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CHAPTER I. 

INTRODUCTION 

I:¥'POS e 2!. ~ Study 

In submitting a study on the est blishment and operation of an 

office suppl y and stationery store, it is the writer's intention to 

set forth sOtlle pract ical standardn or euides for the prospective 

stationer. The counsel tendered herein is not offered as a sure guar-

antee of success because there is no magic fo rmula for succeso, nor is 

t here any substitute for actual experience in re·tailin~. Honcver, it 

is felt t hat t he interested reader can gain some understanding of the 

problems i nvolved. To use t he language of the militar y: He will be in 

better posi t ion to "make an estimate of the si tuati onn, and after havi ng 

carefully considered all obstacles he can take a "calculated risk"~ 

hich would enhance the chances of success as compared to hi s taking a 

b lind plunge vrithout knm1ledge or understanding of the rises involved . 

Before getting further into the study , 1t may be of i nterest to 

note t he origin of t he t e:nns nstationcr" and "stationery": 

Because merchandising competition i n the neighborhood of 
St . Paul's Cathedrul in London was so keen in the early day s, each 
dealer was given a spec fie station where he could stand nth his 
tray of goods . From t hese men t their stations came the word 
" s tationer0 and the term "s tationery" . 1 

The ,1ri ter' s i nterest in the office suppl y and stationery field 

ste s from the fact that for several years he was empl oyed by t he 

1 u. s. Department of Commerce, Establishin~ and Operating a 
Stationery and Office Suppl y Store (Washin&~on, 1946), p . iv. 

1 
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Sentinel-Richardson Office Supply Company , Grand Junction, Colorado. 

His experience with this firm 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 t hat t here was very little apparent willine;ness on 

the part of office suppl y retailers and trade as sociations to disclose 

any specific information as to the methods of operation, other than a 

willingness to discuss the matter in broad generalities . Also, i n 

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 contribut ion of imppr­

tance mi ght 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 t hat such an 

effort might be somewhat disappointing, a direct attempt through t he 

use of a questionnaire would be made to determine business practices of 

this t ype of merchant in the State of Oklahoma. The re sults {which mi ght 

be obtained) would then be combined with secondary data and available 

reference material such as that prepared by t he U.S. De artment of 

Commerce and the several trade associations t hat operate in this field. 



CHAPT'il:R II. 

NATURE OF BUSINESS 

Types ~ Stores 

!t is difficul t to state or desc ibe :the precise ~='---e of the 

retail stn tiotte:ey arul office busi.!!,.ess _b cause more than one type 

of activity is involved. On the one hand is tho d and for consumer 

goods such as social stationery, greeti ng card~, writlne sup lie, nov­

el ties, and mi scellancous erchandi so. On the other hand 1 s the demand 

~ business __ op~r~ting_supplies such as commercial stationery, office 

supplies, filing equipment , office machines and office furni turc. • r­

ticularly in small cities, the demand for either of thene t )es of 

- ods may not be sufficient to justify specialization. :!any fir~s, 

therefore, serve both markets throu0h 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 t he office, and s condarily in supplies for ho:ne or 

school. 

Trends ~ Op:portuni t ies 

Tho stationery and office supply man who is alert and knowr. the 

daily needs of businessmen has a vride field in which to offer his goods 

and Mrvices. According to the u. s. Department of Commerce, 11 the 

stationery and office supply business has enjoyed a steady growth 

throUG}lout tie years and has proved to be a relatively stable field of 

business." The primary task is to develop a steady group of custo~ers, 

1 Ibid., p . 5. 
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large unit sales, and a stable sales volume. For the firs t several 

years while establishing the busine s the beginner must expect to put 

in many long hours of work . However, the \'Tork is pleasant and the 

incentive derived from establishing one's om business will offset thi s 

disadvanta~e. A further disadvantage lies in the fact that considerable 

t raining and experience are required. The business will grow slo "lY 

over a period of years and hru:ldling the lines and quantity of goods 

whi ch yield large sales vollli~e requires a r elatively lar capital 

investment. 

Competi tion from persons other than those already established in 

this field will come from limited-price variet y stores such as five-and­

tcn-cent stores, and from book , drug, and department sto es--all of 

hich sell stationery. "One survey shows t hat 6 per cent of the sales 

volu.me of the limited-price v riety store is derived from this line of 

goods. 112 

On large and expensive items, competition is largely between dif­

ferent brands because large manufacturers usually grant exclusive "'en­

cics to dealers in specific territories. The best hedge against 

competition is to build up or develop an established clientelc. T s 

gives the stability derived frCXil repeat order" on t he regular line :> of 

supplies and vrill also provide the opportunity to capitalize on the 

tendency of customers to look to the dealer for assistance and services 

connected wi th the efficient operation of an offi ce from the su plies 

poi nt of view. 

2 ~·, P• 5. 
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Personal Requirements 

In opening his own bu.,iness, a person rill achieve the tatus of 

being his own boss, subject, of course, to the demands made upon him by 

his business associates and customers. Being hi s own boss eans that 

the person • uat have the drive, initiative, and the onergy to determine 

a course of action and see that it i carried out . He must be able to 

give leadership to his employees and to develop a clientele which is 

pleasea with the goods and scrvic s offer d. Accord.inc to Converse and 

Jone : "The primary qualifications for the successful omiership and 

operation of a store are mana rial ability, capital, and knowledge of 

merchandise . "3 

A person vrho opens a store must know something about buyine mer-

chandiso and so.n~ thing about selling. He must also have sone specific 

knowledge of the particular kinds of imrchandise which he proposes to 

stock. In other words, the person needs eJ.."P rience. Lac ing e.xperi-

encc, it would be vrise to postpone the opening of the b siness and to 

work for an established stationery and office supply store ror a time 

in order to learn as much as possible about the rrerchandise, as well a s 

about the teclmiques .of buying, selling, pricing, stock control, and 

record keeping. A year or two invested in this fas.hion may pay good 

dividends. 11st tistics shor t hat on the average, men in business for 

themscl ve s are 10 years older than those who work for others, and that 

about 2 out of every 3 are over 38 years of a n4 

3 Paul D. Converse and Fred M, Jones, Introduction to l1iarketing 
(New York. 1948), p. 257. 

4 U. • Department of Commerce, Op. ~·, p. 6. 
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Going into business for one f s self is a risky undertr.1;king ax.1.d anal-

yses of business failures m.B,de by the Govorrunont and o,!;her 0{~€moies 

irn.'licate that rlbout one-third of th<:: small llll:::d.ttesses opening their 

doors a:re forced t;o close within a year, while about o.ne-half go out of 

enterprises of all Etf)E,s that close thEJir doors each year. 'J.'he p!'imary 

:reatJOil for ·bus:iner,s failure :Is poor mt.umg(,ment. il'o 1H, a r:ood manager a. 

person mu.st be able to :handle poopl<~, must lmov1 his merchandise~ must 

u:r.ld.erstand ootll buying and oollinB in tc:rms of his ow:n 1mrk.et a.nd must 

Jmo·,7 hmi to control costs. Poor mana{;e;rient in the form of lack of knowl­

edge or ene:rg,y, lack: of capital, and lack of proper records :i.s the cause 

of most bus:i.nesn failures. Unvds0 buying, or improper er,~phasis in 

sol0ct,ing merclmndisc .inventory, const:1 tui:es a chief manifestation of 

i11experience in tlds field of 1~etailing. 



CHAPTER III. 

FINANCING AND ORO!l!UZING THE rosr .N.1- $ 

Capital Requirements 
..--......---. --------

One of the roasons f r the failure of many small busine 8:::;,;s is that 

the owners have had inadequ -te ca: ital . What const itutes adequ te cap-

ital depend s upon t he siae and kind of sto:rG~ the type of fixtures , and 

the J arf," n of safety est ablished at the out Bet- of t he buui nass . 'I'here 

are a few gui ding factor~ whlch should bo kept i n rnind when est i mating 

one ' s own eapital requirenents. 11.ccording- to clley and I,ai:r,yer: 

Oapi t 1 .•• me::m:J co .:-1nnd ovor purc has:i.ng p owe r,- t h e t ot al of owned 
and b orrowed f unds plus credit accepted . Thus f ~ a bus ine ss t h t re­
quires be13i rming capital of ~l r , 000 tho ouncr may have ) 8 , 000, se ur e a 
bank l oun of .,,4 ~000, o.nd obtain goods wor·th $ ;5 , 000 on credit fron1 sup­
plier~, equipmont deol ero, and ot he r s . Ofton it is not neCP.::isnry to 
borro:-1 the full amount nt once, but line of credit equal to tho xi-
mu.'T.I. amount required shoul d be cstab i shcd to be used as ne eded . U ually 
the O\mer ' equity s 1oul d he i:;bout two-thirds of t he total capital re­
quired. but thi s is an arbitrary and oomewha.t c onservative rule . l 

Accordi ng to the u. S . Depoxt ment of Oo':',mcrce: 

A store tri th er1pllasi s ~~ office supplier. ,i.l t h fewer 
additional lines of merchandise , 1 "'" '<~c' in tho business distri ct of t he 
c.;0,.1.mmi ty will r q:uiro at least $5!#~~ An enterprise of this t ,vpe 
w?ul d . ap1>e r t o be mos t do"'irable and ~ -f,?cm. t .o old ~reat er p ossi.­
b1.li ties for the be01.nner . Horrevor, .(,~ ~le'trt be oons1d0red adequate 
capi tal on which t o start a small stoJ~C catering t o home or school sta­
tionc ry supplies. 'l' bor;in w;i t h n' little capital wlll moan vnany hours 
or hard wo1~~ nnd the future rua rwet will have to be analyzed very c. re­
fully so u s to be assured of o.n i rmnndlate volume of sales . 2 

One of the funda ent · s of f i nance is t hat tho owner O':t' owners of· 

t he busine"'s should furnish the c:apiLal to cover permanen t or " ixocl 

1 Pe1.n-co C. Kelley and Kenneth Lawyer, How t o Organiz.e and Op-erat e­
a Small lluslncso {New York, 1949 ) ~ p . 130 . 

10,0 
2u. s. Depart :1ent ofCo,me rco, On . cit., p. 8. --- -

7 
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investment and permanently needed working capi tal. Converse and Jones 

have this to say concerning this state, ent: 

The ma jor portion of the lon time :!.nvestment or capi t a l for a 
marketing organi zat ion should be provided by the owner. Funds which are 
needed to finance temporary expansion in t he i nventory or the accounts 
recci vable ay be obtained from banks or from merchandise creditors . 3 

he prospective ret ailer hould have enough capital to cove r cur-

rent expenses during t he period when he is searching for a l ocation , 

"ecuring a lease, and buying the required fi xt ures and stock . He nhould 

also bo in financ i al position to pay for the early operating expen ~e s of 

the venture . Some of t he benefit s of bavinL adequate ,1orking capital 

are the intenance of credit stundi , securing of cash discounts on 

purchases of stock through prompt payment of bil l o, , a.i nt aini ng an ad-

' equate inventory, and having cash in reserve to c rry t he business 

through periods of slack busine ~s . 

AIL err or often made by beginners is thnt of maintainine an cxces-

sivc inventOI"'J · Dollars represented by slow-movi stock on t he shelves 

are unproductive dollars . I t is well t o keep in · nd t iat the size of 

the i nventory will depend to some extent on t he distance of the sto e 

frOlll supplier and that an inventor~-control system will enable t e 

store manager to order replacements on ti. e nnd prevent overstocking. 

''A store dealing primarily i n stationery and office supplies, and antlc-

ipating an lni tial annual sales volume of ~15, 000 to ." 20 , 000 \'lill ve 

initial capital requirements between ~5, 400 t o i 1,400. 114 

11.ssu.ning th.at the operation will be c rried on in rented qu r t er , 

3 Conver"e and Jones, Op . ~-, p. 12 . 

4 U. S. Depart ent of Commerce, Op . E..!l·, p . 9. 
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with no delivery system and toot 11 ttle or no credit business is 

handlE-'<1, a break-down of ca.pi tal requircmontz misht be as shown on the 

following table: 

TABL" I 

CAPITAL R ~UI R •, .,N'I'S BA ~ED ON t.J 'l'ICIPAT'ID 

Opening Inventory. . 

.Equipment. . . . 
Cash Reserves. . . . 

Total Cash Requirements 

. 

. 

'15,000 s les 
volu.'lle 

'ii'3, 200 

1,000 

1,200 

5,400 

AL ,35 

,20 , 000 sales 
volume 

,200 

1,5 0 

1,700 

,7 ,400 

!fa delivcxy system is antici ated, the cost of the oq ipmcnt 

will have to be added to the figures shovm in the above table, and if 

it is expect d t hat some credit business .,ill be done, then at least 2 

months ' credits should also be added. As a. matter of reality, the 

dealer in office supplies and ,quipm.ent will find that he must do some 

credit business because the greater portion of his business will come 

from the various business firms in ls co1.miuni Ly . These fir:ns a a 

matter of convenience, will desire to make t 1eir routine pure a"e on 

account throughout the month and then make pa,y ent unually within ten 

days after the dote ri}lcn statement of account is presented at the end 

of the month, provided a cash discount policy be followed, or not l ater 

than thirty days' time thereafter. 

The co st of goods sold t'lill vary \Vi th the dollar volume of snle s 

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

5 Ibid . , p . 9. 
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is al so true, more or less, with other items of business expense . 

TABU! II 

CO ,lMERCIAL STATIONERY .AND OFFICE .!.0,ilI I .PI:, lT :SU'.INESS 

AVERJGB OP,RATING RATIOS , 19486 

The folloring ratios are expre s sed as percent age of net sales--net 
~ales being 100 per cent . 

Salaries, wners and e~ployees • •• 
Rent. . . . . . . . . . . . . . . . . 
Advorti sing • • . • . . • . . • • • • • . 
Li ght, heat , wate1·. • • . • • • • • • • . 
Insurance and trur.e s ( other t han income) 

. 18.39 
• • • . 2. 04 

1.16 
.40 

1.22 
Outside selling expenses other t han 
Shipping and delivery expenses. 
Other ope rating expensen. 

salaries and c "lllli su ions. 1.70 
2.70 

Totul operating expenses . 
Cost of Goods Sold. • • • . . 
Gro Js ~.largin. . . . . , • 
~ et operating profit (before taxe 
Income taxes (State and Federal) . 
Net profit •••• •.•. 
Turnover (Nmnber of tL"1le r year) . . . . 

4.64 
• 30 . 53 

• • 63. 34 
36.66 
6.13 
2.43 

•••• 3.70 
3 . 23 

On t he average, tho cost of go ods sold \'till probably be about 63 

per cent of sale s volume, as 1ill be noted from Table II . Therefore , if 

an annual sales volu:ne of 15,000 is realized, the cxpendi turc for mer-

chandisc would be about ,lJ>9 ,450. The ave rage rate of turn ver f or the 

offi ce suppl y industry is approximate ly 3 t imes a year, so the avcra, 

inventory cost v:ould be obout Z,1 50 . Using the ~a..'lle line o f rea oning , 

the approximate i nvent ory figure f or any given sale s volume c n be 

figured. 

T'ne fi res of 1,000 and.- 1,500 for store equip ent s indicated 

in Table I are arbi trary estimutes . The actual cost of equi pment will 

6 u. s. Depart ment of Commerce , Busine~o Informat ion Service 
(Washington, 1949) , p . 2 . 



depend on wh.e·!;hcr new or lHJCd fi:irturcrn are bought, and. whether the pro-

:pri&tor is able to eonstruc·t S01J1e of the equi1>ment himself', and. how much 

recon(li tioning the store requires 'before tho ope:i.·ation can be con1meneSd. 

'l'he cash 1·Enerve is d0te:nnined by the cost of operations for a 

period of three mo1'l.ths. :Based. on averages for the trad;e, cost of opor-
. 

ations, including State and Federal Taxes and indi vid.ua1 1 s salaJ."Y. will 

1,o approximately 34 or 36 per oent .of the sales volu"!le. Assuming an 

annual sales volume of (~15,000, operating costs will be about {~15,250 per 

year or (;:43'7.50 per month. If a s.ituation is an·tieipated in which the 

s,Jles volnmc will be of unusually slow growth, it might be wise to :i.n-

crease tho estimated time du.t"ina which operating costs will be paid from 

the reserve fund and allow for a corresponding increase in the fund. · !t 

is im:tJortant that the operating costs 'be estimated with great care. lt 

i::: bctte1• to err on the side of overestimatint3 opera.ting costs and under-

estimating sales volume than vice versa.. The remaining 2 ·or 3 per cent 

of eacll sales dollar represents the prof'i ts of the 'business. Whether or 

not it actnally accrues depetndti to a great extent on keeping the costs 

under strict control. On first impression 3 per cent may seem to be a 

very small profit. However, this ls tho average for the trade. Three 

per cent net profit on annual sale,s of ;;15,000 is ~)450 which represents 

a return of slightly more than 8.5 per cent on. an original investment of 

::r51 400. When viewed in this light, it must be conceded. that a return 

of 8.Z per cent is ad.equate, especially since a :return of 6 per cent on 

money invcatecl in sound stocks and bonds is conside!"dd quite good. Con-

cerning ·this aspect,. Duncan and Phillips have this to say: 

Probably tho greater number of eolloee students,. as well as most 
college p.rofes!'ors, think of retailin0 ao an unprofitable business. 
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This h.1.ea t1a.s bo(0,n oncotu-a0ed ·1)y 1mrious e.xpen::ie s-l;udles showing retail 
profits of only l to 4 per cGnt of sales. The fac.t is sometimes over­
looked. that nu.ch m'Jall profits frequently :;reprosent 10 pe,r cent to 20 
per cent or mo:r.e on net wortJ1 3 and are in addition to the :propr.ietor' s 
salary or drawint~ account for norvicc s :ro:nderod to the ousinens. 7 

One of the f'ir~rt s·heps in setting up a business is to se~ one' a 

bank:or for fi:n.ancial advice a.nd crecU t facilitiet:i.. Credit should also 

be established t:i th supplier~. It i.s ~3.lwa.ys better to e.st...'lblish credit 

well before atten.ptin(~ to us~ it. Most ::itl,'!)pliers will, no. eoubt, require 

a statement of fin.nncial fJOsi tion before credit w'.i.11 be extended., and if 

one's bnnke:r has such a statement, mn .. '111 temporary loaru·i Yihich may be 

needed vn.11 be m.ore easily secured. 

Acquiring· ! :Buoiness 

There are seve:ral ways in which. a. boi'::i:nninc; in retailing may be 

made: {l} buying an established store, ( 2) 'buyine a. part interest in 

an cstubliahod 3i;o:ro. or ($) openint; a new t'ltorc. Converse and Jones 

state: "'l'llo chief ad,r1r1n·liuo~.~; of owning a stol'e are independence and 

posrdbili ties of a hir~her income. o8 

(1} ,!.l\Y,ip~~ ~ Sstabli shed Store 

If the:re is an opportunity to purchase a businoss which. :b already 

established, there are a nuJubor of fac.tors which should be consJ.dercd 

v-ery car,afully. It is verJ importcmt to lcnovr why the :present owner 

,Jan.ts "to Mll. He 11~!' have ve.ry goOd reasons,, such ao illness,. a desire 

to 1·etil·e, or ·to move to another part of the coui:rt;:ry, and to enable him 

to locate a :rmrcha.1Jer quicltly he ma..v offer the business at rui o.ttracrtive 

price. On. the other hand, ho .may ws.nt to get rid of ru1 unprofitable 

7 Dol"'"'"r'''' T 1"''"'1""'!'' ........ d r<11,-.1'l''"" 1i' Ph1.·1·1;pe, Uy,.._. 'V t,- ,8 J.,JW.~V-~.l. ~ f.t.;t.), · v. 1.,.t ~f\..-1 .~ • · ~ -~- .J "J Retailing P:cino1:ples 
and Hethods (Chieaiw,, 1949}, pp. 732-Z!3. 

a Converse and Joues, Op. cit., p. 25'1 . ...•. , .... ~,, -----
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business, break a poor lea~e, get; rid of slow-moving stock or aceumu-

lated unpaid. bills .. 

A careful cheek of all faaturos of' the 'b'udneris, :tnclud.ing the 

condition o.f the stoc:-c and equip111ent in most essen"tial. It may be that 

the sales area is too small-... if it is, perhaps the business would fail 

under the best 1n.anagement possible. However, it m.a.,y be that the sales 

nrea has the necessary potential and th.at the present owner waG lazy or 

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

at;grerrnive and aware of the la.ten·t :possibilities could :make a success 

of the bur1iness. 

If it is decided to bu.;r an established store,. a lawyer should be 

consul-l;ed for the pm.1)0 so of drawing· up a proper contract of so.lo and 

pu1·chase. Ile 1llrill see tbat the nccesnary elausoa are included in the 

agreement such as one prohibiting the owner frorii reentering the 1.msiness 

within a specific time and area.. Converse and Jones state that: urt is 

an advm.1.tage to both buyer and seller to have a lav1yer dro.w the agroe­

ment and make ffU:re that it; is clearly understood 1);:..r hoth parties.''9 

.All Stateo and th@ District of Columbia havo wbulk'1 SHles lawn to 

protect credl to:rs .in the event that a business is flOl<l.. TheEJe lavn; re-

quire that proper notice o.f r.ale of the busine::1s be given to all cred-

i tors. Ir these laws are not com.plied ,Ii th, creel Hors may cla:ill1 assets 

making sure that the t:ransa.otion conforus to all legal requirements .• 

The lawyer will also eive advice relative to mortgages~ lienn, an<l 

other enc.nrrribrances which may be l1eld against the assets, and either 

9 !bid., p •. 268. ------ ...... 
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the former owner, 

is to 

Jone:,: 

(ten,e:rt~ll~r ,. it_ i.!3- 1:1.ot ad,.rl £.~al:tlcj fo-r~ a 11(,vJ" o\:rn.e1~ to fl~)s~1;_::1..c tJ-10 lln~-
1:iili titS:n. It in de1a:tra1,h1 that tht, seller pa;y the n ,'ff1.tcr1 he has 
ino··ur~:t·t:1d.. t rr vr5..Il d.ot~:~(~'n:trte j_·f tr,.is b.r:s bfJtrn done. 
before the money for tb.e bm.:lnes~~ iv paid ·to the sollor.. Ho1:ever, if 
the c:rcdHorE, are r,:Ul:Lng to o of thei:r.· claims, tJ·w 
liabD.it:tes are n.ssus:1od ·the 1:nwor, onl;r the d:i.ffe:ronce betr1ecm the 
agreed·-u:pon value of the an,;,t"}t:J a:nd t!':i! ar:,;1Jm0,1 lin:Jil:i.tic,:•r; vd.11 1:m 
':rhin arrangement has a ponsible advarrtnc;e; for i;hG buy(n~ in that it re-· 
dtlce s t11c net ,»110 .. t1r(t of Cn!1h. v1]ri eh. lte t)\J.s·t })ft:}'' ft>Il t}1.e lnlsi.11c nn.d d.oo s 
not a:bsorb nuch a largo portion of hi$ eapii;aLlO 

In addition to avoiding t;he asm.1mption of tl1e oxi 1:i.ahi li tifHJ, 

tho purchaser should nlno, if at a.11 poosfhlt:i, Bhun tb.o acquisition of 

i:nsi::::t that; the 

In 

of 

nn acccn:tnt that i £1 only a little 

is old. the 11:re to co110ct end the 

10 I1· • ," ... ~n:;;;.•, p. 
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first step should be to OJ1uly3e tho rocoiviiblcz iu ard.02: to be :i.n a 

sommvht-it better posi tio11 to estimate their collccti1)ility. One stuay 

4g0 of Account 
• - •• -.... ' ... lll;ol.> 

Under 2 m.on:tl1s" • • • 
2 to 6 montJJ.s M * • la .. 

6: mont.hs to l year .• 
l to 2. yea.rs. 
2 to 3 ycaro~ . ·• . 
Z to 5 y<~e.r:;. • 
Over 5 years. . 

. " 

Per Cent Collectible 

. . . . . 
()l'l,1. 
;);;1:~ 

89 
67 
45 
23 

• • • 15 
. • practically none 

===.::.-=· ====-=-=-======,==«=· =· ==~-=~·-= --- --..--- ----~ 
Usi!]f; the atove tl.iblfJ !'.ls a guide, tho accounts can then 1Jo listed 

Ag-e of Account 
. -·---------

Under 2 months ••• 
2 to 6 rnont h.s 
6 m.ontlw to l y(-Ja!'. 
1 to 2 years ••.• 
2 to 5 ;y-oax·s. 
3 to 5 years. • 
Over 5 years. · 

' .. 

0 
11 
53 
55 
·n 
85 

100 

Value per Dollar -~-
()1.00 

.89 

.67 

.45 

.25 

.15 

.co 
·.-, ... --.-----...-·-------.-----,---.. --~-----....... -------..... ~~---------·---·------""'=---·--··--·--r-------...... -. --·---~,_.,,...._..__._. .. -....-..-,<tf...----,--..-,.-.r ... _.._...., __ . ___ ~--

The preceding tables are not to be construed as infallible ln the 

appraisal of account:J. They ara .r.ierely ~-uides for general application. 

1l l.bid., p .. 2£5 .. -



Baell account should lJo rErvl e;;wd Jfo:r n, an. account 

the comm:u.ni ty and his 

On tho 

J.n 

Oil its vaHdity 

nnd indi-c-utefJ :his :Lr.1ter1tion of 

~:rest.ed. 

if 

the d.e1:rtor atU.1 15.vErn 1n 

and. 

on, if 

physicn.l con.di ti on, 

they may worth almost as much as th.o:i.1· original cost. 



um,n:mt which more modost fixtu:rcs r1ould cost ond offer 

In 
(1 G ·t C 1f;1i-110 

slio-ul.c.1. bi;} 

both fix.tu re e 
·t'.he)~\.1 rule lie:1a 0111' 1.no:rt 

affidavtt that t31cri'l ar'c 

VT, owner 
t I'hc 
no c1ain1s 

a 

slt0l1ld 

ft:-rtt::1:os ·1;.. I:n act(li t~lo:n, ··0110 :trt1.lflic !\:tCOJ,:i'.dG i11 t1:10 -co,1nt.;r 
rccorc'Ior ts office m-0,y lie oxrm1ined to iletcrmi.no if ax•c enw 
o:;ti 1i£rnu,. If pt~f'ia~.rrLs a:rG: tTt:i.11 d.tlG or1 fi;ttDi':er.1 cn~d 
the pronpocti ve GYtncr should atJ1: for :eccclpirn for the lo.1:1~ 
LkJ r,hould dnto.r;u:Ln$ jnu'G v1ttat :i are yat to bz int-tdf3 tn1<l who i:1; to 
mnl:::e them.13 

Another item thnt invariably arises wti.fm contemplating tho purchase 

'l'hc goodwill of a 

store is in m.a:n.y easer, a VDluable intangible asset; and the old o,,mor rt111y 

'I'ho e1d stonce of goodnlll s u.:pon 

which will 

13 }? • 269. 

