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FOREWORD

¢

- Cradit plhys an important role in our economy. Accordlng to the p

~ Nationa Retalﬂ Credit Association, 95 percent of our country's populat on

- useacredit at some -time in their 11ves Many shoppers expect to receiye
credit and wiil only patronlze those stores where it is ava11ab1e Ay a

- the sk1115 of personnel already work1ng the area. ;

. The development of materials des1gned to tra1n workers for 1'e field
of findnce . and cred1t was 1n1t1ated by Douglas T Adamson, then fhief of

Chr1st1ne Rogone, d1str1but1ve edqcat1on coord1nav?r at the Rensselaer L
Junior- Seriior H1gh School prepared .the ‘original 1nstv4ct1ona1 mater1als

5 : /
¢ Ass1stan relat1ng to contemt -was rOV1ded b Mar1an W. Potter,
‘associate iff the Bureau of Distributive ducat/' The project was
'coordnnatle;:: the manuscript prepared . for p -11cat1on by Nelson S..Maurer,
S assoc1ate in the Bureau of 0ccu3at1onal 5€QCation Curriculum Development. '
. - - : . o \ ¢ G. EARL HAY, Chief
' : ‘ * "///; Bureau of Occupatzonal Education
- . A Currzculum DeveZopment

GORDON. E. VAN HOOFT, di‘z;em{ AT,

Diviaion for Curriculwn Servicee : . o,
. > s M ) A .- . . b

T s

| S iii : S
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.MESSAGE"TO,THE.I,NSi“.RUCT‘OR.-' - /

Credit and CoZZectzone is part of a larger c1uster of occupat1ona1
preparat1on related to' the field «of finanee and credit.

The information
presented in ‘this guide is. designed to 'assjst in.the preparat1on of
students for employment in some area-of finante and credit or to help

. e
those 1nd1v1duals already working in the field to upgrade their skills.

The coritent byilds on'a base of elementary understandmngs and permits the
studonxs to apply the:r knowledge &and ref1ne-the1; skills at each *step, of
" the learnlng process

< -\
Secondary .and adult students with some knowledgé
and exper1enpe in marketing and- distribution can.use the . basic skills

related to ‘finance and credit for a spec1a11zat1on that~w111 be: useful in
vthe1r career development.’

il

. LS oo
‘The methods and materials suggested should enr1ch a course and he1p
achieve a more effective presentation.

’l

The genera1 objectives are stated-
in terms of act1v1t1es that a student shou&d be ‘able to do as a.result
of the instruction.

Instructional. techniques are suggested as well as

N o
student activities which will reinforce the materials presented. Through-

out the units, provision is madé for evaluating student progress related
to specific performance goals.
c1ar1fy the presentatlon of mater1a1s

The use of audiovisual aids will help
. _in the b1b11ography

A list of suggested a1ds is given
°

The 1nstructor is urged to use the out11ne in: re1at10n to the student's,
- development and background There are numerous provisions for individual
~'and small group'1ﬁstruction that can be improved upon w1th experience.
While we feel that the elements of-a successful prograim, are contained in
the pub11cat1on ‘please let us know whére future,lmprovements can be made

w‘ A

B N » ’v;: o C'kzef A. L
" . S Bureau of Deetrzbutvbe Education -
' . g ' v
' DOUGLAS . T. ADAMSON Dmrector . . .
Division of Occupatzonal E&hcatton Ihstructzon

IS
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a L
,/ The performance obJect1ves or student ougcomes .can be. atta1ned in a

PR C CREDIT AND COLLECTIO}‘JS

" The day-to- day a ¥V1t1es of marketing an‘ disvrTbut1oh are 1arge1y
dep’ndent vpon the ag ity of an individual or ‘a husiness to buy dnd sell
goolls or services on credit and to obtain or mamy cash lpans. Several
thougand openings for employment in the field: o?*cred1t will occur each '
year ¥uring the next decade " Some of this démand may be met\by prepar1ng
high's hool students to enter the field. e*;wyorkers may:.be recruited .
by off¢ring adult training progranms. for indi¥idu4®® who wish to upgrade
their/skills ‘and knowledge in credit or for _people who.are seekihg new
jobs/or part-time employmﬁnt ins the field .

Admmtna,twe COM&dULaLLOM

4

s,

minimum of 10 weeks or.a maximum of 20 weeks. The course is Aintendéd as
an advanced class,for distributive eddEat1on students in the 12th grade

materral is related 'to their preparat1onvfor loyment. is suggested

" *.Also, .the coui:e 45 opento other occupat1ona1 education s;:dents when' the

" that Distribution and Marketing, in which thefrole and importante of credit
are 1ntroduced be considered a prerequisite or, ‘thisLpurse. Also,a basic
proficiency in typ1ng, filing, and mathemat1~ /dés le.

Utilizing a single period for a partial " total's mester, the module
may be scheduled as a prepared course for up tdyone- hai% unit of credit in
a vocational - three-unit sequ¢nce. A period in a laboratory-classroom .
.situation is ‘particularly advantageous for students to.gain a higher 1e»e1
of competency for direct entry into this area of" employment . In add1t1on,
related’ cooperatiye work experience should be included as part of the

- student's program of occupational preparat1on ‘Distributive education
student$ should Have othetr modules of 1nstruct1on ava11ab1e to complete
the semester or year. .

. . Adult students would be more cogn1zant of the basic elements contained

in this outline if they have had '‘experiénce in market1ng or manggement, -
* and have basic competencies in typ1ng, filing, and_ mathematics./ In most
circumstances, fifteen 2-hour sessions will provide adequdte time for adults

to accomplish the expected outcomes. .- - . .

Cowwse Fornmad

The four-column format is designed to assist in-the plann1ng and )
1nseruct1ng process - A brief explanat1on of ‘each co%ymn is g1ven‘below

Performance Objectives state the goals which ‘the learner will be able
to achieve as a result of the instruction. Each objective is assumed
. to be prefaced by the.following phrase: 'The stu%gnt will be able to:"

T '

;'I:"‘.‘: - . 1 I . s }
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- Instructiona1 Suggestions give teaching methodé which will assist in
. presenting the required content along with selected references which
are cited.in the bibliography. b .

Student Learning Experienges suggest act1v1t1e5 that will helpvtf}ya
learner to develop the requ1red skills and knowledges. - .
. \ .
o Evaluation Suggestions include activities that will aid in idené}ing
the extent to which the learner has aehreved the performance objectives.
t
Tcach&ng Suggebt&oné ] : -

v

The follow1ng po1nts are offered as a means of 1mprov1ng instruction.

- ,‘\ . P . '

* Review each unit well in advance of the class and obtain.the
. .f 1n§truct1ona1 materials needed for an effectlye presentat1on b

d1fferent 1evels of student ab111t1es )
4

. R Take all 0pportun1t1es to prov1de for 1nd1v1dua1 or sma11 gloup
1nstruct1on. :

.\\ ' ® Use a variety of learning experiences in order to challenge the

. ° keep the instruction flexible enough to permit students to gain

s the skills and knowledges required to achieve their specific goals.
. However, a}l students should be encouraged to acqujre some know-

¥ ) ledge of each phase of credit work so as to increase their employr

ab111ty 4 g , . )

* Use instructional aids to clarify the presentations.

* * Read trade per1od1cals and business magazines to keep up to date
with new information, developments,and trends

Y4
Instructors in adult education programs may wish to adapt the b
teaching-learning conditions to their particular group, but the basic -~
format of teaching through studént 1nvolvement should prevail, - -

1
e

-
-

Expedted Outcomea
\'—

" The content of #he course is intended to prepare individuals for
employment  in the. field of finance and cred1t and closely allied, areas
where these skills and kngwledges are used in support of other retail and
wholesale occupat1ons. < -

IOuenvLQw of Counse L - ' . .
The content has been carefullyzSelectéd'by business people and
sducators working in the field of finance -and credit. Because there are
several ways to carry out the specific responsibilities, the suggestions
: ~given in this outline are to be considered not as'the only way or the-
final answer, but as a’'point of departure for developing more 1mag1nat1ve

presentat1ons. A brief descr1pt1on o£_each unit follows.f_

. '
Ay \ )

'\a-,n““ ;."’~: “ :
Zc‘.u
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Unit 1 48 an everview of the field of finance and credit along with
some career information. ,

Unit 2 presenis the duties and perSOnalisharadteristics needed to
perform the basic jobs related to the granting of credit.

Unit 3 describes’ the duties and personal characteristics needed to
perform the basic jobs related}to the collection process.

Unit 4 discusses the vartous Federal and State ldws that govern the
procedure of granting credit' and collecting debts.
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‘ - [NTRODUCTION T0 THE FIELD OF CREDIT .
Parformance Objectives Instructiona] Suggestions. Student Learning Experfences Evaluation .Suégemons

* Explain the 1mportancc Discuss briefy the role of credit in ‘Report on & rocont article fron o Bring to class five
of crcd@t in our econ- our present econony including the  business publication or a daily  newspaper articles that

ony uses of credit and the extent to  paper showing the imortance of  illustrate the uses of .
which credit is used. (Ref. A; Ref. credit in our econony | credit and identify the
E. y " typo of credit in each
| v - ' List as nany dlfferences 8s. possible situation, W
\ ¢ Use exanples totiistinguish the dif- between consuner and mercantile
: ferences betwaen consuner and ner-  credit. | » Identify two mejor djf-
cantile credit, . Also,distinguish : ferences between consuner

' .- between the type of consuner credit Prepare a graph showing the nuber and nerfntile credit. '
used to purchase goods and services of dollars extendsd for credit for
nd the type of credit used to pur- - the last five years, [(Ref. Federal Indicate three ways in

chase real astate, : Reseyve Bulletin) ° 'which the present economic
R . ' . conditions have' affocted
. Discuss recent trends in the field of -+ | | the use of credit,
o credit that have been influsnced by o Lo .
' present econonic conditions, Include oo + Indicate two reasons each
“ such itens as: o | . why a retailer, whole-
S “' - saler, m a manufac-
* Availability of credit : WWrw meuwn .
* Problems of collections - B , '

¢ Use'of credit burgpus
. (Ref. A)

Give eiamples that  Explain why different types of ser-  Arrange for 1nd1v1duals or teans of Give three examles for /
show how the use of  vices have developed as a result of several students to visit the credit each type of cred1t

credit has affected memeﬁcNMtwmas: dwuhﬁmoﬁmmuswmscm service agency.’
the nuber and types mercial banks, and finance companies’
of job opportunities ¢ Credit bureaus to find out the services each offers,Differentiate between
. available * Credit departments - Have the varlous‘flndlngs reported ‘the services provided
: ‘ wmmmmmm-'r to the class. Discuss the reasons . by a-credit department
' Rating and reporting agencies  for the different services offered “*of,a retail store and
. | by each place visited, . those pxovxded by a
" (Ref. A) | B credit burea, v 11
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| I.necessary to process
- to tompletion a re-
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| ‘Show how the pse of credit has -

“affected the nundgr g types ofd
- available job opportupities: Also,

o 'tun1t1es. RN

Pre e & list of - Develop, using suggest1ons from the -
bus sses where jobs " students, a. list of places where 3 -
in the® field of credit credit service agency existsy Con-.
"nay be fomdand indi~ sider such-firms &s- banks, etail
cate job titles ip- - stores,” i@pance compames, credit:
reporting agenc‘les, credit unions,
and all types of wholesale merchants.
Indrcate that ¢ ch of the places &
TEprogy
ties,
Develop on % chalkboard, using
suggestron on the students, the
" tasks that are associated with the
granting or d1sapprovmg of credit
© includings

v

Iden'tif)( the-steps |
quest for credit .

¢ Gathering infornation
~# Tnvestigating the validity of
the information obtained
v Getting additional facts
* Compiling information
* Analyzing data
| * huthorizing the loan
o -+ ¥ Collecting the money
’ ~+ Promoting the use of credit,
. * Coordinating the various tasks

]

Enimerate and describe Develop with help from the‘stoe

‘that are associated

the specific jobs . dents the actual job opportunities

with the use of,

ing of credit including:
credit ‘ )

3 Credit clerk

. -(‘ . f‘{\\

Bnng in several ”Wangﬁ s" for “““Grveﬁverexemplesm
¢

{ndicate-how the state of the gcon- _ployers with the Jobs available..
omy affects the avarlable Job oppor- \

tial job opportum- '

for.2 ;loan s made. .

that sre associated with the grant-  partment of a retail store with
.those in a credit bureaut--—w_

- S &
{ (.' "I_“l

| _gfz

S ng 4w, the use of S f:
LAY gﬁectedthe
ob narkef L Mt’f )

positions An the hel _
and: compare: the Kinds ohe Y

Przpare a list of busrnesses where L1st e;ght places that
credit is°availsble using, the Yellow would represent potenttal
‘Pages. of the' local ¢elephone | ks"v;rmb opporinities for .’

