. The sslesman and the bookkeepsr,

with d@ifferent personalitiecs and abilitics, may

6l

succeed tozether when
neither could alone. Business losgss are deductible fvom personal in-

cone or tach parbner for income btax purposes. WO VlCWOSlnu‘, aven



By '

though they clagh, may result in desirable compromise--"fwo heads are

vetter than ong ™ the disadvantages of the partnership are: {1)
each partner is liable for all dewvbs incurred by the busineas; (2} each
parbner 1s responsible for the action of all eother pariners that cre-
ates an obligation for the businessy [3) the @artné?ship iz gubomati-

by the death or voluntary withdrawal of a pariner; and

must be shared among the partners.

itering the parinership form of organiszation, a lawyer
mould be copgulted for the purpose of dra rap & partnorship agree=
ment and 0 make sure that the partners are egqually responsible for the
liabilities of the buainﬁéﬁ‘

A coyporation is a Torn of business orzunization usually used in

larse enterpriscs. Very few mwmall stationery and of fice supnly stores
use bhis forn. It dees have advantanes under Q?‘tﬁlﬁ conditions and in
certain losations. In a corporation, there are limited liabilities
vhereas in s proprietorship or parivershin personal asseds ave risked.

Business and &Of@fﬁmvﬂt

There are certain regulations governing the establisihwment of
businacs. The laws vavy from state to state and elty to eity. It is

usually necossary o securs a license bto operabe a store, and it mimy be
& o & 3 o

scessary Lo

S
u

GECURS

s

pernit from the soning authorities of a community

%@
e
£

before the bullding selected Tov the business location cen be sccupled.
The bugincseman must be faniliar with fair trade laws and must comply

ermloyees, e will neced to kuow the laws

with them. IT he engay
governing social security, old-age pensions, and unenmploynent in.uLarcﬁ.
It is important that he become familisr with all the taw laws that will

apply to the business sco thet all tax oblizations will be met. Income



tazes mush be pald and 1f Lhere are ennlo;

eld snd reaitted vo the wverynaent

recernin . the

tove to be pald, and in wost states thers i
a tox on sales or gerviceos or bobh which nust ho collected and yemitted

to the stets. Helley and Lsvyer alate:

uuvtnf W%rld war 11 two trends that had been in onor”tz on for sev-
eral d eived great Impebus: nasely, concentration of eceonomic
Dﬁwm%, ami Aan anreaged anount of governaent contr 31 over vusiness.
zrﬂr' the war and up to 1945 certain forms of taxation were Jfgnmla11g
bﬂ consoae to small business.  Since the tax ehr'bvuvﬁ changos from
year Lo ;o¢r~1t should ve a subjecl of continuous stndy by those infor-
esbed in small business,iB

Business Risks and Insurance
Insurance incresses the cost of operation, but it provides valuable

protestion for a business epterprisce. Therefore, the insurance progran

should not B2 nesdedted or caye

should be consulted for help

what irsurance and how auch insurnn tailer
ﬁenﬁs upon the condiiions under which a store 18 oper:
uld obltain the assistance of a capable insursnse
ruin of the need for insurancs. If tho retailer btllavw“

b afferd all the dnsupance that iz recownended by the
should at least obbain o amount Yo cover the more
rlgks.5§

a e

wl o i
i3 r‘., -}(,

The following formg of insurance must necesasrily be considered by
the businessman: 1ife, acceldent, health, fidellty =and gaaranty, public

1iabilitsy, fire, thefs, and casualty.

o considered by individusdl pronrietors and

- e
and Lawyer, Up. cit., p. &7.

S oo e ks e 2T 3 e {5
19 fpea i Jones, Principles of Retailing {Wev




who depend principally oxn business for support. Life insuranse

not only protects
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in the eveni of the death of the propriebor or of one of the partners the
btusiness can be s0ld as a going concern or digsolved in an orderly mannery
without undue loss.
Pidelity and guaranty inswrsncee ig used for bonding enployeos who
handle fTunds and is a protection for them as well as for the oswloyer.
Public liabillity insursnce covers damage and injury of

o

ousaidera

L)

lawfully on the premises. It is an imporbtant safefua for the shtors-~

keepsr because his action in oporing a shop ig usunlly consbrued as an

invitation to the publie to enter the store with fthe assurguce of safeiy.
Pire and theft insurance should be taken out in amounts consistent

with the stock on hand and the amount of wmoney usually kept on the pre-

P

miscs. The standard fire insurance nolicy covers the Tollowi

of property against logs by five: (1) wuildings, (2) fizstures, and (3}

gerchandise. Bulldings include all permanent equ

the service of the property. Cover

on permanent Lixturcs, such as
heating, lighting, and pludgbing Tixbures, should usually be carried yme
der baillding coverage wherever poseible, since, with a few excepltions,

£ e

tho rate Tor bullding incurance lg lower than that for fixtures. Tho

Pt
j=]
4]

UTANCE carrl¢a on meychandige 1n gtock should cover the expenses, such
as buylnz, transportation, receiving, marking, and office, nccessary to

procure and prepare the merchendlse for ual In other words, the value

of merehandise for fire insurance purposeg should be the cost of ¢

ment of the merchandise. The common practice is to &#dd an estimnted ex-

pense percenbage to the involee cost of the wmerchandise. JSone stores,

-
B

however, allow the cash discount on purchase

to offset the proous



and preparation expensc, thuy insuring on

uporbant probles is to have the lansurance

ventory valucs for the several wmonths of the ve

crider bo have adequate ingurance and to avoid payine for excessive cov-
erage. A store generally reports the cash value of the WﬁuUT 1ole prop-

orty cach woath, and the necessary adjustmentes to premiwns are made. In

£oins: over hig insurance h hils ingurance agent, the retailer

2

of a coinsurance clavse in his 1re wnolicy

ime provide ade-~

ot

him lower rates and at the s me

. . p oy P T ey vy el el Ty Ty 20 SUNNU S Y PO R T W,
yuate coverane. ioveveyr, the retallier be sure that he understands

L

the colinsuz

spates.  Inm conglderatbtion of n reduction in

congents to corry insurance in an amount equal %o a

per cont of the value of the properdy. 1T the insured does

prance in an anount egual to the colnsurance reoulrenents
he iy reparded as belng hisself = coinsurer with the insursuce company.

¢unt colnsurance he insured

sulicy,

sl

v

carries insursnce egual to only 70 per cent of the value of the proverty

& af
at the date of the loze, he is o colunsurcr fop 10 per coent. 4ny loss

will Be borne soven €

by the insurance coy

any and ope oighth by

the inouprsds however, the ingsurance commany will not liable for more
the poliey. The imporitant fact that tho retaller nust

4 kS Taq b R v o - gy G o ey rwi g om0 e 53 .
in mind is that nls ingurance progras should be reviewed and re~

viged from time to time as the business grove and conditions changs
Oasuclty insurance ls used to cover the wisk of domage to nronerty,

the store

o}

such as plate glass windows, bollers, machinery, fixbures,

Tha following btable comp

g..ﬂ«

ilad From reburns

1
]
-




Oklehoma, shows

carried by merchants in

the gueshionnalre rveturns wore inguffiecient o

conplete pieture, an indication of iasurance 1s presented:

Poyeonts
Type of Insursnce Carrying

Stationers
nie Ingsurance

T T oy eyt o
LY FER IR aind ¢ Il A & v & & © 2w @2 ¥ 8 s & u f—"v‘}ﬁ /5
N U, I 7 24
Burglary Insuzanct. « « o o o 2 o v 0 o £5.75
E Bt T - Yo
Liavility Iosupsnco « » o 5 o 0 4 e s 56,025

Pluate Gl
7
DL

Inourance ¢ « ¢ s o s s . s e 4385
1

RPOTUEs o o s » « o o & & s »

SN ey B SEEY B oY o e 3 2
ooy inborrupbtion, obe.l.e o . 18.75

s [

£

for which there iIs no insurance ofher

than sareful, istellige caborory come

- i} ~ 4 - oy ey g , A gnte s
such motbers ag chanron custonors; and

snortation,

£ the builldiny of new hi rolocation of old ones. Also

included sre guch problens and cogts ap are
tions, improvenents, and ghifts in population. Items scueh as

alertness of the manager,

ha will, of course, protest himeself to the best of niz ability in

thie resweet, he should «also take oubt insurance policlies covering rlasks
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A

1ocation is selected in wvelakion to:

1. The region and the state.

Z. The city ox town znd its

@
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Gudy

gite within the block or shopping conter.

selechion of the £

gbote in waiteh to

depend chiefly upon the pept
Hevertheless, when a person foon a ow busi-
ness in n new town, he is wound to encouwnbisy cany personal difficulities.

Pl

Although he may eventually overcome those difficuld

M

a 4% R IR ,
@, TOAL ornanGos are

fieult than

and general disposition. Then, toc, therye

ara local al, regional,

that nust be observed by the newcomor.