14, -,;;r ,, 
,J, ... "' ~:.\..• 

1946 ) , JJ • 37 6 • 
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I:Jo·t~ asnets, o;t.c:i..l1s'.i:1ve of r;ovdr11.11 • 
.Rate of n.et :.i.n.cffne, which, tor the pnr'!iicular 

i:ndu::;t:ry, rnaJr lie '\,he 
and sE:ller as normal, or 1nldch a ncv,1 co'qlany 
entering tl':\(:i field r1ay reanonatl;y e:;:q;,EH!t to 
ecn:n--m:w. 

No-t ·J.ncom.e at uno:r:uialn :rat,e on net asuets 
Hxclus5.ve of goodwill. 

(:,5,000; none. 

Cor:mr1nv A ~---~--;;,10-0,000 

.none 

Compa.u.y B 
-thoo,ooo· 

;3 15,000 

--~~·'""~--·~-,,.....,.,._,.,. .. -+~---···"'~""''·•--~ ·-fok•..._"""'..--~-.s,,._., •. .-_""-,,~-...a,.•"'-"'"" __ ,...,.,.,,..-..·.=~-..- "'··=,....._.,--..,....-.-.. .... ~-·"'·~,.,._.,.,._, . ..._._....._,.,_ .. .,..~~ .. -~-----------'"' ·-,,v,,._...,,""'"""""''·,,.,,_,.,..,,....,,_- ___ ...,*""~"'-·-· __ ,.., ___ ,,,_..,...,,,,.,_,.__,,.., __ '<"""'...,.··""''"''-.2_,.;·--.0 

.11..nother of loo1dng at l is to c.onr1ider it the dif:ff,ren,1:e 
be·twoen a 1·easonable valuntio:n of tho ta.:ngihlo Hsc.:etr, to 110 
a:nc! t~he priGe ftroked !;ho owno:r. If it i FJ d.ecidnd that ·the ~Jtock, 
0quipt11ont, fixtu:-.·e:::" aecou:nts, and b-,Lilc'.incrs <'lre 1y worth f;'.:!!,0,000 
2,rJj the t1elle1· a:,k::,i ,000 '~he lm<,ill>i'1ss~ tho d:1.ff'ercmc(,} of ;;;15~000 
is the antount; a,,,kcd fo1~ g;ooowill.16 

.}il1ot,l1er in is 

becoming a 

sher; to ~,oll ou.t; ir~) 

for on; 

nk;'Lll. 

16 Oonvo:rse and Jones, Op. ct.!·, p, 26$. 
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:.:an:1,r 1)0 

::·~.pucia1 ciT':JUx·1c}·:1a11uc1,S, 2:1:re 
an{l all tl:.c i.r 

is lia1J1 c fo:c tho 

01-1t, ccn.d 

tJJ,~] lJtlJl'\:' 
d.et)·[:r; of 

of 

or 

<> u, 



the advantages n:nd disadvantages of each form. will provide a bas.is for 

cons:Lu.orati on. 

A proprietorship form. of orgooization is usually set up when the 

business is small enough to be owned a.ri.d ope1'ated by an individual who 

furnishes most or all of tho capital. Under tr.is ·type of organ:i.zation 

the owner has complet0 frec.dom of operations and all the responsibil-

5. tics. tThen businoss decisions n:x:-e mo.de or moves talcen, it is not 

necessary to got the consen·I; of anyone else. All profits are 1;he prop­

erty of tho owner and r.iay bo :retained in the businer:is for its i:m:prove­

mont and expansion or ma,y be used to satisfy h:l.s pcrgonal wants. The 

prop1"ietor1 s income is n.ot subject to social s.ecu.ri ty deduc·tions and 

ta.-zer1. Business losses ar0 deducti'ble front personal income when federal 

income tax is datcnuined~ rJ:here are, however, CGrtnin disadvantages in 

this tyl)e of organization. 'l1he man.y abilitiet:t for successful operation 

such an selling, bookkoeping, administration, etc., are seldom possessed 

by one pc:r.•son. Lirn.ited pm:·nonal assets do not ifmcourae;c lend.ers and can­

not always provide t;he re(fuircd. onpi taJ. to meet unurma.l neea.s. In ot1se 

of lrusinezs failure tho owner's persr.mnl. assetB~ including home, auto­

mobile, and other properties are uubject to claim by creditors. 

A purt:rwrship form of business organization offers certain advan­

tages and di,m.dvantaf;C:rJ. This fo:rrn may 1Je used when it is desired to 

pool the ca-pi tal resources o:f tw:o or more partne1·s thus providint~ added 

capital for the businens and lenoening the neccst11 ty ±'or oorrowtng. 

PerBonal abili Ues are complemented. The salesman t'lDd the bookkeeper~ 

;yith different personalities and abili tics, may eucceed together when 

neither could alone+ . Busine:rn losses a:re decluc·l;il)lo from personal in­

corn.e or each. par·l;ner for income tax purposes. '.i:'1.10 viewpoints, even 
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thoue;h they clash, may rer;ul t in desirable (!O~r;,ro.misf~--utwo heads are 

better than Om'J• 'f .£1l:nong tho disad:vanta.gcs of the pnrtnership are: {l) 

each partn0,r is liable for all ao·o1;s incurred by the 1.msines.s; ( 2} each 

pn:rt:ner is responsible fo-r the action of all other purtno.rs tJ1at cre­

ates an obligat;i.on for the businecs; (:5) the partnership is automati­

cally dissolved by the death ,or voluntary 1.1ithd:rawal of a partner; o.:nd 

{4} profits must be !:!hared a'110.ng the partners. 

'JJ.hen c0m;irlerin5 th.a partnership form of organization, a lar,ryer 

should be consulted for the pttrposc of drawing up a partnor:'!hip agree­

men·t; nncl to m.ako sure that the p:u .. -tne:rs ar0 equally responsible for the 

linbili tie::i of tl1e bu.sinEH1:04 

A corporation :ts a form. of busi11ess orgu.,_'1.izatfon usually used in 

larse enterprises. Very few small stationery and offico supply storer.i 

ur.o this fo:rL11.. It does hr:.rr.re advanta!}0s under certain conditions anll in 

certain locations. In a corporation~ there arc li:mi ted liabilH:ic s 

whcrean in a proprietorship or :partnership per£iona.1 assets a-..1:·e riskoc1. 

Business and ~c~ 

There are certain regnlations governing the egtHbli_shment of 

businesn. The laws vary from state to state a.ml city to city. It is 

usually necessary to secure a licence ·i;o ope:ra.te a store, and it :o.ay be 

necessary to secure a permit; from the zoning nuthori tien of a co:mmuni ty 

before the building selected for the business location can be occupied. 

'.I'he butdncssman must 'be familiar with fair trade laws and rn,ust- coxaply 

with them. If he en.gages em1)loyces, he ·rrill need to know the laws 

c;overnin{?; ooci~:1.l security, old-age penoions, and unemployment insurance. 

I·t is i:rn:.por·t;ont th:;it he boooow tn;T1.ilia.r with all the tax laiw that will 

apply to the businEws so tht-'l't all tnx o1:i1i,3ationn will be met. In.come 
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taz.<rn must be paid and. if t;l·mre are e>11:1loyee~j, :i.ncom.e taxer! ; nrnt be 

·,;it;hheld and reui tted to the r::overrnent m.1d the Ot;1ploycos ·mrnt Le fur ... 

r.dst1ed with infor,n·,tlon crrr.;cernin: th,1 t"P11onnt of tax tl1rrt has hecn with-

held. Property taxHs wHl hnve to be paid., and in nost sta:&e$ ·there is 

a tax on sa1EH1 or i:ierv:tccs or both ,'lhich nmot bo collected. and rerai tted 

to the state. Kellej' and Lawye:r r:rt::,te; 

Du:rin:__; ~iorld \;;:or Il two trends that had been in operat:i.on for sev­
eral decades recoi ved great jJilpetuti: na,!J.e ly, concentration of economic: 
power, o.:nd ~n increr:i.ned n.'llotmt of goverm:mnt corrtrol over bud.ness. 
)Jurin;:::; the war and up to Hl45 certain forms of taxation were especially 
burdenso,,t10 to tim1Jll bunimwo. ~,:ilice the tax strncture eha:ogos from 
year to ;y-ear it should be a subjcc L of continuous study by those intcr­
estec:t in sma.11 l1u,1ine,rn .18 

Bui~inetH, Risks and !nsurnnce 

Insurance increDnes the cost oi' ope-r:.tlo11, but it prov:ide~1 valuable 

p1•otection for a 1:msincss enterprise. Thor,tforc, the inm1rance vrogram 

si1nuld not be rn°w;J.ecteci or carH1esuly planned. An i:nsur1.u1ce n(';ent 

sl-i.ould he consulted fnr help in devolop:i.nt a su L tnble insurance progra,11 

consistent witl, need;:; and 'budget. 1',red i'J. Joner. st~1tes: 

•:,lwt :trcsurance und ho;;J ,ri:uch :tn~:u:rn.nec a retailer should have de­
pend}; upon the eo:ndi tiorw under whic::i a store is operated. The retailer 
should obtain the otrnista11co of a capable insu:r·:m::e ager1t and 1n,Yrn an 
nnal;yDis or tho need for insuranc:,. If the retailer belicvco thnt he 
i;annot affo].'(1_ nll thH inrmrn.11~0 thai; is rocomnended by the a(~ent, he 
should at; lenst; Obtr.dn tho :nini,m.1m amount to ci.we:r the rnoro im.portM.t 
r 1 .• ,:,·!r« 19 

..... ,~N\.~'· 

·rho follo7rin0 fo:rms of insurzmCfl · must noce,~si?tri.ly be considered by 

the businessman: life, acdden.t, health., fEelity ::-1.nd .gua.ro:..'lty, public 

liability, fire~ ·t;heft, and casualty·. 

Life imn.1r-,.mc$ :,mst be C()ndderecl by individual prourietors nna 

18 
Kelley. nnd LaviyHr, . .212.· Ell·, p. 27. 

19 Jl:red :Ji. Jones, Principles of Hetailing (Ne~, York, 1949}, p. 592. -~-------~ 
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partners who depend principally on ln1nincs0 for support. Life insurance 

not only proi;eets their succ0Gsora: but olso protects tho lmsiness so that 

in the event or the death of the proprle-tor or of one of tho partners the 

business can be sold. as a coing concern .or disr:olved in an o:rd.erly manner 

without undue loss. 

I:i'idelit;y and guaranty inmll'anco is used for bom:1inL employees who 

handle funds and is a protection for them as wall as fo1:• tho employer~ 

Fu1)1.i.c liability ins1U'ru:toc covers damage and injury of 01rt£1idern 

lawfully on the prcrnim,i:,;. It in an import;ant safeguard for the store­

keeper 1Jecnuse his act:i.on in opening a shop is unu::xlls construed as an 

invitu-r.ion to the public to enter ·the :store wi tll the assurance of safety. 

Fire and theft imm1•a11ce should "bn ta!wn out in amounts corn.li stent 

with the stock o:n hand and tho Ui.11owrt of money· usu:1lly kept on the pre-

m.i sos. 'Jllm standa1•d fi.re i:nsuranco policy covers the following classes 

of property against loso oy fire: (1) building;,r,. (2) fixtures, and ·(3) 

merchandise. Duildinc:s include all pcrn1a11ent oqui2)ment associated wHh 

the service of the property~ Oove:ra;J,e on perinanent fixtures, suc!h au 

hoating, light:i.n~, and plw1bing fb::turcrn, should usually 1,e carried un­

der btti.ldinD coverace wherever possi1Jle, shico, with a few exceptions, 

the rote for building insurance is lower than that for fixture :'l. 'r:1.0 

insurance car.ried on merchandise in. stoek should cover the expenses, such 

aa lm.yin:;, tranflporta-tion, receiving, mnrking, and office, necessary to 

procure and :prepare the mercr.a1ndi$e for sale. In. other word~1, the value 

of mereho.ncliee for fire in::mranco purposes sh(H11d 1}e the cost of replace­

ment of the mercha.ndio~. '.!:he common practice io to ed.d an es·t:i.mated. e:x­

pemie percentage to the invoicH cost of the i!l.C:rchandise. .$one stores. 

however, allow the cash discm.mt on purnha,1(1,:i to off'sct the y,rocurement 
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ancl :;;ire1mr:ation eJ1.1?enso, tl1us insuring on the 1:Jnsi s of invoice cost. ..1m 

ir:iporta.nt problem is to hava the i:nsuran.ce covcrar,;e fluctuate wi.th in­

ventory values for the several months of the year. 'rhis ir1 necesnary ln 

order -1;0 have a<l1:}qunte inm.1ro.nce and to avoid pa;,d.ng for exccs,dve cov­

eratse ,. .A store generally ropo:ctD the cash value of the insurable prop­

oi·ty ouch month, and the nec0ssary adjustments to premiums arc mad0. In 

going over his inm.1rnnce program with his inm.i.rtmcc ae;ent, the retaihir 

should con~:iclflr 'the inclu.Gion of a coinsurance clanse 1.11 ;,is fin) poliuy 

o,1causc, this w:Ul Give him lower rates and at th<'.i n 1.n.e time provide ad.e-

Y.uato covorar;c. norn:iver, the retailer shoultl 1io sure that he 1mderstands 

hew: the coimn .. tr:~nco cla1we operates. :tn conzidcn•.·,)tio:n of r:1 :reduction in 

ra·~c, the insured con3eirts to co.rry imnu·nnce in an amount equal to a 

s·tlpulated per cont of the value of the property, If th~ i.nsured doer, 

not car:c;y lnsur-anco in an mu.ou.nt equal to the coinsurance requi:r.e:<K:nts, 

he in re[:;arded ns 1;eing };h,aclf ~l coi:n~urGr with tho .ins,1:rance co:-11pany • 

.ll'or exrn,1plc, if', und<i.r an 80 per cent coinsurance policy, the ;tmml.'.'cd 

cnrries insurance equal to only 70 per (,ent of the value of ·t;he pro1)erty 

at tho date of the loss. he ir:: o. coinsur8!' for 10 per cont. Any lass 

will lm borne seve:n eighths ·oy the :lnsurnnce compn:n,.v and ore ,:dghth by 

the imrnrccl; hm10ve1°, the insurance company will not be liable for more 

than -tfoe face of tho policy. The ir:i.J):Jrtant fact that tho retailer rmst 

kN:p in rril nd is that i.1i s inourance progr-t:r.:1 should be reviewod and. re­

vi sod fro;;1 time ·to time as the bu.sines:-1 e,;ro,rn and conditi onri eha:nge. 

Gasuo.lty insurance is -used to cover tile risk of d~11a.ge to prop0rty, 

such as pl3:t;o glo.ss windons, boilorn, machinery, fixtures, and. the store· 

building itself. 

Tho follovfing table compiled from returns of a q11t'HJt io:rmaire v.rl:1ich 



m0rchant~1 in tb:l.r1 field 

of' busine,rn. \c'hile the quc:;tionncd.ro returns were insuffieitmt to give a 

V'I 

,_...__.. ____ v.,.,,---,,;-__ vcc"'"'""'·'---:•-.,~-..-.-·-~-•-·--_.,...-,:.,."""-.~"••••""'-·=<••=---•----- _,_.=·- ____ ..,,.,..~_ .. _ _,__~---2~,,_ ..... _.... ...... , --··,··=,,. .. , _ _, - ... ------~----__..--~- ------ -~-2, __ ,.. ____ ,,,,_ 

T,ypc or _Insuranc5:: 

EurglDrs lrwura:nc:c ... 
Iii a·:Ji l i ty· c .. 
J?lG.te G1 ~:~L ~-· IrtGl.trtn1cc ~ 

l7idc,lity Innurar:wG. 
Ot'.h(:}:e:.;- (l3lLJ:irH;;~;s iT,;.to1~r1._tpttor1, etc '1)" 

J?o1~uo11ta-i<C of Stntioners 

4,;3 .. 7'fi 
t)6 4 ;.~£) 
4~) .. -7tj 
12.50 
Ul.75 

" --~------~--8 ~-- ~----·~·-.,,.~- -- _., .. -~-,,,...,~ .. ~-~----- ~'"'"'"-'-..!--/~~---~··=---'"'·""""""_____.,.., .... ,,._,--=-, ---... -·----·--­
..,,...,.,,_~ ·,-,,.--~~---=,,._.,......,.._,+,,- ... ,.......,,,._. ,,.._-_,._,.,~"'-"'·"""'~.....-....... - •• _.....,_ _..,_ ... -.'0···•·-..,.-....... ,..-._,...,..,,,_-..,.v -..-,~--...,.,..-.~----• .--, . .._ __ ·"' ""---"'"~~--

and 

prices. method of and liGhting, shl s in trade 

or relocation of ola ones. 

tions, ;d;reot :Lnprove,r1cnt:c;, and shif'tn in po1;Jnlntion. Items nuch ao 

protect hLnoolf to the best of 
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a vit~l part in its 

~T'. ~.r~ e c:;-od ., cr\::~rr_\ n_t.i 
~:; oE' t1-_·.Jn ;,1tJ~·::~1en" t ~ l 



location is Sf.,lected in relation to~ 

1. The rei'iion and tho ntat(:,. 

2. Th·~ cit;y or torm. !111.d. Hs tl'Eldillj; 

3. The site with111 the city o:r tm1n. 

nrea. 

4. The site w:tthin i;he block or zhop:r,in[; conter. 

~. ~;ion and ~F.?;.~ State 

The $t1le.ct:l.0n of tho region and c-t;~te in r,jfrch ·to loc:yto i'l:i.11 
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depend chiefly upon tho per~o:n.al dDsir<rn of' UK: prospective retnilor. 

l~evei-thclost:,. w!1en. a person :fro~n a distant locel:i. ty stnrts a now bu~d-

neos in a new tmm. ho. is bound to encounto:e nany personal difficu.l tiez • 

.Al"th.ough he may eventually ove:rcon10 tho no difficulties~ the chances are 

against his doing so. l'i!othin.c is n.nrc di:fficul t ·t;han to chunge one's 

personal ntt,itudes 1 conduct and general dispooition. 'l'hen, too, there 

are locfl.1 custorn.8: poli tice.l, z,ogionul, rolit;i01w, and sometimes racial, 

-that rHust ·be o"in::ervec1 ·oy the newcomer. }!ven with the best of in·tcm.tions, 

th~ prospective lmsine!:loman who is u f1t.rtrf1f~r in th{>. localit;y vrill find 

it extremely difficult to Jiake such ad,jnstmeutr:. It is adviso:blD, in 

nearl;v all circunu:rtr..nccs, for the pl'ospcctive r1-:;tuiler to locate hh: 

business in, o:r nen:r., ·the place w:i.th which he is most f'wn~Uiur·~ In 

fieu1t to specify just hmil :far from 1J:i .. s hone area or na"hivc ntnte he 

should locate.. H,'.)wevor, it Ghould not he so :fc.:r ;;eo(;taphicnlly that h.e 

would notice differences in customs, habitri, ottitude~ or race; nor 

should the citizens of the now locality be able to detect ntrnnEe per­

sonal behavior on the part of the noncom.er.. The1·efo:re. it :is alvta;rs 

ailv:isable to stop~ look~ and c,arefull;r anol;yzo an,_y "1£,'!"EH:Jn0r pnert;ures0 

befo-re deciding to leave one's O\':Jn v1ell-lmow.n locality. :E'urthern101·0, 



just as opportnn:i.ties probahl;v c:;d.st with:tr: 50 or 100 miles of 

lives, \;he 

Scloeti.n,, 'i'he Ci·cv or 'i!ovtn __ _.....,._..-__._'.,,.,. ._.,;,__ ... _ .co,---~- _,,._ -----

realization arii. participation in ci vie affai:c~;. 

individuals who wou1d 'be in o. small-town co 1.munit;y w oulcl flour-· 

plat:tne tho selcct5.r.m .-:if n Jocut:Lon Ghcnld ca:c'E,fu11y consider such 



of wants a::id nt1ieds through i:icquisiti:m o:f morchandize, it; 1.s desirable 

tia.l i11 a-a.aunt. Accox·din::; to Dtu1c1:m and ?hllli')s: 

G,9neralJ.y spt:a.kin.:;, income ii:.1 f!101·e stn1Jln rmd a:1an:tet1 1:n cities 
;:J:!:th dive:rr-;ified indut,tri.es than. it i:; in m•t1ao dwre one sinc),e l:ndus­
try dc-~1inet;er. ·:.:lrn picture, ·nr~c:sri:,n in ar0·1~· of d.i vn·,·~1ifi~H• im'i~2~rl;rie£> 
not all n,a,v be aff'ectet'l l1;1 seasorn::1.l factors or flucLuatlonr;i_ in r-;cne:rel 
business c,mditions in the i'lam.c mo1mer or e.t ::he same time. 2 

if there o.re already too :Tu.any good stores of a ~limilar t;ypo locntcd 

·i;hore. Of course, ·the 1n'os0nee of oimilar s~o:i:·os :ts not nGco::rn:'\r:i.l;ir 

The 1a:}dot~11ce of n mJ.5:tllcr of st01·0s of trio surn.0 8onoral ty;:)e :tn 
tf,.E1 tn?m:.t une;e:i;· co:m;:i.dernticm is in.t!,1fficio:nt ovld,::r1..::u ir.1 makin:·; a 
deci~;io.:n. 'l'htiDe nto:r,os iil.UErt bo a:nalyzod cnrefullt to uc·~on,iino the:Lt' 
scrv:i.co to t}10 cm!1ln1cu1i ty J ·tl1e cxten t to wltic'}1 tJ:i.ey arlii o.li1r·h to the 
present anrl. prospective dcnandr:1 of conz,m10rr,, 1.md. their m0rcl:a:nclisi:::i.(~ 
,,o-·:,-~},,,i•l "' •t )1 '"'-'11~'1~"-•1 s ,.1:.;.t';; t., • ~\,,. '-·\.. ..,_ .J.. l:_',IV- <,;.;,..,_ 'L .,. • 

as to ·their desirabiH.ty as 'tra . ..:Un:; center's. Smno tr1':!,Ung cm1tern are 

2 Dm1can and .Phillips, ~· Cit., p. 102. 

J?. 105. 



thnt it ca:n lm done. ~?xcept for· the ornJ.iniinary \'for>: invol vccl in deter-

mininc; t!10 ~·,e:nnrnl area in vi\J'i.eh to locate, all nctJ.vitioc :.i.n so1oct:t:nc 

1J11•ou.{;tt .t:l ~)t=?l~f~OL.:~1 i.!'7-.:te(>t:i.:~~nt .. i:~:!1, 'c~'V) l("zCt:\'LOn. J:n.l.t:1.°tnJl ~~;\1.0U.ltl fi'J1d. 
a11~i\JO);~: tu tlH:.1 follo~l~i11r;. ~.1.11cs\;1.l).r18: 

tr,~.<-~t~/10:;:··tt~t.~.Ull., J'.~~:i\1r;t~ ~c:; .. dY·0101, )t:,'::cf~ ~::it_,ro:·itr; oyi/1 ~·iJ.c:>:~--<-~i:11 't:ti.,. 
( /;} fC.J8f~ ·(!)~\ ci :.~/ o.:~· ·t:,o·c,.J: o:~1(:;:;n:.:::··n:!.'C [fC1.C t.<(··:~- :oi_.(; l1nt(:·;:i~:111 c.l\·(;_:~, 

'Y.l :c,.'.? clu:•;J, J·\; ::i.:-·:,nl;~ .. , i;_i1D-:1.~:cr·r:, ~:~·.1Lrdn,· pcoJ";" :w,t;·11i.~ pcFr1;:,::;',.' Docs 
tlt~; c:tt.::,1 ·Jr :;u1Ti'! _p·.·o ;c,to nJ~(1 ~-·3)C(~Jf·O-~.? c'!J.:-~:.:>lc1~r~1, t:Jn. r•.i.:.n~1.rI. f-·;d.1.J, :t-r1d1.~stri­
al 0: ... frI:i;_; t~}~~-i.i.bJ.t::-.:'i !f u11, t;j·- ;::(/i!c, uf tJ~ct:c i_:;et: J. :li_:J~:,;-- :_··.J·o ~'1:')\')rtttO:t."80, 

.. ~}to Jnc.;~l::. :1!H:i·:~.1c ~--<-1 aJ.5.\•o n'/; 1-~:c.~_t1·1~h.;~-- jo 

(il:-) \':1.tG.'"L _n.J"C tJ. 1.t:: u:~_y;-·.,o:r:t,rnlt5.c~·.: fo:t;. :.:.t(Fn.:~,L. r,i::o~}J.o ~11:) t;L.at ··:t:-e 

C!:t!DUl~L(:Ctl tn ~~l!-''(rt:;·:. in -~: :,·;.:n r~J\,.:; >Llr.' i ~.r '.:,.:j f1o: .. .t:-~:i' .,1 n:r:.·: !):,.~o rr)::~:· 7.'l-~; 

( :")) J !.:~ the ·;-~o~··n n · .. .; '.'J\i t~J·~;,c~ J.t 1 cnn t\}r',,) ~~)o..:_:~.t it :J~xve E1'tt:, 

pr::cl::i;; ,-~ r/~{~C G :1 ~/·1'.l) 1 i \.; t :rr.._:";":1. ·~0~iCJ 7,,t ~J.t ·l. o:;··., :~:-'.'..~ :: ti n.1 :r-;·(n.°L .~) ! ~'·1c' ·_- ~~~::.rnJ)C .C'[t, t ~.:OtJ terf3, 
eo~Jplo ~·,:-~r;.t~-1r;;r ~~to:r·or, ~- I'<~'.:~i.cd.:r" r:~·iop~t 1' ,~_,c1{{ :rr:/·:tc·r c:01:\l J.-](: c::r.:rt;nbl i ·:1h:.-·.1011t!]\' 

( 3} 1 G t}~:~ ~:-<:te~iII ·~.-· · ,,:(; ·,;· ·. r~tit;y },tctS.·\i\?~· 1.'r"l c:-;-)r.:::·'·.cLt~"j :-.·· s·nc ·{::~0 [~..-1.Ln.L~ 

( '/ l I-~ tb.,::r:, cv5/ci1.,:u of 
o pox~~) "t:-I 1~1/· co :-:;t ~: tn1d i~:o f]~~1,.;1. :). 

list 

ii 

·:c Robiru:on :me hans, 2:2.: .~·, 

~;--c)11r-~.G 
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TABLE VII 

~ LIST !!!!, GUID.urol !! HLICTIRG £!. AREA 5 

(~ each of ~• point, below record an anner ln the flr,t column and then make a check mark in 
\he ra\lq collml 1howlne how it reflect. ,~ apprahal cf the anner in the fir1t col=,) 

Point• upon which area h rated 

.t., CC111petition: 

B, 

c. 

