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Foreword

Since establishing CEMAS we have received many requests for advice about the
preparation and use of operating and training manuals for primary societies.

This guide is an attempt to respond effectively to such requests. It is intended to assist
co-operative unions and government departments in the preparation of ‘model’
manuals for use within their own movements and to serve as a teaching guide at courses
for society managers and staff.

In preparing this guide, we have had the opportunity to study several examples of
manuals from various parts of the world, and we gratefully acknowledge the help thus
given. We have in particular, used material from manuals produced in Zambia and
Botswana. With the help of these examples, the guide has been prepared by

Mr J Bjarsdal, CEMAS Project Director, and Mr D Heffer, who was temporarily
employed as a consultant on CEMAS publications. As a compound of ideas collected
from many sources and added to by CEMAS specialists, it represents a co-operative
contribution to a co-operative need. We hope our colleagues in many parts of the
world will find it useful.

T N BOTTOMLEY
Secretary for Education
International Co-operative Alliance
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Introduction!

Aim of this guide

This is a guide on how to prepare and use operating manuals for primary co-operative
societies.

Some explanations may be needed. First, by operating manual we mean a set of rules,
instructions, forms and examples, which the manager of a society usually keeps in a file
in his office.

Such an operating manual will have two closely related functions. First, it should

describe in detail the procedures to be used in given situations so that some
standardisation of practice can be secured. In this way, it becomes an operating handbook
to which the society manager can refer when he is uncertain about procedure or when

he wishes to revise his knowledge. When a new manager takes over it is also the best
possible ‘handover’ document. Second, it is a manual which can be used for management
training purposes. It is, in effect, the programme and content of a basic course in
co-operative business and administration for primary society managers and their staff.

Next, it may be appropriate to explain the intended function of this guide in relation

to the society operating manuals. The function of the guide should be to help those who
have to prepare ‘model operating manuals’ for primary societies, and to be of use for
those who have to teach society staff, and even committee members, at courses.

Lastly an explanation may also be needed of the term ‘standardisation of practice’, which
was mentioned above. The operating procedures established and followed in any society
will depend upon that society’s particular needs and circumstances. Ideally, however,
and this is increasingly the practice, within a national co-operative movement there
should be as much standardisation of operating systems as is compatible with local
autonomy. This in no way undermines the identity or independence of local
co-operatives. On the contrary, by improving their efficiency, it helps to strengthen
them. Just as there are certain basic principles which distinguish a co-operative, so
co-operative business practice can and should follow some standard forms. Training can
then more easily be related directly to actual practice and procedures used, and in that
way be much more effective; promotion and transfer of personnel within the

movement is greatly facilitated; trading relationships between primary and federal
societies are assisted; and the processes of advice, supervision and control are made
more efficient.

How to use this guide?

As has been said above, we think that this guide will mainly be used for two separate
purposes. First, when drafting ‘model’ society operating manuals, second, when
teaching society staff and possibly also committee members.

In the first situation, when drafting a model operating manual, we hope that this guide
can be of help in providing an outline of what to include and that the specimens will
provide useful starting points for the preparation of rules and forms suited to the local
conditions.



In training situations, we think that this guide will be useful as a handbook for the
teacher. If a ‘model operating manual for the area and type of societies does exist,
this guide will provide the teacher with avaluable background to base his teaching on.
If no ‘model operating manual’ exists, the teacher will be helped by the guide to
prepare such an operating manual for the societies in question. The ideal method
would be, with the aid of this guide, to work out together with the participants of a
course, an operating manual for a typical society of the area.

The structure of this guide

The guide consists of general text and examples, here called specimens.

The general text gives explanation and advice on different parts of a society operating
manual. The specimens illustrate the text by presenting examples of rules, instructions,
forms and so on. It should be noted that they are examples, not models. Most of them
are based on conditions in a particular country. Others have been invented, but can

still never be valid everywhere, without modification. The name ‘XY Z’ on the

specimens is used merely to indicate that all forms in use should be headed with the name
of the society concerned. This name does not imply that the examples are from the

same society.

The general text is printed on yellow loose-leaf, and the specimens on white loose-leaf
paper and all are kept in the ring binder. Within the guide, all specimens are placed in
their respective sections, following the text to which they refer. Since ail the pages are
loose-leaf, the users of the guide can easily rearrange, replace or add to the material in
whatever way seems useful for them. For ease of reference, the specimens have a
number S|, etc which is used in the text when referring to them, and they also have a
reference to the section of the text which they illustrate. When society operating
manuals are prepared with the aid of this guide, we suggest that they too should
always be kept in a loose-leaf system, making replacements and additions easy.
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1 Committee

The committee is elected by the members to direct and control the affairs of the
society in meeting the needs of the members. The manager is responsible to the
committee for the day-to-day running of the society. Provision needs to be made in an
operating manual for the law, regulations and by-laws, and procedures for committee
meetings. Each of these is discussed below.

1.1 Law, regulations and by-laws

The society has to conduct its business within the law of the land and within its own
by-laws. Copies of the law of the country which relate to co-operatives together with
any rules or regulations made under the law should be kept in the manual. The by-laws
of the society should also be kept within this section for ease of reference.

Since the manager will usually be the chief officer of the society, he will sometimes
also undertake the duties of the secretary. In this capacity he will need to guide the
committee from time to time on the terms and the application of laws, regulations

and rules. The secretary/manager should make himself aware of these so that he can
give sound advice and so that he observes them in the operations of the society.

1.2 Procedures for committee meetings

The committee should meet as required but not less than is stated in the by-laws. The
duties of the secretary/manager can be listed as follows:

Action before the meeting

Discuss agenda with chairman

Prepare and distribute notice and agenda (see SI)

Prepare meeting place

Prepare reports and papers.

Action during the meeting
— Report and reply as required

— Take notes for minutes.

Action after the meeting
— Collect papers and secure meeting place

— Write up and distribute copies of minutes (see S2)

— Acton committee resolutions and instructions.



EXAMPLE OF NOTICE AND AGENDA FOR A SOCIETY COMMITTEE MEETING

XYZ Soceety, PO Box 123

To: All comittee menbers Date: 1Al 1976

NEXT MEETING

The next mestiing of tte commirtieee willl be helld on Thursday, 15 Aol 1976 et 7pm
at tre stare of the saciety- 1 hope you willll be eblle to attad.

S Khan
Secretary/Nereger

AGENDA
1 Opening ad golagies
2 Mirnutes of kstneeting
3 Matters arisig aut of previass minutes
4 Corvespodence
5 Aplicatias farmerbership
6 Acoounts far payment
7 Manager Smorthly report
8 Date of next mesting

9 Any otter bsirness

5 |



S2

EXAMPLE OF MINUTES OF A COMMITTEE MEETING

Minutes ofa committee meeting held at the store of the XY Z society on
Thursday, 15 April 1976 at 7pm.

1 Present: D Mwvansa wes intte dair
JJedam, P Rama, T Chan
F Salmon, M Rulle, B Buck
Mr S Khen, Ssaetary, was nattadance

2 Apologies: were reeeivad and aoogpted fronM Broan, who was sad<

3 Minutes o f last meeting
The minutes of tte st commirttee mestiing held on 18 March 1976 were reed,
aonfimed and duly siged as a corvect racord.

4 Matters arising
Insurance
The saaetary rgoorted trat the ineurance poliass to cover tte fmerndsof e
stare ad stodk had now been arvagd.

5 Correspondence

a Book-keeping course
A keta-firan tre regsstrar of co-qoeratinves inviltirg the society to noninate a
member of the staff to attad the next course on book—keeping was reed.
Resolved: thatMissJGreen, shop assistat, be noninated to attad e
book—keeping aour=e 1o ke held fran 10-21 May.

b Purchase ofscale
A etterdated 10 Al 1976 fraom the Regiaal Go-goerative Union Lid,
indicatirg that they aoulld suply the new sElke far $120 was resd.
Resolved: that tte ssaetary should dotain other guotatias fran tre Right0
Sale Company Ltd and ttese be e aasidered by the commirttee.

6 Applications for membership
Four golicataias Tar marbership. All were foud © be nmorder ad ttere were no
-
Resolved: ttatF Bona, JKite, T Tudker ad Z Prince be acogpted asmanbers.



7 Accounts for payment
Resolved: that the folloving payments be made by deqge:

$
Goods: Regiaal Co-goeratae Union Ld 1024.60
JSinker Ld 4420
F B2l 2440
Others: Water Supply Co Ltd 4.10
Fest Trangport Ld .00

TOTAL $1156.30

8 Managers monthly report
The report from tte manager Tar March was arsidcerad. Sales far March were
$5210 ad far tte 13 weeks 10 31 March 1976 they were $14 60. The imaesse O
cate wes $2134, or 17% when campared with the same 13 week periad oflast
year. The caeh mhand to date was ded<ed by the comiittee. The rggortwes
aooted.

9 Next meeting
Itwas agreed tret the next mestiing be helld on Wednesday, 12 May 1976 &t 7 pm.

10 Other business
Bicycles
The sale of bio/dles by the saiety was aasicerad. The saaetary wes irstructed o
exanine ad rggorton s

The meeting clcsed a 9.0

sigedk — §L-bbti& lRIEU Chairman

dated: Rr.~S =7 b
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2 Staff

The success of the day-to-day operations of the society depends upon the staff. Staff
will be appointed as the need arises and the income of the society permits. The
manual needs to include rules for the Number of staff, Job description, Appointment
and dismissal, Contracts of employment, Staff rules, Training, Staff records and Work
programmes. Each of these is discussed below.

2.1 Number of staff

This section of the manual should show the rules and standards to be applied in
determining the number of staff to be engaged. Staff should be engaged as the need
arises and as income permits, in the society’s budget, target standards should be set.
These would help to give some guide as to the number of staff to be employed.

The cost of wages should be measured as a percentage of trade. A maximum rate could
be set and the cost of wages would then be required to be kept within this limit.

For example, if the maximum budgeted rate for wages is 3% of trade and the trade for
the month is $5000 then the maximum income available for the wages for the month
can be calculated as follows:

5000 x— =$150
100

The target annual trade for each employee should also be established. Then the
staffing needs of the society can be calculated.

For example, if the target annual trade for each employee is $7500 and the annua!
trade is $31 500, then the maximum staff required can be calculated by dividing the
annual trade ($31 500) by the target annual trade for each employee ($7500) as
follows:

Maximum staff --22-222 =4

Generally the ability to pay local wages from income being earned determines the
number of staff who can be employed. Other factors affecting staff requirement are
the needs of members and the duties to be undertaken. Full-time staff should only be
engaged if there is full-time work to be done. In view of this the employment of
part-time staff to cover peak, busy periods should be considered.

2.2 job description

The manager should allocate and control all duties. It is his responsibility to see that
the work of the society is done correctly, quickly and efficiently. The individual
members of the staff should be clear about their duties and responsibilities. In
addition to an informal face-to-face orientation by the manager, a written job
description should be given to each member of staff. Copies of these should be kept
within the manual.



The job description should contain the title of the position, details of the duties of that
position and the place of the position in the organisation of the society. The first step
in the preparation of job descriptions is to list all the jobs to be done. Then jobs of a
similar nature should be grouped together to make up a list of duties for any one
member of the staff (see S3).

The number of jobs to be done, together with the income available to pay the wages
for these, will help determine the number of staff to be employed. Within the budgeted
amount available to pay the wages the value of the work of each employee has to be
decided. This will depend upon the degree of skill required to do the work. In some
countries labour departments of government have established minimum rates of pay
for many jobs. Of course, as with all matters relating to the employment of staff, any
such directives have to be followed.

To enable the staff to relate their position to the organisation of the society an
organisation chart should be placed on the wall of the store (see S4).

2.3 Appointment and dismissal

The procedures to be followed for the appointment of staff should be listed in this
section. Any vacancies should be given wide publicity to attract the best available
people. The actual procedures to be followed would be those established in the society.
In some societies the committee makes all appointments, in others the manager can
appoint all the other staff or those up to a certain level.

A procedure could be:

— Prepare and distribute notice of vacancy
(use local newspapers, notice boards or radio and contact schools and training
institutions for leavers)

— Invite applications in writing

— Consider letters

— Select candidates for interview

— Check references

— Test and interview

— Select and offer appointment.

Procedures for dismissal need to be carefully drawn up. The local labour officer*

should be requested for information on procedures to be followed. Contracts of
employment should clearly indicate the actions for which dismissal will result.

2.4 Contracts of employment

These show the terms and conditions of employment agreed between the employee
and the society. Since these contracts will be in writing and signed by both parties
some future disputes can be avoided. Before they are signed, the manager should go
through the details with the new employee so that they are understood. The society
will keep one copy on the staff file and the employee will keep a copy. The contract
should contain details of the agreement made, the title of the position, the duties, the
hours of work, wages and leave entitlement (see S5).

10



2.5 Staff rules

The ‘staff rules’ should be set by the committee guided by the secretary/manager.
These rules will help employees understand their duties and responsibilities. The
information sheet Know your own business (see S6) issued to new members should
also be given to the staff. One copy of the staff rules, signed by the employees should
be kept in the staff file and the employee will keep a copy (see S7).

2.6 Training

Provision should be made for the training of all staff. As far as possible ail available
courses should be supported. These courses need to be supplemented by on-the-job
training. All staff should receive on-the-job training in their own duties and to some
extent in the duties of other members of the staff so that staff shortages through
holidays or sickness can be overcome.

The policies on staff training and promotion should be set by the committee.

However, where there are regular recognised courses, attendance at these together with
the passing of any following examinations, could be accepted as a qualification
towards promotion.

2.7 Staff records

A staff file should be kept. On this the signed contracts of employment and staff rules
will be filed as well as the letters of application together with the references obtained
for employees.

As soon as a new employee joins the society astaff record card should be prepared
which will show the personal details of the employee together with his holiday,
sickness and wages record. Sometimes the staff record card can be used as part of the
wages payment system as well (see S8).

2.8 Work programmes

Within the work of the manager and staff there will be regular duties which are to be
performed daily, weekly or monthly. The manager should prepare work schedules for
these so they are not forgotten. These work schedules showing the regular duties
should be kept in the operating manual. They would show:

Activity: The duties to be undertaken
Action: The action to be taken to complete the duties
By Whom: The person required to undertake the duties
When: The day and time for undertaking the duties.
An example of work programmes for a single activity — ordering goods, and an

example of a daily programme, showing several specific activities to be undertaken of
a single member of staff are given (see S9).



EXAMPLES OF JOB DESCRIPTIONS

Job description for the secretary/manager
XYZ Society

Gaerally, the duties of the searetary/hareger willl be 1o conduct and manage tte
chaily husiress and otther affairs of the society i acocordance wirth the Co-goeratinve
Saeties Taw, regulatios, tte by-lans and the decisias of the comirttee.

In paraadar, these dutaes, uder the direction and aanroll of tte comirtitee, dElll
inciucke the folloMrg:

1 To establish ad devel the soalety alag strict co-goeratinve busiress Irssfartte
berefit of marbers.

2 To direct ad g pervice dlil otter members of the staffof the sooiety.

3 To have asstody of dll prgearty, plat, ceh, goocs, rerdadise, and buildirgs of
the scciety and 1o be regosible Tar treir safe kegpirg.-

4 To agmise and g pervise dll tte bhusiress prooedures including those far
reeMy, stadirg, rerderdising, provoting and sellsggoocs.

5 To mairntain atrie and axrect record of dll money receinvad and expended and to
keep trie and axvect reoorts of dll 1ncore and exqaditure and of dll essets ad
[[Z0 | [11 8

6 To prepare for tte commirttee plars and firarcial budoets Tar the proper develgp-
ment and goeration of the sooaety.

7 To prepare monthlly firercial rgaxts, inciudig detaiks of tracke and eqarsss, Tar
te information of the comirttee INnsudh form as they may from tire to tire
direct

8 To prepare and sumit far audirt an amual trading acoount and balance dest, far
fral presatation o the members atthe amual gareral mestiing.-

9 To i=merodass ofdl mestings when they are summoned by persas hevirng
auttority todo 0

10 To gie pblicty 1o tte dojactives and actimities of the soaiety and to develop
good pblic relatias asvell as member relatios.
11 To prarote, agmise ad savice tte education ad trainirg actiMities ntte

ooty
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12 To coduct the correspadance of the soaety, s bject to the directias of tte
comirtee.

13 To attad dll mestings of the sciety and 1o maintain cavectly ad up to date tte
registar of merbers and the minute books of the sooiety.