. Consider such headings as automobtle persons Anterested in.

* dealers, banks, departnent stores, “finding employnent 1n
finance compenles, “the field of credtt

furniture sto‘
and 811 types wholesalers. SR

A ' ., oL R
s, 0 s . s [ AN
‘ o ¢ , - ! ' ' "
Y t ' i . i P
1y ; .
. h\ T L t L ’5.' '

’Dlscuse the factors a person’ should Prepare A, flow chart that
consider when & close friend asks

shows the-steps involved °
“for & snalid loan. Compare the above in the granting of credit,
items with the procedures used’by 4 Relate jobs to spec1f1c

snall finance company when 8 requeft tasks. .ﬁl !

- Compare the, range of jobs
and note the differences
in a wholesaler's credrt

o department with those .-

in a credit departnent -

-of @ reta11 store.

Compare the range of jobs/and
responsibilities in a cr dit de-
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Perfbrmance Ohjectives Instructional’Suggestfons '

'Eva1uat+oh SUggestions‘ .

- Eaupérate and descrlbe o Interviewer / l e '

RN . | | |
| j;&?? : - List s;g/jobs elated o .

. the-specific jabs . |* Investigatof et ithe granting of\credit *7
.that are ggsociated . [ Amalyst . A and give'the respon- .
- vith the R of; ‘MWH‘ L T | ! : mmmumumMm
, cred1t ‘(cont'd) JeCollectof ' ‘ each job. .
A + Credit gronotion sglesperson ‘ ' - ‘ "
: . f |-+ Credig/manager . . - Lo o .
" | * Finagge company managen - ' N R

. :
ImmMmHMWMmHMMHMmmmm'ﬂmmHMMMMRMmm
ests in the field of interyiew guide to determine the | of students to visit different’
* ctedit in terns of.  job opportun1t1es that exist in ! credit ‘departuents and use the
mehum Jﬁmmnmmmmmnmwmmmwdnm 1mm
duties an&ahfrc

~ how they do it -“iiﬂgt the duties aud qua11f1cat1on9
a | .~ sach job in the various depart-

K . for'each job,". ;
| | nents, Have-the Findings report-
ed in cldss and compare the -
“results. Develop-a compos1te

Write a short paper ex- - - §
' plaining vhy 2 person would ’
want ‘to work in the field -
of credit, Include such
topics as: |

==eras

* Nature of vork *
o Tasks ~ . .

"'%MMwwmmmmmJ .
' * Working comditions -

'ﬁmmummwmkmmw

" [of credit,

/ff‘ the required data effectively,

N .

, Discuss the'advantages and dis-f

advantages of worklng in the f1e1d

list of jobs afiilable along

with the duties and qua11f1cat1ons
. for each Identify those joby '
that ate considered entmy level

- positions.

%« Places of employment
+ Qualifications

+« Advancement oppor:
© tunities .
» Enployment trends and

! % job needs.
Prgpare‘a help wanted
advertisenent for a job
opening in the field of
cred1t 1nd1cat1ng

x Quallflcat1ons re- N
quired
+ Nature of wofk
« Working conditions
* Advancenent oppor-
tun1t1es

e C : | ‘
Povded by ERIC Lot . , .
. ‘ m . . . : I - s
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o R THE CREDIT GRANTING PROCESS | ;
'Performance ObJectwes Instructiona] Suggestions Student Learmng Experiences Evaluation Suggestwns !
[ ¥ ‘ ,
Exp1a1n why nost busi- Descrlbe the wants and needs of ? Fnunerate the costs pf e;tend1ng State f1ve Teasons why -
nesses extend credit 1nd1v1duals who use credlt o credit to customers, . . bu51nesses extend cred1t
to their customers E o , W“wmmmwMWs _
J o Develop‘with students‘the\ advan- g O e e.uﬂixﬁ -
v. ., tages and disadvantages of busi-. o f S
nesses extending credit to their ., . oo T e 0 .
. custamers. " (Ref, A; Ref. 41 Ref, 1) o 4&§‘¢;; o
' LY 3 . i S - : n 1 | ‘ L iy * . ] - |
. Perforn the basic, mmmmmmm-\«mmmmmmmwy‘wmmmmM' v
~ duties-ofa credit dMdeacNMtduk o creditclek, - - ofauwuchﬂrﬂue."
cleck ~ Y. 1nclud1ng A . A to the other- jobs ina’ '
' . o " Conplete various job relatgd .., credit departuenty,
\ T brocessing orders and - activities suhaby 0 4 e E
credit requests %f B Sl PerformAselected act1v-
_ . ¢ Extending orders apd, o Procesging ordérs . ‘7 ¢ *.dties o denoristrate- 3, "
N ' deternining credit™ ..wmmmmmm “'pwmwmmmm“
. available S charges afd credit, ~ needed by a credit clerk o)
‘  * Organizing credit - 0rgan1z1ng credit information . . . . o
formtiol . .0 e Making collection cards, o0 .3" g
s ' Agmg accounts recelv- | 0 Typmg and filing memos, ‘ I | .
S ables ° - letters, dnd reports "g;.t I .
+ Making collection cards . , e e SRR
"+ Typing and filing memos, ~ Arcange for teans of tuo or»three R -
- kmmmﬁmm students to visit different types .-
i - | .. of credit departments and inter- L
' S (Ref C) o " vie employees about their jobs - i
| B _ - 4 gnd deternine how each person re- H_\ﬁr“ﬁﬁ
Explam why a person con-" " Jates'to other people in'the office. . = Ul ;
| * sidering the job of credit . Have students share their findjngs . B
¢ clerk shouldalréady possess-  yith the elass, ' - : M
‘the basic office’ skills of: = A" Co N
. IR Also, have students obtain blank . -
S * Typing T forns comonly used in the different;; |
e L offices they visited. Ask student$?
v * lathemtics : to bring the forfs to tlass for | 4

" comparison and discussjon purposes.
Sane
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0t - 3 v-;‘é% . \) , . . - . TR ;
oo : ! ‘ ‘ , ] . C R
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‘ \ b ’ 4 [ B ‘
1 | ‘

Perforqance ObJect,wes Instructional Suggestions Studert Learring Experiences ‘, Eya]uatli'on\ Sug'{ées'tivons: /

: A'"Perform the basic ;. Explain by specific training for .. ', e e
BTG Y. dr”_di"t * e position of credit clerk i e — -l PRI
. clerk (cont'd) 5 \often done on the job. . : : o ' Co

\ R . .0

: N : o | C T

"~ Compute interest . Show how to compute interest +  Use tables and charts to conpute * Conpute interest: charges

mmeMn‘cmMMMMuﬁMmmt the interest charges for dif- . *for different situations

tine and amount | "by the use of tables and charts, . ferent situations, - = wusing-tables and charts.

‘ . 5( ) . A ‘ g ‘

Y - Discuss how td reduce erorsin o, .e7 .. ‘State'five things a perstn
[ o " nath¥gatical’ computatrons by A ‘ B " can do which would reduce

B * ‘belnﬁ careful to avoid the, e " errors in mathématrcal

ﬂ

r - o 'fonowlng ... ‘ . ' / . .'.', t . : coplputatlonSa T N ')( o
) ! o ' ' : '

¥ . Decinals misplaced - * - R | ‘
N ’ F1 ures in wrong colums . - y o
- Transposition of figures -, L L
’ Errors in copying - -+ . o T e
' S * Poorly written figures e e T
R © et checkmg fmal results ; S e

~ Give a test such as the Appralsal Lhdertake ah imp‘rovenent planto . L
¢ * of Arithnetic Ability to measure - . strepgthen known areas f‘weaknessr oo s N
o the computational abilities of ~ ‘in computatlonal skrlls. T, S
' fo- the students and to point owt’ o
“,‘ rf areas that are in need of improve- L S e W
| - L mer}?-' S : L N
“ot 0 The above Zest may be found on RNV L N
STt pageh 169-173 of the Business .t
" Mathenatics Syllabus, 1973, N A L
S - The Sybhbus nay albo be md S .
o ! whdn studonts need fo improve - B S
Lt tholh Shilds dn busdnesd methe- - o o )
* mtics, . (Ref. 9 . P A o R

] ? ; - ]




t

. Make dn adjustnent ' Develop and‘list on the chalkboard
- Vto & custoner's
accont wider .. . to a successful adjustment of 3

- simulated conditions “customerds problen including: .

.‘-

[ 3

the different items that contribute

e Degling with customers tact-

"+ fully and courtegusly '
" Being patient: and understanding
 frowing what adjustments nay
Cbemade .
+ Explaining in a clear and
concise mamner (oral or
 written) what corrections
. "were made and Wby’
 Making basic-nathenatical *
calculations '

- ‘ L v o Co
Denagstrate,a knowl-  Develop on the chalkboard the - .

credit, adjustors need specific

% .
!
¢

Role play situatitns involving
teluphone-calls fron customers
‘about _errors' in their bills or
the nisunderstanding of the terms
of credit by the customers, Have
students reverse their roles.
Ask pther nenbers of ‘the class

th cgmment on the effectiveness
of the techniques used and offer
suggestions for their improve-
ment. R

'

Give situat_ifms tha't%show why’

List six personall

e T

[
|

 Analyze three teacher-% ,
prepared letters from-
- custoners Tequesting ©

6

adjustments in their .
biltw For gach case, . .
urite an explanation for'
the office files of the
corrections that: were made,

b

. ilbacteristics needed by |

 edge’ of the personal personal charadkeristics needed -
" characteristics needed by a cfedit adjustor including- -

to perforn the job of the ability to:” -~ .
© adjustor or service - v KN

2 credit adjustot and) ,
. explain the importance
of each characteristic. "

 personal characteristics to
perforn their duties effectively

O

! "clerf(
/

]

+ Servé custoners willingly * .
o Listen to custoers’
cobplaint without getting

‘into an angument-

Relate tustolier's problens -
‘to the data on their atcomt
cards « . . 4 |

Talk with customets without

. enbarrassing them

ikwi;clear and concise
explanations

Adnit to a mistake if one was
made and make a suitable *
apology ,

Make adjustments quickly and.
properly ' |

Follow through when other
staft nenbers are involved

"l
-

; «  in the adjustment

[J

;. b
Arrange- for teans of two or three
.. students:to interview several

credit adjustors to find out the
qualifications and personal char-
acteristics needed for the job,

Heve students share their findings
with the cless, ¢

¢ ¢

a3 B

ive teacher-prepared -

. problens by role-playing
situations involving
_ complaints made by-

customers relative to . +
nisunderstandings or

. nistakes with their
. accounts.



‘kDemonS;rate a knowl-
_ edge of the personal

* Conduct asuccessful

. credit under simula-

A
s

I

| Performahce Objectives - Instructional SUggestions :

Y Record all information con-
pletely and accurately
+ includingcustoner's -
account card |
* Know where to get help to
‘handle problens when
, they ‘arise.

characteristics needed |
to perforn the job of
adjustor or service
clerk (cont'd)

- Identify the essential Show how the interview affects ‘

infornation an inter- the decision to grant cr%git'

- viewer needs to obtain and to the possibility o

from an applicant recovering the debt incurred.-

(Ref.’A; Ref. E-)
Obtain and distribute sample
,  credit application blanks from
‘retail stores, banks, and loan
copanies, From a study of-
the various/itens, develop with
. the student§ a composite.list
~of informational facts that
an interviewer needs to obtain
- to deternine the applicant's

ability to repay a lban. Group

the information gnder such
headings as:

¢ Charactgr - |

[ ]
¢ 3apita1 ‘)
* (hnditions

(Ref. A; Ref. Ref’H; Ref.
N

Develop with assistance from v
students the different items
that contribute to a successful
' - interview of an applicant.

ted conditions : | y

interview with a
person applying for -

&

!

s

Analyze sample credit applica-
tion blanks to see if the in-
fornation requested adequately

covers the four C's Qf credit.

s -

~ Prepare a list of questions in
addition to those on an app#ica-
[] " ] ]
tion blank -that would assist in

~naking an intérview more in-
formative, - ‘

, Compare \the infornation requested
on several sample credit applica-
tion blanks gﬂgm different sources
and explain why the information

¢

varied.