D, 

R\lllber of atore, of ,ame 11:ind.~, •••••••••• 
Sale, of ,tore, of 111118 11:lnd •••••••••••••• 
Drawing power of the market ••••••••••••••• 

Nlmlber of blocll:1,, ••••••••••••••••••••• 
N11nber of chain, of all 11:inds ••••••••••••• 

Rn •••••••••••••••••••••••••••••••••••• 
Well-e1tabli1hed •••••••••••••••••..•••• 

. Humber of chain, of ,ame 11:ind of store •••• 
Rn ••••••••••••••••••••••••.••.•••••••• 
Well-establiehed ..................... .. 

Population: 
Total population in area •.•••• ,• ••••••••.•• 

Total families in area •••••••••••••••.• 
Trend of population: growing, stationary 

or declining ••••••••••••••••••.•••..••• 
Character of population: 

Nati n born •••••••••••••••••••••••••••• 
Mixed ••••••.•••••••••••••••••••••••• . .• 
Chiefl7 foreign ••••.•••••••••• ···,·•··· 

Occupation of population: 
Laborers •••••••••• •• •• ••••••••·••••·••• 
Clerll:11 ••••••• •• •• • • •• ••• ••• • · · • • ·• • • • • · 
11::1:ecutins ........................... •· 
Retired ••••••••• •,•••••·••·•••··•••··•• 

J.ge of population: 
Old •••••••••••••••••••••••••••••••••••. 
Middle-age ................ • ... •••••,··· 
Young ••••.••• ••.•.••·••····••·········· 

Bu,ring power: 
.t.Terage rent of home a •••••••••••••••••• 
.t.Terage taxes of homes •••••..•••••.•••. 
Per capita income •••••••••••.••••••••• • 
Humber of telephones ••••••••••••• • •••• • 
Humber of automobiles •••••••.•.•••..• ·• 

Zoning ordinancee: 
Reatriction, on type of store contemplated 

PbTaical factors: 
Parking ••••••• • •• ••,•••••••••••••••••••••• 
Transportation facilitiea, ••••.••••••.•••• 
Natural barriere--hill1, bridges, etc. ••• 

Unplea,ant factors such ••1 
c-ter,. •••••••••••••••••••••••••••••••••• 
Induatri••· •••••• •. • • • •• • • • • • • • • •• • • • • • • •• 
Vacant buildin&• (per cent or occupied 

building1) • • • • • • • • • • • • • • • • • • • • • • • • • • • • • 
Other,., ••• ••••••••••••••·••••·••··•···•·. 

.Anner Rating 

lChecll:, 7e11 or 
no, numerical :lzcellent Geed Fair Peor 
or other answer I 

5 u. s. Department of Commerce, Selecting A Store Location 
(Washington, 1946}, p . 14 . 
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population will cxhi'i,it very c1iffc.ren.t buyill{~ habits than .will a native-

1m:c.n population, and industrial workcrr: v:111 differ from offiee-rwrkers. 

A cr.U'efu.l study of the sit.e and comporiltion of the population of an area 

11111 help the prospective retailer to decido such points as: varled;y of 

products, price lines, specific co~:'l!a.Odity lines, t,ype of snlcripeople,. 

merchandise display, 1;1ro:oun·t of f'loor apace, stor'J ntrx1osphere, and eolor 

schemes. For npeeific arean, d~1to. on :population and occupation are 

ona:n co:npiled b;:,' local organiza-ticms, research d.epm·tmn:nh of n.ews­

pcrperi,~ bo:nks, etc. Smfh d:,ita can also be obtained by census tracts 

o1Jtainuble from the U. S. Burea.u of Cenmw if Q::reater detaU is desired. 

One of the beet r;a_yp of o1rtain1ng a good~ al though genc:r.•al, idcn of 

the composi t:ton of tho population of an area is to walk up and down. the 

streets, talk with people in ntores, banks, a.nd on street eorne:rz;, 

ol:iserve their shopping hnbi ts at all hours of the· day, and invcstiga:te 

their reliGious and entertainment activities. 

:Buying J?o,;,er., 'J'ho s;wcens of a. nm1 ntore also depends on whether 

there is cnouth dG~nm1d pluu 1>Uying power :i.n the m..arket area to support 

it. An;yone wM ex;yec'ts to o:pon a retail sto1·e in a co~a:.nuni t;v is inter-

ested in the po"t;entia1 sales of' his t;1p0 of store--·!;ha.t is, the a.,11ount 

·which ho can :reason.a1Jly expect people in thi.s area to buy. Income is 

t,he c!'.1ief deten,:1in.ant o:f snles for :"!i.ost reto..il stores. Of com•se, 

people ;;iay ha:11e the incof'.!C and yet nay not buy, ci ther bec,mse the 

sto1·f1B do not cerry the ki:r .. dt of merchandise the people wnnt at the 

prices the~y- rJiBh. to po,y, or because desired servicer: are n.ot p:rov:l.ded. 

A g-ood nemm.:r>e of the income level of a comr:1unity is the general 

rental valuo of d,;cllin;:;::h This in.formation. ,nay be obtai:n.ed from tho 
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in trJ.H ease depend.~ on provicl:L:r.v~ what :i.s wanted. If there are no 

stores of sim.i.la.r kind in this area, then the major part of D. new store's 

sal t':l s w.ay come from thi s group .. 

There in no set r~thod for est:tmatin5 the amoun.1; of "busine1;s of an 

area wh;i.eh a new sto1oe mey expect to get. Large orga.ni zations with nu­

merous outlets learn liy exporience what per cent of the 'business in a 

certain t;ypo of shoppin,;:; oer:ter thclr nevi store can f;et. Such fit;m:·eEJ 

are not availal)lG nor ~plica1ile to the situation of a sm.all-seale oper­

ator. Assistance may be obtained, however, from whollH,alers fa.rniliar 

with the city .. 

Physical Fa.ct~. Some lar&'<') companies rate natural shopping dis­

tricts high in their list of preferred communities. Dy ''natural'' is 

meant an. area which. has a na:tu:ral :reason for existence,.. such as a trans­

portation center., terminal or transfer point, or converging point of 

highwayi=i. 

'l'he best way of obtaining information as to ·1;hc physical factors 

of a c_or:1:':'flunity ls to wal:c or drive about in the area and carefully note 

the natural barriers to traffic _flow, unsightly buildln1;-;s ana land areas, 

types of transportation,. available parking areas, etc._, late:r recording 

them on a map of the area and on the check list. 

Selectin~~ ! ~~te~ 

Picking out the actual site is often very largely a ;'take what is 

availa.ble0 proposition. 'i'his is especially true for the s1:1all inde­

:f>endent stox•e. Cha.ins and some la:rt,e_ indcpondontn can, and often do, 

WG.H for months and crven :for yea.rs for the site which is the bf;!rt for 

them:. A small operator, however. cannot afford to 'be so :r>articular. 

'J.'his sit.uation xias resulted in a n1uch less scientific and careful 



the posnibili'ties 

Tho l:icginning small retail or 

ered.: 

a given loccrtj_on.. Pedestrial traffic 

'to the evaluation o:f rmy nite. ':/.'he 

nnd 

"two factorri are iallJ 1.m:portnnt: -tota1 pedestrian t:rri.ffic during 

2. Parking fa.cilities for tho custo.r;1ers. Hhilci ·thin facto1· r:iay not ____ • ...........__ ..... _ .. ~_.., __ __.. • .. ? .... _ 

1Je as critical 



Pul1 ro,.;;oi;ni c:to:n Flllt,t lKi Gi·van to th0!4E; c:m:rat~terirrtic~i oi' partic~. 
uln:r nei1;liborhoo(1 D und si teo which 2.dver::;el~/ nffoc.t the vohime of busi­
n,3~18 that can ho done, A:1011r; tho:::o :n·,?.: {1) srnok:~1, du:c;t, di.sn:;rooable 
O'do,··~~ nr1d no'se,· {i'} nr~•)',rl,r.1't·" to 1-3,,~·~\,c,c,, hO'P}l'.+;c,1'1 .,,,1o·on,~ <1rc1 0 1·"'-.J. ~ .-., J.f' .._ oi!:,.. ·'"' J ,:J'-'-.J.. .,.,,:_;, . .,,. "-' • • J:- V _,,, ,. ), , .. ,._,t ,,,. --· .5' i_ ,...l .!. oJ t!J.: 

ilt:'.' .. ' ;1J.acs:;s; (3) poo:,:· si<:Lowo.llrn; ttnd (ii) old nnd t;o:rn-ont nei.r.-;h·bor:i.n,g 
l1·t:r:·uc tu.re '.1. 9 

ProxLnitii -to offices of pr.of(H,:iionnl ;11an is cierd:eoble, oiry::ic5.ally 
in outl;yin, 0 sho~hiin:; ~1mtoT:,. ?E1,mlo k1vln -: appointments with doctor~. 
cit~Irt.ls-·;;:,j ltn1J;y,:1·s. mxt so cm quito often will l,G<::o:ne stwi:i.o(:!'.'EJ lf storef.l 
n.rc co11,ren.i<.'.~ntl~Y aceoD;:1i11lo~ll . 
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.1. 'l'l1e co:-i.d i ~!.~.f _tJ::5, building, It would no[; bo desirable nor 

wise to rent a store 'buildinr:; which \1oulc1 roctui:t·e n great deal of re-

used in retniling--flnt rate and percenta0e loaoc. Under tbe flat rt1te 

11lan, an annual re:rrt of n dofin:i.to ai"'l<)unt payable monthly in advance is 

stipulated in the lease. 'ri1is amount should 'be consistent with t,w 

standm:'tl operating ratios l:n the field, modified a.000:rrling to the size 

of the otore trnd cizc of the town. 

;rhe percontai;e lease usually guarantee$ the landlord a minimum 

monthly ren-tal ,Jith addl tional p·ayr;1~m·t.~s at so!n.e pereentate of sales 

agreed upon by 1)0th parties. For either t;nic of foase, however, the 

ob;jectivc i.s 'to stay in line 1uith the standard rent ratio or to compen­

sate for any doviation b;t more or lcsn advertising, superior na.nager:i.al 

ab:i.1ity, or similar considerations. Th.eroforn~ tho rontel der.1anded for 

any site u:1d0r considernt:l.on should be appraised in ter-Hs of the site's 

potential voluno or sa.len anO the volume noceBsncy to achieve tho stand-

l't.e aveI'a,:;c opemtine:; ratio in the offi.c8 r,upp1y snd st;ationery 

busl!1esD ranges between 2 and 4 per cent of net sales. See Table II. 

J .. eas<rn may be t1ec.rn.rcd fro::n one to ten years or more. Usually it 

is desirable for the beginning retuiler to 5et a. one-year or two-year 

lease nith an opt:ton on renewal for five o:r ten years ot 011 agroed 

l'fnd;al. 'I'his :nay not a.lvnws be poss.ible, but one should bargain for the 

best terns at tlle tLne the leo.se is under di2:cussi.:m. 



'I'ho lease uou::.'lll;y providCls for .,,wri.y other im9ortant points, such 

a~, an;/' rc111odeling ·to be dono, who is ·i;n pn;y for it, 1iabH:i.tJ.en and 

Sf.)CGi;ri, it will be helpful to fLnc1 out ;,l:•.at sto1"0t: occ'irn:i.cd. the bnJ.ldiwt 

JJ.ltJJ.,Jw.;11 most .ib1cr:tc:::.:::en:~ no '1on:2J~ ·1)oliGVG in hmtn'tod ho•.t::n,;, expe­
rienced :ncrchants lcnow tho.t hoodoo locations do e:id.st. ':t'hz-:isc n2n si tos 
tlw.t have been occ11pi0d b;f a f,uccossion of :rotc.il i'tdh1r::,. J~c;t.n:,, .. ~nx 
VwrD m:0 ln::;J.cal re:won:; havin; noti'.d.E(; to tl,, ·,,l th 1;hu loc;:\'d,m wh;y 
·t.(.ic si tc ltt:1.s- not \)nt:;1! a ::1ucc~!:1sf\1l or.tC .~:d; t;t}:rtG.:i.:n. ti~;10:s i.n t?1c- ·p~~t, brtt 
t;:icro arc Hloo the dan;;rn·:"., thr1.t pro3:XH~tlvo cu~1L:onerr: 1111v0 for:1od a ?l.a.bit 
(;f tnr:Jidin:i; tiw loca'titm o:;· that thc1 noxt pro~·:>ec"'.:.i.vn renter v:i11 ovcr­
or~~l:na.t,0 }lis n.'l1ilit;t to ~.Juc0c".'1d \·n1.a1:r; ·;:.is {rr~,3d;<::osBj:i~s J1nvc fo.:tlnd.12 
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TABLE VIII 

~ !!!! ~ !!!!Y!!! !! OLWCTIIU ! !!,2!13 

(Jor eaoll ot tile polnh 'below un • olt.eok -rlt in tile rating oolmn ahowln« how it renecte 
your -nreiHl or the answr in tile firet eolian.) 

Pointe upon which elte ls cboeen 

A. OCIIPftITI0.1 
ilua1ier or independent etoree of 

·- 11:ind 

B. 

S.. blooll:. . . 
S.... aide of etNtet . . 
Acron the etreet . 

R,aber or chain etoree. . 
In - block. 
s ... eide of atreet. 
Acrou the etreet 

)[ind or etoree nezt door. 
N1111ber or •aoanciee 

eame elde or etreet . 
Acron the Street 

Dol lar ealee o f nenre1 t competitors 

'I'R.lJ'FIC FLOI: 
Sez of pedeetriana. . 
Age of pedeatriane. 
Deetination or pede1trian1. 
N1111ber of pa11ere-b7. 
Autooiobile traffic count . 
Peale hour• of t raffic flow. • • • • 
Per cent loca t ion of site (10~, 90,C, 

8~, 6~, or other) • 

C. TRANSPORTATION: 
Transfer point. 
BighWB7 

. . . 
. . . 

. 

JCind, (1treetcar, bue, eubW87, aut omobile) 

D. P.llltING FACILITI!S: 
Large enough and con'l'9nient 
Con'1'9n1ent but too amall. 
Inadequate in all re1pects. 

I, SIDI OF STRffl'. 

F. PLJNT: 
Frontage (in feet). 

Depth (in feet) • • 
Shape of building (mu1t penal t efficient 

operation). • 
Condition 
Beat (t7Pe) • 
Light 
Dbpl117 apace 
Baell: entrance 
Front entrance. 

G. JU:RT AND LUSE. 

B. CORNER LOCATION. (If not, what is itT) 

I, UNUVOIWILB SITE CIIARACTERISTICS: 
Fire ha1arde, 
C•ete17, 
B01pi tel. 
Induat17. • 
Relief Office •. 
Undertall:ing e1tabliahmant 
Tacent lot--unle•• can be uaed for 

parking 
Garage a 
a...11:e, duet, diaagreeable odor•, etc, 
Poor eidewallt• end pa....enta, 
Old end worn-out neighboring 1tructure1 

J. JRIBIR OP PROPISSIOIUL 111N IR :Bl.OCIC 
a..floai dootora • 
Dentiata, · • • 
J.aw7•n • • 
~wrlurlua. • • • 

1t. mmon or 11ft 

.&nner 
[ICheoll:, 7e• or 

no, maerical 
or quall tatiTe 

anner) 

He.tin 

'111:cellent Qood Pair Poor 

13 u. s. Department of Commerce, Selecting A Store Location , 
PP • 21- 22 . 
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CHAP'I'RR V. 

S'l'OHii! BUILDING, FIXIDR.82, AND L.ltYOUT 

'11he Building 

After a suitable location has been cnoscn, the building must be 

prepared for occupancy., According to Duncan and P:hilli9~, this prepa-

ration involves the following steps.: 

( l} making whatever structu.ra.l changes are necessary to provide 
space and facilities for the perforn1ance of the selling and non-selling 
activities planned; ( 2) providing adequate lit:,hting equipment, properly 
colore:; vmlls nnd ceiling,,, and suitable floor coverings; (3) procuring 
the fixture,; and equipment essential to the conduct of the bufliness; and 
(4} arra .. 'lging ancl locating the merc\J.and:tso, fixture£>, and equipment; in 
such n mann,n:· that customers may be oerved :promptly and satisfactorily 
at th,1 lowest cor;t to ·the store.l 

'l'he succGssfnl operation of the store will depend to an impo:rtr:mt 

degroe upon the care nith which plans for thetse steps are mode, ap-

praised, and c.arried out. '!'he appearance of a store can either help or 

hinder the retailer* n prime ob,jecti ve--sellin:; of merchandise. 

I'lw exterior of the store ohould give t.he impre2sfon of n coing 

concern. Of cllief. i·,rportance nre the entrances ::md sho .·; ,'lindomi. .Be-

cause of •tblind s:,ots' 1 or unproductl ve nrearc: which often develop just 

inside store entrnn(;on, considerabl.e Dtte:o.tion should be devotAd to 

planning all customer- er;tranc~rn ·to the building. Store entrancon should. 

bo ,-iido and inviting, with doorsUls prefor8.bly at thB street l(w0l. 

Show winc1ovrn are the e;p,~s of the store and are the >110st importf'tnt 

feature of the store ey..tcrio:r. Frequently the :tmpresi;ions which one's 

cw::tor,rnrs receive from the vJindovrn and -{;he merchandise displayed in them 

1 Duncan and Phillips, ER· ~1!.· , p. 118 · 
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largely determine whether or not they enter the stor(~. In ccmsld0rinf'; 

the pro'bletn of ,".'indo\rn, the store propr:iotor rn.ust decide who ther or not 

upon di u, to proviclt1 a-tt:r·a.cti ve s0ttings for the merchandise shovrn, 

and to allow for effectiYG illumir.1.ation. 'l'hree type:J of' l)ac};:g:round are 

used: {l) the open backgr1)und that pe:rmite the patJserby to see int;o the 

storo;. Ui) ~he ,rnn1i-closod bat!\ground vrith a partition extending to a 

and ( :.':>) thn closed baclrgronnd tlw t 

shuts off the 11indor1 conrpletcly. 'I'he Ctdvantag(1s of the open 1)8cksround 

to see imiide the store; ',la!~en goodr, on d:Lrr9lay 

Q 

and ,H:11cspeorile; and permits 

buck;,,;rou.nd enableD the v:ind.o: 

d ,; ... 

facil1.tates :tllu11in:xtion. 

,Jh:i.ch pe:rn1it; shopp,1:;:s to loolz: into th,1 oto:rc~. ntionnnirc returns 

from ::rtati.one:cz; nnd off:i.co Sltppl:ter~1 in Ok:lnhom;, indicate that thin type 

of d:l wiI,dow iH used b;y about 94 per cent of the crperatort ,nd the 

i S LlS.ed 

interior decoration and 2.rrnngcm.ents be D.s attraetive ns poss:i.bl(~. Much 

thour;ht should be to select:tn,g colors for the nalls and ceilings 



light, and ai1•y atmosphere. a floor co,rering, a color 

should be chosen whieh 'cVill hlm1d 1:Jitll the othor eolo:r·s h1 the c:iton~. 

Colo1· clasher, should be ,.xvoide;J :md 

color tho shop. 

·7ho w:i.11 gladly ·,1ork out a plo.n for i11um:lnat:1.cm wn1.ch 

local 1csis. 1Iho l1e,,r1efit~:; t11:D,t ctocrue to tl1e rr1ta:ll.., .. store .Proprietor 

Duncan and PhilHpG ns follm::n: 

(1) 1'heJ add to the attracti veneE n of thE:l store cmd tend. to attract 
(!11ut.01·t1ers f1~orr1 tt:he :poor·ly lightGd stOJ.~es .. 

( 2·) "(1' ,,.,,'\ ·'1·>•e, ·~'''trn 1•·,·1·v0 ·r·:C><i''''' "'" +·.'.',!(~. •r15 ..v•11o-nd1' ''" r}1' ,,,·,~1· ,,•,·e-'! \ .-, ..: •. "> Ct i'.J-Lf ,1.1,J, r,J U QV tl ~ ~-; •. .!,..._,., sl<,.J V .,.. V - -,,_,. G ,,1.'<.I'-' (,..-l .\....!", ~-1,._, ~ .. , "·'.t/ CJ~( \.o • 

( 3) Good t;enc1G to provide a cheerful atmosphere in tho 
8tO:cc~ 111.bJ.s . roacts. ft:r\101~rlbl~1 011 both_ crurrtor11.ers n11d ~:rr1plo~v·2os. 

{L.k} G-ood lightinL temh1 to c.reo:t1:;, an irirprc:'lflion .of neatness and. 
c1o nnJ. irn;; s s. 

(5) AdEH]uate lighting permito n bot;ter inc,pcction and selection of 
~ac:ccL_;~::~nd l nt~ cunt;o:_/H):r:·:::'(j rrbi::1 ·to-nds ·Lo re.d~ttet~ ret;u.rns and 
[ tH ·1 ·Pe·r'' c,'.., ~ ,., ..t .t.. ~·~ J~ ~ '-'..()'-=· .S,, ~~i 

( 6) Gtood 
also l:::nown to be decrcn:u.'Icx1 ·] 
li(:)·d·,in.2; porrri i;:1 the cd'fectii-m u.t,e of all available ·~ apace_~· .w 



which 'c1a s bol'm t.li:;ocl, but no doubt 

c ,)e1ow tho "tJotto:n sholf £Ynd above t:t,e top one can be enclor;rJ.d mid 

used 

of 0111-1' s needs p:dor to iri.ntallaliion 

of 

such ndd:t tional 

s believod to be in 

lips, nevern1 f:Jctors arc dc,cin1ve 

in so1cct 

{l) 'l'te (~llontelc or clar:n of t:rado to rsfhi.ch the sto:i:·c intc1ncls to 
C:)'ter. 

I?\ r;n1 I,., . .ti..0 

( 3) 
of morohand :U,G handled. 

of si,:rvic(l rendered in conncci;jJJn 1r1i th rn.erchandi,10·~-
whot;ho1· sell>·sorvicc or ,;;11::.::ithor :::ia.lcspcoplo nrc 1rncd. 

{4,) 'l'ilo s and kin.us of fi;:ture:; available for use in the par-
'ticu1nr n of store under condde:ecrtio:n..3 

Xn the arran end la;yont of c)quipment, ·the problem is 

to utilize tho mro.ilahle ns fnlly as possililo and a-t the same time 

an opportuni In 
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and 

:req,uirt)::.1 c ons·tan·t 

tJ11d a deal of e:X'pe1·ime:ntin:;. 'I'he l'Otaller :Jhould guard 

:Lnver,·~ 

nhero a conte:red cintrancc is u.sc:d. turn-

over rato and rru:u·c,;in of pro flt should ve di spl ayt-1d. in the f:cont of 

the stor(1. 

'to t11e ex·toD.t t~h.at. t.here i.s u te11dc11c\y' fo1) t }1.0 e ·:1trl; 0111013 to t1.1rn to 
tJ1e fifte:e }1e :hr1;~ on·t~:rcd. t11e f-~toro, tho "'i/r1lt1e of t:t1e t,1pFJ.C~(? to th.c· 
ri:~)rt is irtoreaso\::.,, tltc :iJ~t~Dj)t~:r" 1cl;1d_ of sj)lO/j t1'1iEJ , 1:1he·1--e 
it oxi:::rtt,, can be encouraged or controlled. Di and fixturei:; can 
(iG il8t":d t;o att1.,..r.1ct tl1c ct1ai;orae1~' rJ a'tte-11·t ton. to t~he :ci6}TG o:r· to di:.rect it. 
JT!O;re to the left. 4 

Domand should be 

di 

of the store. 'l'brough the ,judicious _pla:rmtn::~ of 11h1lfmd d:i the 

flow of traffic through 'the store can be more or le:rn :ref:;,1lated and at 

tov,a:i:d a giv·en poirrt. 

4 }?red ,JI. Jones, .212.· ill·, p. 427. 
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storo in such a manne:e that the :most clolla:rn of p:r•ofit per squr:rre 

'l'hi a 

·!·he loc 

s 1J,SO J)'111l,..,,·0'1lt s11ol \"CS 

cm di 

i:nto hie 01:n pldD.• 

;_r:11-::,1 (}It'til'C i1'1to1"'io:c of ll rd;·)Te ~i]10lJ.ld bt-~ ~DD.Sil~0:2-~)d f~L .. ·~)T1 tl1.u 
of ·,,11{:.:\::: of 9rorno'tir1g; nalet.. J)irectl:r ~111d i:t1(iir~cctly .rn.on,y 

pn()J :ts ..... 

o'b so :r·va t:l 011 nx1d. 

sales effectively. 
f~t;o.111 tt"tl s broad 

'l'hero 



48 

was no particular effort made to draw the di~grarn 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 . 