14 To raxie and place befare the comirttee dll gplicatias for merbership ad t©
aaure that ttese are prgoerly acorpleted.

15 To udertaken such otter duties asmay  be celegated firom tire-to-tine by the
caomittee.

Job description for deputy store manager
XYZ Society

PURPOSE

To et tte manager N tte runing of tte stae.
To dgutise n tte absaoe of e stare mereger-
Responsible to: Store manager

Responsible for:  Inthe aosence of the stare manager —stare, ecuiprent, stak,
Geh, staff (eogpting engagament and disrissal).

DUTIES
1 To asxtte storemanager inhis ditiies (&= staremanager Sjdb cesripaan)
but with partgialar reqosibility fa-
(@) The diemnliress of tte 9.
(b) Beuring tet dehes are stodad.
(c) Checkiing pricemarking
@ Rgoortang stodk requirarents o store Nerecey -
(e) Syarvasirg te stodk room.
(f) Assisting nsAfftanig
(g) Assistirg inkeeping recacs.

2 To enocourage high noralle and team work anongst tte St
3 To dguutdse fathe stoe manager nhisdosae.
4 Such otter dutiies ssmay be requiirad from tine 1o tine.

5 Measure o fperformance

@ Appearance of Sp.

O Stk kbdasad damage to stad
© Saffnorale

© Llesee.

14



S4

XAMPLES OF AN ORGANISATION CHART FOR TWO TYPES OF CO-OPERATIVES

Organisation chart of a consumer co-operative

Organisation chart of a multipurpose co-operative

15



EXAMPLE OF CONTRACT OF EMPLOYMENT

CONTRACT OF EMPLOYMENT

CONTRACT made ON - oo oo iiaciaaao dayof_ ... between
........................... Go-gerative Sxiety Ltd_.._.._______ereinafter alied
e Evployer BndMr/MrsS/MESS . _ oo of (&)

it sagad ttet the Eployer agess o erploy, and tte Eployee agasstobe
employed i acoordance with the follovaing COND I TIONS OF SERVICE:

1 Designation and duties

The Brployee Bagaged n tte positian of

The dutiies of the Enployee are as shown on the jdb desaripdion for this postaan ad
any other dutiies comected wirth tte busiress of tte Brployer which may be <o
celegated by the Brployer thraugh a duly auttorised parsm.

The Erployee Brot parmirttted 1 ergege nany otter track or business or to aocogt
other paid erployment.

The Employee hereby udertakes to dosene tre lars, regilatio s, ad staffrulles

at presant N force and whildh may  be amended fran tiire to tiire, breach of any of
which gall be aarstructed as misoaoduct.

2 Hours of work
The Erployee hercby utartakes to farthfully serne tte Erployer duriirg tre
hours set by tte BErployer, such hours 1o be inaocoordance with tte employment

Honever, where an Enployee serployed farmore hours than..._ nmany ae
week then the Erployee gl be paid at the overtinre rate far such tine enployed.

3 Salary
On ggoimmatt tesalay ddlbe $ ... ... .. per morth. The BEmployer
may decice to gatt incraats firan tane to te. The salay spayeble narears
on tte Estworking day i each nonth.

17
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4 Holidays

In acbirtion to days declarad ass Rubllic Hollidays the BErployee dalll be etitded ©

paid holidays as Tollons:

@ For each aomplete calathar month of cotarnuous sasviaee Ve days abject
amaximum arual entitierant of 18 days; such holidays 1o ke taken duriirng
aperiad mutual ly agreed between tte Erployer ad the BErployee. The
Employee g4l be etatdad o e the holiday ettiderait anly afterone
year Saatiinuous s

@ Where this antract sterminated in accordance with Clause 9Q) ad the
holiday entitlerait hes not been Een, then payment n liau of such acorued
entitlerent dall be paid at tre dhily rate Tarsuch days.

@) The BEmployee may not acaumulate leae farmore then tho years.

5 Sick leave
@® Inteeaentof reality to be presat on acoount of ilres tte Brployee
gl inform the Brployer as soon as possible usirg the quidest mode of
comunication.
@) After continuous absance of more then two days throuch sidaess, the
Employee sHll produce anedical aaxtificate siged by a conpetent pasm.
@) No payment may be made far days of aosence utall the Enployee hes been
aonanuously enployed farat lkesstone year, aftawhiich the Erployee dHl
e entitded 1o sidk leaewith pay acoordig 1o the folloving s=ale
a More then one year hut s then two years aotinuous enployment — six
days nmany one year.
b More then two years hut kessthen e years aontinuous employment —
12 cays many ae yeer-
c More then fiveyears aotinuous employment —A8 days nany one year—.

6 Casual leave
In tte evant of fami ly bereavament or parsoal energacies keaemay be granted
by tte Brployer at his disoetion provided satisfectary arvanganaentts are made to
e tte Erployee Sdties.

7 Maternity leave
Vateminty lease ddll be granted i aocoordanoe wirth any  law relatirg tonatermity
leae for Erployess.



8 Pecuniary damage
In the evant of any paauniary damage arisig from tte Enployee disregardirg or
Tailrg to conply with any by~law, oders or regulatiaos, o fran any rneglect of
duty whatsoaver by tte Erployee, the Brployee may be lisbie to adeduction
firan his salary to make good the damage ar any part ttersof, the amountt of
which gl be determined by tte BErployer, asmay be limited by the
employment v

9 Termination of contract

®

@@

Ertter party may terminate this antract by givirg 1o tie otter party one
month Srotice nwitirg- Such notdice B1o be senad before 10.00am on any
Monday from whiich day the periad of nrotice ddll canmmence.

Ifthe Evployee at any tire rglacts or refisss or from any cacse (exosptairng
il heallth ot causd by the Employee Sown miscoduct) becares ureblle to
perform any duties or to carply with the by-lans of the society or any rules
made by the comirttee thereofF ar irsiructiao s iss.ed by aduly auttorisd
persm, or disclosss any information regoectirg the affairs of tte Erployer
1o any uneuthorised person or nany otter way commits miscodlct, tte
Ermployer may disniss tte Bnployee without rotice. On sudh disnissal this
antract SEll be termirated ad dll ridts and advantages resened o tte
Employee by this antract ddll e

10 Probationary period
The gppointment Bmade a.bjact 1o a praoation of sexmoths.

EMPLOYEE WITNESS
Date:
CHAIRMAN WITNESS

(an bgralfrof Brployer)
Cate:

19



S6

EXAMPLE OF INFORMATION SHEET FOR NEW MEMBERS

KNOW YOUR OWN BUSINESS

We welcare you into marbership of tte XY Z Go-goeratdve Society Lid. This

sciety sa 't of the co-garative movement of this coutry mwhich ttere are 310

a-gaEratives. Some of these are deallirgwirth consumer goods anly, otters wirth farm

inuts ad produce asvell, but dll of them qoerate Tar tte baefit of treir members

ad trelr comunrdies.

1 Your society is owned by you
This society Bowned by mtsmarbers. At the end of 19 75 there were 290 members.
You are now amenber, soyou are ae of tte onners of hisheliress. As an
omer you shauld come o dll of tte gaeral restirngs. Bery year at tte amoal
oggeral mesting tte comirttee Belected from the members by the menbers. This
caomirttee diradts and anrols tre sciety Tar the menbers. The comirttee lads
forward to mesting you atyour next gareral mestiirng.-

2 Investment opportunities
You are reguiirad 1o hold $10 as daere oital within to years of joinirg the
soety. Fttere Basupits & tte ed of tte business year an intarest could be
distributed on ttese dare holdigs. At the end of 1975, members held $2500 as
share capital.
You can also inestyour money N dgoosit acoounts. Gotributiaos and with-
dranals can be made during the gpeniing hours of tte stae. Bery $L inested far
awhole year will earm an intaestof 5aats. At the end of 1975 members had
invested $3100 in deposits.

Pass-books are issued to members showing their share and deposit holdings.

3 Supplies and services
Your sciety shere 1o sene yau. From your warehouse you Gan buy your sssis,
Tatlsasad ssds. From your store you Gan buy your consurer goods. Plough
parts ad other farming equiipment can be dotained on arder from yau. Your
sciety willl also help you 1o store and market your produce athanvest tine. In
1975 the total business of the society was $26 000.
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Praass of 9 plies and comissions darged far storage and marketiing of
produce are anpetatine. At tte ed of tte busiress year, ifttere Basuplus,
there could be adistributaon of bonus o menbers besed on tteir trace nttet

yeer_ In 1975, $670 was returned to members as a bonus.

4 Audit and inspection
Your sciety Bragistarad uder the Go-goerative Soaieties lawv. This lawv ad
the by-lans of the sciety heve 1o be folloned N the qoeratdians of the soiety.
The ragistrar of co-gqearatives ad two audintors elected by the members coduct
regular adits ad irgectias.

5 Opening hours
Your warehouse and stare goens from 10am o 6 pm on every cay, exxagot
Sundays and Rblic Holicays. The acomititee, the manager ad hisstaffae at

YOUr SviE.

COME AND SUPPORT YOUR OWN BUSINESS.

fortesoaety: JHNE, Chairman
S Temane, Manaeger
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EXAMPLE OF STAFF RULES

STAFF RULES OF XYZ MULT IPURPOSE CO-OPERATIVE SOCIETY

1 Member service
The sciety edasts 10 serne tte marbers. Staffare reouired togine pronpt ad
aourteaus attentian o menbers.

2 Relation between the staff members
Good ad friadly relatiasmust be mairtainsd among members of tte St
Fellov workers should be treated politely and HFelipfullly-

3 Punctuality
Hours ofwork are as sstaut N the sciety Sartvacts of enployment. The staff
must twm up fawork puctially.

4 Holidays and leave
Holidays and leae nust be arrargsd acoording to the law and the agreament
betnween tte staffmember concarmed and the soaety. The manager Sdlll dotain
leae from ad have hisholicays goproved by the comirtitee. The otter members
of tte staffddll dotain teir leae from ad have teir holidays goproved by the
mereger -

5 Absence
In the evant of absence due o ilress or urgant unforseen reeem, staffmembers
are recuiirad to inform the manager not e then 10.00am on the day of dosace
statirg alo tte reesas Tar dosae. The manager nust similarly inform te
comirttee and his next most seniar member of the SaiF. For aosaoe over 2 days
on acoount of ilress dll staffmembers are requirad to subnit anmedical artificate.

6 Smoking
Smoking ssprahibited n the stare of the sooiety.
7 Complaints
Any aorplaints made by members ddll be refarad o tre merneger.

8 Accidents or damage
Any accidants or damage 1o the prgperty of the society or intte darge of tte
saiety, together with any accidats inoivirg the staffimust be rgoorted promptly
o the mereger—-
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9 Wages

Members of tre staffare atitied 1o raehe treirwages ance amonth payeble n
arearson the Estworking day of eech month.
Behaviour

The staffare raquiired to conduct therselhves ina prgoer manner both during and
aftar duty hars.

11 Alcohol

Drirkirg, being druk, orbeing n possessian of alad ol of any kind intte
pramises of the society sprdhibitad.

12 Explanations

24

Members of the staffare required to give eplaatias adly, ad nwitag, when
aallied upon 1o do so by tte manager Tarany offae or breech of disciplre ntte
soiety. The manager sBsimilarly requirad to ginve eplanatias when aallled upon 1
do 0 by the comittee.

The laws, by-laws and contracts of employment

The staffrules are inteded 1o supplerent the by-lans and antracts of employment
and not to be aslstitute far them. The staffare requiirad todosene e
co-geratine lay, the co-geEratinve regllatia s ad tte by-lans of tte society

irsofar as they are gplicble 1 tte st

have reed ad uderstood the aoove staffruies.
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EXAMPLE OF STAFF RECORD CARD

STAFF RECORD CARD XYZ Society

NAME : Mary JBrowme DESIGNATION: Caghier
ADDRESS: The Strest, Banktown DATE OF BIRTH: 6.6.53.
NEXT OF KIN: Sarah Brovme
(other)
QUAL IFICATIONS: JC:-Egl=h, Aritinetac, Geography

Bodk—keging: Stece |

COURSES ATTENDED: Jduly 1973 — Shop work for cehiers
St 1973 — Care of tte Gceh ragaster
Aug 1974 — Book—keeping stece 1

SICKNESS RECORD pDue Sidk Bidll. HOLIDAY RECORD Due Taken Bl

1574 1.5.4 18

WAGES RECORD
Date ggoited: 1.5.73 Monthly sslry:  fraom 1.5.73 $20
Date i fron 2.10.73 $5
fron 1.1.75 28

Month eding cete: Gross weges Less tax Net caah Sigsatue

31.5.73 20.00 1.10 18.20 M JBrowme
30.6.73 20.00 S 0) 19.10 M JBrowne
31.7.73 20.00 1.00 19.00 M JBrovme

S8



EXAMPLES OF WORK SCHEDULES

WORK SCHEDULES

XYZ Scciety

SINGLE ACTIVITY

Activity

Action

By whom

When

Ordering of goods

Check Goods wanted book and dedk presait stods. Wriite aut
oter ndplicate n te Order book. Sigh order and sad to syl
Maneger

Bery Monday moming

DAILY WORK SCHEDULE

Activity

Action

By whom

When

Daily work sdhedule

89 am Cleen autsice windows

912 Qustorer sarvia

121 Lunch

13 Receive ard stadk goods
34 Al fdues

45 Shop dieanirg

Shop assistatno 2

Wednesdays

27
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3 Memtneirs

The members own and control their co-operative society. The society has been formed
and operates within the by-laws to help the members to help themselves. The manager
and his staff are at the service of the members. Provision should be made for
Membership campaigns, Application for membership, Share transactions, Trade records,
Register of members, Withdrawals from membership, Suggestions and complaints and
Loans to members. Each of these is discussed below.

3.1 Membership campaigns

Campaigns should be organised to attract new members and encourage present members.
In their contacts with their communities the manager and staff should stimulate interest
in the affairs of their society.

As new members are accepted they should be given an information sheet outlining
details of their society (see S6). The society could supplement this information by
preparing and distributing a regular newsletter to the members. This newsletter could
contain details of special sales offers and so on.

Members should be encouraged to become involved in their own business, by:
\

— Attending meetings

— Trading with their society

— Financing the operations of the society.

The committee should prepare programmes of events to promote the education of

members. The manual should contain details of these programmes so that the manager
and staff can give publicity to them. Such events could include:

— One day, or weekend courses: dealing, for example, with the use of fertilizer,
marketing, understanding of annual reports and accounts

— Study groups: by-laws, developments

Frequent general meetings: business plans and reports

Study tours: to other co-operatives or demonstration farms.

Since non-members could attend some of these events, application for membership
cards could be distributed and completed cards accepted at these events.

3.2 Applications for membership

The procedure for receiving and processing application for membership cards should be
shown in the manual. The terms of the by-laws regarding applications should be
followed. One member of the staff could be delegated with the responsibility for this
activity. His job would include:

— Receiving completed application cards

— Checking that applicants are qualified as members under the by-laws

— Passing the cards to the manager to submit them to the committee for their decision.
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After the committee meeting the manager would send a letter direct to any rejected
applicant. The book-keeper would prepare a pass book and open a page in the share
ledger for accepted applicants. The person responsible for new members would then
contact the accepted applicants and receive their initial share contributions. Pass-books
and information sheets would then be issued.

3.3 Share transactions

The procedures for all share transactions should be outlined in this section of the
manual. Details of these will also be shown in the society’s book-keeping manual. As a
part of the internal checking system the member of staff receiving contributions, or
paying withdrawals, should not post the entries to the share ledger. The book-keeper
should be the only person making these entries into the books of the society.

This part of the manual could also contain the procedures to be followed for the
calculation and distribution of interest on the share holdings (see S10).

3.4 Trade records

Where there is any surplus available for the distribution of a bonus to members, this
bonus will be based on their trade with their society. The system of recording the
trade of individual members should be outlined in the manual:

Consumer co-operatives

Members have many small transactions with their society so a cheap but effective
system is required. The bonus stamp system could be used. One stamp is issued for an
agreed unit of purchase (say one stamp for every complete five cents). The members
keep their stamps in a book provided by the society. Any bonus is based on the trade
of the member as shown by his bonus stamps. The member must present his stamps
at the time of distribution of bonus.

Multipurpose co-operatives

Where members make a few separate purchases of large items or sell their produce in
bulk to, or through, their society, separate receipts can be prepared in triplicate. These
receipts will show the details of the trade together with the name and number of the
member. The member is issued with the top copy of the receipt. The two bottom
copies are kept by the society. The middle copies are torn from the receipt books,
separately sorted and kept together for each member. At the end of the financial
period the total trade of each member is calculated by adding up the totals of their
receipts. Distributions of bonus will be based on their trade as represented by these
totals.

