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ABSTRACT

These instructional materials and procedures for a
clerical education student project are designed as a 2-week cr
25-hour rotation unit which requires two students working
simultaneously in a simulated business correspondence situation. The
two students "work" for two different companies and exchange letters,
invoices, purchase orders, and memos. A complete set of instructions
for each company is enclosed, including general information,
stationery supplies, daily instructional sheets, and-other needed
materials. The general office activities provide simulated learning
experience in handling purchase orders, invoices, telephone messages,
checkbook work, routine correspondence, credit and interoffice
memoranda, interoffice communication, and payroll preparation and
records. (NJ)
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This project is intended (0 serve as a two-week or approximaiely
25-hour rotation unit. This groject requires two students working
simultane-usly. One works for -:hc American ‘\.tholcsalc Grocery; the
other works for the Tennessce Supermarket. Letters, invoices, purchase
orders, etc. will be "mailed" back and forth botwc({_‘u the two companics.
Students should ke t.old' that delays in the "mail" cccur. If an item does
not arrive. in the "mdil" on schedule, they should go on with their other
work and take car.e of the "mail" whcn it does arrive.

A complete set of instructions for each company is enclosed. These
include general informaticn, stationery supplies, other neceded material,
and daily instruction sheets.

Only one copy of each form has been included in this set.. Copies of
the forms ne2ded to do the project must be reproduced. A list of the
number needed of each form will be found with the STATIONERY SUPPLIE;‘?.

The stencils should be filed for yearly reproauction.
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TENNESSEE SUPERMARKET

GENERAL INFORMATION

You are employed by the Tennessce Supermarket, located at 211 North
State Street, (your town), Tenncssee 38024.

You will serve as a general officer worker. There is one other office
worker who is in charge of bookkeeping. You will type purchasc order\sw
pay invoices, take telephone messages, and handle all checkbook work. .
You will also be asked ro answer routine letters, type memorandums, inter-
office communication, prepare charts, and to prepare the payroll and payroll
records each week. ”

The majority of vour work will be done with one of your suppliers,
the American Wholesale Grocery, 3105 River Road, (your town), Tennessee.
Letters, orders, etc., will be "Mailed" back and forth between the two
companies.

READ CAREFULLY - | : \

All supplies will be found in the tolder marked Supplies. This
includes letterheads, envelopes, inter-office forms, credit memorandums',
ctc., In the folder marked COMPLETED WORK you will find some completed
work that was done before December 15. You will be instructed what to do
with this material as it is needed.

You will be furnished three files. These are labeled A, B, and C.
Instructions for their use will ve ¢iven as needed.

You will be furnished two trays. One of the trays will be labeled OUT.
Place all completed work that would normally be mailed from you in this
tray. Occecionally, you will be instructed to place other material in this
tray. The In tray will contain material which has heen "Mailed" to your
company. '

1. ELach day check your incomirg mail. Much ot the work you will
do will consist of answering incoming mail.

2. A carbon copy will be - ade of all outgoing mail. Carbon copies
will also be made of inter-office memorandums and any other work
that normally calls {nr a .arbon. All originals will be mailed
and carbons will be filed.

§
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y. Your beginning bank hafance is $7,137.43. Your beginning check
No. i= 3749. You will "vrite all checks, signing your name, keep
check stubs, make deposits, etc.

4. Purchase Orders will begin with No. 1561. When you prepare a
purchase order, you will proceed as follows:

a. Prepare in duplicate
b, Mail Original to customer
. Tile carbon

5. When paying invoices, be surc to chock all extznsions for
accuracy. If an crror 1s found, be sure lo write company
explaining error and enclose check for correct amouni. If terms
state 30 days, this means no discount i< allowed for prompt
payment. Ifterms state 2710, n/30, this means a 2% discount
is allowed it the invoice is paid within 10 days. If possible,
always taxe the 27 discount,

PAYROLL PROCEDURES

The Tennessce Supermarket employs 9 persons. Wages arc paid

weekly. Wages arc paid every Wednesday for the week ending the previous

Friday. One of your jobs is to prepare the payroll and to keep the necessary

records that are required for preparing various reports based on the payroll.
N Wages of some employecs are hourly while those of office employees and
m.nagement are on a weekly basis. The regular work period is 8 hours
daily from Monday (9-6, with an hour for lunch) through Saturday. All
cemployees, with the cxception of Mr. Owens, manager, Mr. Smith,
Assistant Manager, and the office employees are paid at a rate of one and
one half times the regular rate for any hours worked beyond 8 hours a day
or 40 hours a week. Mr. Owens, Mr. Smith, and the office employeaes
work 5 days each week., Your day off is Saturday. ‘

The Ternessee Supormarket does not have a time clock. You must
enter the hoar s worked on the time cards by hand at the end of cach day.

The names of the emplovees thoir withholding tax class, and their
wages are given below:

anayc: Deorald Owens -4 S150 per week

o
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Title

Assistant Manager Max Smith M-2 $100 per week
and Purchasing Agent

Meat Department Walter Baker M-3 $100 per week
Stock Boy Cecil Walker S-1 ‘ S1.80 an hour
Stock Bov Paul Johnson M-2 $1.80 an hour
Cashier Sue Perry S-1 $§1.70 an hour
Cashier May Bryant M-5 $1.70 an hour

QOiffice Employees

Mary Byrd M-2 $68 per week
Yourself S-1 $68 per week

You will deduct FICA taxes from each employee at the rate of 4.9%
on the first $7800 of wages paid to employees during the yvear. Use the
Wage Bracket Withholding Tables (in the supplies folder) to determine
income tax deductions.

The first pay period will be for the week ending on Friday, December 12.
(This was the Friday before you started working.) Employees will be paid for
this week on Wednesday, December 17. In your supplies folder you will be
given a payroll worksheet that shows hours each employee worked that week.
You wiil proceed with the payroll as follows. Transfer needed information
from Payroll Worksheet to the payroll register. Write checks for each
employee, and address an envelope. The bookkeeper in the office, Mary
Byrd, will be in charge of the employees' earning records.

The second pay period will be for the week ending on Friday,
December 19. Employees will be paid on Wednesday, December 24. This
pay period you are to withhold $1.75 from all employees for insurance. A
special Christmas bonus is included in the payments to ali employees.

Mr. Owens, the manager, will receive a bonus of $100, Mr. Smith and

Mr. Johnson will receive bonuses of $60. All other employees will receive
$25. The bonus must be included in computing the total earnings and
deductions for this pay period. The amount of the bonus should be entered
on the‘ payroll ' worksheet.

You will have from Monday morning until Wednesday afternoon to
complete the work of preparing the payrcll and all other records. -Remember



You “wiii have other duties to perform during ‘hese three days. Plan your
time. DUTIES TO BE PERFORMED: Complete the payroll worksheet, deduct
for FICA, Income Tax, and Others; preparc a pavroll register; write checks
to each individual employee; place each check in onvelope with employee’s
name typed on it to be given on ‘Nednesday. (Place in Out Basket)

Third pay period will be for the week ending Decomber 26, Employees
will be paid on December 31. This week $1 is to be withheld from each
employee'  check for hogpitalization insurance.

File A will be a miscellaneous file. TFile B w:1l be to file copies of
all outgoing letters. Tile C will be to file all invoices and purchase orders.

(Wal
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_Job Instruction Sheets

MONDAY, DECEMBER 15:

A call comes from Max Smith in the Stock Department asking you to
place a purchase order for the items listed below. Type a memo to Mr.
Owens, the manager, to report the message.

25 cases of ketchup
10 cases of Chicken Noodle Soup
5 cases of Cream of Mushroom Soup

Mr. Owens asks you to compose and type a letter to William Davis,
Manager of the American Wholesale Grocery asking for a credit memorandum
for 3 cases of frozen strawberries received on December 1, order no. 1433
that were spoiled. The berries were $3 a case.

Mr. Owens al:o asks you to prepare a purchase order No. 1501 to
American Wholesale Grocery for the merchandise requested by Mr. Smith.

In your supplies file you will find the Payroll Worksheet for the pay
period which ended last Friday. Remove payroll worksheet and proceed as
directed in General Instructions. You will not be able to work on this
without interruptions. Remember you have other duties to perform, too.
Ycu must be finished by the end of workday on Wednesday. Remember to

- add employees on weekly ‘salary, substituting your name for "Yourself".

Hours worked by employees paid hourly:

’ Cecil Walker 8 hours Persons on weekly
Paul Joh:iison 8 hours - salary are assumed
Sue Perry 8 hours to have worked
May Bryant 8 hours 8 hours each day.

TUESDAY, DECEMBER 16:

Check the morning mail (After the first day or two you will not be
given specific instructions cn how to deal with the morning mail. Be sur=
to remember to check it.)