'r.AllLE IX 

LAYOUT PLAN FOR A STATIONERY STORE 

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

-- (2) Office. 

(3) Storeroom and Repair 
(11) Department. 

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

B ~ 
~ 

(5) Shelving for accounting 
and bookkeeping forms 
and supplies. 

(6) Book department. 

B (13) 

(5) (1) -

(7) Pen counter. 

(8) Billfold and leather ~ e .... ' ,. ( -<. 

goods counter. ) 

( 9) Personal stationery 
counter. 

(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 count~r. \. , . ' ( ...l ' ., 
(6) 

(13) Display counter. -
(14) Display counter. 

(15) Display counter. 

I \ 
I \ 
I \ 
I \ 

------- _..J L-------



BUYI:NG, PRICING 111\fl) DELLING 

The ODera:tor of ti !rtation.cry and office supply store can derive 

i:mch good fro,n a vmll-ox·ganiz.cd business ln a Good location, but the 

core of' the 1:nisiness is 1ruyine5, pricing, and selling and 1.m.lcss these 

arc done corre0tl;y the 1:msinens will probr:tbly fail. JTifficient buying 

encn. 

In pu.rchasin:; m~lrchandisc for a retail store the buyer i:.1u.s t con­

sider what to buy, where to buy, hon r,mch. to buy as ,:mll as ,ihcn to buy. 

Accord in;~: to Conve:rfH.-:? and Jones: '''I'he f'undar,1cntal p:d.ncL,J.c of bu,_ying 

for a rcta.11 store is to 1my only what c:m bo resold. at a profit.ul 

For the novice stationer, ·!;ho problor,:i. of pu:rchasint; tJw initial 

stock is, of c,.rn.r·sE:'l, n.n important one. If he ha:-:: had experience in the 

stationery ~nd office supply field he c:an drav, upon hlv ezpm·l~nce in 

making hie solec tionn. I:f he i::; incxporionced, then of course, his 

problcri .is greater. The tfriter attenpted to ascortain whether ·nholc­

salt1rs had worked out st,mda:ro invcnto:r:i.es for stationer,; stortJ£i ac-~ 

cordi:n,1 to size of stor-t? and pt>pu.lati on: of -trading n.roa.. He WrJ:J rn1a1;lo 

to find that ·th:i.s had "bec11 done, "but r1holcsalert, ind .tc~,·ted thet ·tho:tr 

rcpres0nt.ativcs gladly cooperate i'riti:1 the retailm:- :1.n DOt'r.inc; up and 

su;3r..;:estinG :rtrunded stocirn dependent U])On tho capital that the retailer 

has available for tlle initial inventor;,'. Co:nsidcrublo arrnlRtance ,1ey 

----------
1 Conver:rn and Jones, Op • .ElJ::, p. 305. 
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the re'tailer .;:.c.mld rely upon such suggestions iz o1:iviously a eulative 

point. 

des:l:rcB 'co carr:l i t0iils of office e:;tui;i.ment such 11:J steel desks, steol 

office chairs, steol filing cabinets, duplicating equipment and r:mpplics, 

typewriterB~ 8.(J.ding x11achines, ote. The ·oeginning statiomir w1.th lind.ted 

02.pi tal cannot hope to install a s·tock: of office fur:n:i. turo, but he 

alogs and arran::F to have orde:r·s shil")ped direct to the c;ustomers. While 

'this is not as sa:tisfactory as having the stoc'.t avalla"t,le for :i.nspecHon 

wine be lost. After a few item.s of office furnituro have boon sold in 

his com:mm:d ty, the rata:ller ctm 011 occasion secure the owner's c:mrnent 

to shovt the J)articular itc;n to other prospe<:tive cuntm?w:irs. Of cour:ie, 

this practicEi should be rtrnortnd to on.l:, until such th:m as tho retailer 

being 

equal, the nea,:'{Jst wr1olcsaler i:1 tho beat source of f!:<:>Odn. '1'lte nearby 

If ho ru:ns ou.t of stock, he can sccuro it ;,to:to quic1dy frOL'l the nenrby 

~ielhn:. 'l'x·anBportation cost,; arc: loscJ vrhon tho t,eller is 1Deatoc1 nesr-

local wx-1.ole saler :i. s cloner o.nd J.;he1cefore ,;rill c:111 on the retailer· more 

'I'he :specific itenw fl.:11~ t:1,, h1i tial j_nvontory v!i.11 depend upon the 
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kind of business beini; set up and upon estir,1ates of custor,1e:rs' needs. 

'l"'Jle U. s. Depax~trnent of Co;:Jmerce indicates that a t:;pic,.c'l.l initial invon-

tory for a stutionery and offico supply store anticipating aimual sales 

of ;-~15,000 might be as follows: 

Social stationel'.'y •.••. 
T,vpe.rvm. ter ri hhons, cRrbon 
?ads--scro.tch and columnar 
Pile boxes. < • 

.. • .. • .. • • .. •· • '¥ • 

paper~ off:i.cc pape:r.s. 

J3lank books, loonelenf ·oincle:rs ancl fillers • 
l:.'ile ca.rds and folders 
Ji:nvel,.rpo H. • • • 

Pens •••• 
Po:ncUo and pen poin-cs • 
Labels, tr.\~-~·tt Hn<1 !}ealft • ~ G •• 

~~ta.,!)? :po.dz nad dateru, • • , • 
Stn:_,lin:;:. r:-..11ch:tneH, staple:.:;, clip::;, 

G1as!:1,;,t:tre---p:::1pur ',,ei~_-(1ts, i:nl-:: stands . 
{}roe ·t i:rl{i c .. :11"Jd s ~ . ,: ~ .. ,. . . . . • 
Lliscellaneotw-rulerl~, erasers, cosh boxes 

t;? 50 
300 
100 
100 
450 
550 

50 
~iOO 
150 

75 
50 

250 
100 

75 
300 
500 ,t ______ .,. __ 

•;,3, ~!00 

As mentioned p:revioutJly~ crmsiclcrable help 1.H,u1 l>c secured froc11 the 

SVJ?l}licrs and ,jobbcn•t. 'i:he:1 know 1711.ich i te:ms nre in domand ai1d can make 

vo.luuble r.ug::;;ei:r~ions. As soon o.B the ini tinl inventory ls o:tfex·ed for 

c.1tilo, a r<Jccrd car. be kept. of 1.:ihich i'te.rrrG move rnpiclly and. \Vhich remain 

or_ the shel V€:s for lont~ porl.ods of Um.e. 

In o:tder to x·ur. a profitable buiJfocns t.tlo rett,iler nu.at "!,ave a de-

tailed kno;;,lc<lgc of. the quant'i-ti<w and kinds of good!;;. v:hic11 a:r~ most in 
~-~--·· 

demand, wh,Jt goodu are on hand nu stock t111d w:-iat Goods nrc ordc:rcd hut 

. ~--

2 u. s. D~partment of Com.me:rce, Establishin,:; ond Operating a 
~~t;ationor;v and Office Supply ~i;ore> p72'l'. · ·'" ' __ .. _____ __ 
~-~--~- . . ,.:,__'j:--~-
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i'he method of distribution used by nll of the leading typewriter 

and; adding ms.chine manufacturori.1 is af:i follO\W: After the franchise h.as 

been assigned for a given territory, the r11anufacturer se·t;s up a. sales 

quota which he expects or anticipate.s that the dealer should achieve for 

the area. 'rhen the typewriters and. ad.ding machines a:re shipped to the 

dealer on consigrnne:nt. Aa ·the machines arc sold ·the dealer is t;iven a 

sales comr:iission of 30 per cent of ·the list price. Uom::ver, t;!.rpewri tors 

sold to instituti.ons of learning for training purposes are sold to them 

at a considerable reduction from the list price and 011 these sales the 

dealer usually receives a cor!lITliss:Lon of 15 per eent of the sales 1)1.'ice. 

Office machines aro sold with a one-year guarantee against mechanical 

defects traceable to .n.ianu.fact1:u·o, and the def-l.lo:r, as a part of his deal­

ership agreement, is required to service the guarante:e. Therefore, he 

mu.st oi' :necessity maintain a service deya:rtm.ent a::; a part of his opera­

tion or he must have ::wme sort; of lotrrangement with an outside office 

machine repair firr:i. If he elcct;s ·to maintain his orm .service tleport­

ment he m.ust equip the repair shop aml hire his own service help. This 

aspect of the office suppl;;,r bus:i.nens will be discussed in more detail in 

Chapter VII. 

It might be mentioned that portable t.;rpowriters are not handled on 

a consignm.ent ba::.is hut are shipped to the dealer on open account, pay­

able in ZO days, as are ()the!' supplies purchased from the manufacturer. 

Since the handlins of portable ·t;,;ypewritcrn are no·t a part of the dealer-

ship franchise a.r1;y firm :11ay sell thc:n a11d tllis accountfJ for the fa.ct 

tho.t portables may be purchased from department stores, drue storan, 

mnil order htmses, etc. 'l'ho stationer stands in a favo:ra"ble ponition 

even as to such portable oal,JEJ 1)y virtue Qf his serviee fa.c:tli tien -rah:ieh 



In all t:rad,~s certain p:ruc(;it:cG nrc cnwtonrn.•;y in co;meci;ion r::i.th 

sellc:r. 'l'o speed up <;ollcctio:rw, fmppli0rs lJ::m.alJ.;y offE:J'.' a eosh (j_!:i-

courd; for curly payne:nt of accou.n-tn. :Bo;;eci<1ll;1 in ti-ri 'beginning VtOnt1rn 

of a new businor.::1 ~mch cnnh discount::; :na;y ,;c nn importnnt itc,,1 in pron t 

is offered bocnu.f!C mmh action not only lm;proven the crodit stn:0ding of 

count of 2 per cent If paid within 10 days; tho full anotmt ·coinr due: 1.n 

thirt,y da;ys. l:his fo:rn of discount is usuall;/ stated on i:n.voicco as 

'h.n•w.s of 2/10, n/30 ,;temi tllnt, if the :retailer door: not pa;y 11ri.th:i.n 
lJ dr1;{~;, he iG paying 1.! per cont for the nsG of the '.rtvne;y :fox· the :r.·011::d:n­
in::; 20 tla,;y;:i until full pa;,,rten-t it~ d.uc. Ls there o.:.•cc, ay:,rox:1.,,1.qtoly ei1(ht­
a~en 20-cla;v periods in 3 ;;ear·, thi.c in cquivalsnt to about 3G per e,,:=mi; 
5.ntere:rt.3 

cit., p .. 250. -- , 
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In discuosing the :r.1at"i:er of caah diocounts, Job.n C. ll.sploy makcD 

this observation: 

:8ven the most casual inquiry into this :ma'tter of ca.sh di..:ctmnt 
reveah1 a woeful laak of r:;<.m.e:r·al un<leri,rtnndi11L~ am.ong buyers ·!;hat 2 per 
cont ten days, net thir .. ty tlays, is equivalent to 36 per cent. per annum 
on their mon~y. There 18 an equally dcplora.bh1 lt-1ck -of underetanding 
on ·the pa:r-t of sellerB who endeavor ·to use a slightly increaocc1 cech 
diHcom1t as a ~:ales lever, th.at ~ per cent ton d.ay::i, net thirty dnys, 
is equivalent to 54 !)0r co:nt per a:nnurn: on the rnoney.4 

Therefore, the 1"C-taHer should urmall;r take all co.sh discounts. If 

he does not truce them. it is gcnerall;,r assumed that he does not know his 

busi:n.eris o:r is short of ca:pi'tal and so is a poor credi 't risk. A fe;,7 

t;ypes ot dh-icounts and the apprr.'.l.ximate sa:vinga arc listed in t:he table 

which follows~ 

Terms 

1 /10, n/'30. • • 
2/10, n/30. 

. . 2/10, n/60. . 
2/30, n/60. 
3/so!J n/60. . . . . 
z/10, n/30. 

• It .. .. 

... .. ·• . 

?ric:tr1g -

Appro!4-~~ate. Savings . 

. 1ari per 
36% per 
14% per 
,,.,,11&' "'· Yi::/'J pc::r 
36'-'.b per . ;, . 
54/" per 

annum. 
annum. 
arm um 
rum um. 
ar.mum 
o:nnum 

So,ne goods which a stationer sells have ·the selling price cloto:r-

,ained by the ma:nufacturer, but in tho case of other items the oper:'1:tor 

must use his orm jud:G[ilont. Ut:1 munt se11 a suffic.icnt volume of goods 

to cover the cost of the gooils sold, che cost of operating the bus:t.neos 

4 John C. Aspley, Sales './ian.ager'sIIancrbooic {Chica0 o, 1948), p. 209 

5 !~~~· , p. 209. 



56 

and pro1ricio a. profit f'or himself. '.l."11e :rotsiilcr should determine his 

(/moral pol:i.cy us to price ev,-ni. before lm opens hi;; store to thc1 ptiblie. 

no .may adopt an;v of four gene:i:·al po1iciuc.:; 

~ljht:m those of comr,cti'torr; (2} priccD :tn lin-e dth the _pr·ices of co,11-

-01· /4.) a li1"~ral "<~e ..,, I .. ~ ..._ •. -, ,:,J~ ~ l,...t,k) 

llnvi:u;~. c;ood s not available olsorrho1·n or b;f having L:/HJdc of hi;;h quality. 

fit ores in tric 1.:n:oa. 'l.'his is cnllod "stillinu at the :r,mrlcct''. Retailers 

tI:.cJ.r crnr111t,ti tors nnd theJ'.'o would llo 110 point in sellin~r for loi:rn. 

'\l'ho store sc1 lill{:; 
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A leader is an 11.rticlo ~,old at n vcl"y attractive price, usually tH:e= 

'I1hc most importnnt arcwacnt for thG leudcx· li,]R in its ndvcrti,:dn{;' 
value. that hi, :i.t ,;bring!.l pt~opln into the 1:ito:ee. 11 If the u:;it, of a 
l(:1 n.(~.6.~-; wl.11 ;;;1t·t,:rn.r.: ~ (1 1~~i\}J' -nu.,nbcr of cnr1t::-:n:101-;~; \1!10 1·t:tll 1:.lno brt.Jr iton1s 
cm::illTI/. tni:tqy:to:ntl;;,- ln:c~:8 mnr1::upsy the I'0trdJ.Pr•n total profit~, \Vill 
ne 1.:nc:ctH),D8,:: .. 1 

i~ato use of loas loudoru: 

u..1.1r,-;ountl rn·aut:i.c:0. ::iueh 1.0ss-l(1n(it:1· 
u.:nfuyo:er::\11,:, actontl;;21... As o. ,::1nt;i.,ur 

_ .. .__. . .......-... 

6 Gomrc:rso m1d Jorws, Op. ---

~~t:t}:r.~c:~1.nrH'.ti.t~ir1;···; ·~-L1:~0 attrae tr3d nrucJi 
of f':,~ci:, 1;he 1.-'c(:.e,~~Jl gG·1tr:n•n.,1m11: 11.nd 
(:cc,1•:·r10d -:-., (''lll'IJ 0-1• c'Jb1irnte 1·t 8 . •.- ,;._,....,. ~ V ~ .I - · ,. ~ ,._ • ...,'7. • r • 1' 
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porooJ1fa1g0 of markup is 1msed. on tb.o cout of the goods, l'Jhile the y,iar-

ccntagc of Dor;;in or tiross profit ls based on ual~s. .For 0:'KJi.mplo, in 

the caze of an article placod on the shelves at a cost of ~~1.20 with a 

dollar ·ter:;,.s is also SO ctmto, 1)u.t in perc1;mta.go terms it is 66 2/3 per 

cent. In oth~r word:.,, trw 80 ccn:t:S is 40 per cent of the sales p~dce, 

co:rreBponding per cent of marku.:p: 

'l'Af31Ji; XII 

Jrind your na.rgin or gross profit percentage in t 1:1e loft-hand colurm. 
n:ultiply the oonli of the article by the corrcspond.h1f; percentage in ·the 
rit5J:rt-hand o:r· markup column, The :result added to '.the cost; gi. 1res the 
correct. .selling prico. _._....._..,,,.,._, __ . __ . .., ..... -~-·-·----------.. , ..... __ , ____ ~----·~--,·----·----

ll(a.1~e;i11 
Par Cent of 

S~llin~ P~r-~ 

tfrurkup 
Pl'!r Ccmt of 

Gost 

,1.8 
6.0 
o.o 

10.0 
12.0 
13.0 
15.0 
16..0 
17.0 
18.0 
19.0 
20.0 
22.0 
2;5.0 

, ~ .... I# ................. .. 

.... {>Q···~····· 

•••• '(011 ..... i;,~··"'· 

5.0 
0 .4s 
0.7 

11.l 
13.6 
15.0 
l'l. 7 
19.1 
20.5 
22.0 
23.5 
25.0 
28. 2 
29.9 
31.6 

;,·ftcr~ ;111 
Por OenJi:; of 

Sollirw Price 

i':mrkup 
Per Cent of 

Cost -· .. .,.,,;...,.. __ _ 
25.0 
2'"/.0 
28.0 
29,.0 
:n. o 
33~3 
~j.6 .o 
36.0 
30.0 
~~LO 
t,!;,O. 0 
42.0 
4,4,.4 
1,7. 5 
50.0 

.............. 9 •• 

·~.,"~·!lo·fo·······~ 
Jl!.iif."1•"••••••••· 

·"' ........ •· ....... . 

••• ,. ... <11 .......... ,,e. 

-~ .... ,, ........... . 

33~3 
35.0 
39.0 
?~o. 9 
l.l,5.0 
50.0 
55.9 
56.3 
61.3 
64.0 
GS.7 
'12.4 
80.0 
90.0 

~---· -·-~--~-----... .,.. ____ _,_.,.._~ ..... -""""',.__ .... _.,,,.__....,.---·--~---........ -·..,..."-·------.... ...-... "---~-·--~-~---... -- .,,_,..,_ .. __ ,.,,,.,,....,,._,..,..._. _____ ,.. ... _________ -.. -----···-""--!~ .... ~---

s x~·. · 1o11.a. ~ -- p. 172. 
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nf 

i~~ 1/.·r_\t;;s)_::·:ir:;:iJt, t:ffh.; th.c ot:i·u>:,V t:~ :)T'Of'it 
tc~·:,~:::: th_t: lt~ ·;.-,:c:1:~ e-.Jri·t t1:ei~lc.lc,, 

oD·C r).f 
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-----..·~-"" ... ,,. __ , ___ .., .. ~,. ----...... -------~--=-------------""""""..-._ ..... ,. .... ---~---.,,,----~ _,_ "'". ·- --· _,.. ___ ... __ ...._~--........ -.-.. ... ,~--,.., .... __ ,, ____ .. .._.,,,_.,...,,,. 

Inviantory on hand, Jt.tn~ l 
Pu1~eb.a~t,s :~ilr1.de durint:; t,J-1c J"Ct;lr• ei 

'l'o·rial c-,r.:iod.f on hc;n.J d.urin.:·t tho ·sear 

. . 

l:nvcn1tu1•;y· cm. 1w.nd, Doc. 31. • . • • • . • • • 

Cost of (ioods Sold. • 

Im.rerriory ,m har1d Samrnry 1 • 
Invcn.t;o1~;t on .h~1r1d Docc-:1.uber ~Jl 

'* ii • '¥ • ·tt t, 8 • 

. . . .. 

fiJ0,2$7 :: ;;~15,llH.50 average .inventory -~ 
Ooet uf Goods Sold •• 
11vera,:r,e Inventory . 

. . . 

47,282 
.1.~, 211 

____ ...,,,,,... _____ ,, ____ .,.._ ______________ .....,.......,, ________ _ 
____ .., Sm _,., .,-...-.rf.,.,_,...., __ ,, __ '""' ___ .............. __,,_ - - ____________ ,.. ______ _ 

The nverage rate of stoclf turno·ver in a ~Jte .. tioner;,, and office sup-

ply store is a:p1n·oxim.ataly tllroe tini., fl a year • ( Sec 1'a1)lo II. l 

.As profitable snlo~ n:re the ultim.nte gonl of 8Very retail r;torn, it 

is only logical that c;ood Orf;ani1,at.i.on ~houJ.d pro,;rldo for an e:·c1r,h01Jis of 

this import,mt func.tion. Under the condHiom: of keo11 competition thnt 

e.xiBt in premmt-i1ny retni.11:nr;, selling is n highly spccio.1:i.zod n.ctivity. 

Jobs i:nvol ve,l directly in sel lin < nre: {1} store advcrtisin{~ and 

;publieHy; {2) Dto1•e di::'1play; (3) personal snllinG; (4) telephone and 

mail selJ.in,:1; (4) service and repaJ.1.· nales. 

(l} fltora advertising and publicity: 

'Iilvery store will find it profitable to (mgago in some t;::po s of 

11 Convcrsr: a11d Jones, On. cit., p. 502. ~--
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keeping the display uttrac·tj:vG; and (e} chanf;inr~ -the display. 

{3} Personal tmlling: 
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'l'he third am'!. mos'i; important selline ,job co11sists of meetine and 

servin:,; e1.1s'tomers. TM.ri is the phase of store operation upon which all 

other work depends. It is the focal point of fo.e business and every 

other store job should. be geared to facilitatt, it and. make it efficient. 

Success in person;:il solling depena.::s upon hov, cnrcfully erm:_)lo,yeos are 

selcctet:l for this worlt tmd hon noll they a.re troined anc'l supervi sea.. 

Por a good selling job, salesperGons m.us·t: (a) have a c;ood attitude 

towards their job; (b) be rrell-informed abou.c theil· merchand.ize and their 

store; (c) understand their customers and their customers' needs; (cl) 

know how to preflent their merchandice cf'fectively. 

Tvi10 methods are cornrnonly used to increuse s0les. 'l1hey are the 

selling of related a.rti<:les Oll(l suggest.:L vn sollinr;. Selling rcluterl 

articles cons:i.stG of cases in wh:i.ch on havinc com;;Jlcted the sale of' a 

given article, a salnsperson with co.m,rlote knori'leil.g,1 of the stock calls 

attention to ot;h.er art:tcies which .f;li)Y be used in con,juncti on with tho 

article purchased. Bnggestive t,clli1:1;:; consists of calling otten tion to 

c;oodo not, related in uae to the article pUJ:.'C:!1ascJ. Selli~:: the custom0rn 

an additional itc:11 beyond what they came into the store to 'buy, even 

thouih H may he a low-priced item nill g:roatly inere::ise th.e se.los 

volume. 

'l'he well operated st,itionory a.nil office supply store .;rill not r1e­

pend entiroly ur,on sales ·to cust(mers ·who come into the store to buy, 

but will engage in selling outside the store. In fact;, dttrinr; the first 

year or two~ the beginner in this i'ield of re'tailin2; 1:1111 1:ic fortune.ta, 

indeed, if his inside snles are eufficlent to meet hiz operating oxj1,mscs. 
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Therefore, it is nbsolutoly :necessary if t:hc r:rtoro is to "be a succ{')ss 

that otrtsic1e selling he a p.grt of tho salce prm;1otion p:ro~:ra11. At iiri:rt; 

tho proprietor hirnself may find it neccosnry to ~n,gage in outdde cellinr:, 

but as the business gro·ws he cnn employ outside s.ulesn1cn 'to call on pro­

spoct;iva i:mstomers to solicit lnwincss for the utore. Modern 1Ju.sin.oss is 

highly co.mpeti ti ve c.nd. customers go to the stores tl,at socl: tJ:011 ~.ost 

intelligently antl 8.€Ufr1;:1asivoly. 

{4) 'l'elephone and mail selling: 

For a complete sol.ling ,jo1) the sta.t.1onery store must develop a good 

organizuti on and efficient syster:1 for hanu.line m.nil and. telephone ora_er 

busi11ea,:i. rrhin business, if properly developed, can add com:;idera't,ly to 

the sales of the :;tore. It is douhtf'ul if the mna.11 :11tationory store 

will actively ongage in the solicitcti.on of busirn,ws by r.ieens of telo-· 

phonh1c a list of prospoctu. Most of the telephone buai.ne s::; handled by 

the office mipply ~tore 1irill lm li:m.itetl to the harnUing of' orders which 

are telephoned b~y tho store's customers, in t-1rhich cns-0 cou1·-teous and 

proznpt servieinc,; of the or<:h-)rs should be the :r.'outint} policy of the store. 

However, ar.;v office stationcr:;r store will find that saloo ean be 

increased by t.r\e mm of d:i.rect mail. The office supply f'l:t't'l with v.rhich 

the writer was associated nadc it rcmtine procUce to alwast1 incluclc 

ed.verti~d.n;§ leaflets with their monthly and se1ni-.. r10ntHy rri.alline o:f cus-

to:m.er's statcraents of account. Also, periodic mailin:Is 11ore made for the 

purpose of soli.citinc; -bu.si.nos;.h Some pa:~ticnlar U;em of mercha.nd:tst·) was 

uimally featured and t1 mail OX>der bh1nk vras includciu with the 1miling. 

L1imcogra;1h duplication was used extcnsi vcly in the p1•epnra-l;ion of the 

direct r1ail proc;re;!l. :For certain sale a ef'fortsi a ·,nore pc rr:onaH zec. form. 

of letter w::.)Uld doubt.le~w produco even lictter rem1lt s. 



'l'he office supply s·torc that sells fl line of off1.ce machl.n.<rn such 

as typewritt~1·t1~ adding .mt.1chiw.2c, an.cl duy,Hcating nnnhines w111 find :l.t 

necessary to provide ropairo nnd irmint::nmnoc for thoi1· custome:rG. - 'I'he1·0-

fore, the offic1c1 supply fi:r,a 1,mst ,:1uk0 so:,10 arro11r:emo:nt to provide thin 

servtco. '.iihe firn's altern:::rtc approacht'll.J to thir1 problem a:re~ (1) tQ 

arru.u;';e with an outoido re.p.:111' f'irm to handle thoir m.aintena:nce and re-

pair vro:rlq or, (2) to maintain und operate i·~s own servlee dopartment. 