Some multipurpose societies open amembers' trade ledger in which separate pages

are kept for each member. Members’ trade with each section of the business is recorded
in this ledger. The details from the trade receipt are posted to the page of this ledger
for the member concerned soon after the transaction has been completed. Then at

the end of each financial period the entries in the columns of the members’ trade ledger
are added up to give the total trade of each member with each section of the business.
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These totals will be used to calculate and distribute any bonus due on each class of trade.
Headings for the pages of the members’ trade ledger can be ruled as follows:

MeEMDEI'S NAM B . it Share no:
Date Receipt Produce Farm inputs Consumer
no. goods
Quantity Value Quantity Value Value
Totals

To enable members to keep a personal record of their trade with the society their pass-
books can contain pages ruled in the same way. Then besides showing the share and
deposit transactions the pass-books can be entered to show all trade transactions as well.

3.5 Register of members

The law and the by-laws should be checked and their terms followed for the keeping of the
register of members. The manual should contain the procedures for the control of this
record. The register could consist of the completed membership application cards filed in
asecure box in surname alphabetical order. These cards would show:

— Name and address of member

Membership number

Age and occupation of member

Date of admission

Name and address of nominee, or next of kin.

3.6 Withdrawals from membership

All applications for withdrawal should be made in accordance with the by-laws. The
procedure for processing these, including those made in respect of a deceased member,
should be shown in the operating manual as well as in the society’s book-keeping manual.

3.7 Suggestions and complaints

Members will attend the general meetings at which they will have the opportunity to
make suggestions, and sometimes complaints, concerning the affairs of their society.
However, members might also have suggestions, or complaints, requiring urgent
attention during the course of trading with the society. Members can discuss these with
the manager. Alternatively, a book for the use of members could be kept in a prominent
part of the store. Such asuggestion book could be used by the members having
suggestions, or complaints (see S1 1). The manager can then take the appropriate action
on these.

The manual should indicate the procedure to be followed when suggestions or complaints
are received from members.
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3.8 Loans to members

Provision should be made in the operating manuals of multipurpose societies for the
procedures to be followed in providing loans to members, if these are granted. It
could be that most of the members of these types of societies are subsistence farmers.
To increase their monetary income and improve their standard of living they need to
increase production. The agricultural advisers will encourage the use of farm inputs,
such as selected seeds and fertiliser.

The members may need loans to finance the purchase of inputs and to carry them over
the period between planting and the receipt of the income from the sale of produce.
The society could encourage them to build up their own funds by saving some of their
income from the sale of produce, in their share or deposit accounts. However, the
need for loans would remain.

The procedures operating within a society depend upon the source of loans to members.
In some cases a society could act as an agent for some central or district agricultural
financing organisation and only be involved in sending completed loan application
forms from members direct to this organisation.

However, because of the personal contact and involvement of members with their own
society a more typical situation is that the society obtains a block loan and in turn
provides loans to approved members. In this case the operating manual needs to
provide for the following, in line with the by-laws of the society and any conditions
made by the body advancing the block loan:

— Loan application procedure and forms (see S12)

— Considerations for determining whether to accept or reject applications (see S13)
— Loan agreement rules and forms (see S14)

— Authorisation of advance of loan — in farm inputs as far as possible (see SJ5).
The examples given on loans and loan procedures refer to a particular scheme in a

particular country. Even if there were special conditions in this case the examples are
still a useful guide.
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EXAMPLE OF RULES ON INTEREST DISTRIBUTION

RULES FOR CALCULATION AND DISTRIBUTION OF INTEREST ON SHARES

XYZ Society

Before the frral acoounts and balance dest are conpleted the book—keeper hes 1o
adzice the commirttee on the rate of intarest they aould recoomend.- Thisrate Btobe
calailatd as Tollons:

1 From tte dares acoount ntte main lecber tte lonest balances during eech of
tre 13 week periacs of the firercial year shoulld be edoacted.
2 These four balaass are added toetter.
3 This total sdivaidd by four 1o produce tte lonest aerage balance on daresteld
througout tre year.
4 The amount of ret suplus recuiired D distribie an Naestac tterate of 1% B
calailatd by dividirg tte lonest aerace balance by 1300
5 The amount of ret suplus acaildble o distribte tte niaest sBthadivided by
the amount required 1o distrilute a 1% intarest. This produces the raisof nierest
which aould be recomended.-
Example: $22 available for interest
1 Lonest balances duriing g arters: $
Axil 1-Jue 0 420
July 1 —Sept 0 680
Oct 1 -Dec 3l 340

Jnl -Mar 3L 760
Toal $2200

2 Toal $2200

3 Aerage I()/\estbzalla’!:e=ZEE =

$650

4 Amount recuired for 1% mniaest — 100 =95

rplus aaikble fTor inarest

5 Rate fo Pe recommended - - =
Amount recuiired to distribute 1%
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After the amual gareral mesting, when the members heve agresd on tte rate of
interest 1o be distributed, tteamount of tarest fareach member shauld be
alailated as Tollons:

1 The irdivid.al acoounts far eech member kept intre dare lebar are examined
one by ae. The lonest alances held Tareach aoplete garter are it

2 The balanoes are addd.

3 Thistotal sdividad by far. This producss the aerae Feld far ttecaoplete  year.

4 Thisaerage smulapliad by the rate of Niaest

5 ThistoEl sthen divided by 100 1 produce the amount of interestfar tret
member .

$

Example 1 Lonesthalacs Ail 1 -Jue 30 10
July1l -Sgpt30 10

Cctl -Dec3 30

Jnl -Mar3L 50

2 Total $100

3 A.eragereldfcryear@=325
4 25 x4%= 100

100
5 1
100 $

Book-keeping entries

The entries 1o the dare lecoar willl be made when the calaulation of interest fareadh
aocoount saopleted. A Tietwill be made of tre=e ntarest e tries. These walll be
added 1o produce the total nerest distributed. The etries 1 be made  into tre
working ledger, and next firan tteworking lecber to ttemain ledger aes

DR supihusCR daeswith tte toal rasst

The interestwill be distributed 1o tte members by aadit 1o trelr dare acoounts.
Later the members will be regLested 1o briirg in teir dare books faradit. The
atries inttese for inarest shauld then be mede.
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EXAMPLE OF SUGGESTION BOOK FOR MEMBERS

SUGGEST ION BOOK

XYZ Society
Date Name of member Suggestion or Reply ofmanager Date
complaint
24/ JGrouch Why sttere The recant flaoks 3.4.75
no breed flar celayed celnay.
nstodk? This seqect=d
next week —samyt
3476 IM Happy 1. ost thet Thank you Toryour 4.4.76
you =i sgestion. This B
bigcles being aosidered by
the commirtee.
1 hope for some

good nenws som.
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EXAMPLE OF LOAN APPLICATION PROCEDURES AND FORMS

APPLICATIONS FOR LOANS
XYZ Society

1 Este dity of tte member, who reguires a lcen fram this soaety, to suonit a laen
gplicatian on the presaribed form. The form Battaded and sseif~eplasatay with
the exogption of a few sectiaos, Tarwhich the folloming diarification sgnan:
Section 6
The gplicait with the assistanee of the aadiit s parvisor or agriaiiiural edtarsian
officar gines cetails of the \vallue oF agos whiich he hes solld throuch the socaaety
dring tre Bt three yaas.

Section 7

The gylicatgnescatails of tre Iputs he used lEsbyear.

Section 8

Under section 8 e gplicant irdicates his agp progranme, and estinates the
Inuts he reguares.

Section 9

This willl show the estimated production of the next ap sseem, ad indicates tte
gplicait Sahility 1o repay the requiirad laen.

Section 10

In this ssction the agriauliural exdtarsion officer or aadiit 9 ervisor gines ramarks
on the gplicaitSag programe ad the estanated productiaon of the next seesm.
It sBinportant far the extasian officar to dhedk whether the ap programe B
raalisticor not and withiin the gplicat Saoillity to adiee-

The applications will be submitted to the committee at their next meeting. Their
decision will be passed to the member by the manager.

2 Loans g4l be grated far ssesoral agriauitural procuctive purposes anly.

3 The laan periad Bone a ssesm. ltslats fram the tine of plaughing and ends at
the tine of argp payment.

4 Loans will be given nkind anly.

5 Loans will be garateed by two fellovmembers within the sare society and seared
by the lcoeree Sam.

6 Member pays ntaest at the rate of 7 .5% par annum 1o the sooiety.

7 A minimum lcen amountt may be fived by the society Scomittee. The maximum
amount of a lcen B 100% of the Input needs of an irdivadLall member. This should
not honever, exosed 50% of the vallue of his produce celinered intte previa s year.

8 Loans to any irdivadal member shoulld not exaesd 5% of the total fuds aailble
for leding within the sooiety.
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CONFIDENTIAL

LOAN APPLICATION FORM

XYZ CO-OPERATIVE SOCIETY LTD

1 hereby goply Tara lcen besed on the follovirg infarmataan:

IMYyNEME B ccccccaccccccccccccacaan- 2 My membershipro. isc.......

6 Value of tte agos 1 have solld throuch the saiety during the st ttvee years:

number of begs sold

_ alLe n
year/periad $
maize gouduts others
a 19
b 19 ___.
c19 ___ =
d Total sold during tte kst
treeyeas@+b+ 0
e Asrrage olddrigtie
Ettheyeas @)
3
7 Inputsused Bsryear:
it lgeat/Anits 2 e per it vallens$ A x2)
Sed kg
B=al atalia podets
Topdress fatilar podets
Chamicals kg
Ovtractor hire hours

Total valLe:
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8 Details of my crop programme for the next season:

name inputs needed in units and $
of  hectares
crop seeds fertilizer . ox/tractor
chanicals hire
basal topdress

kg $ pckt $ pckt $ kg $ hous $

Total

9 My eqpected production from the above agp programe:

mreofap lhedaes 2egAa 3Ellenest 4piceparkey
ks @)
X - X =
X = X =
X = X =
Adoed ol &
10 Godrtias il
allavedadteladprgaly oo .
b lhaewinterplogedtefelds. - ...
c lThave usd the recommended plat@rg Speoe. oo oo cooooeeaoo oot
d 1have done teweedirgwell . ..
e lThae folloxaed pest atrol recomendations_ ..o . . __
T Ihave practlissd arop roEmON . - - - oo oo ieieaoo
g lhawe attaded aone-day course arvargd by agrialturedept -
Qradint s pervisor Scoments:

total

input

costs
$

5uoeheke
nsEDH

39



11 1have the follovrg otter laas:

1 heve borroned 1have used amount n$ chte far
from te loen for repayment

12 1offer tre yield fram the above a programe as a saaurity for this lan.
Moreover the folloving members of this sciety heve egreed togarantee tte

Garamtor SNAE. oo i e e cccmmmmm—m——aa Member no ....
QEaramor SNAaME:. C oo e e ccmccemmmemama- Memberno ....
13 Airal gplicataan To be filled by the Society
1 the loan asked for 2 credit supervisor’s 3 the board’s decision

recommendations

item quantity value quantity value quantity value
$ $ $
Seed kg kg kg
Basal pckt pckt pckt
Topdress
k k
fertilizer pekt pekt pekt
Chemicals kg kg kg
Qx/tractor hours hours hours
hire
Total $ Total $ Total $
Comments 1o tte commitee Sdacisian:
14 .
My signature
15 Y A o .S I

Today’s date s
Chairman’s signature

Society manager’s signature
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S13

EXAMPLE OF MEMO ON ACCEPTANCE OF LOAN APPLICATIONS

Gosidcaratias far determining acogptance or rejaction of leen gplicatics

XYZ Scxciety
An gplicat nust:
@ beamerber;
OO beaaditvorty;
© be aleto repay otter kaas;
@ havearigtote ladte lceen sBgplicd fa;
©® bealest 16 yearsold;
@ bewvell known to the committee menbers;

@)
(@)

®

be loal 1o the society and delivar his produce to the sodiety;
atterd the agriauitural departrent Sae-cay aurse;

agree 1o follow the production edvice dotained fram tte asdit 9 pervisor oar
ariaiitural extarsion officer-
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S14

EXAMPLE OF LOAN AGREEMENT RULES AND FORMS

Loan agrearents: XYZ Sxciety

The lcen agreenent, acopy ofwhich Battaded, sl be siged by three diffarat
cGategries of paple:

—tte borroner

—ttre garantors ad

—the Witresses.

None of thoee can act nadal Ggecity on the sare lcen agrearent. The borroner
alae hes got tte ndtt o racene tte lon. He also hes tte resosibiliity fTor
utlisag the leen nteway idicated n te leen gplication. He hes sole
resosibility Tar repayment of tte lcen as lag ashe BcEble of doing <.

The garantors are regaasible far repayment of the lcen anlly 1fthe borroner hes
Tailed o rgay. Pleese note ttat tte borroner does not have 1o be declared
berkaypt, hut the mere fact thet he hes ot paid his len, when doe, costitutes tte
rndit for the scciety © wmnm o tre garantors far repayrent.

The witres=es have oot no otter resaorsibillity then to aafy tat tte parsas, who
siged asaborroner ar ssgaatas, ae the aes, whose nares gogpoear ntte leen
agagrant. They also cartafy that they have eplainsd the aontants of the agrearent
1O tte borroner and garantors na laguege they uterstad.

A witress shaulld ot be amember of the caommirtte or the manager of the saoety/.

From apractical point of view, it sadvisssble to cll dll loaress and treir
garantors 1o the sciety at a cartain cate for sigirg e leen agreaatts. The
ety manager auld then eplain to dlil lceress and g arantors at the sare tine
tre reqosihility they udertake by sigiirg tre lcen agregrent.

After the agrearent hes been sigad itwilll be safely filed at the office of e

soiety. The advance o f loan form will be prepared mtridlicate. The tp oopy B
iss.ed o the merber, the middle copy Bsatt to tte market 9 pervisor concermed

ad te bottom copy ramains at the office.
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CONFIDENTIAL

LOAN AGREEMENT AGREEMENT NUMBER: .
BLOCK CREDIT SCHEME MEMBERSH 1P NUMBER :
| [ oo memmm agevraeEnesalenfron oL
(name nblodk Htas)
Co-grarative Soci L tesum oF S oo (e e
Sciety Ltd. the sun of $ C O 5

lagee repay tislenby - /- 19.___. Hogetter withintaest
adteraeof....% ayar. Thusttetoalof tepaoial $-.- ...
adtertaest$.. ... willbe S .

IF1 &l to rgay by tteabove date, lagee topay 10% intasstayear tll
tewhole amount Braaid.

lagee © celina o tte society dll my produce nwhich the sciety B
celirg-

This laen plius tre Narest asvell as any old lcen owed byme 1o the society
may be rgoaid by deductians fram any paymants due tome by the sooiety.
1 aofam that the meaniing of this lcen agrearent hes been eplained t©
01 o T and ttet 1 heve uderstood itad tret |

Qarators: e, the uthrsiged, agee 1o be jointly resoasible far repayirng
te tolal anount due 1o the soasety by tte borroner, ifhe Ak to rgay
wiithin the tame the laen becomes due and rgayeble.

Dates .. Dates o eieaao--
Sig|tre: oo SIgERUNe: - e iiaa-s
Name: . _-o-_. Name: . . .__-_.
(Inblok EHias) (Inblok EHI|aS)

13 Witres=es: We aartiify thet tte meaniing of this lcen agreament arnd this

garatee hes been eplained by us 1o tte borroner ad tte garators

in) _________ ad tat they have uderstod itard heve

siged tre laen agreenent and tte guarantee ttersehes.

Sig|lre: o o_. SIg|lYe: o o-.
T e mmmeaa- AME = o

(nblok kEttas) Name: (inblok Eas)



14 Siged on bdalfof tte Society

Date: v eeeae

Society stanp
Chairmen”™s sigature

Society Verneger ™s sigature
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EXAMPLE OF AUTHORISATION OF ADVANCE OF LOANS

ADVANCE OF LOAN No -__._.
1 From:z i icieeca-. Co-gqeerative Sciety Ltd
2 TOz Mr/MrS/MIESS . - o e icimieeece
3 AN ESS. el

4 Merbershipnurber: - ..
5 Naticsal repsstrationcadnurber: o oo ...

6 We hereby auttorise you 1o raeie the folloving from our socoiety-

loan granted loan received
item total total units value date signature
units value
Seed kg $ kg $
Basal fertilizer pckt $ pckt $
TID fertilizer pckt $ pckt $
Chemicals kg $ kg %
Ox/tractor hire h $ h $
Total $ $
7 Thisautorisstion snalduntall oo, ... 19 oo

8 Note: This acopy should be taken by you 1o the soaiety market place ad tre uts
allected by the above dte.

Chairman’s signature Society manager’s signature
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Book-keeping

4.1 Book-keeping manual

4.2 Systems

4.3 Controls

4.4 Final accounts and audits



4 Bodk-lkeepm

Book-keeping is the discipline of correctly recording the financial transactions of a
business so that its true state can be readily revealed. An efficient book-keeping system,
properly operated, is an aid to management. This section should include a copy of the
book-keeping manual in which Systems, Controls and Final accounts and Audit
preparations should be explained. Each of these are discussed below:

4.1 Book-keeping manual

The law and the by-laws will indicate the books and records which will be required to
be kept in the society. The actual book-keeping system will depend upon local needs
and conditions. However, whatever the system the following essential information
should be revealed without undue delay and expense:

a How much the society owes. These are the funds being used and are the liabilities
of the society.

b How much the society owns. These are the uses being made of the funds and are the
assets.