Compose and type a letcer from Mr. Owens asking for a rescrvation
for double roory with bath for he and Mrs. Owens at the Royal Hotel,

10
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2290 Vlamingo Road, in Loz Yegas,  Thov il arrive Decombor 10 and depart
JTanuare 2. Pleaso ask them to nold the oo o Lo arrivaig
Write checks tor tho invoices you will riv i the supplics tolier and

mail. Be sure to {irst check the invoicoes 1or sccuracy.,

Hours worked bv emplovees paid hourly:

Cecil Walker | 8 hours
Paul Johnson 8 hours.
Sue Perry 8 hours
May Bryant 6 hours (left because of sickness)

WEDNESDAY, DECEMBER 17/

Your company is considering the purchasec of additional property as a
future building site. Write a letter to the real estate firm, Southern Realty
Firm, 2300 Main Street, making an appointment for Monday, December 22,
at 10:00 a.m. with their representative Mr. Stan Hopper to discuss the
purchase.

Mr. Smith asks you to place a purchasc order with the Lake County
Wholesale Grocery for the items listed below. Type the purchase order
No. 1502 and mail.

24 bottles Dill Pick!l:s
241 bottles Sweet Pickles
12 bottles Pickied Oninng
24 cans spaghetti

48 cans asxzorted foups

24 cans toma‘o juice

31b Bundle =altines

11
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omplete the pavroll and issue checks.,

Hours worrad by cmplovees paid hourly:

Ceci]l Walko 3 hour:
Faul Johrson 2 hour
Su(; Porry 3 hours
Mav Bryant 8 hours

Ed

VTHURS DAY, DECEMBER 18:

'

Tvpe a letier to the American Wholesale Crocery asking them: Do '
they have in stock the new product--Noodles Supreme by General Products,
Inc? If so, the price of a case? How soon can the products be delivered?
Mr. Owens is interested in placing an order if they are in stock and if he
can have immediate delivery. e

Check invoices (in suppiies folder) for accuracy and write checks.
If any of the invoices is not ccrrect, write the company explaining the
mistake and asking for a coriection.

Prepare an inter-office memorandum to all employees from Mr. Smith,
to inforir the employees that beginning Monday, December 22 THROUGH
December 24, the store hours will be extended to 9:00 P, M, Over-time
will be paid from 6:00 to 9:00 nightly. The Tennessee Supermarket will be
closed Thursday, December 25, and Friday, December 26. Business will ke
carried ori as-usual on Saturday. Employees will be paid for December 25
and 26. '

Hours wered by employees paid hourly:

Cecil Walkcer 5 hours
Paul Johnson 8 hours -
Sue Perry ' 8 hours
Mav Bryant 8 hours

12



tRIDAY, DECEMBER 19 :

Duplicate tabul'éted report on your new group insurance program--
one to each employee. (report is in supplies folder) Today completed
“the pay period. Begin work on payroll. .

Hours worked by employees paid hourly:

y
Cecil Walker 8 hours
Paul Johnson None

Sue Perry ‘ 8 hours
May Bryant | 8 hours

MONDAY, DECEMBER 22: -

Send telegram to Royal Hotel cancelling room reservations.
’£ .

Mr. Charles Chandler called while Mr. Owens was out to tell him
there is a called meeting of the Downtown Merchants Association to
discuss the January Promotional Sales to be carried on by all members.
Tvpe the message to Mr., Owens.

Make a deposit. (You will find all needed materials in supplies
folder). (Checks are in completed work folder.)

Prepare purchase order No, 1517 to American Wholesale ‘rocery for
10 cases of Noodles Supreme, asking for immediate delivery.

Hours worked by employees paid hourly on Saturday, December 20:

(locil Vo er ! 8 hourg
Y
Paoul Jobnson 8 hours
sue Perry g hours
by H . .
“ay Bryant 8 hiours

13



Hours worked by employzes paid hourly on Monday, December 22:

Cecll ‘Walker 8 hours
Paul Jcrr=on 8 hours
Sue Perry | 8 hours ) o
May Bryant 8 hours

TUESDAY, DECEMBER 23:

Mr. Smith asks you to place a purchase order with the American
Wholesale Groceary for the items listed below. Type the purchase order
No. 1518 and mail.

7 cases Pork and Beans
12 boxes Fudge
12 boxes Nut Brittle
16 boxes Peppermints
3 cases Grape Jelly
1 case Apply Jelly
7 lbs. Lemon Drops S

. Owens read in the morning paper, The Daily Graphic, about the
promotion of Mr. Sam Woodman, a close friend of his, to Executive Vice-
President of the Kullmel Advertising Firm, 237 Riverside Drive, Memphis,

Write a letter to Mr. Woodman congratulating him on his promotion.

Hours worked by employees paid hourly:

Cecil Walker . ’ 8 hours
Paul Johnson 0 hours
Sue Perry 8 hours
May Bryant . - 8 hours

14
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WEDNESDAY, DECEMBER 24:

The Tennessee Supermarket needs another delivery truck in order to
expadite and reduce the cost of deliveries of merchandise. Upon inquiry
Mr. Owens found that by paying cash for a truck he could effect quite a
saving. He, therefore, purchased from Mr. William Seymour, an auto-
mobile dealer, a small 2 1/2 ton Royal Truck, Model No. S., Motor No. S-
367495 at a cost of $4,000. Mr. Seymour asks us tqQ prepare a suitable
bill of sale for execution by him. (Form in Supplies Folder).

Write a check to Mr. Seymour for the truck.

Finish work on payroll and write checks. Don't forget the Christmas
bonruses.

Hours worked by employees paid hourly:

Cec .l Walker 8 hours
Paul Johnson 0 hours
Sue Perry 8 hours
May Bryant 8 hours

VMONDAY, DECEMBER 29:

Compose and type a letter to Mrs. Carolyn Rice, 217 Cherrydale Road,
(vour town), informing her that her check for $17.90 (you deposited it
Ducember 22) dated December 20 was refused by the bank for insufficient
funds. Be tactful, but firm and ask her whether she would rather you
redeposit the check or would she rather bring you the cash and pick up the
check. Immediate action must be taken by Mrs. Rice.

Tyoe pur-hase orders for the following:
(Fofer to Completed work folder for addresses)

T
Miagara Biscuit Company

i4 Choenlate Chip Cookies Purrhase Order No., 1519

12 loomon Thin Cookios




24 Oatmeal Cpokie's
18 Sugar Cookies
. Dairy Products Milk Company
48 qts. Milk Homogenized
36 qts. Milk Pasteurized‘
36 cartons Cottage éheese - |
24 cartons Sour Cream
12 cartons Buttermilk
Hours worked by employees paid hourly:

Cecil Walker | 8 hours

Paul Johnson 8 hours :
Sue Perry 8 hours
May Bryant 6 1/2 hours

TUESDAY, DECEMBER 30:

Mr. Owens wants a tabulated report on sales by departments from
January through November. December sales can be added easily later.
Type figures are in completed work folder.

Mr. Owens also needs the total of each department through November.
He wants it in a tabulated form,.also.

Hours worked by employees paid hourly:

Cecil Walker 8 hours

Paul Johnson 8 hours

Sue Perry 8 hours

May Bryant 8 hours
12

16




WEDNESDAY, DECEMBER 31:

Write a letter to The Daily Graphic, 719 Main Street, {your town)
asking them to recheck your account. Our records show that we ran only
9 ads during December. Their statement charges us for 10 ads. However,
the Downtown Merchants Association sponsored a church page on December
18, and we were "one, of the participating merchants. The nill for this page
should be sent to the Downtown Merchants Association. Asx the Graphic
to check to see if your ad on the Churzh Page was inadvertently charaed
to the Supermarket instead of the Dow town Merchants Association.

Finish payroll and write checks.

Hours worked by employces paic hourly:

Cecil WValker 7 hours
Paul Joh:nson 3 1/4 hours
Sue Perry 8 hours
May Bryant 8 hours

17



SUPPLIES
(To be reproduced)

SUPPLIES FOLDER N -

The -following material should be placed in a folder and labeled
SUPPLIES., This material will be used to complete various jobs in the
work schedule. Some oi the material is completed work and some wiil be
used by the student as rgference material.

SUPPLIES:

List of Customers

List of Suppliers

Current Price List

Wag~ Bracket Withholding Table (Not included)
Three invoices to be used December 15

Four checks to be used December 17

Two checks tg be used December 22

Two invoices to be used December 30

Payroll Work Sheet for week of December 12

MISCELLANEQUS SUPPLIES
Three Tiles T'iles should be labeled A, B, and C.

These files may be manila folders,
or boxes (shoc) with a few guides
and folders.

Two Student baskets Fach student should have a hasket
(or box) labeled IN and a similar
basket labeled QUT.

One Teacher Basket A basket (or box) should be placed
on the desk to serve as a depository
for all material collected from QUT

18 basket at end of day.