B

the progpectlive duginessman who is o gbi

aly difficnlt to make such adjustmente.

nearly all circussisnccs, for the prospect!

other words, he should locabte amon hls own Wind of peoplo. It 1g dif-

CRPPOUR SN . B on . - P - O S, . 5
ficult to specify Jugt how e arsa or native sinte he

should locate. However, it should aoct be mo for oe ically Yhat he

would notice differencoy in eustoms, habibts, attitude, or race; nor
should the citizens of the new localilty bLe able o detect strange por-

nal behavior on the part of the nowcomer. Therefors, 1% ie alwars

\..
'\,

advisable to sbop, look, and carcfoelly apolyac any “greencr pastures”

P 53

before geciding

0 leave one's own well~known locality. Furthermore,

i



Just as many oppordtunities probably exist within 50 or 100 miles of

ome's home tomm ag in

zamrmandi dy in which he

wants to opersto. Ixn thig case

he wiil

avle o secure usiness from

frigunds and acgvaintance

w

unknown to

N s T o e e o ~ ‘o S
ghould be Ziven bo se r tovn with

felectine The City or Yown

PR P

bopqegs ETA e D T
setier Litted By

 bowng

SR TN Jr J . R R
it has a fara oy suall-towm

ground, or winen he prefoers the auocsphere of a small town. Dthers are

pporbonities fop solf-
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ish in the busy atmosphers of a large city. Yerchants who are conben—

lection of a location

sider euch

mabbers oo small boun vorgus lawse
In zcleoting a wovn the prospeciive nerchant nust consider o numbor

of factors,

ang eharac~

ter of industries within the city and This

*

fagtor is irpoertsnt chiefly as It influences the aavcunt and astability

of income of potential customers. Since purchasin is created by

incone, and since the puychasing power makes poasible the
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TABLE VII

CHECK LIST FOR GUIDANCE IN SELECTING AN AREA °

a1

(For each of the points below record an answer in the first column and then make m oheck mark in

the rating column showing how it reflects your appraisal of the answer in the first columm.)

Points upon which area is rated

Answer

[

Rating

[Check, yes or
no, numerical
or other answer)

Rxcellent

Geed

Falr

Peor

A. Competition:
Number of stores Of same kind.sscccsscsass
Sales of stores of seme kind.......coccuee
Drawing power of the market...........c....
Number Of DlOOKSescsesscsssssasssaasnse
Number of chains of all kinds....ccccccnes
!“OUII-OQl.ool..l.l.lv!!lu-lcqnll..--.
Well-established...cooveevenrsnnsacnsnns
Number of chains of same kind of stors....

NOW.cicveuonnnonsnessnsnssacnns srssnsas

Well-established...coevevecennnsssanans

B. Population:
Total population in Aread........coveeeune.
Total femilies in area......
Trend of population: growing, stationary
or declining..cecveccsrcccrcanssanancas .
Character of population:
Native DOrN.ccecsssssnancss R
Mized..cooosenrnsnnssssassnsanns
Chiefly forelgn....cvvevueenss
Occupation of population:

LAabOTOrS.ccsscsacsanassannns
ClerkB.ccesvsssssnsnasnsnsanssass
Executives.ceseceessnssnanssnsnassnanns
Retired...cceevnccncnnsccnnnasns sesasaane
Age of population:
Oldseaessacsasasnsssnsssssnssnasssass .e
Middle—BgR:cccarecssnssanaresaans et
YOUNZesesoonsssssnssssannnns sessssanans
Buying power:
Average rent Of homes.....coveverencrens
Average taxes Of hOmeS....cccaennnnenns
Per caplte income.....eeecrvcenscnnnans

Number of telephones......cocscecvccecs
Number of automobiles......cocvovnnnvans

C. Zoning ordinances:
Restrictions on type of store contemplated

D. Physical factors:
Transportation facilities........ccuevnees
Natural barriers—hills, bridges, etc. ...
Unpleasant factors such as:
InAUStrieB. cccasasanaasacnsrrannsanranness
Yacant buildings (per cent of occupied
Dulldings) seeecssnononsnnarnnanrenanres

OtDOTrB.cssvccsnsssssanssansnsasssssnsanans

5y, s. Department of Commerce, Selecting A Store Location

(washington, 1946}, p. l4.
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populaticn will oxhivit very different buying habits than will a native-

born population, and industrial workers will diffe

PEOTE .

on of an area

socition of the populadi

will help the prospective retailer to deuide such polnts as: variely of

s

producte, price lines, gpecific coasoedity lipes, iype of salospeople,

mevepandise digplay, amount of floor space, sbtore atmosphere, and c¢olor

g ,r.l\i,,

.  Por specific aveas, dsata opn pomulation and oecupabtion ar@

often complled by local organigzatiouns, resesarch depariments of news-
napers, bonks, cbte. Buch duta can also be obtained by census tracts
obbaingble from the . 3. Bureay of Census 1T zreater detall is deglred.

of obtaining a good, although

seneral, idea of

Y

the compogltion of the population of an area iIs to wallk up and down the

a

streets, talk with people in storss, bapks, and on streelb corners,

osbgerve thelir shopping habits at all hours of the day, and invesiinate

gres 1o sappovhd

ite Anyone who expects o open a rotall astore in a

unlty is inber-

w

goted in the potential sales of hia type of gbore~-that is, the amount

e
¢
o

he tan reasonsbly ewpect people in this area to buy. Incoms

the chiefl snles for most retall stores. Of course,

neoule

do not carry the kinde of merchsndise the people wmmt at the

pnrices they to pay, or because dosived mervices are not provided.

qenwoare of the income level of a cowmwunlty ls the gengral

)
.

2

S

S

foN
[

renbal valuve of dwellir

tion he obtained from the




consus, Irom v

papers.  Accvording to the U. &. depavt-ent of fomerces "As a

rough aporoximation, it way be asmumed that 20 pew ceont of family income

is spoent for housing. I rental values ore muliiplicd by five, an esbi~

Fsing the genoral rule quoted agbove,

30 monthly rental

SE00 o month or

35, 600

The next step in estimating ths potoenbis

<
g«-
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2
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ot
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3
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3
2

to Tind out the percontage of ilnsome spent by fasilies for variouvs

and services at differendt levels of fandily incomes.

roups of ovor

whe break-down of fomily sxpendiiures are available

for the United States ay a whole and ave claseified by

logaltion, ccoupation, size of fauily, and sizc of monegy intoae. These
data may be obiained fron variovs govermmental agencies such as the
J.05. Laver, Jurenu of Labor Statisgiics, amd the Bursau

ipn and Home Heonmnics of the . &,

£

The sales of the new store usuvally must come from ope or more of
the folliowing sowrces:

1. Justomers of other stores in the sres. A stors's

vaking avay a competitor's custonsrs depends primarily on the exbent to
which 1% can provide the price lines, quality, variety, service, eto.,
which ave wanted.

2. Uustomers previously ftrading in other areas. Agein, success




in thie case depends on providing what is wooted. I1f there are no
shores of similar kind in this ares, then the major part of n new store's
gales aay come from this grouwn.

There iz no sed method for estinating the smount of business of an
snich a new storve may expect o got. Larsge organizations with nu-
merous outlets learn by experience what per cent of the business in a2
certain bype of shopping center thelr new store can zot. Sueh figures
are not availlable nor epplicable to the situation of a mall-scale oper—
ator. Agsistance may be obtained, howvever, from w%ol.“dl

FPhysical Factors. Some large companies rate natursl shopping dis-

tricte high in their list of preferred commmities. By "natural® is
neany ap area whicth has a natural reason for existence, such as a trang—

porbation cenler, terminal or tramsfer point, or converging point of

The bost way of obtalning information as to the physical factors
of a cogpnmanlty iz 4o walk or drive about in the area and carefully note
the naturel barrisrs to traffic flow, unsishtly buwlldings and land areas,
vynes of transportation, available parking arveas, ete., later recording
them on a wmap of the aresn and on the check list.

Selectiny A Site

kg
’_h
&
B
i
[
G
<
=
ot
cw&

he actual site is often very larsely a "take what is
available” proposition. This is especially true Tor the small inde-

pendent stors. Uhains and some large independents can, and often deo,
walt {or months and oven for years for the site which is the best for

them. A manll operator, however, cannot afferd to be 5o particular.

2 Y

situation has resulied in = sueh less scientific apd careful




g AT
&5

selection of sites for small independont storves than for the others. 1F
the retailer has any choice, however, he should weigh the possibilitie
zfully, because according to ¥elley and Lawyer: "Some studies have

found poor location to be among the chiel causes of retail failures. a?

The beginning swall retailer nmay

arallable to him Yo be very limited, peelally during periods of zood
buginess activity. However, an understanding of site location may en~
able hinm at leagt to choose the least undesirable location of those

In seleeting a site there are very definite hanards which

avaided and certain favorable factors which should be conside

1. Flow of $raffic past the store, From carseful anslysis of

o

o o iy em 3 b o 5 3,
can thus be used azs a direct

e

cnide to the evaluation of any wite. The

grall independent retallsr Ccan wbilize chaln wmethods in

raising various possible locetions.

to Yelley end Lanyor,

Mpwo factors are especially important: 3$otal pedestrian traffic during

business nours, an? the percont of it that is likely o enter the

2
abOTE . ke

2. Parking facilities Tor tho cusbomers. ¥hile this factor wmay not

e am eritical for the statiomery store as 1t ils, say, for a grocony

store, still it ia of importanc hieved such

ry
3
|2
5
(%5

wide~apread us custosers tend to patronize those stores vhere

7 Kelley and Lowyer, Oo. cit., p. 189

<

Tvid., p. 194.
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ghore, =nd &

displays are ong of %

test foras of adverbi

- 1 ¥ ~ E4) ~ . ey P
H. Hent and btemas of & Two types of loase spreseuents are

- P . » X o - b, % Y S I ey B 3t o
ssed 1n retailing--flat rate dndar the Tlat rate

plan, an annual rent of a definite amount paysvle wontbly in advance is

casd.  Whis amount

gaould he consistent with the

standard operating ratios in the field, wmodilied avccording te the size

abore ard oize of the town.