¢ Whether the society has financial stability and is able to pay its debts as they are
demanded.

d Whether the society is operating efficiently by covering expenditure from income
and earning anet surplus.

The book-keeping system adopted by the society should be contained in a book-keeping
manual. A copy of this should form part of the operating manual in use in the society.

An example is not included in this guide because that would be outside the scope of this
publication. Readers from societies which do not have an adopted system are
recommended to obtain copies of book-keeping and accounting manuals available from
CEMAS (see page ii of this guide). These manuals outline a system of book-keeping in
which the traditional cash book and journals are replaced by a working ledger kept in a
columnar form. Readers may find that this system could meet the particular requirements
of their society.

4.2 Systems

The procedures for the recording of all types of financial transactions involving the
society should be shown in the society’s book-keeping manual. The financial
transactions of the society will be recorded by the use of forms and receipts. From these
original records the ledgers will be posted. These ledgers will be balanced at frequent
intervals so that information essential to the proper managerial direction and control of
the society is revealed. The activities of the society will determine the best system with
which to record and help control these activities.
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4.3 Controls

The information which should be obtained from the book-keeping records for the use
of management include:

a Trial balances showing the balances of all accounts at the end of every month

b Details and statistics on the income, expenditure and surplus

o

Details of payments due and funds available
d Stock levels

e Actual results to be compared with forecasts in the budget.

The books should be kept up to date so that information can be quickly extracted and
used.

4.4 Final accounts and audits

The book-keeping manual in use should indicate the procedures to be followed for the
prompt preparation of the final accounts and balance sheet, ready for audit and
presentation to the members. A typical work programme for this preparation could be
as follows:

Two weeks before the end of financial year
— Arrange stock taking

— Arrange dates for audit.

Last day of financial year

— Count, list and value unsold stocks for re-sale

Check inventories of property including fixtures

Count and check all cash on hand

Rule off goods received books.

During first two weeks of new financial year

Prepare bank reconciliation statement

Check suppliers’ statements

Calculate adjustments (expenses, purchases, depreciation)

Close books and balance

Prepare trial balance.

During third and fourth weeks of new financial year

— Total and list members’ trade with society
— Draft final accounts and balance sheet

— Draft annual report.
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During fifth and sixth weeks of new financial year

— Audit undertaken and completed
— Pass-books of members checked by auditors

— Committee considers draft and decides on presentation of annual report and
accounts.

During seventh and eighth weeks of new financial year

— Annual report and accounts duplicated or printed

— Notice given of annual general meeting.

During the next four weeks

— Annual reports and accounts distributed to members
— Annual general meeting held

— Report on the meeting given to newspapers or radio as a news item.

Within two weeks of annual general meeting

— Surplus allocated as resolved by members

— Interest and bonus calculated and distributed.
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Braigets

The annual budget is a forecast of what the committee hopes to achieve from its
management of the society. During the year the actual results achieved can be
measured against the forecasted results and any variances will reveal the need for
managerial action. The operating manual should provide for the Operating budget,
Cash budget and Comparisons and controls. Each of these is discussed below.
Budgeting consumer societies and Budgeting in multipurpose co-operative societies
are also discussed.

5.1 Operating budget

The operating budget is prepared as part one of the annual budget. This part contains
the estimated income and expenditure of the year to which the budget relates. Each
activity and section of the society would be separately considered and their
contribution to the overall results would be forecasted. These forecasts would be based
on past performances and probable future circumstances. The operating budget

should contain realistic projections of income and levels of expenditure. The committee
would be responsible for the presentation of the budget to the members but the
manager would undertake most of the preparation of the budget. This should be
undertaken and completed, as far as possible, before the start of the financial period to
which the budget relates. Generally, the period for which the budget is prepared is a
complete financial year. However, to provide for comparisons to be made between
actual results and forecasted results, the estimates for each month, or quarter, making
up the complete year, could be separately shown.

The operating manual should contain rules to be followed in the preparation of the
budget, plus a copy of the current budget.

5.2 Cash budget

The cash budget forms part two of the annual budget. It should be related to the
operating budget to show the financing of the activities forecasted. It would contain
forecasts of the flow of cash into and out of the society. These could reveal periods when
it will be necessary to seek further funds to finance the forecasted activities or when
funds not being used may need to be invested (see S16). This part of the annual budget
is usually prepared, and controlled, for short periods within the financial year, — every
month or every quarter.

5.3 Comparisons and controls

Details of the financial transactions should be posted up to date in the books and

ledgers of the society. At the end of every month the books and ledgers should be ruled
off and balances extracted on a trial balance. At the end of every quarter, this information
could then be used to prepare interim accounts to be compared with the forecasts made
within the budget. Variances would be revealed and the reasons for these could be
ascertained and examined. The budget for the remaining part of the financial year might
then have to be changed in the light of actual conditions. Where defects in the operations
of the society were revealed appropriate managerial action would be taken to correct these.

53



Within the budget, target levels of performance would have been set. The actual
performance of the activities of the society would be compared as they were revealed.
These targets and comparisons could include:

Trade: For each member and each employee

Gross surplus: Comparisons with gross surplus anticipated from the mark-ups used
Expenses: Comparisons with targets set as percentages of trade
Net surplus:  Targets set to enable provisions to be made

Stocks: Target stock levels based on trade

Cash flows: Funds available to meet debts.

The operating manual should contain details of the targets set within the society.

5.4 Budgeting in consumer co-operative societies

The Operating budget for a consumer society could be prepared in the way shown on S17.
This operating budget is compiled on a quarterly basis. The forecasts are accumulated

into totals to date for months 1-3, 1-6, 1-9 and 1-12 of the financial year. The books

of account are balanced monthly. At the end of every three months interim accounts

are prepared and the actual results revealed are compared with the forecasts.

A cash budget would be prepared on aform to indicate the sources of the finance for the
forecasted operations. This would be similar to the form shown on S16.

The following matters should be considered when preparing an operating budget. Notes
similar to those below could be included in the society operating manual as a guide for
the manager.

Efficiency and net surplus

A co-operative consumer society is a business enterprise which has to pay its own way
and so has to be efficient. All targets must be considered while keeping in mind the need
to make a net surplus.

Income

The sales provide the biggest income to the society. It is therefore the very first item to
estimate in budgeting. The following questions should be considered:

1 What part of the total sales in your area do you obtain?
2 Are all the members active? If not, why not?

3 Has the population in your area gone up? If so, did you get your share of the new
trade?

4 Was there an increase on last year’s sales? Was the increase big enough?
5 Are societies similar to yours doing better? Why?

Is it possible to improve the customer service in such a way that it will attract more
sales?
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Gross surplus

Gross surplus is the main income from which expenses have to be covered. It is
earned by marking-up (pricing) the goods we are selling. The most important questions
to be considered are:

1 What gross surplus should our pricing provide?

2 What was it last year?

3 What are the societies similar to us earning?

4 Was the gross surplus high enough to cover all expenses? If not, why not?

5 Isit possible to improve the gross surplus and how?

Expenses

Societies have two kinds of expenses: cash and non-cash. Cash expenses are the expenses
which the society has to pay to outsiders, — wages, interest, rent, and so on. Non-cash
expenses are depreciations and are internal transactions. A common way to group cash
expenses is:

— Wages
Rent

Interest

Other (electricity, water, cleaning, stationery, etc).

If any of these expenses form a substantial group they should be shown under a
separate heading.

Wages

Questions for consideration in estimating wages are:

1 What were the wages as a percentage of sales last year?

2 How were they in societies similar to us?

3 What were the sales per employee last year?

4 s it possible to improve work efficiency in the shop, and how?
5

If the wages were too high compared to sales or gross surplus last year, how to improve
them?

6 What proportion of the gross surplus can be used for the wages?

Rent

Rent is usually fixed by an agreement between the tenant and the landlord and so the
rent is afixed expense, but even so it must be evaluated.

Questions for consideration:

1 Isthe rented building used properly trying to get the highest possible sales out of it?

2 What are the sales per square metre? Is it possible to increase it? is it possible to make
the same sales using smaller buildings?

Where the premises are owned by the society, all expenses concerning the premises can
be shown under a separate heading Property expenses.
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Interest

Societies are paying interest for the loans and at times to creditors for exceeding credit
limits. Where interest expenses are a major item they should be grouped separately.
Questions for consideration:

1 What are the society’s liabilities?

2 What are the assets in which the society’s money is invested?

3 If the society is in debt, are the loans the cheapest possible?

4 If the society has surplus money, is the money invested in a profitable way?

Other expenses

Other expenses should be analysed and estimated.
Questions for consideration:

1 What were other expenses last year?
2 Were they too much?

3 Is it possible to control and train the staff to save on these other expenses?

Depreciations

Depreciations are non-cash expenses. Briefly, it means that the book value of fixed
assets including buildings and fixtures, owned by the society, is reduced yearly taking
into consideration the average useful life of the property (eg buildings 10% and
fixtures 20% in a year).

Questions for consideration are:

1 What percentages are used at present for depreciating?

2 Isthere any plan to obtain more fixed assets and if so, is it possible to depreciate
them, still making a net surplus?

3 Are the buildings and fixtures used in such a way that they last as long as possible?

4 Do the buildings and fixtures need any improvements or repairs during the year? If
so, does it increase the value of the fixed assets or not?

Net surplus or net loss

After estimating all the expenses and income it is easy to see the estimated net surplus
or loss. Subtract the expenses from the gross surplus to obtain the net surplus. But if the
expenses are bigger than the gross surplus subtract the gross surplus from the total
expenses. This will give a net loss.

Questions for consideration are:

1 If the result is a net loss, how can targets be changed so that a net surplus would be
achieved? What steps should be taken?

2 If the result is a net surplus, is it big enough or too big? How is it in societies simi'ar
to yours?

Responsibilities o f the manager
1 Prepare the budget

2 Explain it to the committee

3 Follow the budget as far as possible.

56



5.5 Budgeting in multipurpose co-operative societies

The forms shown on SI 6, S18, S19 could be used in the operating manual of a
multipurpose agricultural co-operative society. The income in this type of society is
earned from several sources. Therefore separate forecasts are required to be made of
the commissions on the sale of produce from members and the income from the sale
of farm inputs, or consumer goods, to members. The operating budget has been
prepared for a whole financial year. In view of the variation of the activities of this
type of society as the seasons change, comparisons between actual and forecasted
results should preferably be made after the end of each season, ie after planting and
after harvesting (see S 18 and 19). (Some of the matters outlined under 5.4 also apply
to multipurpose society budgets.)

A cash budget is prepared to indicate the source of funds required to finance the
forecasted operations. In this type of society particular attention would be given to the
forecasts of cash flow, in view of the delay between the expenses of planting and the
income from harvested produce (see S16).
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S16

EXAMPLE OF FORM FOR CASH BUDGET

XY Z Multapurpose Co-goarative Society
CASH BUDGET faraperiad ending

$ $

Funds available brought forward:
Cash nhad
Cash et bank
Sort term inestments

Total

Add:

Cotributias —dares
cqosits

Trade incore GElesda)

Produce processcs raenad

Inestrents withdrann

Loans 1o society

Members T1can repaynents

TOTALS D

Less:
Withdranals —dares
dqosits
Payments to sypliars
Produce payments to merbers
Cash eqases
Copital eqpaditure (new foed assets)
Inestrents deposited
Society loars rgmid
Members Toas advanoed

TOTALS @

Funds available carried forward @ minus &)



S17

EXAMPLE OF OPERATING BUDGET FORM
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S18

EXAMPLE OF FORM FOR ESTIMATE OF PRODUCE AND FARM INPUTS

ESTIMATE OF PRODUCE
far firaaial year ending.- - -

XYZ Multipurpose Society

MAIZE GROUNDNUTS OTHER
MARKET actual estimate actual actual estimate actual actual estimate actual
PLACES last this this last. this this last this this
year year year year year year year year year
1
2
3
4
5
6
7
8
TOTALS
ESTIMATE OF FARM INPUTS
for financial year ending............
FERTILIZER SEEDS OTHER
MARKET actual estimate actual actual estimate actual actual estimate actual
PLACES last this this last this this last this this
year year year year year year year year year
1
2
3
4
5
6
7
8
TOTALS
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S19

EXAMPLE OF FORM FOR OPERATING BUDGET

XYZ Muktipurpose Co-goerative Society
ANNUAL OPERAT ING BUDGET forfiracial year ending-----

Bogpt  Actal
$ $

INCOME
Commissions:
number of begs X rate per beg
Maize
Groundnuts
Other

TOTALS

Gross surplus:
amount of sales X rate of grass suplius
Faralizr
Sexks
Other

TOTALS

TOTAL INCOME

LESS EXPENDITURE
Wages: Maneger
Other staft
Proarty eqoansss
Other eqarsss
Depreciation: Land and buildings
Pxdures and itk gs
BEouipment
TOTAL EXPENDITURE

BALANCE NET SURPLUS

ALLOCATIONS OF NET SURPL US
Resanve fud
Education fud
Intarsst on dares
Bonus on trace
BALANCE CARRIED FORWARD
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6 Fixed assets

To provide the goods and services required by the members, the society needs

buildings, and such assets as scales, counters, shelves, office table and chairs, a filing
cabinet, a safe and a cash register. These are the fixed assets of the business. They are
the assets held to help the society earn income and are not held for the purpose of
resale. These assets will not all be needed to start the business but will be acquired as the
trade expands. An operating manual should contain details of the Inventory and
depreciation record, Insurance, Use of buildings and equipment and Care of fixed assets.
Each of these is discussed below.

6.1 Inventory and depreciation record

The operating manual should contain a copy of the inventory of the fixed assets. The
inventory lists the fixed assets showing their details and date of purchase. Details of the
purchase or disposal of fixed assets would be posted from the book-keeping records of
the society to this inventory. From time to time during the financial year the manager
should check the physical fixed assets against their details in the inventory. S20 shows

a fixed assets inventory combined with a schedule of depreciation. This inventory could
also be kept on a card system with a separate card for each item. A summary of the cards
could be kept in the operating manual.

Depreciation means the internal charges which are made in the accounts of the society

in order to allocate the purchase price of a fixed asset over its years of useful working

life. The methods and annual rates of depreciation used in a society should be described in
the book-keeping manual.

6.2 Insurance

The property of the society, including the cash and stocks of goods, runs the risk of
being destroyed or damaged. By paying premiums to insurance companies for insurance
policies some of these risks can be covered. The operating manual should contain a
schedule of insurance policies held by the society together with details of the procedure
to be followed and the forms to be used in the event of aclaim. These policies should be
reviewed at least once a year, when their premiums are due, to ensure that the

present day replacement value of the assets is covered, rather than their original cost.

6.3 Use of buildings and equipment

The fixed assets represent funds of the society and should be used carefully and
efficiently. In the case of the buildings, maximum use should be made of the space
available. In consumer stores the layouts should be planned to achieve maximum sales.
An example of rules for shop layout in consumer shops is shown in S21. In multipurpose
society buildings the layouts should provide for the maximum storage and protection of
the farm inputs and produce (see S37). The details of the legal requirements on public
safety and health should also be kept in this section of the operating manual.

The procedures recommended by the manufacturers for the use and maintenance of
equipment in the society should be followed. Such recommendations should be kept in
the operating manual.
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6.4 Care of fixed assets

Instructions in the operating manual should provide for the regular inspection and
repair of the fixed assets by the manager. Wear and tear should be reported to the
committee and prompt action taken to correct any defects. In particular attention must
be given to the buildings before any rainy season begins. The building, floors and
equipment should be kept clean to help control pests. The scales should be checked as
often as possible. Any laws or instructions from the Office of Weights and Measures
should be followed and copies of these should be kept in the operating manual.

The instructions from the committee on care and security of property should be kept
in this part of the operating manual. These instructions will include rules for securing the
building at the close of business each working day.