14




TO BE USED DECEMBER 16

FINE CAKE COMPANY
922 Main Street
Memphis

Sold to: Tennessee Supermarxet
211 N. State Street _
(Your Town), Tennessee

Date: December 8, 1968

Terms: 30 days

_Quantity Description Price Amount
6 Marble Cakes 36 2116

8 Plain Pound 29 2|32

4 Raisin Pound 37 1148

12 Coffee Rings 29 3148
10 Pkgs. Doughnuts 22 _ 2120
11164

I

NIAGARA BISCUIT COMPANY

473 River Road
Memphis

Sold to: Tennessce Supermarkét
211 North State Street
(Your Town), Tennessce

Date: December 8, 1969

Terms: 30 days

Quantity ' Description Price Amount
24 Crahain Crackers 23 5|52
12 Chocolate Cookies 17 21 04
18 Sandwich Creams 22 3196
12 Fancy Assortment 21 2152
18 Saltines 14 2152

16| 56
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HOME BREAD COMPANY
224--7th Street

Memphis
Sold to: Tennessee Supermarket Date: December 8, 1969
211 North State St.

(Your Town), Tennessee Terms: 30 days

Quantity Description | Price _Amount
<l
6 loaves Date-Nut Bread 33 ’ 1{ 98
8 loaves Rye, large 20 ‘ 1} 60
12 loaves White, small . 12 1| 44
8 loaves Whole Wheat 18 1144
j 6] 46
20

16




TO BE USED DECEMBER 18

DAIRY PRODUCTS MILK COMPANY
* 410 South Road

Memphis
Sold to: Tennéssee Supermarket Date:. December 12, 1969
211 North State Street :
-~ TN
(Your Town), Tennessee Terms: 2/10, n/30
Quantity Description Price Amount
36 gqts. Milk Homogenized 19 6184
18 gts. Milk Pasteurized 18 3|24
6 pts. Heavy Cream 40 2150
6 pts. Sour Cream 43 2158
15|16
CUSTIS BAKERY COMPANY
603 Main Street
Memphis
Sold to: Tennessee Supermarket Date: December 11, 1969
211 North State St.
(Your Town), Tennessee Terms: 30 days
Quantity Description Price Amount
6 loaves Whole Wheat ‘ 18 1108
12 loaves Rye 15 1{80
12 loaves White, small 12 1144
- 24 loaves White, large 15 3160
7192
21
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PURE PRODUCTS MILK COMPANY
410 South Road

Mempnis
Sold to: Tennessee Supermarket Date: December 11, 1969
211 North State St.
(Your Town), Tennessee Terms: 30 days
Quantity Description Price Amount
36 qts. Milk Homegenized 1% . 6/84
18 qts. Milk Pasteurized 18 3124
6 half-pts. Sweet Cream 25 1150
12 pts. Heavy Cream 40 ' 4180
16148
FINE CAKE COMPANY
922 Main Street
.Memphis
Sold to: Tennessee Supermarket ' Date: December 9, 1969
211 North State St. .
(Your Town), Tennessee Terms: 2/10, n/30
Quantity Description Price Amount
15 pkgs. Chocolate Cup Cakes 23 3145
. 7
12 pkgs. Doughnuts 22 . 2164
10 Coffee Rings 29 2190
10 Cinnamon Loaves 45 4150
13149
22

18




GENERAL BRANDS, INC.
30 Kerr Avenue
Jackson, Tennessee

Sold to: Tennessee Supermarket Date: December 11, 1969
211 North State Street '
(Your Town), Tennessee Terms: 2/10, n/30
Quantity Description Price Amount
18 Choc_ola-te Pudding 09 1162
12 Coffece 74 8188
24 boxes of Granulated Sugar 07 1168
18 boxes of brown sugar 10 1180
48 bottles of Ginger MAle 14 6172
, . 20170

23
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TO BE USED DECEMBER 22

{Your Town), Tenn.: 19 No.

MAYFLOWER STATE BANK
5-39
110

Pay to the
Order of Tennessee Supermarket $1.04

One and 04/100 * * * * % % % * % % x * x * * % * * *x DOLLARS

For Candy Edith DePriest

24



TO BE USED DECEMBER 22

(Your Town), Tenn. 19 No.

MAYFLOWER STATE BANK

Pay to the
Order of Tennessee Supermarket $61.18

Sixty-One and 18/100 * * * * * * * % % % * % * * * ¥ DOLLARS

For - Serena Emery

25
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TO BE USED DECEMBER 22

(Your Town), Tenn. 19 No.

M OYFLOWER STATE BANK
5-39
110
Pay to the
Order of Tennessee Supermarket $17.90

Seventeen and 90/100 * * * % % x % x % % & x % * ¥ * DOLLARS

For Groceries Carolyn Rice

26
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TO BE USED DECEMBER 22

(YSur Town), Tenn. 19 No.

MAYFLOWER STATE BANK

Pay to the
Order of Tennessee Supermarket $43.07

Forty~three and 07,7100 * * * * % % % & % & *x x x « * DOLLARS.

For Supplies Paula Hansford

23



TO BE USED DECEMBER 22

(Your Town), Tenn. ’ 19 No.

MAYFLOWER STATE BANK

Pay to the
Order of Tennessee Supermarket $24.05

Twenty-four and 05/100 * * % % % * % % * *x * x *x » ¥ DOLLARS

For Groceries ‘ - Mrs. Ralph Adams

T

28
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TO BE USED DECEMBER 22

(Your Town), Tenn. December 20, 1969 No.

MAYFLOWELER STATE BANK

5-39
100
Pay to the

Order of Tennessee Supermarket §31.16

Thirty-one and 16/100 * * * * * * & % % % * * « * *+ * DOLLARS

For . Groceries Wanda Henson




TENNESSEE SUPERMARKET

SALES BY DEPARTMENT

January
Grocery $1,496.
~ Produce 551

Seafood

and Meat . 793.
Dairy 797.
Sundry 340.
February
Grocery $ 985.
Produce 313
Seafood

and Meat 798.
Dairy 619,
Sundry 218.
March
Grocery $1,111
Produce 449,
Seafood

and Meat 750.
Dairy 619.
Sundry 218,
April
‘Grocerv $1,003.
Produce 497
Seaf{ood

and Meat 567
Dairy 219.
Sundry 99.
" May
Grocery $1,245.
Produce 314.
Seafood

and Meat 502.
Dairy 300.
Sundry 175.

79

.75

81
53
02

14

.83

12
12
40

.84

20
72

14
40

78

.18

.19

54
12

93
07

41
12
24

une

Grocery
Produce
Seafood

and Meat
Dairy
Sundry

July

Grocery
Produce
Seafood

and Meat
Dairy
Sundry

August

Grocery

Produce

Seafood
and Meat

Dairy

Sundry

September

Grocery

Produce

Seafood
and Meat

D¢

Sur..av

October

Grocery
Produce
Seafood

and Meat
Dairy
Sundry

26

30

$1,131

976.
596.
296.

$ 997
631

1,008.
279.
157.

$1,009.
708.

632

379.

361

$1,329.
809.

1,274,
361.
314.

51,001.
832.

%01

.80
740.

19

43
19
46

.03
.89

53
07
30

64
45

.08

86

.97

73
63

63
63
80

74
01

.73
478.
296.

27
13

November_
Grocery $1,007.99
Produce 742 .64
Seafood

and Meat 1,379.94.
Dairy 414.28
Sundry 269.08

kS
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- Time Sheet or Pay Period

1969 to_ December 12,

December §, 1969

| . Monday Tuesday Wednesday Thursday Triday Satur‘dayj Total
Lmployee | in|out| hour] in | out| hour| in out] hour] in| out| hour ip out| hour| in{ out{ hour! Hours
Raker, \';g'dlter PAID BY %’EEFLY JALARY

,Rrym, May l8 6 8 8 8 8 46
fed, Mary PAID) BY WEEHLY SALARY

Johnson, Paul 8 | 8 8 8 0 | § | 40
Cwens, Donala PAID BY WEEKLY JALARY |
r: Perry, Sue 8 g 8 8 8 8 48

Snith, Ve PATD BY WEEHLY §ALARY

Walsor, Cecil 8 8 8 8 8 8 48
Yoursel! PAID BY WEEHLY JALARY |

NOTE: This form must be duplicated olank for further use.
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STATIONERY SUPPLIES
(This material to be reproduced)

SUPPLIES NEEDED
Onion Skin Paper'
Carbon Paper
Envelopes (54)
Stencils (4)
Mimeograph Paper
Letterhead Stationery (10)
Telephone Message Blank (2)
Purchase Order (12)
Interoffice Correspondence (4)
Telegram (1)
Payroll Work Sheet (3)
Payroll Register (3)
Checks (36) (May use checks from bank or duplicate form checks)
Deposit Slips (2)
Bill‘of Sale (2)
TO THE TEACHER
Oniy one copy of each form has béen included in this project. Copies of
the forms may be reproduced as needed. File the stencil for future

reproduction. You may want to make several copies and file for future
use.
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STATE BANK
(YOUR TOWN), TENN., 1y

Please List Each Check Separately
Currency __

Silver

Checks as Pbllows

Y Ai—

————— et e e — = M A
—_—— e r_._...____._._.___.. _—
— e e e e Y e

———— e e

e — ——— ——— —— e e e

——— e > ——— - .._.r._ ——— e

34
29

MESSAGE

YOU RECEIVED A CALL FROM:

of (Firm or Dept. Name)

TIME { DATE

WILL CALL AGAIN| ] PLEASE CALL[ ]

__._.\.\

(SIGNATURE)



O

ERIC"

Aruitoxt provided by Eic:

.