The forrner mt:ithod ·,n.ay lie 00.tisfoctory :tf ·!;he snle of office mu<:hines doeH 

not con~;;titute a great part of tha fi:r:11'H 'buslnesr,. Howcvor, if the sale 

of office rfuc1Chineo is aggre::.1,i vdy promoted, !;hen n ~e:rvico and repair 

department nhould be includod an a pa.rt of the sto.:-rc's operation. 'l1:his 

machines ;;1hich have l',0011 sold by the: rt3tniler arul i.'J'ill also provide a 

:mcaus of additional i:ncon1e through the pronotion of service a:nd re.pair 

sales. 

Another source of incom.c for tl;B store ca..".l. l>e tho rental of ·type-

men often have need. for a machine and a store that provides rontal 

o<:lrvico 1;1·ill fi.nd thio hueine:::is p:r.ofii;nble. 'l'hc rental ser,rico losically 

should be raanai::;cd by tho ser.vic0 a:n.d repair d.cpt:1rt1ient. 
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'lrhe office stationer;y store Y,i th which tho writer \J.Os as,rnciated 

of the inventory, dictation of coi•respondence, :r1laxming and 

on customerr:: \7ho came into the store, and he G';;ren spent none of 

.H. DllDlJlO D fj 

t:ton of his tirno to out::;;:id.:?. 
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After ·the Bbro had 1Joen1 in opcral;ion for about a yen:r.·, another 

young 1m.sinosfJ collc,e;{~ graduate wan added to the staff' of an11:,loyees to 

wife. After this eI,ltJloyee 11.ad iJEH,m with the f:l.:rw. for about a year .and 

tal:ni:ng the inventory, keeping -;;110 books, handlinc; of correspondence, and 

1Nai t:tnc on custom.c:t·;, in the cto:ro. He war. elrio :required. to Hpen<l o part 

of his tine in callinr, on acaou:n:tn that h.ad boon assicned to him in the 

he vrns assigned the na.lez tcrri tory in tho eaute::rn ;;>art of the area and 

de,1otcd all of his tlr,H'i no traveling sales repre!lento..tivu for the firn. 

'.i'he other you,"lg r.1.an was a,rni&r:nod to the ricrv1ce departnm::it for the 

purpose of lea:rning the rc2air and mu:ln·t;enance of office machines. 

secretarial work and to wait on cus'btHnerr. The orme:;::· took over tho man-

agorial dui;iEHi. A y01mg hi.gh school ~i;udent was employed to work after 

school hours to mrucc locnl clcltveries and to d(, the janitor v1ork. 

requirements of n ne-:;; office swpply s·torc and thiJ v1riter believe::i that 

nny nowcoraer to the office ouppl;J busi:ne0s wou.ld f:tnd that his personnel 

needs r.muld aooner or lator follow the same c;e:noral pattern .. 
.....--

In starting his ovm store tb.e rotailcr may riot be able to get expo-

riencod salemaen v:hen he launches hi a enterpri !lC. In this Crise he i'lill 

hnve to depend. on employing intollic;ent young people and lettin3 thc:,1. 

lear.J. the office suppl;y ·ousinesn through experience. In other uoras, he 



C.J 

~ic1;oo1 nt 

or 

:_.,.,G}t':)Ul L.1 

. ' 
~·'.-!.') J~ :~ 



~)(-) d :L 

., ,t Tf; l ;; J: C· 

i "' \ 
\ .l t 

.,-,-,,. 
I ~ .L • .. 

G 

f) :c () "\t :_, 

C(t: .:Ori 

• 1 v • ' 

r·, ::\\:.c} t. : .. ~,u -~-.:(~ ~rt -11.c•t;:: O(l 

eor1·.r-J1~r1l~. r.~1.1(, (~~) ?"+~:? .. bill of 

·r-.' ;, J.t 

of :~r.1ei,, 
lO\'J'85--Jt (3'X;;)CY1iiG 

c):n. '.L ;:1 

,, 
'·' 



70 

vol tune o:f .hie1 n.Gt :J.~,:11e-t: ii 

s:l.nce :no 

of th.o tY10 ra.r~tho(l s 

for mi s::dcmory 

rtorh:, 

that are 

'Jl}:1.:; J\Ja,tior1J:1l Stn·t1 .. 011E!J:n ·A.snr-1c;itJtion has 

2:~.) f.sx~ r10 011_<.j b.c1.r, c.rv·.e:e do,:ri~~~cd Li. sl co.·nportsic;,ti 011 foJ.: 
saler.r:tcm that v,oulcl fit eveX';i typo of operation. TJntil that da;y 
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ar:rivcHi:, cmlplo;y'"3rs n.1.rnt contimw to tnke into account tho selling pro1)­
lenn thut are inherent :1.n. Liwir 01n1 salcc: to:e~citory ·before deelcUng upon 

:~ any particular method of 
",-.~-,=··~,-~~-~.=""'"~ 

es.rn.cn v:ore on a 

On itcmw where 

'i'he salo s.mcn vr,n·o p:::ii.d tho:i.r 

Uow0vcr, 

•1r11erefore, 

1-1ocd one or n1ore of 
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71;:; of tho donlur:: not 
1 owoJ'iCO t'Li. d n.11 er;, i;he,,1 

So:.-;o dn::1lo·rt:' niC thc:i. r· ~Jt0.lc rfJJ.er rJ.dd 
corn1:1:LEJf:JiOJl o:n. s-u1cr? of f:(,"'l,o.n1. to iT1 
lieu of a ,E' lovm:1c,i. [:,oar, 
T/cJ.;t !3f:1.ll;t)n1J~:r:_ for- ::~B.s, oil,. nnd /or' .-'.,:1.:.1:l.x1to-.. 
n.n11ce cra1~v· ~ it fe\:! 
:for btt:..;i·:·tor.:f! t:ca_v(:1.'l, 

---- __ ,,.. . .,.v.,.., ... -·-·---""'" , .. .,..« ,,,,.,,.._ __ r_. .• _.,.._. ____ ,_..,,«._'"- .,,.;,,,.~..-._,c:.,.~-~.,. ... .,._,,.., --~<c_ ·'·- . ..._,,. ___ ,,,..,,=·•VU=·... •·•""''-"'~"""·-=·-"""~~--=<>---... .... ~--•. ..,, ... , '-"<'-,·,.•, >,...,_._ 
-- .• ~ _· .. h, .'"'"'* """'~,,.. ;;,...y·. '""' ...,... ·----~ --~-=,,;,-,......,__.,.,,_. ··,-··-_., ·c.«.,.~•"".,.,..,. . ..,._.,.,__~ .... --.--.so.- .,.._.,_,_.,.._,....,.__,,.,,.,.._._ '""'-"··.-.,,,...,..._-0-,,~·~,_,..., .. .,..,c--•-'-'-'•--

stationery nna office 

of 



n.o 

Salnr\v· n:n.d. 
·bo.n.1-1s 

sor:u-? f:11".iJlD 6.o foll0'..7 t.J:ua 

, u 

of {!(-.::L:t1Q:t'r1 

sido sal\"::~::.,-11ort 1 0 

rr,1-c fn 1 

~o c;it~hur 2 o:r.} 4 r1ccJt~ r;;J.la:t:;/ r1t ;~1cc1r·1:~1 G:nd. 
Otl.'1or 1_·:;.ctl1.0df~ rJ-c:re to /J3)/ t\ll ln~;1do st1..lc·!-~t1<rn 
tl.1.0 DtJ;·.UfJ :fl;r{_~ :ye -b OfUJ S i.Jfll\Y "1_1 .•. ;t,·;_:_re(~l1. 

D)11ount each 

i.J .. i 
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l;ue,Jtiom1aire returns :tndicate that in Oklal10na :1bout 801; of t:ae 

that ·(;Jwi:r :i.nsidc nabs holp wero :tJtdd a st:ra:i.e:ht 

ro·turns were insufficient to gi vc a trlily i:nf5.cativo pietnrc of tho 

by 2tntionero in Oklahoma o:xcept to confirm tho ft1et thrrt 

1.• ,, ... ~ the rn.o:,t popular m.cthod for cornpemmti11c; ins:1.de help. 

insuffic~ic:nt to pernit compilation of avcr,"lger., which could 110 acceptetl 

as 

'I*A}3I?'>; ](\71 I I 

·-------,---"'-~...,...,.""" __ .~_,•,~ .... ----~----·· --~---~-an<·-~,O-,/-~,---""-·-.. -s, .... c_.,.,...~,....,,...,..,~ .. -.-... ,------~ -~.,,_ ... ___ .~,"""'-""'"'"''"",=.-_.L--~af'"-.. -·---~----·-'C-- - ) _ _......._,.___ --
.B ookktH,,pe r 

Stoi~o clc~rk 

Stoc.~~rl:-:oe~oc 1"' 

Oi'fice 

Ranges from :{\r?h 
(,.)::J to :,\1,5 pr3r 

liaJ:'lf;es from ,;!,c,o 
·,w,i) to ·~\70 

?) frO/(l to .Per 

Hrm.gcti from. ;)GO to )80 :,;er 
tho own,n~ aetc:d 1n capac:i. 

wecJ::,~ 

UCf:Jlt. 

rrcek:* 

In some cases 

f{o11:.,:er; front .,\,b?.50 to ;)61 s,o;;~:r 't''JOCl~. In soine 
<H1t,9s t:h.iB raan also nolicit~.s rn11:)i)l~y eu:xles Gnd is 

a co-:1m1iss::i.on in adcUt;ion -to a f:ixcd salary. 
_,,,,_,_,,____ ____ .__ --~-,--.-------'""- """"--1'~_,.,... ... -----..-·-~---:•·-..------c,-'.-,,<wc::-,_..,,. .... __ ---·---,,,_--~~,-,,i.a::--..-~...,.._,..-s __ ..., ______ _.,-...,,..._. ~-~--~- -~.--,.,_,..___ __ z_,_.,.,~ 
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It is h.Oi)Gd that tho o.1.1.tho1· has, in this chapter, been able to give 

at leaut a small vie·N of the problems ·that the prospective office supply 

am1: stationary rotail10r will have to sol vo \-ri·bh :rescpcct t<J the selection 

o:r personnel and their comp~moation if he :i.s to operate a sncc,'lssful and 

efficient business cctablisbmcint. As a fn:rther aid :tn c1eter.r:ainin~ Just 

nhnt compensation plun to st"c!lt1ct, Ji;n,:; rouder i~ referrea. ·!;o .1.\:ppendix .A, 

''Hov1 To Choose Your Cora;pensa·tion Plan''~ which has been prepared by the 

National S·tntione:rs A.ssociation for use by their members as 11 policy 

Befor,~ leav'in.G the subject of pcr:rnnnel coqpensaticm, it may l,e 

useful to lrnon ,1hat th0 n:vorag0 pe:rcerrtago of salaries to net sales is 

the Natinnnl StGt:tonex•s Association. for 191.bJ :i.r: Hubnuttcd: 

-...-·---~-~---.. -.......--. ------~--·-------- --·-.. ... )0 .i!.. _,,, __ .. - • -------~-~ .. -_,....,..,...._.._ __ -,: ... " ____ .,.. ___ ,,..,,,_..__._. • ,. ... .. _ 

All Firms 
'l~I'A.t U8T SA11~S = lOO;t Reporting "' .... __ 
1. Sala1?iet1 and com.missions (inside rralesm.en). .. • . 6.57% 

2, Salar:i.es an.a/or co;c.m:dssions (outside salesmen}. • 4.53 

5. Salar:i.ee { office em:plo~o.ea) 2. 51 

4:. Salo.rics ( owners and off1.cers}. 4.67 

TO'l'.At SALP,Riii:S (except Vl&U'ChOUGC & c.olivery wages) • 18 .. 28 

7 l'[ational Statio:nors Associa,cion, Imoortm1t Ratios for the 
~!,~_'9i.'!~ Stuti.onE:r-.--:-1 ~:1;) Operating Costs-CTJasltint;ton,, i950°"T,'p. 7. 
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/l stoJ·~:; offf11,,,od for S~:!.lo ·hD.~: }1ad n.vo:r<~{;·c nrJ.rn..1~=~1 n<}t na.l·2s of 
-AU, 000 fo:r- the }_Hrnt t'rn·en :;;-cnYE' vii\;h EO anm.'ecinl>lo increase or d.c·w 
tJ~t·ur1~c, \!:.eJ./t1i ft of -v~10 0 1x·tiJ_)a!.\r',, r; :eoeu1~'--~~) dlDelo~o!:; th.,~) follo~·:In:.: f)tJ"'"""' 

uI·:.-1tin.:~:; :r:.:·ttioH l~Jcoronsod' n~.: a pr;rC'JJ:.tin.:·_-;,t=! o.f !!Ct ~lttlor., fnr t},c, 11~~:l>~?(~t:dint~ 
t·;t1•i:·_'"(~ ;'l ULlI"S ... 

·.total n:itf>Bn . .no::;. 
\_:u:.~~c~~.;. o~-~-hd1- tha.11 61Tnt~r• s .. 
ilOilt. 

. 
19--
·.11r.8 

/j,. 0 
~:5. 5 
0.5 

19-- 10--
Yc:2 TC:-s 

/1,. 5 LL9 
~1. 5 ,/;. !'3 
(\ <7. 
... , .. ,i:) 0.1 

~~>~:.n. (;~ }31,.ad.t~ 'Llt(~e-G frt;~:1.rCl..:)J}(~ :.)poro.t il'i~· r~3.t 1.os fo~r t.tYi s l~i:nd nJ16 s:i. ?:G 

o;: r;tv~~:::! f:)J:J ·Gft{~ ;)_;\.;a~c;~: GO\tcu.~o(}. ;~1~.;i-~o Il~-; f~1lo ... t; 1 

·j>i tn1 Q},~~;f·: f'GH 1' 

.,. .. t):::c~:i' nt1:~cr 1.;~1a:-.-1 O'~In.e~r' s,.. 

l"(ci1·~ e 

lG.9 
4:.1 
~;. 6 
0,6 

)Y)·_;G,:'. f1·,J;,::. -~1,u.11,) :i:·ut:i.,:,c:,. Otv.L,nrnl;y ·;,J,o l'Cir:i, L~ too ,i.i{(1 .• Fos,:ilily a 
c,:n1f:::::·,:1ncE) \:it'.:t c~,c lD.::i.ulo:r:d ·.:o·:2.ld TCH1t1lt; ln a nc 0:r lon,,,:'J ti1.at ?rcniJ.rJ 
1).rl?t.t_;. t.'iiti ~,:ro(;118.e i11to lix1cz 1oi ~

1\c pc{;{:coll 11nG lr~c~C:'en~ocl s·~eat~.ily. ·.)J1.y''? 
L~vc:;~;i,l;:ntJ.cn \Jnulu prote:bly 6J.:,clofe 2 i1J:!;ua.tio:n tha·t. could be c0r-· 
1'1t.~ctr~s ti:;· t;_:1.t:1 t1(:r~t· o~.·.rrt(,~J:\ rr..icJJ- aD ct:}c~clt1t1~:'i!Cur; i.n e::1:0lo:yl11\ n101i1 C 11cl1~ 
t.llan ncGdod 01· 1nx.nEH1L on t110 r,nrt f)f t~ert:·::i.n cnf1loyecw. tu:ct'.1:::r ar,al··· 
;;:f1it~ [i::,c.-.·.·o t}r:r& ·;)')th ·-~otLl O}~JJCJir;ot~ GL:.~~1

- })t.1jt..t"Ol1 ;~1t:1 .. c: elo:Je to th.~ 
st.11nd~rr:c~ 1".'1't'tlot ·.t:r1G fl1·;:;t ;,ri:}ar; totpJ. cz.11~~.r1:)G~; in.,~T~e.c1.t~(:d o:'!c}·1 ;\tea): 1;~,. 

"J[1tc;l;y ·f;,c: f'.lr,lC l?vXi~llJ.t OS fH}:r~·oll. If triC no,;1 o.-rncn· eou1{J. b:dnc; 
\)8.;y:r.·oll lntG lL.;e, total ci;,:poru.10,1 nould 1;;, uo.tisfuctory. 11owY1.r0x•, .lf 
e::y,,_diti:i1,B ,n·,u ::,uch Ld~ dvllc..t· pa;y!'oll eo:1.L h)~ lie: r06,1c.:cd cnou,':'s;h to 
t1it;j"t.t0C tS1c rD.'~io~ t!H11~0 .it; ~=:·trill a:not11c:e r1onnibilit;/. J_·Jo"ticE?. tlia-t total 



Dalor; ·c-c;r~L:"tiIJcr;d efJn;~t:s:11t ovl::J: -t}-10 nr \rflli1e 
dee lincc1 frura O. 5 per c;cnt to O .1 pen cent. 

i t-D1n lt is ql-1:l t\1 111:e:lJ/ t:t1.nt totr1l r::::1lcr~ cou.ld bH 
·b1·ir1c1 both. IHJ.;y1,.oll a.:nd to·tal HJ~J)011t~(~ :riatic,s· lr1to ltnc 

a11d offLcu 

If h:1.1., 

80 

thls 
to 

t"ri th. 

firFm i:1111 onable h:bi to ferret out those 

1 

llo nhJ..e t;o 

-----·------
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It is ·:;:;L, total o:f oll 0Y/.1:~ru<,:,, Ltat :::ffectn :,-wt p;co:fit:. ~honld. one 
i·i;e'.n u0 too :d.i:;:!1, :uom"'i othor mw:;i, I.it: ,Jocron,;od to koop :px·ofits at the 
trv-zr1»~JL 1G :en G:J.. 1.1... lfo:t· t-~~.::c;_,·~~;lo '.; c .biL~1~ (l_ol5.1ru1"s eost :.rntlo rta1;;.;- l~n 1J~1l~nced 
l1:;: a lo\·; 1~0:rrt J/~\~,;iv ~ ..;Utio., in.r.;1·0~1Sjt~1,.-·.: n!\O 01r:;ct.nne i to1n r:~a,;/ crtuGo a rn­
Cn1c ~ioT1 i11 u:no·0£1c:L· 'Lll~~t -~·,TD.~~ fo1-:no:i:·l;/ ·t;.(;O J1l.~.~J1-, 2 

i). T:q;1_a.l
4 
~~ ~ 

I!:·"' i.:O :::; f~ -.......... ~ ........ 
fj • . l.i:-:~_J. ~: 
G. T,osc_; 
7. ;~(~ U.;1.t :; : 
B • ·:·;~;111·1:, (j-Vffl:r 

Got:t of :;ood£ eolc1., 
C11'°lo·st.1 1:!rofJ..t o:n. Sl::1.lnr-r 
J:otr1l op::r:.en i,J.11: _=; eY~J;n:n nv ~·-~. 
~::~:~.Ji o·pz~r,itill,-1 pr~Qf'.It,. 
:tn.(!OJJlC tn.~.~oc1-~,~~8trrtc u . .11,_; feO.crnl 
EcL ;,x·1.)f:i. t. 
( :111f'fr;;e1"' of t.i r.1e t1 IH)l"' :y tnu11 ) <C 

~):J. ~·;:.d 
;; • Cf~ 
1 ~ :1,r. 
2.51 
2.90 

In. o:cdJ:1,, ·laJ p1tovi/.!.c! n uni. fo:c~·, 1. 1.n1-slt., fo~t1 c 01\lonri son, on~~h. :i trt."i. tl:?oc~;. 
i:n. o-r(~c:e oi" :1. ~;f<-; 0ec-tt1">1~f):t'.lCC 1:n t~·,c n·:,c_,y\; tnblo 1~. {lcfir1ct1: 

1 ... ~Ttot.~l nf,--~ £u::~1"1S.._....,, .. j_s 'G}Jo tcrtn.l r;r,o;..:1s Bt;.los lef.T.t1 ~rnt11ri1cd r~oods 
an.d e.llorrr1nent. 

;·:. ... G0r-d;- ,')·:f r_:)Qi].f; s,o.1.::~.---·.iD d(;tc::1~·1iDP() rt~~ fvll01'7f..{! 

n. Inventory ni: be;~in:n:i.nt; of the ;rcnr ;yt 0<)nt 
b •. ltdd.: I-1t;t ;_)1,rec.h(:r;r:r~ ({:J.\•l,1l:,~ ·peI)>1.o(; { do(iJtet;. pi.1:t·ci:.rr~:tc (lir;cou·nt ') 
e ·~ 1dd i ·111~ru-.1~90J:-t:)tior1 ,fhr?i~~Y~~eo on. J/tt1:c .r-1r.t8f:;:s<--froi ~~ht, O)t{):c·e·DR, 

Ilt=t~ec!ol ·:~Jo~." t,, ~-~ t;c, 
Vnluo of iriven.tory ot end of' pcrit)d at eo::,t 

Q ., )J~J} ~~·;r,.H:} i [;. l10~1t ~)f t..·:d:)r}u ~-~')l.(: ~ 

3. (.}rorrn tirof'it on salEJs·~-i:~ the diffm·G.m:o lJeL,:t:on total not 
r-;; L, i} :',"''.l tho c..: or·,; of :.'.':,c)(\ :J sol ii. 

8. Turnover ratG-·-is calcnlated by dlvidin\ the coi1t of :;;ocds sol a 
l.1,.- ~·.l.O .':_..,.ri211~~\~G of ~bcr~in.r\i:n .. ::_ nJ1rJ tJ21:::-.tn ir:,.,/f.'?~1."Gj.1.¥f0f tit e.t..1s-r.;. ------..... -----------.... ~--.- ,_,,,,,.,............ ... -----~--- ..... , ..... _ .. _____ .,_ .. ..--,-..-.......... -.,-.:.,..~--· ... --.-., .... _____ .. ~-- ... .-~ .... -._,.. ___ ,_,... - --
.._..,.___.....-., ... ._,,...__ •• __ I'"'" ....... ____ • ______ ~-------~----·-· """""-'-·-----· ''"""' _...,,, • ....._""'"- ~-.·--=.,-~------~ ----
-----~------·-··----
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1 . 

5. 

6. 

'i'f 
I • 

4~. ~:-/n1~e11-ul1-se a.nd. 
5. I11.s·ur,:·1r1e(; a.rFt 

6.. 0 f fiec t3:;:cp2x1so ~,; ... 
'l. iliL,inir,tTative: OXt)Gf!_f/Gfl • 
8. :Ii 

pp. 4 .. 5_, 

1& -of 
}Tet ;~3.:Jlc;s 

11.69 
ti. Gfi 
1.53 

1.51 
3.51 

. . 

L:i 

1. 2'7 

dt;:f':Lnl tior. of 

l't(JEt ·'u:-.r.-_:c:-:c 1-~rtd. 
otJ·1e1.~ :) 1_:o:r.je? 

fr::e ri.·, ~:1.:rt 
-,C?1,' G·te~ 
i3Jc.Lal ,~1nc-:>--'4 

:1CJL~ :.-}. 
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TABLE XXIII 

COMPARISON OF RETAIL STATIONERS COSTS 1926-1949* INCLUSIYE6 

1926 1928 1930 1931 1932 1933 1935 1936 1937 1938 1939 1940 -19U 

Salaries 
(Owners and Fn,ployees), •• 18.00 19.50 21,46 23.78 24.65 21.76 20.98 21.49 20.62 21.81 22.63 24.55 18.76 

Rent.~· •••••••••••••••••• 4. 00 3.70 3.50 3.27 4.98 3.741 3.74 3.53 3.00 3,11 3.51 2.79 2.40 

Advertising •••••••••••••• 1.20 1.50 1.41 1.34 1.41 1.33 1.02 1.16 . 1.11 1.20 1.30 1.20 1.03 

Light, Heat and Water •••• .50 .40 .46 .38 .53 .47 .57 .72 .58 .52 .65 .54 .50 

Tll%es (Before Income) •••• .40 .zo .50 .57 .95 .87 .Bl 1.16 1.40 1.63 1.83 · 1,91 1,14 

All Other E,q,enses ••••••• 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 

Total E:zpense •••••••••••• 32.30 33.30 32.75 35.86 40.78 35.38 34.'36 34.27 33.25 34.96 36.37 36.32 31.24 

Cost of Goods Sold ••••••• 66.60 65.40 64. 00 66.04 68.83 66. 09 62.41 62.43 63.25 61.95 60 .96 60 .93 62.13 

Grou Margin ••••••••••••• 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 

Net Profit or Loss 
. 

(Before Tll%es) ........... 1.10 1.30 3.25 .26 -9.61 -1.47 3.23 3.30 3.52 3.09 2.67 2.75 6.63 

Turnover ••••••••••••••••• 2.70 2.50 2.40 3.24 3. 54 3.81 3.52 3.61 3.59 4.23 

• Figures are unavailable for years 1927, 1929 and 1934 for the reason that no studies were made. 

6 ~-, pp. 14-15-16. 

194.2 194.3 1944 i94.5 

18.67 19.38 21.07 21.91 

2.62 2.36 2. 09 2.37 

.96 1.00 1.30 1.os 

.46 .45 .48 .51 

1.os 1.18 1.16 1.01 

5.76 4.89 5.70 4.88 

29.63 29.18 31.80 31.76 

62.40- 60 .59 58.79 60.62 

37.60 39.41 41.21 39.38 

7.97 10 .23 9.41 7.62 

4.37 3.87 4.25 4.29 

194.6 194.7 

22.14 19.59 

2.30 l.'4 

1.00 .86 

.39 .30 

.12 .86 

3.89 5.68 

30.'4 28.73 

61.65 62.88 

38.35 37.32 

7.91 8.59 

4.45 4.37 

194.8 194.9 

18.39 20.23 

2.04 2.51 

1.16 1.59 

.40 ·" 

.93 .88 

7.61 7.83 

30.53 33.48 

63.34 62.67 

36.66 $7.:,:, 

I ' 

6.1;, 3.85 

3.23 2.87 

CD 
~ 



':i.'able XXIII on pagt, 84 g·l v-es a co:npurison of the .x1rera1),i operating 

ratios for the statdoner;1 a:n<l off'ica suppl;y 1rnsiness covor:i.nt"l H period 

of tnenty-fo1.n· yoars--from 1926 to 1949 inclusive. It in interer:t,i.ng to 

note the o,aall varic.nce th:J:l; o1;ta:1ns fro~~' ye1:-rr to yHar in the relation-

goods sold, and grorrn mari';in. It is also n :.:ntter of :lntnrE'n:t to :D~)te 

the fluctuation. in the expense i ten of taxo.s ·./hich. ran{;;od fI'Oa a Im,· of 

.30~~ o.f !lfft sales in 1928 t;o a hi1,:h of 1, 91'/~ in 1940. Of em.n·se, this 

is one itea of expense over which thG rotailor hat; little or no con·t:rol. 