Cash and books, for example, should be secure in the safe and all doors should be locked.
Water taps and lights must be turned off.
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S20

EXAMPLE OF INVENTORY AND DEPRECIATION RECORD
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S21

EXAMPLE OF RULES FOR SHOP LAYOUT

GUIDANCE ON SHOP LAYOUT INCONSUMER SHOPS
Issedby: XYZ Go-goerative Union

1 Shop layaut sthe arragerent of fodues, equiprent and nerderdise
within tte stae.

Aims ofshop layout

— The layaut must provice far aonvenient service 1o the astorers.

—Itnust help N inaessirg sses, therdoy Imaessirg suplLs.

—itrmust fadlitate ratical working goeratias and make work aonvenient.
2 Planning shop layout

Assuming that aluilding Breedy and sifficiet soace saasikble, tte fast

==k Bt estnate tte gace for tte g ass, resene stae, offie, ac.

Where lag distaess ae inohead, casing trargoort prablens at tnes, the

recommended ratio 560% of the oAl scace far tte sdllsrgaaaand 40% faor
te rest

3 Counter service

A layaut faracounter service shop sBrormal ly auite sinple. It B inportant
o remenber thet artides are grouped prgoerly. Non—food and foodHlires must

be sgarated and both Iresgrouped nsuch avay that related artides are rnear
eech atter. In arter t© adchieve a good work efficiavy fastesdllng rtens should be dice
O tte astoEers, ad the counter about ane metre fran tre delhes. A place Tar
the caeh regester Shauld be arranged nsudh away et a kind of retural way—in
ad way-out willl be achiead.

4 Self-service
A layaut faraself-service shop or supermarket needs careful plamirg.-
Normal 1y itneseds 1o be done by a geecElst. Many fixture-neking companies
have a layaut ssrvicee whiidh may be used ntte eee of supemarkets. Ina
selifFsavace shop or sypemarket:
—6Groups of similar artadies shauld ke digplayed together (g reed, cales ntte

sare pla).
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—Cash dedk-auts shoulld ot reder custoners Movemrents diffialitbut,
on tte otter hard, they sauld be located nsuch avay ttat astorers
are eble to go aut oy through caeh ded<auts.
—SHllig diglay Bwery inportant. Qustorers seenost ey the goods which
area littkebelor eeled. Therefore vatacal diglay tas to faalitae shes.
—6oods shauld be arvaged msuch avay thet ausstorers are aanpeellled to
move roud dl, ar at kesstnost, of tte gatblas. ltmeans trat everychy
atides shauld be located dll aroud the sypemarket.
—Mass goods shauld be located ntte placss where goods can be moved
esily ad =0 sae ldoour eqgpasess.

5 Where to get help
Plaming tte shop layout 50 inportant et ki sadvissble to sask the elp

of ageEdaliist on shop Iayaut wherever possiblle. Your co-goeratinve unian
ar co-gearatave officaswll Felp you 1© dotain the best advice aaikole.
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7 Purchases

The consumer society sells consumer goods to members. The multipurpose society sells
farm inputs and sometimes consumer goods. It assists the members to obtain the best
prices for their produce. The operating manual should contain details of the procedures
for ordering, receiving and storing items for resale and the produce of members. Examples
are shown of the procedures which could be in operation in two types of societies —
Consumer co-operative societies and Multipurpose co-operative societies. Each is
discussed below.

7.1 Consumer co-operative societies

Purchasing of goods is by far the most important function of a consumer co-operative
society. It is a specialised activity and it should be done with careful planning and by an
experienced person. Within a co-operative movement the societies could join together
within a union to consolidate their purchasing power to obtain the advantages of bulk
buying.

The buyer must know:

— The requirements of the customers

— The demand at a given time/season

— The normal sales

— The quantity and the price range demanded by the customers
— The suppliers

— How to bargain and negotiate

— The funds available for purchases.

Goods wanted book

The purpose of the goods wanted book (see S22) is to serve as a notebook for the items
that are to be ordered. The manager should train assistants to mark items in the goods
wanted book when the stock has gone down to a certain level which can be called the
alarm limit. We can say that goods have reached the alarm limit when there is just
sufficient stock to cover customers’ demands until the new stock arrives.

Ordering goods

Any procedures established by the Union should be followed. The following sections
outline the basic steps of any purchasing system.

Where goods are ordered by the society the order is made out in duplicate and signed
by the manager on the printed order forms used by the society (see S22). When the
manager has completed and signed the form, the top copy is sent to the supplier and
the bottom copy retained in the society.
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Receipt ofgoods

All goods should be received at the rear entrance of the store. They must be fully
checked against the delivery note which is sent by the supplier with the goods, and
with the bottom copy of the order from the society. Immediately the goods are
accepted their details are entered into agoods received book (see S22).

When the invoice is received from the supplier it is checked against the entry in the

goods received book. After acceptance of the invoice the manager enters the invoice
number, and the date of posting into the accounting records of the society, against

the entry in the goods received book.

Where, acredit is due because of damages, short delivery or incorrect pricing, it should
be claimed from the supplier immediately.

Storage ofgoods

In the retail business, goods should not be stocked for long periods. Quick selling items
should ideally form the bulk of the goods handled. During storage the goods are at risk;
there may be leakages and losses. Many such risks can be minimized by giving attention
to the following when storing goods:

— Good order

— Cleanliness

— Protection from direct sunshine and heat

— Protection against rain and moisture

— The rule: ‘First in — First out’

— Keeping rats, pests, insects out of store

— Careful handling of goods

— Removing broken and decayed items and other rubbishout of the store

— Keeping the store room closed and under strict controlagainst thieves.

7.2 Multipurpose co-operative societies

In these societies, with many different activities, it is convenient to present parts of the
operating manual according to the method outlined below:

a A separate section of the manual will be provided for each type of business
operation (see S23 Purchase of produce and S24 Purchase of farm inputs).
b The separate activities within each business operation will be outlined.

¢ These outlines will include the action to be taken and will indicate when the action
has to be taken.

d The staff can then refer to the appropriate pages within the manual, as particular
business operations occur, by using the index to be kept at the front of the operating
manual.
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EXAMPLE OF GOODS WANTED BOOK AND AN ORDER FORM

GOODS WANTED BOOK XYZ SOCIETY peoe Nno
cate desariiptdian of goods allam actial ater cate
It stok number ordered
ORDER FORM XYZ SOCIETY
From: XYZ Go-goerative Sxciety Ltd To: SQyplier
Address Address
ORDER FOR GOODS NO ...
Pleese celinar the folloving as soon as ossible
address (as above or a branch)
number of units cesxiiptian your catalay e catalag e/orcer It
number ast e
Siged: oL Qereger)---
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EXAMPLE OF GOODS RECEIVED BOOK

GOODS RECEIVED BOOK XYZ SOCIETY

date name of supplier  delivery quantity & description
received note of goods
number

76

total
cost
price

Page no
total invoice
selling  no and
price date



S23

EXAMPLES OF RULES FOR BUSINESS OPERATIONS IN A
MULTIPURPOSE SOCIETY

BUSINESS OPERATION :PURCHASE OF PRODUCE
XYZ Society

o

1 Esanmate of hervest

2 Ortering of marketing requiirarents
3 Weighing ad gradirg

4 Acoeptance of produce

5 Storae

1 Activity Estimate of harvest
Action reouired
The manager and his Siaff, N collsboration with tte agriculiural officasof e
aen, suld \isiteach member o that irdivid el estimates can be made of tteir
procuce.
These estanates shoulld ircliuck:
—hectares ofF eech ap

—eqected toal yield of eech ap-

From tre estinates made far eech member, the total estimated produce liely
1o be marketed through the society can be ascartaired. These totals should be
compared with eerlir Fenests.

Totals should be aailsbie at kst one month before exqpected hervestirg-
Hanest estimate form to be corpleted (&= pege &))-

2 Actavity Ordering of marketing requirements
Action recuired

The manager of the society arters the Tollovirg, besad on the estiimates made
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of the produce 1o be marketed through tte saiety — ssds, thire, regdies,
statiaery 1o record the goeratias ad provicss far the savicrg and dedkiing
of sl

Orters sat to gplias <0 et tte requireatts acaaildble befoe team B
1o be henvested.

Activity Weighing and grading o fproduce

Action required

Delinery  Members celinar-treir produce 1o the warehouse or aollectirg
placss of the soaiety. Produce shauld be inseds purdesed fram
the soolety or provided by the members.

Gradirng The manager shoulld have wiitten gradiing irstructias dotained
from the buyer, or agriauitural offiaas, and acoepted by the
aomittee. Produce suld be graded in Irewith these wiittien
stathads.

Weilching Each beg of produce shaulld be weighed and dll kbegs Sould
weich tte same eg 0 kg

Satchirg  The bags shauld be statded up by the staffof the sooiety.

Marking Where diffeatagss, or graces of tte same a, are beirng
aooepted the begs shauld be marked for sortiirg punposss.

Gollectian Produce aoogpted anay from the warehouse shauld be aolllected
&5 soon s ssiole-

Stacking Each group of produce shauld be steded sgarately nesily
auntable steds.

As soon a5 the agss are harvested on days agreed by the commirttee and rotafied
o the members.

Activity Acceptance ofproduce by the society

Action required

After the produce hes been graded, weighed and acospted, the member s iiss.ed
with anumbered receiptwhich gons:

—Name ofmember and dare nurber

—Besaiption, grace and number of begs produoed.



In such cassswhere thewholle payment, or apart payment, for the produce
Bmade on acogotarce, the receipt valll al=o show the unitvallue of tte begs ad
the amount of caeh paid 1o the member . The receipt far the produce willl be
siged on beralbfof the sooiety. ceeh said, the member will also sign e
receipt for e g

Receipts Tar the produce willl be isa.5d by the soocety when the produce B
aaopted. Receipts far cash paid to members willl be dotained by the sooiety
when the caeh Baid.

5 Actavaty Storage
Action required
The manager and staffshould cleen and rgair tre wvareouse. The begs of
produce shauld be sorted, and diffaret agos and grades be sgarately steded.
The bags suld be staded in cauntable piles on platfoms or rads faressy
dedkdiirg, aatrol and Ese. The warehouse shaulld be kept cleen ad the staffshould
Lee aurteblle irsscticicEs apirst s
As produce Baoogpted Into the warehouse the detaills sould be etered on e
produce stodk artrol s (& pece D)- Inurance cover shauld be arvaged.

During the marketing seesn.
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EXAMPLE OF HARVEST ESTIMATE FORM

XYZ Society
HARVEST ESTIMATE FORM 19..

S8 0 1= LY ol USSP Date:

NAME OF SHARE MAIZE GROUNDNUTS OTHER

MEMBER NO
hectares  begs lectaress bags lectarss  bas
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EXAMPLE OF RULES FOR BUSINESS OPERATION IN A
MULTIPURPOSE SOCIETY

BUSINESS OPERATION -PURCHASE OF FARM INPUTS
XYZ Scciety
Activities:
1 Estinates of g entities reiired and orcer
2 Receipt of irputs
3 Storage

1 Activity Estimates o f quantities required and order
Action to be taken

Manager and stafivaaitmembers 1o disass trelr recuirareits ad to-tde
ates. Members can alohand in tteiraders when vasitirg the pramises of e
saty. When lage tens are orderad tte member should be requiired 1o pay
aceh dgxsit

The manager decices on tre firdl ader. He then sads awitten order siged by
him to tte aplier.

Seacks ad fartilia-ghauld be orderad 1o be aailsble before the plantirg
s s. Other adars 1o be made as rauirad.

2 Actavity Receipt of inputs
Action tobe taken

As 1tans are receinad they should be dhedked agapirst: the retained copy of e
oter and wirth the celinery rote, as 1o gentity, gality and price.

When the 1tens are acopted, details of treir celinerywould be entered into a
goods received book After the rtens have been steded nttewardouse, treir
cetails should be entered into thefarm inputs stock control cards (Sa=peoge 9D)-

Inmediately when itars are raceinved by the society.



3 Actaavity Storage

82

Action to be taken

Sgarate parts of the warehouse shauld be pregparad far eech type of i
Bags suld be neatlly sted<ed in regular pilles far eese of coundirg.- The pllace
must be kept cleen and free from ireects and vermin. Seecs or fatiliaa-gallled
fram broken begs shoulld be sinept up Inmediiately and be dleared, bagoed up
and weighed agpin.

As soon as reEinad, and attarded to antinuously utall soldl



Trade

8.1 Trade planning and promotion
8.2 Pricing
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8Trade

The income of the society is earned from trade. The trading policies will be
determined by the committee in consultation with the members and the manager.

Where the society is a member of a co-operative union the procedures, and forms,
concerned with the business under this relationship should be included in the
operating manual.

The operating manual should also contain provisions for Trade planning and
promotions and Pricing. Each of these is discussed below.

8.1 Trade planning and promotion

Most consumer co-operatives could improve their performance by better sales
planning. Instead of merely distributing goods they should be more sales-conscious and
sales-orientated. Sales planning involves planning and organising the goods, staff, funds
and other resources so that the right goods arrive:

— in the right place
— at the right time
— at the right price.

Sales planning also includes sales promotions.

In the multipurpose society sales planning is more dependent on obtaining direct
information from the members on their input needs and estimates of their produce.

A sales plan should be made at least every half-year for the months of the following
half-year. Every month the plan should be checked and any alterations made. The sales
plan should contain at least one special item each week to improve sales (see S25).
Planning for trade in a multipurpose society, as previously indicated, will be related to
estimates of the harvest and the farm inputs required. Any sales plan prepared should
be kept in the operating manual so that the manager can organise the resources
involved in line with the plan.

If the sales plan Is made early enough it enables thenecessarypreparations to be made
in time. Details of these should be included in the operating manual(see S26).They could include
the following:

— Make proper adverts and displays
— Advise staff members of the campaign

— Ensure that there are regular daily shop routines.
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8.2 Pricing

Pricing policy
The pricing policy in a co-operative society must be based on three factors:

— Selling prices should be acceptable to customers
— All costs should be adequately covered

— The society must earn a surplus at the end of the year.

Produce commissions charged to members in multipurpose societies are based on
similar considerations.

Fixing the retail price

It is afact that the cost price plus all the co-operative society’s expenses and the net
surplus needed, determine the retail price. The main way to reduce the retail-price is to
reduce expenses in relation to sales. It should be remembered that no store can sell
below the cost price. Nor can a co-operative society give both a low price and a high
bonus.

Fixing the selling price
Co-operative societies fix their selling price by using recommended mark-ups as a guide.
The formula is:

Invoice price + Direct costs (transport, customs, insurance) = Cost price

Cost price  + Mark-up Retail price

The recommended mark-ups depend upon estimates made of sales, expenses and type
of goods being sold. Details of the actual procedures to be followed in a society should
be shown in the society operating manual (see S27).

Price marking
After the selling prices of goods have been calculated from the invoices all articles as
far as possible are individually marked. The benefits of good price marking are that it:

— Creates confidence in the society

— Makes selling work easier and quicker

— Makes sure that correct prices are used

— Helps in stock-taking

— Helps customers to choose and compare the prices
— Promotes sales

— Avoids leakage.

Instructions for price marking should be included in an operating manual (see S28).



EXAMPLE OF MONTHLY SALES PLAN FOR A CONSUMER SOCIETY

week

1st
2nd Nov

3rd Nov

2nd
5th Nov

9th Nov

3rd
15th Nov

16th Nov

4th
21st Nov

22nd Nov

5th
26th Nov

27th Nov
- 1st Dec

SALES PLAN FOR NOVEMBER

special offer

Orange squash

Orange squash

The new brand
of washing
powder

Special bread

Special bread

Tea !£kg

Tea %kg

Sunlight soap

Rice 2kg

XYZ Society

means to attract
customers

Save 3 cents per
bottle

Big display

Big display

Verbal advice to
customers

Big display

Save 1 cent

Big display

Save 2 cents

Big display

Save 1cent

Big display
Save 5 cents
Advertisement
in Daily News
26/11

advertisement

or poster

Poster on the
window 1/11

Price labels on
the display

Poster on the
window 3/11

Price labels on
the display

Poster on the
window 15/11

Poster on the
window 16/11
Price label on
the display

Poster on the
window 21/11

Poster on the
window 22/11
Price label on
the display

Poster on the
window 26/11
Price label on
the display

Poster on the
window 27/11
Price label on
the display

observations on
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S26

EXAMPLE OF RULES FOR PREPARATION OF SALES PROMOTION

PREPARATIONS FOR SALES PROMOT ION
XYZ Society

After the salles pllan hes been prepared, tte manager shoulld arder enough goods o
provice far the edtra saless eqoected. Soecial attentdian should be given to e
follovirg:

a Adverts and displays

Prepare postars and priice Helsvell befodad. In the dop, the Ggoecity of
delhes shuld be used prgeerly. Storeroars are Tar dedking goods and onlly
sometimes for storirig edrastods. MOST OF THE GOODS SHOULD BE IN

THE SHOP WHERE CUSTOMERS CAN SEE THEM. Mess atsddessuch as

milk ponders, washiing ponders, toiletpgears, and gaecial offars shoulld be displayed
athe end of goblas, roud tre pllasand on the flax. This can be done

es=ily by usig treir aiigral artos.
b Staff

Al the quiet tines shauld be used efficiatdly Tafilliyg, [ricirg, deanirng and antollirg
work. For the hsiest tine it sgaerally possible to hirepart-tire telp. IFthis B
inpossible the comirtee and manager Suld aasider overtime work for the

S i

c Daily routines

Daily rautire work should be arvarged nsudh avay ttat the shop Breedy o
raeie astoers ntrenoming. ltmeans trat the shop should be dieen, delhves
Tl up ad tre staffreedy O sere astorers. Roughlly, the dailly progranme
should be as Tollons:

Arst jdos —Checking tte dehes ad filligthen.
—Preparing tte ceh fiats.
—Ghedking the gecial offarsand digilas.

