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and Instructional Materials in Agricultural-’Supplies
4

’

N .

in Agricultu}al Products Processing and Distribution

L] A ) Q
in Horticulture
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Cooan FOREWORD o ® ‘
. N . P .

‘ 5 This publication is a revision of the Jowa .Agricultural §upplies
: . and Services Curriculum Guidé developed in 1973, for use by voca-
tional. and technical.agriculture. instructors in planning and con-
."ducting instructional programs to meet,the needs of their students. .
The revision involved three major points: 1., The subject matter
cqnteg; was updated where appropriate to reflect trends and changes e
. - in,agricultural supplies and sérvices. 2. The organization of the
_ guid€ was revised to be compatible with the currigulum materials R
~ . ' being developed under the auspices of Project 2000. 3. Instructional )
’ ‘ materials were deve}opéd to complement the guide. % .
[ . ~ 3 . Lt ! \
» These materials should serve as a source'of ideas apd teaching
materials for instructors at the secondary® and poSt-secondary .
levels tq-use in organizing cougzéq tailored to the needs of
students at their respective indtitutioms. The units and problem
. . areas’may be'expanded r'gbhtracted to accommodate programs with -
:_.9 nine-week, semester, year-long* courses, or inqoroorated into v
', existing courses. 'Although much of the-material is designed for
»  i.% wse at the secondary or post-secopdary levels, many of the materials
- Y be introduced dt ‘the awareness or exploratory levels of career

education. A . ,
» ‘The materials ace organizgd‘ardhnd a problem-solving approae) to
esson planniemg. The‘suﬁject matter in each unit is introduced as
a series of problems which a student would want to investigate

’ ~ while*preparing for entry in an agricultural® supplies and services

‘.~ occupation. Study questions, learping activities and evaluation
' criteria have been suggested for each prgblem area. Instruational °
materials have been developed and }nclpded in the guidé for many -
of the problem areas. R :

' * . {

. Titles of occubations'kequffing competencies in agricultural supplies «
o " . apnd services have been ingludad:—It-is assumed ¢hat only partial®
attainment of some' competencies can be achieved at. the secondary
level. The competencies may not be fully mastered until the studeat -
has tompleted additional preparation at the post-secondary, young: /
. or adult class, or collegiate levels. It is assumed that "hands
° . . on" and occupational experience will be provided With class and

laboratory instruction at all levels., . .

» .

. .

O Evaluation of thé “instruction in agricultural supplies'and services .
should be based largely upon attainment and-apblication of compe- )
tencies as students participate in occupational éxperiemce programs.

. 5 , . .

' Allocations of units and of instructional time in courses at the

- . ) secohgary level &re presented in the curriculum guide titled,

- } . Agribusiness and- Natural-Resource Education. Also presented are

’ c. o :<Buggested actjvities involving dgricultural supplies and services
for teachers at the kindergarten through sixth grade level, and

¥ suggested outlines of- subject matter to be included in exploratory:
programs at the junior high school level. g '

.

v .. . : SN )
' David L. Williams, Professor Lo Gerald F. Barton, Consultant
‘ . ,+ Department of Agricultural Education Career Educgtion Division £
. ) Iowa State University State Dept. of Public Instructiony
& . ) ' * » A
. - ) . . » , .
| Q% Ce . ’
E: l(: % ) 3 ¢ oov (; 5 N

Aruitoxt provided by Eic:
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3, OCCUPATIONAL TITLES ‘

,AGRICULTURAL SUPPLIES AND 'SERVICES

vt .

¢

"Instructional programs based ypon content in this guide will pre-

pare individualg for job ewtxy, will upgrade occupational skills,

‘or will prepare learner for further occupational preparation.

Agricultural supplies and services include feed, fertilizer, chemicals,
seeds, animal health products, pelroleum and related products,
hardware, lumber, farm machinery and other equipment, agricultural '
finance services, farm management consulting services,:farm data
pPOC€SSlng‘SerVICeS, integrated pest management consulting services,
and animal health services. Below is a partial listdng of occupational
titles in agricultural supplies and services. ' jéﬂ N

Farm Supply Center Manager .
Farm Supply Production Manager ’
Farm Supply Sales Manager
s Farm Supply Serviece Manager ’ ’ A
Farm Supply Office Manager :
Farm Supply Company Regearch and ‘Development Director
Farm Supply Center Bookkeeperx
Farm Supply Salesperson
: Farm Supply Service Representative

Farm Supply Equipment Operator

Farm Supply Warehouse Person .

Farm Supply Center Delivery Person «

Farm Supply Center Sales Clerk

Farm Supply Center Stock Clerk

Feed Mill Employee

Petroleum and Related Products R0ute Salesperson

Agricultural Chemical Flﬁ}d Representative

Farm Supply Center Worker

Parts Pers‘on ’ @

Grain Elevator Worker “ :

, ‘Grain Grader *

Grain Inspector .

Feed Specialist -,

Seed Technician

Animal Health 'Supply Salesperson

Veterinariln's Assistant ) {

Integrated Pest Management Consultant

Integrated Pest Management Scout

I

Y

.

Pest Exterminator - R
« Weed Inspector . ) .

Gra1n Hadling Cpntractor /

Grain Hauler

Custom Pesticide Applicator

Agricultural Loan\Ufficer

' Farm Management Consultant « .

Public Relations Specialist '
. Computer Programmer for -Agricultural Applications
‘Computer, Salesperson for Agricultural Applica@ions
Farm Supply 0rder Clerk
Route Salesperson
Pet CentervSales clerk

.

vii
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. " -V AGRICWLTURAL SUPPLIES AND SERVICES
' GENERAL OBJECTIVES,
i v
Students completing instruction in agricultural supplies and ~ -

services will have:

1. Explored the field of agricultural sdpplies and services
occupations and made tentative career choices. !

2. Developed those attitudes, competencies, and job skills
needed for successful job entry or émployment in an agri- .
cuitural supplies and services occupation. .

, o ORGANIZATION OF MATERIALS - .
UNIT, TITLE ¥ . UNIT CODE COLOR CODE
OPPORTUNITIES IN AGRICULTURAL SUPPLIES . :
1 AND SERVICES T oop GREEN
> H RELATIONS : ¥ R GOLDENROD
SAL ‘ SA BLUE
BUSINESS RECORDS AND PROCEDURES BP SALMON
* ORGANIZATION AND OPFRATION OF AGRI-
. CULTURAL BYSINESSES OB *  CHERRY
. PRODUCT KNOWLEDGE OF AGRICULTURAL : 7
SUPPLIES 9 PK . CANARY
LAWS AND REGULATIONS AFFECTING AGRI— ’
‘ CULTURAL BUSINESSES LR PINK

The tnits are organized around a problem-solving approach *to
lesson planning. Each unit 1s divided into a series of problems.
Each problem area features study questions, reference materials,
" interest approach, learning activities, conclusion, evaluation
criteria, and opt10na1 learning activities. Learning activities
. (ACT), keys, information sheets (INFO) and transparency masters
- (TM) are included for use in conducting the learning activities
suggested. These materials are labeled with the unit code, proﬁiem
number, type of material (ACT, INFO, or TM), and Sequence number
_'within the problem area. The units are color coded as indicated
above for easier reference. All of the instructional materials,
however, are printed on white paper for clear réproduction. Some
. problem areas and units are more complete 'than others. This, is
£ not intended to be a reflection of importance, but only a result
El . of ‘time limitations in developing the revised guide. !

- 1
) It should be noted that,these materials are not intended to replace
HEEA an individual instructor's daily l&sson plans. These materials
are intended to supplement Instruction and aid in planning.

[ .
. » 1

. 1
Learning activities outlined in each problem area are only suggestions
‘ . and should be regarded as such. Revisions of these activities by
, ’ instructors are expected to acéommodate the individual needs and :
) . differences of the students. Study questions, references and evaluation
criteria may be added oxX deleted in adapting these materials to stu-
dent needs. .

o ) viii
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EVALgéTION
/

Pre-tests should be- glven to determlne the studentj's competence

level at time of entry in as many 'of the courses as possible.

.This would permit the eﬁceptlonal student (espeeially at the

"skills and jobs performed by the students. Criteria could s

—

post- sec0ndary level)®to test out of the.course and identify

fhe student with a low test score who may need individual

instruction. There would be gome exceptions. For example, .
all students should make an oral sales presentation.

A score gheet may be used to evaluate oral an
tibn. The instructor uses the checklist in
adequately the student presented the nature of,th
jobs available, advancement opportun1t1es, worﬁlng conditions,
average 'salary and fringe benefits concernlng the joh of his
choice in the Opportunities in Agricultural Supplies and
Services Unit. These score sheets would be used in appropriate
forms for other competencies such as sales presentations,
informative speeches, and reports on human relations act1v1t1es.

itten presenta-
ipg how

Students may be evatgated on class part1c1pat10n, interest,

. attendance, and particlpation.

Displays and bulletln board arrangements ‘may be constructed
by students and.be evaluated. . -

Students may be given a pass- ~-fail type of test on much of the
Human Relations Unit. Examp1e° They would meet standards
established by the instructor or do further study and repeat
the test. ‘ .

Much emphas1s ip evaluation should be placed on the actual

include speed, accuracy, neatness, creativity, and approved
practices followed whgn arranging a product display, designing
a newspaper ad, or writing a business letter. They could be
rated on speed and accuracy and, in some cases, neatness when
operating adding machines, cash registers, and moisture testers;
makinfy put sales tickets; pricing merchandise, and filling 0ut
a- pdrchase,order‘ o ° .
The teacher and empléyer,should evaluate students on their
performance during on~the-~job trainingf

Written tests would be used to evaluate students' performance
in some of the subject matter areas.

A team of communig;'peoble should be invited to the school to
evaluate the stddents and the program. The Iowa Standards

for Quality Vocational Programs in Agricultural Education could
be used in the evaluation process.

4
The final criterion in‘evaluation should be: the job suteess of
the student graduate. This may be 'done through follow-up

surveys-e£\the graduates and their employers. /

"
. , .

ix
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‘\" UNIT: OPPORTUNITIES IN AGRICULTURAL SUPPLIES
w AND 'SERVICES (OP)
. — .. ]
Problem Areas Included: P ‘
. . N . : . . .
op-1. What aré the opportunities in the fégd and grain industry? 1
OP-1I. What are the opportunities in chemical, fertﬁiizer and.seed J
. sales and service? ’ S
QP—IiI. What are ‘the opportunities in the animél"\éalth indqury? /’—“\\

f( OP-IV.  What are the opportunities in farm equipment, hardware,
lumber, petroleum and TBA sales and. services?

“ t’\ i ! \ ., . »
References used in Ehis unit:

1. Atherton and Murphrey.' 1969. Essential ,Aspects of Career Planning
}\w and Development. Interstate Printers and Publishers, Danville, .
Illinois. ) . .o
N *
2. Hoover, Norman K. 1969. Handbook of Agricultural Occupations.
‘ ) Interstate Printers and Publishers, Danville, Illinois.

. 3.° MeClay, David R. 1978. Identifying and validating essential §' . ‘
competencies needed for entry and advancement in major agriculture
and agribusiness occupations. U.S. Government Printing Office,
Waslrington, D.C. " -

K 4, Stone, Archie A. Careers in Agribusiness and Industry.
) .
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v UNLT: OPPORTUNITIES IN AGRICULTURAL PPLIES AND SERVICES

PROBLEM 1 -‘What are the opportunlties in the feed and graln industry7

N v

s

Sw@P@mmgms: T - _ ' k
- S
. A v .
0 . 1. What are~the main occupations in the feed and, grain industrx?
s e
. 2# What type of education and skills are needed to enter the

3

feed and grain 1ndustry7

-~ ®

3. what are the advancement opportunities, worklng ond1t10ns,

. L . salary and fringe benefits of main occupationé in the feed
and grain industry. . . /o
: af '.'
= )
s TS :
- 6., .
References? -, '@ i

-,

1. Careers’in Agribusmness and’ Industry, Archie A. Stdne,

T Chapter 7 and 8. ) Lo
2, Handbbok of Agrlcultural Occupations,  Norman K. Hoover,
dPapteran
3. McClay, bavid R., 1978.. Identifying and validating essentlal
L competencies needed for entry.and advancement in major agri-.
" colture ‘and agribusin'ess occupations. .S. Govarnment Prlnting
Office, Washington, D.C. s

' Instructional Materlals

. 1. OP-I-INFO-1, Field Irip Procedure = -

2. OP-1-TM-2, What Qualifications do I need for -an*Occupation
in the Feed and Grain Industry? .
~ ~ c -
3. OP-I-INFO-3, Grain Processors and Manufacturers

©

Intffest Approach: A field trip planned by the dtudents: Let "the
¥ F] -

students useilNFO—l ®o plan a‘*field trip to a business where .
" 4 they can observe and ask questions of'people that work in the
<V .

feed and grain industry.

‘e,
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R

L4
Evaluate and summarize the educational experience after
the trip by directing the foliowing activities:

1. Discuss questions raised by the students prior to and
during:the trip. .

-

2. Review 1iterature accumulated during the field trip.

»
3. Draw conclusions concerning career opportunities at the

business. \
\ f . ’

, 4. Identify ways that students-may: acquire additional informa-

tion on selected occupakions.

’ b4

Learning Activities:

1. Split the class® into two groups and have one group make a
list of skil}ed labor occupations in the feed and grain
" industry. The other.group should make a list of unskilled
occupations in the feed and grain industry. - - ) .
2. Discuss the advantages and disadvantages of the skilled
"* labor and the unskilled occupations in ,small groups.
Then have a’spokesperson from each group present the pros
and cons-to the class. T,
R
_ 3. -Discuss what qualifications and abilities are needed for
an 'occupation in the f and grain industry using TM-2. '
4.,Us1ng INFO-3 discuss the
processors and manufact
animal feed manufacturers;d

.three main divisions of grain
: food processors (millers),
d manufacturers who make

-

Optional Learning Activities:

1. Identify the different ékills needed to work in the feed
and grain i?pustrya

2. Recognize the adVantages and disadvantages of different
occupations. .

3. Identify the threé main divisions of the #rain processors
and manufacturers.

1. Students list the‘feed and grain businesses handling feed.

and grainuiy the community. \\~ i
L i . ’ L}

& 3 -

1
4 ) -

) Yoy

- industrial materials from' grain. g
Conclusion: Identify the characteristics of difféerent opportunities
in the‘feed and grain industry. (Have each student develop a
plan that will help them in attaining their occupationel goal.)
— :
Evaiuation: As a result of this 1esson} student;\gﬁoﬁld—be able to:

r~

AN
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FIELD TRIP PROCEDURE

7

»

The purpose of tLis activity is to let the students develop
| . -

an' appretiation and understanding of a business firm and its

employees- by seguring information at its source.

»

*ﬁﬂ

<

1

2)

3)

'

o

Select an agricultural business firm for the field trip,

"using -the following selection criteria: the business offers

4 variety of feed‘aﬁd grain seriigng’the business employs
several people with different job titles, and the ﬁanage- |
ment is availabie, capable, and coopérative.

Arrangements should be d;de with the school gdministratioq
and with authorigfes of the place to be visited. : .
Prepare questions tp bé asked during the field trip.

Student questions may include the following:

© a) What' are the duties of emphoyees with certain job.titles?

4)

b) What are the qualifications for entry into Various jobs
in the firm?

c) What are the emplo ?/Bpﬁortunltles in the firm for

employees with cer in job titles?

N

d) WHat “services are offered by‘phe firm?

Stugents should take notes and ask questions at a propriate

times during the fi?ld trip. ?

- .° 4 - ‘k» “1?

~







GRAIN PROCESSORS AND MANUFACTURERS ° i

[

FOOD: Food from grain comes from the flour milling and baking
industries., Wheat is the principal grain used and the
products reach us as flour, flour mixes, cereals, bread,
.and other bakery products. Corn, oats, barley, soybeans,
and rye are also converted into food products and beverages.

~ - . ”

A4
v,

-~

FEED: * Processing feed grains into accurately mixed formula feeds
for livestock and poultry is another edsential agricultural
industry. Many progessing plants are small enterprises
serving local areas - another career possibility for those
who want an occupation near home. Other plants are large,*
serving national and international markets. Feed manufac-
turing is a growing business, keeping pace with our increg-
sing national consumption of meat, .poultry, and dairy "
products. > .

. .
4 . .
CKu ‘;i‘ .o . '

-]

EENDUSTRIAL MATERIALS: Industrial materials and industrial uses
. of grain are very important and are increasing in number.
" This would be a challenging field, since much regearch is
under way to discover new uses for grai Some of the
industrial products of grain are papey sizing, adhesives,
building thaterials, explosives, antioridants, polymers, .
plasticizers, and packaging film. ‘ B

L=
<IN >
Uy §

-~ 4



OP-1I_g | .. .
. . . ‘ .
UNIT: OPPORTUNITIES IN AGRICULTPRAL SUPPLIES AND SERVICES
PROBLEM II - What are the opportunities’ in chemical, fertilizer and
- seed 'sales and service?

¥v.? .- N . ‘
Study Questions:

.
A

1. What is the importance of the chemical, fertilizer and seed

industry to the farmer? :
'

2. What are the opportunities in chemical, fertilizer and seed
sales and service?’

References:

1, Careers in Agribusiness énd Industry, Archie A, Stone,
.pp 200-207. - . . %

-
.

.

"2, Handbook of Agricultural Odbupations, Norman X. Hoover,‘
pp 137-141. I | . . .

?

Instructional Materials:

% 1.’0P—II—ACT41, What are the Occupations’ in Chemical,
¢ " Fettilizer and Seed Sales and Service? :
& .

2. OP-II-ACT-1, Key R i

3. OP-II-AC Occdpational Requirements:

A s
° Al

Interest Approach: The students should interview a farmer to

determine the dollar costs ber acre of chemicals, fertilizers ;
! bq"
and seed used and the expected cost five years hence. )

’

Lb%rning Activities: ®

. . .
1. HaVe each student visit and talk to a person who is
involved in the field of chemical, fertilizer and seed

sales and service. Each student should make a presentation
- in front of the class about the interview.

. Complete ACT-1. While going through the handout, describe
the different occupations and give examples,
Discuss the importance of ‘'the chemical,zfertilizer, and
seed industry to the farmer. On the blhgkboard, figure
out the effects on yields of not using chemicals, fertilizers
and hybrid seed. 1Is it possible for a farmer to make a
. profit without chemicals, fertilizers, and hybrid seyd?
] . . -
ray
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4. Have‘the students determime the different kinds of jobs

that a;efperformed by employees in the chemical, fertilizer
and seed sale§ and service business. S

{ . B
There are many opportunities in chemical, fertilizer -

and seed sales and service.

Conclusion:

(Have the students cofitact a
- faxpet and determine the merits and the relative importance

of these indﬁa&ries to the farmer and the world.)

/

Evéluation:

*

As a result of this lesson, students should’'be able to:

‘

1. Discuss.the occupations available in the indusﬁry. N
2. Students wfll be able to rank induétry jobs into the group-
ings of unskiflled, skilled or technical, sales, service

and managerial or foreman.

1

~ 3. Explain the nature of work, education required, jobs
available, advancement opportunities, working conditions,

average salary, and fringe benefits in’ the chemical,

fertilizer and seed sales and service industry.

.
L]

Optional Learning Actitivies:

(Y

. *o
1. The students should survey one or two employers to determine

physical and mental job relquirements in unskilled, skilled
" or technical sales, servi and managé&ial or supervisory
positions. ACT-2 should be filled out.

by 'S . , t [y <
Students that are interested in current pésitioné should
write to: Agricultural Placement Office

7 Callege of ‘Xgriculture ' i N N
> 118A Curtiss Hall ' '

N
~

-
This might give the 'students some informatiOn about current

positions and the businesses they might work for.

™
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ACT-1
KEY

WHAT ‘ARE THE OCCUPATIONS IN CHEMICAL,
FERTILIZER, AND SEED SALES AND SERVICE"

.
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' OCCUPATIONALv.REQUI‘REMENTS.‘

&

’

1) The job title is

2) What:-group is the job in: unskllled skfl‘led or te®hnical, sales,
service, managerial or 's;tmervisor. (circle one)

3) List the physical requirements for the occupation'-
a) - ‘ . - S : e
- b) " s

c) ‘ , “

-
-
2
- \
. i
N ~
- .
. -~ .
. ’
. e
Y

. ' . - -/
) - .- * |

R Y

. ‘ -

o ) LlSt the mental requir ments for tHe occupatlon .
a) . . DR ~
- [N L L ) T
& o
. ~b) - ) .
: 3 -« ] - s \ " . n 3 \ Jf ‘-. - 3
. 3 s c
Ce) 4@ . ’ . :
- . B i N
§ 3 &P, - N
. . ".Vi" ‘ * i
s
’ ¢
e ’ > 3
\ ( * N
®
y f)1
&g . .
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UNIT: OPBORTUNITIES IN ACRICULTURAL SUPPLIES AND éEKVbes .
PROBLEM III - What are the opportunities in the animal health industry°
¢ ’ . * o
- Stg;y Questions + . . . . * \

® > .
What are the opportunities in the animalahealth inddBtry’

2, What-are'the factors- involved in successful employment in
the animal health industry? s B . ¢

4, . oo R T
- & . .
5. .
L :
References: . a ©o ) .
. 1. Handbook of Agricultural Occupations, Norman K. Hoover, 5
pp 107-157. ,
- B ¥ . ¢ :
2, Essential:Aspects of Career Planning ahd Development,”
Atherton and Murphrey, pp 17-44. . . 8
< 3. : ‘ LA
’ ; . >
4, , °. .
3 ')3
Instructional Materials: et . =, CL
1., OP-III-TM-1, Keys to Successful Empléoyment - :
2/ OP-I11I-ACT-2, Two Careers of Irterest ., “
3. OP-III-INFO-3 )
- , .., . \ N P

- - ¢

Interest Approach: Split the class into three groups: Have each

group construct a chart or photo-essay qpoﬁingJ%HZ product,
what disease or condition it is used for haw it is used
and the cost of the ymt. “(Thesé charts could.be used

Tor other units in animal health.) 3

/- ' \
Legrning Activities: R .

1. List the'animal health products that are sold for awine,

cattle and sheep. ¢ .
+ By ' 1\ ! o
é . ‘\>' \-’\ K 2 . ;
. ~ -
’ -~ ‘ - . . .
. f‘ﬂ
. A~ Ay, A -,




OP-IIT

2. Ask a student who works part-time in the animal health
industry to discuss what he thinks are the mqQst important
factors involved in successful employment. If this is
not possible, ask an animal health industry employer.
™-1 might be used as a conclusion.

3. Using the handout'ACT-2, have each student report on the ‘
nature of work, education required, number of jobs
available, advancement Opportunities, working conditioms,
average salary and fringe benefits of two of _the jobs in
which the student is most interested .

4. Have each student bring in a label from an anfmal: health
product. Talk about the products and discuss the importance
of knowing about the product if you were working within ~
the industry. ‘

-

Conclusion: There are many opportunities in the wholesale, retail

and service aspects of the animal health industry.

Evaluation: As a result of this lesson, students should be able to:

1. Describe the ppportunities available in the animal health

industry in ‘the COTTEB}ZV
\

2, List the factors involved in a su éi:;*ul career,
3. List the opportunities available in the wholesaleg retail
and service aspects of the animal health industry.
> . ,
Optional Learning Activities: :
. . - 5
1. On the blackboard list the opportuntties available in
wholesale, retail and service aspects’of the animal health
industry.

9, Have the students read INFO-3.. This is just one example
of a career in the animal health industry. This handout
might help the students in planning a career.

3
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1) Product knowledge
2). Be punqtuali

3) §e>
4) Be
5)
6)

d&pendéble

Be honest

>

Be neat

B® cooperative

%

Mo

o .
a good listener
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- *  VETERINARIAN'S AID
) . ~

“ DESCRIPTION AND NATURE OF WORK - A veterinarian's aid works with

a registered veterinarian. An aid hélps with testing programs, inspec-
tions of livestock and premises, and routine visitsg to faﬁﬁ%. He/She
N N N a ¢ e . o .\

méy assist in the operation of a small animal hogéitél.

\

processing plants, and, slaughter houseg; heolds and handles

— » .

during injections, treatments, and operations; cFeans kéhnels, sinks,
. ) L
tables, and instruments. _As an 2id acquires experience he/she may ..

. . «

1S
[ ,

have foice.duties, such as answering the phone, making appq}ntmeﬁts,

and keeping records.,

v ) . .

. ; . .
" WQRKING CONDITIONS - fﬁe duties of a veterinarian's aid are performed

+ under a variety of conditions., Most of the worlgt 1s indoors but some jobs -«
» -7 .
" ‘are done outdoors, and travel is necessary in all kinds of weather. In

- o

— d . . s 2
general, the work is done in desirable surroundings, but some of "it may

~

N . . ‘ , N . , *
have to be accomplished in unsanitary, dirty areas. ' An aid 1s exposed

to the odors and‘sightscassbciated th the care of sick animals. ° The
] A b, a ' * N N

work .is steady thrgughout the year, but the hours may be irregﬁlar

A

~ because a veterinarian i on call at all.times. 5
. U 4 -

-

EDUCATIONAL AND PERSONAL QUALIFICATIONS - You wil¥ find a high “

ke .school education necessary in this kind of work with‘emphasis on science,
.

— )\4\\£hy5101°éY, and health. . t - ' .

FENERN

Specific knéwledge of farm ‘animals learned in vocational agriculture

-+~ 1 also dill bz\h_great asgét., In addition to scﬁool work; you should

. N .
have a ljvestock farm background or farm work experience. .This type of

o~ .

’




i;g~

OB-I1I 17 ' _ INFO-3

of experience is necessary, if -you' are to assit<£2 ‘the treatment of
. < R

sickagnimgls intel!igehtly. jSkilis in‘han41;ng and restraining
large animals often are required of a veferinarian's-aié: Specific
skills of this kind may be acquired WEile\gn the job, but beginners
with experien;e have a distinct advaﬁtage:

} A veterinarian's aid must like work;ng with animals and must be
able to work easily wi;h other persons.*‘bood health and phys%éal
strength are assets, but ;;me physical handicaps:will not interfe;e
with your progress in this type of work. If your work deals with
regulatory .programs, you must be ablé to explain. them in a tactful

?

way, and have the ability to stand firm in the face of opposition.

HOW TO ENTER AND ADVANCE - A young man or woman with a good high

. . A
.school education and some farm experience or preyious background of

L4

work wf%ﬁ“liveétock can enter this occupation. The opportunities for

advancement are largely by way of ‘being given more responsibility

> * -
as his knowledge of "the work increases. Veterinarian's aids, with
some experience, often have quite responsible and well~paying posi-

tions at kennels, stables, race tracks,~and small animal hospitals.

Yol
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UNIT: OPPORTUNITIES IN AGRICULTURAL SUPPLIES AND SERVICES

PROBLEM IV - What are the opportunities in farm equipment, hardware,
lumber, petroleum and TBA sales and service?

\
-

Study Questions:

1. What are the opportunities in farm equipment, hardware,
lumber, petroleum and TBA (tires, :jjjffies and accessories)?

2. What responsibilities might an empIoyee at a farm supply
business have? v

What are the four basic‘types of ownership and what are the
advantages and disadvantages of having a career in each
type of business?

. A ‘ "

5. ‘ //,

References:
1. Handbook of Agricultural Occupations, Norman K. Hoover,
PP 107-157.

-

2, Careers in Agribusinesgs and Industry, Archie A, Stone,
pp 195-212, }

3. Ny
74

Instructional Materials:

. OP-IV-TM-1l, Computing Weekty Gross Income
OP-IV-INFO-2 ' -~

OP-IV~-TM-3, Responsibilities of a Farm Supply Store's
Sales Clerk

OP-IV-TM-4, Opportunities An Agricultufal Supplies and
Serv¥ces ’

. OP=-IV-INFO-5, Job ¢titl¢s in Agricultural Supplies and
Services.

Interest Approach: ﬁave each student prepare a written job description
g L2
of the work they are now doing in a part-time job or a job they
— previously had. Have another student critique each student's report

and ask questions about that job. -
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Learning Activitfes: - . ~

|
1 Have the students compute the weekly gross and overtime |
" pay from problems given by the instructor. This might
o * be one of the responsibilities of a small businessperson. -
’ This also would be helpful to double check your own pay
check. TM-1 should be used.

2. Discuss the four basic types of business ownership and the 1
differences of each type. Discuss some of the advantages |
and disadvantages of working for these different types of J
businesses. INFO-2 should be used. *
: 3 . A
3. Discuss, those jobs available in lumber yards, hardware,

farm equipment, petroleum, tires, bétteries and accessories

businesses in the school district service area. Some

examples of these sales and service jobs are route sales-.

person, petroleum specialist, farm service center manager,

salesperson, lumber yard foreman, public relations

specialist, product fieldperson, plant maintenance person,
: implement parts person, and equipment tompany representative.

’

Discuss some of the responsibilities of these occupations.
Responsibilities of a farm supply store's sales clerk are
given in TM-3. . -

‘ 4. Construct a chart that shows the.'jobs available, the training
and experiences that are required for job entry, salary,
- fringe benefits and the physical requirements for jobs

2 " . that are available in this industry. i

- - s
Conclusion: Have the students conclude this unit by defining

4
v

' O Agricultural Supplies and Services and its opportunities. .
- Use TM-4, and INFO-5. . e,

Evalﬁation: As a result of this lesson, students should be able-to:v

1. Identify different responsibilities an employeeamight have !
in these industries. - -
2. Identify the four basic types of business ownership and
s — their differences. ' . L

%

- ' 3. Describe the opportunities in the farm equipment, harddere, .
lumber, petroleum and TBA sales and service industry in-
the community.y

4, Compute the overtime pay and the gross income ;rom a given

pu

problem.
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Number of hours worked equals fifty-two
hours. Rate of.payjequals\$5.25.

;' —'C

Step 1: Base weekly pay equals %40
hours tlmes rate of pay.
40 hours;X $5.25 = $210.00

Step 2: Overtime ‘pay equals number of

ovip%ime;hours times 1.5 times
th& rate of pay. . ]
12 hours X $5.25 X 1.5 = $9%.50

Step 3; Weekly gross lncome equals .

the base pay plus the overtime

‘pay.
$210.00 + $94.50 = $30L4.50
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. L3 L3 > 3 . ' . <
Type « {j Individual Patrtnership Cooperative Type ‘ General Business
. { Proprietorship : - Corporation éType Corporation
i et o e et e e e e e e
— — 5 Ll = I 2 R
How Set.Up ° |i By owner o By agreement -} By people needing § By investors
* t
A | among partners goods and- services P o ‘
: - R T 3 e+ e e e e
Controlted Owner : Partners . 'Members - One vofe : Owners of majority
By L P each ' stock - one vote for
‘ ' each Share
1 —— N ) N I
- - - - T T TSNS SO N
Disposition All to Owner i All to partners Pay jpterest or div- Pay dividends to
of Earnings | - ideM&® on shares; return| stockholders and
; ' patronage refunds to retain reserves in
§ ) partrons & retain re- in the business
’ ) ‘ ) serves. Non-stock Coops =
<don't have shares
Taxed in the”|| Nothing ' Nothing ){ All earnings All earnings
Business ‘ '//y , e : ) .
. “ | on)
—— - — I S o : — -0
Taxed to All earnings All earnings Interest or dividends {Dividends . z'
4 Recipients * ' ) and patronage refunds )
i T where they constitute
A ‘ i income
1 L
31.' v . (_) iy
. U Ay
i
| , : , '
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. RESPONSIBILITIES OF
® A FARM SUPPLY STORE’S
X ~SALES CLERK
A " | -

1) Assembling supplies for cuwstomers to buy

~

2) Providing information on” proper use of-

\‘“ .
e ‘

- - - -
hd D

supplies sold.