"

3 ‘

-

List the elements that are a

part of evety sutcessful inter-
“- view, - »

Explain how fhe quality

- ,of the interview relates

to the collectibility
of the account,

Explain why it is
inportant to determine \
accurately and carefolly,

*during the interview;

" the applicant's charac- -

ter, capacity to pay, and
capital reserve.

Expiain the relative
importance of the four

C's of credit, S

Give three examples of

" infornation that would <

be classified as facts
and three which would be

" considered. opinions,

"

93

s,



* Include chh items as:

’ Completeness of appltca-
tion
vVerificatipn of exist-
. ing information
*» Quality of information
' Addition of new infor- Y
7 mation

"« » Thoroughness of obser-
vation . A\

« Recognition and reporting
of important facts.

‘Demonstrate how to conduct a -

successful intervieweincluding:

* Developipg rapport with -~ .
* . cugtoners
¢ Determ1n1ng the f1nanc1al
" need
\- Getting the facts ..
* (bserving the‘customer
o Educating the, ciistimer* .
' Secur1ng a s1gnature

o'-

LInv1te a credit inte v1ewer to

conduct sinulations26f inter-"
views with studentstJ;Use |
either teacher-or, s% ent: pre-
pared background date 1a] t0.
avoid the nece551t§\of students
being asked to revéal persons 4
and confidential infornation
during 'the interviews, Have -
the interviewer etplain the
reasons for his method of
questioning 3Pg11cants.

.....

.
ey

Y _
. State three methods used to .

 verify infomation given in an '
. apniizgzion and indicate ways”of
-.obt

ining additional information:

Use teacher prepared 1nformation
to role play interview sltuatlons.
~ The information should provide a
variety of reasons for needing the
loans 'and different ¢ircunstances
which would affect the applicant's

Attitudes. Have students reverse

the1r roles. Ask other members
+ of the class to evalud¥e thg

, - reffectiveness of methods used and

infornation obtained for each
interview gnd offer suggestions
for 1mprov1 g the qua11ty of the

the interviewsr should proVide
the applicant relative to the
.MMMWM‘

")‘ . nﬂ

Trace'the'various

Prepere and distribute ')
seyeral .Samle credit B
appllcation blanks that
have varying degrees of
completeness, Have
students prepare & list

. of fuestions for" eath s
blank that would give. , o
an interviewer all the e

- infornation needed for

8 suceessful 1nterv1ew

' ]
l .o
a 0 y

I

" activities of aninter-
viewer from the time an ‘
applicant arrives to the
tine he departs at the
conclusion of the inter-
view,

Explain how o develop -
rapport w1th 8 reluctant

B app11cant ) "y

[



N s,

.

i

~ .

o

. commmications for arrange inforng tion

T

* fornation provided
" by the applicant -

,I " tP‘erfornence‘“Ob‘J@'t"tW“e'S‘“‘*" "“"fTﬁﬁ"‘mﬁuwﬁi‘i0"5 / |

Demonstrate s kaowl- Develop on the chelkb°‘*d pef
- odfe of the personal  sonal characteyisti” °s b}’
cperacterrstics needed credit interviewer e l“dped
" to perforn the job .‘
bf credit intprviever o Ability to TR “t ¢
f | people e |

o Tact - - ’it o

o totional geabt$” |

o Confidentiality . = ./

v Sincerity o

+ husineslife ™ i

v Good judgenent /

g
nmmmnmmm;mﬁ

tht d
Qto

Describe the i impor-
tance of effective- ptine to colleet, orh

all credit employess be comumicated 10 # "y
| ‘ i else, [Ref G)

lse the Doetmbutw”’%w

Marketeng Syl abue |
 ditionl eontent M‘o"
" b comunications:

» ' vt i ‘\‘\_,,A o

Develop With the sﬂ’de“t
itens that a good 3
should incorporate.
such points B!

Explafhov to in-"
vestigate the in-

" Posrtive 1dontif1 &tl%
v Indication of tf‘ o iy,
and willmgn85 Y p
* Separation of f’c N
i opinions.

icﬂll

f pl&ln

ofing  the

m tg%d\
o’ |

. Describe how to bas
3 search any topic,
; importence of devel
g researdh and inspec?”
niques.

. applrcsht requesting cresxt

ualyze 8 hi] docunentary of

- latyrod
“tnm ot weitrs pight have'used
* {n gder that.the story, costumeg, Report on individually .

¥

Ry exorples of how the attitude ¢ Selet 0 8 list of
snd cqmetanent of the interviever pensonl charscterdstics

uld sffect the applicant's will-
1ngness t0 provide the necsssary

infomatilm.

those needed by & credit
: 1nterviewer _,

Use teacher- prepared me
Pre reahst of the skills and ‘terials which provide
knowledll” needed for the job of " several adverse nter-
Cregit interviewer. view situations and show

. how to corract or improve
o , "the ciromstances
- | described.

'

Hnalyze :we egamples of busmess State five ressons why

°0nnunic ons that reflect poor- it i mportant to caré-
Prepor%n and rerigihen so

they gre Rore effecti  comumtcations.

Identify fron 2 list of -
teacher-prepared infor-
mation those itens that
would be consrdered facts

baplajn WY it | i nécessany to
theck the infornation supplied by

se varrous sources Of infomation  and those considered
-~ "Sygh gs telephone hooks and city ‘

.opinions,
dipactories to verify infogation

Blvep in several teacher-prepared
sppncatrons for credit,

™

List five sources that
" might be used when re-

Cum ¢ or historical event to
searching eny topic.

iné the sources which the

fully prepare all business -

Jn

Shudent Leemﬂﬂr Ewiencos“““ EveluetiorrSuggestio AR

27
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Y
l‘\ 1;‘

oM
W

" mation £o request from each source

) ST T and Furndshings would 1) eccnme'“"“essigned topicrthat“—“_-

- - . and authentic. require basic research ¢

ool ; ot gather the necessary ’
L “ ‘ " infornation,

Describe the ¥ %%epe to use when  ° Indicate how an applicint might State five inportenf

 investigating the infornation "use "pet reforences” to obtaln & /itens that should be
supplied by an spplicant, ‘In- favorable credit report, checked when investigating
¢lude such items I : . the suitability of m
L | | _“ applicent requestidy -
. Residence verification e L eredit, -
¢ Property. seerch | , . .
. Reference fpllowup ‘ o Using thies prepared .
o-Enploynefit status. . S | " gpplications for credit,
» Relisbility A “””ww~hﬁwuﬂwwmﬁuﬁwm“w_

o Crodit burea eppreisel o | to follow to make a°

\ | o .credit investigation for.
(Ref AY g o o 0 wehe

Develop with the students soyrces  Contrast the information furnished Ciye exgmples of the i
mMMWmmw WWMWWW%%MMMMW

app11cant and the type of infor- neighbors and essociet_s " supplied by different
, ‘ sources used in an -

mMm MMMMMdM‘

e | - BN (} applicant requesting
4+ Banks . o .0 credit and indicateons .
o Eaployer and. forner emp10yers '“\\\\ e three point scalé the
+ Other businesses T '-reieabd}d%y~of each SOUrCe. - ___
o (redit bureaus . S -
o Nelgfbors afd sssociates e o
o TEQde sssoclations i I SRR | )
Show how to eva&uatepan 1nves ‘Take & teacher- prepared list of
tmmmmmg‘lvi  sources. that night be used to
R ' check the sulfbility of n
+ Completeness v applicant end divide into three
o Depth - groups basedion the reldsbility 4
' Tine dmvolved.  ©©  of the infomation supplied by

~ each source,



‘. L U §

: RS J‘J lﬂ{ I
Expleiﬁ h6 0
veetigdtd yhe 1%? :

4 formeggo provified
-by’the ? lice}

t ]
(cont d(g ]

i,

'3

‘\"A' o
o
¥ Uemonstgate g kjoul.-
. edgo of ‘the pef
7+ sonal charactiy
b&% ? Istics neede@}.;
T perfor theljgt
: 'of ‘credit inves- .
c L tigater

—————Sonsider ang eval-
R uste pertinent
¥+ personal facts about
o an applicant which
- "affect his or her
request for cradit

'—f"“j - Perfounanee Ob ecé‘lves Instructi

‘request for credit,
Ref, I)

L
.,(‘

, ) o .-'l,‘; S
‘ v
. ] L LARELIT TN
. . o t ' * l“S‘; ‘ “’

l

enel Suggestiunrm _— Studént Learmng Experiences “““““““““ -Evﬂuetwn Suggesﬁune—_"'

!

Invite an inveei1gator from a reteil Sunnarize the 1mportant poents nade Analyze teacher pre

credit departnent to explain. the
procédures useé to investigate
credit appligants: Follow with 8
qmnmnmdmwupMMd |

Dm@mWWWMM’
personal cﬂerecter1st1cs needed

. by a credit;investigator, In-’
clude such items as the sbility
A { ' v
. ,

* Work with data
' Recognize pertinent facts
¢ Keep confidential any -
- information gathered

v Conduct & thorough faves- **
\ tlgetlon in, a. reasonable .

time limit S

y U

Show how an applicant's char-

. acter, capacity to pay,

capital ‘reserves, and econonic
cohditip affect his or her
- (Ref, H;

-

)

Discyss situations involving
an applicant which would ad-

> versely affect his or her re-

Include sueh

e

quest for credit,

)

+Rolg play situations that involve
.- the investigation of an applicant,

wwrﬁ

. Ways to imprqve the techniques
‘ employed %1 \

T 8 request for credit,

- .

by the guest speaker, ¢ pared application
e e blanks to find gut the
R addifional facts needed -
, ' forn%a thorOugh investi-
v gation and'to 118t the
’ ‘ sourceg yhere each -
) fact night be found
Prepare an investiga- o
tion,zeport ‘based on

‘Include an interview with'a: - teacher- “prepared ng-
T terdals, Indichge why
'NuQMr - certain bits of infor-
official mation were used and -

" others vejected,
Evalusts the need for -
Have students reverse their roles, any sdditional facts to
Ask other nembers of the.class $b '§onplete the invest1ge- ~
meWﬂMmmM%iww y L
interviews and offer suggestions f Ef
Fseldet fron o list of

" pﬁtsenal characteriselcsP
| &hose needed by a credit, -
v ¢inu§stigetor. ' o !

Y

'MmmHMMMW,

Discuss the pereonal factors which Describe personai situs-
should be considered when reviewing tions involving an epp11~ ‘
cant which would affect

-, nfavorably Ms or her A
Identefy fron a tist of 51tuatlous request-for credit,

~ those items which would adversely :

amammmﬁmmu' 'h;, y
cAndlyze case studies ¢+
involving individual

Deyelop sons simple examples thet
illustrate situations which wiuld

(]

ewwwwaﬁwtawnmhrmmﬂ situations to indicate
‘for credit, :

o whether or not cred1t y

. \ ‘\rﬁrkﬁ. L
IS .

v' ‘ Ca
. . ) - . N X . ‘ .'“. 3
. : " I
1 \ X R
RN .