NO WS -4 OF SVC PD ORCO1L. | CASHNO, CHARGE TO THE ACCOUNT GF [ ) OVER NIGHT TELEGRAS
- UNLESS BOX ABOVE 15 CHECKED THIS
MESSAGE viiLt, BE SENT AS A TELETRA*L
Send 1he 'c ‘cr mg Toisage, sLh el o tne der s e ettt wn T e tenr LT gty e e e e e e . " o
CARE OF
10 OR APT. NO.
STRLET & NO. TELEPHONE
CITY & STATE ZIP CODE
S - . e
SEMOEA'S TEL. NO. NAME & ADDRESS

WU 12T &%y

TENNESSED SUPLRMARKLY

211 North State Street

QUANTITY | CAT,

I' *

NYour Toran), Tennesseo * 285-5710

PURCHASTE ORDER

Mark Order No.,
-n all invoices
arn gtmckageqs*

Order No .
I_),(]t(’
Terms

“Ship VIA

T IITITITILITIT L UNIIT TS IImIITINTIOC
DESCRIPTION JNIT PRICE | AMOUNT
)

" Purcnasing Agent



TENNESSEE SUPERMARKET

INTEROFFICE MEMORANDUM
To ‘ Date
From

Subject

36
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TENNESSEE SUPERMARKET

211 North State Street 285-5710

(Your town), TENNESSEE 38024
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Time Sheet For Pay Period 19 to 19

Monday Tuesday | Wednesday Thursday Friday Saturday | Total
Employee | in | out | hour { in | out | hour | in{ out | hour | in | out | hour | in | out | hour | in |-out | hour| Hours

. 3
ERIC

Full Tt Provided by ERIC.



BILL OF SALE

KNOW ALL MEN BY THESE PRESENTS, That the undersigned for a valuable
consideration does hereby grant, sell, transfer, and deliver unto the Tennessce

Supermarket (Grantee) the following dzscribed equipment:

To have and to hold all and singular the said goods and chattels to saic
Grantee, his successors and assigns. The undersigned covenants with said
Grantee that the undersigned is the lawful ownar of said chattels; that they
are free' from encumbrances; that undersigned has good title to sell same;

and that undersigned will warrant and defend same against claims and demands

of all persons.

WITNESS, the hand and seal of the Seller, thisthe __~~ day of

(Seal)

S e—lfgr

Witness

40

34




_WEEK ENDING

PAYROLL REGISTER

MPLOYEL'S
NAKIE

-

HOURS

__WORKED

RATE

EARNINGS

DEDUCTIONS

DATE OF PA"

NT

NLT PAY |

Reg.|[O.T.

Total

Hr.|Wezkj| Rzg.

0.T.

f—— 4 —

Total

—_——— e

F.I.G.lx. Inc. Tax
1 _With

HOS_}J—,T,?V:"".iv'r Fl"otal' Amount [[Check

No.

Group

Ins. L

)

| ' |

- ——

- — SR N A N |
———— e — e e e e e ___+‘ b — 4 —_——
_____ RSN SRR SR U AU NS S| —

e

S

______

- —_—d ]

S S,

VARV SO SUS Y SISV S { S

A

]

— e —4--— = -4
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YOUR NEW GROUP INSURANCE PROGRAM

53

Schedule of Benefits .

Class A ~ Employees earning
$830 but less than :
$1000 per month $15,000 $20,000

Class B - Employees earning
“$600 but less than

$800 per month $12,500 $12,500
Class C - Employees earning
¢ $500 but less than ._ oo
$600 per month =~ $10,000 $10,000

Class D - Employees earning
$400 but less than

$600 per month $ 7,500 $ 7,500
/

Class E - Employees earning
$300 but less than . '
$400 per month $ 5,000 % 5,000

Class F - Employees earninyg
less than $300 per
month $ 2,000 $ 2,000

Your Share of the Tctal Monthly Cost

Class A $ 7.50
Class B $ 6.25 .
Class C $ 5.00
Class D $ 3.75
Class E $ 2.50
Class F $ 1.00

s
J

The amount of your group life insurance shown in the Schedule of Benefits
will be paid to your beneficiary.

BENEFICIARY: Your beneficiary may be any parson, or persons, you name.
You may change your beneficiary at any time by filing a written request

with the Company. The form necessary to make a change of beneficiary may
be obtained from the office.
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ACCIDENTAL DEATH AND DISMEMBERMENT INSURANCE: In the event of your
accidental death or dismemberment occurring on or off the job, this insurance
is payable as indicated below provide_d such death or dismemberment results
from accidental bodily injury directly and independently of all other causes
and within 90 days from the date of the accid=nt.

~
For Loss of:-
Life . . . . . . . . ... .. e e e e e e e e e e e . 100%
One Hand at or above wrist . . . . . . . . . .5 0. 50%
One foot at or above ankle ... . . . . . . . . .. ... 50%
Sight of one eye. . . . . . .. L e e e e e e .. 50%
More than one of the above in one accident ., . ., . . . 100%

AT RETIREMENT: Upon retirement an employee may continue his'gro'up life
insurance, not to exceed $10,000 and the Project will pay the full premium.
The Accidental Death and Dismemberment insurance does not continue after
retirement.

CONVERSION PRIVILEGE: If you leave our employ, your group life insurancs
will be continued for a period of 31 days. During this 31-day period you
may obtain, without evidence of insurability, individual life insurance by
applying to Connecticut General Life Insurance Company and pay the premium
applicable to the class of risk to which you belong and your age at the time
of conversion. -

WAIVER OF PREMIUMS: If your employment is terminated because of total
disability before you reach age 65, your group life insurance will be continued
without any cost to ycu during such disability. However, you will be required
to submit evidenze of your continued disability from time to time.

LIMITATIONS: Benefits will not be paid for any loss caused by war or during
military service or under certain other circumstances described in your
certificate.
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AMERICAN WHOLESALE GROCERY

GENERAL INFORMATION

You are employed by the American ‘Wholesale Grocery Company, located
at 3105 River Road, (Your Town), Tennessee 38079.

The American Wholesale Grocery sells merchandise to local retail grocery
stores in ths area. No sales are made to individuals. Purchases are
made for distributors.

You will serve as a general office worker. There is one other office
worker who is in charge of the bookkeeping. You will receive purchase
orders as they arrive, prepare invoices, bills of lading, statements,
prepare purchase orders, take telephone messages, handle all check-
book work, take care of routine correspondence, credit memorandums,
interoffice communications, prepare charts, and prepare the payroll and

' payroll records each week.

A great deal of your work will be done with one of your customers, The
Tennessee Supermarket. Letters, orders, invoices, etc. will be "mailed"

‘back and forth between the two companies.

READ CAREFULLY

All supplies will be found in the folder marked SUPPLIES. This includes
letterheads, envelopes, inter-office forms, credit memorandum, purchase
orders, telephone. message forms, etc.

In "he folderimarked COMPLETED WORK, you will find forms, letters, etc.
that have already been completed. You will be instructed what to do with
tnis material as it is needed.

You will be furmisned three files, There are labeled A, B, and C.
Instructions for thai: use will be given as needed.

You will be “Iurmshcd two trays. Oné of the trays = | be labeled QUT.

Place all completed work that would normally be mailed from your office
in this tray. Occasionally you will be instructed to place other material
in this tray. The IN tray will contain material which has been "Mailed”
to your company., -

I'. TDirst thing cach day youu must check your IN tray to sce if there is
nny correspondence that must be dealt with. For the first few days
of your job vou will be given specific directinons about what to
cwpnect in the mail and how to handle 1t." Later, you will be expected
to rnow swohat to do with items received.
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A carbon copy will be made of outgoing mail. Carbon copies will
also be made of inter-office memorandums and other work that
normally calls for a carbon. All originals will be mailed and the
carbons are to be filed in the appropriate file.

Your beginning bank balance is $23,435.25. Your béginning check
No. is 1056. You will write all checks, s1gnmg your name, keep
check stubs, make deposits, etc.

Purchase orders: If the American Wholesale Grocery is ordering
from another company you will prepare the purchase order to be mailed.
Beginning purchase order number is 4374. Carbon - File B.

If you receive a purchase order from another company you will pro-
ceed as follows: y
a. Prepare in duplicate an invoice. Make extensions, total,
and prepare one carbon copy.
b. Mail the original to the customer and file the carbon in
File B.

If an item does not-arrive in the "mail" on scheduie go on with your
other work and take care of the "mail" when it dos arrive.