3) Advertising available supplies

4) Selling supﬁliés

N

'5) Packaging supplies for customers
6)'Keeping records qn'inventory
¢ 1) Sorting, grading or pricing supplies not

::preyﬁously classified by the manufacturer

\ or wholesaler N

8))Tran§porting supplies to other businesses

>

and/or customers.
9) Loading and unloading supplies

10) Providing miscellaneous services, such as
# basic bookkeeping practices

s ~-
-~ s ‘ .

- 33
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OPPORTUNITIES IN AQRI£ULTURAK// |
SUPPLIES AND SERVIGES 77 = |
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- _ . TAKE A LOOK AT SOME OF THE OPPORTUNITIES IN .o N
. AGRICULTURAL SUPPLIES AND' SERVICES!: 3 ; y
. o . - < o8
A

-~ - < . \ @
t . ¢ . .
» * i . i
" - »
.

MACHINERY AND EQUIPMENT |- . /“'
- - Ay
1. Caligrator

2. Equipment Salesperson

-

3. Farm Equipment

. - > Dgaler =
s . l N
4. Machinery Erec;?{ ) o
S.QMachinéry Sale ot
’ " Manager -
[;— FEED ] s 6. Machinery Service- .
- e Manager - L
. . 7. Machinery Supply, ’
- i. Feed Grain Buyer ¥ . - Mechanic
2. Feed Grinder o, 8. Parts Person
3. Feed Mil}l ¢ ‘ 9. Sales’ Engineer
Superintendent 10
. . 4. Feed Equipment . . .,
: Operator . ¢ 1.
L o 3
. 5. Feed Processing
‘ . e Supervisor ,
M 6. Feed Salesper;on
. 7. Feed Sales . ’ s
: Manager ) ’
" ) 8. Feed Warehouse N
. : Person ' -
' ’ 9 s ° ° GRAIN
10, 1. Grain EleVator
, . 0. . ~—Worker . ‘ /;
. ) . Ser
. " 2. Graip Elevator .
i = = Manageri® ’
“ ’ R - o - &
A s - PSI\TE 3.°Grain Grader > o
- & nﬁrj 4 N L
) = iy '///$\fam" . 4. Grain Inspector . o®
y . Y . , : . . T
‘”// :w 5. Grain Hauling -
. { , R + , Contractqr X -
' . 6. Grain Hauler \ ’
. R ’ 7. Grain Storagé o
"Constructio oo
. 8. Grain Storag -
,,;k‘“ ~ . ° ]
he o ‘ . . . Salesperson .
® 3 ' o | @-
9 10, . )

. .
. . - ¢ - .
e ) M
o : .
.
¢
R -
s
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TAKE A T0CK AT SCME CF THE OPPORTUNITIES IN

N " ' . .
25,

= A

AGRICULTUKAL SUPPLIﬁS AND SERVICES! -

/ 3
, 3

f
!

AN

IMAL HEALTH

et e —— = -8

1.
. Veterinari#n's

. Pet Center

. Animal Health . 2

. Animal Health

1
Animal Health
Supply Sa}gsperson
Assistant_

Sales Clerk o

Supply Manager .

Researcher

4, Seed Production

5. Seed Sales -
Manager

6. Seed Salesperson

A,

AV

/¢’ { N — N
[ A \\\\ |_ SEED |
(P&A%QQZ;QM 1. GerminationQWOrker
R} 2. Seed Analyst
) &,' { 3. Seed Cieanere

> | PpETROLEWM '7®Seed Supply .
. ; Manager® .
> 1. Petroleum Engineer . * 8 s dgw ' .
. . Seed Warehouse .
‘2. Petroletm Inspector - - . . Person, .
3. Petroleum Routeperson Ay 9, -
. 4. Petroleum Sales 10.
* Manager . : /? : )
5. Petroleum Salesperson o
A .- X ) ¢
v 6. Petroleum Service " ‘
Manager v T
. 7. Petroleum Service S ’
Mechanic , T~ ’
Petroleum Specialist ,/7 63'\3 oy
b - N /N )’/r‘} .‘ . —TTN
etroleum // ,f_,) '3 W\
. Warehousepersdn e §\1?§ R
10. b M\ /- 3 p
11. : i ~
. ' % - e
2

-
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TAKE A.LOOK AT SCML OF THE OPPORTUNITIES IN
AGRICULIURAL JUPPLIES AND SERVICES.

FERTILIZER y 4
= '

ltp Batch Weigher

. 2. Fertilizer Applicator
Operator

3. Fertilizer Field
- Representative

4, Fertilizer Mixer

5. Fertilizer Plant
" Manager

6.Fertilizer Sales
, Manager- ‘

7. Fértilizer -
Salespersen— -

8. Fertilizer éervtce
Manager : . ’ S

-

" 9. Soil Sampler and® *
);ester

10.Fertilizer :
Warehouseperson

11.
12. !

AGRICULTURAL .

) o !ﬁ// CHEMICALS °

1. Chemical Applicétor
2. Chemical Mixer

Warehouse Person
Crop Sprayer
. Aircraft Helper

4
5

6. Exterminator
7. Qhémical Salesperson
8

. Chemicaf.Supply
. Manager

°

O’
i

3. Chemical Supply /
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UNIT: HUMAN RELATIONS (HR)
v f
Problem Areas Included: - :

N

HR-1I. Why are human relations an important component of agricultural
supplies and services?

HR-1I. How can you know yourself? ‘

HR-III. How can you set clear goals and make good decisiond?

HR-IV. Howlgg I %mprove job relat;ons with others?

HR-V,. How can I'bette; use my communications skills?

HR—VI.’ What -is leadership?

HﬁLVII. In what ways do I influené{ﬂ;e&ple?

HR-VIII. What should I know about social skillg™“Bnd propér manners?

References used in this unit:

>
.

1. Human Relations, Ashbacher, IAVIM, 1973.
2. The Applied BiologiéZl and Agribusiness Interest Inventory, Intergtate
_Printers and Publishers, Inc., Jackson gq Van Buren. Danville, -
I1llinois—61832. )
3. "Getting Along With Other.Workers", Succeeding°on Your First Job,
: N3
Ohio State, 1977. . ,
4. "Human Relatioas Agricultural Business', Agricultural Business Suppl

and Service, Ohio Ypgricultural Education Curriculum Materials, 1976.
Materials froﬁ Bel

620 9th Street, Des
. Pt

6. _Official FFA Manual. !
7. FFA Contest Rules Handbook. )

4 N * il \j: i ) '
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CUNIT: HUMAN RELATIONS | %

PROBLEM ‘I - Why are human relations an important component of

< Agricultﬁfal Suppl%es and Services?

~

)
Study Questions:

.

.\

1. What are human relations skills? P

«
2. How do human relations:affect you on the job?
. What human relations traits are q,gessary for successful
employment? .
How can I present my human relatiens—skills to prospective
employers? =

Refarences:
Relerences:

1. "Importance of Human Relations", Human Relations;/IVAIM.

Instructional Materials:

1, Find-a-word Worksheet (ACT-1)

L 4
e .

Interest Approach: Use the Find-a-word "Desirable Human -Relations .

Traits" (ACT-1) to get students acquainted with some of these
\\\\;raits they should possess. These traits are desirable for ‘good

uman relations. They should strive to develop these traits.

- - !

Learning Activities:

<

.1. Have the class list, on the board, reasons why human relations
are important. Discuss the importance of each of these.
Include in the discussion: human relations related to the
FFA, employment,.and everyday living. _

2. Define humgn relatioRs for the clas$. (Emphasize the
following cOiicepts: ~R§etting along with others,
desirable personality traits, employer-employee,
realtionships, expressing yourself, etc.) -

3. Interview local agribusinesspersons and determine which human
relations traits they consideY important for job success.
Have the class develop a list of key‘questions to ask the
.agribusihessme% during the interview. Make copies~for the
students to take to the interview. g
4:-Discuss the results of the interviews with the class. Prepare
a handout that summarizes the interview resulfs. . :

5. Discuss hpWﬂtoﬂdeuglop t%eke traits. List activities, on the - -

board, that by parnicipa
would be developed.*

\ . 2

ing in them, human relations trafts
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) . ("/-x- »
% . . . : s
‘ Conclusion: Divide the class into groups of 3-4-.and have them
s ’ . brainstoyfigways to present thése human relations traits to %

prospective employers. Summarize this problem area u~sing

- . ) ¢ ; . IS 3 -
\ . these ideas from the groups. Relate these ideas to the . '
- % ¢ !

discuss‘n throughout™the problem area.
L+

Evaluation: As a result of this lesson, students should be ‘able

- g \ tos- ) ; : ~ ) ” .
. 1. Define human relatdons. : . ’ ;
e . . - ~
¢ r 2. List desirable human relations @éits that are necessary
- for successful employment. \
e 3. List ways that® they can develop these traits K
~ 4, Explain how to present these traits to. prospective 7
émployeys. AN ’ y
Optional Learning Adtivities: ~ W -
1. Using the teacher as an example, have the class list the ' .
N , - . desirable and undesirable human relations traits which
- " would contribute to job success or failure. .
. / 2. Have' studerrts give examples of employees being fired . *
: becadse.of a lack.of these traits, * ' \
]

3. Have students bring in newspaper clippings that give
examples of employment problems caused by a lack of ‘s
human relat}ons traits.

A

LY ke N
N 3 v Y N
) , / y . |
2 . R ¢
- i * * .
Qj/ ( - — \
? A ’
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DESIRABLE HUMAN RELATIONS-TRATITS
N

Circle the desirable
)
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. The following are a list of traits that you shou

good human relations in Agricultural Supplies an

HONEST
CAREFUL
DEPENDABLE
COOPERATIVE
ACCURATE

"~ CONSCIENTIOUS
RESPONSIBLE
| MATURE
ALERT
"*s. CONFIDENCE °
' ENTHUSIASTIC

30

ACT-1

personality traits that you find.®

¢
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possess for

Services.

EFFICIENT

LOYAL

PATIENT

ENERGETIC

KIND

AGREEABLE
APPRECIATIVE }

TACTFUL

REALISTIC
TOLERANT

NG
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DESTRABLFE HUMAN RELATIONS TRATTS

Circle the desirable personality traits that you find.

[
-

P

honN 1@ o NESDB VET N DD )
EENERGETIOAWSINGG T{O
OELM T IV DMlo
OJTARNPQK ; 0 U R{P
LIARONTEFFE I1C1IE E
Efn TAcCT R
EALISTLOPQJOY AT YL]A .
CCU ACCRAEQLERITY ~
’ \;‘R EL[ElsT1acPENDABS L[I] :
EACIAKQ g D 0 P}V .
XAWE{L]c ITQESPONSIBL
YWADJIRESPTNSIBLAESR
ZOoOPRISAGEGREE S SE
P R@ AJTJU R QC AREFUIAA h
QR S H[T ONSCIENTTIOUS §
RRS Aﬁgio NTIDENCIANCER .
WORDS TO USE L

The following are a list

of traits that you §hou1d possess for

good human relations in Agricultural Supplies and Services.

HONEST
CAREFUL
DEPENDABLE
COORERATIVE
ACCURATE
CONSCIENTIOUS
RESPONSIBLE
MATURE

ALERT
CONFIDENCE
ENTHUSIASTIC

ia

~

EFFICIENT
¢ LOYAL
PATIENT * \
ENERGETIC
*KIND
AGREEABLE
* 7 APPRECIATIVE .
TACTFUL
REALISTIC ,
TOLERANT
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UMIT: HUMAN RELATIONS
PROBLEM II - How can you know yourself?'

+

@

Study Questions:

! 1. What are your .desirable and undesirable personality traits?
' . 2. How can I better understand myself?
3. Why is.good self-confidence important?

4. How can I develop my self-confidence?
5. How can keeping abreast of'new technological advancements
help my self-confidence?

4

6. Why is constructive criticism important?
/

References:
1. The Applied Biological and Agribusiness Interest Inventory,

The Interstate Printers and Publishers, Inc., Jackson at
Van Buren. Danville, IL 61832(¢

it .
3@'@&. 2. "Personality", Human Relations, Ashbacher, IAVIM,

R&E?”m:g. "Know Yourself", Human Relations, Ashbacher, IAVIM.

- »
£ . 7

. . o iy "Self-confidence", Human Relations, Ashbacher, IAVIM. -

Interest Approach: Administer The Applied Biological and Agribusiness

Interest Inventory. Ask the high school guidance counselor

to help score the 1nventory.

2

L'L;ning Activities:
at?,’

¥1, Use the llst of human relations (or personality) traits
" from (ACT-1) in problem area one.

Have the students-list those traits they now possess.
L]
Haye them list those traits that they do not possess now.
Which list is longer? ’
o

el Discuss ways to acquire these traits.

2. Have the high school guidance counselor present the results
of The Applied Biological and Agribusiness Interest
Inventory. Discuss these results with the class,.

s/

o
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AN
~.

~,

-

. . 3. Have students relate-dituations in athletics where an

. iwcrease or lack of sef?a onfidence would have won or lost
the game. List, on the ;§3r4<\what could have been done

to change the outcome, whether wigning or losing.

4. Discuss how keeping abreast of new \\chggnoglcal advance-
ments will help improve self-confidence on-the job (e.g.,
product knowledge). :

; 5. List sources of information for new technological advance-

ments. . -
k3

g Conclusion: Discuss how construgtive criticism can be beneficial
towards improving one's self-confidence. Also, discuss how
copstructive criticism can help you acquire desirable human
realtions traits. )

Evaluation: As a result of this lesson, students should be able to:
1. List their desirable and undesirable personality traits.
2. List ways to better understand themselves.
3. Describe ways to develop self-confidence, tell why it is
‘ ’ important, and give guidelines to follow.
4. Give examples of how keeping abreast of new technological
. advancements can improve your self-confidence.
~ 5. List ways to use constructive criticism. -
. "
Optionhl Learning Activities:

1. Have students discuss each other's personality traits.
2. Have students write out the things or’values they possess.

- 3. Have students descflbe individuals they, know that lack

self-confidence.

4. Use the personality inventory on pages 6 and 7 of Human

. Relatlons R

5. Discuss the Five ﬁsseﬁtial Job Success Personality Traits
on pages 7 and 8 of Human Relations.

~ x




HR-141 : 34 @

UWIT. JdUMAN RELATIONS |

PROBLEM III - How can you ‘set clear goals and make good decisions?

Study Questions: .

1. How can I formulate short and long term goals? -
2. What are the chances of reaching these goals?

3. How can I make decisions through problem solving?

4. How can I make decisions by listing the advantages and dis-
» advantages of a decision and using the scientific method in
.decision making? ’

5. How can T recognize those factors which affect a decision
after it has been made? :

References:

1. "Setting Clear .Goals", Human Relations, Ashbacher, IAVIM.

2. "Making Decisions)', Human Relatiohs, Ashbacher, IAVEIM.

lnstructional Materials:

" 1. Tally Sheets - "Win as Much as You Can"
v

2. Transparency Master - "Win as Much as You Can"

- -

Intecrest Approach: "Win as Much as You Can" .

Follow the directions included (ACT-1).

\Duplicaﬁe copies of the Tally Sheet, (ACT-1). A

N .

Prepare transparency (TM-2).

Q

Learning Activities:

. i9
1. Have students write down two things they want to accomplish
in the next month, the next year, and after graduating from
high school. g
& Lo
2. Discuss with the students the possibility of rqgching these
goals.

. %

¢

LX%
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‘ . . 3. Use small group discission, 3-5 students pér group, to
' decide if all goals should be easy to attain. .
Summarize the group discussion with the entire class. v ’

4. If you use FFA Achievement Awards, this would be a good place

to show examples of how these help 6o make decisions and

establish goals through the vocational agriculture program.
5. Have students consider a problem. (Example: Should they
purchase_amnew car.) Have them write down the advantages*
and the disadvantages of this purchase. Then have them
decide whether to purchase the car. Students should justify .
their decision to the clasgs.

<

« ' Conclusion: Have students write down 5 édals they hope to accomplish
in the next year.y Relate thege goals to those tfey identified

earlier:

Evaluation: As a result of this lesson, students will be able to:
A

1. Set goals that they want to reach in the next month, next
year, and after graduating from high school.

2, ‘Discuss the possibility of reaching these goals.

‘ f 3. Make decisions using problem solving. -

~

.
g

. \ .
4, Makendecisions after considering the advantages and the
: disadvantages= ’

5. Redognize those factors thaf'foect a decision after it
has\been made.’ ’ '

- . .
) -

thional,Learning Activfties: .
’ & .
~ 1. Discuss using management by objectives in orﬂei to help
make decisions.‘% . :

'

2. Discuss managerial grids with the class.

S
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"Win as Much as You Can"

\ v )

How to Play:

1.

This student activity works best if the class is divided into “two-
groups as shown below with eight students, four pairs, in each

_ group. (One group could be used if there are not enough students,

O 00 ~y

10,
il.
12.
13.
14,

15.

or more groups could bé used if there are more students.)
\‘

Pair 2 \ Pair #2
. X X ) X X
/\ —, .
Pair #1 XI Group 1 l Pair #3 Pair #1 Group 2 X Pair #3
"X X . -xx
Pair #4 Pair #4

. }
The teacher should explain that the group is going to play "Win as

Much as You Can". \

Divide the class as éxplained in Step 1. They should then be
instructed not to- communicate with the other players in any
manner--verbally or nonverbally——except when they are told to do N
so by the teacher.

"Win as Much as You Can" tally sheets shoufd be distributed, one ¢

to each pair. Explain that there will be eight rounds of choice,
each pair will either choose "X'" or 'Y",

The teacher is the timer and must control the flow of the gamewg
Encourage group interaction on Rounds 4, 6 and 8.

Round 1 - Each team has two minutes to choose a letter. The pair
should discuss between themselves the choice they will-make. After
two minutes, the teacher should tell each pair to mark their choice
on the Tally Sheet. Then check with the other pairs in your group
and mark your score on the Tally Sheet.

Round 2 - Same as Round 1, except each pair only has one minute.

Round 3.~ Same as Round 2. N

.

Round 4 - All four pairs discuss for three minutés.

- Same‘?s~Round 2,

- Same as Round ‘4. , -

Round 5

Round 6

Round 7 - Same as Round 2.
8

Round - Same as Round 4.

Pairs should total their score. Then on chalk board compute the
total of the four pairs in each group. Compare the scores of
each group.

Group discussion: use "Points to be Made". —




.

HR-TIII

\ 37

WIN AS MUCH AS YOU CAN TALLY SHEET .

-~

‘s -

ACT=1"

ngbggions: For 8 successive rounds you and your partner(s) will
choose™elther an
dependent upon (M

Strategy: Yo;

ke a joint decision.
con£§§\with the other people in your group.

and

”X" or
pattern of choices mede in your group.

d "Y."

t

< f

are to confer with your_partner(s)'on each round
Before ré#unds 4, 6, and 8 you may .

The “pay-off" for each round is

4 X's: Lose $100 each

1 X's: Win $100 each

1Y :. Lose $300 i
2 X's: Win $200 each

2 Y's: Lose $200 each

1 X : Win $300

3 Y's: Lose $100 eath !
4 Y's: Wip $100 each )

STRATEGY ~ R
ROUND| TIME CONFER| CHOICE | $WON | SLOST | $BALANCE'| - - N
ALLOWED WITH - -
1 2 mins. |partner /
2 1 min. |partnei|, v .
3 .1 min. (partner . &= v
. - A
4 3 mins.| group Bonus round: pay-off
+1 min. |partner : is multiplied by 3
) S 1 min. |partner h ‘\ ,
#6 3 mins.| group Bonus round: pay—off
+1 min. |partner . is multiplied by 5
7 {1 min. |partner A
8 3 mins. | group Bonus rdund: pay-off |
+1 min, {partner is multiplied by 10
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“WIN AS MUCH AS YOU CAN’- .

/ ~ I
Points to be made = _ |
A Ny |

1. Working together would have made more money.

' 2. Trusting each other equals more money.

» : '
3. Ifywe played again - we could win more.

4. By playing the game ~ we learned how to play it.

5. Le;arned by doing!
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. . UNIT: HUMAN RELATIONS

. . ) ,PROBLEM IV: How do I improve job,reﬁlations'with,others?
Study Questions: » : ~ ) .
' : L o
) - 1. What personality qualities make a good employer?: .

..... - 2, What dggs an employer, expect from an employee?
e S

3. How can I build-good co-worker relationships?

-

4. How can I glin® cooperafion frog otf‘_hen_s? <
g SR

( 5. What behavio‘:r;’s dre expected of me while on the job?

" 6. How do I work with customers? P o ?y

7. How can I recognize those situations i,r{ which t should not -

. argue" R
~ . Ll . - ."‘w

References: . 2
N L . .
\ 1. 'Getting Along With Other Workers" Succeeding on Your \
Y First Job, Ohio State, 1977. P -

. 2.. '@'Human Relatiods in Agrieultural -Business" Agricultural
‘ S - Busiress Supply ®*and - Ser{\ice, Ohio Agricultural Education
. . Curriculum Materials, 1976,

I {__“ ‘A"“ o .; 7 f; , » ) ° ’ ‘
Instf-hctional Materials. .
. B > _ qu& o *4 3
‘ ) "‘\%\L What tar D’d 6:) the Job (TM— < - -

2., What Wa Do -om t:,he Job (TM—Z) : , . )

e.-’.,.

‘ - )
4, WOrking with Others® @CT—

( ‘
i

<,

Interests Apprq’ach: Have the students li;sbthree qualities of their

favorite;j teacher that they feel are good~ ist three qualities

/ )‘ that aré not .as. good, Relaté—T,ﬁ\eSe towqgaii es: that would
’ émpldyee—employer relationships-. Discuss this with the

’ .
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. s

S N

.

‘ Learner Activities:

- =
- L
1. Have students develop a survey, in class, to use to survey
loeal agribusiness managers to find what personality
. traits they look for when hiring new employees. Have the

.students survey local agribusiness managers., .
a . . -

= .2, Discuss the results of the survey with the class.

3. Discuss the case‘stud;ps of business human relations problems
found in: "Getting Along with Other Workers', from Chio
State Curriculum Materials. This*booklet contaims some
. ‘ S excellent‘caee studies. :

4, Have students‘brainStofm about those trailts that are
desirable for employees to possess. Former cooperative
students could serve as a panel to discuss those traits
they felt were important to them as they worked ¢on the job.

5. Have a resgu\ce person (possible a~group of 3-4 local
agribusiness managers serve as a panel)o.discuss some of the
traits they feel that the studenté should possess.

. 6. Interview employees and see what characteristics their

supervisors and employers have that make them enjoyable
\ to work for, (This could be used in conjunction with
. - Learner Activity #4).

-

7. Discuss what should and what should not be done while on the
- Jjob. Show transparencies What to Do on the Job (TM-1) and
. a, What not to Do on the Job (TM-2).

. L. »

.Llonclusion: To conclude this problem area, discuss some of the
same case studies discussed earlier. How have the suggestions

/

of the studen%s,changed? 2

‘o )

Evaluation: As a result of this lesson, students should be able to:

- ) 1. List persénal qualitie% that make an employer enjoyable

to work for N
. . 2. List personal qualities employers expect from emplo;%es.
3. List ways to develop productive co-worker relationships.
4, Suggest ways to gain cooperation from others.
5

. List behaviors that are ‘expected of employees while on the

~ job.

- . N
. ~ . \
.‘ » * »

ERIC B

s A )

g
Y
-4
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. N
‘ 6. List ways that you should treat customers,
7. Describe a situation where arguing will cause préblems.

-~

(Refer to case studies discussed.)

Optional Learning Activities:
s 1. Teacher could talk with local agribhsinesé managers while
\ recording the conversation on tape. Then play this back
to the class and discuss it. )

| 2. Use a elassroom telephone, talk with local agribusiness.
manager during class.

! + 3. Things to Do on the Job (ACT-3)

4. Working with Others (ACT-4)

*
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‘What to do on the Job

BE ON TIME TO WORK, ~ | ¥
SMILE. -
ASK QUESTIONS. é

DO WHAT YOU SAY YOU WILL.

MAKE SUGGESTIONS.

TALK WITH-EMPLOYER ABOUT PROBLEMS, NOT SOMEONE ELSE.
USE "HELLO”, “THANK YOU”, “YES SIR”, — NOT SLANG.
KEEP YOUR EYES AND EARS OPEN. °
"9, BE CHEERFUL, o -(,/

103 TALK IN TERMS OF OTHERS.

11, BE ENERGETIC,

12, BE NEAT, .

13,7SHOW AN INTEREST

14, IF HURT, TELL EMPLOYER AT ONCE,

0O ~N O U1 I W ON

SOURCE: HUMAN RELAWIONS IN AGRICULTURAL BUSINESS; OHIO

AGRICULTU AL EDUCATION CURRICULUM MATERIALS f
976.

SERVICE,

4
e

)

/
W
\
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/

N
-What not a.;io do on the Job
. N . o '

-~

B ol il
NG

OFWO 00 N O Ul = W N =

A TS

T™-2

'SMOKE WHILE WATTING ON CUSTOMERS,

SMOKE IN* WAREHOUSE .

. EAT ON THgqJOB.

HANG AROUND THE CASH REGISTER.

ARGUE —. GUESS — GOSSIP — COMPLAIN:

SAY, “1 DO NOT KNOW, “ RATHER, “I WILL FIND OUT,”*
TALK ON PRICE ALONE. . o

TALK DOWN 10 PEOPLE

BE AN EXPERT.-

MAKE PERSONAL PHONE "CALLS - OR RECEIVE THEN

. HAVE A BUDDY COME BY. FOR A VISIT,

-
.

GIVE CREDIT — REFER TO EMPLOYER,

SOURCE: “HUMAN RELATIONS IN AGRICULTURAL BUSINESS,

OHIO AGRICULTURAL EDUCATION CURRICULUM - ¢ .
MATERIALS SERVICE, 1976.

C’
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~

THINGS- TO DO ON THE JOB

Fill in the missing words:

L. Always be on . ‘ = ¥ 3

2. Demonstrate a good S towards your work,

_for this is the most important factor in job success.

3. Listen to all instructions and - them carefully.

4, Ask whenever necessary if you do not
understand directions.

N \

5. Be a good . since understanding directions
! is extremely important. :

8

6.-Give your employer a full day's , ' and stay

; busy on the job. - .

>

7. Be patient and with fellow workers.

L) . Y

8. Practige personal e’ and always be careful .
) of body odor.

w s
o

o

9. Do not overstay your lunch hour or:coffee

‘ 10." Remember to take the o approach in all.your
business dealings.

-

11. Lea the rules and ] pEf your company, for
o by so“doing you can avoid many pitfalls.
12, Seldom ' others for you may be working with

S

themt for a long time.

13. Tact and ' are the watchwords for good business

practice. N
14, Watch your fellow employees' . - of doing things

and do not hesitate to ask them for\help when 'needed.

15. When talking with another person or when receiving instructions

o
~
P

from your boss, look him ' in the eye.

16. Accept the . » for your own mistakes.

> 17. Dress appropriately and present a(n)
. appearance to your co-workers.

Choose from the following words ‘to fill in the blanks above:

) courtesy time attractive follow method

. regulations attitude straight ° cleanlimess smile

+ suggestions boss critical positive break

understanding  questions  crificize challenge work ¥
lisgener policies responsibility report

Source: An Act1v1ty -Based Curriculum for Occupational Orientation,
) . Iordan,.Mary B.; Vocgeli, Joseph E,, Alton, IL, 1972,

/‘\ . . . N ‘.) -

2 o
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WORKING WITH OTHERS

‘ Complete the following statements by filling in the proper terms: |
l. Engaging in ' distracts other workers,. may ) %
cause an accident, and could lead to dismissal. N |
: |
2, can mean taking too much time Yer a ,
. coffee break as well as using company postage to mail personal
letters, N ‘ : @ '
3. A person ¢an display in the way he dresses

as well as in the.way he does his job.

4, A person $ao tries to get out of work and does only what he .

has to displays // .
/

o
never be promoted because he fails to make decisions for him-
self and take advantage of situations as they develop.

6. It is always wise to inform an employer when ‘an employee can-

|
|
|
1
i
5. A can mean that a person may }
|
1

o, not report to work. Too many can cause a
U L person to lose his job.
< . -
7. Excessive sometimes is rewarded by loss
‘ . of a job or deductions in pay. R

8. An employee makes life extremely

. © difficult for his employer, his fellow workers, and eventually

, Ny himself, N
' 9. is a characteristic most employers ‘

must £ind unacceptable. Being able to rely on their employees
must be a part of the employer-employee relationship,
' . ' &
10, . and lack of attention to detail
. and instructions can cause others to form a poor opinion of
the employee, - ’

-

- Choose from the following words:

carelessness unexcused absences laziness
self-satisfaction lack of initiative dishonesty
horseplay tardiness sloppiness
irresponsibility uncooperative )

Source: An Activity--Based Curriculum for Occupational Orientation,
. Jordan, Mary B.: Vocgeli, Joseph E., Altonm, ‘IL, 1972,
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L] Lo '

KEY: 1hings to Do on the Job
N .

1. time
2, attitude
3. follow

& questions

5. listener

6. work

7. understanding

8. cleanliness

9. break

10. positive/

11. policies

12. criticize”
courtesy
method

15. straight
responsibility
attractive

Working with Others

horseplay
dishonesty
sloppiness
laziness

lack of§¥nitiative
unexgused absences
tardiness
uncooperative
dishopesty
irresponsibility

OYRNOULEWRNH

C

a
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UNIT: HUMAN RELATIONS

PROBLEM V - How can I better use my communications skills?

0

Study Questions: . \

1} How can I improve my communications skills?

2. How should I use the telephone? -

- \
B

3. What should,I do when talking on the telephone?
4, How can I write proper job,instruétions, messages, and
business letters? -

- -

5. How can I follow oral and written job instructions?

6. How can I give a good speech?

References:

-1. "Human Relations in Agricultural Business,' Agricultural
Business Supply and Service, Ohio Ag Ed Curriculum Materials
Service, Ohio State University, 1976.

2. Materials from Bell Systems.

3.—Northwestern Bell Film Library, 620 9th St., Des Moines,
IA 50309, (800) 532-1100.

Instructional Materials:

P
1. When Your Telephone Rings ... (TM-1)

2. When Your Telephone Rings ... (INFO-2)
3. Six Signposts to Success zTM—3)
4, Six Signposts to Success (INFO-&)

5. Taking a Telephone Message (TM-5) )

Interest Approach: Have the students role play 'Tetephone Situation

Problems'. There are several of these on pages 33-36 of Human

Relations in Agricultural® Business.

—

This will help the students see how people respond in .- —

o
business settings using the telephone.




.

Discuss what they heard. Have the students offer suggestions

that would have made the conversation more effective.

. -

Learning Activities: ;

1. Have the students list, on the board, different typeé of

- communications used in the business world today. (Telephone,
letters, job instructions-written or oral, speeches, etc.)
Discuss each type. t

. Discuss ways that these communication skills (talking on
the Eelephone; writing letters, etc.) can be improved.
Practice -~ the best method.

Discuss proper telephbne‘use. (Several films are available
from Bell Systems.)

Using When Your Telephone Rings ... (TM-1 & INFO-2) discuss
these suggestions for effective telephone use.

Using Six Signposts to Success (TM-3 & INFO-4) discuss with
the class how to implement these. :

Using Taking a Telephone Message (TM-5) discuss with the
students why each of these steps are important.

Have the students practice taking messages as you give
information as though you were talking over the telephone.

. Discuss the importance of job instructions.
Often, the employer will leave written job instructions
for jobs that are to be completéd while he or she is
away. You will need to be able to follow the message.
Discuss both oral and w%itten job instrucgfions.