“ o ' v o K
! . Vo .
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[N ) ] i . ' !
i \ . .
\

R e nine

| Wu" S situtons e o o - {g ShouTd b granted and
. : ~reasons for the deci-

5

» Insufficient infornation o “ sions, | |

on application ‘ e | o
. v Innediate delivery of polf , i Review several teacher-

requested - C prepared applications

' Renters ordering bu11d1ng o - and indiedte whether of

_ mterlals® . o oot credit should be
f ' 'NNMnofnmsmn\ o | ', granted and why:
| require installation * Y A P ) ;

v A "General Delivery" or
"Box" address

J 2 Illegal employment ' ¥ { |
' . ¥ Unemployed - - Lt o ;
; J ' : Ly : . .
Consider and evgl-  Discuss how. the credit policies Give examplas why each business~  Give four examples which -
uste pertinent facts (libegal or restrictive) of 4, should ‘have & uniform credit pol1cy show how credit policies
about & business WﬂmwaﬁwtmeMWMof | o8 affect.the anount of
’%MﬁMMmﬁ'mmmwMMWmUmﬁ Ammﬂmmmanm' mmameMMs
. quest for credit ¢ o its customers. (Ref. &; Ref.  Visit or-telephone retail stores  to its custoners.
' ACED | B and banks to deternine the credit |
B, y policy of ggeh different establishi Develop crqdit policies
! L nent ‘and r®ort findings to class. for three teacher-pre- , -
' s I . | o ' - pared situations and -
| 5 S .« . indicats redsons for the
ﬂhé- - oy T ~ poldey selacted in each
‘ ' | . T o oo e R
- 5. Ay
Develop with. students different Explaln why tha same 1nd1v1dual " Analyze tescherspre- -
. ~ {tens about a business which would  giving identical informat1on nay . m_pared naterials invol- E
© affect its request for credit, - be approved for credit in one store vin“Tfferent'btrsTnTesrwww-
. Include such factors as: \ MWMmWMMN_cMMMMmM‘
| ) X -N'mmmwmn
- o Profit margin on-sales Exp1a1n why, given the same in~ . ‘should be o should not
| v Supply and denand of products’  fornation, a store would. approve & , pe granted in each case. | ; iy
| o o Competitive position of , tequest for credit end then 6 months ¢ )
business . “later reject, the: sane request for . ‘ ‘,;"-;. L
...+ Sales of slow-noving gdods cedit, S o .
"+ Volune of sales : I .-,’ o LT
o Anount of working capital . o oo et '1,' "
. * Percent of collections .. v I N e D
" (Ref. ) T e
L r . , . . ' Co ) - N ' ‘ “'\ -
' . " . . o '




|

T ‘. Performance Objectives

o Coneider nd gval.
uate pertinent facts
'y about a business -
.. which affect a res
© quest for credit *
(cont'd) - K

Demonstrate B knowl ¥

emﬁmwmemmm
charscteristics.noeded by an analystrauthortzer including

* to petforn the job
" analyst-authorizer

Instructionel Suggeettons |

Invite an antlyet-euthorizer fron
the credit departnant of a retail
. store to explain the steps. used

, ~ when ¥heviening a equest for credit,

Include successful as well as un-

- successful t;;ueets. Follow yith

e question y answer period

.\
Develop withkthe students the
acteristics nesded

the ability { |

* Qbtain fejts

* Weigh factors

* Make a sound decision
<o Tnplenent action

- Explain why cerfidentiality and .l

. diplonacy are i@perteut to the

Hmmmmmm.mm_

" analyst- euthoriz?r.

L
Explain, using etemples, the

such po1nts as: i
* Defining problem
» Analyzing facts related to -

problem .

» Tdentifying pognts pronoting

¢ and Kindering splutions

» Listing many (bra¥nstorning)
Solutions to problens

» Reviening and selecting more
plausible solutions

Student Leerntng Experiences :”

Sunmarize the important points ¢

made by the, guest speaker.

Prepare & list of gﬂ!delinee to
follow when acting upon & request'
for credits :

List the skills and knowledges

‘required for the position of -

analyst-authorizer

Eveteetion Suggesttons '

Prepare different case
studes involving pereégpt
and business clreunstances
Which relate to requests

for credit. Have students

~exchangs situations and

indicate whether or not
credit should be granted

~and veasons for their
decisions,

* Angwer 4 help wanted
‘advertisement for an
‘analyst-authorizer
stating the qualifications.

needed. for the job,

Prepare & communication

© to an individual in-

dicating that his re-

- quest for eredit has

\

. Relate the.process used to solve
such 8 problen as:

o Selecting 8 vatation spot °

+ Purchasing a caners, fur
coat, oz stereo sound
systen

» Buying & car or beat

" Explain why it nay be a5 important
- to consider the character of'the

officers of a new biisiness as,the

 anownt of reserve capital evdfleble

when reviewing the request for

¢MMmm¢

[l

Select a teacher-pre-'
pared problen that re-
quires the ability to-
nake a dscision and
indicate the solution
reached and reason for
thag¥solution,

* Analyze four teacher~

prepared credit applica-

-tions and indicate whether

or not credit should be-
granted 1n each case snd
vhy, '

35
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o o fvalusting effoctivensns of + crodit from anew business.
o plausible solutions and .
| ' ~ selecting those having ' |
‘ ,_ greatest potential , ’
! » Enwnerating ways of mple-  °
' < nenting selected solutions ‘ - \
wmmumummm . :
* Inplenenting solution .° . o | ¥
(Ref. Creatiye Decision Making
Forui, Fall/Rinter 1973, pub- i

o ‘ Tished by J.C. Penney Co.; \ ,
' Inc.) SRR o 5 S
‘ Vo . s L l"""“\-‘l\‘ '
_ ldentify the proce- _ Develep with students the different Bring in samples of promoiional Develop & plan to #h-
~ dutes to,use to methods used to promote credit nsterials designed to stimulate  courage custoners, to Te<
'gwmnmmmmmmmm'\ . 1mmmwmmmm ~ open nactive credit
sales promotion cam- , . , accounts and enalyze the effec-  accounts.
opip o Stimulating active accounts tiveness of each.
{7t Y a Finding new sccomts - . . ~
B - Reopening inactive accounts s ‘o :
: . (hef. A; Ref, E) | '
}: ‘ . . ' . A : A C
o Review the techniques comonly  List the steps to take when naking Demonstrats how to make
' ;. used to gake a sale. Coasale oo o]  simple sale,
' rooo ' o : . ,
{ " Devélop on, the chalkbodrd sources  State five sources for new naes to State the advantages and
ﬁ,ﬁmmmummmwm receive 1iterature sbout opening *  disadvintages of using
Wt “&mWMWWMWmnmMmMMmMN'MMWmM
; 4% accotecustoners including: . sources in order of their inportance obtaining nanes of
o | B + . to the credit pronotion sales person.individuals who night be
¢+ Inside sources . prospective new credit
+ Cash customers o v custoners, -
w  Customer chécks | ‘ | -
o  igployees

+ Qutsfde sources: °
~+ Club lists | ’ o | ]
* Professional lists - ' o ,
* Directories

-
v

A Q T, ﬁ

. ERIC ~

Full Tt Provided by ERIC.
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[dentify the proce.

“dures to use to
" dovelop o basic credit

sales promotion can-
paign (cont'd)

v

! v,

“Tnstructional Suggestions 'S'tude}i'twliiining Eiparienceg

NMWWMMmNWmm Outline sugpestions a credit
methods 'used to incresse credit promotion salesperson might make
sales including: to store clerks which would en- |
courage them to increase solici-
v Solicitations by sa]espeople tation of new charge accounts,

~ o Mvertising medis

* Direct mail contests Analyze credit promotional ma-
v Prentun money terlals found.in the local news-
+ Qutside agencies paper for appeals used and effect-
A (Ref. E; Rof, I.) ~ lveness of statements, and sugges
- N ' My\to inprove the naterials,
* i o : "

Demonstrate & knowl-
edge of the personal
characteristics
needed to perforn
the job of & credit
promotion sales-
person

[:Ii\v(j

Aruitoxt provided by Eic:

(

Invite & credit pronotion sales- - Sumarize the important points

person to explain the steps  nade,by the guest speaker.
used to increase credit accounts, = . o ,
Develop with students a list of , | %
places that employ credit pro- . ’ I
notion salespersons. ' - b . _ ‘i

A

/
L ) o
&

Develop WIth the students alist  Prepare a list’ of the skil@
of the personal characteristics  'knowledges needed for the Job™

needed by a credit promotion - ofuwhpmmgmsuummm.
'salesperson.  Suggest that one ' y '
should be: ‘e

* (reative : L A

o Innovatjve S ‘“""h\\\ o
* Responsive to supervision L '

‘o Productive . b

- ¢ Efficient

Evaluation Suggestions

Hevelop promotional ma-
torfals to stimlate more
sales by credit account
custonmers..

List the advantages and
disadventages-of three
differant methods that
might be used to increase

t trodi; salos

Eiplain vhy losn com-

penids do more advertising
for credit customers than
do retail stores,

Develop a credit sales
provotion plan for one
of the following

* Bank
»Loan company
*'Retall store

| FJ/( ‘ "asons'

Indicate the .
for selecting the tech-
niques used.

Write a "Help Wanted"
advertisement for a
credit promotion sales
person indicating the
qualifications needed for
the position.
Have students evaluate -
their qualifications for
a specific job in the..
field of credit and

' f

4

\/

k
4 a7

]
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AN
v

Describe the duties
of a credit mariager

'] ; ”

State the education- Develop the educatios’ f&ua
71t10ns necessary. for 4

al qualifications

v Supervising and ﬂﬂ Yy !

of 4 credit nanager ¢
by company policies.

v Ayare of busines? trehqg» co

and conditions
» Able to use pasi¢
. of selling
" Enotionally stab!’
o In good health
* Cooperative

iy, ..
nQip]es

i ¢
!

D1scuss the- duties aﬂi eSpq s
sibilities of a cred’ Ny g"
Include such 1tems 8"

'LEstabllshlng offlc p01
and practices |

+ policies and pr? tlce&g

v Hiring and traind

' Approvrng Tequest?

©credit

"L e Deciding on quesf1 a51

Ca56s -
o Directing collecf

40 n .
cedures

-

(Ref. &)

¢Nd

Explain that the spe¢
b b e 5P fe detﬁtlsd

fc’

for a credit-nanager manager 1nc1udfhg o leq

' Cred1t grantlng & Q°1 tloﬂ
* Commercial law
» Bank credit i
" Anal)’Zlng financt I) tat eﬂtg
(Ref. A; Ref., B Ref

4

I

- T o '(‘
Cogpj 1o 3 List of the major duties

%a crédlt manager.

i
Clye examples that Show the oo
fp 4 gansger in a credit bureau °

Ot gapgrtnent at 8 retail store,

Llst the educat1ona1 qualifica-

WWMMMMWMM

Of opedit MANAgET,

U

" help then develop 8 pro-

* gran of pergonal improve-

- ment to strengthen areas
of weakness which w111

“eniabfe them to acquire the
level of proficiency

* needed for an entry ;
‘position in the field of ’

- finance and cred1t.
Give five gxamples of
‘the practiées and policies
for which a-cradit nanager
is responsible,

] .

Explain why'the dutieg
of credit menager arég
determ1ned by compeny

‘polacles. b N

Identlfy educat1ona1
Anstitutions where,tralnlng ;

~ nay be obtg1ned in; qhe
- field of . qrgdlt f
Py t;l‘{‘ R " | A"



‘State the occupa-
 tional experience
- necessary for a
~ credit manager

 State the compe-
- tencies

ST S

hmmm%mm&’ mmmmmmmms

- State the eucational Explaﬂh how to ;atisfy-%he educa-
* qualifications for'a tional qualifications' necessary
** credit nanager (cont'd)for a credit nanager.

Co

,_JExp1a1n why it is 1mportant that

3 Credit manager have occupstional
* experience in at least one of the
_ following activities:

’

J Investjgations7

| . v Collections

o "¢ Reporting

S ¢ Selling

- o Handling of correspondence
, .9 Assessments of risks
~ Discuss the competencies ndeded

"~ t0 be aaeffective manager in-
& cluding the ability to: - -

paeded to
be 3| t manager

t o Plan o
S . Orgeniz-e S
. ¢ Divect
_ ¢ Control .
J Coordxnate
¢ Cooperate
0 Gather data
¢ Make fair judgements
(Ref A Ref, B; Ref. I)

LY

4

Invite a manager of a credit
-  bureau or department to discuss
S -mmmWWMMML

~ Give examples showing why it is
 inporgunt- for a-credit manager -

© “least one activity within the
- field of credit. |, O
' - Explain the route a person‘might =
; position of cre&1t nager. L
 Using specific examles, discuss
'department. |
. Make 8 llst of_items to con51der

* when developing & new cred1t pol1cy maneger could improve the
‘wmmmeMM

~ by an employee or turn down an

- expressed by the guest speaker.

* Student Leaming Experiences

Suggest on-the-job
 activities which would
I be helpful for those -

seeklng advancenent to

2 position of credit
. Tanager, o

to have had experience in at

take to gain occupational exper-
ence to help prepare for the - \

2o
' ”

e 4
the functions perforned by a show the importance of
nanager of a cred1t bureau or ., .

: manager, *

"R
[

Explain ways n vhich

_wordle and efficiency of
. departnent,

Role play situations in which a
mmyrhsmrnwtamwut
butes that make any
application for credit by 8 ‘manager effective,.
customer, - Ask’other members of

the class to ‘coment on the effecta Seieet from a list of

 iveness of the techniques used and  business competencies
to suggest improvements, those needed by a cred1t
SRR manager, -

iy

State five probelns that
~mmnm%mmemw
tion of a credit deiart-

& ment which would be-

! '1‘.”‘.