Last jJds —Cleening sakes, cHagstars and freezars Brfacs.
—Cleming tte floor and doors.
—CEashing up e tlk

Note: IT ISVERY IMPORTANT THAT THE MORNING HOURS ARE USED FOR

PREPARING FOR SALES AND NOT FOR CLEANING. CLEANING SHOULD
BE DONE AT THE END OF EACH DAY.
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EXAMPLE OF RULES FOR CALCULATION OF MARK-UP

XYZ Scciety

Mark-up and gross surplus —Petails of procedures

1 The amount of mark—up on ast BagLal 1o tte amount of gross surplius earmed fram
te ssle. Honvever, mark—p Beqressd as aperoantage of tte aost [rie, ad tte
gGss Aupius Beqressad as a percantage of tre g e, Therefore vhille tte

amount sthe sane, treir paroatage will be differat:
Example:

Mark-up
Gost e $1.00
+ Mark—up 50% of ast price 50

S< | [golegles
kEsGross supius

3] % of Hllirgpriice

=SHligrice $1.50 =Costpxie

Gross surplus
$1.50

50

$1.00

2 We can al=o fixatarget =ling price having nmind ataroet gross sUplLs.

Gost priicex 100
100 —arget % of Gross suplius

Sllrgpice

Foreamle, iftte ast price 560 and we want agrass suplius of 20% on the sy

rice then te Hlrgprice=
60 x 100 _
(100 - 20y

3 Inpadtice, alailatias can be done vary quiddy ntte way desariibed bellow:

To getagass suplus of 20% the asst priice snulaplied by

To et agtss auplus of 15% the aost price snullaplied by

To get agass suplius of 18% the asst rice snultplied by

Ho el agross auplius_ofF 30% the asst rice Enultaplied by
adsoo.

Examples:

Cost price

20ats Gossauplss 20%=125 xX20c =
Vats Gossauphss 30% =143 x2X0c =
Daats Gossauplss 15%=1.18 x H0c ~

2N - o

(100 - 20)

Ry -
(Too-= 15)

113

N F=
tr00D=718)

100
1 - = 1.43
(foo - 3D

Selling price
S ats
2 aaits
0 ats
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S28

EXAMPLE OF RULES FOR PRICE MARKING

INSTRUCTIONS FOR PRICE MARKINGS, XYZ CO-OPERATIVE SOCIETY
1 Marking
— Use dexrand visible figres
—bo not goil the goods
—Alvways u=e tte sare place far tte (rice — do ot cover the infomatian on te
goods
—No more then one priice shauld ever be visiole
—Alvways aaure ttat on astly atides—egecially gft atides —pricss ae ot
marked nsuch avay ttat tte rice s inpossible o rarowe,
2 Material for price marking
— Printed or stanped glued EHels
—Felt pers armarking pacils
—Rubber starps
—Tags with threed,

3 Mass articles

Egecially ntte supemarkets, ttare ae some mess atides such asmillk, breed, butter,
s, Washiing poaders, etcwhiich itwould be too astlly 1o price-mark ronvad ally.
In ttese aaes price-marking can be done by usiirg bilg postars on the display and a
picistwith tte cahias. It Bvary inportant tet the astoners s tte e ac tte
digplay and thet tte caahiershave an up o date rice Iietof the articles aoncermed.

Do not rely on memory . These arsiceratias would also gply with 1ens lde

sk ad fatlias n te nultipurpose sooiety/.
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9 Stock control

Since stofcks of goods for resale, including produce, represent some of the limited funds
of the society they should be controlled. The systems of control applied should ensure
that stocks are treated with the same degree of care as given to cash.

The operating manual should provide for this as well as giving examples of procedures
which can be used such as Stock control, Leakage control, Calculation of leakage and
Stocktaking procedures.

9.1 Stock control systems

Purpose
The purpose of stock control is to maintain an effective check on the receipt, storage,
movement and despatch of goods thereby preventing possible losses to the business.

If merchandise is not well cared for, some of it will be lost and some will be spoiled.
Careless spoilage and leakage of goods is equivalent to loss of money, so precautions
must be taken to safeguard the control of receipt, storage, movement and sale of stocks
in the same way as we protect cash.

Receipt ofgoods

If possible, one person should be responsible for the receipt of goods. Deliveries should
be arranged for quiet periods so that undistracted and proper checking can take place.
The place of storage must be cleared, and old stock put on one side for the arrival of new
stock. Old stock should be placed in front of new stock and sold first.

Checking the order

Usually a delivery note arrives with the goods. It must be checked carefully against the
goods and a note made of errors and omissions. If no delivery note accompanies the
goods, goods must be checked against the manager’s duplicate order. All orders — even
those by telephone — should be recorded in the order book. Large and small deliveries
should be checked with equal care. Any shortage, or damage, should be noted and the
delivery driver asked to sign and verify the error. The delivery note should be signed as
correct only when all the goods have been received and checked accurately.

Receipt and storage

Before placing new stock in store, it is wise to mark on it the selling price and the date
of receipt. Thought should be given to the placing of stock — heavy articles at a
convenient level for lifting; bottles in a secure place where they are less likely to be
damaged; frequently purchased items nearer the point of despatch.

Annual rate of stock turnover

In multipurpose societies, which have a variety of agricultural supplies, it is not possible
to lay down firm guidelines for the size of stocks to be held. In consumer co-operatives
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target rates of stock turnover are determined. The actual annual rates are calculated by
dividing the annual sales by the average stock at selling values. The managers of each

type of society should consider:

a The frequency with which things are requested
b Estimates made of the needs of members
¢ The amount of capital tied up in stocks (interest has to be paid on this investment)

d The storage space available.

If the manager calculates carefully the right relationship between stocks and sales, he
will be better able to arrange the quantity and times of arrival of supplies, and by
proper ordering maintain better stock control and care. He will not have old nor soiled
stocks on his hands, and will not have to sell depreciated merchandise at lower prices.

Leakage and stock control accounts

In consumer societies leakage control accounts are kept where the selling value of any
stock differences is revealed. In multipurpose societies the number, or unit, stock
control system can be used. This reveals any stock differences in units of stocked items.
Both these systems are outlined below.

Visual stock control

In a multipurpose society the manager can check the condition of inputs and produce
when the stocks are counted and checked against their control record balance. Their
display, arrangement and order should receive continuous attention from the other
members of the staff as well. Immediate action should be taken to correct any faults
found, including the disposal of old or damaged stock. In the consumer societies the
goods are checked and controlled by regular visual inspections in the same way.

9.2 Leakage and its control

Leakage is an unrecorded and uncontrolled loss. The following example illustrates how
serious leakage can be to both agricultural and consumer societies:

societies:
Sales value of year’s purchases: $30 000
LESS price reductions: 300
29 700
LESS stock to end at selling value: 9000
20 700
Actual cash received 20 000
LEAKAGE $ 700
The abovefigure of $700 shows how much the business has lost in the handling of

stocks, but it is not possible to show in which item oritems the loss occurred, whether
goods were stolen, or whether cash receipts for sales were written incorrectly. By
keeping proper records we can work out the leakage, but the most important thing is

to reduce the actual leakage which is a loss to the business. Details about leakage control
could be included in an operating manual (see S29).
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9.3 Calculation of leakage

Number, or unit, stock control system

The consumer co-operatives sell so many small items of comparatively little value, that
they usually do not attempt to keep an individual control on the actual number of
each item in stock. Generally they use the leakage system of stock control which is
related to the total selling value of all items in stock. Small consumer societies, where a
limited range of basic items is stocked, or larger societies wishing to keep a separate
control on selected items, may make use of the number, or unit, stock control system
as outlined below.

In multipurpose societies the range of produce marketed, and the range of inputs, or
goods sold are not very wide. They sell fewer different types of items than are sold in
the typical consumer society. Therefore the following number, or unit, stock control
system could be adopted by multipurpose societies.

A book is required, which is ruled as indicated below. Each page carries the stock record
for a particular item eg Fertilizer No 6.

Others will provide for each item carried in stock including produce. This control
record can be kept on a card system instead of on pages in a book. Generally where
several lines are stocked the card system is recommended.

FERTILIZER No 6 CARD OR PAGE 14
Date Stock to begin No sold (=) No received (+) Balance
15.5.75 104 20 Nil 84
22.5.75 84 30 60 114
29.5.75 114 and so on

Example ofstock control cards (or pages)

The record is made up weekly — or in large societies daily — and the balance figures made
up to date represents the present total stock.

At regular intervals the manager makes a check of all items to see that the actual stock
agrees with that in the book. He also occasionally checks to see that the total taken from
the receipt vouchers is in fact the correct total number sold to be subtracted — and that
the number received has been properly entered.

The receipts issued showing the details of sales are the source for finding the number sold.
The consignment or delivery notes are the source for finding the number received.

Where the number system of stock control is in operation the actual number of units
of stock which should be in hand are shown on the stock control cards. The counting
of the units of stock and comparing the totals with the control cards will reveal any
differences.
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Leakage control system

Where the leakage control system described below is in operation the selling values of
goods are used throughout the recording system. Any leakage is then revealed at a
money value rather than as a number of units.

The leakage control account is prepared every time stock has been listed and valued.
It can be presented as follows:

Leakage control account

For period ended 4/5/77 $
Stock to begin — from last stock sheets 6000
Add:

Purchases from control book (see S30) 24 000

Price increases from price changes book

Total 30000
Less:
Price reductions from price changes book 300
Sales from financial record 20 000
Stock to end from stock sheets 9000
29 300
Leakage (or surplus) 700

The amount of leakage will be expressed as a percentage rate of sales.

This is done by dividing the amount of leakage by sales and multiplying by 100. For
example if leakage was $700 and sales were $30 000, then leakage can be expressed as a
percentage rate of sales as follows:
700
30 000

x 100 = 2.3%

The purchase control book (see S30) will contain records of all invoices, cash purchase
receipts and credit notes. This book will be entered with these details after the

financial records of the society have been posted. Price calculations will be made on the
invoices or receipts. The goods will be price-marked. The details of the total selling

value of the goods on the invoices or receipts will be recorded in the purchases control
book. Credit notes for damaged goods or other claims will be recorded at selling values as
deductions from the purchases. At the end of the financial period, when stock is taken,
the value of the purchases at selling values will be ascertained from this purchases

control book.

After the goods have been priced changes could arise. A record is kept of the details of
price changes and the number of units of stock involved in the price changes book.
Price increases will be kept separate from price reductions.
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9.4 Stock-taking procedures

Purpose o f stock-taking

In order to determine the trading results of any business all the assets must be valued
at their correct value. Stock-in-trade being one of the assets, there must be a careful
stock-taking at the close of each accounting period. In a multipurpose society it is
recommended that stocks be taken once a month, where possible, and the results
compared with the balances according to the stock control cards. The stocks of each
section should be separately listed. For example, the stock-in-trade in a multipurpose
society may consist of:

— Farm inputs bought by the society for sale to members
— Produce belonging to members awaiting sale or onward despatch

— Consumer goods.

At the end of afinancial period the balance stock of farm inputs will be counted and
valued for the purpose of preparing the final accounts of farm inputs. The stock of
produce will be counted and compared with the balance stock that should be there
according to the society’s books and records. Any consumer goods would also be
separately counted, listed and valued.

Preparation for stock-taking

Stock-taking can be made easier by careful preparations in advance. This will ensure
that the stock-taking will be done correctly. When the stock-taking day has been
decided, the manager should make advance preparations (see S31).

Stock-taking

The operating manual of a society should contain instructions for stock-taking
procedures to ensure that all stocks are listed and valued as efficiently and quickly as
possible (see S32).

Special forms should be used for stock-taking (see S33).
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EXAMPLE OF RULES FOR LEAKAGE CONTROL

RULES FOR LEAKAGE CONTROL
XYZ Society
1 How does ledkege coax?

Leakage can coaur throuch one or more of the follovirg:

—Receiving wirong guentaity —Pamaged goods
—FReceiving wrong g.allity —Price dages not registaad
—Wrong [ricirg —FRerishirg of goods
—Westage nvweighirng —bishaesty of shop persarel
—Dbamage due to rats, rsds, etc —thregisterad discounts o astoers
—Wirong payment —6Givirng anay goods.
—Sp-lirfarg

2 Leakage atrol

There areways 1o elimirate or recuce ledee:

a Receipt ofgoods
You may rot ¢et tte axrect g ality and guantaty n relation to rice

—Some goods may be damaged

—New stods may be mixed up with goods allreedy N the stare room, whilch makes
antol npossible

—The trudk drinerand his assistatwho briirg the goods may ot be horest

—JIhere may be pilfarage durirg celinary and rece=it.

Therefore, norter to awid leskae, the folloming rulles should be doserved when

tekargdelivery ofgoods:

— Check te goods carefully wirth tte celnery rotes

—In tte == of disogaECies, take Inmediate action inaocoordance with gnven
rstrucios. Never postpone any actian 1o be taen. You may faget!

—Keep tie door of tte stae room loded whenever not nuse

—Keep tre divar ad assistat, ifany, uder arstatt dsernation, and show them
aut as soon a6 the goods are N tte stare roam.

b Price marking

— IFtte price marked B lessthen the conrect prie, you raeine lsscaeh then
you suld. Thereby a leskege coorxs
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—An upnard rice dhange might have taken place urotioed by the shop parsaTel.-
The fhilue to rotce resUilits na kedae.

To awid Issss ad legkage because of mistakes wirth priice narking, the follovirg

rules shauld be folloned:

—When you mark goods be sure that it BEdone on the gt kesis—from the releait
inoice

—bo dhedk carefully wirth the inwoice. Never relly on your memory

—The price marking hes 1o be done very diearly and aarectly <o ttaet mis+eedirg
does not aoar.

c Stock
The goods may be instodk from 30 days o6 morths depending upon how often
the shop aets isgplies. Naturally a dortage can essilly coour inttat periad <o
Garenust be teen.

—Ferideble goods may gine reto bss. For eanple, fartiliasad ssaksmay gt
ooiled because of lag storage

—The way we stodk aur goods can also asate prablens. Some itars have tobe
hardlled very carefully ad are damaged due to ardlesshardling eg begs of ssacs

—~Careless hardlling of the goods can damage the pedkiinos, _just sufficiently ttet
Nno austomer wvants to buy them

—bust and dirt can gmil the gopearance of the goods, o ttaet they canot be sold
atllrics.

Losses duriing the stariirg periiad can be dacreesd iftte folloving points become a

chily raure:

—When ordering goods use your assortrent =, your eqeriace ad your
good saee, 1o et tte rigt g antities, egecially intte ase of perideble
goods

—On plecirg the goods on the deles, be areful that they are kept naaxrect
ad seareway

—bo hadle the goods carefully ridgt fran the tire you raene them from e
gplier utl you hand them over to tte astorer.

d Sales
Curing the salles trarsectian, when asstaorers are beling senad intte sp, ttere
aemany poshlities of leslane:

—The austorer or the salesten may accicantally drop an artidie, <o tret itgets
damaged

—Iifeverything Brot prepad<«ed by tre fectary, the salesren may give the asstarer
the wrong quentity, alsohe may salll some goods on tre flax. These actiaswill
mean both ledee and Ioss 1o the saiety

—When tte astorer pays, he may be dargad kessthen the actial [rice.