The perycenbage lease usually guarantees the landlord g minimun
monthly rental with additional payments at some percentalte of salss
agrecd upon by botbh parties. Tor either type of lease, however, the

e

oblective i to sbay in line wish the skandard rent ratio or to compen-
% % 2§

* -

sate for any deviabtion by move oy lese advertising, supsrior naunageria

SR

ability, or similay considerationsg. Thereforo, the rontal denanded for

2

pobtontial volume of sales and the wolume necessary to achiove

ard rert ratio.
The averasc operatin: ratloc in the office supply and stationery

-

oy ranges bebween 2 and 4 per cgent of net sales. See Table II.

Leanos may be securad from one to ten years or wore. Usually 1%

4 a

ig desirvable for the beglmning retailer Lo get a ong-year or two-yoar

lease with an ophlon on rvenewal fTor five or ten years ab an agroed

Lo

rental. Thls may not always be pos

b

o

sible, bubt ope should bargaln for the

the lease is under discussion.
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TABLE VIII

GHECK LIST OR GUIDANDS IN SELRCTIW 4 SITR . O

(Por each of the points below make a check mark in the reting colwm showing how it reflects
your sppraissl of the snswer in the rirst column.)

Answer Rating
, Jes or
Points upon which site iz chosen no, numerical
or qualitative Excellent |Good |Fair | Poor
answer)

A. COMPETITION:
Wumber of independent stores of same kind
Same block: « « + = = & =
Seme side of street . . .
Across the street . . . .
Number of chaln stores.
In same block . . . .
Same side of street .
Across the street . .
Kind of stores next docr.
Number of wecmncies . . .
same side of street . .
Across the Street . . .
Doller sales of nearest comp

B. TRAFFIC FLOW:
x of pedestrians. . . . . &
Age of pedestrians. . . . . .
Destination of pedestrians. .

e s 8 8 8 8
s % s s 8

.
.

DR

I R R R
I
I O

titors

Number of passers-by. . . .
Avtomrbile traffic count. .
Peak hours of traffic flow. . . .
Per cent location of site (1008, 90%,

» s OT Other) v o & v ¢ ¢ & & « &

C. TRANSPORTATION:
Transfer polnte « « « o « o = = = o = & &
Highway « « ¢ ¢ ¢ o o o o o o s 0 o o o »
Kind: (streetcar, bus, subwny, automobile)
D. PARKING FACILITIES:
Large enough and convenient . . . . + . .
fonvenient but too small. . . + « « « « &
Inadequate in all respects. . . « + « «

B. SIDE OF STREET. + & « & « o o « o o o« = » »

F. PLANT:
“Frontage (In feet). « « « « « + o « « « »
Depth (in feet) « « « o & « ¢ o o o 4 o &
Shepe of bullding (must permit efficient
operation). .
Condition . . .
Heat (type) . .
Hght « o o« «

“ s 8 oa 0.
s s s s ww
s s o4 oww
s s s s

s s s o= @

. CRC

. 8w

Display space
Back entrance
Front entrance. .

G. RENT AND LEASE. + « « » o o s = « a = o o «
H. CORNER LOCATION. (If not, what is it?) . .

1. UNFAVORABLE SITE CHARACTERISTICS:
Fire hazards. .
Cemetery. . . »
Hospital. . . -
Industry. . . «
Relief Office . . « « «
Undertaking establishment . .
Vacant lot--unless can be used for

parking « « ¢ « 4 4 0 0000w w e
Qarages . - = = s s = = » s s s o @
Smoke, dust, disagreeable odors, etc.
Poor sidewalks and pavements. . . - -
01d and worn-out neighboring structures

J. NUMBER OF PROFESSIONAL MEN IN BLOCK
Efci'l doctors . . . e

Dentists. . . . .

s s s o= .

0 s s 8 8
I I
=% s s on o= w
Y
Y

.
.

LR T

I
R T

I T
PR R

.
- s ow .
.

P
“ 88w

T T T T T
PR

Lawyers
Yeterinarians . -
K. RISTORT OF SITE . - = « = » = = = » = = « =

13 U. s. Department of Commerce, Selecting A Store Location,
g
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BUTLUING, FIAIUR

The Building

After a sultable locotion hase been chosen, the building must
propared for occupancy. According to Duncan and Philliss, this prepa-

ration involves the following steps

{1} Jﬁhln whatever structural changes are necessary to provide
gpace and facilities for the perfcfaqnue of the selling and non-selling
activities planned; (2] providi ing adequate lichting equivment, properly
colorel walls and cell , and suitable ilnor coverings; {3) procuring
; 1>nt eassential to the conduct of the business: and
; arxn» the merchandise, fixtures, snd eguipment in
» that customers may_ be served prompily and satisfactorily
cost to the Ms‘re,l

;.a. e

The suecessful operation of the store will depend to an important

uporn the care with whilch plans for theve steps are wmode, ap-
A4

praised, and carried out. The sppearance of a store cav either help or

hinder the retailer's prime objective~-sellin:g of merchandise.

e exterior of the store imprezsion of » soding

¢oncern. OF chief importance arce the entrances snd shot windovs. Bo-

cause of "blind spots” or unproductive nreas which ofben develop

s
o~
o

ingide store entrances, conslderanhle stiention shonld be devoted

customer entrancas o the building. SBtore entrancos cshould

3

he vide and inviting, with doorsille prefernbly at the street lewel.

Show windows are the eyes of the store and are the =

=zt imporbant

feature of the store exievior. Freguently the impresuions which one's

cugtiers receive from the windows and the merchandise displaved in them

2]

Dunican and Phillips, Op. cit., p. 118.

42



largely deteraine

the problem of windows, the

to ugse buckorounds. Window

upon displays, to provide
and to allow

1B

jeo]

store; (&) the

closed

shuts nif the window

aray 1t allows pas

in windows readily

of

acies

Light the store,

Lo enter

a-.a
e
&

backsround enables t

d; ”}l" e

fron injuring
illunination.

peen the srrlte

supply and stationery stores v

vhich permit ghoppers
from gtationers

nang

of disolay

seandi-closed vound 1S

the

e

gion of
interior decovation and
thought should be

:
piven

of

well as a lype

whether or not they

hackgrounds are designed
attractive settings for the me
for effective illunination. Three type e
;1) the open background that peralt

b

completely.
=ereby 1o

ible

> window
without diverting attention

goods, oinim

o look

window is used by ¢
uged
reasons

lﬂb@?10?‘ﬂﬂtﬂ e favorable.

Tixtures

enter the store. In

o

gtore proprietor must decide whether or not

to Focus stitention

ronandise

shovn,

g of background are

4

s

g the passerby to see into the

round with a partition extending to a

and (%) the closed backoround thot

The advantag of the open bhac

gee inside the store; nabes gonds

bl = - s e,

and salcspeocple; and pernits

B

i peducing lidhting costs,  The clo

K
U}
('}

ghoppeyvs 0 concentrate on the merchandise

to the

stove’s interinr, prevenis

steaning of winfows, and

143
L]
o
o
i3
-tﬁ
C““
b »

ion that the majority of office

r windows with open bockproung

vuentionnal reburns

in Oklshom: indicate that this type

asout 9% per cent of the operators 2nd the

by 6 per cont.

the customer enters the store, his impres-

It is importsnt that the store's

as attractive sible. Much

as poa

g for the walls and ceilings

which

will give the iaterisr n spaclous,



Light, and airy atmospherc. In sclecting o floer covering, a color

other eolors in the store.

rich will blend with

ghowld
Color clashes should be avolded and thousht should be given o attaining
goler havusny in the shop.

It is loportant that the illuminabtion in the store be good. Proper

tas the store mope atbractive and alds in selliny merchan—

3 v

dise. The wse of glarving overhoad lights or lighting fixbtures which

distribube

illumination unevenly should be avolded. HMany cities have

raguire specific candlepower per square foot of gpace in

nroperties. It would he wise o consull thoe local power company

represenbatives whoe will gladly work out a plan for Lilumination which

wlll be abiractive, serve the store's needs, and also cowly with the

loeal laws. The beneflts thet acorue to the retall-store proprictor

Trom the use of prover lighting facilities have been swmaris

Ty
0

B

Duncan and £hillips as followe:

(1) They add to the attractivenes the store and tend to attract

customers from the poorly lighted st

They add to the atiractivent the merchandlse displagyed.

3) Good lighti tends to provide a cheerful stmosphere in the

store. This 1€ 2acts Taveravly on both cusbomers
} Good lluuthb Lond b0 create an improessi

ion of neainess and

wiequate lighting pernits a better inspection and selec 111 of
by cusbosers. This bends to reduce rebturns and exchar
iz also known to be decreased.