Outline the quelificatiqns nd
duties of g credit manager as

M

: Evaluétion‘Suggestiensev5kl :

- Give four examples that .

wMMMMmumth

Pfepere a list of attri-. ¢

L




.
]

4

fiaess

Artangs for 2 o tﬁp@o ]
 local, credit bufesu:cr ¥partaent.
Prior to the trip 4} fiuss vith
‘the students points to look for.
mmmwmmmm‘
operations of the departuent ad
"to detad] the duties and respon-
sabillty of thetvarious positlons.

A poject (Appeidix 1 ] may be
ubed & analyze the operations o
@ hetnid stoke credit depantment,
Thia project may be used along
with the unit ok &4 o guide in

developing othen projects,

Give exampzas of actions that

s,
o e,

Compare the field trip observa-
tions of credit job duties with,

directly or 1nd1rect1y
caused by the menager's
"gitions, Then, prepare
a list of pitfalls which
‘managers.shguld avoid,

those.previously discussed in class, -

b

night be geken by & nanager-to in-
prove the effectiveness of the
credit. operation,

9

!
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K CREDIT EOLLECTIUN PROCESS
L ! N ' . P
 Pérfomance Objectfves 1nstruct1ona1 Suggestions Student Learning Experiences | Evaluation Suggestions

Explam the importance of usmg tact Give examples of situa-
~ thons ¥hen it would B

advisable to collect

- ‘Explam the 1mportance Explam iow & credit nanager has |
~ of heing able'to’col- collect overdue accounts and at the .and comon sense when collecting -

ect: overdue accownts same tife maintaining good customes, *accounts recewable.

Voo .
© ind still maintain  relations. (Ref..I) T . addtevenat the risk.
good customer | . e ~ 7 of losing the individual

| - S o 85 8 customer, -+

o relations o .

0
‘.

‘ |
~+ Develop with students the difﬁ’erent Review several t acher-prepared .

 classes of credit custoners besed balance sheets an s;atements of ' o
o on the r1sk mvolved (Ref A}~ incone and then asign 8 cr,edit
RS - " risk to each baseg on working )
. | Explam that credmt people usually capital, sales, scwimts receivable, Vo
Ce b indieater ‘/, | anﬂellowances for bad debts, -

470 percent ¢ of all cusfomers C e |
T vll pay for vhat they pur- ' o
R ° chase - oS Lo o
- * 10 percent will be slow | in’ Yoo LT ;o |
v paying bit will pay R , |
e i e S BN WL D glov d | , '
o | i paying but have & reason “ [y ' . . ' |
A ~ for the delay R S S
C o Gopercert vill b¢ very if- ‘ o _ | ﬁg
ficult to get /to y oo, 3 ' ok
- (Ref A; Ref. B; Ref Eg | L

zz -
£

e " Explain h@ edequete mvestlga o List the steps 0 use- when screening Explam how prOpe"‘_;

o tinstand careful/screening of on applicatt for credit. rscreenmg techniques tend
- ! (RN apphcents can ¢duce the number o | to veduce the numb? of
o ~ of overdue acconts thet ate o | overdue accounts

. difficult to coflect.

iz e
LI T T
R e



Explain th/e impor-
tance of gnalyzing
aecounts
on a regular basis,

. Explain how to-
 devefop an effec-
-~ tive procedure to
“collect accounts -
10 ivable

’11

i
f

)
¥
td
B

l

N
Lo

v
i

Mn-i_%‘:

h

' o ' to collect: accounts

/
/ receivable and indi-

'+ cate when-each would
4 be appropriate

,,,,,

gceivable -

o recover accounts receivable, \‘

lse a.chart or transparency t Age several teacher-prepared

sM&nMWaMmetWhmdmmmmmmmm

accounts ‘over a period of time develop a chart: that shows the.

extending fron 3 months to 3 * shrinkage of the delinquent ac-

years. .(Ref. A; Ref. B; Ref E,  count dollar in each case..

Ref H; Ref,: I) o

: | . List reasons why s, business
e should age its accounts receif}
‘ able on a regular basis.

Compare the rate of

“collections of accomts
, receivable to the tine
they have beed outstanding

and indicate the-implica-

tion this has for the '

credit nanager of a
retail store, .

Drscussy the collection polr ies Lrst four major credit polrcaes Q’Explarn which of four

" (liberal or restrictive) of 2 [grantrng and collectrng) avail-.
business affect the techniques used able to bus1nesses..)

Drscuss the 1nportance of establrsh Lrst reasons for establrshrng 8
1ng 8 collectron trmetable for the ¥ tinetable for- collectrng accoumts -
SRR B \ recervable. |
* Fim - o ST

o Credit manager "‘ e e
' Custoner T T hh

M

Q/mmmmmmDmeMmmem,LmMmMmmMm
1| methods a firm nay use to collect accounts including:

credit manager can use to collect
oyerdue accounts,
* Routine renrnderln | - s~ ;
' Personal followp -~ 7 L
* Drastic of legal actim . i
(Ref. E, Ref. Hy Ref. 1) I i

Develop with the students spec1f1c ‘Rate the different ways of collect-
ways of collecting accounts receiv- ing accounts réceivable on a-three
able along with the advantages.and point scale s 10 the probable

disadvantages and uses for each .
nethod, Include such procedures as: therr accounts.

N Invoice
s Statenent

credit policies avail-
able to businesses is

.- the most equitable and

why

Explarn howa business -
tan use collectron trne-
- table to assist in. main-

tahnrng & systematic

- method.of collecting over- ‘:j

doe accounts,

ERS

DeVelop a collection _

- procedure for a retail
mthn%Mw

1]

saler. N

R
1' .

s > List choices that &
: credit manager has when |

2 delinquent custoner
¢ ignores the fourth

collectaon letter, -

List five'different
nethods of collecting
overdue accounts and

success in gettrng customers to pay give the-advantages of

each and identify the
situations in which the
various methods would -
be effective,

T



 Perfomance Objectives

" Bxplain the different

- methods a firm may use

to collect accounts
receivable and indi-
cate when each would

be appropriate (cont'd)

,vz -

|

Instructional Suggestions .
v Collection letters
o Certified letter
* Telephone
* Telegran
o Bank draft
* Personal visits .
* (gllection service
o Attormey
(Ref: A; Ref. B, Ref, E; Ref. H;

A

" Ref, 1)

Student Learning Experiences

l*List tﬂe different methods of

collecting accounts receivable |
in the order tliey are likely to be

used, %

Anglyze samples of different methods
used to collect accounts receivable Comparg,

and arrange in order of their
~ effactiveness, *

_—
s
B

regylar mail in getting
an individual topay | -

an overdue bill,

Explain how to trace Develop procedures to use to trace  List in the order of their useful- Explin how to trace 8
3 delinquent custoner delinquent customers who have

who has "skippéd"

"skipped" including:

v Infornation on appliation
o Arned Service records
 School records g
 Motor vehicle records
o tility company records

o (thep businesses

* | .
Explain the use-of
form letters in col-
lecting overdue
accounts

o Credit bureaus Y

Develop'the advantages and dis-
advintages bf using form letters
to collect overdue accomts.,

4

Tt BT

]

Discuss hov a collection letter

is prepared. including:
* Forn and content
* Tone
* Appeal

\a

- néss the various nethods used to
trace people who have "skipped"

out- on & debt,

 tages of using forn let '
collect overdue dccounts;\‘v“'

b

List phrases'that are used in col-

‘erson who has "skipped".
out on a debt,

)

Indicate ‘the reasons why
a‘store will use a for
letter for collecting
overdue accounts rather
than developing & personal
:Atter for each account. -

repare & list of tems

ection letters which indicate tone, and expressions that have

appeal, and attitude,

been used in collection
correspondence and indi-
‘cate in each case a more
positive and effective
| 01



sz’

Select appropriate .
collection techniques
that relate to the
causes for the
delinquency

1]

Coq
* Attitude-
* Personality or distinctive-

ness

(Ref. A)

!

Discuss different types of letters

used to collect overdue accounts
including the:

* Notice
* Redinder -
+ Personal
* Final
(Ref, A)

Al

Discuss collection letters used

for special situations such,as:

* High cfedit custoners
* ¢ Installment customers

Discuss with the students causes
for customer delinquehcy and
develop appropriate approaches
0 use in each case. Include
such itens as:

» Circunstances
+ Loss of employment -
- Sickness.
 Death of custoner or
close yelatives « ,

Nection process,

Review semples of different types
of letters used to collect over-
Hue accounts and indicate where
each would be used in the col-

A .
e
:

Explain why collection letters

~used for high credit customers .

would differ from the usual stan-
dard collection letters,

List reasons why people fail to
meet collection datés and indicate
the approach that should be used
in each case.

]

‘*ﬁay of saying the same

thing.

Analyze several sample
form collection letters
from stores and banks

4 to content, tone,
appeal, and attitude,

Select from a series of
prepared letters which
are used,to collect
overdue accounts those

* that would be gppropriate

for each of several teacher-
prepared situations, |

Prepare a-letter to be
sent to a delinquent
debtor who has ignqred'
four previous compmi-

 cations, .

'Seléq.!!iom sample col-
lecti® letters those

that"would be appropriate
for high credit customers,

U

Analyze teacher-prepared
situations involving the
failure'to pay an account
on tine and indicate

in each case which method
of cotlection should be
used and why.

03
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HE MMMQWMM& ‘Instructional Suggestions Student Learning Experiences Evaluation Suggestions
. . ~ ) S R : ' :
 Select sppropriate Natural catastrophe-
" collection techniques flood, stom, fire, ; |
that relte ta the - theft, drought ' S .
causes ‘for the . Poor"econonic conditions o . -
delinquency (cont'd) ‘Personal o o v
B 2 M1sunderstand1ng of credit AT B
itens - | |
“« Dissatisfaction with
. | ~merchandise or service ?
o * . Unintentional oversight

. Failure to receive notice- T

‘bill lost in mail, moved, ' :

wrong address - |

| R . Poor nohey nanagenent R | | .

‘ : - "+ No intention of paying A
o | v, Business

+ Shipping and/or’ pr1c1ng

eITOTS : , ‘ -

+ Misunderstanding of bill1ng | |

3 or credit tems | L S
' + Quality of merchandise
wwmmmMMMMMe
| + Overbought or slow-moving items
oy + lack of capithl | e f
' |  False representat1on | " T
' Bankruptey ey L
Identify the charac- Develop the characteristics of the  List the characteristics of an - Explain the different
wmmwhwmnmmwmmmwmws .1mmmmawumm®~'mnmwmmmhw 4
‘'who is a chronic | , - linquent customgr, - - identify a chronic do-
delinquent cus- ) | Linquent- custoner.
tomer we ‘
Discuss the factors that would List 51tuat1ons when cond1t1ons Analyze teacher-pre- %!g‘ {
affect the granting of additional  would: be justified to grant an pared problens and indicate .
mmnmmmmmneMmMmmmmmeMWmmw
; , ‘clud1ng a : customer, o not additional tine
I - e - i | _ should.be extended and :
K v Co Reasons for need1ng mpre ﬂ&me ' Sy Ei:;




' Wo‘lbihty of proposed pltn
b Anount owned by custoner -

o Past experionce of custoner " -
(b )

‘l'.