As a fu:rther- nid to tlw effoc't:tve use o.:nd untiorstundiT!(:; of oper­

a:tiinf; ratios~ the rcac10:r is referred to Api1cndix :B of t·!'Jis study uhich 

quotes a r~lpo:rt of tho Senato f'pecl.al Co·-n11-ttne to Study ''·ro\le-a;.; ,,f 

In conclru:iion, tho outhor rci-torates that operating ratios sc:rve as 

u yardsticl: or Llcasuring device for 11:uw 'bnsinerrn activities. I'hey arc 

avora,'.J'i-s of the results achieved h;r thousnnrls Df '!::lusincssnen :rt1·:i. 0 ,0 ing to 

do the smne thin[;-'"'r!lJ-,.ke a p:rofi t. Sor:ic i'n:11 end c'!-1ot,- Yor;;" pr:>or r[Jt:l. os. 

A few excel n:nJ Jn:-ovide :rrrl~los for th0 t1ost aHlii tiot1s -to u.ce as c---,ido~ 

or basias for crn\1l)01'ison. I.lrtnJi p1fblishcd opern.ting ratios nre prem:mted 

in those th:rea Cl'Ou:_ps: 'those i'or u.:n,-1:rofi table., far avr:ra:;e, a:nii for 

ve:r;y prof(table concerns. 0;1er.ntinB :~atios arc usually com.piled ann.u-

ally ar.d ,-ublishecl by the trade associo.t1on in each i.'ielc, and in 1·ecent 

years. retail opera.tints rat:i.oc ·b;/ store am\ to,m slzeG havo been pu'b­

lishod ·r;y the u .. S. Dcpar1;,;1eut; o:r 0(;_ v1101•c(:. 
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!r1. r:r1u:..1 1)ut:,lrh;;.?r:(;t:, t.r.~_0.:~,o ··111v.1c~1~J of e(r~;.dnct"~ : .. :,.:JI-i.cx,~1..ll;y- Cf.:1.!;;t ·::1.t~:.t~Dly 
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c:i.(;~1; .::ton·;-. 1~etallt--~1.:.s .. ··'-·:;a:r·tict:1ll\J~l~~' lJ.C;'~, :11·or;:eie-Lo:1~!1~--ar(': ·2-_;:1~nr1.r~ t:) ·~v:~·Ct}.:tc 

lust iri t.rre :·~1t,-L~~:; nf --~::otni ls · tcJ t1"'.:) e;j·_ter,.t t> .. ['.t i/,-1ci.:: trt:{;3~-r1 l l laJJ<J(·::c-:~,--~cn ~; 
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of and. of eustomor c;oodYi:111. 1J:nloas the customer lms th,~ character 
and capacity to pay, rec;a.I'ciless of Pfft'E:ona1 feelings :i.nvolv-ed, credit 
should not be o:iirmded. 5 · 

l'C:l al 

t to the 

{ 5} 
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school st.:1dt1J1t 1vhoso chief dut;1 mts trw local del:l 

thG Ci 

of dc11 

of 

\'C, cffic:font 

Belying 
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di:,cic1c6. 2u1 ;J. mat;ter of sto:rc polic;y to pe:r·sona.ll;y tmderw:rl te the risk of 

vi a pr.n:·cel 

If loss oc.curred 

reta_ll sto:ce 

prac-

tbc inequitable ~reu~1ent of 

start, which in tllo w:.t'i tor' :·J op:.i.nion s.h.ould include the following: 

Jie 

he-

will 

cmd at the 

Ju3t vn,a~ the policies should be ficall;y is m1 :Lndlvidual p:rol1lem. 

·tlFit 

{2) Hou1"G and condition::J of 

'l.'he rotai.lcr should :11et 
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opcm to ·bhe lJli!Jlic. The definite hour that em:ployeea are e:iq;ected to :x·e~­

por't for ,10:r~;: at the boginnin!_; o :r 'the day nnd the precise quitting hou1~ 

at the end of tho day should be estublished and :pluinly stated. Jlxe.ct 

policy with respect to these m.atter.s uill most likely be dictated by the 

p1•evailing practices of o·ther busiriess estaulish'llont s ·within the comm.u-

nity. 

( 3) hla;;es and methods of payrnent: 

Several plans for the comp-cnsation of salcs111en r,ere discussed in 

Chapter VII. However, v1h1,rtev~r plan :for cor.,1pensatio11 is soloctcd, it 

should bo sto:tc:d as a definite polic;,;. 1',lso, fo:I'.' personnel e-:1ployed. on 

atraicht salar;;,r, it would 1Je advitablc to sot up a tnble of wages to be 

paid fcir t11e vo:rious ,jo·bs existinft within tbe nr:.n a.lour; vd th u sc11edule 

of proposed r:a,::;e il1crcns0s based on. length of scrvico and r1.e:ri t which an 

employee could e~1.)ect provicJor:1 his r,or1':: was satisfactory. The omployer 

may pay his employees by check 0-1: by cash. He may pay at the end of 

each week, or every fifteen days, or· once a montl.1 at ·the end. of the nonth. 

IIc~re ago.in., dcfi:ni'be policy is o natter fo~e individual decision, influ­

enced. ·by local custom. 

{4) Practices i;ith respect to vacat:tonn, sick lonve, holidoys, pur-

chase discounts, and: maintenance of employee) tilorale:: 

With many small retnHers, tho matter of vacations and sic1c leave 

hao been f,J.Yon vm•y 1i ttle conaidcrat:ion yet it in a problem that every 

cm,,'Dloyer r1u.s't face.. 'rhe methodical businessman r:ill estn'blish a defi­

nite policy so that there will bo no uncertainty t'Lrnonr; employc0s. \ihile 

no for;nal polioy had ·been established by the staM.oncry fil':11 w:tth rihich 

the wri te:r rras a:::sociate<l, the :proprietor follo,ted t.'l'ie pra.c !;ice of al­

lowing one vreek' s :paid vacation p0r yccr and full pay for ahDencos on 
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account of illness up to one v1eck p,~r year. 

:As everyone lr..nows, :t t ls common practicG tbr(n.1ghout the nation for 

ta.in holidays such as Christmrio Day, !JcvJ Ye::Jr's Da,.y, 'l'hanksgiirlll,':; Day, 

T)ashi~;ton' s Birthday, and others. 'rl:te specific holiday$ obscrred in 

-
ar,,.y :particulcr· ,~01;:cumi ty d:urinG thn yHar are not uniformly the seme 

througj1ou.t ·tho country, mid nn·l;urally,. the hoHda;ys solocted nill be 

those l'fhich: are customarily obaervcd. b;y other me!'chants in the locality. 

Nevertheless, the precise holidayv to l,e o'btH.1rwid should be a.scertainca 

and inco.rporuted. into tbe formal v1rH·ten store policy. 

Hany rete;il.::~rs follow the practice o.f all owinc; their employees ·tho 

privilege of purchaDin,;); merchandise t·or personal use at a discount. The 

usu.al employee discount is 10 per cont from the sales )'.l.rfoe. 'l'he owner 

of tho s"t1:1.tion0r;.Y store in which the author was employed, as a general 

rule, allowed his c1:1.ploycos to purchase merchand:Lso nt cost phrn 10 per 

cont, VJhich. was an ()XCeptionally liberal poLte;y. 

Building and iriaintain1.:n&; employee :morale is unoth.o:r:• import:mt fac-

tor in any or{~aniz.ation. Good treatment of t~uployecs may include good 

rrorkins conditions in the store,. reasonable hours of rm:rk, a 11coffee 

breaJ<i:r1 in the forenoon, prov:i.sion for recreation,, r:u:ld arrangi.!1[; parties 

or picnic:1 for store ePiployNH1 and their fai!lilies. Sr1mctit,10s ·howling, 

er;"Jployecs.. Al thour:;h the rn:110.ll ntore ?lDJ" n.ot be able to n.sc as many of 

thosf~ ideas a,s can the lar:;e store, the prox>rictor' s personal interest 

in his 01.?t:9.loyces and ·their welfare eim be a controling elr:r.:1m1t in the 

The preceding diocmsnion has dealt briefly ,vi th a fem personnel 
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policies which the v,ri ter feels should be considered nt the very begin­

nillfJ of a ne0;, retail ent3rprisc. A"pperHH.x C Llst:; cerk1-in policies 

which, in actunl prncticc, have been i'om'l.d Lolpfu.1 h1 {;07orr.ing cm,ployee 

!J: nddi·tion to t;ho nto:cc policies 3h'cn<l;/ discu.sriod • t:h.e retailer 

is confronted d.tl1 polic::;;1 forrrrulntion for maintoini:a{; satisfncto:ry rela-

a~rnocia·tionti, conpetitors, nnd civic croupo. '1'11e application of' clear­

cut policies 'tri th rospcc ~ to r,ayinc bills nm1 to.kirig discounts nill pro­

mote {;o:;d rolntiorw with ~le>bbc1·t1 tmd nan:1.i'actu.rors fro.m. whon1 merchacv:idise 

or Liomi. r:.fo,nbcrship is conf!idercd a, Fla!'k of t:11.st:lnction because of t:he 

oxcho.nc:e of i.deus on business p:roble,ris. Busiw.0n:::incn are frequently 

called upon to :par'ticipnte in civic activities such a.a fund drives for 

chari·ty and relfof organization.s, rGli(tious, educational, and puM.ic­

llcal th prosrmus. f!ooner or later tho rct:c.dler :c11ust docidc1 whe thor or 

not to join .::i, retail trade association so thnt; ho may bo woll informed 

on cur:t'Emt dovolop;11ents in his fiela.. 

In conclusion> it should ho stated thnt retnil policios cniist have a 

CBrtain de£,Tnc of flexibilHy.. The adoption and applieai:ion of policies 

impose ccE~tuin lirrri tn:tions on re·tail operF..rl:ions ,11:1ich nre conducive to 

rn·ofi'tahhi pe:r:formtcrncc as lone ns social and economic condi·i,:lons are 

st.able. Uo1·;ever, th.<£} :r.ntailor must be a1lle to n.odify poli.cies 1,hen 

theee cond.itions change an,1 such ad,just-,non't is a r:wst :tm_p,ortant tat1k.. 

If it h to be performed succ(Jss full;y, ·th(1ro m"clr.rt 1?e constant study of 

·the econmnic trends wi~i;hi.n und \"rithout tho c.011r:111nl·f;.y, and of the effecte 





X. 

cha:Yter w:i.11 he devoted to rJ discusr,ion of the qlwstionnalre 

which has been. }1:cev:i.ousJ.y mentirm,Hl :i.n this G 

might be n den.r'tlt of f:i.eld 

office 

tHffereri:t; _places at the sar1"'~ tirn.e. The trade af:;~,ocia tions' 

roplicrn i:nd:1.catcd thi:rl; no :Jaterial whic:h would be m1itable 

made to the l,rJ:t,Jtron{; Cork Compn.n;y, a rml1-known inc1.ustria1 fi.rm 

in :i.ts national adwJrtisi:ng featurcti model layouts and fl(;.or for 

various of sto:res, 1:ras t.mproduct:tve. 'Phey adv::tsecl tbnt vih:Ue they 

97 



98 

have featured 1;0vcral types of busines::i store::i and offices, tbe;y have no 

material pertaining to the .stationery a:nd office supply busi:rH.?ss. 

li personal interview wi t.h tho manHge:c of a ma;jor office supplies 

wholesale houso in Oklnl:imnv. Ci t;y produc,id no concret.c infor;nati on except 

t.br.1t t:tJe mo.nngor st.~to(l tho'(; hia; fir:.n_•s reprenentatives would :personally 

:swsist un;y ::;,rospectivo st:..rtioner with tb.e selection of an inLial. :i.nven-

tory suitable fo:r his location. 

'f.b.eroforc, in view of tho apparent urnvillingrn:rns or inability of 

the st1:1tioncr;1 and office supply t:radf;i to rHlenf;e pcr·tinent information 

an<i be1.;i:.mse of the skL:upy data available from the U. s. 1)epart;1cnt of 

Co-tvwrco, it wa.e doc.i.c"ied, aftm:· consa1tat:i.on wit11 the aut:1or's thesis 

a,lvisor, to prrrp,'.'l.rr:. a qu~ztion:nnirc to be .:nailed to tho statto:ner;,v and 

office s1.1p;;;ly &ealers in tho './tnte of Ok.lahoum in nn nffort to dcterm.in.e 

the bu.dness practices of this t,ypo of nerc;-1ant. 

After tho .:,;ue::-itiormaire had l.rnen d.:raftcd, the wri ·\;er :\H:ic-ured nn in-

te.r-vimt with the proprietor of a striti.or.wr,y nnd office supply store in a 

nnmll torm in Oklahoma and r:,quc:rntcd t.bi.s s0r,.tle:nan to revj_nv; the ques-

tiorrna:i.re ::u,d. r;iaii:c an_s CMllo.cntB ur:,d SUi..';f;estions which he felt r;cmld im­

;:n:ove the qucstionwaire. '.l'his retniler~ ,1lw bolds dc:,;rees frM1 Oklahoma 

A. ih _j, Co1le;2,e, 1i:r:1s courteous urnl conperntlve. Ho:.•uvcr, he frankly 

statetl t1urt had he rccei ,n,d. the queritionnn.ire in the 'i18.il he rwuld not 

have 111)0thercd.'1 to fill it in nnd :r.•eturn it because: '''l'hs i,1 a highly 

C0·npeti tive :field and I would not ,dsh to release operating fi,:}1.res per­

taininG t,o ny bu.slneGD." He felt thnt most recipients wou.1d fool like­

w:l:rn. 'l'Lis retaile:r did make ava:Unble to t.he author re5.)0rts of research 

studios r:hich are IH'JI'iorlicully i\rrnis'ncci to him. l\y the trade aseociation 

of wl1ich he is a 'H0;:1be.r. 
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The questionnaire al<m;~ v;i th letter of tra.ns:ni ttal, which ara shown 

in Appendices D and g respectively, was prepared and ,:1e.dlcd to a list of 

70 retailers in sta.tionery and nf'fice sllpplies in the State of Oklahoi:u1. 

Journal, Inc., were utilized in ascertBininG thr, count;y scat to~,r:w end 

lar,ser c:i.ties in Oklahom3 preparatory to compiling the c1K1.iling list. 'l:he 

na;n.es and addrqs se" of tl1e stationers were t;ben micertninod l>y searchin;; 

through the rather complete assort21ent of tolephrme directories which are 

available in i;he colle;:o library. 

It uay appear to the reader that the quBstionnaire is quite lengthy 

which 1.~ould account in :oar<t for the poor returns. Hov1ovor, according to 

Paul R. Nystrom: 

'I'he length of the questionnaire is deterc1ined b;y snch a varietJ of 
factors that it is impo;:;sible to L::iy down any fixed I"(lles. 1:Ph1J in·t;erest 
of 'the r03~1on.dent will vary so &;reatly t1w.t so11.f? questionnairr::s ciinta:i.n· 
inf; t\:!O cruestlons will fail, whereas <111.estionn::i.ires cmrtcinin:; over a 
hurn1N.Hl questions '.'!ill be hit,hly succos sful, l 

.&t any rate, it was felt that :t f a i"JOrttw,hilc study were to be ;,mde 

it would be :i.:'npossible to incorporate tlle nocesst\!';/ info1~:{mtion into a 

brief questionnaire. It was b.op0d that tt.is uriav0idoble defect (if the 

lack of brevity be considered a. defect) in. the questionnaire could be 

overcome by appealing to the inherent interest of the retailers in the 

stationery trade. 

pleted on ;.30ptcrn:lber 11), ~;. ,..,o. Merely as tl matter of intm·est, the f.-:,llowing 

tabulation is p:rcr;ented which shorrn the nmibGr of replies that nere 

rec;ei ved and trie da:l;;es on ,1hich the;y vmre received. 

1 Paul H. Nystron, ~ting Handbook, (Ne•:1 York, 1948), p. 118. 
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Date liJumber l'Jf 

Rctur:ns Received 
Septem.l,er 26 2 

1-1 27 l 
fl 28 2 

October 1 4 
n 2 l 
tt 3 1 
,t 4 2 
H 9 1 
II 11 2 
n 12 2 
ii 13 2 
It 21 1 

November 7 2 
1t 8 z 
tt 21 1 

DecornJiur l 1 
TO'i'AL 2e· 

A follow-up letter shotm as ApJcnd Lx F was sent on Ho,,e,,11:-er 5 Ai.nd 

the iieven replies received during Nov,mber a:nd Deecmbor \',ere the result. 

Hot•ev<.n·, there wan no inforamtion forthcoming fro:,·1 tM.s group of later 

respondents as all indicated an unwillint~ness t,> suppl;v the inf.01".mation 

too busy to cooperate. ~1 Therefore~ the conclusion must be dram1 thot in 

se11dil1(; out a questionnaire of this type, it i::; r,rohnlily a waste of th,e, 

effort, and money to follow up those addrest,eos ,,:110 dn not respond 011 the 

first request. ·1 

Perhaps it ,:;a~; exp1x.:t:i.ng too much to anticipate that the retailers 

in the stationery fielcl in 01;::lahoma ,mu.la rEm.ct in a more favorable man-

nor and to a greater degro(~ than r;ould the average b:..wine:;sm.an to a re-

quest for 0(mfidcntial data concerninr: their busincsr: operationn. 1.n 

the first place, 1t'11he normal returu that can 'be expected rm a mail sur-

vey rm1s bet,;1een 10 and 15 per cen.t. ,t2 '111orefore, i:rn:wmueh as thero 

,;) 

~ Iiiyron ;;,. 1lo:1dingsfleld ancl Albert R. In.ankensh:i.p, tfarke't and 
Lfo:rl::ctinG A1".alysb, (Kew York, 194,'7), p. 86. 



101 

'i1hE:re 1:n·c Go:wrmi,;)s t.Lt,t 11_y .LncU TI 0.1.ml c:n:tr:1: or m,.c:l.c:1t custff·1 ''i:1.11 
t,\ll litcrully no"th'.ln1,; o.t1out thc-·wnlvo1,, nut c1v, n wl1:·;t t;i;e;r rmr:' t tnll, 
'J.',·11·ee cr:'.11panioG., arm L::.1:-:';e ( ·tolmcco i; ono :,1~'.c1ium ( fu-,:·nacc:::), c1nrl Oi'.1.C' 
~1.·1,,,.,ll I q•l·,·:·'0 1.· ,,.,...,.,·~,; .i "'."l i •"1 ,;-·.,._, -c•r>r t ·I-; ·'-r,11 ro·r,··-·,y,l<' 'Y•T\/+ h·.1.· !"' r,,,~JU' ,,,.,,,,·-''·11· ·or:·· "' 
- .... 1..l.,... \ •• ,v~_t.tJ..;.J. ...... i.~ 1 ,:, 1 ••• t ........... , v .,,, .. t t, v ...... ....... '"/1 ...... ~-·'-... .,H· .. 1. .. , ........ , .v~ .. .,-.~v ..... ~J ... 1 • .-,"' 

.. 0111,;} lnJ\.}.3 ·!ao.n1ti"ac, t,u1·or~ ~ ~ fr)1~.: 1111latr.H) tJi.1~, rnt1101 .. rrrocise vic1.:: .~e 

trs t,; luw:J confi(,ontinl an;.:: inf;)J~w1vi.01.; t!t:'Jt ,_·;e s:iurselvc:-1 ,:ro,:1/l lik,: to 
h::iv·e f.-tlf)~:1 ou:r· co:tll)etitr>r~·j,. 1~ .. licr·e ::J/Q th.c f:i.ff.rc ·JOf.Jt fr.1f~·;lle11tl:y ~~rl·1;}4 t~-

heJ.d Ccltcc;o:rios of infor·:w.tion in tho ~;,s,::;:;pl0: )I'Gdi!Ct J:'<$:Je::Jrc1:, :;>:r::-rJ(}uc:­
tiort cot;t::5, sn.lcs c111U. p:rof'it; ·r;1"'cakdo':-~:r1~·:J lJ~V }.Jr~1(luct, ::it1::tic1tr>s, (o:c dis­
cou:ntd, nno. p;n:lvs·,1en' ~; co -1_p(,DSHtlon, Info:r·,:mtion in tlthcr iiatogorie.r 
is f.;t)t\1t!'ti".~-TLCS u,11blic l)1~opt;1l·t;!\, e.u v;itJ.·1 /:;l. .. Ot}f~ H:Jl8.f1 ri:1d nt~t _pruri t of 
lisiied coyporc,.tion,;; ·but Viu eor..s'.)lit:at~:,' c:lJ·ofit,-t-1:nr}--l(n,,1 ~;tnt<'.::-,ent pro­
Vi(:ieu ~m1e covor for n1•0as of pr~,:ri tc1'bili ty" I:rnrunt'.JJ:'iCiJ nnd ;::hare of 
tho :101-;:0t too :c::t_·c sot:1ntL,oz: 1:-: ,:mttc:t 0 i' public recm·cl, :,md whex·e tl'.!.ey 
ci .. G no·c, ~l1G\? n:ro ofto:rt ~t1l tJ~Jtcld v ;:1aloti pJ..7·D:/lO f}:1011 pl~:tn.s n1~c, C);f-tci1 :Pc ...... 

,:;:,rd'2d rw top c1ecr0t tn Lho dn~; of relcm;o. nthcr <:,:rivncic,,1 arc p:c.1...;c, 
::-;ta.nu.fn.ctui-in·< t-EY"<;~h.n)..qu.Q1;, D:._:.ln;rics, .1:\a.rk:i:ft :c·c~3ca1·cl1, c11;Jt\'.F€te:r.1 :::1 ~11~d 
fiJ.iarr.e~~~-{. 3 

,r, 

.;i Jolln ;'[cllonalc!~ '1StJ·atE\:.'.Y :;S t!,o ;~(;lle:i:·, ,, Eu:1:i;,\1.TH), s_;,vr. 
{December. 1915~~}, 12fr-127. 
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whether leased or msmou. '.lfotit of the findings considcret1 nignificant 

have already bl:'.len referred to in prece(l:i.ng chapters of tl.;1-s stuay. ':rhere 

was a decided unwill:tngr1.t:ss on the part of ·~ho :reirpondent~; to discloc,e 

figures pertaining to sales. average invce;t;;,1ent in inventories, ndver-

ti sing expendi tu:res, detailed information pertaining- to actual salaries 

and. o·tlle:i: opera.tine cost:;. Ha.d tho u11thor been itble to secure si{:P1ifi­

cant ansuers to these questionr;, thj_s entiro thesis \'iOu.ld h1.:Yve been :,mch 

more useful to them~ very ;;1erc.hun ti:, oinco the wri tor had promised th:1t 

in return for ·their C(H)perrttion. he rronld f;ond out su;a.mar:i.es of his find-

ings. J\lo doubt, had they beon will:ln8 to {,;i ve so:11cth:lng ·:101--e p:n;uh;e--

particularly as reuords to their hw0ntor:y dist:dbutio11, })ercen.tac;e oi' 

inside and outside Ht.des, sen~1011al pro-rating of their snles, advi:,rtising 

e;;cpen.se, and si'"lilt1.1' factors, a roasonabl;</ si;·;nificant locnl distribution 

pattern could havo omerged. from this atte-~Dted quEHi tiorma:lrc approach. 

However, as stated above, ·!;his m.n.y have 1Jeer1 too .. 'm1ch to e:x:gect, barring 

getting closo to the trade and working confidcn~Gially with them. th;'ough 

their ·trndc associatior1s to elicit such ini:'ornation. Such an approach 

was not pr(!Cticnblo in coxmection rrl th ·!;lJ.s stm1;y, o.l though it r.ras 

discussed, because of the nle:,ieitts of tb1e and expense wt.ich would have 



tc: :lm :lnto tJ10 E1tetJonor;y n.nd office 

suppl;v tr:jd.e %;ri.cll 111a;;1 be fourtd useful lly individuals tnterested in 

order a r,nricm of the prol1le:,1s and 

f,olution. a pe :n, 1m c 

in to 

tcis ovm storo; 

( 2} have rnrnile.ble m1ffie:l.c:mt capital .nt tho outset; 

anc thf, st ore layout; 

hfa i:ni tial inventor;y-; 

[li.S 0Ll3 J..118ii G; 

1 'j \ "'. o'L ., .. , t· lf1 t.:J·_ .... t .... V ~ 

n.ess OJ)GT~ntion; 
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lt has licon tho author• H obse:rvat:1.on tb.nt almost all ,iHov1 to 

:illstoJ1ltsh and O:perrcrt0H bookn and pamphlets t~ealing ni th specific linos 

of business ontrnrpriue fail t;o m1:~1pl;y· i.~ lint of sources for mcrchandiso 

which tho prospectivo boginn11r in retailinc; could contact, whereas such 

1n:t'ormaUon would 'tie 2,r(jo.tly welco,,1ecJ. by :mch an individ1.1.al~ eapccially 

if he were an inexperienced newcouer to the particular fi.eld of trad.o 

under discw:rnion. 'rhorefore, the autl10:r, out of his personal knowledge 

and (;sIJOriencc, has crnilpiled such a list for the prnspecti ve sto.tione1•• s 

1Jenef'H which will be founcl under the section of this study deni{i;nated 

Jrppend.i:i.t G. 