. Writing letters for business purposes.
. The students probably will not be writing letters as entry
—— level employees. Therefore, this might not be included.

-Conclusion: Have the students prepare and give a 2-3 minute

speech (or presentation) on one of the methods of busiress

communications discussed in c'lass.

Y
Evaluation: As a result of this lesson, students should be able to:

1. List ways they can improve their communications skills.

2. List ways to properly usc the telephone.
. ¥

3. List.suggestions for improving effigiéncy of using the

telephone.

- ]

R
-

Aruitoxt provided by Eic:
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4. Follow oral and written job instructions.
N _ 5. Wrdtq‘jﬁb instructions, messiges and letters.

. 6!!Give\q'preparéd speech..- , v

Optional Learning Activities: _ ' \
M \

1. Write a letfér‘to,a friend, relative, or parent, praising
¢ them for some thing they.have done for you, : .

2. PossiQLk.have a joint class with the speech class. Speech
teacher can help evaluate speeches.

. 3. Alsﬁeech coulgd be useé in conjunction with tﬁe FFA public
/ and extemporandous speaking contests. .

4. Possibly videotape a presentation, this would allow .
students_to see if “they have any distracting mannerisms.

- ’

1

P |

ERIC =
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When Your '_feléphqne‘ Rings . . .

Answer Promptly o i
Identify Yourself

® -~ Be.Friendly

PR ——- ———

AR Be Cansiderate
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' ‘ WHEN YOUR TELEPHONE RINGS . . . ; -
Answer Promptly - Quick service_helps build a reputation of .

efficiency for you and youf company, So try

to answer on®the first ring if possible.
# »

start‘and helps personalize the call.
S

. ' Be Friendiy - Show that you're interested. Be a good lis%ener
. \ © so that the person will not have to repeat what !
he says. ] ) coc
¥ [

|
|
i
|
1
Identify Yourself - It gets the conversation off to a good o ) 1
|
3

. Be Considerate - Don't try to carry on two ‘convérsations at

¥ . once., Callers shouldn't be made to feél
+  they're competing with people in’your office )
' - 3 fo\\your attention.
) ) .
. . Sournce:. "§eu1’?elephone Personality", Bell Systems. - -
o ,
N < "
- -
* y 4
’ ]
~
. \é'
- - = -
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Six Signposts to Success

1. Be Alert
2. Be Natural

v

3. Be Eipressi\}e
" 4. Be Distinct
5. Be Pleasant

/

6. Be Courteous |

© TM-3

e -

<
£
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e, 2 & . M -
‘ ‘ SIX SIGNPOSTS TO SUCCESS
-, . ”/
1. Be.Alert - A cheerful, wide-awake greeting, sets the tone of

)
¢

. ) . .
2. Be Natural - Use simple language. Avoid slang-and technical

2

terms. ‘
- 3. Be Expressive - Speak at- a moderate rate and volume, but vary
the tone of your voice to add vitality and -

. . emphasis to what you say.

.

4. Be ﬁistinct - Pronounce® your words cl and carefully,

. N
Always speak directly Anto telephone transmitter.

5. Be Pleasant - Shaw that you are interested in being helpful.

Perrsonalize }our oE:onversat:ion by using the

; person's name, . -
. 6. Be Courtecus - Good telephone habits are nothing more than .
A} -
good manners, v

Source: '"Put a Smile in Your Voice", Bell Systems.

any conversat%on and ‘shows you are ready to help., .




H sS4 T™-5
s ’ . . [
o ~

Taking a Telephone Message |
Include:
1."The céller’s name
2, The caller’s bhéhe numbef
3. 'The‘ ;:allgr’s firm or department
Q' ‘. B | .4. Date and time of the me,ssage

-5,_ The ;iiessage

6. Your name
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UNIT: HUMAN RELATIONS
-— PROBLEM VI - What is leadership?

~

Study Questions:

1. Is leadership important for working on the job?

2, Which leadership skills are important?

Cg— . ‘ .
3. Where can I develop these leadership skills?
) 4.'How can I better use my leadership sk%}ls ih my worly?
References: . . .
1. Official FFA Manual
2. FFA Contést Rules Handbook ‘

Instructional Materials: T

~

h 1." FFA Creed - Third Paragraph (TM-1)
,2. Videotape unit i

- -

Interest.Approach: Use the transparency of the FFQ‘Cfgf? — Third

~

. Paragraph (TM-1). Have the students explain what this means
to them.

Questions to ask:

-

1. Will this leadership from ourselves come from everyome, or.-
just from-'a few people in agrpiculture? R

2. Is this leadership important on the job?

. e ,
3. What leadership skills can you use on the job?

¢

“  Learning Activities: - . .

1. Discuss ways that leadership skills-.help you on the job. D)
(Examples: being in charge of a work group, presenting
your product to the customer, helping close a sale, ptc.)

2. Have students list those leadership skills,, on the bYard,

_ ‘that are important for job success. Discuss how these
- leadership skills increase the probability for job success.

293
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3. Discuss ways to develop these leadership skills‘hqg where
they can be developed. (FFA activities and contests are
$ood ways to develop leadership skills.)

- Following the guidelines in the FFA Contest Rules Handbook,
have the students develop either a Salesmanship Demonstra-
tion or a Job Interview. N

4. Divide the students into groups of 3-4. Have them produce
a commercial using the videotape machine. Encourage them
to include the leadership skills that have been discussed.

Conciusion: Have the students identify two people, (do not tell
anyone elseaahp those people are) one who they consider to
be an effective leader and one who is less effective. Have
the students list traits of ,each on; that leads to*their
degree of effectivené;s. The students shoulgd be able to

LN

defend their reasons. i . \

.

Evaluation: As a fegult of this lesson, students should bé\able to:

1. Explain why leadership is impgrtant for working on the job.

2. List those leadership skills that are important.
3. Explain where these leadership skills can be developed,

4. List wdys to ;se'thgse leédership skills .on the job.

2

ég;ional Learning Activities; . - ‘ “

1. Other FFA activities and contests such as: public speaking,
' conduct of meetings, leadership workshops, etc.

~
-

LRSI

2. Have students list leadership skills that are necessary
for the Secretary of Agriculture.

3. Have the students try to sell a product to the class. Have
the class members list the leadership skills exhibited
during the presentation, -

o

» ray e,

>

£ 0

¢




. L M ’\,7
« ’ R R —
o HR-V1I o7 ™-1
o

"+ FFA CREED - THIRD PARAGRAPH \

| BELIEVE IN LEADERSHIP FROM OURSELVES AND

<

RESPECT FROM OTHERS. | BELIEVE IN.MY OWN ABILIT

KTQ WORK: Ergclsml.v AND THINK CLEARLY, WITH SUCH

N -

=L
4

" KNOWLEDGE AND SKILL AS | CAN SECURE, AND IN THE
ABILITY OF PROGRESSIVE AGRICULTURISTS TO SERVE:
OUR OWN AND THE PUBLIC INTEREST w'PRoouclne

-
- -
N -
°

AND MARKETING THE PRODUCT OF OUR TOIL.  ~

~

<
Y
d,\
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‘ . " UNIT: HUMAN RELATIONS
PROBLEM VII - In what wafs do I influence peoplée?

¢

=

Study Questions:

1. What sales techniques are usa? to close a sale?
. ﬁ

2. In what ways do others influence me?

3. Bow can I gain cooperation from others?

>
References: . 4"
N ha N .
— 1. "Influencing People", Human Relations, Ashbacher, IAVIM.
&~
Instruct10na1 Materlals
) ¢ :
1. How People_are Influenced (TM-1)
Interest Approach: Before starting, show How People are Influenced,
el (TM—l) thisshould help stimulate ideas. °
Have the students discuss television commercials they
~ ’ have seen. Have the students list key terms and phrases -
i‘ : they have heard that m‘bbt .influence them. Also list salesman—
) ship techniques that Were used to help make a sale: _. .
‘Discuss how this ‘relates to an agribusiness and ask the °
féllowing questions?’ ) .. 2
. 1. 'Can you think of times when influence has been used
negativeiy? ;
~ 2, Cah influence have the same connotation as £>king advantage
Y %% someane? v T
3. at are some.examples of people being influenced to do
& . . . omething that was wrong?
l Learning Activities:
v /\F < ) e N ’ ’ : "
1. Have the students tell dhat~cooperation means to them.
(Emphasize these ideas: ~ helping others, sharing the work
load, working toward a common goal, .pooling resources,
etc.) . ) ’
. ) ,.‘\“/T L d )
t
. @ . <o
;7 N
7 e )
w
a Y

- -

-
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Conclusion: Have the students give examples of how influenciné
’ people and gaining cooperation from others would increase

" the efficiency of an agribusiness.

'

' Evaluation: As a result of this lesson, students should be able to:

1. List sales techniques that are used to close a sale.
2. List ways that others influence you.

3. Explain how to gain cooperation from others.

Optional Learning Activities:

1. Write a letter to a friend; parent or relative'praising
them for something they have done for you.

-t
[

-
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o S T
' HOW PEOPLE ARE INFLUENCED - °

1. Selling
2. Telling |
. 3. Asking | ]
Y ~ / ~
. .. Can you think of others?
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—~UNIT::~HUMAN RELATIONS T

PROBLEM VIII - What should I know about social skills and proper
manners?

Study Questions: P

1. Why are prdber social skills impor;ght?
2. How should I shake hands?
3. How do I make introductions?

4.\What should w about table manners?

5, Why should

well groomed? .

References:

0

1. "Handshakes', Human

lations, Ashbacher, IAVIM.

Instructional Materials:

1. Introductions (TM-1)
) \

Interest Approach: Have an exchange class with the Home Economics

Department. ? .
- . The Home Econgmics students should present a ]10-minute
+ ~ presentation on proper use of napkins: knives, forks, spaons,
etc. . ,
A light lunch could then be served.
The vocational agriculture stude;ts should then tell about
the source ‘of the food and about the amount of the actgak‘sto;e

price that the farmer receives.

»
N

ﬁearniqg Activities:

1. Using groups of 3-4 students, brainstorm situations where
proper social skills are important for employees while on
the job. (Emphasize being polite to customers and salesmen,
meeting and greeting people, introduting people, company
appreciation dinners, etc.) o

L}

2. Have the students shake hands with all of the other class

members.” Discuss the different handshakes the students
;> received. (Include: hard, firm, limp, others.)

v
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*

- U

3. Discuss the key steps for making introductiong using,
_ Introductions (TM-1). After discussing these steps, have
the students role play making introductions. Discuss
when this skill will be used in the work setting.

~

Conclusion: Have the students list reasons for developing proper

socia™$tkills. Discuss the students' lists. (EmphasiZe making
a good impression, gaining the respect of others, fepresent—

ing your company - not just yourself, others.) .

Evaluation: As a‘gesult of this lesson, students shoﬁld be able to:

1. Tell why proper social skills are important.

4 LY

2. Shake hands properly.

. 3. Make proper introductions. ' .

4. Tell why it is important to habe ébéd table. manners.:

.

5. Explain why it is important- to be well groomed.

Optional Learning Activities:

1. Students write up situations on slips of pap;} indicating
examples of poor table jmanners. They then draw from these
" slips and role play how they would react or handle the
4 situation. ) -
2. The advisor can set good examples for proper social skills
and good table manners while with a group of students at
FFA conventions, on field trips, senior trips, etc.

- - B9
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INTRODUCTIONS
KEY STEPS: - ™~

1. Generally, introduce the older
person first.

2. Be sincere.
3.-Be concisé - “John Smith, meet
" Jack Jones.”

4. If possible, give a brief item
of interest to help start
conversation.

s

5. Help avoid confusion.
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\‘ ' . UNIT: SALESMANSHIP (SA)
i Problem Areas Included: - ) . ’ .
SA-1. ‘What is the role of salesmanship in the American economy?
’ - SA-TII. To be a successful salesperson, which attributes should I
possess7
SA-III. As a salesperson how would I identify new and keep existing i -
_— Customers? ‘
. SA-1V, To be an effective salesperson, what knowledge of people
should I possess7
-
SA-V, As a salesperson of agricultural products, of what significance

will the telephone be to me? (Séf HR-V, pp. 47 - 54)

SA-VI. What store skills will I need to become an employee in an
agricultural supply business?

SA-VII."What steps should I follow when planning a sales strategy?

S .
‘ References used in this unit: .
1. The University of Illinois. 1971. Education For Agribusiness: A ‘
Guide to Secondary School Course Planning_and Teaching. \Departfient .
* of Vocational and Technical. Education, Urbana, Illinois.

. 3

2, Haas, Kenneth and Perry Enos. 1968. Sales and Horizons,
_ Hall, Inc., Englewood Cliffs, New Jersey.
3. owa State University, Salesmanship in Agricultural Qccupations,
epartment of Agricultural Education, Amai\-lowa 50011.

- . ¢

h 0 Lales, Vol. 1, No. 3. p

I~
: 5. The University of rigona. Specialize Curriculum in Agriculture Sales
and Service for Ayizona. Department of Agriculture Education,

4. "Land ¢ Lakes Agriculture Service, Viston Agricultural Sales. Land

. Tucson, Arizona. ! : . ¢
. . > . N | , ' .
6. The University of Kentucky. Student Study Guide on Store Skills. .

’ ® . Department of Vocational Education, Lexington, Kentucky.'

At
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- ' UNIT: SALES ' y
"PROBLEM I - What is the tole of sales in the American étonOmy?

-
~ . LN
* .

Study Questions: ] - .

L4 a

1. Explain the role of selling in the American economy.

“

2. What contributions do salespersons make to business? *

. ’
3. How are goods and services transferred from one perqu to
the next?

.
[N

References: )
B .

1. . .

o) |
3. l/ S _
PO __/

W , /

/r‘T\\\ Instructional.Materials: - .
o * .

1. IVIAM Publication '"Salesmanship""
2 Selling a Challenging Career (INFO-

N3, Salesmanship seven transparency masters (TM-2 through TM-7)

-

Interest Approach: Have students name five items which they or

their parents purchased from a salesperson the previous week.
Lex®. have the students try to name fivq'items in their house-

Hold which weren't purchased from some type of salesperson. *

. ! . . /—\. ;

Learning Activities:

¢

1. Discuss the relationship between the salesperson, consumer, and
goods and services. Point out how the salesperson is the link
between the consumer and agricultural goods and services
(use INFO-1, TM-T¥ T™M-1).

2. Have students explain why the number of salespersons have been
increasing as we make technological advances (use Reference
1, Nothing Happens Until Something is Sold, B1-B7 and INFO-1).

3. Explain the role of salesmanship in a democratic.séciety.

41 Define the following types of sales positions (usé‘TM—l—TM-6),
, _]petail,,wholesale, specialty and servicex\ List ‘the advantages -
and disadvantages of each. -
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5.

3

6.

. : ' }
65 . <

— - = - = - = - e — o

. ‘\
List ten Opporiunities in selling.

Give an example of an introvert and extrxovert (use Ref. 1,
Nothing, Happens until Something is Sold, B8-B21).
L] ~ >

Conclusion: Explain why our free enterprise market could rot

function without salespeople’

Evaluation Criteria: As a result of the instruction, the student .

should possess ‘the following abilities:

» . L. Define sales.
83 -
2. Identify and compare the four types of sales positions.
3; Explain the role of sales in the American economy?
4. Define and compare introverts and extroverta\
+ . . \
. . #
‘Optional Learning Activities: - .3
1. Explain how democracy promotes the need for sales,
2. Students give examples of good and poor sales methods they
have observed. 4
3. Estimate the percentage of all wgrkers in the United States
who owe their employment, at least in part, to contributions
of salespersons,
& “4, Compare famous salespersons with famou;\\tatespersons and
determine their cont¥ibutions to the growth of the United
States. .
-~ ’ « /’
5y~ Name products purchased during the past week from sources

other than vending machines.

- 6 N | //

Py ey
{

v

T
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Selling a Chal%ﬁpging Career

Selling, what is it?

Salespersons are an important part of the American economy, In fact,

a

. L i

so far as making a profit is concerned, nothing happens until a sale |
) |

1

'fe is nade.‘\\\
: !
What is selling? One widely excepted definition is that
- ’ "salesmanship is the ability to interpret product and service

features in terms of benefits and advantages to the buyer to $

persuade and motfvate him ok her to buy the right and quality of product

sale of merchandise and services,

r

\

]

4’

b . 1
L?f S or service." In short, gelling is persuasion applied to the 1
|

3

The importance of selling- ////

- [
J Selling is among the most important occupations in the ynited . 1
v States in terms of the number employed and its economic importanca. J
‘ Selling takes place all around us (e.g., a job applicant is ‘
’ trying to sell his personal services, the instructor is selling his/her
. course, the television station is able to operate because of the
sales it promotes). The salesperson is ou} hedge against_a
depression. Salespeople are necessary to sell our surplus and

keep the wheels of industry turning. -

>
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-

Salespeople are class:f:ed

accor&:WWers
- they supply and the

\\

services the y offer.

. There are four basic

°o "(types of salespeople.

‘,
e // 3
;

. "R:etalil
/-/  ‘ Wholesale
J / Seecialty_ |
~/ o ' Service :
. . .
s ,
/ 70 .

o
b
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Characteristics of retail selling

The buyer comes to the salesperson.

-

_Almost everything people consume is sold through retail stores.

The retail salespeople are assured a weekly salary.

Retail outlets employ more salespeople than other

branches &j selling.

P

. ¥ :
Retail salespeople also hé;ve the highest rate of ‘urnove,r.

L
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Characterlstlcs of wholesale/ selling ng

Wholesale salespeople sell ™
merchandlse to wholesalers, dealers,

purchaslng agents, and store buyers
The salesperson goes to the customer.

Salaries are usually supplemented
by commissjipns.

Wholesale salospeople sell several

products or lines of produets.’

-

[ 4

. FEED & FERTILIZER

Y 2.
: 2

_— _ \81 -

I

™-4

FARM SUPPLY
(1]

AR SupRLY

IMPLEMENT
DEALERSHIP

»

@

There are about half as many<

there are salespeople
.in the U.S.
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éA-—I
~ Characteristics of service selling
« * service salese'eopte -sell .services.- - |

- o .
Frequently service selling pos’itione

are just routine jobs with the techmques

A\

of selling applied . - . - J
. d . . 1
Service salespeople are generally paid |

a, alary ‘ _

.\ ’ )
lt isjeasier to get a job in servnce selling "4

A

‘ tha_n in specialty selling.
L . o
. | ) Ny

o ¢
,,_f.iw : N
.k P /

o
e,
- -,

Service saleepeople can be dhrided
mto three basic categories. 5 '

¢
*

Personal services y
€ s ; ; ¢ WA ’

i
3 y
L H o
o
-

Business services -’ :

L

Repair services *
) _ B
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s
- Characteristics of specialty selling

3 ’ //\ ; ‘. ‘ M /
- N > /
. - A specjaity salesperson sells only one
\ ' » speciai product or line of products. - - .
. f

A

- i The salesperson must “e'k out the customers and motivate
‘4 - (4 4

p " them to buy.. . ,
. " e . i\j’ . . ’
; » t « T ] . :

" Specialty selling is the most difficult of the four types of selling.

.

®

-4 Y
| © "~ - Salary is composed basically of commissions.
o s/ o
L. ;e .
h Experience and/or training are usually re uired.o
- / ; / . )
. . - “ ‘ °
[}
& v
'n .. “ Q" . ] C’
,‘\\ ‘ . ) ’ 3 v
L Qf
’ - 9' *«-. -~ hy ;w .
/ * 63 'vv: s
¢ s ‘ A )
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. UNIT: SALES . :
"7 PROBLEM II - To be successful at selling

\

, ‘which attributes-shOuld I possess?

Study Questions: . ' . ’ .

Al .

1. What are the effects of personal and moral traits on selling?
2. What personal skills must a salesperson possess?

3. What is the most important part of any salesperson's cafeer?

References and Matériais: : R
I
2. -
9. 1 4
Instructional Materials: T ' . :
1. Salesmenship-II transparency masters (TM-1, 2, and 5).
] .
“2. Self-Analysis of Physical Characteristics (ACP-4).
' 3. My Sales Personality'Balancé Sheet,
IR o :
/’<fff’?nte;esf/;:;;oach: ‘ . . :
A’ Show TM-1 and ask the class which salesperson w0u1d they e~
? rather buy from?
‘ B. Have students observe people involved in sales in local o .
agricultural businesses and attempt to identify character- .
istics which are common to a successful salesperson. :
’ Learning Activities: ‘ | D

\

:' to summarize this activi;y ) ’ ¢

2

1. Have students 1ist some of the personai and mdral traits, ) .
they feel would be desfrable and those they feel would be,
undesirable. (Use TM-2 as a discussion starter, show TM—S

. L ' \

2. Have students complete "My Sales Personality Balance Sheet."
This activity will allow a student to take a complete stock
of himself or herself (ACT-3). Discuss how the twenty personality ‘
traits relate to being a good salesperson.
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3

2
" 3. Have students complete 'ISelf-Analysis of Physical Character-
istics." Explain how a{salesperson's physical appearance
affects their selling ability. (Use ACT-4 and TM-1,

Explafn the effects of physical and moral characteris-

0

. ,, . »

As a result of the instruction, -the student

Conclusion:

tics on selling.

»

. ) -
Evaluation Criteria:

should possess the following abilities. .
1. List 10 physical traits that can affect your personality.
f ¢ B

- 2, Why is a salesperson s personality 1mportant to his ersher
career? ‘

3. List 10 posi tglpersonallty traits of a successful sales—

person,

-

Optional Learning Activities:

.

, S

ERI

s .
b * . e

1\1 Students role play desirable and'undesirable personality and
appearance traitggand social graces. o
- 2. Have students name peoplé known by other students who are
‘ - sincere. Students tell why they feel that these people are
+ ' sincere, ¢

-~

o
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.
.

~ Which of thhesgm-;db.l“eﬂ i ’

would you prefer

'to.make a purchase.from?

14 - ! ¢
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. A Salesperson Should Be --
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o~ ) © FOLLQW-UP AND EVALUATION
[N . , 0% o '
: ‘ tN
Through evaluating the preparation needed in making the agricul-
tural business sales approach, it is important to tie together
the student's personality and the ‘traits he or she will need in selling.
1. An evaluation in the form of "My Sales Personality Bal-
ance Sheet" is a sound step in the right direction.” In-
cluded with the actual balance sheet method is a definition
of terms sheet which will make it possible for the student
to take a complete stock of himself.

©
-
.

Assets —- Qualities to be Developed

L.
2.

3.
4,
5.
6.
7.
8.
9

10.
1.
12.

“13.
14
15.
16.
17.

‘.18,
19.
20!

:}i MY SALES PERSONALITY BALANCE SHEET! »

Alertness . .+ « .+ . .
Cheerfulness . . . .
Cooperatioﬁxi. C e .
Courtesy . . « , . .
Dependaqi/lty e e
Enthqsiasm o e v e e
Honesty . « « « + + &
Industry . . « + + .
Initiative . . % . 3
Interest in others .
Intelligence . . . .
Loyé&ty e e e

Memory‘ .

“©w e Ye o o

Orderliness . .A. . .

Patience . . . .
Personal appearance’ .
Pofge N
Sense of hhmor‘ N
Sincerity « « « + « .

Tact and Diplomaty .

°

}'sales Personality Balance Sheet,
Business and Busiﬂess Education, Northérn Towa University, Cedar

Falls.

[

4

»

’

My Rating

.

ARRRRRNERRRRRRARES

Al »

Assel Rating:

10-Exceptional
8-Superior
+  b=~Average
4-or below--
) Inferior

Total’
Assets
‘ ~

*

¥r. Glehn Hansen, Department of .
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Liabilities -- Tra%ts to be Guarded Against
v ! My Rating
¢ “
I'. Annoying mannerisms . , . . . . .°
2. Familiarity . ¢ & o« v « o o o &v0 . ¥ K
3. Giving excuses . . e oo .
I Sy
4, Indifference . . . . « + + « .+ . )
5. Procrastination . . . . . .. . .. ’ Liability Rating:
6., Jealousy . . e e e e e e e e O-Never
7. Rudeness . . . ., . . . . . .+ . &jgccasional}y
¥ ) —_— -6#Frequently
8. Tgndency to«argue . . . . . . . . 8-Habjitually
9. Tendency to complain . . . . . . ) IO-Always.
10. Lack of self control . . . . . . :
. s Total
Liabilities _ -~
( ?
c o COMPUTATIONS. ..Total Assets
. - (carried forward)...
. > Total Liabilities- -«
: ) ~ (carried forward)... ,
Net Balance REREN ¥ .
> . ) ' -
[Y R "
DEFINITION OF TERMS FOR PERSONALITY BALANCE SHEET -
: . ( * ASSETS - S ‘
r ~L ‘ : *
1. Alertness--Being wide awake; keeping your.'eye ox thd®ball."” .
‘ 2. Cheerfulness--Hawgng a happy disposition.’ T
3. Cooperation--Working with others willingly. }
s
4. Cgurteéi-—Politeness.» \AF .
: 5. Depe&!ﬁ ility—-Reiiable;'trustvorthy.
. I . >
6. Enthusiasm--Showing a keen interest.’
. 7. Honesty--Open and above board. . .
- tf; 8.,Indusf}y-—Findiné jobs ito do without being. told. .
. 9. Initiative--Self-starting; working on your own. - .
10. Interest in others-;A liking for'peaple. _ . .
. 11. Intelligence--Ability to meet a new situation; comprehensior,
- 12 Loyalty--Faithfulness, o ‘ .~
< 13, %emory—-Ability\gb recall'quidkly, the power to remember . -
. 0
14, Orderliness--Keeping things ""ship-shape."” Y
15. Patience--Keeping cool; "Don't race your‘motor." ‘
’ . i Y o - ~
e T - C o : . L
P VAY |
¢ v N : - q,.‘ o

T
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. ACT-3
RN .. .

N 16. Personal Appearance--Well groomed. ) .

7. Poise--Ability to handle yourself correctly in a situation.

18. Sense of humor--Being able to see the funny side of a situ-
ation, v :

+

© 19, éince}ity——Being genuine; being what you appear to be.
20, Tact and Diplomacy--Saying and doing' the right doin¥g.

[
.

, . " - LIABILITIES - ,'

. 1. Annoying Mannerisms--Little things that annoy ;theis.

3

2. Familiarity--Overstepping social conventions.

-+
3. Giving Excuses--Passing the buck. o
e . uck. ,
4. Indifference-—-A lack of concern and interest:

5. Jealousy--Not willing to give the other person credit for
a job well done. :

3

¥
6. Procrastination--Je¥aying, holding out. -
‘; 7. Rudeness——Impoliteness, hurting the other person's feelinggs
8. Tendency to Argue--Always’ taking the opposite vieypoint.
9. Tendency to Complain--Fault finding.
10. Lack of seif control--Losing youfﬁpoise an finers. o T,
'S
2. Wext, the student could evaluate his or her sale traits by fill-
| ing out a check—list on different Customer - approaches. .
j (The manner of the approach should always be ‘sincere.) ~
! 3 P /
Place an "X" before the statements that you think are goed.
Place a "P" before those you think are poor.
Place a "Q" before those you think are questionable.
: 1. Are you looking for something? . : .
v 9 K - e .
2, Is %nyone helping you.l‘ o ,
. 3. Good Morning, Mrs. Jomes, may I help you? .
4; Are you being taken cage of:?
. 5, May I show you something’ 'T: .
. .6. May I ‘help you? ‘{ . . - PR .
] C s 7t750@ething for you? "%
8.-Anything in particular you want? '
.. 9. Now, dearie, what may I do for youiL ¢ . ¢
- 10. Are you mnext, 1ady7 “(Agge- you next, mister?) . R
. L] 5 ’
2 Course of Study in'Agricultural Occupations, Harold Binkley, . —
Department of Agricultural® Education, University of Kentucky. .

9

./y{’A

g .

L

N
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11. Do you wish attentioa?
12, Something in,the chemical line? . ¢
i3. What do you want?

’ - - .

4
14. One fifty? | ' e o |
15..Yes, Ma'am Or Yes, Sir? 3& ‘ ‘

16, Are you looking or do wish to buy something? _ |
17, Can I tempt you with anything today? ) 5 X ; 3
18. Good morning? ~ -

19. This is.a dandy value? .

LR

l L4

20. Is someone waiting on you?’

>

. 3. Another method of evaluatiné is by discussing in class

the five sales approach steps and how they a@ply to each

situation. -

- - ' ¢
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” ) 3
Name ., ) l
‘ Date
. Rating ’
. 5 o
. "SELF ANALYSIS OF PHYSICAL CHARACTERISTICS!

3
.

Frequently we offend others unknowinéf}.

The list below was com~

piled from the results of hundreds of answers to the question,

"What physical traits keep people from presenting a good appear-

ance and hence hurt their personalities’"
before each thing that applies to you.

e

U

Dirty fingerpailsQ

°  Dirty h* .

Beard -~

P

e

YelloWw or unclean teeéh
Visible blackheads

2

Pimples on face

s . Dirty Qeck ) ~

Dirty ‘ears

Greasy hair

>

° Dirty scalp *

. (/ -

Place a check mark
Unshined shoes -
Dirty, dusty shoes .
Body odor
Halitosis

q

Too few baths

v

Inappropriate clothes
Stoop shoulders :
Avkward position

Hair not combed

Greasy skin

Dandruff Broken shoestring

Hair too long Buttons missing

Ragged fingernails Clothes,fi&(}ngh

-poorly

v

Dirtyishirt ! ..

- 7 Soiled underclothes Dirty handkerchief
Dirty collar and cuffs -
Baggy trousers -
: Run-over heels T °
- ) A4 . d !
‘, & ¢ -
-~ i .

Number of checks

, If you checked fewer than five checks, you are neater and bétter
gr00med than the average college student. |,

If you checked between five and ten items, you are below average
in neatness and should do something about it.

If yoti checked more than fifteen, you ar€ in pretty bad shape.
Drastic action is necessary.

Each one is a”personality

« Look over the items that you Etecked.
Each defect can be eliminated.

defect in the eyes of other persons.

.

1 Course of Study in Agricultural Occupations, University of Ken~-
" tucky, Lexington, Kentucky.

- T f
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' “Personal Honesty is the important characteristic .
- of a successful salesperson. : o
; / ) o
- ® :
m ‘
e
E 3 )
L] :,,; °
P‘& o
. S g
People will depend\on you to be. honest with them
about your products afd their needs. - .
' <
— N ) & P‘
A good salesperson never viplg\tes this trust.}\ .
- - “ { ¢ '
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: . . .
v . 1. As a continuation of the interest approach shob ™-1.
- Discyss why remembering customers' names is important to
. s -a salesperson s successa (Use INFO-2) Ask sfudents to . *
L s ’ :} . /namedsome methods which w111 help them to remember people, s '
‘ / . Wt @ s - .‘
. PR . names. " R . ’
s . “ ‘ v - o
) ;, 2 Z. Using lﬁb— ,.explain how a salesperson utiTizes various |
LT %pannels to lotate potentlal customers. ° . .,
s o 3. Have studgntsjnaﬁe their'favorite salesperson or stqne, and
o dxplaimashy *it's thefy favorite. ‘Use TMvﬂvﬁf illudtrafe gh@ ®
. . . importande of _keeping tire cud!omer satisfie Rt
. L] - * . :n‘Q :‘{7’ T x
. ’ ' Tl N s T e
Ed ®, » + @ » Y S CYS
R . 300 @ o & . 2 -  AaE S F
[N L 'y ,‘ t RIS e &" L] ’ o
L - - s Y e v
. . ‘ 3,L~ . " '// L oF o Tt
L4 - - r‘ L4
) . 4 - {3 "~ o, ]
Q X 4 e ) ‘}\J ,‘.- [N - .
EMC P i L ") 4
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UNIT: SALES

PROBLEM IIT - As a salesperson, how would I identify
new customers and keep existing customers?