Explain legal nethods De Lop wlth students the legal

available to assist
- in collecting over-

due accounts

apptoaches available to assist
in the collection of overdie

- accounts #hd jdentify the cir-

" cunstances under which each

would be used. tnclude such

itens asi. *

 Perforn. the baslc : :’

duties of a tollec-

tor under- sunulated
COlldlthllS s

*

-+ Garnishoent .
v Mtachnent
* Lien

Tnvite & nanager of  coedit
department or bureau to discuss

methods used to collect overdue .
'accounts. |

Detlelop vith the students the
approaches & collector could
use to collect overdue.accounts,

L4

"Show the teclwques to follo
when using the personal visit to-
collegt an overdus account,

Indicate the circunstances when

g personal visit would be used
by the following to collect an _

overdue account: -
. . i .

o ‘) S Prepore winl e, ¥ §
S .hletocles Anvolving the . ;I\ﬂ;
Wy s e nkquest for wore tine S
Cog g oderthenge vith other
Boot il T e studens nd dndleate
| Rk R R " whether or ot addltlop—
: “’ oﬁ: ‘ Lot el tie voutd be grented
s ,;'.,. ;»:, in eaoh case ind, tdly.
RCAR PR A
Ltstrdhe lpgal' approeches thata 5 Sta lle circumstances ) nq' |
" crodtt MANBGET nay 088 £0 a st - that Yould force & credit., ' -
i colleo}ing oeriu ccounty ' linager to use the garnishe
Wy vyt of ttages t0 collect K
L By " overdud accaunt. .
N t, p‘l'\le".'.‘r'o':'{ / : ! ‘.‘ 'y ‘, \ a ',"l‘ o
,lea‘ "’3\‘\:\ ¢ ‘ ‘I,.'\'C ) ' \
At e ‘l .p"\l , { . ; )
.bf,',“'ﬂ‘#\:",fpliﬁ‘. |’: a ,_' oy {H
’: " \ "{}“. '.' “‘ \) . ‘ ' ! . ‘.‘ . '
"}'y,.‘" ‘ "n\‘& "h v "‘e?‘i‘ i:- \;'I‘ 3 ;m“ ) (
'FStmmat‘lzg'thp"' y o T e
the guest spe woo e
Lo ?‘.’n‘ k’{. ’
r ‘ n o,' ‘" . 'f‘: #1 ,‘.l.‘_”
List - the techndques .t lector \ o
- may use to gpllect ol ud I
accounts and give:the situations . .
whet gach vould be eppropriate ) L e
to employ _ | . Lo
Role play situations g State the ciocmstancés - f“,
perspal visits are: used t0.col-  when personal visits |
lect overdue sccounts, Have  would be used to collect'
students refbrse their toles. overdue accounts, .y /v

Ask other nenbers of_ the, class

to coment on the effectiyeness -
of the approoches used and sug-
gest ways to improve the tech--
niques. -

List the advantages of

- Using.the personal visit
to collect overdue ac- -
counts.

.
. ' N v
. ‘I . ' L
I (] '
) o ) )
' wr . ) .
» [ : . B . -
L] . ‘ . v '. I
. Ty
] | .
'
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""" Perfornance Objective34 Instruct1ona1 Suggest fons
' Retailer

o fholesaler

o Manufacturer -

(Ref. A)

Penforn the basic
duties of 4 collec--
tor under simulgted .

 conditions (cont'd)

0 Discuss the guidelines to follov
when using the telephone to nake
: collection calls,' Include illegal
v ' calls made to frighten, sbuse, tor-
| nent; 1 or harnss the debtor such as!

‘ Calls at odd hours of the day
- ¢ Repeated calls (nore then ong

- per week) ,
¢ (ol to thirdeparties .

|

v * Calls o placa of emplojment
N Invite 3 representatwe of a col
o , lection agency to discuss pethods
o - of collecting overdue acCoUntSk
5 - .and "skip" tracing \

DlSCUSS how t0 write &' letter of
-application and nake 8 personal

. Demonstrate & knowl-
. edge of how tb
apply for a job

' i ! 3 /
A ,'MWmWmem
| " tion blank, Emphasize the inpor-
* tance of

ness
‘o Slowing instruction

K C mpleteness
- Discuss how to.prepare.for a job.
. interview,

o might o

. .
-
: 'v S

,
; .
T
G -
-~

(Ref F] 4} ,‘“ ','

Sident Leanig Expriences

Prepare & list of questions a al-
lectdr might ask a dplinquent cus-
toner when using the telephone to
collect an overdue account,

Sumnarize the main points ndde by -
the fuest speaker,

Develop o personal dta sheet.

i

>

cof collector, -~ . 4 -
“Yrite & letter oftagpli- . gy

, credit. ,

‘g’lﬂnﬂqr e . '
iu ! h‘ (

LA :
} Lo 1 ‘- { ?;"’I l“!}_
.prepare \ ‘
' .‘ h '

: g for in; iew, ‘.':3 Q
N . :

Fueluntion Sugestions

Make g list *of possible
reasons individusls might
give for not paying their -
bill ang prepare &n ansker .

. that ‘s collector might ;
 ghve for eﬁch Teason,

List the skills’and knol-
edge noeded for-the job

oo
cation’ foragpeciflc N q‘iﬁ
Lokg

- Job in the £§<d M
‘ 'V):I‘; .
f ) N

o R TR :;.<','.
lote” ansapphcatlon o
b%k wm acceptable y 1“&

£

Exp in how
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q / Discuss how to act and answer

i questions during a Job interview,
Explein that an interview is an
opportunity for the exchange of

/ ideas and that the applicant

| " shotld feel free to ask questjons

/ relating to the job and its dities

- and responsibilities.

. . Tnvite a nanager of a credit de-
! o partnent to give nock nterviews
| - and to explain how he expects an

¢ applicant to conduct himself during

" an interview, i '

P

N

1
Indicate why it 1s important to
g0 to the Interview alons,

mmﬂmhanwmm
Sheet to rate those students who

. participated in the nock job

interviews,

n

Prepare a list of ques- -
tions that night be ap-.

propriate for a person

to ask during an inter-

view,

Xplain how 8 persoﬁ
should conduct himself

during 2 job interview,
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£ Performance Objectives

o e meESE Pt

C o rd

Explain gpe basic
practices covered by
the Federal consuner
protection laws

K LANS REGULATING THE-USE OF CREDIT

Instfuctiona] Suggestions

Discuss-the practices covered and
the linitations inposed upon 8
person or an agency that extends
credit to consumers by the fol-
lowi&{ Federal consumer protection
laws:!

¢ Truth in Lending Act
" Purpose
v * inds of business affected
* Infornation that the con-
suner must be told about
open end credit (credit
. cards and revolving
~ charge accounts)
w  Infornation that must be
included with monthly
' statements |

* Infornation that the con-
sumer must be told
about loan§ and sales
credit - .

* Provisions that apply to
rea] estate-purchase or
used as collateral

 Restrictions affecting ad-
vertising of credit

* Restrictions on the use
of credit cards

+ Provisions for enforcement - -

* Penalties for violations

» Fair Credit Blll1ng Act (amend-
ment) ’ \

* Provisions

" Creditor's responsibilities
. after being notified of a
“billing error

Student Learning Experiences

Exanine .the regulat1ons relating

to the use of credit cards provided
by several fims to See if they are
naking the proper disclosures,

¢

. Elamine the monthly statements of

several retail stores to see if
they are making the proper dis-
clostres.

Examine the regulations of
several loan companies to see

‘if they are naking the proper dis-
% |

closures.

Exanine several advertisenents
for credit to see if they are.
neking the proper disclosures and.

. using the correct terninology.

Explain wh} it is important for -
credit granters to use standard
terninology when making disclo- |
sures, 0

§ .
Explain how the Federal consuner

y protecti?p.ingi have affected the:

o Costof credit

* Arrangements for credit

* Terns and conditions used

o Offers of credit,

4 .

List the media included in the
restrictions for credit adver-
tising as specified in the Truth
m\ Lending Act.

A,

 Evaluation Suggestions

List three types of credit
transactions affected
by the Truth in Lending
Act. -

Identify from a 1ist of
charges those that may
be included in & finance
charge according to '
the Truth in Lending

fet, .

i )

Explﬁin how the finance
charge must be shown to
the customer, - *

Contrast the disclosures
that have to be made to
a person having a retail
fnstallnent credit agree-
ment with those that
have to be made to a

. person having a retail

installment contract.

Explain three respon-
sibilities of a firm that
issues credit cards to

consumers. Y

| Explain how finance \

charges are treated

‘during the error zeso-

lution process.

~Explain two responst-

bilities of a contractor
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Explain ~th'e basic .

practices covered
by the New York
State consumer -

® protection laws

* Provisions
* Creditor's resp
(Ref. Equal Credit Opportunity, Reg:

" -'Equai (redit Opporiﬁgify Act -

ulation B and Truth in Lending; Reg-

ulation I published by: Federal j
Board) - .- "

. Discuss the practices covered and
the linitations imposed upon a

* ““person or an agency- that' extends

- credit to consuners by the follow-
"ing New York State Consuner pro-
tection laws:

* Retail Installnent Sales Act
~ Definitions
* Buyer's rights
* Penalties -
¢ (reditor Billing Errors
* Definitions
* Consumer's rights
* Penalties
» Debt Collection Procedures
'+ Definitions
* Consumer's- rights
* Penalties

r

| \ " Credit Catds and Credit De-

\K vices
+ Definitions
* Consumer's rights
+ + Consumer's obligations

'Staté how the Truth in Londing

Act has made the oxtending of
credit competit1ve.

List the responsibilities of

kWMMMWMM.

notified by & customer that
there is a billing error.,

List two penalties for viold-

’[“4‘ N "“ .

".v :

mmmammmm,

ing repair when the house

15 used 8s security in

the transaction for credit
for the, paynent of those
¢ rb

&

3 [ copy for an
advéttisement for credit.
. fot b loan company '

ting the Truth in Lend.g het, -

}

List tha restrzctions 1mposed

upon creditors by the Equel : g
Credit Opportunity Act. ' -

+ Exanine the retail installnent
~contracts from several sources

to see if they are naking the
proper disclosures..

Review the'ratesfof‘credif“ser-

" vice.charges from several courses

to see shat the amounts do not .

" exceed the legal linit for such

charges.

Role play situations in which a
collector is trying to collect
an overdue account, Have the

- other students detect illegal

procedurts ‘and suggest changes
50 these 111egal techniques be-
cone legal..

———— .

Prepare the necessary

. vegulations for a retail

store that has dacided to-
issue credit carfs to  *
ite %xstomers. a “‘

+ Explain the reSponsi
. bilities of the seller
when credit is granted
as specified by the
New. York State Retail
Installnent Sales Act.

State the maximum service
charge that may be in-
cluded in & retail ‘in-
stallment agreement,
[ndicate the circum-
stances when a buyer

has the right to cancel

a contract or obligation,

State two items that

nust be listed in the

Notice To The Buyer on
©,every contract or

obligation,

'LExplain the seller's
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~ Explain the basic
practices covered
by the New York
State consuner
protection laws
. (cont'd)

‘ )

) 1

T

;\lﬁ

Explain the basic

regulations govern-

©* ing the reporting
66
[Ili\v(j

Aruitoxt provided by Eic:

Perfornance Objectives

- Instructiona) Suggestions -

v Crodit Dscrimination
+ Definitions
+ Consuner's rights
+ Enforcoment
‘ Mortgnge Escron Accounts
+ Dofinitions
* Consuner's rights
(Ref. Consuner Lav Handhook pub-

1ished by New York State Consuner
.Protection Bbtrd )

DIscuss the guidelines suggested
by the New York Telephone Company
for debt collection calls,

Indicate that the ?ederal law does

not establish maximum limits for
interest rates but the State law
does ot 8 maximun }init for
these rates. State thess maximum

-rates of interest,

D1scuss any local laws or sgencies,
that are concerned with the granting

of credit,

Discuss the practices covered and
the linitations imposed by the

Federal Fair Credit Reporting Act

.

LN B

Student Loarning Experionges

\

ﬁ

Ewmuanwuﬂms

rGSponsihilitios nﬁan
A, custonsr maked o pur-

chus& using (] crdﬂit

card“ N

. mnmmMamm

" Locate in.the Yellov Pages of the
. local telephone book the names of

all the credit reporting agencies

nay take,vhen 8 buyer N
. dofaulty wder 3 retadl. g
instlllncnt oﬂQtrlct. g

State the seller' : ,7 ! 4
ruwmuﬂwmma' -

* buyr cladng there is\an i

error in Als bill, . v+

Explain the creditor's v
legal responsiblities v
when collecting an over-
due oot Loy

State the legal linit -
of 1abiMty of & holder
dof @ cradit card that has
bebn lost and properly

Tepotted,

Give the creditor's

responsibilities when .
credit is refused tos .
person #ho requests it,

State the minimun rate of -
interest that is set
0N ROTtEage escrow ac-
r-J

comts,

",

Y ) ’
State the responsiblities
of a credit reporting

sgincy vhen issuing 8 4
67



and the New York State Credit Tuta
Reporting Act on credit reporting
agencles. Include such items as:

of consumer credit -
: 1nformat10n .