To keep leskage down to aminimum durirg the periad of actal stles ttereaea
Few rules to follon:

—As far as possible dll goods shauld be prepeded
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—Be aareful when you raceie payment fargoods

—Check dll tre 1tams with the Gaeh reeipt

—1 ook carefully at the price of eech item

—Add the pricss togetter and dhedk once agpiin to make aure that you heve got
te ngttoal

—Alvways lak at the prias; do not rely on memory,

e Shop lifting
Shop lifteag Brot somuch aprabllem mnnmultaipurpose sooeties as Naconsuers =
soaty. Sl tteare Ba possihillity tat srall but eqasive fEens can be stollen
withoutt being rotdiced by the enplloyess. Valueblle itens should be mdless
aypboards vasidle 1o asstorers but not aoessiole. Qustorers shauld ot e
Htalaoe ad uattaded nte stae

F Shop personnel

Ifthe manager or tte salesren takes anay goods ar money from te stare this
will be aasidared as tteft and will, of cauar=se, show up a ledkee Intte sanme way
as ifa asstrer were stealirg from the dp. Therefare:

—Alvways pay imediately when you buy goods fram the shop

—Naver postppone payment asyou may then faget

g Friends
Hyou give anay money or goods to your friads, itmeans that you give anay
money and goods belaging to the sooiety. This Bstealirgand such trasectias
will al=so show up as ledkee. Therefare:

—Naver gihvemoney or goods anay

—Naver make uautihorized loars of the society Smoney

—Naver give uneuttorized aelit.

h Containers
Cotairers, sudh ssenpty drums and sadss, also carry anallle. Leakage can coour
wirth regoect to ttese thirgs ifsuffiicat are Brot ta3en. So:

—Jreat atairers as\alueble goods

—Store antairers naplace where they carot get goiled or st

—bPo ot gineanay artairers without payment.
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EXAMPLE OF PURCHASES CONTROL BOOK FOR A SOCIETY

PURCHASES CONTROL BOOK
XYZ Sciety
cale gyplier number of buwingpice =lrgpice margin
St SO

or
§t ot S C $ C $ C

TOTAL C FWD

%
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EXAMPLE OF RULES ON PREPARATION FOR STOCKTAKING

PREPARAT IONS FOR STOCKTAKING
XYZ Sxciety

a The caomittee ad staff
Both shauld be informed well madvance. The commirttee should make clear
decisias about which commirttee members who will take part n the stodkiakang-
The staffimust be Informed about the tine of stodkt=kairg. -
b Satacaery
Books of stodktaking Iets should be dotained, or praparad, with duplicate oS,
c Priag
Al tre pricss must be dheded before stodkisking <o ttat they are essily aaileble
ad dedie. All the s nust be pricad promptly soon afta they ae recenad
d Stock

The goods nstok must ke arraged nsuch awvay ttet they can be essily ad
axrectly counted. Al artidles of ore kind nust be inone plece. Some  itens
can be counted befordad, but careful dedking must be dore nttese aess 1o
aaure no futher goods were reened ar soldl

e Non-moviing stodk

The stocktaking is not only counting the stock; it must also be a review of the
items counted at stocktaking.

Before stodktaking the manager must dhedk the stodk and earmark nonHmoving
tas, ad rteEs whidh have st taeinake. Then nte stodkiskig they écan
ess=ily be raoricd with e commirttee members auttority. These goods shauld then
be sold of Fas quidkly aspossible,

T Differait Ires
Goods shauld ke listed uder diffaet atagxies acocording o the sgaate tradig
sotias of the sty For eanple:
1 Produce
2 Fam imputs
3 Consumer goods.
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S32

EXAMPLE OF RULES FOR STOCKTAKING PROCEDURES

STOCKTAKING PROCEDURES
XYZ Society

1 Lstirgof stods
Persons
Inastae whidh svell arraod the stocktaking group uaally arsists of two
=0, one who wites and one who clllsaut the details—nunber and e
Sometiimes a person can precsce them, arrargirg tre stodk and countiing i
Writing
It sofuthost Inportance et tte wirtirg be diesr-and reedeble. A rgaresaitatiian
of apege fram the stodkisking book, showing a stodkisking st Bshovmnn NS33
Dictating —calling out
The peraon cdlirgaut nust Lee tte ater shon n tre colums i tte stodkisking
book ,eg

Faaliz= 50 kg—10—%1.865

The parson didiatirg Bregaosible to s trat dll e 1itens are counted and dictated
arectly ad nmader.

2 Concluding of stodkisking

The manager nust dedk trat dll the stodk BwriTtien intte books and pricd
prgoerly. The books must then be siged and dated by both tewiter, te
person diciatirg and the merneger- The arigeral peges must be taken aut by tte
stodk deder, the aditor farearple. The bottom copy remains at tte stae.

3 Gilaulation of toal llrgvalles
By the auditor (or other independent person)
The etriesmade far the goods on tre stodk deets have 1o be extended - This means
tet teir Alrgvalles are calladlated ss Tollons:  number of unirts X unrt sy rice =
sirg\ale. The auditor extancs tte etries on the top apies of the stodk dests.
The slig\alles of the stodks on each pege are then addad. Then the totals of eech
pece are adtHlisted 1o produce the total stodk 1o end ac =llirghales. Ifstodk B
Isted at astvallss the atries on the stodk dests are extended ad toalled ina
similarway usirng ast ricss irsteed of sAlligpics.
In the society, by the manager

1 BExterd eech pege and mark tte total nte st Ireof tre peoe-

2 Lstdl tre peoe toiaks of one book N the kst pege of tte book, or nthe next
1o tte BEstwitten pece, iftte book Brot T, and add dll the pege totaks taetter.
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3 Hmany books are ueed, Tetdl the book totals inte Estwrintten book and
add dll the book totals togetter.

4 The ttal valLe of the stadk, as caalailated by the aditar, should be agresd with
te toEal ss alaulated by the neneger.

4 Stodk\aluss

In the consumer ssction stodk B10 be shown at issirg\ale. The ol iy
\alLe 510 be used far the aopletion of tte ledkage antrol acoounts. The

total =llrghalte willl be reducad 1o astvalle by deductiing an agreed parcatace-
This reaultairg asst\alle willl be used to aonpllete the prgaration of tre faral
acoounts and willl be shovn intte balaoe 4t

Sinee the sciety Bonily dallirg na limited rage of farm imuts and for et sectiaon
Bgerating the number stodk aataol systars, these stods sould be priced ad
valud ak ast.

The valuation of the produce N stodk shauld be made at aost. For earple, when te
ety hes anlly paid an advance payment 1o the members and no otter firacial
antry hes been mede, this duld be taken as tte ast\alle of tte produce. Where
the soaiety hes paid for the autright purdese of tte praduce, the stodk of produce
would be besed on ttesast e
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EXAMPLE OF STOCKTAKING LIST

STOCKTAKING LIST

XYZ
Co-goerative Saciety Ltd
e ofF goods no of tnilts
Fartilizr S0kg 10
etc
TOTAL
et e v Stocktaker .,
Signature Signature
SIgBEd: o iiaioo--
Oheded: oo

S33

Cate: _
y N\
lrgrice
[per unit ol
& 18 50

. __ _ Stocktaker
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10 Reporting

The manager conducts the day-to-day business of the society under the control of the
committee. The manager should be required to submit regular reports to the committee
on the business and on other activities. These reports will include a Monthly report to
the committee and Annual statistics of the society.

10.1 Monthly report of manager to committee

The committee will require regular and reliable information on the membership, capital,
trade and results of the society during the financial year. The book-keeping and other
records of the society will need to be kept up-to-date so that the details required for
the report are readily available.

The operating manual should contain the instructions for the completion of these
reports, together with a copy of the report forms (see S34). A similar form, containing
details of membership, sales, trading results, cash and a report on the other activities,
should be in use in consumer societies. Then the managers can report to the committees
on these matters in a similar way.

10.2 Annual statistics of the society
The operating manual could provide for the following:

Activity: Completion of annual statistics record (see S35)

Action: Manager to post this record so that the trading and other financial
history of the society is readily available for comparisons and
reporting purposes.

When: After the auditor has certified final accounts and balance sheet.
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S34

EXAMPLE OF INSTRUCTIONS AND FORM FOR MONTHLY REPORT BY
MANAGER

CO-OPERATIVE MULT IPURPOSE SOCIETIES

The society manager Smorthily rqoort 1o tte commirttee

1 The manager shauld presant a rgoort 1o tte comirttee at isnonthlly mesting- This
rgoort shuld cover tre adtiMities of the society duriing the month ended imediately
befare the commirttee nestarg.  leshauld be chedked by e intamal auditars
gopointed by the marbers.

2 The heedings uder which s rport 1o be preparad are shown on e atteded form,

3 The rgoort should be reed ad disossed at tte committee nestirg- The manager
shauld be prepared to eollain his roort iffrecessary and 1o provide furtter
information arisigout of ik He will reood ntte minutes tte comittee
rstuctas, ifay, aftadisassion of tte rgoort. Inany Geee the minutes wall
record tret the rgoort was reenad.

4 The dnairman will sign at the botton of tte rgoort N token of heving presented i
1O the comirttee nesdirg-

5 The manager willl naintain afilevherein dll nothly reports willl be filel

6 One ogpy of tte monthly rgoort shauld be sait 1o tre regical union ad one o
co-gEratinve department.
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XYZ MULT IPURPOSE SOCIETY

Morthlly rgoort of the m aneger to cammirttee

Month ended
1 Membership ccoo oo o_._ Total to date - _._____
Inoreese/carease when
carpared with Estyear %
2 Share capital Total to date $ oo o-.
Inoreese/0aresse When
comparedwith bestyear $....___.: 2.
3 Trade:
@ Produce
No: bags value No: bags value No: bags value other value
corn beans maize
Total produce stles o cate Pt
Inoreese/cayesse when carpared
with Estyear $_7-_.
®) Inputs
no: bags value no: bags value other value
seeds fertilizer

Total 1iputs stlessto cate
Inoreese/0areese when compared
with Eestyear

© Consumer trade
Total consurer stles to cate P o

Inoreese/dacresse when compared wirth lestyear PR

114



4 Wages: (Paid for month reported)

name of employee wages

$
2 $
3 $
4 $
5 $
6 $
7 Casual employees $
Total wage bill for month reported $

5 Estimated net surplus to date
@ Gossauplsstodcte
O Bgenses of tte stiety to date

Weges $----
Poartyeqpases $ -_-
Other eqasss $ ...
Doreciatian $ -

TOTAL EXPENSES

© Netsurplus estimated to date

6 Cash ,Deposits @ated ofFmonth)

@ Cashinhad $
©® Cash nbak (@rrata/© $
© Dgosits nbank —dottarm $

TOTAL

@ Qditos farpayment $
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7 Loans
® Lloasrgaiddrirgmonth  $ ...
® Loans autstardirg B oo
© Loasoerde P oo

8 Report on staff matters
9 Report on action taken on committee instructions
10 Other matters for attention of committee

11 Attach main ledger trial balance

116



EXAMPLE OF COMPLETED ANNUAL STATISTICS RECORD

a H W N R

10
11
12
13

14
15
16
17

18
19

20
21

ANNUAL STATISTICS RECORD
XYZ Co-operative Society Ltd

Details

Membership

Share capital

Average share holding
Loans advanced

Loan balances
Reserve fund

Trade

Average trade per member

Gross surplus
Wages

Property expenses
Other expenses

Depreciation

Net surplus
Allocations to reserves
Interest

Bonus

Date audit completed

DateofAGM

Name of chairman

Name of manager

1974

$ no.
220

1100

5.00

610

27 466
125

1373
570
55
104
166

478
333
30

24.1.75
11.2.75

%

5.0
21
0.2
0.4
0.6

17

4.0

J South
P North

1975 1976

$ no. % $ no. %
246

1820
7.40
5000 24
5000
807
40 234
164
2686 6.6
1206 3.0
214 0.5
315 0.8
166 0.4
785 1.9
197
73 5.0
603 15
20.1.76
9.2.76
G West
P North
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The society will expand and develop as the needs of members demand and funds allow.
Developments should be planned and related to the financial and other resources of the
society. The operating manual should provide for Development plans and Feasibility
studies.

11.1 Development plans

Aims and policies

The aims of the society will be stated within the by-laws. These aims indicate the

purposes for which the society was established. In line with the resolutions of the
members at their general meetings the committee will determine the policies to be
followed in the management of the society to achieve these aims.

The development plans are prepared by the committee, in consultation with the
manager, within the guidelines of these aims and policies. These plans give a direction
to the day-to-day management of the society for they indicate what management is
aiming to achieve.

The aims and improvements shown in the development plan must be related to the
needs of members and to the available financial and other resources of the society.
Therefore, before development plans are prepared there should be a survey of the
needs of the members, a review of the funds, staff and other resources and a forecast
of the results of any developments proposed. These requirements will be met by the
prior preparation of feasibility studies.

Development planning

The operating manual should provide that the manager prepare the draft of a
development plan. The plan would normally be prepared for the coming financial year
or longer period. Plans prepared by the manager would then be submitted to the
committee for their consideration, discussion and amendment. After acceptance by the
committee the development plan should be submitted and explained to the members
at their general meetings.

Parts of the annual budgets would be related to the improved, or expanded activities
proposed in the development plan. A copy of the current agreed plan should be kept
within the operating manual to help guide the manager (see S36). The actual form of
presentation in a society will depend upon its particular needs and circumstances.

The Planning and construction of offices and stores (see S37) is a further outline of
development planning related to a specific activity. The specific considerations are
applicable to the local needs of a particular group of societies, but they give indications
of matters to be considered in the development planning of any society.



11.2 Feasibility studies

No major improvement or expansion of the activities of the society should be included
within the development plan, or undertaken, without a feasibility study first having
been prepared and favourable replies obtained to at least these basic questions.

Is the proposed development:

Needed by the members?

Within the objects and policies of the society?

Able to be financed?

Able to pay for itself?
— Within the capabilities of the resources of the society?

To illustrate the procedures and presentation involved with determining whether a
proposed development is feasible an outline of a study is given (see S38). The
guestions asked and information received concern the proposal for the formation of a
multipurpose co-operative society. However, they indicate an approach which could be
taken with feasibility studies for any major development proposed.



S36

EXAMPLE OF DEVELOPMENT PLAN FOR A MULTIPURPOSE SOCIETY

DEVELOPMENT PLAN 1976
XYZ Society

To the members,

We submit our development plan for 1976 for your consideration and approval.

1 Background

The society was registered in 1971 and showed a trade increase until 1973. During
1973 and 1974 the position of the society deteriorated rapidly and by the end of
1974 trade had decreased by over 40%. 1975 showed a trading increase of over 30%
but the society was plagued by many problems. During the last four months of
3975 alack of member interest has been apparent. Village meetings have been held
to discuss problems and revive the society.

2 Problems and attention

— In the past, the committee did not take the initiative to make the necessary
decisions for the society.

— Relations between the different villages covered by the society were not given
adequate attention.

— No long-range plans were made for the society.

3 Proposals for development
a Stock improvement

— A bonemeal and salt feeding programme be instituted that could serve all of
the members of the society.

— The society to encourage members to dehorn cattle.

— The society to sell veterinary supplies such as tick spray, tick grease and general
medicines.
An enclosure at headquarters

— An enclosure be designed to hold 60-100 head of cattle at headquarters.

— The society must select a suitable site.

— The total cost should be $150.

b Building for storage at village 1

— A small storage shed be built to supply the river villages with corn for resale
purposes. This shed could also be used to store bonemeal and salt for sales
in the river villages.



—it sthought tret the shed should be 1oy astand thet: laal paaplle be emplloyed
o luild the shed ad that k&l raterials be used to aastiruct e el

—The rough estinates on asts are about $650, deperding upon tre frrd plas.

¢ Possible expansion of building at village 2

— The presant buillding can anly sene a limiited purpose due o issie. iftte
saiety st eqand and have abonemeal and sallit progranmme with laxce ussge
by members, tmigt be necessary 1o aastruct anew buillding for storace.

—Ihiswill prassbly not be necessary N e iInmediatte future but the probllem
must be stuoied.

—After it sknown how much bonemeal and saitwalll be solld and how lexgea
trace the society villl do inotter agriauitural iputs, the society willl decice
whether a new starage shed shauld be hallc

—The astruction would be similar 1o that of the one projected for Villege 1ad
would aost about $800.

d Membership drive
— The commirttee and membership at large should encourage otters 1o join
the soolety.
—The kaga the nunber of pagplle who trace through the saiety, tte loner tte
asts of goerataon willl be on an iivadLal ks,
e Increase cattle sales
— The present members nust be encouraged to sdlll more bessts through the

oty
—The area of the society Bare of tte best attie aress intte country ard e

co-geeratinve shauld be ablle 1o sdll many more bessts then at presat.

4 The future of this co-qeratine

—It Bpossible Tar our co-geerative 1o be one of the bigpest nultipurpose co-qeeratines
N the cauntry. The area of goeration of tte saiety B\ary lagewith tte rinar
wvlllesess iciuded.

—Within the next two years itshould be possible Tar cattie salles 1o reech 250 ad
300 bessts per month.