Bhing peranite )

the affective use of all avaiisble "o'“e,

Pigtures and Sgulpuent

:v«l

23

Proper fixtures and syulipment are necessary for effective store

v

operation. Bgulpment awd fixtures should bve purchased to mest the pare

ticwlar reduirenents of the stationeryy and office supply business. It

Ihid., p. 126,



¥

>
gt

t0 buy soue

owt vhich has been used, bub no doubid
gomae neyw Diybtares will have to be bought. Shelves zlong tho vwalls should

L&)

the customer L0 see the stock.

the top one can be enclosed and

used Tor storage. The tables

enoush to show

T e v "%}‘!—'\ 31th o €437
LU8 WILA0WY gphea

picd and without donver of the goode

2 passiy

woenstoners. A& nuwtber of inter

g0 that they can be shified about until the

i careful study of is novassary
to insure proper gseleoihly iag o nig

gstart in retailing

concern, nost of the twpe of

equipnents suitable for the buclnogs may already have been installed and

in such cases it will be necosaoar

ry B0 purchase only such additional

atuin ring any changes belisved 10 be in

opder.  According to Uuncan and Philling, several factors are decisive
in selecting fixbures:

{1} The elientele or class trade to which the store intends to

(2) The type of merchandise handled.
(3) Wyoe of service renderved in connection iih merehandd se~-—
whethay sellf~service or vhether galespooplo are us

{4] The types and Tinds of fixtures available f@r uge in th
ticular type of store under conslderati G

I

- s
in L8

nrovide an op novtuﬂx - for cusgtowmers Lo shop easily in the store. In

Ibid., p. 1R27.



the layout, heed should be given

churacteristic of +he overs

ipTEx o

plan, the matter should not be considered closed.

SR PR ORI N T J S 1 - . oy ke U e B - e
a subject which regyuires congbant study, alwmost v lnaouns

a graat deal of erxperimeonting. The rotaller chould guard

gdopiing any standard plan antil it has be

L

thovoughly inves-

igated and proved sotisfactory for the partvicular clreumsitances and
situation. A orowded and olubbered appeasrance should be avolded as this

Stk Q isc O 8

e custoners from coaing into the shop.

The frent areas of the store are gegerally considered as belns the

mogh Lmporbtant sales gareas—~eanscially that on the right of the door

vhere g contered entrance is used. Therefore, woods with a ropid turn-

over rats and b

of profit should ve displayed in the front of

the store. PFred 4. Jones states

the exbent that ﬁherﬁ is o tendency for bhe cusioner o turn to

after he has onterad the store, ' . *%e
ineresscl. By tho gru;@v kind of
can be encouraged or controlled.
00 U to attract the custoner's athention
more o the_lﬁfz.4

k7 Q

o dirsct it

Demand goods should be kept in the back of the astove so that cus
tomers in making thelr way back to the reoy of the store may be tenpted

to make additional purchases on seelns the goods the =middle

of

MJ
w
[

store. Through the judiclous planning

of "island diaplays™ the
flow of traffic thrsugh the store can e wore o less regalated and at

the zmae time favorably present the merchandise to

the cug—

tabley and counters can he

Lomers.

$o direct the traffic

1

boward a given peolint. It is desimable to route the custon through the

¥ ¥red H. Jones, Op. clb., p. 427.
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was no particular effort mede to draw the diagram to scale because the
space which the individual retailer will wish to allot to the different
portions of his inventory will vary with the requirements of his trade.

TABLE IX

LAYOUT PLAN FOR A STATIONEKY STORE

(2) (3) (1) Shelving for general
office supplies.

(2) office.

(3) Storeroom and Repair
(11) Department.

(4) (4) Shelving for general
office supplies.

(5) Shelving for accounting

(12) and bookkeeping forms

(10) and supplies.

(6) Book department.

(7) Pen counter.
(9) (13)

(8) Billfold and leather

(1) (5) goods counter.
(9) Personal stationery
counter.

8 14
(8) (14} (10) Greeting cards.

(11) This general area in rear
of store is used for dis-
play of office furniture
and equipment.

(7) (15) - (12) Wrapping counter.
6
(13) Display counter.

(14) Display counter.

(15) Display counter.
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The onorator of a gtationery and office supply store can devive

business in a good location, bub the

buving

and recuim 800 @

rehandice for o petaill gtore the buver wust cone

sidor what to buy, where to buy, how much to buy as well as vhen do buy.

1ins to Bonverse snd Joness W funcanental princic

for a vetall stove is to buy only can be m2gold atb

For the novice shationer, the problon of purchasing

stoel is, of course, - imporbent one. IT he has lence in the

stationery and ofTice supply fleld he can draw upon hie

medeing bico scleetions. 1€ he is inexperienced, then of course, his

g

attespted to ezcoriain whother wholos

salors had worked out standard invontorisg

gbationery stores acs-

representatives

&g avallable for the initial inventbory. Consideraiile assistancs may

~ P R I TN
b sacured Tron thoe

A T
DES CROTeLora

1 ¢Converse and Jones,




the retaller could rely wupon such supgesitlons i ol
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point.

3

Tone rebailer must decide what broasd lines of mere (ise he wishes

to caryvy. Resides goneral offico supplies he uust consider whether he
desires bto csarry items of office eguipment such as steel desks, steel
offics chairs, steel filing cabinets, duplicating equioment and suppnlies
typewriters, adding machines, etc. The heginning statloner with limited
capltal cammot hope bto ianstall a larse stock of office furniture, bvut

can make arrangemnents with the suppliers to secure their 1llustrated cab-

alogs and arrvanse to have orders ghipped direct to the customers. Vhile

.

this 1is not ag satb]

o

afactory as having the shock dﬁilldulu for inspection

by the cusitomers, sbill it will resuld in

any sales that would other-

wise be loet., After a few dtems of office furniture heve been sold 1

s

his community, the retailer can on occasion secure the owner's consent

o

to show the parbticular item to other prospsctive customers. Of course,

=

this practice should he yesorted to only untll sueh time as the retailer

is finsncially able to stock the merchandise.

(X

The location of sellersg lg of vital imporbance. Other things being

e

equal, the nearvest wholesaler iz the best source of goods. The nearby
zeller can give the guickest delivery. ‘This mesns that the retailer can
garry Tewer goods In stock and cau, therefore, turn his siovck facier.

If ne runs out of stock, he can secureg it wore guickly from the nearby

L

seller. Transportation cesbs arve less when the seller is located near-

avby wholesaler ils offten a betiter source of credil

locsl wholesaler is closer and therefore will call on the retailer more

The specific items for the initial inventory will depend upon the



&
et

kind of business belng set wp and won

tes of

3 ENR P 1

The Us 5. D indicates

axrt

£
oF
'
s}
£
<t
2w
st
;,e.
jud
ot
fobn
o
g..;
c.la.
y-?
[
o]
]
<
poet
i
#

tory for & stationery and office supply

of $18,000 mipht be ac zol‘!vs:
TABLE X

i‘ﬁj ( C LA se)

O INITIAL SP0CY POR &

Social 9tabionery. « « v o o 4 s e e 4 s e 4 4 o4 . s W BO
Typouriter rivbons, oarbon paper, office papers. . . 300
Padg~-gorateh and gohmmr e 5 e b e e e e w e e w 100
f‘f):{@%’.=qa, e a e w e e w e e e e e e e 160
¢ books, loosele @f’ binders and fillers « » « . . 450

ey el P A
ards and fold o a s w e e s e s w s e e s 250
POHBe o w0« s = 5 s s s o w s 4 @ 4 e s ox e e 5w 50

soe v . 300
s e v . 150
s e e e 7H

250

L - L2 -
s s 100
e e 75

Am mentionnd nreviously, considerable hely can e secursd Trom Bh

Sobbern

They hnow

{re

be keut

items move

or the

Tn order bo run

tailed umowl soand kinds of goods vhich are nogt in

demand,

- G gy " e P
what goods ¢ what nmoods

Hstablishing snd Operating a
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The method of distribution used by all of the leading typevriter

x

and 2dding machine manufacturers ig as follows: After the franchise has

been assigned for a glven territory, the sarufacturer sebs up & sales

quota which he expects or anticipates that the dealer should achieve for

the ares. Then the bypewriters and adding machines are shipped to the

doaler on consigmasnt. As the machines are sold the dealer ia given g

sales comnission of 80 per eent of the ligt price. However, Lypewriters

e, -

gold to ingtitubions of leamning for training purposes sre sold o them

at a considerable veduction from the list price and on these sales the

dealer ususlly roceives a comaission of 15 per cent of the sales price.

P

Office machines are sold with a one-venr gusrantve ag st mechanical

dofects traceable to manufacture, and the desler, ag a part of his denl-~

ership agreement, is “cquzrmﬂ to service the guarentee. Therefore, he

mast of necessity maintain a service devarbtment as o part of his opera-

tion or he must have some sort of srrangoment with an oubside office

&

machine repair firm. 1T he elects Lo maintain his oo service depart-

*

ment he must equlp the repair shop and hire his ows service help. Thisg

zepeet of The office supply business will be discussed in move debtail in

Eg

be mentioned that porbable typowriters ave not handled on

basis bub are shipped to the dealer on open account, pay-

able in 30 days, as arve obther supplies purchased from the manufacturer.