In com..:10.sion, the author feels that vm.:Ue tM.s thesis, no dou1Jt, 

would have 1)cen e:n.richet1 consi.c1ex·ably had he !Jeen able to sem1rH siG­

ni.f:i.c,mt responses to his questionnaire, still a worthwhile contrihution 

to the Oklahorn.A A. ,.ii~ tr. Colle6e g1'.'oup of ·t;heoe:::; a.ealin;;; with sr:1:all busi­

nesr.; bus 'bE,en made. It is believed tl1at an iridiviclual interested in this 

type of rota:tl businestJ who lacl-;:f! detailed lrnowledge of ~;be field can 

ga.in valuable informa-tion ·FUld suggestions from thB foregoing study, 

preparator:r to the establishaent of his M:n 1Jusinoss venture. 
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If you arc plmming to ravine ;y01u· prcE~cmt snlcu cor,r;;r.msation plan 
or to ;:;et U!) :i new plo.11~ the ;iol.1 yo:i f.'.1cc L1 a di ;l;'ficul t one. !lo :t,ver, 
the follo;d;:1i'.~ s tv_:i·-h;y·-st(,p out.Unc sh()ald h8l:1 ;you in dete1nining hem to 
J~f:1y your salarr~1,~2:. 

t1) J.ncrcrrn0 sa).(}fl volu::rw? ( 2) Conco!1trado sell in:; cffcrtt :m 
nm7 or hi,JJ~·.;rot:::-profit it,Mti? (3) Lcrn~,cm. tl10 te, iptation to rl vo !)rice 
(•i'"i'.J1C'·(·'"·"'].' on<•'? \"'·11 01,.+,·,3·· ''1' 1,..,,-,..,,r:""' o·t• 'JN''"',c\ f·n,,~·YU'"'ll+ OT'-''"•'"''? 1 5) Qh·I·,,, '1 'il"'"'I ~..., . .,. .,,.uk,, .i.i:.l.,. • ._ Uvt...1.,,,j, i.J...!-:.:.>v.J.. .:;.. ;1,,,.r.1..,1 h'-.J"-.;_ vu _..__,......,....,1;.a:., \ . ulri ... )C..A.J.. .i"-,1i~ 

'" 1'C'""'"l'''c,? { {}' l ["--i V<'> 'h., + ·b•,,., <>'?"'Yd,•~' ·1-u·· !l'"'' 0°1 "lr''"·e'!1 1· '1'' ··ou.·n·t,~v / ,·,'1· !it1lo~. 'l..~'-" v ... 4-! I.J..J.. \. .i.J..,.,, U\;,.~.., . .._.,,~- ..,.11...:.;.J. ,,..a.. ... .,· ... ~ () .... ',,v ...:. l• ,._.,_, . l..r , '<rfV '.Ji;'1<1 \ I ... __ 

direct s11lt1n cost dovm'Z' ( 0) Hm;:.n.< c:10pf1:t-r,t1on 1:.i'.tth other sak·i.n1on r:mJ 
dopart;,1entri'? { 'J) StLTu.lat-8 ,'.\O;:•ti frtK,1wr1t nrn} detailed r,1no.r· ts o:n :·<ilcs­
!1011 t $ (!;.:tll:-1'( (10) Red~:1cc cor1plaJ.1rL8 ·-O~P. t1an.dle t1·:~:-:t TilO:re ·~n'tinftlCtO}·ilJlV 
{J.l} H<~dnc~c traveli.tli:; c~·:;;pc,ngo'I (12) Loosen nu:1he:r of special dc,.:.11,~'i' 

{1) 1Iow good a salos force tln ;yon ·;,;ant? l:'.} 1/1hat it. the avo:t'-·· 
a,'}J arm.ual i'nr.;.01,w rotJn:1:rnd oy a nnn of tI,.c cG.l:i,bc;:t' y•Ju Yr~:mt'! (~:s) :for, 
;nuch a:t·e conpctito:i:s po.ying co.or11,ia:cahh" r:alm:>:,u:m? (-ii How rmch can ~;ou 
affo1\'I t,o pa;'f/ {5) v1fod; othzn· i:wlm::rno1ents cnn ;rou offor o,1lE1:":.)non 1)o-
s:idt:s tb.o 1)C..Y an(l t.~OELtti~:;fl:1011 cY·l8e1r? .\?E!:noio11s·t .1:x,ct:tti2~0tt? Socu.1~i t~t·~) 
Opportuni tiet, for advn:nco;;wnt'r 

(1) 1Jhat type of plan vd.1.1 fit :i.n l,ent nith you1· principal 
olJjoc·tive·s'2 StrEtl;;l'rt ri~ln:t"y~? f5'~1~:1l~;l1t co· .. ~~·:-ilsrion on sale rJ~? 8alt1r;/ 
plus inc,gntive'i :ii,)d1.ficci. coeJ!:1.L:t,ion on grosn r,:;~ofita, net profits, or 
oths1° ~:;rise';' ( 2) \J:Lat ii, th:, :,;cm0r::-1l !l:cactic0 in ;your ind.ustr;y'? Arc 
;; ciu c,oin;,; to follm7 it r.rn o n1a.t-t;o:r- of poJ.:ky? 

4, Chee!}.: up on the p1m1 bcfcn·e you put it in-to operatt on. 

(1) Have y,Y,U' ::;r~lc;:;::1cn 1iJccn com:mlLGli uhilc the plun na~; 1ming 
worked. out tcn~i y,rJ.11 'ti,o;,; fovo1· :i.t'? ( 2) Does tbc plan put .:-i coilin(>; •.>n 
ti1dr earnin~_'.;:;,'? {:''J} '>ill t:w plan lio u}:nt ;;ou. nan!;? (4,) ·:/ill :l.t lie 
d:::1pJ..e to O::)Gl'atc·? {5) <ill th13 clo:eicnl cont 0e Jl:i.(h'l ( 6) Is the: 
plim flcxiblc--cnn :i. t be chun;;ed :in :f:J/J.rt if conuiticm:c1 rcqulrc? t 'ti 
Doo,1 it :w};;c s~mse m1ci. will y,:.m.:r: :-::alc,::,,10n nD.dor~d;and it'? (8} ··Jill tho 
plan pcn,l lL:d t}1e sul 0s:nru1 r.:i10 :l :c: n0'., oar.nin;; a lnl\\8 crr,0nn-t;'i' I Ji ilJ. 
t11e \}lar. prcnrid~1 a. level nf ca:cnlnr):) n<lec;.1rat·c fo:r· tl1t1 ·~·I}E~ of t~n1c~-J~:1ar1 
you ,mr:.t to attract·: (10) ·;;111 i.t :ic:ld. di:;,4 cci.. snltrn cost dorm to n 
reasonable pe:;•ccn"t;!}gc of sc.Ies'i (111 .'ill t!1c }Jlan ':'IO::'"/~ tnrt cH~LtikhJ.;y· 
ill {j)Olt tiE1.8'2 Gi.l.1('. 'bo.li'? 

l ~f- , •• «4'·"1 ~, .... , t'· ()n -,r~,-;.\kt V l O .u.ci. bi 1,/,] J_ , ...... l-V ~...,, 

C,)~(l_Pw?J-1.Sa-tlo:a ~la11~3 !i }} • 8 ~, 
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S111'.fJ~:J:?~ Sl)Jl;CI.AL QO:J!J!1ur~1~ 1~ i\} ffJ.1lJJTi r,,Jt")j3-Gl:l.~{S JJJ' [:;_;t·:~RIU.t~z.;_ S~·:~t)JJ~ }JlJSIIt:::ss 
Ii~~~Li.-~~:..tI"·Tn (2G ~:;]/},~,;(;j.1~f\r: 1; 1] ~t.~! 0}:' t) ;?~1-t\:1:!lT(i lL\'l''IJ s 2 

1.~re:n ·th.ot1gJ1 t11.0 stGru1n1~tl. r~tt·.iO;.J t:J?C 1>nuuc\ on. tJ1(~ fi~.·;11,.reG of n. ~::rotrp 
o:i.' ste:ces ·:10:·e or less lil:::c yon1° O\'m, t:rnJ:•0 nre '.""O'mcl rca,wns 1:.,hy th.o 
:ratlos for JtO'Llr store :1a.:t v:.tr} OUJ1.s:icl.t)r[-)~·)1~.r fr;;n1 t~!.~J s-t3r1.dn:i-:1"Cl 1\:ttio~" 
f):x::c :J< f t;·1,:; J~~:::~J}J o:rts 1'/:,.;·r va1~i (.1-ti o:n.s i1utY.tl~ (J11 ~ro·D .. "C ru ti o s r:rn.d the star1Q.:=i~cd 
rt1tios :Ml? be 0ither :favornbh1 or U/l.f::n.rora1Jle n:ra diJcutised u:nclcr tho 
heouiw;s ·:1hic:1 fol101.J, 

('•-~,,'' •. . ··-.,... .. ,., · i 1 ,,, , .. ; '. ' "··1 ·I •'l • ,r·•')<" ,.. i'l"r .. ·1 .,, ". + • (} "' " . 1" 1" i' '1c .. ,.,.,, a.,J' .;.-1, ~ r 
.... ~.i.. 1....10 :..._.,!,.i.C-. .l.i. ~)..LL .. , .1.~ ... 1 ~+;,_J • il i ~-1~~--; .l. .::,.,1 :i. ,:).:.} ~i t.i. i.;--~~J. .. 1.. .:). v.l : ,_,.C:.\,_Y •---".t~. [l V ._,, <::d ~ v. •_\) 

pu:tCfLU..103 at lo-:_~i _0)1:·lC(~b :i o:r· ;Jal GD o.t hi{)i r,1 .. tc.0t;., C}j;' ~bot11... It lOYl E{TOGD 

r::1u1\gi11 r~1tio, on tl1e 0~;}101~ }.1aria, T:ial"\t ir1dic:-1.te eit.J'1c:c ir1adequato rna.~~1~1:;s, 
O:t' hi{), r;icrch,xndi~c cos·cs as a re::m.lt of pour bci;yin~: judg,11cnt. Or, :1.t 
nay bn clw 1:er:n.ll'L of ~~ de:11-iJerrft;c 1wrehafr<:lisinr; ;,:;licy (or caY;J:1ic:rd :,f 
sl..;-lli:nc~ t,t lovr v11jie~)s in: o:t~~1c1~ ·to o1rC::.1l11 n. l:.11·\\C t1r\ler1 v-olv1;1c. 11\) 1,e 
lJrofitablo, such a })Olic.y i:ms·t :ci::rnnlt 1:,) large snle2 voJ:unc nnd be ac­
cornpaniod. oy low opGrati.n:: coGtri. 

Total Oporatinc f.Jxponso Jbtio" ,\ hi:)1,::r--tha:n-:.:rrnr::t,::~o totnl over-
"' ''·1· ll''' (•Y"'.,·· 1-111 ... ~, "'"·t j ·,, 1ioe;-;1o·I-- TI(~'S ,··!'IT'; l"\r :r.•n ··1,,,c '! ···t1··,1"'.1"'f0""'')·,,1 "' ("'' '.'l"/J. ·'1,··i 0'"} .,.,_ ',;,!..V l.;:1 ...... ,.~ ........ ,,..._,., j,,'o,,I, _,., ...... ..... ., \J ' ~v ... ,\. . .:J~.-.-.b. r-J ....... .1. V ,A.,,. \, ~ ~-~"'' L~ •• IVJ;.."li., ... ~v.i, .... l.<,~- .... .!,,Q 

in thz,1 storo. If it in c.,::cornpaniecl \y n 1111:ll :·:::~·03~, ,;1n:r,:;:in rtltio, nnd a 
satiufacto:t·;:f not p:cof:Lt :rt.tio, it ,:ia.y :t'eflect t,,e chara.ctor and poliey 
of ti1e st;o:rc.. For e1:.sx:,;;?le, H. lJi)tto1>;1,~,~tJ1a:n_ .. ,.nvcii·n:;_;u t;·;r1;e of ·~r1GI't?11.nT1CLlse, 
o:c so.12 s based Dn aci.ditiona1 se:i·vieo to e;ns to"nel'r,, rna;y yield extra (~ross 
margin to CDVGl' tl1G extra e;c,Je:nse :i.11vol v0d, m1d to proirlck a s(1tit,fac-~ 
tory net profit. 

nevertheless, a r.tor<', r1:i th a to·~;til oxo0n.r:c rntio ,nuch hi:ih:.:i:c ·i~hr.1:n 
tilat fo1: s:tii1ilti:;: ntm:~::;;; :i.D , .. ,u.1·c0 J.lk"l;f to bo t::tl\):Pof:U:.:oblo. 'I':t.e ty1iicnl 
u.11;:-ro :E'i k:ilile rrtorf: has tl. hi;;l1 to cc-1. ,11:-;_,en:,:0 ratio i'oJ:· :i:l; s ;cine of 1.msi-~ 
TLC<',":. 'i'niz na;{ ·be m-:-ing to s:,1all S(tl,};;, volume ru: ct1,npare1d with the 
p:cnfi ta1:>1.o storo, and 110-t 1tec!GG;jaJ~ll~:1 t,ocrn.~.4rJn it J>a:ys !1i(~l1.e11 Tlnr;o r·o.tcs 
or hi1;t1e:r.· rent ro-to;. !'1:01'.:1 frG'iLJ.cntl;,v, however, a hi(;}'.1.er-thtm-avcr·t:1.2,\1 
tot.:;tl opernti.n::; ex.pcnne :.t~atlo in nn m,{irofitablc storo iri!icatm:1 low 
officicnc;y; that is~ poor ·:mnag,1·.Hmt in cont::colll:ii;::; iJxrionse,:1. 

lJet 2ront or Lon;:; Ikrtio. 'l'lrn ··:reufit or lo::.::; ratio reflccte t!10 
rwt y:0$Ult~1 01;-'·\ho opor~1tio1,:--of tho r.tor,.,. 'frb 1'!1t:lo irnUco.tm, t:ic 
effcetivc~n.e;JS of -c.11.e '(f1.31.'lt1f~offtont of ~11c stoi.'\.J n11d !J~~st..1rGs tl1c efficic:nc~y­
of i·t::; ope1°ndon. 'l'he net ~;)rofi-t 01· loi=.rn rat:to is influenced b:,r ':;1an;1,, 
fae·to:i::.s.. ll .()rGfi tablt; t)to1lt~ 1~··i UJ:11all;, tl1c l''(;su.lt of officiE111t r1ru1t1f;o­

J.f1c:n t v1}1J..cli, on tht1 0110 ltr.u1d, f:1 . ..' .. Cc£::oc1s in :~:1r1in.tt1i:nir.tc~· n !:tn't:i sfac tOI\~l 
dolla:e :;ror~~J raEU;f;ir1--fr"'an1 1;111~cJ1cscs ct lov,; cost und froYiT sn.los at ·price~ 
thc:;1t fn'C nci tJv.;r too hit;h nor too low··-nnd 1 en ·i;ho uthe:c imn.d ,, tmcce(:id..o 
in. ·!~a::cGpi11;; all (~:~·oGn;:;c~t;, 1.1nclo1"' coJ1.t1:acil. 
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1. i!lcli:ntr1in n h.um:m poirrt of vion., '.l'2'eat rnrc:r;y cn:olo;i~~G r:w nn 
ind:lvi~:uul-,.3.sa, h:!1::10.J'.'. ilElill:;. -:)00°1tl0 81.'0 d:LfT,.;:re:nt"·-1:10~,lG 1,'.XU:>n 1~a:~1).dly, 
others slo-;:rly. t uar-rl, f1::ie:ndly att;i.t!.J.'.10 :t.R r1.lwDys tli::; Lc::;t pollcy. 

;::, =· .Let ·Z:tJ!Jlo;voon ·:.r:t10.1:! l1nr:i t}1c:? .s,1io :/1-ttin~-: t.~lo:n:.~ .. 
1:no;·-i y;;La:t.'O 't'.tE(\T Gkm1\. If ::i,i.c:e ~oiti.:D :,, · t lw;:r l:H::e to "\:Jt3 

p,~op1<~ lib~ to 
C''>,'1.n.m1ctc:.. If 

;)_·-;:!'o c: _pt1t 011. t.l1e l~uc1: i:Jl~10r·c·vor :tt .tr:·. c!.("-1-:.1t;:t:'"':Jnd" 

rr·1(I_ Coe~ ·n.u.GY.1 to r1n::o foT r;t.:rJd 11'~tYt:.1~1 ""f:~1 ~~l t i.rrns. 

~\.. Cr;:c:i':~nct :J.:n.:J cr.ttiY~o :L1l ~;1_~:t-v·r:.-~;:1.. ~t'1VG~~· erltici)JO a:n (}:.t_plo;rec· 
.i~1 -~:1c rxtl.1~c-.t.~}C o:f· ,:3.T\'fV1JO olu<,~ If "L.L) :noel'.:; C•)-:t:~i-cc·!:~~·rtff) t.:.11!: it ovc1i in 
rrr:t vnte ,-:i.rni ;:)oint out ,:onst1?uct:l.vcl;'r 1'J),·: b:: en:,. o,re:;:"C,;, w t>r:: d:1. :f?icu]:ty. 

5. 5~:!-.Y~~l~~lT! .. n.ccr~t1 .. t:ni:;y __ ~~:(l. {~·~~t __ (~pit~ftt~(l_:!.9..~21.l~~~- Dor~'··t; (~::;·_"f.;(;ct n:n 
C?·:\._)lO}tCr~ to c~ .. :i u t;oo(1 ,}o"I1 1.,J·j,·t::,_ .L-:tp(n.1 fcu~; OJ~ J..11n.d.e•'}1)~··itn t;.:·:ol~J,, If tin 
il;,}i-;Ti0.-:)_::,l in un\:(·d t~) liO ::1 ~)BJ~·ttcnlt:.=e .:job, l>e a~:~~-'c t\r.tt 1 ~n f:t.nF; r1cct:;ns 
~:) "L.'.·10 t;.,,~1ln.i11E._~· ~-(rt.cl : .. i!:.'.·tt~~:'.tla.L:-;; n(~t::;.t~::~'.;,::~:-~1\;' t\:.i c:o ti:(; ~1(/\; ~c·i:~_)1t~ 
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7. I:ni"o~t·.·. n· ;'.,~·lC~100n ln nd"' ... --:;_pr_~u (·_\;.c;1.~·1; ])ln1tn .~1-r~.{) \~·1 Lttr: .. :.·.t;rr t!i·1t =Jill 
,uffcc t _t1·tJ')i:r __ ,to<:;~. JJ,.or · ;i'.·tofchn;1i···t:Ci~~ Cfp)or.1e:.:ntT rY:·~:: it~ t jtLh·:.1; e!·l·;_"> 1. o_~!·c:e~: 
q ir~ onn ~/Ot1.I' !J to:;:·1C' s plan.n' '~1c11~ttc-~1.lr:.1J~l:y t:\-;_o~ e -!;}.1.r7.t n.ffect 1):.t~. ,, • If B.r+y 

c:1:-1x::.1~-:u.E: i~T1. S}; ~-d;o·,t, ~p:;:~0c(-)~~-;11,~;-, 01· ~~~1olicy n:ra tt} ';J:_, })l~t :tnto -ufi\~t.~ t, eJt-
plai:n Glocu·l;·:1 ·the roru,vn:~ :'.'o:e ~to ~1.':hin i 2 onot1101· .nr;ic :-.5.erd. ,noans of 
i.J~·:1pen11.:n .. ~~- to c=rrplo~}'C.1c.:1' p,·»JJ~o ::::r:C: rn.nJ.~i .. n.r3 t 1· ,:;u. fc::cl :!_J:.1~0-1 HJ;J nnC i:1.1J_)O:rt:-~nt-. 

0. 1;:i.vc <..;onolctc (l.cf:lr:.:Ld.on nf (~)ltic,s '1r,1 ·,···nid - .. -sr---;,-,, --r, ,,-,,nlovGe 
!'CH)lOJ'.fl"i. tiJ.c, to. 
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l'i:.e i:nfor:·1:J.tion re;:luostod on tl1n attDG"J-1cd c,u<:istio,rna:i..rG i:3 :nEiedc,cl for tho 
pr·0ra1·ffciu11 of o. cirnsh: ir; f1..;.lfilli1:c requirmKmtG :fo,:· n '.'.ioster' ~ Do1::reo 
in ];.usiL::[;·. i\i:l,,1i.11ii:1t,1.'ation u:c O • .;:Lfi:•)',.\1: l,. icc ,,. C,)llw;;<'• 'J.1l-1e SUl)jt"lCt of 
tile thesi ):, c,)11cerns ti:•(~ opc.r·r.ition of t~1c off:lce snrxr>l:v t:m,J sta Li a'twr;:r 
1;u~~i1:.:,:Jt~u. l:n \~'I#itin:~: to B\i:,f'C?J.a~1l ,.JffiJo statio:nc·r;_v trG.dC asf~OCi.a'Lio~s f·()r 
in.fo:rTJF::.tion~ akws-t none has 1:H,en fo:,,V1co;:1in:~· the onJ:v concl,ts::i.o:n, 
t:10:r'efo:r·o, .i.B that tJ10:t•,:; ifl li ;-,tlo o:r.· 11u i:nf'tn:irmt:l.on a-l!t,ilal1lt') In this 
)nrt iculnr f"i.cld.. 'l'rri.s ~~nm.0 opinion ls vent11rcd by 'TY ·thesis ad·v:i.sor ana. 
nlE,,J il:v the: lUreci;oJ~ of distribative etluc.mti.011 and both 0 1cn f()Cl. t'?mt :H 
:.muld i)o a vcr;J -.wrthvrllih:i ncL.]i·t,_i.0n to t::·1e collo,;c lt".Jr:n•y to havr: a 
r1'!iu0y ,0,.::1:l(~ in this f'ic.ld • 

. l:hi::: c_mcf! t;:i.onnai:J.·o 5..n od.n:: ·,vlilGd to evor·~r str:i-tioner;" st;oJ'() of j,;-,,por­
tan•.:e 1.n tho Stn1:;c of Olc:lnhomrJ, [n ed. ;;CH:J,,dn::::: ·t;J-ifi ;:ne id;i onnnirr, with 
t.\10 nan.:..,~;er of rm offieu sun::fl;.y f1tor(," 1:c s:q:id lif: t'h.·,U,)1t thP.t r10st 
l-:u:L•EiDi'.f:tCll on 1·0:<wivin1.:; t.}H: qu.,Js;;io 1::n,'.ir11 °:1ould ~1Licar(1' it. I t0ld hi:rn 
I Lh.0w}1i. tl1c,t 'tont of 'tho otntio:ne:rs and off:i,cr, f;1I,)'~l1in:rs i:n. Ct::lnJ10 in. 
·,:7e~.:Ja ~·;101~a in t.~rOt:.i to~.t :1.11 tj1c s'Lt:i ,~~i t1J.tc r 1/ {)u:-::: .l:r1::"J s·;~ t·hari t!10 t .. 1.l:here foJ;, r::, I 
si.ccoJ<c,lJ hnyJ ;tou ·n.i.11 prove h:l,,1 w:rm:.r b;y tnkin:.:: tcm or fif·(;e0n c,dni.1 teo 
of ;-.ou~'.' tirne e.:n(l fl1J.:i.nr; Jr! t11c ,;~_1.1.e,; tiornaL,:o a:n.d J'Gi;n::.•nb'.('. ,w .1:,; to n~) in 
tho cncloso6 E:(llI'-ctd.dr·.=:n1;:od. nn-velo:uo. It :i. i:: rrn.lizecl thot th:ln is a,~kinc; 
a i:;rcrrt :~'nvor of ;you1 1mt only ;vvn cnn rmpnl~' thn lnfr)J'rmy,,j_():n_v-:i.n_f',)re·1n­
~io.n ·,fd.cl;. iu lt!':'',eni;l;y :i.rH.~t)Fsm•y 'i.f n · .. 'fr>rV-:rJ].1:Uc :re·00)'1, is to 1v_, ,<1r::i6.G. 

It vr:Lll L;o ,~rH,d;l:1 no1n·,icin'~e.; if ;von 11ill nns.'.,er· the ::u-J ut:i.on.r. :-it. 00··1.-
pJ.n·; .. c.:l;I as _p~;n.uJ .. Lilo.. 1:10:~.-0~ . .-rr:~~, If ;'./011 do n,]t nni1 ... }e1'.' ct:::'tn1:n q\lt)•::"t,ion.s 
};ilt2D.;;1Q indlC~·1Le 'i,~-:-.cleE!Otl \:.rJJ.(!'Lh .. cJ·1 ·rttI:.-1.tn Ti.O°L ~JV.f1.ila11le l.L~dn:r~ }/011!" nec.tntntirt{:; 
s~·/~~-!>u_;,f·? 01t tihott1nx· ~tort ~tl)rofo;~ r101; 'to div:.:Llr.c tl":c i11fo:tr1nt:l 011."a as 'ii1'H:::i 
c,,,.,,~ r1c.;;, ,,._,. In m1/ evmrt, ;11(:i,11:-:c ·::>0 :):0 nu:rod t,v:1-t t shall i-:-:t r.o '·,ff;/ 

ids:ntify ():t' tie ln cha :tnfin.':1Ttiun -:i:}1 in.dividu;i.l fJ1:-,:is. fft:rict an0n:m1-
it;;- nill bo ,·,minto.inrh.!. aDrJ. so11re,,n w:U.1 not ho 1.:c~t8u:Jy(•. ?ho ·1.r1fO:t'!,1at1.on 
\,;ilJ. llD ~;rc:i·:;cd ir·. an r'.b,:,o).H"!;el;,, tnnfici,mtinl :oT::11; 1 1<-,:r.· and 1,;,-i.Jl he used 
011.l:r i:n C~)tV!flill;:~ 1'-;(~:i.lEn!ttJ.. ~_1VGJ'\':J?~8n".I, .0~·1 1 ·i; .~HHl 1 ·\;";·1H1,r'l·Vn"'.f~r: ~-~lnn~r., 1)0. srn~e 
t I ' " "' • • ~ ,o • •. 1,·,,:~ .. 'l ·.·1. ',,: .. , .. ~:~,'_,._• .•. ·,·.·,:,.)~J'.r:.;• ~',', .. <C' •• ~-.• ~> •. • ~:~-· -·co J:\;r;1._;~1~n /)y ou.:c {}110~!1~1 OTi"nO.J.:ec, :)o -,~/11. n s'Gi:u~;y 3 i ..., --. .. ..:~, 

j)o ~·tt:nl t:.:~Ji:rc vi. ... 1,ccoi1.rn a eo·:/y ot ~Tui.1:··~.::t1:y of til1t1i:ri:J:i aftrr.r t1,Is ~:;t·:Jd.jr 

is co·1,_1l:.(to,£·2 If rio, ::,lom:w 01-loek i.Jrn n,:11):t'O)riate l,ox or:. ,sci] S of t)·dfi 
c1) .• '.<·i;J.o:nnir·,1 :1T,:.l I ::ihall l1c J:ia;J·i:Y to fr.i:r•,i::·:.rd it to ~,0,01. 