V*&-
- B

1. Why is it important that a salesperson sfmember customers'’
names and facés?

- M + -

?. What are some avenues that a salespe:son may use to identify
potential customers?

Study Questions: R

3. How dogs a salesperson get repeat Business?

L] . B
References and Materials: . . . -

1. Sales (IM-1, 3, 4)

2. Namés Mean Sales (INFO-2)
. \

- ,

3. Gathering Information About the Customer (ACT—S, INFO-2)

Interest Approach:

, P
/
Ask four strangers to *pay your class a visit, preferaBly these

- »

visitors should be agricultural ‘salespersons. Begin the class by introducing

the four visitors to the class memhers, g}ving their names and occup-
ations.. ?ollowiqg the introductions; as*?the class°members to -name
each visitor and give their occupatiqn. = .

N ¥

5 -
- 2

Learning Activities: ~

3 e °

~
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) -~ . o & - . -
4 . . - 1
‘ 4. Have students complete ACT-5. 'Discuss with the class . g
) their methods of .attaining the informition asked fo&}/ > S

ACT-5. (INFO-2) Ask students to determine which type(s)
‘of agricultural products the customers they selected would
be most.likely to putchase. Students should explain their

. answers. - ¢ - . . .
) N . . “) ¥ . , . X - [} I‘
., P 2
N . Conclusion: , . : . P \\L/// .
o N # N . , ’ .
. . . '3
’ Explain why remembefing customers' names‘is so important to.* : ]
&4 . PPN e
a successful salesperson. i K . ‘ s
" e . ’ | ® .
. Evaluation Criteria: ? v - N
s <. > °
’ As a result of the fnstruction, the student should possess the Z,c} s .
oL following abilifies: . o . . . ]
A . ¢
’ 1. List some spurces that salespeople may ‘ugse to idengify
, : , . * » . b
A potent#al customers. A 3 . . N
T . 2. Explain the impoftance of remembering customers' names and - o o
| ] - faces. ’ v T o o
s > 3 4’ > N
: s, - 3. Explain the importancemof 'a satisfied customer. P 1,
‘ - . ‘;r ' .4. -Explain the 1mpol:tance of gathering pel;tinent information s . L )
. . - concerning a @oteﬁtial customer. - s 7 : P . .
’ » . ." - - - ° ».
: . . - b .. » i q?‘
+ Optional LearningiActiyities:'» s © 4 LY . N e a
. v ” I > 7 5,
( ° 3 - G B ’ .’ . 8 -
! 1. Studeénts describe how thgy meet new ped 1e. . T ",
. 7 + 2
. o . “ J - . . %
’ ¢ . 2. Students in groups of two to four'attend specific commqnity &y %,
A 3\ o meetings for the purpose of compiling a*list of prospecti%s- - , o
” AR STE ' customers for a fagm’shpply center. Assume the Yolé% of, o ’
‘ ) . .t *Usalespersong, discovering*the pptentia]l customers withgut . .
} . -0 R diyuiging the purpose. "£ath student reports the experience ° . S
o ¢ . ‘?‘i'{ “Jﬁ, ,ﬁnd Presenrs.a list cof prospects%*nging,@ertinent data i »’ »
‘ Vs e 3’;.~"°= L “about each. iy s . o . A AN .
e e - N <3 of ’ B ‘ - & - J,
. N R 3. Studénts examine newspapers serving the community ~and-1ist . - % .
\v~ o o, R 'prospe@tive customérs for the farm supply center which cam be
P Y, * gleaned' from them, Write plans for contacting these prospects, '
) b e e T : explaining the method of’ making the contacts aand presenting
oot the matétial to be uged. For example, if letters or telephoqes '
o, ., are used, include a plan of what is to be said. \
4 - ..
L3 . ' ~
o . 4. Take a field frip to observe people-working who heve'to meet
* . customers as part of their job. N
. . . "
' Ly » ' -
@ v .
| * % ;,
o . ' ‘" \/g I * v ] l
- EMC . - " VAV ‘ . v -

N
[4 - . ’ e
Full Tt Provided by ERIC. IS . < .
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NS5, -?ole play /meeting the customer”.

6. Invite a successful salesperson to speak to the class on the
N : importance of selling, characterlsticsrof a salesperson, and
locating and approaching customers. -

-
e
-~
\
h}
'
. ’ R
-
-
; -
L4 ' s
-
.
a ~
v
»
'
.
- 1]
] > ~
) ' '
I3
. \
.
. .
9
. [ .
~ /
e N
7 .
»
- P ;
! - - LS

ERIC | -

Aruitoxt provided by Eic:
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o NAMES MEAN SALES
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A. Names Mean Sales Co. ®
~ '] < 4

-,

It is a fact that people like to hear their names. Misproqouncing
2’;Z§%on s name is forgivable, but addressing customers by the wrong
. ‘name can offend them. How tan a salesperson expect to sell a customer
s " anything after offending him or.her by calling them by the wrong name?

-,
When you call a customer by name, you say to them, "You are important".

<

~

° J £
’ B.  Gathering Information About the Customer °* .

'A successful salesperson gathers as much personal information
about a po%ential customer s possible and places it on a file sheet.
cE The information helps the salesperson to evaluate the customer's needs
and develop a sales strategy. ' .

1

. . P
" Some items that may bg included on such a file sheet are:
. Name and address
. Age

« Education . S

1
2
3
4, Civice organization mem rship
5. Best time to be contacted

6. Personal characte;isti ' . .
7. Need for what gi being sold or service rendered

8.. Purchaéing habits .

. 9. .Family habiss

"10. Religious activities -
11, Interests L )
» ‘
. - —
- . .

Reference: Salesmanship in Agricultural Occupations, Department of
‘ ' - Agricultural Education, Iowa State University, Ames, Iowa.

/

'“\

a0 '
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SPERSON MAY USE THE FOLLOWING

CHAN LS TO IDENTIFY POTENTIAL CUSTOMERS
< 7

~ / ‘
o , N o
A. Local newspaper N
B. Credit bureaus
C. Former dustomer's recommendatlon
D. Directories |
E. Other salespersons . ‘
F. Personal customer mformatlon f|Ie
G. Customer observation and o
common sense , P |
® S,
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@ A FUNDAMENTAL RULE OF GOOD SELLING
IS TO KEEP THE CUSTOMER HAPPY. -
-
/
\
’
o

'3 ~

® SATISFIED CUSTOMERS TELL OTHERS

<

lfu'; " ) N
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_Situation . -

"You are a .salesperson gathering information on a potential
- ”~ . .

»

customer. - ‘

Y
AN

Procedure - . a

«

: ) ‘ %
1. Select_a person in the community to serve as your customer.
* \

2. Gather the following‘information‘about the persgn yoh selected.

a,.

b.

3. Bring information to class.

Né%e ) [ 3 >
- , Z P
'Addrgig ) :

. Age :

Education

I ¥
.Civic Organization Membership )
: S : g 7

A \

-

Best time to be contacted

Select an item or service yQﬁ feel this Person would purchase
L)

.

) . . !

P N >
r g N ~ >

Family Facts .

.

Interest .

. .

3 U ‘. .
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UNIT: SALES
PROBLEM IV - Te be an effective salpsperson, what
- knowledge of .people should I possess?

Study Questions: . .

'l. What motivates people to make purchases?

\ N - . )
2. How does a salespérson handle customer objections?

3. What are the implications of the customer's buying motives
and potential objettions for a salesperson planning a sales:
presentation° v v

-*

References and Materials:

1. Salesmanship (TM-1, 2, 3)

© - . .
B .

Interest Approach: Brtng n expensive tool orf} strument (such as a ‘
tachometer) to class and ask’ the students”whdch one of them would
like to purchase_thé item (tell them what the item.cost). Chances
are that none of them'will be willlngﬁto pay $_____ for a tachometer,
but to a mechanic that item is’an 1ndisgensab1e tool. Need is the
underlying reason for most agricul éral purchases. (Say to the
students) need is the underlying rgeason for most.agrlcultural
purchasee. You aop't need a tachgmeter, so you aren't willing to

purchase it. The same principleq olds true for th@[farmer; he or she

widl purchase only the tools, eqjlpment, machinery and chemicals

éhat he or she %eels are needed

I

. =~
’

Learning Activities: L

s
.
.

1. [To demonstrate 'the motivating effect a sales presentation can
have an a customer, instruct the students to {electx an item
from the shop and prepare’a’brief sales presentation high-
lighting the selling points of the item” “Instruct students to
keep in mind.the podnts highlighted in TM-1. -

, ’ * .. .

’* .
o .,

‘/
<
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. | ) Co
‘ 2. Have students role play. Select,three di_ffzrent types or . 1
‘brands of any item. For ‘example, give‘ students® thiee )
different brands of circular saws. Have students determine
which circular saw would be most appealing to a carpenter. -
Students should base their selection on the item, selling
. points, advantages and disadvantages, and use of the item.

-~ ! . Enforce the importance of knowing the facts about a. product
with T™M-2¢ -

"3. Have each student outline a sales ppesentation. Select a piece
) of farm equipment._.Instruct each student to prepare a brief
Air . . presentation for the piece of equipment. Have class members -
: - present their presentations while other clags members point
s > out possible objec¢tions. The salesperson ;;Zuld be ready to
’ handle all customer objections. (Use TM-3Y.

Conclusion:

. Explain what motivates a customer to buy.

Evaluation: As a result of thik 1esson,~students should be able to: t
N 1. List the reasons for customer objections.

n\/ !
2. Explain why a salesperson should know the facts about a
product. o

. . , .
. ’ * ‘

3. Explain how can a salesperson appeal to customer interest.

..... ettt i e Optional Learning Activities:

%,

-

l. Invite a successful fardér togdiscuss his relatfonship with
a salesperson to the class.

o

.o ] 2. .Students select a productznﬂ’farm situation and write need

development questions. .
P
3. Select a list of items commonly sold in a farm supply center
, in a locality. Indicate for each item the motive which would

dominate fn causing a customer to purchase the itém.

4, Visit a local store. Without interfering, try to identify
and record the motives that prompted customers to buy.

Prepare a demonstration to show hOW/tO appeal to a customer
who would be motivated by the "ease/and convenience" motive,
the '"safety" motive, or the "profit" motive.
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-

‘ T 6. Students .1ist a reply to the following objections com-
N cerning a product:

The price is too high.

a.
b. This color will not go with what I have.

‘ c. Are you sure this will work? .
; .
“d. Is this one as good as that one?
. e.. Doesn't this come'in a smaller can?
f. What will happen if this stops running?
]
] s
\ - { - \
4
» 7’
. v ' A .
hd <
¢ . »
1/ . «
=
.( !
/
'
— . .
S

4

# -

‘
e
R
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v

A salesperson appeals to customers
by shouim how a product
contnbytes to:

- NEEDS
WANTS
DESIRES

INTEREST

~ A salesperson demonstrates
what can be gained ’

by pwchasmg the product

-
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k4
/

A SALESPERSON SHQéiD KNOW THE FACTS ABOUT A PRODUCT TO;

/- GAIN SELF-CONFIDENCE
" - DETERMINE SELLING POINTS
J - ANSWER CUSTOMER'S QUESTIONS _
/ - PREPARE SALES PRESENTATION
’{g : ‘ . &
f ' \ o
Fooe T
A SALESPERSON WHO KNOS ALL THE FACTS ABOUT THE PRODUCT IS
"~ BEST EQUIPPED TO HANDLE CUSTOMER OBUECTIONS,

S




_—

. e, o - L
_SfHV e . | ) s
ALL REAspNs FOR SALES OBJECTIONSFALL INTO THE FOUR “Nos"
NO NEED~ | f |
oo - ,i
o MoNey
~. NO HURRY .*" : -
T . . /
BEFORE ANSWERING AN OBJECTION:
) o LISTEN CAREFULLY
B . ACT INTERESTED
CDON'T ARGUE
; | ODOVTHURRY T MSHER
DON'T BELITTLE IT
o - :
s .
LA ‘ ’
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UNIT: SALES, e
‘ PROBLEM VI - What store skills wi§l I need to become an employee

in an agricultural suppiy business?

Study Questions:

-

v 1. What are some common terms used in retail store selling?

v I3 ’
’ © 2. What are some skills commonly needed to be a behind-the-
I counter salesperson7 N
, N 3. . )
4, . :
\ “ 8 o ~ \./
- - 5 - Rt S ) b~
6.
. ' Q
L ; References and Materials:
. ‘ .
1. Sales VI, ACT-1, AcT-2, ACT-3. -
_ 2. ) - ‘ .
. N . 2 < ~ > ~

Interest Approach: Select a popular neighborhood grocery store and ask >

. . . the students if they know where to locate an uncommon item such -
as a box of baking soda. Chances are most of them won't. know where
R ;/ - the item is located but as a Store salesperson it would be’ their

. : ;ng to know where all the products are located.

- v .

—

Learning Activities:

1. To help make learning common store terminology fun,,use ACT-1.

~ 2. Have students wrlte a report on "What I Most Dislike in Sales .
" ..Clerks". Have students present these papers aloud and invite

> "discussion. Direct discussion towards ways to improve behind-

the-counter selling Skllls (ACT-2 ) , ~

p, . 3. The following abilities are cOmonly needed by a behind-the-
N—— counter salesperson: 1) ability to make change and count it !
back to the customer, 2) ability to compute the 1l of a
customer's purchase,’3) ability to compute the c3§§2ct‘amount
local, state and federal taxes that must be applieg to a customer's

. "“\\ purchase, and 4) the ability to weigh and/or measure quantities

. . »
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of produce. These skills will be improved once a sales- !

person is actually on the job but to introduce these

abilities and to demongtrate what knowledge is required

to master these abilities, use ACT-3.

. t ..
Conclusjon: List four skills required of a behind-the-counter sales- .
e

person. '

Evaluatiogz As a result of this lesson, students shoula be able to:
1. Define the sales terms listed in ACT-l.
2.. éx§1a1n~the duties of a behind-the-counter salgsperson.
‘_( 3. Make change.

4. Determine the cost of goods sold in quantities such as pounds,
inches, feet, ton, etc. and do $imple metric conversions. .

5. Properly greet and offer customers assistance.
<

Optional Learning Activities:

v P
1. Role play retail selling. Have student$ count change, wrap
purchases and other activities associated with counter selling.

" —
° e

2. Have students greet and assist customers in assessing their
needs.

3. Have 'students practice on a caslnreglster.

- . ' N
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. ) MIXIle AND MATCHING RETAIL STORE TERMS
Objectives ' ’

° »

1. To define the following common ﬁetail store terms! sale,
selling retail, merchandising, staple goods, foward stock,
R g ‘ open stock, special purchase, close-out, distress merchandise,
loss leader, one-price policy, fair-trade policy, price
line, commission, inventory, quofa, stock room, price tay,

. lock tag, credits, dredit check (telephone), call system, .
tally, house organ, shopper, 'General" demonstratot and s
accommodation desk. b .

2. To demonstrate to youth. the importance of learning common store
. 4 terminology. ' )

A

—Materials

Index cards which have a store term or definition on them (one -
definitiop card for each term card).

.

Procedure oL . ) .

1. Opening Comment - Don't be misinformed, know your store termi- .

‘ - nology.

‘ 2. Pass out a card to each member.
’ SR PR 3. Instruct each person holding a term carg to call out that term
: ‘ {for example, "Quota"). ‘
» [d
. 4. The person holding a’definition card that seems to describe
. . . the term reads it aloud or acts out the definition or -term.




ACT-2
SA-VI
- 101 -

WHAT I MOST DISLIKE IN SALES CLERKS !

You have been a consumer of goods and products since the day
you were born. Your assignment is to write a short paper listing
the characteristics you dislike most in sales clerks, be prepared
to present your paper orally.

[4 - . a

~ N

112

’
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5 A3

jective

To demvnstrate to youth four of the basic abilities needed by
a behind-the-counter sa{gsperson; 1) ability to compute the
total of .a @ustomex}s_purchase,)Z) ability to make change and
count it back to the customer, 3) ability to compute the correct
amount of "local, state -and federal taxes that must be applied
to a customer's purchase, and 4) the ability to weight ang/or

- $reasure quaﬂ-s}'ties of produce.

3

. v

. Materials . ,
s
. A copy .of Store Skills for each student.
3 Procedure

-+

1. Pass out a copy of Store Skills to each student.

“
'

2. Instruct each student to rq?d the directions and ask questions
— if they don't understdnd any items. After the students have
completed the activity, discuss the skills with them
‘ . especially the ones they had problems with.




_SA-VI,

STORE SKILLS , -
. & [

Explanation , s -

N

. . ]
To be a behind-the-counter salesperson, there are many skills -
that one must master. The following activities are designed to - ’

103 . o 1

improve' four of the common store skills, . o

Directtu?(.;;(/ y T

S

Please comple;:\ﬁhe following activities.

Section I

Sblve the foilowing problems: 3 .
» \\5 \>- =

1. Tom went to the store to purchase some apples. The apples were
marked at 54¢ per 1b. Tom has $1.08 to spend. What would be the !
average weight of each apple if five cost $1.08.

1 L4

[}

2. Farmer Joe wanted to buy 2.5 toms of hog rations. If the feed was
sold in hundred 1b. sacks, how many sacks would farmer Joe have?
If the 2.5 tons cost $519.00, how much did each sack cost?

.
N L

3."1f a custémer came into a store and purchased 50 bags of fertilizer
at $7.50 per sack plus‘50-1bs. of fence staples for $26.07 plus a
salt block for $9.33 and 2Q fence posts for $3.18 each, how much
change would he get back from $500.00?
&

-
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. 4. Mary went to the flower shop té purchase some rose plants. The
* balance on her charge account at the flower shop was $22.13 before
. . o she made her purchase. She bought 4 rose plants at $1.89 each.
- Mary handed the store clerk $5.00 and asked he to put the rest on
C oy her account. How much was the new account balance? .

Y

. . .
i -
g -
. 4 ‘

'+ 5. How much is the sales tax in your town on A)‘$1'00‘ BY$7757
C) $ 50 D) $.25, and E) $.15?

P
.
. /
. .
.
) .

o . 1

6. John went to the seed store to purchase 5 sacks of corn seed. He
read an ad in the papér which said the seed cost $28.90 per hundred ~
1b. sack, so wept to the seed store with $145.00 but found that when :
the clerk added the sales tax he didn't have enough money. How much
additional money did John need to cover the tax? (Make your

‘ computation based on local sales tax rates.)
’ RN
L.
/
- he

7. If a customer came to afstore to purchase $20.00 worth of 6 penny
. nails, how many pounds would he get if the nails cost 40¢/1b?

' 8. 1If a customer went to a store to purchase 50 ft. of rope which costs
) $.43/ft., how much change would he get back,irom $25.00 if the sales
tax was .06 per dollar?
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D]

. .9. 'f'he official unit of measurement in the United States is the metric -

system. Do you know the following? |

[}

A. 1 in. M :

’B. 1 1b. = ' grams

C. Are the meter and the’yard equal unites of ‘measurement?

*:{; ) . Yes No .
},,
. . 10. A) $12.50 ° B) $ .69 cy $7,621.00
oo .o < 11.10 - .93 3,421.09
% 12.36 .42
RS + 14,12 + 7.03

E) 1,110 in. = ‘ft. F) 192 oz. =

D)

* ACT-3

-

$8.79
X8

1b.




6.4 oz,

N

A) 50  B) $10.38° -

-

~

$26.00
$24.69 ' ’

Tax.rates may vary from city to city so check your local tax .
rates, . . “

N

Make computation based on local tax rates.

50 1b.

$2.21

A) B) ) Mo

A) $61.96 B) $9.07 D) $70.32

v

E)  92.5 ft. F) 12 1b.
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- / A \ d
. . UNIT: SALES SN Ay -
. . A
. L0 . PROBLEM VIT - What steps should T follow when planping
. . « ' » a salds strategy? e
, —‘ ) ? . . . .
Study Questions: . ’ ® .
. . . . s > Q
1. What are some important items to consider when orgafizing
. “ the sales effort?
. . . s
£ 2. How does a salesperson determine the ‘number of clients to
\ visit during the week? , ‘ ‘
[ , . . R - .

3 What items are included im the sales record. ‘.

_.%. 'z‘\
s /;_ . .
, y -
5. . L ‘
, .
6 o
Y ‘9
- References and Materials: , -,
- [0 3 R
1. &
4 . (4
N . i N
. 2 . ,
> ™~ - T
¢ -
3 *a
. T e T Co
“. .Conclusion: Explain why, is it important for a salesperson to plan

llii selling effort well in advance of -contacting his first
1y

“ customer. A
\‘ Y

Evaluation Criteria: As a result of the instruction,’ thé students

possess the following abilities:
¢ . 3.

i 1. Lay out a weckly schedule of activities for "a salesperson
’ A under a given situation. ® - .

R
~ ~

-

2. Keep the necessary records.
3. Review the salesperson's selling efforts. \'{

4. Set sales goals,

-

5. Analyze sales competition considering the salesperson's
attitudes toward, knowledge of competitors, what is said
to the customers about the competitors, and product .

_ . . ' comparison. - . N \
4 . ~

"ERIC
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. UNIT: BUSINESS RECORDS AND PROCEDURES (BP) l
. 1
. |
N r
Problem Areas Included:
' . \
) BP-~1L. What basic mathematical problem solving abilities are needed
in the agricultural’supplies and services area? ) . \
- X ’ . )
= BP-11. How do T make change? " ‘. * ’

BP-III. Why is a correct sales ticket needed by a business?
BP-1V, How do 1 app1§ discounts and sales tax to sales?

BP~V. How are cash registers used in transactions and in checking
daily cash balance?

BP-Vi, liow are checks and charge cards handled? ~

BP-VII, How are computers, calculators and other business machines
utilized by an agricultural business?

—
BP-VIII. How do businesses determing the price for merchdndise to be
. sold? °
- References used in this unit: .

i

1. Business Procedures in Agricultural Occupations. 1967. "Workshop
yn_ Agricultural FEducation, Iawa State University, Ames, Towa 50011.
. .
. 2. Iowa Sales and Use Tax Information Booklet. JuIy, 1980. 1Iowa
Department of Revenue, Hoover State Office Building, Des Moines, -
lowa 50319. . -

A ’ 3. Teaching Source Units for Cooperative Occupational Education Related
Clgss, Department of Vocational and Technical Education, University
of Tllinois, July, 1974. ) ) '

4\ Teacher's CGuide for Agricultural Suppliés, Agricultural Education
Service, State Department gf Education, Ohio State University, 1968.
4 .
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" UNIT:=BUSTNESS RECORDS AND PROCEDURES .
PROBLEM I - What basic math skills are needed

by a successful employee?

Study Questions:

/\ .
What is the importance of mathematics to agricultural
supply and service occupations?

Why is the ability to do mental math important?

6.

References_and Materials:

1. Teacher's Guide for Agricultural Supplies, Agricultural
Education Serv1ce, ‘State Department of Education, and—
. Department of Agricultural Education, OhIo State Unlver— .
' sity, 1968.
2. BP-I*ACT-1, BP I-INFO-2; Ag Supply and Service Problems Y
Pretest, Key. ..
3. BP-I-INFO-3, King/Queen of Marh Mountain
Learning Activities: . <
LY , N »
1. Intréﬂuce the problem area msing BP-I-ACT-1. This is a
pretest showing how every agri-business uses mathematics -
: inh normal.operations. After students have completed pretest,
go over it as a group pointing out the different types of
¢ businesses and how to solve the problems. -
- .
-
2. Discuss the importance of doing simple arithmetic quickly v
AN and accurately. Use BP-I~INFO-3 to give students practice
in mental math. ; . —
. , v
3. 5
4, ’
V.4
Conclu;}on: Have students list the math skills needed by employees
) in agri-businesses and describe why they are important, é X
Y ~ :
. N~ f i
“




v ) ] .
Evaluation:  As a result of this lesson, students shotuld be able to:

' ~ .

—

1. Define the importance®of math skills in the agri-business.

Optional Learning Activities:

Explaip why the ability to do mentél:math is important.
Solve basic math probiems_encountered in agrirbusinesées.

1.

2, Math Review, BP-I-ACT-6; Key, BP-I-INFO-7.

Basi¢ Math Pretest, BP-I-ACT-~4; Key, BP~I-INFO-5. This
could be used to determine how much practice the students
need in basic arithmetic' _

|

. |

. C |
B R }

i

1

P4 ]

-
[}

~
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BP-1 | N .o ACT-I

. = . < -
.o Ag Supply and Service Problems Pretest

.

1.. A, seed mixture per acre is: 8# alfalfa (60f per-bu.)
- 3# red clover (60i#:per bu.)
2{f timothy (45# per-bu.)

. be

- How- many bushels of each of. these will be needed to sow 30

. ‘ acres? . € ) R
. Bu. alfalfa -
, .
2
" : Bu. red clover

‘Bu. timothy
_ v N -

] "A farmer has oats to sell and needs to buy shelled corn. He

sells a truckload of oats (4800#) (32# per bu.) at $1.30 per\‘

M bu. How many bushels (56#) of shelled corn can he buy with
this money when the shelled corn is selling at $3.25 per
bushel?

-~ -

. bushels shelled corn’

—_—

#
3. There are 43,560 square feet In ah acre. What fraction’ of an

;s acre is a patch that is 43-1/2 feet wide and 100 feet long?

.
-

- g : . - “«
e . ) acre 4
-

4. Some weed killers.might be mixed to kill both broadleaves and
grasses in the same field. At the rate of 1/2 pint/acre for

one chemical and 2 pounds per acre of the second, how many -

gallons of“the one and pounds of ﬁpe other would be required
. for a 48 acre field? .

9

. - gallons

pounds
] Q N

J . 5.r How many cublc yards of cqncrete will need to be ordered for
C concreting a shed floot that is 4Q. fee; long and 30 fe‘% wide
and 4" thick7.

e

cubic yards

o~ 6. How many 20 rod rolls of fence will be required to fence ‘this

. field?
%

i

: . 20 L . rolls
) rods '

s - 80 rods

I .

LI 4

SOURCE: Teacher's/Gﬁide for Agricultural Supplies, Agriculturalr
Educatidﬁ Service, State Department of Education, and

v

4. , Department of Agricultural Education, Ohio State' Univer->

q%ity, 1968
L '; ‘ ' ’ L=
, I e B
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212 INFO-2
: - Gy
KEY for Ag Supply. and Service Problems Preftest o
8# alfalfa/acre x 30 acres = 240 lbs, alfalfa - 60 1bs,/bu, = T

4 bushels.

’

3# red clover/acre x 30 acres = 90 lbs. red clover - 60 lbs./ﬁu. =
1 1/2 bushels, ¢ -

2# timothy/acre x 30 acres = 60 1bs. timothy < 45 1lbs./bu. =
1 1/3 bushels, ‘

B
4800# oats sold = 32#/bu) = 150 bu. sold

$1.30/bu,

$195 received for oats sold

LY

$195 = $}.25/bu. corn = 60 bushels of corn may be bought.

43.,5" x 100' = 4,350 sq. ft.-% 43,560 is approximately 1/10 of an
acre, 4

1/2 pint/acre x 48 acres = 24 pints -~ 8 pints/gallon = 3 gallons
—_— “
2 1bs./acre x 48 acres = 96 lbs.

40" x 30" x 1/3' = 400 cubic feet = 27 cu., ft./yd. = 14.8 cubic yards

> -

(2 x Zb'rods) +‘(2 x 80 rods) = 200 rod perimeter =- 20 rods/roll
of fencing = 10 rolls of fencing

2;'\. -'

14)/\
A~/
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INFO-3
King/Queen of Math Mountain
1. Have 4 stu¢ents go to blackboard (or whatever number space .
allows). ‘.}
2. Have them start facing the blackbpard. ~

3. Read an arithmetic problem.

4., First student to write down answer legibly, put chalk down, and
turn around is the winner. In case of ties, winner is the one’
who wrote down the tifst amount of the problem.

. \

5. Have other 3 studentM sit down and 3 new students rep}gﬁe them.

6. Give new problem. . 2 ;

7. Continue for specifiéd amount of time. -

/ . .
8. Winneg is student wholyins the most challenges. (You may want
to put a limit on the number of consecutive wins to give all
students a chance to participate.) .

s

Variation ~DIvide class into four teams and award team points.
4 pointd for first
3 points for second
2 points for third
1 point for fourth -
0 points if not completed - ¢

L 4

> —_

Give an FFA pencil, pen, bumperstickery etc, as a prize to winning
individual or team members, .

AN . @

P




1. Add the following columns of numb

a) 11 b) 17 c) 13 d) 101 ‘e) 212 £) 374
9 14 28 - 27 22 1,008
7 . 3 39 132 109 497
14 2 47 188 315 802
15 15 32 12 - 99 1,954
20 11 25 58 117 - 7
12 27 13 97 52 1,452

2. Subtract: ¢

a) 192 b) 211 ) 544 d) 10.03 £) 403.88
88 47 387 7.58 10.79

3. Multiply::

a) 8.99 b) 7.75 c) 3,389 d) 1,504 e) 1,765
56 .5 26 1,87 349

ﬁ
4. Divide:

a) 10,742 + 8 =
b) 231 ~ 11 =
288 = 1.2 =

’

11,853 ~ 9 =

22,175 = 2,5 =




. fj At
'.’x (2] ) '
BP-1 1i5 . : ACT-4
+5, \Percentages: v
a) What is 85% of 1927 :
. _— ’
b) What is 77% of 2577 P
y
© * ‘ .
c) What is 3% of $88,00? - ¢

AN

d) What percentage is 50 of 957 . , !

6. Fractions:

a) 1/2+1/4+ 1/8 =

b) 1/7 x 2/3 =
c) 7=1/2 =
~ / ¢
d) 3/4=2/3= .
- ~
e) 15/16 - 5/8 =
’ ; )
. - ' 3
¥ )
?
. - ’
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. i , . /
‘ KEY for Basic Math Pretest

1. a) 98 2. a) 104 /
b) 89 b) 164
c) 197 ) c) 157
d) 615 . d) 2.45 &
e) 926 e) 85.76
£) 6,094 ) £) 393,09
3. a) 503.44 4. a) 1,342.75
b) 3.875 b) 21
c) 88,114 . . ) 240 (::j\'
d) 2,812.48 d) 1,317
e) 615,985 e) 8,870
‘ . 5. a) 163.2 6. a) 7/8 or .875
b) 197.85 ' b) 2/21 or .095
¢ $2.64 ¢) 14 -
7&;/\§@.63% d) 9/8 or 1.125
e) 190% e) "5/16 or .3125
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2.
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* e,
®
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' ACT-6

Math Review

If cattle are .$90.00 pér

cwt. this means £hey are
per 1b. l -

-

List the cents per 1lt, for the following cwt. prices:

a) $ 68.50 per cwt, = per 1b.
b) 27ﬂ93 pef'cwt. = . per 1lb. )
c)  102.50 per cwt., = ) per 1b.
. .

d) 77.77 per cwt., = per 1b. Lt
e) 110.00\per cwt. = per 1b. )
Note: cwt, = 100 1bs. 4
Interest is figured at, a cértain % for a period of one year.
Example: you borrow $900.00 at 10% for one year the interest -
would be $90.00 (900 x .10 = $90.00).
Do the following problems: ’
a) $ 767.00 x'M% interest = § interest per year.
b) 623.00 x 9% interest- = § interest}per year. °
c) 1,063.00 x 10% interest = 5 interest per year.
d) 987.44 x 11.5% interesE =:§ interest per year.
e) 880.00 x 11.5% interest = § . interest per year.
To fingtthe-dollars of intwrest for 5 portion of a year, one way
is to flnd the annual interpst, divide this by 365 (the days in .
a yedr) and multiply this a swer ‘by the days you have the money
borrowed. You need to carry the answers out to at least 4 decimal
points except in the final answer. %Ef
Example: You borrow $767.00 for 283 days at 11% interest.