Payroll Procedures:

The Amerir in Wholesale Grocery employs nine persons. Wages are
paid weeki: . Wages are paid every Wednesday for the work week
ended the previous Friday. One of your jobs is to prepare the

payroll and to keep the necessary records that are required for various
reports based on the payroll. The regular work period is 8 hours
daily, Monday through Friday. All employees, with the exception
~of Mr. William Davis, Manager, are paid at the rate of one and one-
half times the regular rate for any hours worked beyond 8 hours a day
or 40 hours a week.

The name of the employees, their withholding tax class, and their
wages are given below:

Willia.m Davis, Manéger M-4 $200.00
Alvin McBride, Plant Supwvr. M-3 $150.00
R. L. Staten, Foreman M-4 $100.00
Robert Bowman S-1 $1.80 an hour

Charles Steward . M-2 $1.70 an hour
46
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John Alpine ’ M-4 $1.90 an hour

Joe Browne M-3 $2.30 an hour
Della Anderson ' | M-2 $68.00
Yourself S-1 . 68.00

You will deduct from each employee at the rate of 4.9% the deduction
necessary for FICA taxes. FICA is withheld on the first-$7800 of wages
earned by each.employee during the year. Mr. William Davis, Manager,
has already exceeded $7800 in wages for the year, therefore, he will not
have any further deductions for FICA taxes. None of the other employees
will reach this level for the year. Use the Wage Bracket Withholding
Tables (in the Supplies folder) to determine income tax deductions.,

The first pay period will be for the week ending on Friday, December 12.
This was the Friday before you started working. Employees will be paid

for this week on WEDNESDAY, DECEMBER 17. In your supp'y folder youn
will find a payroll worksheet that shows the hours workecd by each employee
for this period. ’

You will procged with the payroll work as follows:

1. Transfer needed information froni Payroll Worksheet to Payroll
Register.

2. Complete work necessary on the Payroll Register. (Compute total
earnings, deduction, and net pay ).

3. Write checks for each employee, and place in an envelope that is
addressed with just the name of the employee. Checks will be
picked up by the employees at the end of the work day on Wednesday.
Place in OUT basket.

4. TFile payroll register and payroll worksheet in the Miscellaneous file A.

5. You will assume that other payroll records such as Individual Employee
Earning Records, etc., will be kept by the other office worker.

You will have from Monday morning until Wednesday afternoon to complete
the work of preparing the payroll and other records. Remember, you will
have other duties to perform during these three days. PLAN YOUR TIME.
Each. class work period of two hours will be coBsidered a day. Therefore,
this work should be finished at the end of the third class work period. B
The second pay period will be for the week ending on Friday, December 19.

47

40



Employees will be paid on Wednesday, Dec. 24. For this pay period
you are to withhold $1.50 from all employees for insurance. ‘A spezial
Christmas Bonus is included in the payments to all employees. Amount
of the bonus each will receive is as follows:

Mr. Davis $80
‘Mr. Mc;ide- $50
Mr. Staten $50 ‘
All Others = $25

The bonus must be included in computing of total earnings and deductions
for this pay period. The amount of the bonus should be entered in the
regular earnings column as an addition to the regular earnings.

The third pay period will be for the week ending December 26. Employees
will be paid on December 31. This week $1.00 is to be withheld for
Hospitalization.

You will be given additional information concernmg Holiday Pay, over-
time, etc. in your daily instructions.

7. Filing
You will have three files.
File A: Miscellaneous
File B: In'voic.:’es (Payable and Purchase Receivable) Orders

File C: Letters, telegrams, memos
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| SUPPLIES .
' {To be reproduced)

SUPPLIES FOLDER

The following material should be placed in a folder and labeled
SUPPLIES. This material will be used to complete various jobs in the
work schedule. Some of the material is completed work and some will
be used by the student as reference material. '

SUPPLIES:

List of Customers

List of Suppliers

Current Price List

Wage Bracket Withholding Table (not included)
Three invoices to be used December 15

Four checks to be used December 17

Two checks to be used December 22

Two invoices to be used December 30

Payroll work sheet for week of December 12

MISCELLANEQOUS SUPPLIES
Three Files: TFiles should be labeled A, B, and C.

These files may be manila folders, or bexes (shoe)
with a few guides and folders.

Two Student Baskets: Each' student should have a basket (or bex)
labeled IN and a similar basket labeled OUT.

One Teacher Basket: A basket (or box) should be placed on the
desk to serve as a despository for all material
collected from OUT basket at end of day.
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Consolidated Suppliers, Inc.

United Candy Company
The Cagle Soup Company
Jones and Sons

Better Fruits, Inc.
Memphis Cracker Company
Stump Farm Products, Inc.

" TJnion Supply Company

SUPPLIERS
- OF THE' _ ,
AMERICAN WHOLESALE GROCLRY
604 Madison Avenué

62 Main S;reet

6204 North Main Street

213 Main Street

300 Bay Front Drive
217 Seventh Avenue
332 Tulip Street

1159 State Street

Nashville, Tennessee

38275
Memphis, Tennessee
_ 38026
St. Louis, Missouri
38579
Cairo, Illinois
38057
Tampa, Flordia
34578
Memphis, Tennessee
38026
Jackson, Tennessee
38447
Memphis, Tennessee

38026

o1



NAML

Andrews' Grocery
Bryant Supermarket

County-Line Store

Tennessee Supermarket

© Grove Street Market

Martin Supecrette
Obion Grocery
Perry Minute-Mart
Reigal Groéery

Tiptonville Supermarket

CUSTOMERS
OF THE

AMERICAN WHCLESALE GROCERY

STREET
416 Main Street

215 North First Street
506 E. Exchange

211 N. State Street
302 Grove Street

496 Moody Street

326 E. Main Street
203 Troy Street

376 Paris Road

235 Church Street

TOWN

*

STATE

, Tennessee

, Tennessee

, Tennessee

, Tennessee

, Tennessee

, Tennessee

, Tennessee

, Tennessee

, Tennessege

, Ternessee

* Use the name of your town for the city address for each of the grocery stores tested.
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PICKLES, RELISHES (Cont') Per Case

" Sweet Gherkins s

3.20
India Relish 2.50
Pickied Onions 3.10
Ketchup. 5.80
Chile Sauce 3.85
Worcestershire Sauce 2.70
CANDY . Per Box
Peppermint . .64
Fudge , .64
Nut Brittle .64
Nougets : .40
Gum Drops ) .40
Chocolate Bars ' 1.44
Licorice Shoestrings . .40
Coconut Bars - .64
Lemon Drops  (pound) ' .14
COOKIES Per Bundle
Animal Crackers : .83
Chocolate Chip ' 1.20
Fis, Newtons I ~1.09
P oormint Wafers o ' .64
Var...a Wafers » 1.15
Peanut Butter Cookies | 2.60
Sujar Wafers _ 1.85
CRACKE. »» & CHIPS Per Bundle
H
Salu v '1.05
Grahatn Crackers .91
Milk Crackers .92
Pretzel Sticks - : .83
Awieback - 1.30
Trix Cheese Crackers 1.31
Potato Chips . 2.03
Oyster Crackers .84
Arrowroot Biscuits .84
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- FORPAY PERIOD  Deceriber 8

VAR o

PAYROLL WORKSHEET

. 1969 to December 12 , 1969
EMPLOYEE MONDAY | TUESDAY | WEDNESDAY | THURSDAY | FRIDAY L%TQ{HS
1. Anderson, Della 8 8 ; 8 8 4
2. Alpine, John 8 8 8 9 8 4]
3, Bowman, R(;bert 8 9 " 8 8 8 1
|4, Browne, Joe ; 9 K g : g
5. Davis, William B« 8 8 8 8 40
b. McBride, Alvin 8 8 6 8 8 40
7. Staten, R, L. : 8 8 b 8 40
8. Steward, Charles 8 8 8 8 8 | 40 |
9. YOURSELF 8 8 8 B 8 40

Aruitoxt provided by Eic:

ERIC

o7



Three invoices to be used December 15, 1969

THE CAGLE SOUP COMPANY , INVOICE -
920 North Main Street St. Louis, Missouri- 38759 SALES DEPARTMENT
SOLD American Wholesale Grocers Date -December 5, 1969
3105 River Road
TO (Your town) , Tennessee 38079 Qur No. 4012
Cust.

Order No. 4371

Shipped Via Railway Express

Terms ?/10. N/30 / Salesman Samuel Jones
Quant: Description Unit Price ‘ Amount
75 cases Bean Soup $2.00 $150.00
85 cases Beef Noodle Soup - 3.50 297.50
50 cases Vegetables Soup 2.75 137.50
50 cases Green Pea Soup 2.75 137.50
§722.50

CONSOLIDATED SUPPLIERS INC. INVOICE

604 Madison Avenue Nashville, Tennessee 38275
SALES DEPARTMENT

SOLD ,American Wholesale Grocery Daté December 6, 1969
3105 River Road .
TO (Your town), Tennessece 38079 Our No. 5021
Cust.