·.1011r .r,:POfrl})t c;Jo_pcrat;trJ71 :1.:n ·t:.l~ir-{ r11at·tt-.1~ "in Cfi.rJJ.C!·~tl,y t;r:,lieit~)ri"? ::?1on.t,(:~ 
rc"Gnr11 tl10 co.··~plcte:,1 ;._~_11c::J'~:i0n11a:t:r·t1 to .r1.c r:·i_ (;}~i.r1 t·~ ... 1.n nnxi; t~~;o o:\• t1rt'8fJ 

ti. t:(l ;:.: \> 
11'lu:~_nJc ~~·ID n. 



APPENDIX E 

1. Please indicate the appro~te n'llllber of years that you have been engaged in 
the office supply business in your town: ----

2. Indicate the approximate frontage of your business and the depth: 

Frontage: _____ ft. Deptha _____ ft. 

3. Do you own or rent your location? (CH:1!'£X: ONE) RentD 

If you rent, please indicate which type of lease applies: 

D Yearly, D 1.lll ti-yearly. 

D Sliding scale based on net sales, or some other such base: (Specify): 

114 

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

; 
0 
n 
t 

5, ·;/hich of t he followin6 types of display windo\7s do you have in your store: 

D Open background, pennitting passersby to see into the store. 

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

J::1- Closed background, shutting off the display window completely. 

D No windows for display purposes. 

6. Please i ndicate your investment in: 

I nventory (normal inventory desired) ••••••••••••••••••• 
Fixtures, including machines, display cases, counters, cash registers •• ----
Delivery equipment, autos for salesmen, etc. • • • • • • • • • .f ----

7. I n which of the following general classif~cations of the office appliance and 
supply field do you engage? (If you carry reasonable a.:nourit of merchandise in 
any of the following groups, please place a check mark in front of it even though 
you may not carry everyone of the items suggested in that group.) 

D Office appliances and furniture (such as typewriters, adding machines, 
1upl icating machines, etc. and desks, chairs, filing cabinets, etc.) 

D Of fice appliance service department, 

D Printing department. (continued) 
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1::J lliscellaneous reproduction, such as mimeographing, dit t o, mul t igraphi ng. 

J::1 Routine office supplies, includin~ forms, stationery, fast ener s , car~on. 

J::/ Special display materials (such as show card colors, brushes, pens, e tc .) 
and materials for architects and draftsmen. 

J::/ Fountain pens and' mechanical pencils. 

J::/ Greeting cards, gift wrappings, and personi l s tat i onery. 

1::J Specialty gift items, such as leat her good s, card playi n~ se t s , t ex t i l e 
painting supplies, etc. 

1::J Other ( specify l: 

6. In order to supply a picture of the staffing requirement s fo r y ')11r b1i s iness, 
will you kindly fill in t he follo ·.1ing chart wi t h respect t o t y:ies of acti vity 
in which your firm engages: 

Nu~ber of '!iEployees 
D~AR'ThfENT Full t ime Part time 

Inside sales. 
Outside sales •• 
Printing •••• 
Misc. duplication (Mimeographing , etc.) • 
Office staff. 
Stock keeping 
Jani toring. • 
Deli very. • • • 
Other (specify)=~~~~~~~~~~~~~~~ 

NOTE: It is realized that some emoloyees have multipl e dut i e s, i n which cqse 
please list him in his . major duty only. 

9. Indicate total number of employees required fo r your comple ~e operqtion on an 
average monthly basis: 

10. Indicate method of compensating your outside and i ns ide salesmen : 

Outside salesmen Inside salesmen 

J::J 
J::J 
D 
D 

D 
D 
D 
J::J 

Strai ght salary. 

St raight commission. 

Sal ary and CO!ll!Il is ~i on. 

S9lary plus c om.~iss ion for sql e s i r. excess 
of an established qu ota. 

(continued} 
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11. In which 0f the followi ng ways d o you underta1<:e to serv: ·e o" fice 9DD1i'1nCe!.' 
and e quipment which you sell? (CHECT< 0~): 

D Maintain own service depert:1ent with s ·i laried reo'3iI""lar .. 

D Leese space to qu'llified repairman w::o undertakes our wor'-c . 

12. Please indicate whe t her your salesmen t r avel in D company-ow: wl cars or · -­
D personally-owned C'l rs. If pe rsonally owr.e.i, pl e9se indica+-e : 
Allow'lnce per mile ¢ , or Flat allowance of $ per -----

13. Indicate method of c overing t ravel and livin~ expenses for outside s'.!les'"'Je:: : 

D Travel expense advanced . D At sale sman 's own exponse . 

D Set expen s e allowqnce per paid by comp:.i~.y, or iaily allow'3nce 
of$ to cover meals, hotel, etc . 

14. Is your expense arrans;e 1ent for repairmen t ".e same as for s 'llesmc:.? CD 
Ye 3 .. . 

I f different, speci fy : 

15. Indicate which o: rollowin types o!' i n surance you '. ave ,·ounJ it desira ale .. 
c ·1 rry: 

D Fire. D Burglar y. D Lieb ili t y. 

D Pl a te Gl a ss . D ?ue1 i·y . D Other ( speci t'y ) : 

16. Wha t were y ou~ 195) ne t sa l es? 1 ----------
17. I nd i c a t e the approximate perce nta ~e of ne t s ale s att r ibutab l e · o : 

I n store busine ss . 
Outs i de sales •.• 

~ ,..-------, 
- ------

18. Ind icate th· percenta ~e c: total sales obtainet in e ac h mor~h Jurin~ 1Y5 

Jan . a1.. 

Jul y_"i!f 
Feb . ~ 

---'df 
Aug. ___ " 

',!ar . 1 
Sept of, 

Apr. at.. 
Oct.---oi 

~Any d1., 
riov---~ 

J u!":e 
[,ec .-----W. 

19 . Indicate the app r oxi~ate percents ~ of your a 1verti sin exnPn~iture !'or 19'i 
ma de duri ng each month . (-:'ota l ad verti sin;s expend i ture fo r 19'i , = 1 ~'.)'f,) , 

Ja n. { 
July~ 

Feb . ~ 
---'df Aug. ___ o 

Apr . ( May "1 
Oc: .---~ ~lov ___ 'df 

J u~.e a! 
=PC ,---it/ 

(continued) 
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20. Indicate the approximate percentage distribution of your to ta l expend i t ure f or 
adTerti sing and sale s promotion devoted to each of t he f oll owi ng ~edi a: 

Newspaper..... ~ --~ Direct Mail ~ 
Other (specify): 

Hand Bill s ~ ---~ 
Radio rf.. ---Window Display~-~~ ---~~~----~-----~ 

21. Please 6i ve the benefit of your experience re ~erdin ~ any pqr ticularly ~ood 
results which you may have secured on ce ~t ai n promoti onal asnec t s of y our 
business from the use of the foregoin g media : 

22. In en effort to measure whe ther there are ascer t ainable dif f er ences i n lGtc r 
costs among different firms, woul d you kindly st 'lt e t he t yp ic a l w0 ek l y sa :1 ry , 
includin6 commission payments in case of empl oyees so pa i ::l , which ·ue 11A :: e ~o 
the follow:ng types of employees: 

Sto r e Clerk • Stock Keeper $ Offic e '.fanage r ' 
Bookkeeper • Stenographer $ Typis t ' Outside Salesman$ Delivery Man $ Jani tor ~ 

Fully qualified machine repairma n :, Appren t ice r eoa i rma~ 1' 

23. In the first column, plea se list your avera5e i nves t ment in the lis t el i t 0 11s . 
In the second column indicate whqt percentage of your 195(; s qle s "le r e m~· le f,..om 
each group: 

Social stat ionery ••••••..•.•••••• 
Typewriter ribbons, carbon p'l per, office papers. 
Pads -- scratch and columnar ••••.• 
Blank bo oks, l ooseleaf binders and fillers • 
File c~rds and fol ders •••••••••.•• 
Fountai~ pens and mech'lnical pencils 
Show card supplies ••••••.•••.•• 
Stamp pads, da ters, rubber stN!lps •••••• 
Staplin5 machines, s taples, clips f 1steners. 
Ink •••.•.•••• , , .• , , , . , , , 
Greeting c ·i r ds •.••••.•..•.•. • 
Desks, of f ice furniture, chai rs, filin5 cabine t s 
Duplica ting machines and supplies .••..•.• 
Miscellaneous duplic at ion (Mimeo israphing, d i tto ,etc 
Office machines repairs •••••.••.••... 
Other specialty items (specify): --------~ 

Avera ,;e 'I, or 195,J 
I nves t:nent ne t Sa l es 

) 

(continued) 
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24. Please indicate the percentage of each expense item to your net sales for 19~0. 
The first column which is already filled in is merely e sample of whRt is 
desired. If you pre fer, you may fill in the 3d colu_11Il only end I will c3lculate 
the percentages: 

SA':!PL-! t of 1950 Ac tual doll ar 
net sales .Amounts 

TOTAL ITTT SAL-r.:S. . . . . . . . . . . . . . . . . 100 . 00% 
Cost of Goods Sold . . . . . . . . . . . . . . . . 63.34 
Gross Margin . . . . . . . . . . . . . . . . . . . 36.66 
OPERATING EXP'ENSES: 

Salaries, owners and officers. . . . . . . . . . 4.77 
Salaries, office emnloyees . . . . . . . . . . . 2.49 
Salaries, outside salesmen . . . . . . . . . -· . 5.36 
Salaries, inside salesmen, . . . . . . . . . . . 4. 05 
Rent . . . . . . . . . . . . . . . . . . . . . . 2.04 
Light, heat, power, water. . . . . . . . . . . . .40 
Advertising. . . . . . . . . . . . . . . . . . . 1.16 
Insurance & Taxes (Other then Income Tax). . . 1.22 
Outside selling expenses other than salaries 

and commissions. . . . . . . . . . . . . l. 70 
Shipping and delivery expenses . . . . . . . . . 2.70 
Other operating expenses . . . . . . . . . . . . 4.74 

TOTAL OPimATING EXP~SES. . . . . . . . . . 30 .53 

Net operating profit . . . . . . . . . . . . . . 6.13 
Income taxes (State & Federal) . . . . . . . . . 2.43 
Net Profit . . . . . . . . . . . . . . . . . . 3.70 

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

It will be greatly appreciated if you will make an1 other com~ents on the 
BACK OF 'IHIS S~T regarding any points which you, out of thP depth of your exner­
ience, feel that I have missed in this questionn9ire through my lack of knowle d~e 
of the precise conditions in your particular community. 

Would you like to receive a 
after it is completed?~ 

Yes 

copy of re "l ort sum11ari zing t he find in ;~ of th i s s tujy 

D 
No 

NOTE: It is not necessary that you a ffix your si 191a t ure or identify this r e., or t 
in any manner. However, I shoul d very much like to know t o wh,m I 3;n 
indebted for the information, and y ou ma~ r est assured tha t I shRll t r ea t 
all information i n abs olute con f i dence and ·.vil: i n no w'3y ment i on n-imes no r 
divulge sources. 



Gentle:-1.en: 

! recently mailed. a q,,1.ostionnaire to all of the l~ading 
office supplji stores :tn 01:lahmi:tn with tho re,1uest timt 
:It 'be completed nnd re·turneo. to :mo. To date you::rcr has 
not been receiveo.. 

'I'he :i.nformo.tion is lrcgently neod.eu for the propnrc""i.t.to:n of 
o. thesis for a 1.ku1te1•' i., Doc~roe horc at Oklo.hona A, & Ui~ 
College. . It is reoJ.iz~d tl\n·L the fff!JD.c cikcd of you is 
grent, and I r.ould tc trul;y c;rcrt~1fu.l ;_f ;yo1i r.·ould tc:w a 
fen ra.inu tcs of ym.ir vo.lun1,1e tluw t;t) fill ln tho ~_110!:lti !:J.n= 
naire as completely az pos ni1Jl(~ an,1 f;end it br,ic,, to rr1.c. 

For ;irour co:rrveni~mcc, I a;i1 encloslng another copy of the 
questionnai:i~e alonB '~·ith self-addressed stm1pad orrvelop:::i. 
,~'on' 't you pleam, ·tg_ko time to f:i.11 i1: this one cm] rct11.r11 
it to me? 

'l'hanl:: you ve2•;1 much, 

Yours ve:r:;y t:r.uly, 
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A?PTZNDIX G 

SOURCES Ol\' SiJPPLY- POR 'I'1F~ S'l'i\.'L'l ONim 

Ha.me of Sourco 

.Acco Products, Inc. 
Oe;densburtt, Hew York 

Ace l<'as,~ener Corp. 
7><:U5 l's. ;lshland Ave. 
C<ieago 13, Ill:ln.ois 

i,llied (klrhon & Hllibo.n '.jfr;. vo. 
1G5 Duane Street 
Nff! York 13, .~J. 'l. 

All St0e l 1tc11:i.i11;-acm t, Inc. 
600 Cleveland Ave. 
Aurora, Illinois 

lu"l1erican Pencil Dompo.ny 
500 c':illow Avenue 
Hobok:en, Lo,r Jeroe;y 

Ji::r:L L'Ieto.l C:ons truct:lon Go. 
Ja·\,:stonn., No:: Yo1Sc 

Acsoc5.atod Stnt-to:ner,1 Gupply Uo. 
231 f1outr1 ;Jcff.z:rs011 ;;;1;r,;1cYt 
Chicue;o, Illinois 

BnDl<crs 130;1 Cc, ,puny 
720 font.~ Doa:rborn 
GLicao:,, Illinois 

BatoD LTfinu.fact11r111::; Go. 
30 Yoco~r :;,.l;roet 
He·,; Yo:'k C :i. tv-

Eu1,trou~j1s J;.ddittff (lnoJ1ine 
60'11 !,ocond Lvcrm.e 
Lotxnit, >1Ghiz:~n 

Carp0r,,tex· Paper Co, 1;)fft'lY 
'JkJ. aJw.·m Gi t;r, Oklaho:::1u 

Carter'::, !:nJ:: Co;npnny 
Cr;;:rib:cid;t}:~ 42, nos ton, ;Jaso. 

Chi<!Ctt~o Desk Pnc1. Go., Inc. · 
9 i\>orth J effcr~::m Street 
Ch.j.cagot Illirw:ts 

Products 

:vYetal fas toners and fil1ro 'binders . 

Stapling machines ::md staples for 
ovc:ry rmrposc. 

Hibbons and cnrbon papors of all 
typo~. 

All kinds of s·~eel office equipment, 
desks, filirrt·; ca'b:lneh, etc .. 

Co:;iplete line oi' lead pencils. 

Al u.mirn1;1 o :ff'i co a.'11.d po'.:-; b.U"'e e hairs. 

l\Ta:tl o.rder awl w110lesn.lH di st:ributors 
of ,)fi'tc:0 $'ta:tiorw:cy supplies and 
equipment. 

_fJ.l t~<f>C-~8 of 1'c1.~;o:£4 d storn:~::c boxes, 
d.r.nn,n· fHc:.:, stor·nc::, binc'!0r~1, etc. 

1,f1J,i1berin{~ r,nchine-s, sta;,li.~rr1, lis·t 
finder-~,, :}erforo.to1·s,, O\aletors, etc. 

.i;dl1i11~; n.ri!. a~.!uou11ti!lt: ntt(~l.l.i11or1~ stands 
of all ldnd. fl, ribbons, rubber cu£,}do:n 
1W;/ tori~,, etc. 

i1•a;;pirn:; ptrpc.>J:r., paper bnf:;,,, cu9p;, 
to~·1nl s, ti B su.c s; f~ ta ti onfJX':r, {:?tc. 

(fomplote line of inks, typo cltJGnff1~s, 
adhesives., sta":lp pads, carbon pape:r 
and ri'b'bons. 

Des~.: pn..:L, und. aec..:,ssorlo::i '. chair 
ciwhions. 



Demi son 
:170 

Ge,. 

11." n .. J)iclc 

ton Gorporati on 
P:t ttsfield. ~Jlnsr, ., 

I!s tor brook Pen G 
Gem.den 1, l\Se,·1 ,Je:nmy 

Clo:ne·ral Fi:er~proof:l.11(; Co. 
Yo,1ngstonn l, Ohio 

en i:fbe->f:J ernJ.c 1:e 
Cincinnati 1 

IIajt,i-c1vd 11 
1i~tistlak:c l1oud 

C orapa.n;y'° 
Ohle 

Go.. 

·.:lri o, Pf,nns0rl vo:n:ta 

Hart~1r Corporation 
1125 Prairie 
Stm\th,, 

,Toilm10:n Ohair Comp1u1;i/ 
: ., .. l~lo:rit}1 .t~'ten~ue 

, D.linois 

.~.ia:r"'chant; Galc.ulntors, 
Oukland 8, Galiforn:i.a 

t'Iarkwell Lfonufnctu:cing Co. 
20() Jiud.son :/t:co(r°t 
}kr;; Yorlt City 

;Jim1esota & 
900 'D'auquier ./\.venue 
St. J?:.:::.ul 6, £5in:ncsota 

. Co. 

>To111-"·o<: G·ale:11atinrt l)Ir1cl:.ti11t2 Co. 
555 r.fii tche:11 Street 

'Iosler Safe 
Hamil ton, Ohio 

1i21 

pnpe:rs; 

dupl:tcnting E,quipme:nt and 

;;:iopu.lar 1 inc of 
fountain r;en.EJ and. 

DGr:lrn, nlunim.un chairs, ;,1etnl 
e()U.1prner1t, st(:!Gl 

:::t00l office fn:rniture and 

,. ct.c ~ 

f:Uing 

ls for 

tnach:ine r:i. 

· Gurzmod labels, adheslve 
T:ci:0.d. s, r,o·ur1d--1~cco1~d:tr1?; 

i'lonroe calcnla.-t:i.ng nm chines. 

~,tcol off;i,ec safes of all 

,, of all 



Hcva-Clog: r>roducts, Inc • 
. 50G Logan Street 
~3rit1gcpo:r_·t, Co1inccticut 

Ho<rntinr~ Pin Tick0t Co., Inc. 
728 3. 156 th Street 
Ncvr Yor1r: Ci -ty 

Paci.fie Llsnifoldinc. Book ~Jo. 
U!1c1·sville, Californla 

Parkor Pen C01:1pany 
Jano:::villo, 1:iriconsin 

Royal 'i.';yporirHer Co., Inc. 
2 .Park. Avew.1e 
Nm'I York City 

Scngbunch 
3f52 So11gb11~e11. Bld[;,, 
J.Ul wnukee, 'i'i s<.mnsin 

Sha,;-1_.-{talltor Go:npany 
}iuskegon, LUchignn 

1.1. A. Sheaff'er Pen Go. 
Fort ::.fo.dison, Iowa 

Shipmru1=flard Mfg. Co. 
325 N. Wells Street 
Chico_:o 10, Illinois 

SouthwoJ~th C,;;mpany 
527 South 1.:·011s St. 
Chicago 7, Illino.is 

UAHOO, Inc. 
141 VJ. Jackson :Blvd. 
Chicaeo, Illinois 

Underwood Corporation 
One Park Avenue 
New York: City 

Wilson Jon.es Oorn.pany 
3300 Franklin :Bl -vd. 
Oh.:i:caf.§o, Illin9is 

Yawraan & Brbe Hf\> Co. 
1015 Jay Street 
Rochester 3 ,. !ilei:~ York 

122 

Metal pape:r fasteners mu clip.s of 
all nt;rlcs c.nd sir.cs. 

Salen ·books, n.u,tog1.~apl1ic rer;:tsters and 
supplim1; office forms of all kinds, 

Fm111tai11 pcm~{ arii~ >n0chanical poncils; 
iriks, 

'f;:rpcrnri ters, rlllbons ,. rm.d ca1•1Jon. 
pape1.·. 

Self .. elotdng ln..1rntands and. devk sets. 

ftod office fu1'Ilitur0, filin::: e0.uip­
m.ent and su.pplies. 

Fottrt'tain pens, mccr13.nical pencib; 
inks. 

Oonvletc 1:1.ne of repair parts for all 
b1·an.us of t;,rpewri te:i:s; t,lso repairrc1en' a 
tools and supplies; rib ·hons, corhon:., • 

Fino c;.ur>.li ty bond t;ypewri t er and 
wri tillii~ papers. 

13usineGs stt1.'tion0ry fornm., autoera.phic 
registers and print1;id ststionc1'.y for 
ilSO in ·the..'ll. 

11.'yiwv.rri tor,,, a.dt'!ing nnc1 acc{)unt:i.ng · 
inachim::rn, ribbon0 1:md cra.r1)on pap el'. 

JJoose-leaf binders, shootn, ind.n:rres, 
blank 'boolrn of every ty1ie; accounting 
supplies, steel ei,ands trnd trays, etc. 

Steel desks~ tables, filin:-; cribincts, 
fiHnr; systems, filini:_; supp lien .. 



Acoou:n:tiug 

3fo[:1·aphinal: 

V1'/A 

1I'.'10ncw :Bernard Den'.>se 
canJ..ictatc for ·the degree of 

\YD.,,"tor of 8cl,mce 

:::'ho author 1'JG'.'.l 'tJo:tn a:nd r·ca:rGt:i in (h.·1;.md Junctirm, CqJ..orado, a s-:inll 
'i:;O''t(it in 'tlJe \'JGf;tor·.n. J)a1~t '.) :f t}1e rrl;n·lirJ e 

iJndor2;rad1..rntc St,1d3 : nrndo :.:chool: St, Sosor,lI' u :Parochi.nl School, 
G1~a,11d, J'll.rlot~iori, CnJ..01~:~·tt~o. I!i(;Ji ~~c\tnol: l1rn:nc1,JuncGio111:Ii1~~h. 
~::chool, G-rr::ucl .Junction, Colorado. !3u~L1,~r1s Go1.lor:e: Hoss 
}.\11S'.inous C::;lloc;e, (h·aJxl June tion, Colol'ado. C0lh.ig-0: S.:wo 
Jrcn.r·s n.t }:!.Ctit\ Gcllot~c, G-1~D11d. {Ju.n.cticu·1, Gnlurt.tdO; cred:l ts T'"!(;ro 

·t;z,'..m.sferrot to t'.·10 ·univcrslty· of Denver, J,rnver, Cola;".'ado, 
f:co·::1 rf.ilc1'.J ittst1t.utiDJ1 the aut.~:i.o~c 11r"s [\Tt.1d11n"tefl rri.tJ1 tltn 
dinr_;-:ruo nr· 13ncJ1<::lo~c of Scier1cc .. 

!h',.ldtw.t;o t3tHdJ ~ Oldaho:tct J'.ig1•tc,1ltii.l'Hl and r-.. 1nchm1ical f;::;llccc, 
::~tilhmt;o:c-$ Okla3:10·?ln. 

r::l th u "tlnn1dnrc lntit:i.tut1on, err. autr.u.otive su1es nnf norvJ.CO 
fir~,,, n.n office s0.J):~il;/ o.nd staLioncry· f!t0:·:e, on( a l:,r 0 :n 
rnilr0nc1 CO".~:.:n.rt}:· ~ ·t~G.1~in.(. -t~1;,:; J)tts't :vo~J.r t;~~ic n-11tl!.or. ~ritt:~ 
c,..-~ .. plo::tod an Inst1,,actor~ nT:..d l\:~:1i~::ta·nt Ili1~sctoJ~ of "tt10 1\ix~ 1.,.·)11c0 
r1te110/rraJ1:h:Lc rtn.(t_ 0lc:r1~~·,,,<l;y·_:)Ist ~{c1;_1)ol o.t ·y:_~la1H)·-ta t ... t: '.~,. 

f.t1sJ;I of tl~.c {fn.i·G0d · rrt·n t~c~ o.nc; s0..1:~· O"'/C!l"':'Jt.~n1! d:uty 01.t Olr.t11::"1J:t.1 1:n 
e:o·:.ir.:lttr<l of 3. Sl::;r:;sJ .. iicrr:i~\i Go11s tr~_.'1J·,j_nn. ;jo~.:~.;a;_\'/. Tio i:::: 
rn·oscm:tl;,t a en ::lli::ssio:ncd off:Lcm· ·,,l·th the rank of :.In;'io1• :i.n 
t~~.O £~1{11'.,JJ.l. GUT.:}C· I{c~crvc~ 

;;,1:;·:;tJer· of }'.ota G}vJ.ptcr of .1\1phu 
5 ... n t~:-t<:; fl(::1~~ Df co' ~-.H:rz;o. flcj is nlt1,:; u ~:1e:r··;.t.H:--::rt of th.o 1:J!:-lnh.a:·.~£1 .. 
/1.-10 l;;~ ~ ,·.~ .. Cl.1.ti_p·Lc~'.I of D(;l t~ i~!J11 T1I1n·tc~1~r1i t:,: .. 



'11ru1rr1.ns Derna:;:·d DoRo se 

P:cofessOJ' tkrnr(;n IL EHl 

'l'],,': content and form h,nre 1)(ien chocked and npp:rovcd 1Jy 
tl1e rrutlto~e an.i:t tJ10siu c.~d.11:isor-. tlto Grad11[rto Scb.ool 

for errors oi ther in 
fo:r:Jt 01'J co11te:nt(l 1.-e11,8 co cs nro sent to t:he 1:)in.der\t 

as they are npprovcd by tho author nnd faculty 
atlviso:r·. 