L Purposes of acts R
| . Definjtions
' -« Consuner's rights
' 's Penalties \
(Ref. Consuner Law Handbook pub
= lished by New York State Consuner
: Protection Board)
Invite fnends or re‘latwes of
. students who have had dealings ‘withg
8 eredit reporting agency to dis-
cuss their experiences and tho
outcomes.. '
¥ Develop with the students the role
of ‘the 4rh§:te;}epott1ng agency -
" relative to* granting of "
credlt

2 >

in the ares, g

t

Role pfay a situation ohere m
individual requests a credit.

reportmg agency to reveal the -

,nature and substance of-all the -

cred1t 1nfornntton in hi§ file,

"Have-other students check to

see that the released information
*1s within the context of the law,

ro.
>

Develop & conp051to list of all

!

_ the infornation that might be
 included in aperson's credit
h ,sub;tance of all the

fﬂeo . " o

| .-Constder the post‘on of & fim
.. 'who refused a request for credit

A

LR

c n Kow Eath
consuner ‘report o

' L1§t four types of m-‘
 fomation that nay not
‘be included in a-

~ consumer eport for

- transactions involving,
less than$50,000, -

Explam the responsf-

~ Dilities of a credit re:
- _porting agency when an: -

- individual Tequests’ £o
learn the nature and

infornation 1n h1s,f;cle'

1’)‘.

being asked why. A similar situa- bilities of a ¢ edt

 tion probably exists in class, °
Each student nay be willing to -

extend credlt to certain of his -

friends but not to others, Ex-

- plain why he night be unvilling .
~ to tell those fo whom he would

not extend cred1t the reasons

why

Ok

- Indicate the r?ponsf . i

. reporting agency Whep an -
" individual notes that ,
. his file coptains in-
accurate 1€Eornatton. .

LlSt three itens that a
‘credit reporting agency
‘may relesse to gf in- -
dtvidual when r0 ested..

e

- Explain the respon51-
bilities of a credit -
teporting agency when

. individual requests
* the reinvestigation of
spec1f1c ipfornation

»lf\)ihlch he o.‘lalms is inac-

curate,
Prepare a sample credit

~file including all the
infornation a retail

69



T

Pefform§nce Objectives

.'Exﬁlain the basic -

regulations governs
ing the reporting

gof consumer- credit

infornation” (cont'd) Show,how it is possible. for credit "Prepare'a chart: that shows the Anélyze teacher-pre-

te

List the responsi-
bility of the Fed-
eral and State

agencies that regu-’

late or handle com-
plaints about the
granting of credit

+ Instructional. Sggestions

4

4 o

store would likﬁ'to
know, before extending
credit to a person,

Student Léarm‘ng Experiences .¢Eva1uatioﬁ ;u_ggesti'ons'.

memeMMwa name and important features.of - pared problens relating

~ reach different conclusigqs on the
- way\the credit inay be granted.

1.
-'ﬁ’
an

affects.the operation of the

bureau.

: Tnvite a‘répresehtative from |
the{State(s Law Department on by the speaker,” |
. Consumer Frauds end Protectionor -~ . ¥ .

, each law that regulates the
© granting of crgdit,

R - of&@he current 1ws,
3 , : " . ’,, \
. .

 Sumnarize the main points nade

the State's Consumer, Protection . A , g
Board to discuss the responsi- ‘ o . )

gfﬁnting credit,

Discuss the Federal and State

‘bilities of the creditor when

| Prepare 3 dhart Shdﬁlng the , . Analyze teacher~pre-

QMMMWMMWR'mm%MNWmmmeWth

complaints about the granting
MmmlmmmMmm‘uMMmMmmmMo tigations relating to

that are toncerned with inspec-  inspections and inves-

to the granting of credit
.. and-indicate the law or
Laws which govern, each

S 31tuatlop
. Tnvite an Gfficial of a lobal Summanze the nain pq;nts ‘mde . Discuss the need for
credit réporting agency to discuss Yy the speaker - further consumer pro-
how the Fair Creditseporting Act o \ ", tettion or the adequacy

as: L the granting of credit, the granting of credit ™’
’ . and indicate the agency
-anmwmmm mnﬂtﬁmmmaMMMJMMMMmmmﬁ

* 1.5, Post Office and telegﬁone mubers of local and in each case.

¢ Bureau of Consumer Frauds
. and Protection -

district offices of agencies that
| MummmmmMHMWma
% tions related to the granting Bf .

fjcredlt ,

e,
-
[ ]



- e - R

Explain the legal
aétions a creditor

. can take when.a

" custoner defaults

on'a retail ‘credit .

. agreenent or

contract -

| o Truth in Lending Act

D1scuss the advantages and dis-

advantages of various actions that

1

"‘W

Explatn the legal steps 8. cred1tor

would take in achieving a collgc- '

a creditor can take to collect morey tion by theuwseof: . i

due him, Include such actions as:
*‘Collection agéncy
* Small claims court
o Law suit’
* Judgement
Liem .. W
* Garnishnent of wages -
Repessesslon and resale

]

Atrange for the class to‘yaslt 1

-snall clains court hearing.

Explain the Tegulations and L "‘ a
linitations related to the garmish- -

ment of wages that are imposed:by

- Federal and State laws, Include
such laws as: v

* Income Execution and Hage
Assignnents

| ,4Discuss the‘frequency and

. give gxamples when to use each
nethod of collqct1on e

. 3
M

. Demonstnate 2 know-

ledge of new and pend-
ifig legislation that

‘. relates to credit

0'..
%

Lo
v

Invite & nanager;of a collection

agency to discuss:varigus nethods
available to gpllect overdue
accounts, o

. o .
Discuss new and pending laws that
regulate the gnant1ng of cred1t

.
.
L}
.

v Snall Clains'Court

§lien e
WRepossession of goods
"Garnishment of wages ‘

\ ' N
T

‘k‘ll

HaVe students report on the steps
cteditors indicated £hdy used to

collect payments prlor to coning to.

tourt. , .

Prepare‘a‘ahart showing the e

. vantages, d1sadvantages, and

 conditions when various methods
of collectlng money | would be -
appropr1ate.

Sumnarlze the nain poants made
by the speaker.

- , A
) ' N
'u Co e

hnal 76 fbacher pre-

pared default. proble b
l the ldgal g ?ps s Zn

acre tor could:Kake' 1nr

each sltuat1on to col-y ,

 loct the. money owed ¢ ."f

m ." ) " J ' ‘[1 '."‘_
. . [ A
1, T M -t Y
¢ ( v, I°
@ vy ‘
s t - h LA \'.
ﬁ‘v' X a v e .
[ "
TN
ORI
i S
ek
S LR '
[ ,“(‘ l . “a
! AR v
T . ' .
g o . 1
¥ Gl
! ) V.
. K
et
AR
o
th
1 ) g
o ' v
j’lr ! by
Kl [N

State the Tesponsibili- %

ties of a creditor when
he Tesorts to the garn1sh
ment of a debtor's wages,

List the pending lavs
that will affect the ",
granting of credit,
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APPENDIX

R . : N

~ . . .. \ .' : '.: ."."'
AppENDIX 1 =~ - 7 o T |
e 7.7 P STUDENT PROJECT o
THE STUDY OF THE =Of;’-'E\R_;AT-ION OF A RETAIL CREDIT DEPARTMENT -
- . o “. PN o oo . ;g.".~‘ . : B /
Desbriptive Title: 'ﬂv - v e . .3/ 4

‘ Analysis of thev0pera€ion of a Credit Depaitmehtrin‘éfketail Store-
with Related Work Experience - g T :

Objective or Purpose:

* To develop an overview of the total operation of a credit deparfment

. by conducting interviews and making observatioms within the department

* To become better acquainted with the various functions -of a credit
department by completing a serids of ob analyses. .. R

*“To-become -aware of the human relption factors and skills which are
necessary for the effective operation of a credit department I

e To identify the.materials,” equipm ,_and supplies normally used .in
. operating a credit department ' o . B KR

4 . . S

* To“identify the ideal location.an lgyout of a credit departmént AR
.. * To analyze the costs of maintaining a credit department (may be
e "..". opFional)\: .\ R . . . . . N v N -
and-Scope: * . - .
».w» \ T S, i . ’.'_' R P .. o )
;]'5 roject is designed to provide: learning experiences for the
- nt\ yh _wishes to pursue a career in retail credit. Approximately 6
://wee's#'s ired to complete the various adtivities if a Studqﬁt work
) ,_‘sga 158 gyailable. The project may_also be completed through a ‘
AT hadow”'exﬁgfienca and interviews with credit department employees in a
3 to'5 day period. : ’ . ‘
; r ‘ o . g T
- M&terials, Equipment, and Resources: & \
e A3 x5 card file with index cards
. * Graph paper for charts and layouts
e A large notebbok -

* Letter ‘size manila folders : ' C : .
Préproject preparation:

e Review credit- information previously studied, such as unit notes,
texts, booklets, and films _ - g

Lo ', . L v
O 36 .
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Evaluation

* The student, wigh help from the instructor, will design a plan for
~completing the project. -Some of the items to be included -are:
- A time schedule ‘ . ‘
* Forms needed for accumulatlng information: ) .

- job analysis forms o .
- interview plan and quest1ons :
- work-flow chart o —

human relations evaluation sheet

- inventory sheet '

-~ operating cost summary sheet

- work experience.daily summary sheet

v 2

Checkpoints for progress evaluation . .js .- ' S ’

- Format for a written, final report
. Evaluat1oﬁ procedures
. Th Finstructor should secure a training station in a local retail
‘ edit department. (The %cope of this project is 11mLted somewhat
o 1f a tra1n1ng section is not available.) /

Step bdetep Descript1on

v

Cre Interv1ew the credit manager for an org:;:;t1on to the department,

e Complete a job analysis for each job in the departmept.. Includé.
job duties, responsibilities, requ1rements, and, a t cal day's
work. Prepare a work-flow chart.

« ¢ Observe and. list the human relation skills used@gn effectively
operating the department. 2
¢ Complete a descriptive departmental inventory of xhe equipment, s

materials, and supplies, forms, form letters, and reports. Include

.samples when appropriate.

e Write a description of the appearance and the 10cat1on of .the
department within the &store and prepare a floor plan.

¢ Determine the costs of operating the department.(optional)

* Analyze the information accumulated and identify the strengths and :

weaknesses. Include suggestions for improvement. .
- ¢ Identify areas of potential work exper1ence.

e Write a summary of each day's work.*

* Reevaluate all information gathered to this point in the light of
your work experience. Also adjust strengths, weakiiesses, and
suggestions which were previously identified.*

* Prepare the final report according to the format expla1ned under
preplanning, . -

¥ | . S .

student for the project plan.
* The student should do a Self-evaluation on the project*
* The instructor should evaluate the final written report.
o The’employer icredit manager) should evaluate the student's work

~ ® Evaluation should be continuous througptut the entire, rojett
according to the checkpoints devised ‘the instruct:M'

experience on a rating sheet provided by the instructor.* .
¢ The student should be given an oral and/or written test developed
by the instructor and cred1t department manager. -

* For the student who iﬁ\employed in a credit department.

* oo « 37 . (
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New York étate.Department of Labor. Guide to preparzng a resume.
Albany, N.Y. The Department.- 1972.

_How to get and hold the right JOb Albany, N.Y. The Department.
1972

How to prepare yourself for job interviews. Albaﬁy, N.Y.
The Department. 1973.

= ' Why. young people fail to get d&nd hold jobs. Albény, N.Y.
,;;" ~ The Departmqpt 1972. . . _
B Educat1on Department, Bureau of Continuing Education Curriculum
" Development. Inetructional materials for adult business and :

) distributive education. Albany, N.Y. The Department. 1969

T~ B

New York Telephone Co. General guidelines for debt coZZectzan caZZs
Ney York, N.Y. The Corporation. 1974,

Sears, Roebuck and Co. Credit interviewing and customer relations
handbook. Chicago, Ill. The Corporation. n.d.

, .
»’ - : -
| |
. |
.




s Good human relations. Chicago, I11. The dofPO ation. 1972.

Opportunities in credit sales management. ago, I11. The
Corporation.  1969. )

’

Telephone procedure, ﬁeqhanics; and courte§y, Chicago, 1112
The Corporation. 1969.