Order No. 4372

Shipped Via Railway Express

\

1

Termis 2/10, N/30 : Salesman _ Richard Jones

Quantity Description Unit Price Amount
60 cases Apple Jelly . $1.60 $ 96.00
70 cases Apple Mint Jelly 1.60 112 .00

50 cases Blackberry Jelly 2.50 125.00
" 55 cases Grape Jelly ‘ 2.10 115.50
' $448.50
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UNITED CANDY COMPANY INVOICE
SALES DEPARTMENT

62 Main Street Memphis, Tennessee 38026,
SOLD American Wholesale Grocery
3105 River Road . " Date December 7, 1969

(Your town), Tennessee 38079

TO Our No. 7658
Cust.
Order No. 4373
Terms 2/10, N/30 Shipped Via Railway Express
Quantity Description Unit Price Amount
10 cases Licorice Shoestrings $ .75 $ 7.50
20 cases Coconut Wafers 2.00 40.00™

25 cases Peppermint Wafers 2.25 . 56.25

$103.75




FOUR CHECKS TO BE USED DECEMBER 17, 1969

COUNTY LINE STORE 1-10
N

- 225
(Your Town) Tennessee December 15, 19 69
Pay to the _

order of : - , $ 157.50
One hundred fifty-seven and 50/100 ——=====m=——=—w---==-—=——=Dollars
CITY BANK

Your Town, TENNESSEE

38080 /s/ George Sharpe

BRYANT SUPERMARKET A 1-10
215 North First Street ‘ S 225
Your Town, TENNESSEE December 15, 19 69
Pay to the . |

order of American Wholesale Grocery $ 475 .6[
Four hundred seventy-five and 69/100 ——-==-========-cmomouoaoo Dollars

CITY BANK |

Your town, TENNESSEE _
: /s/ Elmer Jonas

MARTIN SUPERETTE 1-10
. 219
Your Town, TENNESSEE - December 15, _ 19 69
Pay to the . ,
Order of American Wholasale Grocery . $ 327.45
Three hundred twenty-seven and 45/100==========-----—---———--—---Dollars

v " *7  BANK OF MARTIN

Your Town, TENNESSEE /s/ William Willis

v




ANDREWS ' GROCERY _ 1-10

215
Your Town, TENNESSEL December 15 19 69
Pay to the
Order of ' $ 345.25
Three hundred forty-five and 25/100 3+-_- ———————————————————————— Dollars
CITIZENS BANK
Your Town, TENNESSEE /s/ Robert T. Smith
TWO CHECKS TO BE USED DECEMBER 22, 1969 l-'-lO
222
REIGAL GROCERY
Your Town, TENNESSEE , 19
Pay to the : ?
Order of American Wholesale Grocer $ 350.00
Three hundred fifty‘ and 00/100 ~=-==o-m—mmmm—mm e oo oo m e e o ‘-- Dollars
FIRST NATIONAL BANK
Your Town, TENNESSEE /s/ Joe Smith
E 1-10
GROVE STREET MARKET 215
Your Town, TENNESSEE Decem. r 21 19 69
Pay to the : :
" Order of oo $569.32
a \\_A-
Dollars
CITIZENS BANK
Your Town, TENNFESSEE " /s/ Wilford Williams

-%
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Two Invoices to be used December 30, 1969

CONSOLIDATED SUPPLIERS, Inc. o INVOICE
604 MADISON AVENUE NASHVILLE, TENNESSEE 38275

SALES DEPARTMENT

- > v e b W W W omk W AAs S v v W W MY e W W e W M S T e T W W S S WW M M S Sw Sw ww T W SW S mw Sw mw ww e e

SOLD American Wholesale Grocery Date December 26,1369
TO 3105 River Road :
(Your Town), Tennessee 38079 ’ Our No. 5039
: Cust.

Order No. 437S

Shipped Via Railway Express

Terms 2/10, N/30 Salesman Richard Jones
Quantitv Description Unit Price Amount

- -
100 cases Apple Jelly $ 1.60 $160.00
100 cases Apple Mint Jelly 1.60 160.00
150 cases Grape Jelly 2 2.10 315.00

$ 635.00 °
THE CAGLL SCUP CONMPANY INVOICE

620 North Main Street St. Louis, Missouri 338759 SALES DEPARTMENT

SOLD American W clesale Grecery Date Deccember 19,1969
3105 River ; .ad
TO Tiptonville, Tennessee 38079 Our No. 7698
Cust.

Order No. 4374
Torms 2710, N/30
Shipped Via Railway Lxpress

Quantity Daseription Unit Price Amount
100 casens Beof Noodle Soup 2.50 §250.00
190 cases © Green Pea Soun 2.00 200.00
75 case:n Craam of Mushroom R
Soups 2,50 ' C187.50
1 cases - Tomato Soup - : 2.25 . 281.25
o0 cases ’ T T Ueqgetable Soup 2000 300.00

51,218,775




[,
STATIONERY SUPPLIES

" SUPPLIES NEEDED | !
Onion _Skin Paper
{ Carbon Paper
Envelop=s (60)
Stencils (4)
Mimeograph Paper
Letterhead Stationlery (10) |
Telephone Message Blank (3)
Invoice (6)
Credit Memorandum (2)
Purchase Order (8)
Interoffice Correspondence (5)
Telegram (6)
Payroll Work Sheet (3)
Payroll Reéister (3) ‘ p ‘
Checks (48)
Deposit Slips (4) - Ay
TO THE TEACHER

Only on2 copy of each form has been included in this éet_, Copies of the
forms may be reproduzed as necded- /
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o SAYROLL PERIOD FROM 10 Date Paid

P RN

EMPLOYEE e g Tome fate

S Reg. | Over ' Earnings . ... Deductions Het
No NAME | Eenpt vl 1]l T ol ¥ Fer | Regular| vzertime | Total | FiC3 | Trrome GIAWD | other | Tarning

el
——
=
[ =4
)
a1,

x|

I
i
’ - .
‘ | | !
| |
- F S S -t L_-
| | ‘
! | ! |
1 } T..f. + - o=t [ __..._....L
J A A |
— 4 .__.,.....u.__..f...-_t,.-l\ 4 s J ‘; - .1' ———
| o ;
| R
!
( 4.
bed e —fem R
e Eain s JEEET SR CEY SPER PeA— —_ —
B -




MESSAGE DEPOSITED WITH
CITIZENS 5TATE BANK

To By

You Received A Call From (Your Town), Tn. _ _ 1y

- — - —— — T

OF = e Currency
(Extension _ _
Telephone (Time ___ ilver

Number (Date __

Will call again () 1,

Please call{ ) S 2.

S e e s e s e et e e e e -~ —

-
Total

‘By

Sig nature

(U2 )
(W




tiestrm v,

g
CASH NO

-

_ ‘Telegram .

aLs o, PD OR COLL CHARGE TO THE ACCOUNT OF "] ovER NiGHT m_ecnw
’ UNLESS BOX ABOVE (S CHECKED .THiS
MESSAGE WiLL BE SENT AS A TF{ V..iaty
Sead e o grritige sydbetiztetermy orbaiiteres! wr Lt acebecn, anterdtn 1" -
CARE OF
10 OR APT. NO.
STRLET & NO TELERHONE ’
- CITY & STATE 2P CODC
- .
SENOIR'S TEL. NO. NAME ;'Ab,bnsss
W 1207 R S0
CREDIT MEMORANDUM NO.
AMERICAN DATLE
WHOLLESA™LE ')
- COMPANY
3103 River Rnan - -
(Youor Town), Tennessao I807y
Your aconoaunt has oeen nodited
<
e S b i e i e T
QUANTITY DESCRIPTION UNIT PRICE AMOUNT
O P SO e = e m - I

O

ERIC

Aruitoxt provided by Eic:
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AMERICAN WHOLESALE GRCCERY . - .
3105 Rivef RQad (Your Town), Tennessee 38079 ~:+ INVOICE

-------------------- e dmmoeceeo____...__  SALES DEPARTMENT

SOLD DATE
OUR NO.
TO
CUST.
ORDER NO.
SHIPPED VIA
SALESMAN
QUANTITY | DESCRIPTION UNIT PRICE | AMOUNT
oy
CREDIT MEMORANDUM ~ No.
AMERIC°N DATE
WHOLESA LE
COMPANY TO

3105 River Road
{(Your Town), Tennessee 38079

Your dccount has been credited for:

QUANTITY DESCRIPTION UNIT PRICE AMOUNT
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AMERICAN WHOLESALE GROCERY

3105 RIVER ROAD (Your Town), Tennessee 38079

TO DATE
FROM :  SUBJECT
P
AMERICAN WHOLESALE GROCERY | PURCHASE ORDER

3105 River Road (Your Town), Tennessee

ORDERED NO.

FROM DATL
ORDERED BY

TERMS

Ship To ) ) Ship By

DUANTITY DESCRIPTION PRICEL
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No.