¢ o

dince the handling of poriable typewriters are nol & part of the dealer-

ship franchize any Tiwm may sell thoew and this ascounts fovr the fact
that poviables w e purchased from depariment storeg, drus stores,

mall order houses, etc. The statisner stands in a favorable position

evern as to guch portable salos by wivtue of hils servise facilities which
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matier of onsh discounts, John C. Aspley malkog

this observation:

enn the wost cagual inguiry into this mal tagount
reveals a woeful lack of neral wderstanding among buyers that 2 per
cent ten days, net thirby doys, 1s G‘O‘U.Lv""lf‘uf’ to 35 per cent per annun
on their wmoney. There “g  efually deplorable lack of understonding
on bhe part of sellers who endeavor fo usﬂ a slighily increascd caoh
discount as a sales lever, tmt 3 per cent ton duya, net thirty doys,
iz equivalent {o B4 per cend por annug on the aoney.

Therelore, ¥

Iy

e rebtaller should usually

¢
=
s

re all cash discounvs. IT

he does not tele then 1t i agsswned that he dnes not now his

business or ig short of capltal and =0 iz o poor credit yiesk. & few

ate savis in the table

-
152

Terus imate Savinrs

anmy
AN
YL
I
annua
armun

1710, n/20. « o v v e o 0w e e e e
;10 n?bo e e e e e e e s e x e e
;10 n/80. . . e e e e e
2/30, /60 « o o 0 o v e e e e
/03,31/.60..,..0.....,,,.1.
B/10, nf80. « . . vt e e e e e e

Pricing
Some goods which a stationer sells have the sellins price doter-

atheyr itoms the apernbor

must vse his owvn Judgment. e must zell a sufficlent volume of

0 cover the cost of the goods =20ld, the cost of ogerating the business

obu ©. Aspley, Sales Uanager's Dandbook (Chicago, 1948], p. 203,

5 Is)l@s, De 209.

tsagir
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cent. In othor words,

saleg

per cent of
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Top o [ Y,
il FEHRLD . a PR - = = 2 . - 2 5 - 4:4 5 WO &
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PSSR S .
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Segpe
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1 £> , Nll
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e &

Invensory
Inventory

30, 287

mm.‘w

A’-:

arage inventory

= 2.1 rate of stock bturnover

N
s a e e e s .5 C)
e T e

As profitable salvs sye the ultinobe gonl of every reball stors, it

T

orvganisation should provide

is only lo

Under the conditions of keen compebition

2 3 2 . p R T 4 HE ‘ cs T & PR
exist in presendt-day rebadlling, selling is ¢

)

hipghly spocinlised activity.

lin. are: (1} store advertisine snd

{4} televhone and

-y - -
2, Ky = -
; in sons 8L

Tvery store will find it

. n §
cugtoner trade.

Converse and Jonssu, Op. cit., p. DOZ.
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keaplng the display attractive: and diznlay.
{3] Personal selling:
The third and most lamportant selling job consists of sweding and

gerving customers. Tale is fthe phase of store speration upon which all

other worl: dependg. It is the focal noint of the business and avery

other store JjobL should be goared to fa
Suecess in personal selling depends Upon how earcfully emmloyeecs are
selected for this work and how well they arve trained and supervi sed.

For & selling job, salespersons must: {(a] have a good attitude

towards their job; (b} be well-infored aboub their merchandise and their

store; (¢} understand their customors their customers' needs; (d)

5

now how Lo presd

Two methods ¢

gelling of related arbicles and

sbive selling.  Sellins relobed

spdes of a

attention to ether articles which may be used in conjunction with the

s
[
pd
o

Z
o
[
€
o
&)

2
o
£
.

ing eongists of ¢alling attention to
soods mot related iy use to the article puxhases, 3elling the customars
ap agaditional iten Teyond what they came into the store to buy, even

though it may be a

v increaze the sales
voliume.
The well operated stationery and office wmupply store will not de-

pend entirely upon soles to customers who come into the store o buy,

Y, Muring the first

will Be fortunate,

v 4 o ¥ e i v,- e
operating cxpenses.



Therefore, it iz absclutely necessary if the store is $o Do a sucscess

be a part of the

the proprietor himself may find it necess e in outside selling

LI

ows he can enploy outside salesmen bo call on pro-

spective customers to solicit business for the store. Hodern bueiness is

3

highly competitive and customers o to the stores that sed

intelligently and 1@3?0351va3v

{4} Telephone and mail selling:
For a complete selling job the gtstionery store wmust develop a sood

niznotion and efficient system for handling mail and telephone order

business. This business, 1f properly developed, car add considarably to

the sales of Tthe store. It ig doubifvd 4T the smell =«

tationery store

business by neans of tele~

phoning a list of prespoety. Host of the telephone busine ss handled by

22N

the office supply store will

b
o

are telephoned by tho stors courtecus and

KN

srompt servicing of the orders should be the roubtine policy of the store.

o

However, any office stationeyy sbtore will find that sales

ﬁ
o
¥
-

¥,

increased by the use of direct mail. The office supply Dlrvn with which

2 1
b

the wri

acsoelabed made 1t rouiine practice to a2lvays include

;._n
ey

advertizing leaflete with thelr monthly and sonl-monthly naliling

tomertes gtatosments of account. Algo, veriodic wallings were made for the

purpoze of soliciting businese. Sume particular item of merchandise was

venally featured snd a mall order blank

used extensively in

prepavation of the

For cortain saleo efforis a wore persomalised fom

gven vetier resulis.




. [N, SO A - e SRy ey e $ Ay P M 5 P
and Aainnenanct Lor ThellT Customers. LIS g

o provi

seevice. Yhe fim's albternnte

and rae
pair vork; or, (2] to maintain and operate its own serviee deparbtment.

The former method way e sabtisgfactory iLf the zale of office machines does

not constitute a greab pard of the fira's busliness. Hewever, if the sale
of' office mashines is promoted, then a service and repaly

deparinent should be included as a part of the siove's wporation.

o

will provide wore sabtisfactory of

peon gold by the retaller and will also provide o
income bhrough the pyonotion of yloe and ey

>

other source of income for the store

riters an dnese Studonts,

hine and a store that provides ronisl

businecs profitable. The renisl service logically

should be wanaged by the service and rvepsir departuent.
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1l. Supervision of employees.

12, Janitor vwork.
/’

¥

e oifice stationery store

was sbarted on limited capital

acted as mansger sud btook care of details concerned with buying, upkeep

of the inventory, dictation of correspondence, plaming and arransiang
the windoy and store displays, plavning direct mall sales programs,
wailting om cugtowers vhe cane into the stoxe, and he even spent zone of

H

his ftime in the gales berritory ag outside salesman.

T

The ownor's wile asslg

£
5]
-~
&
b
]
fd
5
X!
M
(.u)l
o
-
&2
g

kept the fimats

the soveral other emplayeecs, and also ited on customers.

AL &

office machine vepaliman manage

the sérvice and

repalr departnoent on &

buginess college gradoste was employed to bake care of the
orders, replenish and dust the stock on shelves and display tables, make

walt on cusbomers when needed, and ¢loan

Lo teide salesnen who worked strlceily on o commisesion basis were
aamployed to secure business fowx the slore. Une salevasn solicited and
SRTYVLG accounts entirvely the ¢ity in the 1o~

cated. The other salesnan called on agcounts in towns

western and gouthern part of the stabe. The cuney himsell devoled o

tion of his fime b0 ocuiside selling in the selicitation of busincss frowm

part of the stobe. In this way even thowh

was a new busi

R g fy s ety Then e
tho sales area wos

covered right from the

nning Fa



young busi

take over

wife. Afhsr -

Beenme

of hig bine

¢ity o8 thot he

‘hen these

sChool hours

any neveomey

needys would

" A
In sbart

rianced

nnve 1o

ness

.y N
FRAVRERN

Pode

calliy

e othe

'Lcd\,\a 19(} ’1}

a ney office

affice

haed bosn in oporation for aboub a year

thas dubies which vere

&

foniliar with

ls duties vere

1w on accounts

eould acuuire salos

ves were ande

o walt on cus

later follow the

oroe the

=
IS
:,.;.,
o

sdugte wag

sehool

deliveric

el lisent

0%

added

e

steff of emmloyeas

67

wan

thot had

a youny lady ¥

»ye
e dl

S éi

retailer
entberpri
youngs

through

ot hing

2Xe

e

may not ba

experience.

After a period

emoloyed to wop

to do the jJanitor

the arca and

and

of time,

tho mans-

THer

the actual personnel

the writer beliewe
£ing that his

iernl paktern.