. U.S. Department of Labor. Bureau of Labor Statistics. Giving eredit
where credit,is due. Washington; D.C. The Departhment. 1972.
(Reprinted from the Occupatiomal Outlook Quarter}Y, Vol 16,

No. 2, summer 1972.) : -

st .. ‘
Worthy, J.C. What employers want. Chicago, I11. Stiefice Reaearch
Associates, 'Inc. 1950. o o ‘ ‘

" FILMS o ) ‘ - ' )
. . . . . / . - . . *
. Applying for a job. DeRochamont Films. 11 min. g¢o4nd. color.
Rent - Business Education Films. '

Effective listening. McGraw-Hill.- 1959. 15 min, Sound. b g W
Rent - Syracuse Film Library.

If an elephant answers, New York Télephohe Co. 1967. 26 min.
sound. color. Loan - Local telephone office. .

Job interview: three young men. Churchill Films, 1967. 16 min.
sound. color. Rent - Business Education Films, 5fracuse Films

Librarys,

Job interview: three young women. Churchill Films. 1967. 17 min,
sound. color. Rent - Business Education Films, 5Yracuse Films
Library. . X B B

Manner 5f speaking. New York Telephone Co. 1962. 28 min, sound.
color. Rent - Business Education Films. .

¢ More than worde. Henry Strauss., 1959. 15 min. gpUnd. color.
Rent - Syracuse Film Library. "= '

People are just people. NCR Corp. 18 min. sound. Color, Loan -
_NCR Corp. | :

Trouble with words. Crowell-Collier and Macmillan, 1968. 16 min.
sound. color. Rent - Syracuse Film Library. ’

- . - / '

. Your job: applying for it. Coronet Films. 1969. 14 min, sound.
'~ color. Rent - Albany State Film Library. BusinesS Education

- Films, Syracuse Film Library. - i

- Your job: f%tting in.~ Coronet Films. 1969. 16 miP: sound.
color. Rent - Business Education Films, Syracuse Film Library.
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Your job: getting ahead. Coronet.Films. 1969. 15 min. sound.
color. Rent - Business Education Films, Syracuse Film Library.

Your job: good work habits. Coronet Films. 1969. 14 min. sound. .
color. Rent - Business Education Films, Syracuse Film Library.

Your job: you and your boss. Cororiet Films. 1969. 16 min. sound.
color. Rent - Business Education Films, Syracuse Film Library.
PO .- . .

r1MRIPS

N

The A B C's of getting and keeping a job. Eye Gate House. sound.
color. 'Purchase - Eye Gate House. _. . ) .

i
%

Applying for the job you want: Eye Gate House. sound. color.

Purchase - Eye Gate House.

W

The job .interview. Eye Gate House. 30 frames. color. (Occup.
ed. ser.) Purchase - Eye Gate House.

PR

~ On the job. Eye Gate House. sound. color. Purchase - Eye fjgte
~ House. . ' )

Preparing for an interview. J.C. Penney Co. 6 min. sound. cold
Purchase - Local J.C. Penney Store.

TRANSPARENCIES

Following mules. United Transparencies, Inc. IS transparencies
Purchase .- United Transparencies, Inc. o

Guide to finding a job, Scott. 7 transparenéies. Purchase -
Scott Education Division .

C -

How to find a job. Tecnifax Corp. 7 transparencies. Purchase -
. - Tecnifax Corp. = S

+
- I'want a job.  United Transparencies, Inc. 15 transparencies.
Purchase - United Transparencies, Inc. : ~ '

» Learning more about your job. United transparencies, Inc. 15
transparencies. Purchase - United Transparencies, Inc.

Making friends at work. ‘United Transparencies, Inc. 15 transparencies.

Purchase - United Transparencies, Inc. . . - ‘

. v \ . ) ’ ' *g:

' .

42

L



PERIODICALS

American Banker _
American Banker, Inc.
525 West 42d St.

New York, N.Y. 10004

Bank Systems and Equipment
Gralla Publicatilhs
1501 Broadway .
New York, N.Y. 710036

Banker and Tradesman .
Warren Publishing Corpq,
89 Beach St

Boston, Mass. . 02111
Banking

Simmons-Boardman Pub115h1ng

~ Corp. L4

350 Broadway .

New York, N.Y. 10013

Barron's National Business &
Financial Weekly
"Dow Jones and Company
22 Courtlandt St.
New York, N.Y. 10007
The Collector _
American Collectors Asso-
ciates, Inc.
4040 West 70th St.

Minneapolis, Minn. 55435

" Credit and Financial Mhnagement

Nation
475 Park Ave.
New York, N.Y.

, South
10016

Credit World

International Coﬂsumer Cred1t
Assoc1at§%n .
375 Jackson Ave.

St. Louis, Mo. 63130

" Finanetal: Wbr?d

81
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Butler Publishing Corp.
919 Third Ave.
New York, N.Y:. 10002
Governmental Finance ,
Municipal Finance Offices Assn.
1313 East 60th St. . .
Chicago, Ill. 60637

Installment Retailing
Installment Retailing, Inc.
38 West 32nd St.

New York, N. Y 10001

Mortgage Bi r 'm “
The Mortgawpnkers Assn. of
~ America,
1125 Fifteerth St. °NW.
Washington, D,C. 20005

Ll

%

Assn. of Credit Managers
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R DIRECTORY e i e
.,' o Amer1c;m Banker, Inc S * Encyclopedia Br1tann1ca \E&uc“tional Co g
- 67 Pearl St.ws. - . : . '1150 Wilmette Ave. ., = -/ L
New York N.Y. 1000_4 v ' W11mette, 111, ‘600911 . ,:,.' '
p T v U TN
T Amencan .Bankers Assoc1at1on ‘Eye-Gate House, “é{nc. BE
K Installment Credit Commission =~ 146-01 Archer Ave.. ..~ - CL
-j 1120 Connecticut Ave. Nw_ T Jamaica, N. Y» : 1435_~" Coe T
Hashmgton, D. C. 20036 ‘ ' R e T -
"‘.",..‘ . Amerlcan Col,lectors Assoc1at1;pp .
‘f Box 35101 - - . . N , R e
e M1nneapol1s, M1nn 554}5 S o T 2, S
i i o T Federal Reser\c.e System _ Ce i
American Mar}t!tmg,- Assogiation Board of.Governors.: .. .. g X
222 South Riverside Plaza™ =~ - ° Washmgton, D.€C. 20551 AR S

i ) “Chicagoi}sﬂ*: 160606 . o 7 T Jf 7
RO + -+ .. - Federal. Trade, Commission - A FOREPIN

. AssOc1ated Credit Bureaus, Inc? " Sixth St. ‘and Pennsyivaﬂ}a,ﬁwe oo 1"«- ..
6767 Southwest Freeway ' o~ Washington,, D C. 50580" L CorEL
o Houston Tgxas 77036 L’,:jl e L '
o - Gregg Publlshlng Co. .
« % " Busines$ Educatmn F11ms S -Princeton Road oo i

L 5113 Sixtéenth Ave.” . . . . Hightstown, N.J., 08520 IR
% prooklyn, N.Yi o 112087 = o e L ,\ R
G T ‘Indiana University o

Gﬁarxe Account, Bankers ' 4. Audic-Visual. Centert. - = .

X%, 1120 Connecticut Ave., NW. ~  *~ quom1ngton, Ind 47403 T e

, Wd%hmgtcn, D.C. aoose , - e P R

S I Intema‘cmnal ansumer Ci‘ed1t Assn L
i Corénet F:L_lms _ : - 375 Jackson. Ave. 4 A L

‘Coronet.Bldg. Lo e St Lougl*s, Mo, °6SI30 R R e N

Y 2 Cﬁicagé,- 1. 60'601' o e SR

" : L I Intemat1ona1 F‘llm Bureau . T

Credl't Women Internat1ona1' . 332-Sough Michl»gan Ave. & i

2051 Railway Exchange Bldg. = . C-h1cago, 111 60604 - B

Sty.Louis, Mo.. 63101 . = S &

. AEEE T : ~ Richard D. Irwin, Inc. ' T
[ CWIntematmnal Inc % .. ° 1818 Ridge Rd. e e

'+« Box 431 ‘ we Homewéod 111 60530 T

o Madison Wis 53701 R T W @
: g ' ", Jam Handy Organization' o s :"-":.

Dun and Bra,dstreet Pubhcat:gon Corp. 2821 East Grand Blvd. - v s

o - Box 3088 Ca R Detrq1t Mich, 48211 LT LA L
Grand Central Station - LT L o 1 S~ : 4
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West 42 St.
“York, N.Y, 16%36
“”vrModernaTalkzng P1ctures -
¢ ,}22 West Chippewa St.

thfalo N.Y.. 14202

éﬁontgohery Ward and Co., Incg
_ Corporate Training Dept. 1
ﬂf 619 West Chicago Ave.

Cthagol 111 60607

e CR \Orporat1on
‘Ma1n and K Sts.-
Déyton, 0h1o,£

nV

45409

\ ‘-’-"Inc4 S .
lh& 11 East Wacker Dr.'

. . Chlé go, I11. 60601 :
:“Nat1onal A550c1at10n 'Crediﬁg
" Management, E

o

1020 16th St.; NW:
Wash1ngt9n; D.C. 20036
/
National Foqndat1on for Consumer
- €redit Inc. *

1819 H St., NW.

WaShington D C. 20006 R

National Reta11 Manageme#! |

- Associatien ;.%

o Credit Management. Div. . s
* ., 100 West 31st St. . ’ R
10001‘ BRI T

. ‘; ‘New York, N. Y

- New Yirk Stﬂte Consumer Proteet1on '

* . Board B
. 99 Washingtonggve. *
' Alpany, N.Y. 2230

“~

Foo
¥

v/

u of D1strlbut1ve Educat1on
99Washington Ave.
bamy, N.Y. 12230

Ney York State Labor Department
Division of Employment o p
State Campus '

Albany,‘N.Y. 12226 ; Lt

New Yonk Telephone Co.;

“ 140 West St.

New Yérk, N.Y. 10007

Nenyork State- University at Albany
Film Rental Library

1400 Washington Ave.

rAlbany,_lN Y. 12222 L

Ohio State University
D.E. Mat 1ls Lab.
115 To Hall
1885 Neel ve.-
Golumbus Ohio 43210

Natlonal Consum r'?lnance Assoc1at1on J.Cu -Penmney Company, Inc.

. Education and Consumer Relations Dept.

1301 Ave. of Americas

New York N.Y. 10019
Ronald' Press Co. b
79 Madison Ave.
New Y®rk, N.Y 10016 '
Progrege1ve P1cturq.b! 4
6351 Thornhill Dr. _ o
Oakland Calif. 94611 L,
- Rand McNall and Co : S
, 405 Park’ S e

. 10022 :

Ne _York

,able Films, Inc.
. 321 South Beverly Dr. o

Beverly H111$ Cab1f 90212
: [N . ”"l -
iﬁ" . '
g}fi e

At
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ence Research Assoc1ates‘
2 "Bast Erie‘St. .
Chicago, I11. 60611 o

“c’:ott ‘Education--Division
Lower Westfield Rd. o
Holyoke, Mass.. 01040 . ..

Sears; Roebuck and Co.
Sears Tower - SN #‘j4~
Chicago, I1l. 60684

? Small Bu51ness Adm1n;stra£1on
: 26 Federal Plaza - A S
q New York, N.Y. 10007 -“"
fSOC1ety of Cer31f1ed Consuner
Credit Executives _
7408 Un1yers1ty Dr. e
St. Louis, Mo. 63130 -

South- Western Pi'tbhsﬁ?ng Co‘
512 North Ave. -, s,

b % ’ .
.
- t
¥ 4
m‘\ . I
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¥
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, .
~ - e . )
:,_.-zmi ) " - . w? -
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" iy A ‘G.( o .":- 4

Az -

.IHI;’: New Rochelle, N. Y#' 10802& ¢~;i;

%

Hengy Strauss-and Co. - - . ' ol
31“West 53 St. - oL L
.. New York, N.Y. 10019 - ' .
' Syracuse University
~ “Film Rental Library
1455 E Colvin 5t.
Syracus¥g: N.Y., 13210

Tecn1fax Corp ' | € 
195 Appleton St. ~ s

Holyoke, Mass. 01040

*Un1ted Transpaienc1es Inc. 255: ,
Box 6881 St
1396?

Binghamton, N.Y.
~Un'vefsity of. 1111noxs
-Visual Aids Serv1ce .

iiAChampaxgn, Il1. . 61820 g “§ *
V1rg1n1a State Depaf!%ent of Educatlon '
Distrihutive Education Service ~.

<~ Richmond, Va. 23216 = E
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