" $767.00 x 11% = $84.3700 annual interest 2

$84.37 + 365 = $,2311 interest per day
$.2311 x 283 = $65:;40 interest for 283 days '~

-

a) § 988.00 @ 11% for 266 days

b) $1,125.00 @ 13% for 27 days
c) $ 763.50 @ 10% for 290 days
d) $1,500.00 @ 9% for 450 days —
e) $7,000.00 @ 12.5% for 410 days
» N
.1‘)M
A




BP-T 118 © ACT-6 “

® . ~—

» Y
— N
. . 4. When you know the selling weight and the total dollars received,
: you find the price per 1b. by dividing the dollars received by
selling weight, . '

0 Example: Yoi received $800.00 for a 1,100 1b. steer.
' $800.00 <+ 1,100 = $.7272 per 1b: or $72.72 per cwt.

List the price per 1lb. and per cwt for the following transactions:

d) $864.00 for 1080# steer = § per 1b. or
per cwt. '
‘ b) $764.30 for 990# heifer = § per 1lb. or
‘ per cwt. N~ , ’
c) $969.00 for 1,200# steer = -§ per 1b. or
per cwt,
d) $863.90 for 1,130# steer = § per 1b. or
per ciwt. 3
5o . e) $925.00 for L,000# steer = §$ per 1b. or

B per cwt. . ‘
_—

SOURCE:" Rudy Engstrom, Vo-Ag Instructor, Lake City, Iowa

.1‘)'x
- ~U
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-~

KEY for Math Review
A/D ' :

1. 90¢
a)
b)
c)
d)
e)

2. a)
b)
c)
d)
e) .

3. a)
b)
c)
d)
e)

4, a)
b)
c)
d)
e)

68.5¢
27.93¢
$1.025
77.77¢
$1.10

$84.37
$56.07
$106.30
$113.56
$101.20

$79.20
$9.62
$60.66
$166.44
$982.88

.80, 80.00

7725 77.20
.8075, 80,75
L7645, 76.45
.925, 92.50

1

~

vl
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UNIT: BUSINESS RECORDS AND PROCEDURES
Problem II - How do I make change? . ‘ .

3

Study Questions:(

'S
1. Why is it important that the customer receive correct

change? -

2. What'is the procedure uséd for'making.change?

° —

> ' A
4. "
T s ’ y f

References and Instructional Materials‘

1. BP- II-ACT—l money grossword puzzle
2. BP-II-TM-2, Steps in Making Change

3. "BP-1I-INFO-3, How to Make Change }

4. BP-Ti-ACT=4, BPLII-INFO-5;.Making Change, Key

5. BP-II-TM-6, Do's and Bon'ts of Making Change

Interest Approach: Use BP-II-A I:i to get students thinking about

money. Lead inte. a disc

change.

> °

Learning Activities: . » "o

R —~2

1, Use BP-II-TM-2 and BP-II-INFO<3 to lead a discussion on the

procedure for makingvghange. . LI
2. Have Ptudents practice making change with real money in
front of#the class. Have the rest of the students watch
» for mistakes. You may want to use a tape_recorder or

videotape to show ‘the studéﬁf*“ﬁow they "did.

o °

3. Use BP-II-ACT—4 to give students further practice in making

changec " A

-

Cenclusion: Use BP-II-TM-6 to summarize the importént points in
- a

making change. Reinforce the necessity of giving the customer *

the correct change. - ‘ :

*

~

*.
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® o inout v
Dt Evaluation: As a result of this lesson, students s.l}ould be able to: Q
] : ..
1. Explain the importance of giving the correct, change. i
2. List the steps in making -change. )
- 3..Give the correct change for a given situation. o ) z .
. N .
. ; .
I Optional Learning Activities: . »" < a -
\ ‘1. Have a teller from a bank come in and give a‘demonstr_atioﬁ
: on making change. »
; : ~ .
s *i
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ACROSS
1. On back of current penny
54 Motto on coins that means
one composed of many
9. 6 down's first name
10. On back of pennies made
before 1957
13, lelor of money
16, Person on $20 bill
» 17. Person on $10 bill
19. Person on dime .
23, Motto on most money

.

w

(S

-
z
o4
2>
Z
<

DOWN

2. What this puzzle is about /

3. Person on $1 bill
4, Profile is on half dollar -
6. His picture is on the $50 bill
7. Fake money
8. 4 down's:middle name
11. Person on $2 bill and nickel
12, Person on $100 bill
14. Fake money )

15: Woman on dollar coin ~

17. First name of person on $5 bill
18. Shape of coins

20. Last name of person on $5 bill
21. On back of quarter

22, Where money is made
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ACROSS ) DOWN °
1. On back of curréh? penny 2. What this puzzle is about |
5. Mgtto on coins that means , 3. Person on $1 bill
: ogé\@omposed of many 4, Profile is ori half dollar
~ 9. 6 down's first name 6. His picture is on the $50 bill
10. On back of pennies made - 7. Fake money
before 1957 * 8. 4 down's middle name
13, Color of money 11. Person on $2 bill and nickel
16. Person on $20 bill 12. Person on $100 bill
17. Person on $10 bill 14. Fake money
19, Person on dime 15. Woman on dollar coin ’
23, Motto on mdst money 17. First name of person on $5 bill
P 18. Shape of coins
: . 20. Last name of person on $5 bill
: . . 21. On back pf quarter
. ) 22. Where money is made
‘ . .
- .
" 13
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@ STEPS IN MAKING-CHANGE

/E | 1. Inform customer qf amoun} of total sa'ler

2. Lay money received on cash register.
3. Calculate the amount of change.

. =
4. Get change from drawer - use as few

bills and coins as pos’sib,le'.~
° . o
5. Count. the change back to the customer.

-

6. Thank thej customér“ for their business.
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L BPLIT 125 ’ INFO-3
HOW TO MAKE CHANGE TN
5 /o o
CLERK: | The total is five dollars and thirty-two cents,
P s , 8
CUSTOMER: Herg, (hands clerk a $5 bill, ‘and a $1 bill).
l‘% 1 ¢ \
CLERK: $5.32 from $6.00.- Here's your change. $5,32 (hands
. . . N . \ - .
penny) $5.,33, (hands penny) $5.34, (ha y) $5.35,
(hands nickel). $5.40, (hands dime) $5 50, (hands quarter)
$5.75, (hands quartar) and $6.00,
CUSTDMER: Thank you very much, ( '
CLERK: Thank you, please call again!
' - I
>
~ ~ %\'
/ ” ’ '
M
ool C,
- > ‘ w .
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‘ MAKING CHANGE ’
- For each of the following situations determine how much change

the customer should receive. Alép detefmfﬁérthg number of pennies, -

. nickels, dimes,»quarters,-ahes, fives and tens that would be given.

1. The sale is for $1.83. The customer gives you 2-$1 bills.

& L.
2. The sale is for#42.48. The customer gives you a $10 bill,
w/ » K
. « 73, The sale is for $9.20. The customer gives you 2-$5 bills and
2 dimes, \\\<\M ;?
t
. " 4, The sale is for $20.15. The customer gives you 2-$20 bills.

'

. !
5. The sale is for $7.28. The customer gives you a $10 biN and
3 pennies. :
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\

KEY - MAKING CHANGE

1. 17 cents in change - 2 pennies

S - ﬂ_i‘_ni—cke‘l"—" e e e s

1 dime

2. $7.52 is the change - 2 pennies
2 quarters
2-$1 bills
1-$5 bill

3. $1.00 is- the change - 1-$1 bill

4. $19.85 is the change - 1 dime
3 quarters
4-$1 bills
1-$5 bill
1-$10 bill

5. $2.75 1s the change - 3 quarters
: 2-31 bills

-

s
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DO’S AND DON’TS OF MAKING CHANGE

‘ e

DO

Be courtedus

Lay money from Cusiomen. on.cash register
Count back change one piece at a time

| U§e as few coins as po.zsible

Be "accurate in calculatit;g the amount

Thank the customer

DON'T .

Put money in drawer until sale is completed

- Hand customer the change in one handful

Use more coins than needed
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UNIT: BUSINESS RECORDS AND PROCEDURES/

PROBLEM III -

B e e S Y

Study Questions:

1.

2.

Why 1s the sales

How is the sales

Why 1s a correct sales ticket

needed by a business? -

ticket important?

ticket used by the business?

How do I fill out a sales ticket?

What are some common mistakes made when preparing a sales

ticket? ~—

References and Maferials:

1.

2.

Interest

BP-III-TM-1, Why

BP-III-TM-2, BP-III-INFO-3, What Makes & Good Sales Ticket?

Three Copieg?

BP-III-TM-4, Example of a Gobd Sales Ticket

BP-III-INF0-5, Steps in Completing a Sales Ticket

BP-III-ACT-6, BP-III-INFO-7, Filling out a Sales Ticket, KEY

BP-III-TM-8, What's Wrong With This Sales S1ip?

Appfoach: Have Students bring in sales tickets and discuss

the

see

Learning

good and bad points of each onme. Try-to find mistakes and

which ones are most common.

Activities:

1.

Discuss why the sales ticket is important to a business.t Use
BP-III-TM-1 to show how a‘'sales ticket is used and why there

-

are multiple copies.

Use BP-III-TM-2 and BP-III-INF0O-3 to discuss what goes into

a good sales ticket. Use BP-III-TM-4 as an example.

Use BP-III-INFO-5 and BP—III:kCT—6 to give students practice

in filling out sales tickets.

l'ltf .

e T v i —————

e
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¥ ]
. Conclusion: Use BP-III-TM-8 to summarize. Have students come up and

identify problems one at a time, or divide class into groups and

see which group can find the most errors. - ..

Evaluation: As a result of this lesson, students should be able to:
1. Explain the importance of the sales ticket to the business.

» 2. Explain why there are multiple copies of the sales ticket:
3. Fill out a sales ticket.

4, Explain what makes a good sales ticket. *

7o o——

5. List some common mistakes made on sales tickets.;

e -~
’

Optional Learning Activities:

1. Have students role~play taking orders over the phone. Have
them fill out an actual ticket.

*

2.7Qbtain sales tickets from local agri-~businesses for students

. €o use in more practice.
v

¢ ..




WHY THREE COPIES?

CUSTOMER'S ORDER NO. DATE

NAME i N N S

ADDRESS

CHARGE | ON ACCT

DESCRIPTION

YUY er e "

AALTEX - AN

B ‘ Tax

Total

had kN SN N L A BT U S R R Y oY,
Al ClAIMS AND RUURN(D GOODS MUST BE ACCOMPANIED BY THIS [ 1Y

AIPRPVRBOLT a2,

014103 D
1 Tex ]|

ALl CLAWS AND RETURNED GOODS MUST B¢

014103 morgmma

>

ONE COPY FOR
THE BUSINESS

ONE COPY FOR

- THE CUSTOMER

_ONE COPY FOR
" ‘BUSINESS’S

CUSTOMER’S FILE
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ERIC

Aruitoxt provided by Eic:

WHAT MAKES A GOOD |
'SALES TICKET?
/‘ ’ .
ACCURACY

’

. COMPLETENESS

NEATNESS o "

-
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Aruitoxt provided by Eic:

)
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What Makes a Good Sales Ticket?
Discuss the following items with TM-2.

. k)
Accuracy °
The correct prices, discounts and taxes are used.
correct., )

Compieteness ~

.

INFO-3
»

. @

~
.

‘The math is

Everything needed is ‘filled in, all blanks cogpleted.

- date
. — customer's name, address, phone numbere
\\\V type of payment
- takes, discounts
- déscriptions of items, price, quantity
~ - salesperson's initials .
,- customer siénature . S/

~ any special instructions
»

Neatness

Items written on the lines,
Writing is clear and legible.
Columns of numbers aligned.

Numbers are readable.

-

.
A}

°,

o
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<

_ EXAMPLE OF A GOOD
S SALES TICKET -~ — -

L 4
@ SALES SLIP =
- wtarner's Ph ~ u ‘
gud? o 1ST e 290 Ss5YY. D°: e /0/11[7 gL
Sold To b“orq{ Kelvo w _
Aduress Q-\- 3 %QX 18:) H\LkS\/x\lk .Lowk J
’561'3 37 CASH cC oD CHARGE ovu ACCT. | MOt R:f0 | PAID OUT | « \
> %0\4&. s \)< ) .
Quan v | CESCRIPTION . 4 " PRICE " ‘AMOUNT - B

‘ » _
6% proslosrer P81 ls0 | \

~J

00 150 #k)o\t\\)s

- 3 320.2. ﬂac\m}r? i—\'\q‘wd’ W] S.A51 /5175
! b

) ”oV\ Stock-+ox Plu& N ‘ L
_ivestock S%rc.m/ %/3 95 /&| 15 N

I

«

1
|
!

-

] Poc kot of IL\_:‘ /a , SVt W . ' o
o S\,lrw\%-b nt_c.c{\f.s ‘ 3.2’5‘ 3‘&5‘ o ‘ ‘ .

Swh- 4*0'\;,0\\' 103448

D ogax | /O
= i

I

|

i ¢ I
[ g

’. . ﬁO.LOl Recid by

cemty " FHOQUCT OF WILSON JONES.US A
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‘ STEPS IN COMPLETING A SALES TICKET . ) ‘\>
- 1. Enter the cdrrect date. T )i
. , L
__14@%7m~‘7:aym772;ﬁ Write the customer 8 correct name and address in the proper space. +
3. Give a complete deBcription .of each item sold. Include quantity
- and type of merchandise. i . .
4., Write down the'pricp/unit and ;hen calculgte the total amount and
enter it in the correct eoltiinn. - .
- H . .
o 5. Deduct any discounts that may apply. - . -
) . \ +
6. Add any service charges (e.g., delivery or grinding charges).
L] . ) » . ’"
7. Make sub-total. - o
. . i _ . Z;;% "
8. Calculate and enter sales tax. . <Yy
9. Figure the grand total. , ) )
10. Indicate the method of payment. . -
) 1. 1If payment is by check?for other than amount of sale,tindicate it 1
‘ ‘ on the ticke!. 5! ? <
. “5 s < ; « . T
2 Initfgih\hﬂﬁffﬁiéfwo v
v i S o
13. Have the customar sign the t,icket:. Orn
’s N B v
14, Give%sustomer thelr‘copy of the;ticket.
¥15. File other copizssin<hpp;opriate places.w“ ,
- ’ @h * .
P. Jd N
. ;ﬁ' :
v :’ 3
; .
a.',‘ s
. i $ -
/ { = 13
bl

]

Source: ,Business Proceduregrin Agricultural Occnpaqions, 1967 Work-

shop in Agricultural Education, Iowa State ‘University, Ames,
Iowa. i
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BP-III ACT-6

-

Filling Out a Sales TIcket e

-

~
You are a counter person in a feed store and Bob Jones comes in
+

Bob's address is Rt. #1, Clyde, Iowa and his phone

el e ST A AP US PR

to order some feed.

number is 683-3992, ~The order number is 273. It is a charge sale.
Bob wants the following iiems: «’_
i
1. 50 - 50# sacks of sow cubes priced at $12 15/cwt.
2. 10 - 50# sacks of 18% pig starter @ $18 00/cwt. .
3. 2= livestock marking'chalks @ 35//each :
4, 1 -.100 dose bottle of OrIron @ $5.75 each. .
’ 5. 1~ 250 mlk/bottlewpen—strep antibiotic @ $10,50 each. D
Complete the sales. ticket for this sale; PN
9

- {5;

e
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o | | .
~ N
e e e A e PR A PR B ww A AR e 7 A on eys —2 s 3 nma s v e S mrnacna P U
- SALES SLIP
14
&
{.:“' "; . Cu-tomer's - Phone ¢
;‘]ﬁ : ? . O.cler Mo Mo, Dete 19
' N Sold To
K * A 1q
Address .
( B \ “
' /Fmo 3y CASH FIE) CHARGE ON ACCY MO.E REfO. | PAID OUT t
- N ’ P\
Cocary CESCRIPTION PRICE AMOUNT N
o ‘ "
b
' i
! o&., ! , H
i . . B .
‘q
& S
. " .
. 1
\ '
| y
\ | "¢
! .
-« i > . ' ’
!
| ! !
| TAX ! . .
o
| TOTAL P ‘
/
. All claims ond returned goods MUST be accomponied by this biil.
w4
Z 0 e O l Rec'd by
Il PRODUCTOFMWILSON JONES.USA « CARBONLESS PAVER FOHM ~J 51
, .
; A7 )
Q . 1 T .
a.- . .

»”,

>y
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BP-III . INFO-7
. . KEY - Filling Out a Sales Ticket
e, , ' >

<
- » 2

. ~ SALES SLIP

<t \/‘// .. . 7 “\ AOA’"‘)
e Customer’ Ph zZ use curre
- [ Ol:dr.:ml‘:;s a ’7 3 Noonelo 83 - 3 O'Ci 9\ Dcfrg...._ — )P .
" solaTo_ b Wemes
v | Address }Q‘* ‘ C,l\lldQ.) IO\AJC\.

.
i

. ‘Z:."' CASH £ 0.0 CHARGE ON AcCIl, MDXI‘. 14318 xAlD our
R X | )
. Cuarn y CESCRIPTION | PRICE + AMOUNT
‘ '. 50 \56” b“f‘;" Sow) LuRs ¥ JS/M 303 5
IO [so™bass 8% g sterker  MRJcst| Joloo
. . : l M IRISE '. .
Q- | ’iue,s-(;}ek mg_L’k‘\,\e\ Coelkes LY 70 7
, N - .
) : )__q_*f./QO dose hottle O Trow, ,‘,, S8 S5
' ' ! 450 Y\{'\:.Q botile ‘;&\v s‘\rQ\") 10.50] - /0 5‘0__4
, " suh- total 480/ 00
! “ N
‘ , TAX O
T - totaL | 420’0

Al cla:ms and returned goods MUST be accompanied by this biil.

B LZU_LO]. " Rec'd by -~ \/'5'\'2\/\0\'\"*("-\ ‘
g k4

L OHUCNES, US A \)CARBONLESS PAPER ¢ FORM 1

C

te

==
i,
FUSN
]
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 WHAT'S WRONG WITH .
" ™ THIS SALES SLIP?

T e ] o di
777 SALES SLIF

o 1857 e Q4785 Y v 10)17 15 81
‘So'dTo_v_. g GH M

. ] \ %
Sadees L L e L e e . -
o T T
.. . )
Totd Y (A [ G- T i, | 2AD CUT
i L. ’

_ ’. T . R ____c_:s'::iprlo;r ' PPICE AMOUNT |,
. [ .
~ N ' # N N -
: o6 SO ng [_M}\ @ _Wvs [1.50
! ] N—

A kg needlee 0 3as

0
o
: 7 S - —em et e e M
- s ——— Pe -
<L . '
} - . v
F
" 4 - - It ; . -
i T ]
' 1 .
H i
3

"5
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) ! ¢

‘ : UNIT: BUSINESS RECORDS AND PROCEDURES A
PROBLEM IV - How do I apply discounts and

sales tax to sale$? +£

U \ J . P
.

. *  Study Questions:

w . -
-

1. What is a sales tgx?

2. Are some items exempt from sales tax?
3. How is sales tax calculated?
| . 4. What are some types of discounts?

5. How are discounts talculated?

/ ©

6. Why do agribusinesses use disFounts?

»

References and Materials: . *
s .

1. Towa Sales and Use Tax Informatior Booklet, July, 1980.

‘ :)n

2. )
s . , n
3. .
L .
4, :
~ ) ./ ~
Instructional Materials: oY
4
1. BP-IV-INFO-1 Ag Sales Tax Exemptions . '
. 2. BP-IV-INFO-2 Calculatipng Sales Tax R
. 3. BP-IV~THM-3 Types of Discounts ’
- 4. BP-IV-INFO-4 Types of Discounts \ '
A ' -
5. BP~IV-INFO-5 Calculating Discounts
: 6. BP-IV~-ACT-6 Applying Sales Tax~and Discounts
s . . , 7. BP-IV-INFO-7 Key for Applying Sales Tax and Discounts:

- ) . a
Interest Approach: Have students list taxes and discounts that apply///,
toﬁagricultural sales.
/

-

. .
~ . x
.
EINN

¥ _ Learning Activities: : o, ‘

-

‘- ' I. Use BP-IV-INFO-1 and BP-IV-INFO-2 to discuss sales tax ex-—
emptions and how sales tax 1s calculated.

I T
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2, Use BP-IV-TM-3 and BP-IV-INFO~4 to discuss the different types
of discounts. .

3. Use BP-IV-INFO-5 as an example of how to calcﬁlate éiscouﬁts.

4, Use BP-IV-ACT-6 to give students practice in filling out a \
sales tax. (Use BP-III-ACT-6 as a sales slip or obtainweqme
from a local business.) ’

N ¥

. X |
Conclusion: Summarize by reviewing how discounts and taxes are “ap- |
|

plied to 'the sales ticket. . |

\ ‘:’3 ' !

Evaluation Criteria: As a result of this lesson, students should be %5

able to:

1. Describe how sales tax is applied.
2. Calculate the sales tax on a sale.
3. List and describe different‘t&pes of discounts. S
4,. Calculate discounts.

5. Explain why agribusinesses use discounts. .

6.

-

‘. , - Optional Learning Activities:

1. Have a feed or fertilizer dealer come in and explain any
- & discounts they offer. .

e




BP-1IV ° 16z - . INFO-1

1.
2.

.

AG SALES TAX EXEMPTIONS

<t

Commercial fertilizer

Agricultural Lime

Materials used for disease, weed, and insect control or health .

promotion of plants or livestock produced for market. (Does
not include tools and equipment used )

Fuel used for grain drying or in tractors.
Foods (as may be purchased with USDA food *Coupons.)
Draft horses if used as a source of power.

Anything used directly to further prodiice something.

For example: A farmer buys feed to finish out a hog which is
sold to a packing plant which in turn sells the
hide to a football manufacturer which makes a -
football to sell to a sporting goods store which
in turn sells it to a 12-year old. The only sales
tax applies to the final sale of the football.

The feed, hog, and hide are exempt because they
undergo further "manufacturing "

Examples
Non-taxable . . Taxable
Atrazine : Sprayer
. Penicillin Syringe
Feed Feeders, waterers

SOURCE: Iowa Sales and Use Tax Information Booklet, July 1980.
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CALCULATING SALES TAX

INFO~2

The following sales tax schedule is used for calculating sales tax:

“Sales Tax Schedule

$0.00 - $0.14 = $0.00 $2.75 - $3.14 = $0,09
0.15 - 0.44'= 0,01 3.15 - 3.44 = 0.10
0.45 - 0.74 = 0.02 3.45 - 3,74 = 0.11
0.75 - 1,14 = 0,04 3.75 - 4.14 = 0.12
1.15 - 1.44 = 0.04 4.15 - 4.44 = 0,13
1.45 - 1.74 = 0,05 4.45 - 4.74 = 0.14
1.75 - 2.14 = 0,06 4.75 - 5.14 = 0.15
2.15 - 2,44 = 0,07 3.15 - 5.44 = 0,16
2.45 - 2,74 = 0.08 5.45 - 5.74 = 0.17

In purchases of larger

one cent.

Examples

amounts than $5.74, the tax will be computed
at straight three per cent, one half cent or more being

treated as

M Te o

-

A sale of $5.80 has a sales tax of $.174 or 17¢, while a sale of
$5.84 has a sales tax of $,1752 which is rounded to 18¢ .

For larger amounts just multiply by 3%:

$174,50 purchase
x .03 - .

5.1750 or $5.18 sales tax

B
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TYPES OF DISCOUNTS

<

o\ o
Em/// EARLY SEASON

CASH
°
_BULK 4y
TONNAGE or QUANTITY
® ¢
o 155
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Cash '

Tonnage/Quantity - givén for buying large amounts of one item, for
N example, fertilizer, chemicals.

. .

\Early Season

Bulk

145 . ‘ INFO-4 ' -

»

. TYPES OF DISCOUNTS

" -

»
N «

- given for paying cash rather than charging the
sale 7

L
A’
<

¥

4

-~ given for buying in advance of the time the prod-
uct is needed._~Examp1e -~ buying seed corn in
December oﬁ January. '

-

- given féf buying items in 5 loose formn rather )
than in bags, usually applies to feed sales.

- ’/




" Mr. Smith goes to his féed store and orders 6 tons of bulk 16% Pig
.Grower. The feed costs $180/ton. The feed store gives a 1% cash

BP-IV o 146 INFO-5

.. . CALCULATING DISCOUNTS

~ .,
o,

discount, a $3/ton discount for qhantities over. three tons, and the
feed cogpany has a $2/ton discount for buying in bulk. How much

will the feed cost Mr. Smith.if he pays with a check when he orders .
the feed? -,
6 tons x $180/ton - = $1,080.00
less bulk discount .
$2/ton x 6 tons . - 12.00
T ( 1,068.00 - - '
less quantity q;scodht )
$3/ton x 6 tons - 18.00 s
1,050.00
iess 1% cash discount - 10.50
‘§1,039.50 final cost
\ ‘ -2

.- . . -, N . °

)

f‘;&.‘ly’ﬁv‘vﬂ \

ey

VgV VoY ats

= 7
),

¥




APPLYING SALES TAX AND DISCOUNTS

Complete a sales ticket f;om the following information,

Mr. George Jones buys the followiﬁ%;from his local co-op on January 11.
His address is Route 1, Alvord, Iowa and phone number is 492-4247,

The order number is 18 and Mr. Jones wrote a check.

50 bushels of COOP 475.seed beans @ $14.25/bu.

20 bushels of COOP SX444 seed corn @ $62.50/bu. -
30 fifty 1b. bags of cattle supplement @ $240/ton

2 sixteen feet cattle panels @ $13,99 each

The coop give;'a 1% cash discéunt. sSeed beans purchased -before Janu-
ary 1 receive a $.50/bu; discount and before Februagy 1 a $.25/bu.
discount. Seed corn purchased before January 15 receives a $5.00/bu.
discount and before February 1 a $2.50/bu. discount. There is a
quantity discount for feed of $.10/cwt. for amounts over 2000 1bs.
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" Customer's / E f Phone
reder Mo L ___f_ . _No

Order 1
Sold To

Address .

~ 148

KEY FOR APPLYING SALES TAX AND, DISCOUNTS

)

495-92

~ SALES SLIP

INFO-7

a4 Dcre&l"\ ¥ 19

———

~ .
WMIC v~ L vone s

R 1T Alweed, Lowe
: <

?;il: % ;A% l' couop CHARGE ON ALl MOSE 2310, PAID QUI ﬂ
N SESCRIPTION PRICE AMOUNT
S50 Towe 2060 0% seed heans 4.251 ‘nalso|
- .Lf.-:ia S \-9-r§.¥_.i@°-$_0\\ discomd 19/ bu | )& 50 !
| ' ] 200/ 00"
LG b COOR SxY seedeorin 650 |) 250] o
'[_-___ less ol scenondscuent 5[5»\_ ulieTe ets
N S » 1150 ce
. L. ’ '_~
o 1T0Theds celle seputement Ta90/T| 130/00
AT cotle el B3R | aves
- e LSl Feteld 105798 |
, l Jese, 0N dis covont 17, A 20[5% |-
Loy 2037 90
. — e — 1 TAX 1 #H ’
N TOTAL Quo.ai/
All clorins and returned goods MUST be accompanied by this bill, j
::O'Lu-‘- Rec’'d by (ﬁ\»ﬂt—«"‘*") . .

5

TRHINES USA

1 [ SFAN *
\ AV}

"‘Aqnomss T PAPER

Eerat))

0581
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UNIT: BUSINESS RECORDS AND PROCEDURES 4///

. /
PROBLEM V - How are cash registers used in transactions and in check-
ing daily cash balance? .

o

-~

4

Study Questions:

1. What is the function of the cash register?

2. How is the cashyregi 1sed by agribusiness?

tuctional Materials:

1. BP-V-TM-1, Functions of the.Cash Register

2. BP-V-TM-2, Using the Cash Register

& .
3. BP-V-TM-3, The Cash Register Drawer -

4;°BP-V;fM—4, Checking Daily Cash Balance

- . P

Interest Approach: Discuss the many different types of cash registers

» .
\s students have had experience with or seen in stores,,

Iearning Activities:

-

.

~ 1. Use BP-V-TM-1 to discuss what cash registers can do.

2. Use BP-V-TM-2 to discuss the procedure fOF using a cash
register. This would be a good time for a field trip to
see how a cash register is actually used. Use BP-V-TM-3
to shew students how money -is arranged in the drawer.

¢ . .
Discuss the importance of checking the daily cash balance
and use BP-V-TM-4 to show how to check it.

A 4\
A Al
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Conclusion:

150 ~

register in the agribusiness. .

Evaluatiop: As a result of this lesson, students should be able to:

1,

2,

3.

4,

Explain how the cash register is uséd by agribusinesses,
Check the daily cash balance,
Explain why the daily cash balance is important.

Tell how money is arranged in drawer.

. s

Summarize by re-emphasizing the importance of the cash
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FUNCTIONS OF THE CASH REGISTER

HOLDHQNEY FROM SALES - e

TOTALING OF SALES

PROVIDE PERMANENT RECORD OF TRANSACTIONS

* . NEW-TYPES: AID INVENTORY CONTROL

5‘ Y " CALCULATE CHANGE | L

AUTOMATIC PRICING. - N

\ CHECK CLEARING

o ‘ -' ) ~ I i
ERIC. U | .

Aruitoxt provided by Eric:
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- USING THE CASH REGISTER | - .

PUT MONEY IN DRAWER : o <o

" CLOSE DRAWER

FILL OUT THE SALES TICKET

RING THEuéALE ON THE CASH REGISTER

ACCEPT MONEY ‘FROM CUSTOMER
¥

LAY MONEY ON THE\FASH REGISTER

i
. T
MAKE THE.CORRECT CHANGE . |
GIVE CUSTOMER THE RECEIPT J




@ e - {
. @ ) % ’
THE CASH REGISTER DRAWER . r
. L e
CHECKS & /
T TWENTIES * TENS FIVES ONES
. —LARGE BILLS : X : .
SRR
) ¢ .
/’ °® /£
. \:— — s - !
OTHER COINS QUARTERS DIMES NICKELS |- PENNJES y
\ L4
s - - i
(- .
155

T

ST
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~

CHECKING DAILY CASH BALANCE

BEGINNING. CASH REGISTER BALANCE %
PLUS |
n > . CASHSALES | ‘
LESS - °]

o . CASH REFUNDS
o | Ess . o -

SHALL PURCHASES
) edlis




155

BP-VI
UNIT: BUSINESS RECORDS AND PROCEDURES*
PROBLEM VI - How are checks and cﬁarge cards handled? ¢
Study Questions: ‘ - i

- o~

1. How do I fill-out a check?

2. What things should I look for beforer:ﬁcepting a check aé
payment?

3., How do I check the monthly statement?
4, Why is credit used by businesses?

5. What is the procedure for processing purchases made with

charge cards?
R

References:

1. Teaching Séurce Units for Cooperative Occupational
~ Education Related Class. Department of Vocational and
Technical Education, University of Illinois, July, 1974.

Instructional Materials:

£

1. BP-VI-INFO-1, Making Out a Check

2. BP-VI-TM-2, Example of a Good Check AR
3. BP-VI-ACT-3, Blank Checks

4: BP-VI-TM=4, Ask These Questions When Accepting a Check

@
.