In this cs

competont employes

o

able to

personnal
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0

volume of ) ian advantagss and

~

lissdvantoges to iyl f;y‘z i incentive $0 galos-

meyn because they are peaid on results only, {2} no risk to

. e . & “ g
sulesmen, (B) allows a business

with Lisdted caplital Lo secure services of salemw {#) this nlan

oftagn att

(2] colesman may fend to give large

woes, (3) cooperation with other snlesmen not promoted,

- W eI R T Y N S
sman may use highes

11 for

he Tira, and (5) salesnan's aorale aff

salesmen is o combination

vl eonmission. Undor

and commigssion on net

contirol over salesnon

ne is pald for mizsionory

oy well asg duringy poriods

h other salesaen, or being Gontont

gifort to earn the

ever doviced g

e

every typoe of Gpera”l_mn. unul ‘i;.aa‘t day

an for




s

a)oyers muot _conb inue to take into account the
t are lﬂALT“nt v Lhely o salos torrltory %ﬁ”O“ﬂ
ieular method of paﬂ;

thne wrlter was aspociabed was fortu~

nate in being able erienced office supply oalesmen ab

salesmen were pald oh a

paying

a cay allowance fox the usc

20 per cenb on itoms

provided a gross profit of 30 per cent or more. On iteme where

the ssleoman

r~L1Ety basiz. The salesmen were paid thelir

sy belephone orders cecelwved from

»

sective territories.

£t pay appeay o bhe ¢asusl reader that the commission percentage

sary. Also,

wera scatlered over a lavge avea. Therefore,

the comaizsion rote nad bto be sueh that the salosmern would be assured

T In a ostudy made In 1380 by the Aggoelatlion 1t
vas Touna that office supply retailers in sereval used ong oy aore of

¢ salesmen: Straight

covaiesion, coaalssion based on gross profit, a commiszion on sales with

wmad Idoas--Salewsnen’s

~
v
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tuestiomnaire yobuwrns ind

g,.-.

cate that in Oklahoma about 80% of the

{irme reporting pay on oa

help

salary method

T b

was used Tor paving some of theiy Inside help were paild by

neans of salary and cowalseion. In the writer's

rabionnaire

returng were insufficient to give a tvwl“ indicative picture of the
hods used by stobloners in Oklahoma coxcsepd te confirm the fact that
straloht salary is the most popular method for cowpensating inside help

. ®

7

g

As to the compensation of other employees necessary for the opera-

.

tion of @ business, the information gathered from the gueostionnaire was

P

paid by sbtatloners in Oklahoma.

The

o £ Rhe o .
gog 0f the salan

thoge Tilims which made some abtempt o ansver the question poritsining

to weokly salaries of their employeges

Y ZVIIT

HLY SALAR ALY DY STATTONERS IN OKLAR

Bookkoeper Ranpes from 385 to

Store clerk Ranges from 530 to 270 per veek.

ftanses from 560 o nar wveek.

ver weok.

Trealk,

Teck. In soma casss
of ofilce manngor.

Hanpes I
cases thisg me
pald a com

In some
salea
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at least a of the problems thal the pros
and stationery reballer will have to solve with respect
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TABLE XXIII

COMPARISON OF RETAIL STATIONERS COSTS 1926-1949" INCLUSIVES

1926 | 1928 1930 | 1931 1932 |1933 |1935 | 1936 | 1937 1938 1939 | 1940 | 1941 | 1942 | 1943 | 1944 |1945 1946 | 1947 |1948 [1949
Balaries
(Owners and Euployees)...| 18.00]19.50 121.46 | 23.78 | 24.65 [ 21.76 | 20.98 | 21.49 | 20.62 | 21.81 |22.63| 24.56 | 18.76 | 18.67 | 19.38 | 21.07 |21.91 | 22,14 | 19.59 | 18.39 | 20.23
ReNtesesess eSO .| 4.00| 3.70| 3.50| s.27| 4.98| 3.7a| 3z.7| 3.53| 3.00 | 321 | B.B1| 2.79| 2.40| 2.62| 2.36| 2.09 | 2.37 | 2.30] 1.46] 2.04] 2.2
Advertisingecseeeencsenne 1.20| 1.50 | 1l.41 1.34 | 1.41 1.33 ]| 1.02] 1l.167] 1l.11 1.20 | 1.30| 1l.20| 1.03 «96| 1.00 1.3(:3 1.08 1.00 «86 | 1.16 | 1.59
Light, Heat and Water.... +50 «40 «46 38 «53 47 57 «72 «58 52 «65 54 «50 46 «45 «48 «517 «39 «30 «40 44
Taxes (Before Income).... «40 «30 +50 «57 «96 «87 «81 )] 1.16 | 1.40 | 1.63 | 1.83] 1.91 l1.14| 1.08| 1.18 1.16 | 1.01 72 «86 «93 .88
All Other Expenses....«.. 8.20| 7.90 | 5.42| 6.52| 8.26 7.21| 7.24| 6.21 6.54 | 6.69 | 6.45| 5.33| 7.41 5.76| 4.89 | 5.70 | 4.88 | 3.89 5.68 | 7.6l 7.83
Total EXpense..s.ssssssss| 38.30| 33.30 | 32.75| 35.86 | 40.78 | 35.38 | 34.36 | 34.27 | 33.25 |34.96 | 36.37| 36.32 | 31.24| 29.63 | 29.18 | 51.80 | 31.76 | 30.44 | 28,73 | 30.53 | 33.48
Cost of Goods Solds......| 66.60| 656.40 | 64.00| 66.04 | 68.83 | 66.09 | 62.41 |62.43 | 63.256 |61.95 |60.96| 60.95 | 62.13| 62.40.| 60.59 |58.79 |60.62 | 61.65 | 62.68 | 63.3¢ | 62.67
Gross Margin.cecseevenes .| 33.40| 34.60 | 36.00| 33.96 | 31.17 | 33.91 | 37.59 |37.57 | 36.77 |38.05 |39.04 | 39.07 | 37.87| 37.60 59.1]_. 41.2]1 |39.38 | 38.36 | 37.32 | 36.66 | 37.33
Net Profit or Loss - -
{Before Taxss)..seseseess| 1.10| 1.30 | 3.25| .26|-9.61|-1.47| 3.25| 5.%0 | 3.52 | 3.09 | 2.67| 2.75| 6.63| 7.97|10.25 | 9.41 | 7.62| 7.91| s.59| 6.13.| z.85
TUITOVET cssssnsnsnsnnsnss]| £2.70| 2.50 2.40 3.24 | 5.54 | 3.81 | 3.52 | 3.61| 3.59| 4.23| 4.37| .87 | 4.25 | 4.29 | 4.45| 4.37| 3.23 | 2.87
.‘Fi.gu.res are unavailable for years 1927, 1929 and 1934 for the reason that no studies were made.

6 Ibid., pp. 14-15-16.
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decided as a wmatter 0f store policy to personally wnderweite

and ingurancs rates were

loss in the mails. Thervefore, vhile

added to the customertsz dnvolce, the packasses

nost without actually bel

gt the post «ffice, If loss seourred

Advans g

store

will beneiis by adopbing explicit policies Joverning ils personnel prac-

definite clear~cut parsonnel policiocs will result in

u

e ineguitable breatment of discontentnent. Thero-

the beginping redfailer zhould zot np definite policies Trom the

the writer's opinion should include the following:

J

{1} Prastices v be followed in seleciinyg, training

srometing

[} . - . & \ A - o
rng ond training of alaonussod o
e 5y o e pama
ki ;,,,h,‘{“‘ o b &8 one

wbuulish delinite fowaal polic

T

ghould also estadlish

incereasingly valuovle to

cnable the proprietor o securs

provide a

pOT PR -

flon vhen latorv i Loy eRS .

e

shoeld be spesifically ls an individusl orobler

upon the size and intricacy of tho business operation.

atailer should seb s definite poliecy concerning the numbar

K 3
i

of hours per !

ay and the waek thot the store will be



bt
8%

open to the public.

port for wors av the

abt bhe end of the ¢

established and olaeinly stated. Ezsct
policy with respect to these mabtlers will most likely be dictated by the

prevalling practices of obher business establiszhments within the comm

of payment:
Soveral plang for the componsation of salesuen were disgussed in

a

Chapter VII. However, vhatever plan fov compens

ghould be siated as a definite pollcy. Also, fov porsommel enployed on

straisht salsry, 1t would be advizablo to seb up a

ald for the warious Jobg exlsbing within the firn alons with a schedule

r
of proposed wage L

emnloyes could expect orovided his vork was

'y

may pay bls enployoees by check or by cash.

gach week, or every fifteen days, or once a month at the end of the oonth

Heres arain, definites policy is

individual deciegion, influ~

local cushbon.

(o
i
(4]
Lol
jo8)
[
1
Yt

{4} Practices oith respect o vacablons, sick leave,

Fooad
e

oL

-
¥

P, DU

s
chage discounts, and maintonance of employee worale:

ith many soall retallers, the matier of vacations and sick leave

ot

has been given very little consideration yet 1% is a problen that every

The methodical husinessman will establish & defi-

nite policy so that thore will be no unceytainty owong employeos.

1o formal policy hed been established by the stationery firm with

o

»

s writer was associated, the propristor followed the praciice of al-

o
».‘\4

kS

lowing one week's pald vacation per yeur and full pay for absencoes on
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P

acoount of illnesg up to ona

o

As everyone knows, 1t im wut the nation for
&t 5

all business establishments o close thelir doors in o

taln holidays wuch asg Chris Day, How Teor's Day,

g Birthday, and others. The specific holi

any partieular zommunity during the year are not unil )LWlV the

Lok

throughout the counbry, and naburally, the holidays sulocted will be
those which are custonarily observed by other merchants in ths locality.