Date 19 A0-100
TG Mvouwr Town), Ternesarc o 422

For

Ral, Rio't
Forward
Amt  Dept.
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Total
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To

For

Ral. Pro't
Forwara

CITIZENS STATE BANE
O TV N)
TE INLCSSEE
34979

“oar Town), Tennessceo

Pay to the

Orée: of

AMERICAN WIIOLESALE GROCLLY

1
Amt. Dept, - : . _ R - Bl
fotal e
Arct, This CITIEENS TTATE BANK ANIERICAN WHOLR S Gty
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Bal. Carr. TPNNESEET
Forwarc e 38079 L
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PAYROLL WORKSHEET

FOR PAY PERIOD _ o . 19 to

EMPLOYLE MONDAY TUESDAY WEL NESDAY THU

IES)
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AMEPICAN WHOLESALE
.G LRY COMPANY
3165 RIVER ROAD

(YOUR TOWN), TENNESSEL 38079
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AMERICAN WHOLESALE COMPANY

MONDAY, DECEMPTR 15, 1969

1. Remove the following invoices from the Supplies Folder
Cagle Soap Company #4371
Consolidated Suppliers, Inc. #4372
United Candy Company #4373

a. Check computations to .be sure they are correct. .

b. Deduct any discount atlowed. (2/10, n/30, means that a.2%
discount will be allowed if the invoice is paid in 10 days.)

c. Write cuecks for amount of invoice, less discount. Keep check
stubs up-to-date. :

d. Address envelopes and mail. (Place in OUT basket.)

e. Mark each invoice Paid 12/15/69 Check No.

f. File invoices in File B.

2. At"l(j a.m. Mrs. Davis calls and asks you to remind Mr. Davis that he
he has a dental appointment at 2 o‘clock. (This message will be recordad
on a telephone message form from the Supplies Foldsr.) Make one copy of
the message. In an offi_ce this message would be given to M-. Davis.
Place in OUT basket. '

3. Mr. Wilford Williams, Grove Street Market, (s2e list of customers) is
delinquent in pavying his bill. All bills are payable 30 days after delivery.
His account is 3 months past due. He has.not madzs arrangements for
extended credit. Write him a letter requesting payment of his account 1n
full. The amount due is $569.32. The company policy is not to accept
future orders without accompanying payment from any customer with a
delinquent account. Inform him of this policy.

Letterhead stationery will be found in the Supplies Folder.
Carbon copies of all letters are placed in File C.

4. At the end of each work day you must enter the necessary information
on the Payrol' Worksheet. As this is the beginning of the pay period you
must enter the names and other information. This should be typed. Hours
worked may be entered each day 1n ink. ‘ ’
Remove a blank Payroll Worksheet from the Supplies Folder.
Enter the beginning and ending day of the pay period.
71
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AMERICAN WHOLESALE GROCLERY
Job Instruction Sheet >

MONDAY, DECEMBER 15, 19¢9 (Continu=2d)

Enter the names of the nine cmplloyoes of the Lake County Wholesale
Grocery. The names should be tvpad in alphabetic order. You will
substitute your name for the employca called YOURSELF.

Fersons on weekly salary are assumed to have worked 8 hours each
day and will not be listed on the deily instruction sheet. The hours

worked by other employees will se ¢givea ecca day.’

Information for Pavroll Worksheet for Monday, December 15

. Hours
Robert Bowman 8
Charles Steward 8
~John Alpine 9
Joa Browne 8

In your Supplics Folder you will find the Payroll Worksheet for the pay
period whichk anded on December 12. Remove the worksheet and proceed
with the instructions qgiven in thd Ceneral Instructions., YOU WILL NOT
BE ABLL TO WORK ON THIS WITHOUT INT IRRUPTION. You have other
duties to perform. All pav .1l work must be completed by the end of the
work day on Wednesday.

TULSDAY, DECEMBER 1w, 3¢

Clhec s they pormag e N asning mail will ke found in - -ur }N basket.
(Afte. the Girst fes day o o0 o not be given specific instructions on how
toy b ceoptin thae ptiops o L e 1 tne mail.)

It ol oy o shoula Cpuronase order #1500 from the Dyersburg

Proweod an drocted oy e crad bnstrust mns,

Propare nonvor- . (Fovme e tne Supolies Iolaen) Cur beginning

Cn s murber b 350, W ship all g it Dyersburg Express. Our
2 o, s Al sales are mewe vy Salesman Robert Bowman.,

(o e sopnlics Potder pow wall findea hint of items sold by your company



AMERICAN WHOLESALE GROCEK:
Joo Instruction Sheet

TUESDAY, DECEMBER 16, 192 " antinued)

[S

Compute all extensions {¢: the invoice, total, and prepare for mailing.
File the carbon in File . :

2. In the morning mail ycu il f2nd a request for a Credit Memorandum on
Order #3459. Issue Memorandum as called for. Prepare for mailing.
"File the carbon in File . c.

3. As you have time duri; the day YOU must work on the Payroll.

4. Information for payro!l worksheet for Tuesday, December 16.

Hoors
Robert Rowman 8
Che:les titeward 8
John Aipina 9
Joe Brown:.: 8

WEDNESDAY, DECEMBEK 7, .0

1. Check the morning mail. Y..u should receive a chack from the Dyersburg
Supermarket. Inthe Sug=iwes Folder you will find an envelope marked

CHECKS, DECEMBYX 1'. You will assume that these checks were received
in the morning mazt: fre: cther customers.,
You are to de s 1l checks in the Citizens State Bank.

Depasit Slips = 11 be found in the Supplies Folder.
Romember to list deposit on check stub,
FPlace all ~ararial in envelop2 and place in OUT basket.

2. Mr. Davis would like for you to compose a letter advising all customers
thai effective Zrocember 31 all cash discounts will be changed from 2,10,
n/30 o 1/10, :» 30. Duplicate and mail copies to all customers. (A list
>f cust mers will be found in the Supplies Folder.) When typing the stencil
include the name and address of the company in the form of a letterhead,
leave ro oo to insert inside address and appropriate saluation for each
customer. Sign tha letter AMERICAN WHOLESALL GROCLERY William Davis,
Manager. You will sign the letier William Davis followed by your inttials.

Place onc copy of the letter in File C.
0
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AMERICAN WHOLESALE GROCERY
Job Instruction Sheet

WEDNESDAY, DECEMBER 17, 1969 (Continued)

Address envelopes and mail to all customers.

You w.:st complete all work on the payroll by the end of the work day. All
che 7« mi. .t be ready for the employees to pick up as they leave for the day.

Consult General Instructions for correct procedure.

Information for payroll worksheet for Wednesday, December 17.

Hours
Rober®. Bowman 8
Charles Steward 8
John Alpine 8
Jo=2 Browne 8

THURSDAY, DECEMBER 18, 1969

1.

Check the morning mail. Prepare invoice as needed.

Mr. Davis asks that you prepare a purchase order {No. 4374) for the
following items.

To: The Cagle Soup Company

100 cases Beef Nooadle Soup
100 zases Green Pea Soup
75 cases Cream of Mushroom Soup
125 cases Tomato Soup
15t casas Vegetable Soup

" A list of Distributo:s will b2 found in the Supplies Folder.

Prepare for mailing.
Carbon will be filed in File B

Prepare an interoffice memorandum to Mr. McBride and Mr. Staten asking
that they inform all employees that the American Wholesale Grocery will
close at 5 p.m. on Wednesday, December 23 and reopen on Monday,

(N

63



AMERICAN WHOLESALE GRCCERY
Job Instruction Sheet

THURSDAY, DECEMBER 18, 1969 (Continued)
December 29 at 8 a.m. Regular time will be paid for Christmas Day, no
wages will be paid for Friday for workers on an hourly schadule. Regular

salary will be paid to all other workers.

5. Information for payroll worksheet for Thursday, December 18.

Hours
Robert Bowman 8
Charles Steward 8
Johr. Alpine 8
Jo= Browne 8

FRIDAY, DECEMBER 19, 1969 l

1. Check the morning mail. Inform the Tennassee Supermarket that the
American Whoiesale Grocery does stock Noodles Supreme. They are
priced at $4.75 a case. Immediate deiivery can be made.

2. Mr. Davis asks you to compose and duplicate a letter to all customers
thanking them for their patronage during the year and extending Best Wishes
for the cominy year.

R
Type a letterhead, leave spaca to insert inside address and salutation,
close the letter as you have done beiore.

3. Information for payroll worksheet for Friday, December 19

Hours
Robert Bowman 8
Charles Steward 8
John Alpine 8
Joo Broan=a . 3

Today completes the payroll period,
Lnter total hours oa the payroll worksheeot,

If time permits transfer information to the Payroll Register.

TS



AMERICAN WHOLESALE GROCERY . .
Job Instriction Shest

FRIDAY, DECEMBER 19, 1969 (Continued)

Consult your General Insiructions to see what/deductions are to be withheld
and for other payroll information. /

!