5. BP-VI-TM-5, Would You Accept This Check?
. 6. BP-VI-INFO-6, Balancing the Monthly Statement
7. BP-VI—TM—Z, Why Do Businesses Use Credit?

* 8. BP-VI-INFO-8, Processing Charge Card Salés

1

' \ > .

Y

o
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~

Interest Approach: Ask the students how many have checking accounts

and why they have them.

« Learning Activities: .

1. Use BP-VI-INFO-1 to tell students how to make out a check.
Use BR-NI-TM-2 to show another example of a good check.
Use BP-VI-ACT-3 or blank checks from a local bank to give
students practice in writing checks. Write on chalkboard
or give oral insttuctions on what you want on the check.

2. Use BP<VI-TM-4 and BP-VI-TM-5 to discuss what to look for
when accepting a check. as payment. Additionally, ‘the
teacher could write several checks with mistakes and pass
them around the room and have students write down what

. was wrong with each check. . N

3. Use BP-VI-INFO-6 to explain to students how to balance a
< checkbook with the monthly statement. Do an example on

"the blackboard or overhead.. ‘

4. Use BP-VI-TM-7 to discuss why credit is important to
businesses. - ’ ©o

5. Use BP-VI-INFO-8 and a credit card machine borrowed from
a local business. to demonstrate how to process a charge
card sale. Let students practice with machine if class
size and time allows.

o o )
Conclusion: Draw a big check on the chalkboard and have students
e .

come up and fill in one part at a time. Other students can

watch for mistakes.

Evaluation: As a result‘of this lesson, students should be\able to:

l »

wn . 11 Fill out a check‘correctly.
e ”9'(%_# .
2. Determine if a check is valid for payment. -

>

3. Balance the checking aécount with the ménthly sta emeﬂt.

)
\

[4

4, Explain the procedure for proc::j}ng a credit cafd purchase.
5. Explain why businesses ‘use credit.

Optional Léarning Activities:

-~

1. Use a bank teller as:a resource person.

2. Take a field trip to a local bank.
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Making Out a Check * )
_ 3 . :;\\~ I

1. Use ink. .
2. Fiil in the dat;. '
3. Fill in the payee.
4, Write in dollar amount in figures. * )
5. Write out ghe dollar mount in words. .
6. Draw lines after the payee a7d,yritte;—out dollar amount so

that qothing may be added to(these blanks., )
7. Write down on check what it was for.
8. Regord éhe check number, date, pa&ee and amount in the.check

register.
9. Sign the check.

» : P I

EXAMPLE: s

| e w W $/75.00 |
; @‘Mw MMM/QG”ﬁOLLARS ‘

l:O O ?. EE;M.

-227
wdd 2z

st FIRST NATIONAL BANK

AMES, {OWA 80010

2&%&‘_}_@,&9&_ [
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%}“!“ QS 22 72.227
19 739
*

 hoae Cp,Mka . — 577,50

‘&iz\ru\ts A.L,\).u,\ O—A&/OO\ ————DOLLARS |

St FIRST NATIONAL BANK

AMES, IOWA 80010

woro_ 409 Aol e “%‘éq'g,g}:_tg“@g |
: e-_O’faQULéE?l.- T |

j
LRV

g,p
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ACT-3

o

Vad

[mc

e {

PAY 1O THE
ORDER OF _

X FIRST: NATIONAL | BANK

*AMES, IDWA 50010

B T U

>

N e - rad) v ~v - —~ o~ < 3w 2~ 7
o h I
72-227 ;
" 19 T
PAY TO THE : }
4§ ORDER OF . o e e i $ 3
e e .~ DOLLARS |
¢ ¥
4
3
l I]St FIRST NATIONAL BANK
AMES, IDWA 50010 3
. )
MEMO ... . o - —_ hJN
ouO?sqoaa?h- :
T
'
- v ®
F""—"' 4 s I~ ~~ - ~ ~ > - v s S
-
PAY TO THE - ) .
ORDER OF ot I ' $ .
: P }
.- @
_ S DOLLARS §
St FIRSEANATIONAL BANK \
MES, IDWA 50010 R \ / A
‘ ? * !
MEMO - - ——— — e e - ) )
m--msqoaa?m . ,
- 4 '
od - ’
» ) 1 /i doe
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'ASK THESE QUESTIONS WHEN | \

—ACCEPTING A CHECK -

7

» - .Is the DATE correct ?

| _ S Y
Is it written in INK ?
Is the PAYEE correct ?

Are-both AMQUNTS correct ?-

< —

“Is it SIGNED ?

~ May I see some IDENTIFICATION ? -

f
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.,quld you accept this check ?

s

)

(.’ - TLM Ceet TMER AL {eef WU sas i AMTH Cas METRAME e V¢ AW e UCEMEE e oL NIWTRG o WMUARA o oZ MEMES:. oo’ ’“.-‘"‘H'
rFi
LY

S T T

M/? 198° JI1ZEzr i

ioz'.,.';’" fw.woa‘er\ —.$/30.87 |
ﬁéﬂw 7‘:0\'\&& Mfi 8‘/00 ; DOL:;ARS

] St FIRST NATIONAL BANK

AMES, IOWA 50010

©

?BQOEE?LI

SR e Ty e NomvTos e
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o

Balancing the Monthly Statement

- —

v

a) Start with statement balance
b) Add deposits made but not credited to account

¢) Subtract checks ohtstanding‘(written but noE cleared thru bank)
d) BALANCE . o

a) Start with fheckbook balafce

b) Add any inferest earned

c) Subtract any bank service charges
d) CHECKBOOK BALANCE .

v

° 1.d) and II.d) should be equal.

If tfey are not:

Compare cancelled checks to the statement.
Compdre deposit receipts to your checkbook and statement.

Sort cancelled ghecks by check number or date issued and
compare them to your checkbook.

Check all additions and subtractions in your checkbook.

Be sure that éll bank charges have been deducted from yo
checkbook,

’lBe sure that any interest.earned has been added to your
checkbook. N P ' - . \\

5
P
°

’

-

If it still does not balance, consult the bank.
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s

WHY DO BUSINESSES USE CREDIT

Helps<to make regular custo:ﬁers.

Customers become less price
- conscious. ™ .

' -

More convenient for customers.

Builds customer confidence in the
business.
)

-
¥
. \ - .
- of >
L4




-

Fill out sales ticket.

Transfer amount of sale to credit card receipt,

<,
~..

Check credit card number agéiqst list of bad crgdit
cards.

Use machine to process slip with credit card. .

Have customer sigﬁ?receipt.

Check signature on receipt against signature on back qf credit
card.

Return credit card and copy of receipt to the customer.
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. ".UNIT: BUSINESS RECORDS AND PROCEDURES

PROBLEM VII - How are computers, calculators, and other
| business machines utilized by an agri-’
- busioess? . : .

——t

[
.

Study Questions:

1. What are some types of business machines?

o
¢ .
- Q

2, ‘What is a computer? -
3. wﬁgt can a comgpter'd;?

4: wsat are.the parts.of a eopputer?
5.

6.

[ -3 °
Reference and Materials:
: . R S
1., BP-VII-TM-1, .Business Machinesi

2. BP-VII-TM~2, Sections §f a Comﬁuter

w j

Interest Approachq Haxa.aﬁadents lisq all the businesses or persons

3

Learning Activities:

-

Use BP-VII-TM-1 to discuss
machines and their uses.

Lead a discussion\on whag a computer is'and. how they can’ help
agribusinesses. Use BP-VII-TM-2 to'-show the sections of a ~
codmputer. § )

Conclusion: Summarize by emphasizing how important the computer is

becoming to agribusinesses and quickly ‘review the basics of the

computer,

L3

o

Evaluation: As a result of.tQis lesson, stadents should be able to:
° ;* o '
1. Explain why adding machines and calculators are important to
businesses. - :
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3 \
! L f‘ -

'27/ List the three main parts of the computer.

f. Discuss what a computer can do. :

Optional Learning Activities:

»

1. Give students practice in operating adding mathines by
_ cooperating with business teacher.
&

. - . . " o
Use a resource person to demonstrate a microcomputer and
explain what they can do.
. . .
?




' BP-VII

-" adding machines

- typewriters,

, 2

© . copiers - | — .
@9
. dictaphones . . - |oN75.

163 -

BUSINESS. ‘MACHINES

\

cash registers - = -

~ tape recorders
AR
microcomputers

P i .

° ele/c?roniq calculators -
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SECTIONS OF A COMPUTER
®
|CENTRAL PROCESSING UNIT
n ' IGU. .
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UNIT: BLSLNESS RECORDS®AND PROCEDURES

PROBLEM VIII - How do businesses determine the price
_ for mercha#dise to.be sold?

¢

A,

Study Questions:

1. What Ihings influence wholesale and retail priee§?
' 2. What are overhead codls?
3. What are meréhandising costs? -
4. What is markup?

5. what is markdown?

6.

- . References and Materials: .

1. Business Procedures in Agricultural Occupations, Depart-
. ment of Agricultural Education, Iowa State University

2.y o '
3. [
4,

, Instructional Materials:

1. BP-VIII-TM-}, What Things gffec; Prices?
2, BP-VIII-TM-2, Types of Costs.

3., BP-VIII-INEO-3, Overhead Costs.

4, BP-VIII-TM-4, Merchandising Costs.

.5, BP-VIII-TM-5, Calculating Markup.

6. BP—YIIILTM-6, Markup Varies Because Of:
7. BP-VIII-TM-7, Why Markdown? '

8.. BP-VIII-TM-8, 'Calculating Markdown.

9

"9, BP=VIII-ACT-9, BP-VIII-INFO-10, Markup and.Markdown Work-
sheet, Key ‘

( 2

. / . * -
Interest Approach: Have the class take an item and tell what pricté

they would set on it if they @ére a business manager.
>

Learning Activities:

-

¥ 1. Use BP VIII-TM-1 and BP- VIII ™-2 to discuss what affects
Prices and the differeng types of costs.

-
.~




. T2,

reak the class into small groups and have them list as
many overhead costs as they can. Use BP-VIII-INFO-3 as a
source to'compare their lists to.

3. Use BP-VIII-TM-3 to discuss merchandising costs. Compare
+.and contrast merchandising and overhead costs.

4, U#e BP-VIII-TM~5 and BP-VIII-TM-6 to discuss markup.
5. Use BP-VIII-TM-7 and BP-VIII- TM—8 to discuss markdown.

6. Use BP-VIII-ACT-9 to give students practice in calculatlngf///
markup and markdqg®™* \ T /
) e

ConcluSion: Take a SOE project and apply business pricing ideas

>

*“ to it to help students get a clearer understanding.

Evalvuation Criteria: As a result of this lesson, students shoguld
¥

be able to: ) a

~ [

1. List factors that affect retail and wholesale -prices.

2. Explain the difference between fixed and variable costs.

3. List some types of overhead costs.
® - “* " 4. List some wgpes of merchandise costs.
. 5. Explain the difference between overhead and merchandising . - .
] . costs. - ' .. .
! w
6. Calcqulate markup. b - .
/7 7, Explain factors that go into determlnlng markup.
8. Calculate markdown. ’ \ - o
qa - 9. List fagtors that cause business to mark down prices.
) . ) o
- ) Optional Learning Activities: - o -

4 1. Take a field tr&p to an agribusiness and ask the owner/

manager to explain their pricing method. R J

a » -
* ” S - . N Q - 3
[ t L a 7Y
® \ :
7
i °
“ [ 4 - '?
.
*
' id N
L) . .
% .
. : Y . . 9 [y
Q- . GO : . "y P
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* WHAT THINGS AFFECT PRICES?

SUPPLY AND DEMAND
-~ . v

'COMPETITION

. VALUE OF GOODS DUE TO TIME, PLACE, .FORM

4
!

"’AGRICULTURA‘L P,ROBUCTIQN-PRI‘CE CYCLES

»
. PERISHABLE CHARACTERISTICS OF AG PRODUCTS
o | - |

. BUYER PSCHOLOGY: 16w price means low quality

i
|
u‘r;derbricing Ce
- »e
-

?.’ )/“
&
' odd prices - $9.95
multiple unit pri'cing - \
.
" S . 3 fgr $1 r
. VOLUME OF BUSINESS = T
\ .
’-; i’
. ' a ™ ..Q.w > / . 4
. -~
. < 4 , A Y IQ_ 'y -» ’ e
) Q. ' N ) h > v, i - - w




> _TYPES OF COSTS

*  FIXED - COSTS THAT STAY ABOUT
THE SAME OR LONG TERM

COSTS THAT CAN EE

ACCURATELY PREDICTED

| ‘ B EXAMPLES .- insurance, interest, taxes,

@

. / ~* . depreclation, etc. -
o A \ o

(o7

VARIA’BLIE - > COSTS THAT CHANGE WITH

, . TIME, VOLUME OF BUSINESS,

oo - ETC, - %F;

.
' N . .
A\ o +

-

EXAMPLES - prdduct to be sold,
% | ' '
o ) T o . containérs,.labqr,

‘transportation, ‘etc.

f -.
X <
o ! g
: o . 1 o
4 i ]
’ v
L ) A < IS
18 !
- \J‘j .'.~ P
[N T




1

OVERHEAD COSTS

' WAGES AND SALARIES

3

RENT

TAXES *

L}
INTEREST

A
INSURANCE

v

SUPPLIES

{
SERVICES PURCHASED

‘BAD DEBTS

' TRAVEL

o L 33
‘ 'FoﬁMUNICATIONs
I} * o ~
7 REPAIRS ~

. : .
DEPRECIATION ‘
. ' \

PROFESSIONAL SERVICES
*

©

THEFT AND' LOSS

v

OBSOLETE PRODUCTS

OVERSTOCK OF ITEMS

—~

STORAGE

ACCOUNTING
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. ‘ YR . . .
‘ Id . . . - ) - .-

v '\ ) '
) MERCHANDISING COSTS

. ADVERTISING . - & %

DISPLAYING MERCHANDISE
W . ) ‘s

w

@  *, SALES COMMISSIONS

T - ’ ‘
\\~) N * . -

SALES PEOPLE -

€

—

"~

-



- ~
! - .
’ BQLVIII R ) 175°

o | .
| CALCULATING MARKUP
CALCU \RIUP.

. .
» i . . ~

DEFINITION - The amount added to the caost
N ¢ I. ; X d . L] .

. to make t-ﬁe selling price.
) RN . . .
, $ markup . -/
' = % markup
$ cost °
X ’
‘4 d .
® | ; |
l e
EXAMPLE: ﬁ
. ! - RS ’ . ; h;
P ) : Retail price = $13 5o
.‘ . - ] . ’f ﬁ' s
Cost = $10 gy,
) ‘. ’.‘ R . ' _ | N
o * ,+ $3 markup
v ' * ‘J . ) ! ‘~ @ B
' $3 markup ' . v
— = 30%. markup

e $10 cost

. .
.
- \
. . N »
‘ -
. ‘ .

-
,/\"

o

Y -
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turhover rates
- comp@&tition
S - J“egaﬁl _reg‘glét,ions -
controls by _suPpIieré
a,customap;/ bric_es |

sales promotions

3 Cust’bmer/{s é¢oncept of value

theft or loss

%

/




"Changes in competition .

ASter Changes

© . WHY MARKDOWN?
Changes in wholesale prucegs

2o
& S

Quéntitj pu'rg.h,ases ‘

QPromote other' items in the store

" Handling and stor°a§e damage-

Poor: 1udgment |n flrst prlcmg

Poor advertlsmg and promotuon

b% salesmen )

Overstocked | .

o

Poor color, sizes, quality, etc.” »




CALCULATING MARKDOWN (-~

-DEFINITION - The reduction in reta?il_price of

P " a plece of ﬁ\erchaﬁd‘se}“'

-

¢
$ markdown

% markdown — —

$ sale pric/e’

1

EXAMPLES:

$4 markdown’

) $16 sale price

' 'S

L s

o * Y

* % ¥ ate o Y

- 3

* .2 1 I
) "; . ”

g 1_‘ o S
$20‘gldg pfices - - Y

——————=T& . "' $16 new pricer
100% + 25% ,-. -, Y} v

»

L
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BP-VIII

MARKUP AND MARKDOWN WORKSHEET

-

3 Y v

Figure the selling price on the;foilowing items. Use the

markup on cost system and figyre the cost price as the whole-

sale price plus freight. <

a. A 20 ton car of feed @ $89.00 per ton
with freight at $3 00 per ton and a 12%
markup.

I e

b. 25 bu. -alfalfa seed @ $23,00 per bu.,
-no freight. Markup &t 15% on cost.

9
L 8

c.' 50 -°1 gallgh cans of oil. Total’
* invoice charge was $110.00 plus $10
freight. Markup at 33-1/3% of cost.

De
'S

- = - —_——
k]

Cost per ton . $ Markup % Markup on Cast

. e

‘:$10r
$70 - $10
$90 o810

0.

5 PO .

3 L] .

An item that sells for $2.80 has been overstockad;and.the "
manager decides to reduce®he selling price of this items - e
by«lO/ to "try to move tHig product. What is the,new sell- -~ N
. ing price aftgr the 10% redaccipn7 ; . T s ﬂb
’a” - .
s 4 . EEFIAN
Sestle gt
- ¢ », ”.,» “ -
S o A . ' o Lon

\,u. ‘a

I
4:: A ton of feed*plus the freight. charges cost a 5ea1er $80 00
v He plans to use,a 20% markup on cost. What is the selling

price per ton o?,this feed? - ) ¢ -

L3

Rats damaged some baggea feed that normally sells for $12‘%0/
bag. The feed dealer decides to discount these bags $2. 50
each. What is the percent markdown7

" 4
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1. a) § markup
$92 cost

selling price

b) _§ markup _
$23 cost *

selling price

¢) _$§ markup
$120 cost

5160 total se

2. 207
14,29%
11.11%

SN

3. New price =

4, $96/ton
~
'2
5. $2.50 ...
$12.50 = 202

180 "

4

- Key for Markup and Markdown Worksheet

«

12% so markup = $11.04

= $103.04/ton

15% so markup = $3.45

= $26.45

4

33-1/3% so markup = $40.00Q

1ling price = $3.20/gallon

$2.50

Too% + 107 - 227

-

’

INFO-10

»
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UNIT: ORGANIZAfION AND OPERATION OF v
AGRICULTURAL BUSINESSES (OB)
' ~
Problem Areas Included:
0B-I. What do I need to know about the vocab%}ary of business?

OB-1II, Where would I fit into-the business organization?
0B-1II, What do I need to know about the operating expenses of an
‘ agricultural business? '
0B-1V, What are the sourcez of the money an agrlcultural business
’ needs to meet operating expenses?

0B-v? How do businesses manage to have the right amount of each
product available at the time when the customers want them?

OB-VI. What happens if a customer wants to pay later for supplies

3 needed now?

0B-VII, What role do filing systems play in the operation of an agri—
. cultural bus1ness7

OB-VIII. How does a businessperson advertise to perspective customers
what agricultural supplies and services the company has to.
offer?

0B-1IX, What do I need to know about displaying égricultural mérchandisq
in the store?

0B-X. % What do I need to know about how a business manager keeps
track of all the money coming into_and going out of the business?
0B-XI. How can I utilize ny time on the job most efficiently and
‘ productively?

References used in this unit:

¢

1. Business 'Procedures in Agricultural Occupations. 1967. Department  °

of Agricultural Education, Iowa State University, Ames, Iowa 5001l.

2. Cooperative Vocational Education.’ 1972. State Department of Voéational
and Technical Education, Stillwater, Oklahoma.

3. Dictionary of aécounting terms. ¢1970. Southwestern Publishing
Company, €incinnati, Ohio. :

4, Gibson, Terry and Trisha Day. 1976. Appeals. University of Wisconsin .

Extension Service, Madison, Wisconsin. .




6. _ZEE)re, James E.

Long, Don L., J. Dale Oliver and Charles W. Coale. 1979. Intro-
duction to Agribusiness Management. McGraw-Hill Book Company, »
4

New York. ‘

1979, Advertising and Display in Agribusﬂnesses.

+ McGraw-Hill Book Company, Ney. York.

10.

N P
Organizations and Functions of Agricultural Businesses. 1965. Center
r Research and Leadership Development in Vocagional and Technical

Edu The Ohio State University, Columbus, Ohio.

Teaching Sourke Unjts for Cooperative Occupational Education Related
Class. *1974. ) Department of Vocational and Technical Education,
Universit Illinois, Urbana-Champaign, Illinois.

Williams, David L. ed. 1$70. Handling Products and Personnel in
Agricultural Firms. Agricultural Education Division, Vocational and
Technical Education Department, Uhiversity of Illinois, Urbana-
Champaign, Illinois ’

Wolf, willard H., Plank, Harry, et al. 1976. Agricultural Business
Supply and Service. Ohio Agricultural Education Curriculum Materials
Service, Columbus, Ohio.

A

Jordan and Voegeli. 1972. An Activity-based Curriculum for Occupational
Orientation. Alton, Illinois.

[
~ 1




Reference Materials:
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_ UNIT: OQRGANIZATION AND OPERATION OF AGRICULTURAL BUSINESSES

PROPLEM I - What do I need to know about the vocabulary of business?

T

Study Qwestions:

-

1. Why is/it imporfant to know buginess® termidology?
. . [ 4
2. What does "knowing business terminology" involve?

3. How can I expand my ﬁuainesé vocabulary?

4, *

1. Long, Don L., J. Dale Oliver and Charles W. Coale. 1979.
Introduction to Agribusiness Management. McGraw-Hill Book
Company, New York. »

2. chtlonary of accounting terms, "c1971.. SouthwesternPublishing
Company, Cincinnati, Ohio.

Interest Approach: Ask students if they know the.story of the Tower

of Babel. Read the short description of thke 1egénd (INFO-1)

with the students, or have students recount the story.

° . -

Learning Activities:

.

1. Act out g\p skit®, Coﬁputer Babel (ACT-2). The script may
be given to the players in advance to allow them some
_preparation time.

-~

. ' AN
‘2. Divide the class into small groups and discubss the importance
of terminology using the question sheet (INFO-1) ag a guide. .°

3."View the transparency (TM-3) summarizing the importance”of
terminology and what "knowing termimology" involves. /

4, View TM-4, and work through the activities which will intro-
duce the vocabulary for Problem Area IT (ACT- 5 ACT-6, ACT- 7
and ACT-8).

-~

The activities correspond as follows to _the TM=4 : .

1. Put the words in prominent places - ACT-5 - havefstudent
place the words around the classroom, give'each studbnt a s
sheet to take home. '

- 9

[ Rhand /»u

A A

a \\v/

~e
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2. Practice writing - ACT-6

3. Concentrate on ogly a few - explain to students that new
words and terms will be introduced with each problem area.

4, Associate the terms with key words .
ACT-7

ACT-8

5. Work together

6. Practice using in sentences N
/

Conclusion: Summarize the problem solution by having students list

on the blackboard reasons why knowing terminology is important,
what knowing terminology in¥olves, and wéys in which new

vocabulary words can be learned. \

Evaluation Criteria: Evaluate the outcomes of instruction in this

problem area by observing each student's ability to:
(NOTE: This evaluation will be on-going throughout the unit.)

‘1. Define and interpret words and terms used 1n business which
are introduced within a given problem area.

2. Spell thése terms and words correctly.

3. Use these words and terms correctly in sentences.

)

Qg;ionél Learning Activities:

1. Students develop croggword puzzles using business ferms and
their definitions.

. Students construct a bulletin board featuring the new words
and terms for each problem area as they are introduced.

o

3. Conduct "spelling bees' and "definition bees' throughout
the unit.

A -~
4, Have students find the new terms and words in the business
section of the newgpaper or a news magazine such as Time

or Newsweek or an agricultural magazine such as Wallaces
| m—————ere— —_—
Farmer or Farm Journal.

187

.
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The Tower of Babel
(Preface to the-skit, "Computer Babel)

«
i

p . .
Legend has it that a grand tower was being built in the city

of Babél, but the tower never got very far off the ground. Every-

*

-one working on the project spoke a differernt
laftiguage, 86 the workers could not follow

directiéns, the architects could not under-

stand the workers' questions, and the

workers_could not coordinate the%zitésks.

(Skit .~ see OB-I, ACT 2)J

N

. .
* \ Discussion Questions to Accompany Computer Babel
¢

1. What is the main problem in the
'meeting between the swine producer

and the computer programmer?

2. Does the swine producer have
., confidence in the programmer?

3, What do the swine produgor‘and
. the programmer think of each
other?

. y \

. Do you think that the computer
programmer would be able to
make the computer do what the
'swine producer wants it to do?

How does this scene compare
to the legend of the Tower of"
Babel? N

. ¢
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‘ . k : . COMPUTER BABEL

Zé' ' (A Skit)

Players:' Narrator; Cémputer galesperson,
. Swine producer, and Computer
N programmey

e
=

=l
.

A

. Props: Name cards for all players,

N
-€ g
desk, chairsy, notebook and pen

N for programmer, coffee cups [”’/’
. Scene: Office of Computer programmer;: r”’///’]
p ‘ Computer salesperson -has . : '
brought the swine prdducer to
N . the office to discuss the programs he/she would 1like

. for the newly. purchased computer.

NARRATOR (N): A swine producer, (student's name), has just purchased

a microcomputer from this salesperson;  (student's name).

The swine producer has come into the office to order
some programs to be written for his/her swine
production operation by the computer programmer,

(student's name). Unfortunately, the swine producer
2 %

knows nothing of cqmbuter terminology -and the .
progyrammer ﬁ;ows nothing of swine érqduction : ' o
terminology. Let's see what is happening at their

first meeting ... .

1

, COMPUTER . .
[~ : SALESPERSON (CS): (Introduces the 3¥ine producer and the programmer.)
) *I'11 go and get some coffee, hhy doﬁTﬁfyou two
- " go ahead and get sta}ted? (leaves to get coffee)
- A > l ' . ) - !
~ _ COMPUTER = , ‘ -
. PROGRAMMER (CP): (esitting at desk with notebook)‘,WeII,'I'l% need ,
° H

to know some things=ebout your cqmputer before I
) 3

"begin, , First, how many byte$’'does it have? ' K
. . ' L
SWINE. PRODUCER (SP): Bftes!? I don't w anythihg about bites,

but it sure, can chew up a\16§\3f'those disk
. . things. ™ )

. .
. { T 4
o . . ’ »1\,/‘\_', s




CP:

SP:

SP:

CP:

SP:.

CP:

SP:

CP:

SP:

CP:

SP:

o
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CP:. No, b-y-t-e-s, bgtes. That
means how much memory\
SP: Mémory?

-~

%F: Never'mind, I'11 askythe sales-
person. ~ Just explain what '

you would like your computer

to do. .
SP: I've been thi‘EzngrabOut an

AI program and ...
(interrupting) Al program? I only write grogréms in Basic!

NO, Artificial Ingémination, AI! Anyway, it certaiﬁly would
be handy to have the computer keep a ‘schedule of the sow herd's

cycling., '

This" is amazing, your pigs ride bicyclesg?!

(exasperated) I said cycling - don't you know anything about

swine production?

(embarrassed) I'll have to read up on cycling. Why don't you
§

tell me something else you want the computer to do?
1 ) 3

I'd like the computer to ’calculat&me index to help me in
culling the herd. ) f

Wait a minute, the computer can't talk ~ how can it help you
call the herd.

Not call .,. CULL.‘ (getting angry) -
Oh. Well, what is the formula for this index? -

I uge the size of the loin-eye of litter mates and ...
(interrupting again) Now is the loin eye/the left eye or the

right eye? . "~

S

(very angry and‘getfing~yp to leave) -You don't kndw anything

about swine production ... I'm going to find somebody who
can talk "pork"! (Starts out the door as CS retﬁrga with coffee.)
/ o -
1 €)'y
(Y]
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v -
CS: Where are yot going?: .
SP: I'm leaving and you can keep your computer! °(leaves in a huff)
CS: What did you say, you numbskull?!'
CP: I didn't say -anything ,,, He/She didn't know a thing about
- the computer, I cou%églt—%alk to someone like thgqll ;
. THE END '
¢
. . ™~
M \
@
4
. , \
——-——’7/ R
o
1
S
¢
[ N ) v
.
Y - ?
ijr

o
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! :
TERMINOLOGY IS. IMPORTANT |

Knowing businéss tprrninalogy will help you:
1. understand what is going on .
2. gain credibility with customers _

‘3. garn respect of emplo‘yer and peers” '

A

4. get the job done correctly: you will be able to:

!
take directions ° carry out dirgctions ’
' give directions ask questions_
. 'i B
L
. . ’ X f
- Knowing terminology involves: -

1. being able to spell the terms correctly
\

‘2.' being able to define or explain the tefms to someone elsg

-

3. being able to use the terms correctly in sentences, ‘-

conversation and business situation’s . / . .
. / :
L ¢




. Put the words in prominent placés w,he\-refyoq ' .

. Practice writing the words and terms correctly.

- Concentrate on only a few new words at one time - don’t
. Associate the terms with key words, examples,

. Work together, . ' .
. Practice uéfng the words in sentences.

. USE the new words and terms every chance ybu

' Shortcuts to Building Your
Business Vocabulary

~ . * A

{

| | fgj .
will see .them often. \ ‘ :
o /_\

)

overwhelm yourself.

\
word origins, et¢. a ' . ~ °

-
4

A

get - both in and out of the classro&n.
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0B-I ACT-5
‘ . . KEEP. THESE WORDS IN SIGHT | *
A .
h . . £ N
~ ' Cut dut the words below anddtape fhem in prominent places at:
Y home or at school where you will see them everx day (e.g., on the
bathroom mirroy, in your locker on your bedroom door, above your
. »desk on the refrigeéfator door, on your notehook, etc.,). Write the '
definitioh on the back for words that are difficult for you,
— ‘ (’
N N ! , . ’
LIABILITY ' CORPORATION "
N y
— . ‘e :
< ~ .. 7 — -
\ . .
: . ) SOLE
COOPERATIVE PROPRIETORSHIP
¢
- '
) . . .
R Bl ’ T .
L U OCRPITAL MANASEMENT
) 3
l - t . ) ~ ~ .
: ' ) .
‘ PROFITS . -~ PARTNERSHIP

Q . ‘ . o




v

I Y
SPELLING POMWER IN Busﬁass TERMINOLOGEE

Circle the business terms in the lefthand column that are

LIEBILITY

COOPRATIVE
PROF{fé
CORPORATTON
CAPITOL -
PARTNERSHIP
MANIGEMINT

L]

SOUL PROPRIETORSHIP

misspelled. Write all the terms correctly in the righthand column,

'

P -

p e

/'




0B-1 ’ 193 , ACT-6
' KEY

1 oy
SPELLING POKWER Jt BUS&ESS TERMINOLQGXR

r .
C&rcle the business terms in the leftHard column that are

’misspelled. Write all the terms correctly in the righthand column.

\

»

G LIABILITY
COOPERATZVE

PROFIT§ -
L -

CORPORATION

PARTNERSHIP .
( souL PROPRIETORSHIP )
x
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¢

ACT-7

\
ASSOCIATE NEW TERMS WITH KEY WORDS

The new terms for this problem are listed below along with some
suggested key words which may help you to remember the meaﬁzﬁy\oi—
the words as they are used in business. Divide the clags into small
§> _ groups and have each student explain one term to the others in the

group and give a key word to help in remembering the term. Use a

, glossaryhof business terms or a dictionary 1if you need help.

Term
SOLE PROPRIETORSHIP

o

PN > .