Nevertheless, the precise holidasye to be obssrved should be ascerbtained

and incorporated into the formal written store policy.

Hany retailers - the sractice of allowing their

privilegze of purchasing merchandise for personal use at o dlzcount. The
usigl eaplovoe discount is 10 por cent fyom the sales price. 7The

of the stationery store in which the aunthor wag euploved, as a

yule, sllowed his aoployecs o purchase merc!

wlise at cost plus 10 per

cont, which was an exceptionally liberal policy.

employee morale is another lmportant fac-
Good treatment of employecs may include good

Ry

veasonable hours of work, a “ooffes

Py

break™ in the forenoon, provision for recreatis and arrenging pariles

picpics for store employees

and thelyr fomilies. nmotines bowling,

softball, or other athletic

be spongored by the store fop ibs

1 etore moy 0ot he able to ane as wmany of

Altwough the manl

thesge ldeas as can the larse atere, the prosrictor's pevsonal

ia his eaployees and thelr welfare can be a eontroling elenent

matier of uilding and maintaining ewloyveo norale.:

-
i

The proceding discusgion has dealt brielly wiil

hoa Tew personnel

o
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policiesn

weactice, have beon fou

lovee

* . AN e om, i Bi gy ey o 18 5 < o -
In nddition b0 the gsiope policics alro:

mete $ood

ig purchasad.

med by of the
£Xeh of ideas on business problens. Businssonen arve freguenily

galled upon
charity and fClLOj organizationg, roligious, educational, and public-

2 3 »

gt decide whethey or

health progray Sponer or later b

net o juin o veitail trade sssociation so &

)

on current dovelopaents in

In conelusion, it should be stated that retail wvolicies wwust hoave a

»

sy- The adoption and appliention of noliciss

impose cevinin limitations on rebtail operationy wiich are ecsnducive o

profitable performence as long as soselal and economic conditions are
stable. Iovever, the vetaller rust be able to modify policies vhen

these condlitions change and such ﬁfju shnent fe a nost inportant task.
consbant study of
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er will be devoted to = discussion of the questionnaire

n previcusly mentloned in this study. “heon the writer se-
Lected the topic for his thesis he was only vamiely agare that there

neral information

~ficular field

sen for the study. Hove

fact became incressingly

search for primary apd sccondary datn nro

material gecured from the U. 8. of Qo

becanze 1t was bric? and goners

o poveral Ty

office supply fleld evinced elther an

such inferaution o non

-

the stationery business. None of the trade associ-

raplied to fthe suthor's original letier. A follow-up
letter was then saalled vhich elicited o lane emcuse fyom cach addresses

to the effect that the orizinal recuest had not boon rveceived. It is

inconceivable that the Unlied Statos ial

e
ot
.

hould Lecome so unreliable

i
w3

o

different places al agpproximately the same time. The trade asgociations'

N

replics indicated that ihey possegeed no material which would be suilable

o

for the writerts gtudy.

A request Tor model floor plans, store layoubs, and arpans

oy

made bo the Arastrong Cork Cowm a well-known industrial fivs which,

in its national advertisi

71 Teatures model layouts and floor plang fox

-
L
&

verious types of stores, was unproductive. They advised

% while they



- »

have Teatured several types of busisess

waterial pertaining to the stationery snd office suuply business.

=¥

f

fopersonal ivterview with the mnnsg

wholesale house in Oklahome ULty oroduced no concrete informats

his firm'e representatives would personally

2 with the selection of an ini- izl inven-

Yhevefore, in vicw of the apparent wrwillingness or inability of

pffice sunply trade to rele

the skiapy date avallavle from the U. S, Degartsent of

decided, alter consaltation with the asuthor's thesis

a cuesilonnaire o e mailed to the sbationsry and

s in an effort to doternine

H B o Avee kg n iter secured on lr
T oLhg Gues been drafted, the wrilter secured on Iln-

terview with the

o supply store in a

2

reguested this wepntlenan o review the guos-

11 toun in Oklahons o

tiounaire and geke any comments and supgestlons which he felt would Llme

courtenug and cooperative. Hosever, he {rankly

stated that had he recelved the guestionnalre in the msil he would not

wmve hothered”™ to £111 1t in ond re it because: is a highly

to release onerating fipures pey-

conpetitive field and I would nob

taining o wy wesipess .t He felt that most recipiemts would feel like-
wize., Tils reitaller dld make avallable to the aubhor revorts of research

N s

stadies which are periodically farnished to him by the tvade ascociation




The «uv tivanaire alons with letter of transatitial

and ¥ resnectively, was prepared and sailed 4o 2 list of

7?0 retailers in stationery and office sunnlies

of Qklahoma.

1L

County Basic Data Sheets published by Market Researeh Deparbtuent, Fara

dournal, Inc., were utilized in ascerteining the counby seab to

i ang

»

larger cities in Oklahomn preparvatory to compiling the wailing list. 'The

nanes and address

of the stationers were then

throurh the rather complete

nent of teleph

available in the collers

n

It may appear to the reader that the ionnaire 1s ¢uite lens

which would account in part for the poor returns. However, according o

|24

Paul H. Mystron:

The leng bh of the quesiio

is deterained by such a variety of
oasible '

down any flvcﬁ rales. The interest
vreatly : & estionualires eontain
ﬁil, wheren@ wucthonnnjfps cwntaiﬂing OVEYT A
SUCCOIR

At any rate, it was felt thot if a

it would be impossible to incorporate the necessary infornabion into &
prief questionnalire. It was hoped that this unavnidable defect {1f the
lack of brevity be consideved o defect) in the questionnaire could be

oyercome by appealing to the inherent interest of the reftailers in the

gtationery trade.

the

Lbegun on vtember 24 and wasn com-

tenher

R
et
o
ot
&
£
&
3
g

matter of intexrest, the following
babulation is presented which shows the nusber of replies that were

recelived and the deabtes on which they were recelived.

eting Handbook, {(New York, 1948}, p». 118.
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follow-uan

the

Hovever, there was no infowaation fortl

snondents

reguesied.

too busy to coonperabe.” Thersiore, th
sending oub a guestionnaire of thig

effort, and wmoney to follow up those a
HWaG rocting too much

in the stationery field in Oklahoms wo

T
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and o greater d than
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whether leased op owmed. naidered si

3, iy gt an - A -
poen referred

have alroady of thieg sbudy. There

seided vawnillingness on the part of the respondents to disclose

perteinins to sales, avera

nformation pertaini

]
p
(o
&
e
e}
E.. .
B
o
H
&
3]
a8

]
&
ot
]
F
i...J
Q
S
gu.

and othey eperating costs. Had the anthor besn able o sedure simpille

3

cant ansvers o these guestlions, this entire thesls would have beon much

more useiful $o they the writer had promised that

@ very .

e

in return fer their cooneration he wonld sond out

ings. No doubi, had they been willing o ive so

seir sales, advertising

g

iigtribution

- . 3.

and

torn could nave emersed fron thls abbtemtbed questionmaire

T g g E o en R N ST P B 4 Ty et
However, as guwnbed been too mush o expect, barving

nfidentially with them

ypation.  Such an approach

wae 1ot procticable in comnection with $his

o

discussed, because of the elewsents of tilme and expense which would have

been involved. OCongseguently such an approach was discarded as unfeasible.



The author feg

has boen anle to

under oue sover n falrly comnlote insil

into the stationsry and office

<

wy e found useful by Iandividusls interested in

stailonery buginess of their own. The atudy has ate

"

toapted to set forth in lopgical order a review of the provless and steps

involved in launching such a busioess venture and 0 point o
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solubion. o

s
A
s
o
fote
b
.

a person contomplating

et
2
4
wr
<
w2
g
&a-l »
P
R
aad]
fd
[éid
&
o
E.u-
5
g
<
o)
s
bl
vy
Lo}

vrior o

baote in which he wishes o operate, after

{4} make nis solection of o buildi

and olon the store layout;

{5) Imow somethins avout buying,

e oplan and

ial inventorys

se pollcles under which s wishes to conduact

and train the necessary persenncl for wis
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It has been the authorts observallon that almost all "How %o

Operate”

with specific lincs

of buginess enternrise fall to

o list of sources for merehandise

wuich the prospective veginner in

could contact, vwharcas nuch
information would be greatly weleomed by such an Individual, especially

if he were an inexperilenced newcomer to the particular £icld of 4rade

under discussion. Thorefore, the author, out of hisg poersonal knowle
and has compiled suckh a list for the »roepective stationar’s

pes e

henefit which will be found under the ssction of this study desilsnated

In conclusion, the suthor feels that while this thesis, no doub
would have been onriched considerably kad he Deon able to gecure gio-

nificant rvespomses Lo his guestionnaire, etlll a worthwhile ¢ )hi?lnatian

to the Jilahoas & 4. College syoup of theses dealing with small busi

It 18 believed that sn individual In

}oa

..... terested in this

type of retall business

o lacks detailed knowledze of %he Field can

gain valuable ]

from the foresoing study

preparatory to the establishnent of his own

siaginess venturs.
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APPENDIX E

TIONNAIRE

1. Please indicate the approximate number of years that you have been engaged in
the office supply business in your town: B

2. Indicate the approximate frontage of your business and the depth:
Frontage: ft. Depth: ft.
3. Do you own or rent your location? (CHECK ONE) Omg Rent/ ]
If you rent, please indicate which type of lease applies:
[ 7 Yearly /7 Malti-yearly.
[7 Sliding scale based on net sales, or some other such base: (Specify):

4. Please indicate the arrangement of the major groups of stock within your store,
and approximate portion of area allotted to inventory storage:

ctHOHX

5. ihich of the followings types of display windows do you have in your store:
U Open background, permitting passersby to see into the store.