MONDAY, DECEMBER 22, 1969
1. Chock the morning mail. Preparc invoice as needed.

2. In your Supplies Folder you will find an «nvelope containing 2 checks.
Envelope 15 marked CHECKS, DECEMBIR 24, Please make a deposit.
Place in enveiope and put in OUT bashkeot,

& 3. Mr. Davis ha added Cheesce to the items sold by the American Wholesale
Grocery. Prepare a tabualated ~eport from the following information.
Duplicate and print 20 copies. Thesc will be distributed by the salesman
and will not be matled to custamers. Place one copy in File C and the
romainder in the OUT basket,

Man Heading: Company Name
i Adidress
Date

' Type the report i two coluimns. Head the first column
d CHEESLS and the secondoonlummn LIST PRICE
(er Poundd)
Croan, (75 Gottaae . 20
Prt, 25 Parmer, L 20; American, . 55;
S.wiss, 75 NMuenster, Juh; Cheddar, .62;
Blue Too Camembert, C59; Limburger, (65;

wofoct, Col Ddam, Lo
Sy peroll wesrnsne ot for Dhonday, Doecember 22,

Yo or e payrall o sheot

Al oover ol o st e e nnleton by U e o tae work day on Wednesday.
By tr wory on Foap ater and chee s e cd b e time

ERIC | 79
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AMERICAN WHOLESALE GROCERY
Job Instruction Sheet

TUESDAY, DECEMBER 23, 1969
1. Check the morning mail.

2. Mr. Davis asks you to write a personal note to Mr. Donald Owens at the
Dyersburg Supermarket asking if he can play golf with him on Sunday at
2 o'clock. They will play at the Newbern Country Club. Ask him for a
reply.

3. Mr. Davis would like to send a telegram to M:-. Don Smith of the United
Candy Company asking for an appointment on Monday, December 29. Mr,
Davis would like to discuss the possibility of adding new lines to our
present stock of candy products.

File carbon in File C.

4, Mr. Davis asks you to duplicate on plain paper a note to be placed in
each pay envelope on Wednesday. When preparing the stencil leave
room to insert the name of each employee and the amount of the bonus
that each will receive. Do not prepare a letter for Mr. Davis.

Dear

In your pay envelope today you will find a bonus of __
. The American Wholesale Giocery appreciates the .
cooperation and loyalty that you have displayed throughout the year.
The management of the Ainzrican Wholesale Grocery sincerely hopes
that you and your family will have a Merry Christmas and a Happy
-New Year.

Sign the letter Wiiliam Davis followed by your initials.
Place one copy in File C.

5. Information for payroll worksheet for Tuesday, December 23

Hours
Robert Bownian 8
Charles Steward 9
John Alpine 8
Joa Browne ' 10



AMERICAN WHOLESALE GROCERY
Job Instruction Sheet

WEDNESDAY, DECEMBER 24, 1969

[

BN

\
i

Check the morn.ng mail.

Mr. Owen called from the Tennessea Supermarket at 11 o'clock ¢ say that
he could play golf with Mr. Davis on Sunday. Prepare a telep': .*e message
blank with this information. Place in OUT baskat,

Prepare a purchase order (4375) for the following items.

To: Consolidated Suppliers,

100 cases Apple TJelly
1U0 cases Apple Mint Jelly
15C cases Grape Jelly

Complete all work on the payroll. Remember to enclose the note that you
prepared yesterday.

Information for payroll worksheet for Wednesday, Deocember 24

Hours
Robert Bovman 3
Charles Steward 8
Jo>hn Alpine 8
JH» Browne 8

The American Whelesale Cro~ory will be closed on Thursday and Friday.
Al opployesz will be paid for 8 hours on Thursday. Enter this information
o tas payroll worksheet, Imployezs who are paid 5y the hour will not be
vaid for Tnicey, Employees paid by the weesk will receive their regular
oo salary,

SNDAY, DECEMBER 24, 1969

Chiveck the morning mail,

Mr. Davic asks that you send a telegram *o Mr. Don Smith of the United
Candy Company informing him that Mi. Dawvis will not be able to keep, his

appointment today. He will set up another appointment late-.

il maron in File C
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AMERICAN WHCLESALE GROCERY
Job Instruction Sheat

MONDAY, DECEMBER 29, 1969 (Conginued)

3. Mr.Davis must be inNew Orleans for a meeting on Friday,/.wj’eﬁluary 9. Please
write the Hotel New Orleans, 3C6 Canal Strecet, New Orteans, Louisiana,
38298, and reserve a single room for Thursday nigint, January 8, and
Friday night, January 9. Inform th2 hotel that Mr. Davis will arrive at

approximately 3 p.m. on Thursday. Ask for a confirmation. Carbon in
File C.

4, Mr. Davis would like to revise the list of Suppliers of the American Whole-
sale Grocery.

1. Place the names in aiphahetic order.
2. Use the same nee
3. Add the {ollowing names in correct order.
The Smith Products Tompany
444 Madison Avenue
Memphis, Tennassee 380260
XY Z Suppliers, Inc.
233 Royal Street

Jackson, Tennessez 33447

5. Information for payroll worksheot for Monday, December 29

Hours
Rebert Bowman 9
Charles Steward 9
John Alpine 9
Joe Browne , Y

You must prepare a payroll worksheet for use this weeX,
TUESDAY, DCCEMBER 30, 13604
1. Checl vcur meo aing matl.

Remo. e mvolces markog TULSDAY, DECEMBER 30 from the Supplies Folder .

™~
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AMERICAN WHOLESALE GROCERY
Job Instruction Sheet

TUESDAY, DECEMBER 30, 1969 (Continua2d)
Send checks to the Cagle Soup Comp. .ay and Consolidated Suppliers,
Incorporated. Mark invoices paid and give check number. Discount

will be taken on both invoices.

3. Mr. Davis asks that you prepare a purchase order {4376) {or the following

items.
To: Better Fruits, Inc.
For: 100 cases Frozen Strawberries

75 cases Frozen Peaches
100 cases - Frozen Cherries
50 cases Frozen Apples .

4, Compose a letter to Mr, Wilford Williams, Grove Street Market, rhanking
him for his check for $5659.32. This amount settled his past account.
Advise him that he is once again eligible for all credit privileges of the
company.

Sign the letter as usual.

w
.

Mr.. Don Stitth of United Candy Company called at 2 p.m. asking if Mr.
Davis could me=t with him on Monday, January 5 at 10 a.m. He would
like to be notified as soon as possible if Mr, Davis can come at that
time . ”

Record as usual.

6. Information for payroll workshect for Tursday, December 30

Hours
Robert .Bowman Y
Charles Steward
John Alpina 9
Joe Browne 9

. WEDNESDAY, DECEMBER 31, 1929

1. Check your morming matl.

33
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AN URICAN WHOLESALE GROCERY
Job fnetruction Sheet

WEDNESDAY, DECEMBER 31, 1969 (Continued)

2. Send a telecram to Mr. Don Smith, United Candy Company advising him
that Mr. Davis can attend a meeting with him on Monday, January 5, at
10 a.m. S

3. Send an interoffice memorandum to Mr. Staten advising him that as of
January 1, 1970 his weekly salary will be raised from $,100 a week to
$125. Thank him for doing such a good job and wisa him the hest of
luck in the future.

4. Complete all work on the payroll. Remember to withhold $1.00 for
Hospitalization. ‘

5. Information for payrcll worksheet for Wednesday, December 31

Hours
Robert Bowman 8
Charles Steward 8
John Alpine 9
Joe Browne 9

FRIDAY, JANUARY 2, 1970

1. Mr. Davis will nead $100 to cover expzsnses for his trip to see Mr. Don
Smith at the United Candy Company. Write him a check for $100 for
Travel Lxpanses.

2. Prepare a purchase order (4377) for the following items.

To: 5Smith Products Company (S22 new suppliers list)

For: 50 lbs. Cream Cheese
100 lbs. American Cheese
25 lbs. Limburger Cheese P

50 lbs. Blue Cheese

3. Write a le‘gter to Batter Fyods, Inc. advising them that we failed to
receive all of the items crdered by us on Dec. 30, Order #4376,
Seventy-five zuses of Frozen Peaches weie not delivered with the other
items. Asy for a credit Memorandum for this merchandise.

84
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AMERICAN WHOLESALE GROCERY
Job Instru®tion Sheet

FRIDAY, JANUARY 2, 1970 (Continued)

4. Duc to the fact that your family is moving to Memphis, Tennessee you must
resign your job in order to move with them. Advise Mr. Davis that your
resignation will become effective January 30. Tell him that you have
enjoyed working at the American Wholesale and are sorry that you must leave,
Ask him if you snay list him as a reference when applying for a 10b in Memphis.

~

5. Information for puyroll worksheet for Priday, Januaary 2.

Hours
- Robert Bowman Y
Charles Steward Y
John Alpine 9
Jox» Brown?2 9
.
¢
\
S - ~
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