LIABILITY

‘Think of:

SOLE = SOLITAIRE
One person playing cards, one
person owns the business

BIL = BILL
' A debt, responsibility for debts
PARTNERSHIP Profits and losses divided into PARTS
) . shared by two or more persons
Cé?;%@} ‘ - Wealth or resources
PROFITS Money in your .pocket .
- CORPORATION CORPSE = a body, a lot of people working

COOPERATIVE CORPORATION

MANAGEMENT

.

as one body

COOPERATION = working togethe
edach other

‘MANAGE = control or guide

to help
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-

. DO YOUR SENTENCES MAKE SENSE?

Fill in the blanks in the following- sentences with the correct

word orljﬁym using the 1list at the bottom of the’page.

1. Theqs:ealth or resources that are invested”in a business. (money,

-

. equipment, buildings, etc.) are known in the business world as

2. A major disadvantage of éhe ' \ way of

doing business is that each pdrtner is legally obligated to pay

for the business debts made by the other partner or partnersi

3. In general, most.of the customers who use the services of a

type of- business are also the

owners of the business.

4. The stockholders of a - - have voting

power proportional to the number of shares of stock they own.

- 5. The objéctive of an agricultural business is to make ;
. o : from' the sale of agricultural

ve s supplies and services,

‘o )
+ Choose the correet terms from the

folloying list: *
% SOLE PROPRIETORSHIP

N d CAPITAL

MANAGEMENT

PROFIT

CORPORATION

COOPERATiVE

LIABILITY

PARTNERSHIP
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KEY

DO YOUR SENTINCES MAKE SENSE?

] ‘ ?

Fill in the blanks in the following sentences with the correct
¥ . - R Rl »
word or term using the.list at the bottom of the page.

1. The wealth or.resources that are -invested in a business (money,

equipment, Buildings, etc.) are known in the business world as

_CAPTTAL ..
2, A major disadvantage'of t\he M”Eﬁsﬁg"/o way of

doing business is fhat each partner is legally obligated to pay —_

for the business debts made by the other partner or partners,

3, In general, most of the customers who use the services of a.

QQOPEKJTIVQ ’ type of business are also the

ownerss of the business,

4. The stockholders of a M have Voting

2
power proportional to the number*of shares of stock thgy own.

5. The objective of an agricultural business is to ﬁake a

£’R‘2g 2 from the sale of agricultural

supplies and services,

Choose the correct terms from the
following list:
SOLE PROPRIE&ORSHIP
CAPITAL '
MANAGEMENT
PRbFIT.
CORPORATION
COOPERATIVE
LIABILITY
PARTNERSHIP
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UNIT: ORGANIZATION AND OPERATION OF AGRICULTURAL BUSINESé
. F3 e
PROBLEM II - Where would I fit into the business organization?

-~

Study Questions:

!

1. Why are businesses organized? . .

2. Whgt are the functions of an agricultural business?

3. What are th:\four common ways in which businesses are
organized? -

4, How do I identify the chain of authority in a business
organization°

5. What does thé¢ business expect of me as an employee?

6. What should I expect of the company I work for?

References: °

1. Center for Research and Leadership Development in Vocational
and Technical Eduation, The Ohio State University. 1965
Organizations and Functions bf Agricultural Businesses,

2. Ohio Agricultural Education Curriculum Materials Service.
1976. Agricultural Business Supply and Service. s

3. Department of Agricultural Education, Iowa State University,
1967. Businegs Procedufes in Agricultural Occupations,

4, ,
"5, } .
Instructional Materials: . N

~

1. OB-II-INFO-1, What does '"organization'- mean?
\ > -

2. .0B-II-TM-2, How can I recognize where I fit into the .
business organization? -

/ 3. OB-II-ACT-3, What do agricultural businesses in your
communit%/do for their customers?

. OB-IT-INFO-4, What are. the functions of an agricultural
business? - -
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5. OB-II-INFO-5, Four common types of business organizatioﬁ\\ »

6. OB~II-ACT-6, Comparing the four common types of business
organizations .

7. OB-II-ACT-7, What are the advantages and disidvantages of ~
each type of business organization?
-
8. OB-II-TM-8, Patterns of authority structure
9. OB-II-ACT-9, Who is responsible to whom?

10. 0B-II-ACT-10, Look at your job description ’

11. OB-II-INFO-11, What should I expect from my employer?

12. OB-II-ACT-12, What does the business offer to me, the
employee?

13. OB—II—INFoflg, Employee incentives ‘

14. OB-II-ACT-14, Questions for discussion of employee incentives

15. OB-II-ACT~15, How are employees evaluated?

‘ 16. OB—II—ACT-16/,/ What would your decision be?

Interest Approagh: Introduce the problem area by examinifig the mean-
o

. ing of the word "organization". Ask the students to define
organization. Use INFO-1 as a basis for clags or small group
discussion of business-%rganization Emphasizs the impo;tancg
of recognizing and carr}ing out your role as an employee within

the business organization.

g " ' ! » 9

Learning Activities:,

\¥ - 1. After students have explored the concept of business
organization, introduce the five study questions to be
addressed in solving the problem, "Where would I fit into
/ the business organization?" by viewing TM-2.
2. Examine the functions perfqQrmed by ‘agricultural businesses
in your community with ACT-3. Do Part I as a class.
Provide access to telephone directory, phone to call local
4 chamber of commerce, etc. Divide the class intd groups
for Part II. Provide each group with a large sheet of°
L newsprint and felt-tip pen. .Have each group choose a
. different agriculturalw%?siness and have a group secretary
" @ T
. . ' & . ,

Q . | ;3i J .
| . -




record the functions\identifled onLthe‘ﬁewsprlnt Then tape
these around the room and have one person from each group
present the group's list. Compare the lists the students
have compiled with the one found in INFO-4. Discuss any
functions that were pot identified. T

..Remind students -that businesses are 6rganized to derive
an income from the sales of goods and services. Point
out that capital investment, risk assumption, distribution
of profits, and management can be handled through a variety
of organizational structures. Compare and contrast the
four common types of business organizations using INFO-5.
Assist students in completing ACT-6 and ACT-7 individually,
in small groups, or as a class,

. Every employee should be able to determine the chain of
authority in the business. Present the three common
patterns of authority structure in businesses (TM-8).

Gilve students practice in charting authority structure
with ACT-9. Discuss the questions on ACT-9 as they relate
to identifying authority patterng . n an agricultural

business. .

. Have students adflyze and write a 3ob description with ACT—lO.‘

+

. Discuss personnéi policies using INFO-11. Emphasize that
Just as the business expects certain.things from its

:employees,-the employees expect certain things from the
business. Have the gstudents distinguish between obliga-
tions and -incentives. Have students role play a perspective
employee and employer discussing personnel policies (ACT-12).
Have students read INFO-13 and then .discuss qujftions in
ACT- 14

. Divide students into small groups and use brainstorming ¥
techniques {ACT-15) to compile a list of criteria an
employer might use in evaluating the performance of an
employee (ACT-159, Then have students evaluate the case
studies in ACT-}6 and make a decision in each case.

L2 . .
Conclusion: Summarize the problem area by asking students how they
can recognize where they would fit into a business organization.
Have them respond orally or write the points on the blackboard.

Then view TM-2 again.
) o \
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Evaluation: As a result of this lesson, students should be able to:.
&

. L. Explain the need for business organization.

£y

2. Recognize the.funggiggs performed by agricultural businesses.

14

' 3. Assess the four ¢ommon ways companies may be organized to

. do business. ’ A/

4, Identify the chaEE(of authority in a business organization.

5 Aﬁalyze specific*&u&lgi-and responsibilities contained in
‘a job description, ' i

. . - .
6. Explain employer obligations to employee and employee
' incentives\ y

o 7. Describe evaluation criteria used within a system for
promoting, transferring, and terminating emfloyees.

:

-

Optional Learning Activities:

1. Students survey‘lécal busiﬁessegbto determine per®onnel
£ :

policy. Class develops survey.fdrm to use.®

2. Have a panel of local agricultural business owners and
.~ employees discuss-the way in which their businesses RE
. are organized and opdrate. Students should prepare some

. questions beforehand, N
o \

3. Use blank forms-(ACT-1{, ACT-18, ACT-19) to develop
vocabulary building exerciges for business terms in this .
problem area which. student®s find difficult. -

% A LT . -

—




) -~ <
. ( \ OB-II. . 201 JINFQ-1
‘ . WHAT DOES "ORGANIZATION" MEAN? o
) .

The English word organ comes from the Greek vord for tool. An

- ] . “

organ 1is a'structure designed to perfogm a specific function.

B
. . . a

For example, a dairy cow's heart is designed to pump blood, 1fs

~ .
< , stomach is designed to digest the type of fgod‘gatén,(its.udder
' . .is designed to store gnd'deliver milk., The QeébﬂrtO'OF%aniée"
. h means to arrange into a structure designed toab?rfof; a specific
/ functio;. An organization is a sfgtemétic str@@tggg Vyichyaliows
individual things of persons to. interact as é’unified wﬁolg in
perfp;ming a specific function, .
. ” s
N - .

;;};7 ' ’?}v’/ I

’ 4 /.-"’.
N 9
. £ A

~
oy

)

A dairy cow can be considered as an organization {biological

o
.
* .

organizations, however, are usually called orgaﬂisms)% The "~
function of a dalry cow is to produce milk. The dairy cow is ;

organized to get this job done. Each organ in the cgy performs.’
a specific portion of.the overall jgb of producing milk. The

structure of the dairy cow is designed so that the.actgvities of

the separate organs are coordinated into a milk—producing system.

N
-
¥ l\ ]
s ~- P
. 4

*o
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An agricultural busiﬁéé?‘is also an organization. The function of

.

a business 1s to unite people with.resources in order to derive

an ingome from the sales of goods o£\services. oBupinesses are
organized to get this job done. Everyone in the business organi-
zation has a role to play in generating the income. ?he structure
of a busines’s 1s ddsigned so tha;‘the activities of the individ-

‘ uals are coqrdinated into«a/@'itable merqhandisiné system.

As an employee in an agricultural business. you are expected to

perform a specific portion of the overall function. It is im-

portant to recognize where you fit into the busitess orgénization

so that you can effecﬁiveiy perform your special role and realize

your full potential.

. -

Comgider the following questions about the dairy cow and discuss
! L ' how these concepés apply in a business.orgaﬂization. ) . ”

1. Could the cow's stomach do the heart's job? - .
(-4
2, Could the stomach do its jd% without the heart?
3. How are the activities of the cow's separate organs coordinated?
4

. What happens when one of the organs fails to do its job? -,

[L{3)
~
SERTILILER
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HOW CAN 1 RECOGNIZE WHERE 1 FIT IN'i'O THE BUSINESS ORGANIZATION?
{ L S - N

IDENTIFY THE OVERALL FUNCTION OF THE BUSINESS AND THE SUBFUNCTIONS
PERFORMED BY EACH OF THE INDIVIDUALS OR DEPARTMENTS WITHIN THE
BUSINESS, o . .

IDENTIFY WHICH OF THE FOUR COMMON TYPES OF BUSINESS ORGANIZATION
YOUR COMPANY REPRESENTS. _

IDENTIFY THE CHAIN OF AUTHORITY WITHIN THE BUSINESS - How ARE THE
ACTIVITIES OF INDIVIDYALS COORDINATED SO- THAT THEY ACT AS A
UNIFIED WHOLE?

ANALYZE THE SPECIFIC DUTIES AND RESPONSIBILITIES CONTAINED IN YOUR
JOB DESCRIPTION - WHAT DOES THE COMPANY EXPECT OF You'7

e s
KNOW THE PERSONNEL POLICIES OF YOUR COMPANY — WHAT smuu) YOU EXPECT
OF THE COMPANY? . .
4 ’ a

% -
~ \ |
8
A SUPERVISOR
. »

hy
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‘ SR WHAT DO THE AGRICULTURAL BUSINESSES
' ; IN Ygzk COMMUNITY - .
DO FOR THEIR *CUSTOMERS? - .

Part I. Make a list of.the agricultural businesses in your community., .

N

' ey . < ) 3 .
. ' : € T .
- 7 T

= == = e = = == = = e )

- Part II. The overall function or goal of ach of these agricultural
. \ bz%ineeses is to derive an incomé from the sales of
. ag¥icultural goods and services. Each business actually
' i ) performs many subfunctions which contribute to this overall
' goal. For example, a fertilizer supply business must
) order fertilizer from the manufacturer, store %he ferti-’
lizer, mix the fertilizer to customer specificatioﬁ§§
4 o give advice on proper use of fertilizer,\and deliver
/// ' and spread the fertilizer. Choose one' of the agricultural
’ businesses in your community. List at least six sub— .,
' functions performed by this agricultural business.
Compare your list with the one found on INFO-4.

\\\\\Jh - . .

e
S’
FCRTILIZEA
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, ‘ . . o
WHA] ARE THE FUNCTIONS OF AN AGRICULTURAL BUSINESS?

. * .
.

A. Overall function: To make a profit thrqugh sales of goods and
services. 5 i

v

-

B. Subfunctions which contribute to overall function:

v

3 3 s
¢

1. Assembling sgbplies for customers to buy.
2. Transporting supplies to customers,

3. Processing supplies for customers..
4, Sorting;‘grading or standardizing supplies not previously
\clas%ified by the manufacturer or wholesaler.

Storing supplies until customers desire them.
6. Paékaging supplies for customers. p

7. Advertising available sdpplges.

'S

8. Selling supplies. .

9. .Providing information on proper use of #roducts sold.
10. Providing miScellaneous services, such as advising about
planting or spra¥%ing. . >

11. Providing the capital to opéRate a business,

12. Assuming the risks of operating a business, -

°

‘ -~

L,
Source: °Ceq&§r for Research and Leadership Development in Vocational
and Wechnical Education,'The Ohio State University. 1965, "

+ Organizations and Functions, of égriéhltural Bugidss,

g

IARM WPRY

g 1
N
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FOUR COMMON "'TYPES OF BUSINESS ORGANIZATfaﬁ

SOLE" PROPRIETORSHIP

s

Business Owned by One Individual

Owner is Liable for 100% of
Debts

Owner Gets Profits

Owner Determines Policies

Business Owned by -Stockholders

Each Stockholder Liable Only Up
to Amount Invested

Profits Shared Among Stock-~
holders in Proportion to
Stock Held M

Policies Determined by Common
Stockholders and Board of
Directors

SOURCE:
Service, 1976.

o

PARTNERSHIP

Business Owned by Two or More
Individuals

Bach Partner Can Be Held kable
for 100%Z of Business's Debts

Partners Share Profits (Usually-
in Proportion to Share in
Capital Investment)

,Partners Determine Policies by

Voting (Vo!ing Power
Proportional ‘to Share in
Capital Investment)

COOQPERATIVE CORPORATIONS

Business Owned by Member-Patrons

Individual Liability Limited to
Amount Invested

Patrons Share in Profits on a
Patronage Basis

Policies Determined by the Member-

Patrons and Board of Directors
(One Member - One Vote)

»
%

Adapted from Ohio Agricultural Education Curriculum_Materials
Agricultural Business Supply and Service.




Types of“Business Organizatiéns N

Features Sole ’ B Cooperative
Compared Proprietorship * Partnership General Corporation Corporation

Who owns the
business?

How is the
business: financed?

*3aeyd SupmolToI 9yl @23a7dwo)

3

8
=
o
o
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%
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3
o
t
-0
<
w
o
gg
o
=
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g
g

L0¢

How is voting
conducted?

Bl
¢

" Who manages the
. ,company?

»

Who gets the
profits?

. SNOILVZINVO¥0 SSENISNd 40 SH

9-1ov

Who is liable
for the debts?

F : :
Source: Adapted from Ohio Agricultural Education Curriculum Materials Service. 1976L. Agricultural

A Business Supply and Service.
Ly . ,
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Types of Business Organizations
Features | )
- . Sole . Cooperative
Compared Proprietorship . Partnership General Cerporation Corporation
T *

Who owns the

The individual -
business? ’ .

The partners (two
or more)

The stockholders

The member-patrons

How is the

business financed? Individual invests

private capital

Partners invest
private capital

-

stocks are\ old , each
share representing a
stated amount of invest-

~

Médiber-patrons buy
shares in the co-op
corporation

*318YyD SUIMOTTO3J @43 231°7dwo)

auw :s voting None needed

conducted?

c
Usually be partner's
share in capital
inyested

ment
By shares of stock

.

Usually one member,
one vote

4

Who manages the

The individual
company? .o

&+

The partners

Board of Directors

\\

Board. of Directors

Who gets the

profits? " The individual

The partners, in

proportion to capital

The stockholdzrs, in
proportion to stock held

4

The patrons on a
patronage basis

The individual is
liable for 1007%

Who is liable
for the debts?

inyested

Each partner is liab]
for 100%of the debts
incurred by the busis

e Edch stockholder is
liable only up to
ess amount invested

T

Each member-patron
is liable only up

to ampunt invested

L4

Source:
Business Supply and Service.

Adapted from Ohio Agricultural Eduéation Curriculum Materials Service. 1976. Agricu%tural
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o
‘ ‘ WHAT ARE THE ADVANTAGES AND DISADVANTAGES .
OF EACH TYPE OF BUSINESS ORGANIZATION?

s

LN -

, ' SOLE PROPRIETORSHIP

Ky ~

»

. " Advantages Disadvantages

( - SOLE PROPRIETORSHIP

PARTNERSHIP

s
'

A

Advantages “— ' -Disadvantages

4

.
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GENERAL CORPORATION

Advantages

Disadvantages

COOPERATIVE CORPORATIONS

°

ACT-7 . }

—

COOPERATIVE CORPORATIONS

Disadvantages

Advantages
\ -
~J
‘\/

22




WHAT ARE THE ADVANTAGI™ AND DISADVANTAGES

OF EACH TYPE OF BUSINESS ORGANIZATION?

SOLE PROPRIETORSHIP ]

! }
N
.
:

Advantages Disadvantages °

Simple to organize,manage, Difficulty'in obtaining Fsgfd

and dissoI;e; Profits taxed large amBunts of capita

v

énly once; Your own boss; ~ responsiblity for all |
LY -

»Limited government - —decisions;unlimited “:_”__
regulation; little or no 1iability; lacks incentivey © prOPRIEFORSHIP

organization costs; for best employee;
privacy; relatively high business is dissolved bhen owner dies

credit ratings

PARTNERSHIP

o

°

_ Advantages * Disadvantages

Permits specialization » Danger of disagreements

of duties among partners; among partners; possibility
grearer fimanctat Srrength — —Of Weakengd TETERement from
< PARTNERSHIP than individual ownership; ____divided authority among

.less government reghlation partners; unlimited liablity;

than corporation types; possible dissolution of

desire of partners to'carry business by, death.of one

-

o

their share often results partner. .
- * &

in more profits.

A]

3

-
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i GENERAL CORPORATION i . :
B
Advantages Disadvantaées

*

Limited 1iability;

relatiyely easy to obtainzm

Closely regulated by state

«capital by sélling shares

life; considered a legal

entity-owners cannot be

sued, ease of, bransferring

4

ownership, standard procedurés p;rtnerships; tend

-

protect stockholders;

flexibility of business.

" does not have profits

and federal governments; -
inability of large corporatio
o£—seeek+—hss—pe;pe%ual B ——4a>4naiaeaia—eee¥eey, highly

taxed; profits double-taxg}gNERAL CORPORATIGNS
(both corporation and stockhalders pay. téx);

Lower credit rating than individuals or

to be impersonal; lack

-
>

|

]
of uniform state corporation laws.

" COOPERATIVE CORPORATIONS

Advantages
f_a
B Vﬁ

Reduces bad effEets of

of lack of competition,

«

. Disadvantages

———Frequent failure _to pay - °

. adequate salaries to attfact

Oztenbggproves Member 's

o° ©

and h81d supérior managers;

bargaining power; °

double,tsxed like other -
corpOations; permits .

w € -
close, control of operations

by members.

2‘/1\ .
Nt\)

T%ilure oI membe rs to

___patrnnimLJﬂmdx_coops,\ff;eby
reducing volume and profdt?®;

takeg too long to make

»

e

-4

decisions, ususdlly, board

.of directors frequently

untrained and inexperienced

for their policy-making

responsibilities.

Q.




R

OB-11I 213, ‘ ‘ \I¥8a
‘PATTERNS OF AUTHORITY STRUCTURE N
. . DELYERY - ., ‘. . -
P ‘ ol ) s ~
. l/ N \ k4 N /
\ .
”! i\ . . \_
/ 4
' ‘ v
WEDDING OWNER/ SALES
CONSULTANT —™—MANAGER CLERK
] ! .
¥ ;! A
\ , s
\\ ‘ ,’ - - prm e
\\ /"‘ o o 3
b N . , ’ -7 > - R §
A Tt
) ~ DESIGNER .
WHEEL ) o
(EXAMPLE ILLUSTRATED: A SMALL FLORIQST,BUSINESS). . ) ) §
Broker-
- , - Manager 4 e %
. ' - . ’
' Administrative B ’
Segetary Accquntant S
' 1 O °
- AN
Urban Realty | .- - N Farm Rg;xlty, .
Manager 'Maenage,'r .
I ]
Appraiser Appraiser Appraiser Appraiser " Appraiser »
Salesman Salesman Salesman Salesman. |, _ Salesman—
LINE Anp STAFF v
(EXAMPLE ILLUSTRATED: A FARM REALTY BUSINESS)
p

-3




Sy
. s
0B-11I 214 TM-8b
' -
g - _J
PATTE??S OF AUTHORITY STRUCTURE .
o STOCKHOLDERS -
Board of
Directors
L &
Manager
P
l |
™
Office Distribution MiH
Manager Manager Manager
1 l : [
ﬁ 1 T 1. —
. Sales Lime & Fert. Feéd Dclivery Grinder- Grinder-
+ Secretary *  Clerk Spreader Driver Bagger Bagger

LINE

(EXAMPLE ILLUSTRAM A FEED & FERTILIZER SUPPLY BUSINESS)

SOURCE: OHIO -AGRICULTURAL EDUCATION CURRICULUM MATERIALS -
AGRICULTURAL BUSINESS SUPPLY

SERVICE,

AND

SERVICE.

1976,
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' f
. ’ WHO IS RESPONSIBLE TO WHOM?

There ar}many people involved in running a school system.
Just as in‘a business organization, authority and responsibility
are partitioned and delegated and the activities of individuals
are coordinated through an established chain of authority, Dra&
- . @ chart of the pattern of authority in your school system, Try
to include the following in your chart: Students, Principal,
Superintendent, Secretary, Teachers, Librarian, Maintenance cr;w,
-School Board,'Taipayers, Cafetérié Sta{f, Bus Drivers, Student
Council, N . - .

o » 5 ‘

) Tgiﬁgs to think about: _ )
I~ - ) \ - i
Which of the three patterns does your chart resemble?

1,

2. What sort of things determine who has authority?
3. Why is the authority delegated?
4.

What are some of the responsibilities and authority at
each level of your chart?

5. What would happen if someone assumed authority beyond what =
is delegated in the authority pattern?

/
. 6. If you were a new employee in an agr\ﬁ;:ltural business, how
would youy determine where you fit into the chain of authority?

& 4
22y
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LOOK AT YOUR JOB DESCRIPTION

. ’ . ® .
Below is a job description for an agricultural chemicals ware-

* house pers6bn. Discuss what the business expectga of this employee
¢ and what types of qualifications such &n employee would need. What
responsibilities does this employee have that no other employee

*

might have? . . .

Agricultural Chemicals Waréhouse Person
= : -

The warehouse person will b€ responsible for maintaining
an accurate inventory at all times; storing compatible
chemicals in proper temperature; observe all safety
regulations in storing and handling chemicals; provide
an gppealing display area and arrangement; operate and
maintain storage, handling and transfer of equipment.
Will be under supervision of the assistant maqager.’//‘

.

Write a job description for a job you have held. '(If you have‘

not been employed previously, write a job description for your

teacher's job.)

&

i
2z

Y

\ /2l

~

i

[




w& SHOULD I EXPECT FROM MY EMPLOYER?

é »

A.”. Legal Obligations of all Employers>» :

B

B.#

INFO-11  °

1.. Social Sec:rity C.on:r\'i?utibns - )
2. Minimum Wages L v . "l
3. Up‘emplo’yment Insurance~Contributions n
4. Workmen's Compensé‘tions Contributions :
5. Compliance with Safety Regulatic’)ns \ ' }
Employee Incer;tives Provid;zd by many (Employe,rs',: - -
1. Group ‘Life Insurance )
2. Health_an}i Accident Insurance’ ‘
3. Pension Plans ’
4. Employee Discounts = ¥
5. Vacations ’ - N )
6. Recreational Activities ' -
7. Borfuses 4,«
8. Commissdons ) )
9. Profit-sharing Plans " -

. ‘ ~ ,
A YDefinite System for Emplo;!ee Evaluation ‘

\ &
1. Fair Criteri: for Periodic Evaluation of Pel;formance .
2. %In—service Train:fr:g May be Included \ )
3. Opportunity for Promotion “and Advancement
-2 .
A N ; :
, o~ -
. A /
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WHAT DOES THE BUSINESS OFFER TQO ME, THE EMPLOYEE?

Make a list of some important questions a:.pergpective employee
would want to ask the empioyer agouﬁ company personnel policies.
Use these questions to act out a portién of a ;ob interview.
Have one student assume the role of the perspectiQe employee

. .
asking the questioqs about personnel policy, and have another
student play,the 26le of the employer. You may want to have

several pairs of students role play so that all the questions

get asked.

Some important questions to. ask about personnel policy are:
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. EMPLOYEE INCENTIVES

Employers often furnish their employees with benefits in

4ddition to theilr regular salary. These items can be extremely

valuable toiaﬁreﬁpioyeé. It is to the worke;'s advantage that he
knows exactly what benefits are given him by his exployer and how
they are administered. Listed below are some of the more common

fringe benefits.

Sick Leave: In many cases a business will allow their employees a
certain number of days per year éor sick leave. That is, when an
employee is 111, he may take time off from work Without losing pay.
This is a privilege that shoulé not be abused. Pretending illness;
to gain ; day off 1s looked upon by employers as being dishonest.
Often these days, if unused, can be

. aécumulated td a certain point and

saved in case of major illness. This

could be important to the person who

woug have to miss work for an extended

’

period of time.

Hospitalization Insurance: Along with

sick leave, hospitalization iphurance

is another benefit offered to protect

employees in case of illness or-

accident. In most cases, when made

avéilable, the employer either pays all

of the %remium or shares the cost of tﬁq

insurance with the employee. The insurance can cover a variety of
items, but most usually includes‘hospital, surgical, and medical costs

&

of illness or accident, e
. . L4

Time Off: Time off with pay is a benefit that varies widely from

R

-company to company. Most firms, however, do allow arr employee time

off with pay for vacation. This 1s usually offered only after an
. ~

employee has been working Tor the company a sbecified period of time.

The length of vacation allowed depends on company policy and length

I —— vy P Rl et

N

e e A e
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of service. This benefit 18 usually not extended to.part-time
workers., - ’

\ Other days off are sometimes allowed with pay. These might
include holidays, election day, jury duty, and -death or illness in

the family. As with vacations, this benefit is usually not extended

to part-time workers.

Security Plans:. Many industries operate pension plans separate from

and in addition to the Social Security Plan sponsored by the federal
government. The funds for these independent pension plans are usgally
provided entirely by the employer.or.may be on aj&ost-shhred basis

with the employee. Other eecurity items sometimes offered by employers
are severance pay in which a lump sum is paid to an employee when

leaving the employ of a firm and subsidized savings plans in which

\ the company contributes a certain amount for each dollar saveq by an

1 individual. ’ (*

'

Bonuses: In some cases companiles give year-ehd bonuses to employees.
These usually amount to a portion of the individual's salary, such
as one month or a portion of one month, one week, etc. The purpose
of these bonuses is to reward employees for theii efforts in helping
the business earn profits throughout the year. )

Another benefit sometimes provided by employers in the profit- ;
sharing plan whefeby the company shares with employees the profiis
earned by the busi;ess. In some cases this is done by offering

employees shares of the corporation's stock. -

SOURCE: Jordan and Voegeli, 1972. An Activity-Based Curriculum for
Occupational Orientation, Alton, Illinois.
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1.

10.

Source: Jorden and Voegeli. 1972.- An

_ awarding a yearend bonus to one

221

-

QUESTIONS FOR DISCUSSION OF EMPLOYEE INCENTIVES
. (FRINGE BEREFITS)

"7IF fringe benefits were not offered, base salartes ctould probably - —r—r--r
be higher. Do you think fringe benefits are worth this
difference in salary? Why or why not?

If an employee 1s allowed five (5) days of sick leave each
year, should he take the days even if he is not sick? What
reasons can you give for your amswer? \\

What fringe benefits have you received on past jobs? "J
|
|
J
1

If you:had the choice of &ouf‘firm«providing you with hospitali-~
zation insurance or paying the same amount in regular salary, .
which would you choose, and why?

Which would you consider to be the most valuable fringe Benefits?
Why?

For what reasons do employers
offer employees fringe benefits?
What effect might security

plans have on your future?

What influence would se-

curity considerations have

on your decision to remain

on a particular job?

Under what circumstances might
an employer be justified in

”

employee and not to another?

How do you suppose a profit-
sharing plan would benefit employers?

Part-time workers are not usually ex-
tended as many fringe benefits as full-
time employees. ‘Do you believe-this to
be a falr practice? Why:

Activity-Based Curriculum for
Occupational Orientation. Altgm,
I1linois,
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‘ . ’ HOW ARE EMPLOYEES EVALUATED? /

In your brainstorming group, think of as many criteria or poinns

you might use as an employer in evaluating the performance of yeur 1

»
employees (e.,g., Is the employee on time?), U
List the criteria for evaluation in the ) /
space below. g /
V\
( . 0!3
« ’ e
i
i Y
<
® ’
’ . o

Y,



Purpose:

o
<

223 ACT-15
. ' ‘ Supplement

BRAINSTORMING

To have students generate (within a short time frame) as

many ideas as possible in relation to a broad topic or

e e —— ~— g—gpecific problem.  Novalue judgments wdy be made by

(4

students in relation to apogher student's input. (Comments
such as_'that's stupid,"” "that's dumb,” "that's a good *
idea," are no-no'sl)

Encouragé creative thinking to take precédence over
practical thinking. All suggestions.should be recorded

for later discussions and/or modification.
3 N -

* Procedures: i, Explain the purpose of brainstorming to the class.

»

Source:

2. Announce to ‘the class members they will have a
short time frame to work (within 3-5 minutes).

3. Also explain to the class that no student-to-
student interchange may occur -~ all remarks
_ should be directed to the recorder who records
.the idea without commeng (the recorder may be a
student or the teacher).

" 4. Divide class groups into small groups (groups of
12 members work best). ’

5. Assign a-recorder in each g}oup (or have a group
select its own recorder).

6. Assign a group leader (or have the group select
a leader). The leader must see to it that no idea
is criticized, evaluated or reacted to.

7. Assign the problem or topic.

-

8. ‘A follow~up of brainstorming is necessary. This
may be accEﬁplished through ‘the use of a discussion
group. At this point, evaluation of the ideas .
generated during the brainstorming session may be
rank*ordered or expounded upon.

9. Optional: Make this a contest with a pgize.for the
group that comes up with-the longest list,.’ '

Dr. Joe Townsend * - o,
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‘ ‘ WHAT WOULD YOUR DECISION BE? .

. Read the following case studiess and then make a decision as
. indicated.

e Ar 2 wmees man

1. Bill works as a delivery person for Acme Feed Store. He
figures that Mr. Jones, his employer, will never know how
long it took him to make a delivery so he often hurries through
his royte sometimes being careless, sloppy and rude to the ¢
customers and then he takes the "extra" time he saved to go
home for a short nap or over to the local cafe to.have 4 coke
with his friends. Several times customers have been kept - t
. waiting because the truck was not back in time to make another
delivery before the store closed for the day. Mr. Jones saw ‘
~ the truck parked outside of Bill's home at 3:30 p.m. yesterday
and today he has called Bill into his office. What do you
think Mt. Jones should do? Fire Bill? Give him a second
chance? Transfer him to the warehouse? Why? Do you think
Bill understands where he fits into .the business?