—Iifcattie sAles Imyeeee and other qoeratias of tte sciety are expaded, itmay be
possiblle 1o reduce the commiission darged and provice more seracss to menbers.

5 Gosts of future develogorent

1 Bxlosure atheedharters $150
2 Ruldingatvillae 1 $650
3 BRuildigacvlle 2 $600

Total ast $1400

— Inaddiion o this  Gprtalrecuirarent inwalllbe nrecessary Tar ttre soiety
o have avorkingepital of $800to buy agialualimutssuch  as
bonemeal and salit, nedicires, plagdgares, plouch arts, and gaeral
syplies.

—This gives atotal pital recuiirement of $£2200.
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6 Source of coital
We intard o rase tte $2200 estinated 1o be requiirad for trese develgoments
by agkirg members to inaesse tteir dare and dgoosit holdings n the saciety.
We also anticipaie that wirth these develgarents more of tte famars ntte area
willl be joinirg the soaety- Al the requiirad funds are then exqoected 1o be raisd
fran the area senvad by the saciety.

We hope thatmembers will sipport these developrent prqosals.

For tte comirtitee.



EXAMPLE OF GUIDELINES FOR PLANNING AND CONSTRUCTION OF BUILDINGS

THE PLANNING AND CONSTRUCT ION OF OFFICES AND STORES

Gereral guicElires farnultipurpose co-qoeratine Soeties, issed by
XYZ Co-grerative Union.

1 To many paple the plamiing and aastruction of stares sears 1o be avery sinple
matter. In rality tis Bone of the more differantvantures nwhich co-qoeratives
will becare Inoihvad. One of tte main reesas BtteL tte plaswhich we make today
willl affect tte qoeratias in 10, 20, 30 ad even 50 years fram tochy- Poor

plamiing today will resulit ngeat difficiiies n te future. Al menegers are requestd

o carefully asidcer any plas for tte arstruction of officss and staes.

Esteblishirg the need far buildirg offiass and/or stares

Before we can start to astruct buildirgs we must estebllish tte need for them.

In tte e of an office tte g estias are straigtdavard. The officewill provice

aracognisd place of bhusiress for the sooety, aworking plece far tte meneger,

aplace 1o keep books and records of the society and possibly 1o sdll agriauhural
-

IFttere Banead Taranoffice we must determine how big an office sracuired
ad how itwill be paid fa. The caomitte must see how much money tte
ety hes and how itcan meet tte asts. When buildirg officss we must take
into acoount dll of tte lcaAal aranstancess. Inmany villees ttere Bno dledtriaty
<0 ttare will be no eledtric Iigtag o fas. Therefore we know tret thtere must be
plety of windows 1o provide sufficatvantlation and It for reedirng and o keep
te builldirg aol duiing the hot summer nonths.
When asociety aasidars huildirgastore it Brnecessary 1o Garry aut a fesstallity
study before deciding on aastructaion. Arstly we nust determine tte uise ad
the nreads. Below are a It of guestias whiich willl need to be arsnered:
—What willl be tte main use of tte stae?
Sy inputs? Storirg produos?
—How much produce do members have far sale?
—How big a stare sneeded at presant?
In two years ane?
—How much will tte stae ast ad how can the soaety firace iIsaastrucaa
ad geratat?
—Will the store eam aufficiat income 1o pay far the deoreciation and goerating
asts?

—boes the saiety have ttemoney 1o aarry on isbusiness ss vell ss firee e
astrucaat?

—ifrot, how will tte money be foud?
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Uhless tte commirttee hes ansnered dll of these guestiaos and carried aut e
Teestaillity study, ithes ot esteblided the need ad racticality of building
an offie or stlaes.

3 Sitirg of buildirgs
Once a fesstaility stLdy hes been caaried aut ad plars aremade to arstruct
ahuldirg, the soaiety nust carefully doose tre aite they want ad many factas
must be axrsicered.

When aman decides 1o luild hishome he fircs a Sitewhere ecbraiaal buildirngs
can be astructed as his family grons. He aartainly does ot builld hishome
where he knows there will be no room far eqarsion. Likenise the co-qoeratine
must plan N tems of tte Tuture. As the saiety groas and progoers alagwith s
members ttere will be aneed to eqad. In ordar to build a soud econanic
atammise tte co-geratme will need o have ismain staes, office and caare

at one place nttevillegewhere they can be prgoerly adhninistered at tte

lonest ast. For this reesmn we aggest tret tre g co-qeeratines gply far sites
200 m X200 m (200 metres X200 netres) ad the staller sSoclet@es 100 m X 100 m
(100 retres x 100 netres). Such plots shauld allov the co-geeratinve plenty of room
faeqasion nte fulue.

Besid=s knowing whatt sie of plot we need there are other fadtars 1o be aosiderad.
The sitewhich we doose nust be central so thatdll of the members will be eblle
O Lee i st as inportantly we nust pidk a site which willl be essy to builld on
noter toawoid inaesirg uildilg asts. A flat site which Brot too rocky B
essiest and degpest to uilld on. Inaddirtion we must carefully aasicer e
supply of water, egeecsally iFtte soasety Bplaming on aastructarg offiess

which require a It of bridkwork and cement flaaswhich reguiire agood deal

of water.

4 Type of building recuired

Soeties must arefully arsider what type of buildirg they raguire. Above dil
soeties must remember that staes must ot anly be used tomake asuplius
tochy hut N tres, fivead thirty years tne.

A sall soaiety may wish 1o luild one buildirg whiich walll sene asan office

ad astae. The one dranback 1o tis systam stet ifgain st be kept n

te stae ad tbecomes infested, fumigatdion walll be necessary and itwilll not

be possible o U= tre officss Tar saaal days aftervards. As the sciety grons
ad track deelgos itmay be possible 1o Lee the offie as stores Tar ssgks,
Tatilia, aninal husbandry ragusites, plough parts and veriias srall iters
which can be more carefully stored ard 1odked after na sall storeroowvformer
dfice. At a lapoint N tine the socaiety willl be inaposittion o builld asgaate
office.

Large saoeties may wish 1o builld stares whiich willl be used far grain and/or
stk fegbs. IFtte society B lkage enough tmay be possiblle to builld a

store exclusively for grain. The degpest starewhich can be huillt BEane which
hes aconcrete foundation, steel roofand steel sides. Not anly ste buildirg
dhegp but it Bessy tonaintain, can be esslly dieared, minimizes prablens of
vweavil infestation and can be aarstructed ouadddy.
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When a co-gerate vats 1o builld astaoe or cotbined stae/office they often
astrnct albuildilgwhich B15m x 10 m. The aontractor/buiicer then vl
tHe tthrae5m X 10m bays (Ssctias) ad put them tooether tomake one

15m x 10m huldirg- Now Etus take an exanple of a sciety which warts

1o bhuilld a caorbined stare and office 1o be used far storirg graiin and stodk feas.

The soaiety decidss trat tre valls of tre buiidirg willl be made of coaorete.

The co-geratinve officar then advises the saiety trat tre valls must be praparly
plasterad and painted to aut down on cleenirg and weevil prdblens. The society
Badvisd tret the foucation made of aaarete must be treated with a solutian
(hich Bmixed with tte frd layar of caren) which kelps to aut down on
noisture prablens. The saety then ads the co-gqoeeratave officar to help them
make a plan. Plesse sae plan autdirned belonz:

aaete vall w
stodk feed
aea
offiee W
o
o
D
S
B o
5m
w
sall
stare
grain starege
ae
W
15m

From tisplanyou can rote tte follovirg: =

1 The oaallsi2B15m X 10m

2 Theofieadsmll staeae5 m x5 m
3 ThemainstoapaeabB1l0m X 10m

4 Trhere ae three auter aaete valbks ad an ed vall Bmade of zirc
destimgwirth Slideg stedd doars.
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The reesas zirc destirg and steedl doors are put on tte end of tte buildirg
aemany- Arstly tre wide steel doors make ipossiblle to badk a trector ar

lary directly into tre store fTar leedirg and ofHicedirg- Seocodly, tre doors
provice suffiiaatworking soece far tre storeren. Thirdly, and nost inportandy,
the Zinc destirg and stieed doors can be taken down ifwe wartt to add a faurth
bay (sectia) tomake tte stayagparea 15m x 10 m. The zinc destirg and steel
doors can then be used on tte end of tte new bay. Fa aaarete vall were used it
would not be possible to exterd the buildilg without fastknocking down e
vall which would not be ecoamical -

By having such aplan it ispossible 1o allov far the eqoansion of the society
in an econamiic faghion. Gareral ly goeekiing no saciiety shoulld plan on
astructing stoaessralla-tten 1I5m X 10 m and many of tre g sooieties
should arsider building staes of at lesst20 m X 10 m.

The office and srall stae N sudh abuildirg s ould have a ceillirg to aut down
te heat and dost grerated ntte stae.

5 Firding abuilcer ad receivirg guotatias
It Bextrarely inportat 1o fird abuilcerwho s1ully Ggpeble of doing aproper
Jdb of aastructiing bhuildirgs. Once the soaiety hes decided on whatt type of builldirg
Braguirad they shauld ask fTar gotatias from at kst thvee difffarat abactas.
The manager willl then be ablle to ssewhiich aottractor can do the best and degpest
o
The staety nust then get anfimation nwitdrg thaet the antrector agress o
do tre jab fora aartain xrice. One inportant cetail thet the society must ot
fatet stte tne fadar. The aatractor shauld be tied down toatane Imit for
aopleting the jJdo. Below Ban exanple of a lstia-witten to a aotractor
regLestarg that he should confirm his offer by a lietterwhich waill act asa

Dear Sr,

The ecautive comittee ofthe_ ... ... Go-goerative Multipurpose
Society 1d., by minute number 26/75 ofamestirgbeld in_ ... _________
(o] o I hes acogpted your gotatsanof $ - ... toastnct

al5m x 10m stae, .bjact 1o tte follovrg aditdas:

1 Your firm to syply tre nataials.

2 Your fim tosyply tre Hour

3 The buildirg as detailed N your guotation willl be your resosibilinty utal
acorpleted ad handed over 1o tre sooety.

4 The above goecified buildirg souldbe caorpleted by the. ..o __ -

Pleese aonfirm the aodirttias as autdlined above mwitirg, no Bterthan..__ .. -

Chairman Manager



EXAMPLE OF AN OUTLINE OF A FEASIBILITY STUDY FOR A MULT IPURPOSE
CO-OPERATIVE SOCIETY

Fessihillity studies for multipurpose socEtiess NXYZ provinoe
A copy of the Tessthillity stLdy as desariibed here, togetiher winth the gplicatiion far
ragistration ad the adopted by-lans, shoulld be sant 1o the co-geerative departrent.

General objective of the study

Before startirg anultiipurpose sciety a fesstaility study must be made to show that
the soasety aoulld become avieblle ae. Also tre feestaliity stdy hes to foasst te
econanic growvth fara periad of fve years ad to aaly=e tte develgent of
cpital ad inestmants. The fessiaillity study should incliuce e folloving 8 ssctias:

1 General information

2 Area description

Site and stz of tte area nvestacaied); types of agriauitural actmMities, maanlly agort
goorgchical desoxrpaon.

3 Determination if the area has potential for starting multipurpose activities

Agriaiitural production st ttvee years Appendix 1

Value and gentities offarm inputs st two years Apperdix 2

Total population and its location Appendix 3
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4 General conditions for starting the society
Members Tpinias ad nasest. (ifreleat, attach as an gopendix minutes fran
mestings keld)-

Bdastarg buildings and reopiiramentS. - oo ieeaceaoo-

Infomatian on management or formattion commirttee:

Staff recuirarenits and possiilities to enploy ST,

Rblic comunications:

Institwias and sdools withiin the areas (Note also number of staffand ppiks):

Bastirg retail shopos and wolesale distribution (Note types of goods sold):-

5 Preparation work

Report firan study group work:

130



Report from information and disassiaswirth loal auttoities:

Number of parsoswillirg o become members: - _..__.

6 Determination ofeconomic growth of the society

Develogoment faaesst far faeyears Apperdix 4

Fied st investnant and firenoeplan faor the sciety Appendix 5

Amual goeratiing budget Appendix 6

Inplerentation programe Apperdix 7
7 Proposals

It Brecommended tret the proposed soclety uisnot formed ...

8 Proposed site of the headquarters and planned market places (appendix)

(Vake amap of the areashowiing the proposed heedhLarters asa aare, winth three
ardeswith radius 5, 10, 20 kiloetres. The map should also show proposed market
plac=s, raads, Bes, atts ad juctiaswithin tte aes, health are, primary
sdoolls, seaodhry sdols iFany, post office, otter plblic officssad rstitutios,
retail Soos and wolesalas).



=00

Japo sSyupumub azrew a0 syupunaub azrau Jao syupumub azmaw aueu ou
-/6T < /6T <M /61 < eoed y=pau

T XIAQ\8ddv sieah saiy 1se| Buunp pos 8onpold

133



0L

(@]

b

L
[ ]

-

<

apen EAne apen | eAne
Ses A s sepad s1I=2pad S Ao " psss sepd spad aweu ou
. “do aood U

Z X1IAQ\Bdav sreak awg 1se] Buunp wae ap u pps sindul  uued

134



=010

ur/Pead usj/aue aweu ou
we u g A sEpatpay A sepaipsy
SJUSULIOD B0 sSajue) p JJequu gy SENP Q) sSeEsp Ssogd 2|

SIUBWWOD JueAsjad Jayio snid ear aoed 19JeW A U Saljiwe) B Jaquinu pue siapenbpesy Av1oos @ ssoeid 1ayJew  woi ssouelsiq

8 xbsn=S



= -
[@)

¥ XIAN3IddV

S ‘spoof JaWNSUOD 0 SIS

¢ ‘spoob [eseush 0 SES

s1oxo0d ‘pass p S9ES

s1oxo0d ‘19zinis) p SKS

aonpoid JBY10

sBeq ‘sinupunolo

sbeq ‘ozrepy

sareys

slaquiaw p JaquinN

peaye sieak oAl Jo) 1Se29i0) luswdolansq

136



'siayenbpeay ALoS ap B Sanpys

JO Bs Qlvdwod e pe 9Eds Jewse ‘siouenbpesy B pe sade|disyew | B soros  wuoped ‘isiumadAle pe suiyoew Buippe [enuew e ‘saoeld
19Jjew pe sieuenbpesy B sieyo ‘sadeidisiewl B pe sieuenbpesy B P 9010 B ‘sadejdieyiew B SleuIged |ews ‘sisuenbpesy B 1auiged
Buiy Bge ‘swiod Buges B Ssexoq D ‘efese ‘sadeidiayiewl B Sge)s JUsWwed ‘asnoy geise ‘payse a pinoys ABiwose U Sesse paxy oiseq ayl

Jeak 1xau
0} 8dueeq

S XIAN3ddv

10J/q 8oueeq

S, Jealk 1s¢|

woy

painoas

sueo|

uoy

sareys

snjdins

wouj 196png  woy

paoueUll & [|IM JUSWISaAUI

a M

‘lrelol
o
@)
6167
‘relol
o
<
_ 8/6T
i 1
‘lerol
e
<
LL6T
1S02 JUBWIS3BAUI Ieak
1UBWISaAUI jo adh 1UBWISaAUI

pauue|d juswiIsaAul Y|

Aproos pasodoisd ap Joj ued sdueUll PR JUSWIISSAUL 18SSe  paXid

137



138

Annual operating budgetfor the proposed society

Income:

Commissions:

Gross surplus

Less expenditure:

Maize
Groundnuts
Other

Fertilizer
Seads
Other

Other eqasss
Deporeciatian

Total Income

Total eqpaditure

Balance et surplus

APPENDIX 6



Implementation programme for the proposed society

14

B

R B b &

Should ke

Acti 1o be ta3en
1o Sterted before:

One day caurses farmenbers, sartofa
stLdy graup and formatiion meeting
Aplication for reagestration

Conduct at lest ae ane-week aurse far
the board mambers ad intamal aditaos

Appointment of society manager and
market s parvisrs

Conduct atwo week aur=se fa-market
VIS

Taking part ntwo-morth corse far
ety manager

Gorstruct market placss
Buildirg of shed ifineeded

Bui ldirg of terporary or permanent
staffhouse

Make agrearent with union on tems of
rack and dvision of dutes

Apply Tarrerdling daerges and oercraft
ifneeded

Negotiate terms with g pliars (aalts,
disounts)

Negotiate rics far ags
Make hervest estinate

Make trargoort arvangarents ad
abacts

Order enpty sadks, Wwire, resdles, sales
Order statiaery

Order office equipment

Bxeaute produce buying

Order farm irputs

s fam inuts

APPENDIX 7
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