Semi-closed background with a partition extending to a height below
line of vision.

/7 Closed background, shutting off the display window completely.

/7 No windows for display purposes.

6. Please indicate your investment in:

Inventory (normal inventory desired)e o o o o o o o s o s o o o o o o of

Fixtures, including machines, display cases, counters, cash registers :
Delivery equipment, autos for salesmen, @tC « « o o o « ¢ & o o o o = o

7. In which of the following general classifications of the office appliance and
supply field do you engaget (If you carry reasonable amount of merchandise in
any of the following groups, please place a check mark in front of 1t even though
you may not carry everyone of the items suggested in that group.)

Office appliances and furmiture (such as typewriters, adding machines,
juplicating machines, etc. and desks, chairs, filing cabinets, etc.)

/7 office appliance service department.

/7 Printing department. leonb e
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1:7'Iilcollanoous reproduction, such as mimeographing, ditto, multigraphing.

1C7'Routino office supplies, includinz forms, stationery, festeners, carron.

iC:T Special displey materials (such as show card colors, brushes, pens, etc.)
and materials for architects and draftsmen.

/7 Fountain pens and mechanical pencils.

2:7 Greeting cards, gift wranpings, and person%l stationery.

1:7'Spacialty gift 1tems, such as leather goods, card pnlaying sets, textile

painting supplies, etc.

Z:7 Other (specify):

8. In order to sunply a picture of the staffing requirements for your business,

will you kindly fill in the following chart
in which your firm engages:

DEPARTMENT
In!id& 5&1980000.0.0.--.--
Outside 88168 « « o ¢ & o o o s s & &
Pﬁnting..-.......-.....
Misc. duplication (Mimeographing, etc.)
Office staff. « o & & & & 2 & & o & & &
Stock keeping « « « ¢« ¢ ¢« 4 o 4 . o
Janitoring. + « ¢ o« s ¢ ¢« ¢ o 5 4" e
Delivery. « o« « o« o o o o o o + o o o =
Other (specify):

with respect to tyoes of smctivity

_Number of ®mployees
Full time Part time

NOTE: It is realized that some emnloyees have
please list him in his major duty only.

9. Indicate total number of employees required
average monthly basis: .

multiple duties, in which case

for your comple‘e operation on en

10. Indicate method of compensating your outside and inside s=lesmen:

Dutside salesmen Inside salesmen

NENENEN
NENENEN

Straight salary.
Straight commission.
Salary end commission.

Salary plus comnission for snles irn excess

of an established quota.

{continued)
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11. In which of the following ways do you undertake to servi-e o“fice apnliances
and ejuipment which you sell? (CHRBCX ON%):
gl!aintain own service department with s=laried renairmsn.

/7 Lease space to gu:lified repaimman who undertmkes our work.

U Other (specify):

12. Please indicete whether your salesmen travel irn D company-owned cers or in
personally-owned cars. If personally ownei, nlease indica‘te:
Allowance per mile Z, or Flat allowance of 3 per

13. Indicate method of covering travel and living expenses tor outside solesmen:
/] Travel expense advanced. /7 At salesman's own expense.

U Set expense allowance per paid by compuny, or iaily allowance
of $ to cover meals, hotel, etc.

14. Is your expense arranseient for repasirmen the same as for salesme:n?

If different, specify:

15. Indicate which of tollowin. types of insurance you “ave found it desiravle to

carry:
[ Fire. /"7 Burglary. /7 Liability.
/7 Plate Glass. /7 Ftdelity. /] Other (specify}:
16. What were your 1950 net sales? 3 .

17. Indicate the spproximate percentage of net sales attributable to:

In store business. . . . « . . . 3
Outside sBles. « « s o« « = =+ & » 3

18. Indicate th- percentase cf total sales obtained in each month durinsg 195
Jamn. ? Feb. 7 “ar. 4 ADT. g Mny ‘i June ’f
July ¥ Aug. 7 Sept % Oct. 4 Yoy % Lec. %

19. Indicate the aspproximate percenta e of your adivertisin expeniiture tror 195
made during each month. (Total advertising expenditure for 195. =z 104) .
Jar. 4 Febd. 4 Mar. 74 Apr. 4

May
July ¥ Aug. % Sept %4 Oct.

Now

Y

o
of

£Y

Jure
Tee.

(continued)
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20. Indicate the approximste percentage distribution of your totzl expenditure for

21.

22.

23.

advertising and sales promotion devoted to each of the following med!la:

Newspaper..... % Direct Mail 4 Radio 4 Hani Bills
Window Display 4 Other (specify]:

Please give the benefit of your experience resardiny any particularly good
results which you may have secured on ce-tain promotional asrects o? your
business from the use of the foregoing media:

"

In an effort to measure whether there are ascertainable differences in later

costs among dlfferent firms, would you kindly stute the typical weekly selary,

including commission peyments in case of employees so paii, which 4re usie
the following types of employees:

Store Clerk $ Stock Keeper $ Office Manager %
Bookkeeper $ Stenographer 3 Typist 3
Outside Salesman $ Delivery Men $ Janitor 3
Fully qualified machine repairman 3 Apprertice revairman 3

+*0

In the first column, please list your average investment in the listei items.
In the second column indicate what percentage of your 195 gales were mde from

each group:

Avera:e % of 195
Investment | net Sales

Social stationery. « « « o o ¢ o o o o 0 e 0. .o

Typewriter ribbons, carbon p=:per, office papers. .

Pads -- scratch and columnar . « « « « « s = « &« =

Blank books, looseleaf binders and fillers . . . .

File cirds and folders. . « « + s & s 5 s ss s &

Fountain pens and mech=nical pencils . . . . . . .

Show card supplies . . . <« & & & &+ & & & & s « & &

Stamp pads, daters, rubber stamps. . . . . . . . .

SEaplins machines, staples, clips fasteners. . . .

Ink. « o o & o ' o o @ & ® & & o 5 & % 8w w = e

Greeting CHrd8 o « o « o o o 5 4 e e 0 s 8w e s

Desks, office furniture, chairs, filing cabinets .

Duplicating machines and supplies. . . . . .

Miscellaneous duplication {Mimaographing, ditto,e‘-

Office machines repairs. . . . . . . . e

Other specialty items (specify]:

(continued)
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24. Please indicate the percentage of each expense item to your net sales for 1950,
The first column which is slready filled in is merely a sample of what is

desired. If you prefer, you may fill in the 3d colunn only and I will calculate
the percentages:

SAPLY | % of 1950 |Actual dollar

- . net sales Amounts
TOTAL NOT SALTES: + o a0 5.0 2 o 0 5 3 9 s o » w o[ 100,008
CGStOfGOOdSSOId.-.-....-..-..n."ﬁ.ﬂ
Grodsfﬂargino-..-.-............._5_6.56
OPERATING EXPENSES:

Salaries, owners a2nd officers. « « « ¢ « « « o & 4.77
Salaries, office emnloyees . +« « « o & o o & & & 2.49
Salaries, outside salesmen . « « « ¢« « « « « & & 5.36
Salaries, inside salesmen. . « « o « « o« o & o @ 4.05
Rent - - - - - - - - - - - - - - - - - - - - - - 2-04
Light, heat' power, WAtere « o o« o o o s s s o .40
AdveTtising. o « o ¢ 4 ¢ v 4 4«0 0 0046w 1.16
Insurance & Taxes (Other than Income Tax). . . . 1.82

Outside selling expenses other than salaries

Shipping and delivery expenses . . « + « « « « & 2,70
Other operating expenses . . + « « o o = « « » & 4.74
TOTAL OPRRATING EXPENSES. + + + « o o = o 30.53

Net operating profit « « « ¢« o ¢ ¢ ¢ ¢ ¢ ¢« + &+ & 6.13
Income taxes (State & Federsal) + « « o« « « & & & 2.45
Net Proflt o = o 5 o o 5 5.5 » o 5 s s o & o o » 3.70

Inventory turn-over (Number of times per year) . 3.3

and commisslons. + s i« 5 & o & W ¥ o5 . 1.70

It will be greatly apprecisted if you will meke any other comments on the

BACK OF THIS SH®RT regarding any points which you, out of the depth of your exner-
ience, feel that I have missed in this questionnsire throush my lack of knowled.e
of the precise conditions in your particular community.

Would you like to receive a copy of renort summarizing the findin:s of this study
after it is completed?

NOTE:

Yes No

It is not necessary that you affix your signature or identify this renort
in any manner. However, I should very much like to know to whom I am
indebted for the information, and you may rest assured thet I sh=ll
all information in absolute confidernce end will in no way mention names nor
divulge sources.

FIRM NAME

STREET ALDRESS

CITY & STATE

BY
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