I

[

B -
~
» .

2. Mary works as a salesperson in a farm supply store. She has -
been taking night courses in business and farm management at
the community college., Mr. Smith, her employer, has noted
that she always arrives on time and is neatly attired.
Several customers have remarked to Mr. Smith how friendly
and helpful she has been to them when they were in the store. e -
Mary has worked at the store for six months and it is time for
her first evaluation. What do you think Mr. Smith should do?
Increase her salary? Transfer her to the warehouse? Promote '

her to assistant manager? Why? Does Mary understand her
role in the business organization?

. .
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’ . . KEEP THESE WORDS IN SIGHT

Cut out the words below and tape them in prominent places at
home or at school where you will gee-
bathroom mirror, in your locker, on your bedroom doqr, above your
desk, on the refrigerator door, on your notebook', etc.). Write the
. definition on the back for words that are difficult for yoix.

>

’tm_mn”&’fg;'g;?— gn’ the— -
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ASSOCfATE NEW TERMS WITH KEY WORDS

\

The new terms for this problem are 11sted -below, Suggept®
some phrases or kev words which may help you to remember the meaning of
the words as they are used in buginess. Divide the class into- small
groups and have each student explain one term to the others in the
group and give a key word to' help in reﬁembering the.ierm. Use a
glossary of business terms or a dictionary if you néfg)help.

Term . ) Think of:

- 245

-
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SPELLING PONWER IN BUSl‘ESS TERMINOLOGXR

.

> *

\ . : t

u, - Circle"the business terms in the lefthand column that are*
misspelled, Write qll' the .terms correctly in the riéhthand column,

% 3
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UNIT: ORGANIZATION AND OPERATION
OF AGRICULTURAIkBUSINESSES

- -

PROBLEM III: What do I need to kpow about the operagzng
" expenses of an agricultural business?

R e ] ey ermm ms ner ey 8

Study Questions:

1. Wwhat are the major operéting expenses of an agricultural .
business? . ’

2. How can ehployees affect the opexating expenses?

<

3. Which operating expeﬂses affect the employees directly?

Ny
.

4. -Why should I be concerned with minimizing operating expenses?

..
L N

. References and Materials: - . .
: . : o

1. OB-III-ACT-1, Where does the money «go?

2. OB-III-TM~2, Where does the money go?J

v

3. 'OB-III-ACT-3, How' can employees affecteoperating expenses?

]

4. OB-III-ACT-4, Investigations into business expenses.

o, »
Interest Approach: Have students complete the pie chart of business

expenses, ACT-1. Use a telelecture (or have a local busihess person
visit the class) to interview a local business person/(this

_ resource person should be contacted beforehand and‘ﬁgked to prepare
for the call) about the company's expenses. (Questions could be’
handled as, QApproxiﬁately what percentage of your Susiness's income

from this information. (Alternatively, the instructor

goes to employee salaries?'" etc.) Fill in the pie chart on TM-2
a{kgy want

.to obtain the information from a Qusiness person and prepare the
" transparency master or a hook and loop presentation before the
ciass.) Have students compare their estimated charts with the
one completed with the help of the resource person on TM-2 kor -
the hook and loop Woard). Discuss éoints on‘which student’'s
estimations were dramatically different from those provided by the

-

business person.
>
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Learning Activities:

~

R R T

1. Ask the students which items in ACT-1 they would like to

see occupying a bigger slice of the pie if they owned a

business. Which ones would they like to see as the smallest
would allow others to be incieased (e.g. if utilities were
smallegr, maybe bonuses could be larger; if insurance costs
were less, maybe salaries could be more). Ask students to
explain in their own words how operating expenses, besides
salary, affect employees in the business either directly or
indirectly.

2. Ask students what things make a difference in the amount of
premium payments they or their parents pay for auto insurance
(e.g. number of claims filed for that individual, speeding
tickets, other traffic violations, age, good grades, etc.)
Discuss how a driver's behavior can affect the amount of money
expended on insurance. They have students complete ACT-3.

3. DAvide students into small groups and have them work on repo:E§
with ACT-4. Students may want to prepare information sheets
to give to othér class members when they present their reports.

- ”»

Conclusion: Ask students to explain in their own words why an employee

should be concerhed with minimizing operating expenses.

Evaluation: As a result og‘this lesson, students should be able to:

1. List and describe the major operating expenses of an agricultural
business. .

N

2. Explain how employees can affect operating expenses.

3. Recognize the impaftance of being duly concerned about minimizing
operating expenses.

»5

3

Optional Learniﬁg Activities: . ////

l» Have an insurance company yepresentative speak to the class.
2. Have students fill out personal income tax forms.

3. Have students pretend they are employed in a local farm supply
center and prepare an insurance program for the manager stating
the amount of protection to be carried, the cost of the’ .
insurance, and the major provisions of the recommended policies.

.
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‘ . WHERE DOES THE MONEY GO?
¢ of how the incoéme from an agricultural business is spent. Begin by .

assigning a percentage to the following items (add otherg, 1f you think
they are necessary) and then mark off the pile chart and label it. N

Divide up the pie chart below according to your own éstimation ) //2/,

Expense Item

Employee Salaries - < - . .
Taxes (e.g. real es:ate, income) . ‘

- .- .

Percent of Total Expenses -

Insurance (e.g. fire, motor vehicle)

Social Security &.WOrkman's.Compensation
Contributtons . v

Maintenance of Buildings & Equipment , s . +F

Utilities (electficity, water, heat)

« Inventory ' .

Employee Benefits (e.g. pald vacations, -
-vsick days, employee insurance, bonuses) . vj7

Advertising and promotion

", —_—tts




WHERE DOES THE MONEY GO?

A ple chart reflecting the |
" expenses of a Iocal agncultural -
busmess. ’

- »
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Bl <

‘ " HOW CAN EMPLOYEES AFFECT OPERATING.EXPENSES?

List at least two things en employee‘could do to h!ﬁp reduce’
each of the following expenses. List at least two things an employee

coukd do to cause an increage in these expenses. The first one is
done as an example.. .
ACTIQNS THAT "COULD ~ ACTIONS THAT COULD y
, REDUCE EXPENSE INCREASE EXPENSE
. 1. Maintenance of Building & Equipment
' Being conscientious in cleaning Damaging equipment-through care-
° Fquipment properly. Jless operation, . .
: -
- ¢ o P
2.+ Fire Inslrance Premiums ' '
] . 4 . "
R e . 1 “ - 4 .
. ' 3. Utilify Bills -/
b
. .“.\/
' 4. Employee Accident Insurance . .

5. Inventory
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INVESTIGATIONS INTO BUSINESS EXPENSES

ACT-4

Choose one of the following topics and work as a group to
prepare a brief (5 minutes) report. ,Your investigation into the
topic may take you to the library, local business establishmgqts,

» government offices, etc.

Be sure you include a definition of the

topic, the amount of money which might typically be spent on the o
item by a busines$, any laws - or regylations affecting your topic.

.

F&;e and Extended Coverage Insurance

. Motor Vehicle Insurance

Liability Insurance

Workmen's Compensation

Social gecurity

Income Tax

Real Estate Tax

Depreciation of Buildings & Equipment

Group Employee Insurance Plans

-

Life Insurance

Utilities

’
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- UNIT: OKGANLZATION AND OPERATION
‘ _ OF AGRICULTURAL BUSINESSES

PROBLEM IV - What are the sources of the money an agricultural

business needs-to meet operating expenses?

Study Questions: -
1. What are the sources of credit for agricultural businesses?
2. What is financial soundness?, ‘
3. How 1s financial soundness measured?

4. What are ownership equity ratios?

5. What are the complete income and expenses incurred in an
agricultural business?

6. What is a financial statement?
7. How is a complete income and expemse budget prepared?

8. Why is financial soundness important to an employee in an agri-
v , cultural business?

9.

<

References and Materials:

. 1. : : -

>P »
, Evaluation: As a result of this lesson, students should be able to:
‘ 1
1. 'Explain the following credit instruments: checks, drafts,
promissory notes, secured transactions, warehouse receipts,
bills of lading, releases, and satisfactions.

- 2. .Recognize the sources of agricultural credit.
. 3. Interpret a financial statement explaining the parts of the
" statement of operations and the balance sheet.

4. Distinguish business‘financial soundness and methods for measuring

. . it.




5. Calculate ownership equity ratios and current ratios in

[N

measuring financial soundpess.

6. Identify those complete income and expenses incurred in an
agricultural business. -

-y

7. Propose a complete income and expense budget for a farm
supply business. ’

Optional Learning Activities:

S

1. Bring examples of credit instruments to class.

2. Have students compare sources of credit by inviting representa-
tives of agriculture lending agencies to speak to the class.

3. Examine the financial statements on company year-end reports.
s

4. Prepare a year's budget for the FFA chaéter.

5. Prepare a presentation to the manager of a hypothetical or real
agricultural business showing estimates of additional- capital,
labor, and facilities needed to add a service or related item
for the public. Use records of sales by departments or
inventory turnover or both to support the need for the added
service or item. Present facts the mampger would need to help
reach a sound decision. *
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UNIT: ORGANIZATION AND OPERATION OF AGRICULTURAL BUSINESSES

PROBLEM V - How do businesses manage to have the right amount of
each product available at the time when the customers
want them? s

Study Questions: — e -

1. Why ié{fnventory control important?
2. What are the methods of controlling inventory?

3. What information must be known about each inventory item?

1Y

4. What forms and records are involved in inventory control?

5. What are the proper procedures for ordering, receiving,
storing and handling inventory items?

6
i {

References:

~

1, williams, David L., ed. 1970. Handling Products and

‘ ) Personnel in Agricultural Firms. Agricultural Education
Division, Vocational and Technical Education Department,

University of Illingis at Urbana-Champaign.

| 2 ‘ £

Instructional Materials:

. -

1. 0B-V-ACT-1, Product Characteristics Affecting the Handling
of Inventory ’

2. OB-V-~ACT-2, Phyéical.Count Iﬁventory
N

3. 6BFV—ACTJ3, Perpetual fnventory

4, OB-V-INFO-4, Purchase Order

5. 0B-V-INFO-5, Bill of Lading

6. 0B-V-INFO-6, Receiving Record

7. OB-V-INFO-7, Invoice

Q 2 . \
) 2{/\,' : i
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‘ : 8. 0B-V-ACT-8, Compl.eting a Purchase Order
9 %0B-V-ACT-9, Interpreting a Bill of Léding
10. OB—VfACT-lO, Completing a Receiving Record
11. Oé;V—ACT—ll,.Cémpleting an Invoice
12! OB-V-ACT-12, Why All These Forms?
13. OB-V—ACvaB, Steps and’Key Points in Inventory Control
14. OB-V-INFO-14, Questions to Thinmk About During Field Trip

15. 0B-V-ACT-15, Building a Business Vocabulary

16. OB-V-ACT-16, -Inventory Scramble —

-

Interest Approach:‘ Ask students if they have ever gone into a

place o business to purchase a particular item and were told
the item was not in stock (a record album or tape, shoes or
clothes in\their size, part for a motorcycle or car, etc.).

-

Discuss how they felt as customers. .If it happened more
‘ than once at the same place how would they feel about that
place of business? ~What did they do when they foynd out it :

. <
was not available? .

”
4

Learning Activities:

~ -

1. Have students complete ACT-1 and discuss product character-
istics which have an affect on inventory control.

2. Explain the difference between a physical count inventory
and a perpetual inventory and why both are used.

a. Have the students take a -physical count inventory of
“shop or' classroom equipment (ACT-2). Emphasize that
students should be careful in counting number of items,
. noting capdition and value of each item.

b. Have students complete the perpetual inventory problem
(ACT-3) using the situational problem given. (Alternately,
the KEY to ACT-3 may be used.as an information handout
for discussion.) Point out that there are three common

types of perpetual inventory systems used in businesses
nowadays: )

~

i. perpetual inventory sheets which record all items
together on one list, ~-
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T ii. stock inventory cards on which the sales and
. purchases of each item are recorded on a separate
, card, ‘and
1ii. computer systems. with various types of entry and
retrieval equipment (e.g., CRT, or cathode ray
. tube, terminal or line printer) and storage (e.g.,
’ ¢ disks, magnetic tape, magnetic ledgers, cards,.
etc.). '
- 7/
3. Have students read about each of the forms and records
involved in restocking inventory (INFO-5 through INF0-7).
- Compare the information contained on the various forms.
Note and disluss similarities, e.g., why does the purchase

order number appear on all the forms? ,

4, Arrange to have students fill out a purchase order (ACT-8)
for some supplies needed for the shop, the classroom, the
FFA chapter, the school office, the school library, etc:

If this is not possible, outline & situation and list items
. to be "purchdsed" on the blackboard.

/T\\\\ 5. Arrange to have a shipment delivered to the classroom or
shop. If possible this could be an actual shipment of goods
ordered by the school. Otherwise the instructor shoulds
. . put ‘together a "shipment”" or goods.(include some damaged o
‘ merchandise to give students practice in inspecting ship-
ments). (The instructor shoufd complete the bill of lading
(ACT-9) to correspond to the arranged "shipment"”. Use the
school name or class name as the consignee.) Have students
—s ’ role play the parts of a delivery person and warehouse
Y . . personnel as they fill out the receiving record (ACT-10)
and interpret the bill of lading (ACT-9).

6. Have students complete an invoice (ACT-11) as if it had
accompanied the "shipment" of goods received in the
classroom in ACT-9 and ACT-10.

- . 7. Discuss the importance and interrelationship of all the
forms, records, and persongel involved in inventory
control with ACT-12. fy

I -

Conclus101 Summarize the problem area by having students outline
the steps and key points which should be foliowed in controlli“gh“"‘—.
inventory (ACT-13). (Alternately you may want to use ACT-13,

. KEY, as an information sheet to discus§ inventory control

procedures with students.)

.
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Evaluation: As a result of this lesson, students should be able to:
1. Explain the importance of inventory control.

2. Describe methods of controlling inventory.

~ -y
3. Accurately complete a physical count inventory.

4. Make accurate entries on a perpetual inventory.

5. Fill out and interpret the following forms: purchase
order, recelving record, invoice and bill of lading.

Optional Learning Activities:

1. T8ke a field trip (INFO-14).to observe how an agribusiness,
in your community handles inventory or use the telelecture
to %nterview the owner of a local agricultural business.

2, Obtain a computerized inventory sheet from a local agricul-
tural business which uses a computerized system. Have
students examin® the printout and compare it with the

T perpetual inventory sample form from ACT-3. Discuss the
advantages and disadvantages of each system.

.

3. Have students complete vocabulary and spglling exercises
. (ACT-15 and ACT-16). - \/EQ

4. Use blank forms (ACT-17, ACT-18, AGT-19) to develop
vocabulary building exercises for business terms in this .
problem area which students find difficult.

agricultural merchandise tither from information provided
in a sample situation or from interviewing a local
agricultural business person, v

-

5. Have'students calculate tgrnover rates of commonly sold
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PRODUCT CHARACTERISTICS AFFECTING THE HANDLING OF INVENTORY

Consider the following items which might
be sold by an agricultural supplies and

services busigess. Answer the questions
L Y

below. = = 1
SEED CORN HERBICIDES > |
TRACTOR SWINE FEED PARTS FOR CORN PLANTER |
VITAMINS FENCING MATERIAL ~  EAR TAGS FOR CATTLE }
GREASE ' “FARROWING STALLS,  IRON SURPLEMENT FOR BABY PIGS

1. What time of the year would custoﬁers

purchase these items?

>

2. Which items might deterioratelig stored for a long period of tiﬁe?

3. Which items might become obsolete if not sold during the current
year?

4, Which items take up a’lot of storage space? ) 4

5. Which items are usually bought in iarge quantities?

»

6.'Nhich items are probably requested by man§ qpstomers?

A
e

Which by only a few customers? ) . . : )

7. Which items are purchased regularly by customers?

Which are bought only once in a while? . ’ . >

-~ « 8
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~

SEED CORN HERBICIDES . TRON SUPPLEMENT“FOR BABY PIGS
TRACTOR. SWINE FEED PARTS FOR CORN PLANTER
VITAMINS, FENCING MATERIAL EAR TAGS FOR CATTLE

GREASE FARROWING STALLS s

Which items might have to be ordered from the

of when customers waht them delivered?

manufacturer or whogisaler well in advance

Which items might require processing before delivery to the
customer?

»

)

Which items might be affected by state or federai fegulations on
handling and storage? ¥ -

]

How could these product characteristics affect the inventory .
decisions made in an agricultural supplies and services business?

Ny
. -
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TAKE A PHYSICAL COUNT INVENTORY OF THE EQUIPMENT IN YOUR SHOP

- PAGE

PHYSICAL INVENTORY —-—=—=-- SE—

SHEET NO.. __ ' — . PRICED BY. . __ ___

CALLED BY . __. . _ _.DEPARTMENT._ __ ____ __ EXTENDED BY_-—— __ .
ENTERED BY. . . ._..—_LOCATION ___._ . EXAMINED BY— ... -

~ < _

PRICE * EXTENSIONS

I N
-[ CHECK i QUANTITY i DESCRIPTION

Y
. i} >
. . .
3
—— - - - - - -
{ i
)

S 1551

MADF TN UL 5 A

_ Boorum'& Peose
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inventory sheet (ACT-3 page 2).

Record the following sales and purchases received on the perpetual
Record the atrazing’sales and purchases

/

243

PERPETUAL INVENTORY

.

on the perpetual inventory stock record card.

4/1
4/1

4/2°7

4/3
4/4
4/4
4/5
417
4/7
4/7
4/8
418
4/9
4/10

4/10 " -

4/11
4/11
4/13

SALES

Item‘
Potash

Atrazine

Seed Corn

- DAP*
Potash

Seed Corn

Atrazine

DAP
. Potash

Seed Corn
Seed Corn
Zinc
Potash

DAP
Atrazine

Amount
4,280 1bs,
50 cans

10 bags

5,000 1bs,
3,010 1bs.

100 bags
223 cdns
3,200 lbs,
1,100+1bs.
48b bags
205 bags

7 gags
5,720 1bs.
500 1bs.

315 cans

ORDERS RECEIVED

Item Amount

) .

«

s
1,000 bags

»

Seed Corp
6,000 1bs,

Atrazine

Potash 6,000 1bs.

.
1

-

8,000 1bs, ——

*DAP = Diammenium phosphate

v
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PERPETUAL INVENTORY

’

—

Date Atraziné (1 gallon Potash (1bs) DAR (lbs) Seed Corn (50 b Zine (10 1b
. cans) . bags) bags)
In Out Bal, In Out _ Bal. In t Bal. In Out Bal. In Out Bal.
Beginning of T > .
Month- Balance | ~ 500 8,000 ¢,800 ‘ 20 30
b
»r
LN A e
\/4
i
B ; o »
S . -
, _',}. 3
. % .
[P 2 R ’ I 2 Ll
— . J
25, P N _
/ , N "‘, 1
- G T

A-8 O/

e

£=1L0V

()
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i - . 3
‘ PERPETUAL INYENTORY R
Stock Record Card System’ [
(Record of ordered, received and sold for each item kept on a separate
- cards) o - - -
ﬁ . 2 o, hat
. o i - -
. DISBURSEMENTS & RECEIPMTS ) CAT. N0 874
™ CPOIR ouwety | gaLANCE onpn “m‘ LANCE
oare | o [N T IOGUT | ParANCEl oare ate o SN LOUT | ol oame | on I M by
$
. -~
hY
\‘l ) @ ! .
o - - e .
O B | ' ~ -
LY 7
' R - 2 <
LN g T
® e e
k CESCMPTION « . o in .
Atrazine 1 gallon cans o x|
— . E—— P— iR T ; o
S a [ :
) . .
! Compare the following three approaches to recording perpetual
inventory: ~ o i
~ . - 1 * . : -
ﬁl.)}rrVentory_ sheet system
. 2. Inventory stock record card systemV
3. Computerized inventory with CRT (cathode ray tube) terminal
- {or entry. ,
’ What advantages might a stock record card system have when compared
/ to a perpetual inventor); sheet? Disadvantages? ‘
~ - - ‘. s
* + " Which did you find easier to fil} out? . » -
"Which contained more information” per item?
- If you were a computer salesperson, what advdntages of a computerized
inventory system would you emphasgize.to convince the manager of an-
s agricultural supply center to purchase a computer? -
) . E Y U v .
,Qm‘ - L4 X « < ¢
! \ f
Ay / \ A
oY @ < 'b
Q . ~ 7 20 % r A
ERIC : h \
3
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’ PURCHASE ORDER \

o e e

A PURCHASE ORDER is a document authorizing a vendor to deliver des- i
cribed merchandise or materials at a specified price. o
stz s vgrire——— st i R .
: nza - Tl T
’ ot
' [
A== ML P
Lo Doy
i' » - OI' :"J{Y ' -
S g i
LT ETEL e B
] —— (o]
The following information is usually contained on a purchase order: ¢
1. VENDOR'S NAME AND ADDRESS — - ——
2, "SHIP TO" NAME AND ADDRESS _ '—”““_/
—— e TS
4 3. PURCHASE ORDER NUMBER oy
4. HOW TO SHIP -
,‘ 5. F.0.B. (NAME OF LOCATION)
6. STATEMENT OF TERMS .
7. QUANTITY OF EACH ITEM . )
. 8. STOCK NUMBER & DESCRIPTION OF EACH ITEM
9, PRICE OF EACH ITEM
i 10. DATE MERCHANDISE IS REQUIRED
11. SIGNATURE OF AUTHORIZED INBIVIDUAL IN ORDERING COMPANY .
. »
: : oo O wommarn O N
. IS e _ E.wr:a‘na x - —a -
T | % T !
¢ Londad brvaka - i s - \ : -
g —— - T j
| — | FEEmE—= = .
I Cot T T
i i N A T
. D Do
b : i ‘
; R
- ‘ 1 : : s
®- o . .
'Pix - .
b U JV -
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BILL OF LADING

INFO-5

v

A BILL OF LADING is a written contract stating that a carrier has

received goods from party and will deliver the goods at a specified (

place to the person named on the order.

This document must meet

-

“tequirements of the Interstate Commerce Commission.

11.

_:::‘*M:‘::fw_ﬁ—m———° TITTTTLOON
B L

R e e ﬁgm
- 4 e H?-f;“fyx
- S g Wy ]

v . —_—

-1

. -ﬁ‘
{

'
pe
{
4
'

B - -
A IAreads Mx*“_tv-n.ul A ‘e‘.‘é’ [
g =

The following information is usually contained on a bill of lading:

1. NAME OF CARRIER

2. '(CONSIGNED TO" NAME

3. DESTINATION

4. DELIVERY ADDRESS

5. ROUTE

6. SHIPPER'S NUMBER -

7. CARRIER'S NUMBER

8. STATEMENT OF TERMS

9. WEIGHT OF SHIPMENT

DESCRIPTION OF ITEMS IN SHIPMENT
RATE ' ‘

12., CHARGES

13.. SIGNATURE OF SHIPPER AND CARRIER

10.

AT IR B T e 5“,

‘%u——n O — i

= ey R R = At
g

. e

o v wRIW, C

AR FETTR P AT

- kur-'-n RN

Smmeisem e A e b1 e e

R Lo - @
:;‘.“lu" ,(-\ ‘--—-: 70-— o /

-~
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RECEIVING RECORD

-

7. QUANTITY AND DESCRIPTION OF EACH ITEM IN THE SHIPMENT AS RECEIVED
8. MEMOS OR NOTES (e.g., ANY ITEMS WHICH ARE DAMAGED, UNORDERED, etc.)

9. CHARGES o0
L]
-~ , [~ MCTIVING RECORD |
. O4r o md a1 en H " '
L ] I3 l , At b P ey
L — ' [ etendul) ~ -
N . 7 - 3 b e .. L
. - —-- i e oo T . o =
. - -
M .. o e e H
- i )
L]
. 0 :
. + ’ .
. H i
: t ) e it et Ot -
. .- e e eeee e e e
M y RICEIVinG RECORD
¢ . 4 | Nearbmae -— g
- - - ~ P
: D et L ~
: ! | T —
: of iTTH
e .
s ¢ by !
. . | '
M Bt ! |
. . - i | ‘ et e e !
: - -— e = H { ot At et ~— _
: . —_ A
. H LCEV.NG RECOND
3 M [SRE S S -
. “ l ~owm IR -
. ——e L - A
: % 'P_h I = ——— =
L) - . : !
. ‘ H ,
M f7 ‘
. - - i
. v - . '
. . ' -
-« . : [ ey
" | NPR .

N B L 4
A RECEIVING RECORD is a document describing a shipment of good 3
received by the buyer. The receiving record,}s compared with the i
“purchase order to verify that what was ordered was indeed received: *?
g
seceee up | S e - |
e m——— - -mm < - RSN 2 Recalving Record l
1182 haunies _ R— i) J
- L LTI TS (e .
) -:!‘;7 hnbudiied — H - - 8 :
= gy = =r= . . =, "
1- ¥ ._-:""‘".—' I~ - ! 163 o P W 1 . !‘
; \ DU li“‘f” AR " ;
— - - ———————— d 4
T = A : |
oo = - R -
! gt v h— [ j
! — B N |
T /\_ . IIT o linTT ,**"*‘*- STTT T j
oo / | -’; e O S =l 1
“ b oed T ST TTO L wes .
- o] - O P AN, F i
The following information is usually contained on a receiving record: - l
1. NAME & ADDRESS OF COMPANY THE SHIPMENT WAS RECEIVED FRbM
2. DATE THE SHIPMENT WAS RECEIVED
Y
3. TO WHOM THE SHIPMENT WAS DELIVERED ~
4. SIGNATURE OF PERSON REGEIVING & INSPECTING THE SHIPMENT
5. HOW THE ITEMS WERE SHIPPED (VIA) i
° X
6. PURCHASE ORDER NUMBER OF THE BUYER WHICH CORRESPONDS TO THE SHIPMENT
¥
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' INVOICE .

-

An INVOICE is a bill which shows the description, quantity, price,

-‘E\ , terms, and other particulars of goods sold or services rendered.

0y

Ly

—

LY
The following information is usually contained on an invoice:

. 5 |

"SOLD TO" NAME & ADDRESS : |
"SHIP TO" NAME & ADDRESS ’
CUSTOMER'S BURCHASE ORDER NUMBER

SALESPERSON'S NAME

STATEMENT OF TERMS

. SHIPPED VIA

F.0.B. (NAME OF LOCATION)

DATE T . .

. QUANTITY,  DESCRIPTION, UNIT PRICE & EXTENDED PRICE FOR EACH ITEM
10. TOTZL AMOUNT OF CHARGES FOR ENTIRE SHIPMENT =

S & A

amameen & T mvoice
. priret i NS

ad W

O o o~

e

]

I

i .
N -

| .

(I RURTE  S

///. . ‘
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. . COMPLETING A PURCHASE ORDER © . ‘
» ’ ~
~ Complete the PURCHASE ORDER according '
/ —tothe specificaticusprovided by your
N ingtructor. .
3 9
/
/
/ -
// /
. No.
. ¢ ) . ABOVE ORDER NO mMUSH
APPEAR ON ALL PAPERS AND
PACKAGES RELATIVE TO THIS
~ ORDER

. - : Y I

10 SHIP TO

|

3

. ‘ - 'PURCHASE ORDER

o ~ |

Il
7 N s N
Shp A ROUTING DATE REQUIRED TERMS REQUISITIONNO |

'

DAL

/ /

>

- QUANTITY - PLEASE ENTER'OUR ORDER FOR GOODS LISTED BELOW . —
T UNIT PRICE TOTAL
ORDEREL RECEIVED STOCK NUMBER . DESCRIPTION .
’ .
Al .
# % ' |
. v ! N
- » T
\a ' _ o o e N R
- . .
. 1 .
. >
. N . .
¥
, * ' -
' N . \
l ' PURCHASING AQENT . .
PLLASE SENL_______ ( OPIES OF TOUR INVOKE WITH ORIGINAL BILL OF {ADING T *-

PLEASE NOTIFY US IMMEDIATELY IF YOU ARE UNABLE TO SHIP COMPLETE | m8m—m i o — — o o o m

r - IMPORTANT RECEIVED 8Y ! DATE RECEIVED Z /
A

ORDER 8Y DATE SPECIFIED .
3~ 54 Rediform'[ . 2 yonnd .
EMC:&(SO:e!s»)PISA ) s ) i
~ . ’
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-

ACT-9

s

, -y
‘ INTERPRETING A BILL OF LADING
Answer the questions below using the sample BILL OF LADING. ° .
. Py M lasadn eyt ] ::;;.“;'..E‘::‘:.: :‘.:.‘ '“:.1::.*;: T e e e
* STRAIGHT BILL OF LADING 1001,
ORIGINAL — NOT NEGONASLE $hoger Ne
. Caeriet Ne 1 2 3‘
DEPENDABLE CARTAGE COMPANY ' Dere ' ’
= - mo-o:;c: Foul (SCAC) 5 - -
- Convpree lﬂwo- N
&tmuh*:-wwvtwm--“oc“ﬂlw " 0 urey - el 00 S )
’ $woar Sueet
OeNngiign - ol Code [ lw Codo
Route - ['.Iv:lo
: Nymber .
Ne ’;::o-n. e Ting “.'."“.7':.‘..."."4 o‘n" o An.l.. ‘::7'_. rATE CHARCES 4
Cortatnen -
4
- 3
=
LI . ~ CO0 R
<00 10 ¢
ADDRESS COD Amp § ' "U‘S'os QD‘
‘ whoe n:- ‘-:::. :“dv:'::d:;'*o:':::"-lw 0 010 10avNed W Tigre spacihaaily b _‘:-«'::_ L e S et ey l(;’l:ll
Coted cohve ol ke aiaseity 1o horoby 1pacticaty irsied be Mo saigeee te| N o aen e s -~ e ny :—-.’.....-. : JCHARGES :
e Wik oo FREONT (o3 ETT
s {.’_— '“0-' N!A‘
nurv(o .mu' o e cleuix angal e (..'," . :“:‘r

Q

ERIC

Aruitoxt provided by Eic:

.. “ L]
-t C'qh‘-hn ux‘—l‘oﬁ'ool"‘o Wove ol Mo $¥ 0! Ladiap B

«- wed or hoce ohuh sold ¢
o

€1 (e ol Ay S end Condiheay 1a P
MV bo--. Toema .-c TOhdilens Ja Mo goseramng Clurnibtoian ond e sord te

a
sniprER B CARRHER !
e - rer
Darg ﬂ
Raety O Meer wah X 1o 0. Haze-cous Meternel 1
o gele Hateedous Meteel 31 Oehned Al 4% of the Code o Federal Reguietons

. A

.

1. What is the name.of the company that shipped the goods?

xS

2. What is the name of fh® company that transported and
delivered the goods

aR

3. dho ordered the goods?

4, What are the total charges for the shipment?

5. What part(s) of this document make it a legal contrﬁct?

~

- 2;"‘
¢ \ RV

i /.J.
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COMPLETING A RECEIVING RECORD

ACT-10

N

Complete the following form according to the "shipment" you

receive—in—theclassroom. - "

r

.

-~

BROWN FARH SupPLy .
/00 MAIN ST, ﬁfCEIVI/UG A
ANYTOWN, - TOWA 99999 FORM ‘
| /m) ¢99- 9999 2001
= {PATE T lFul'cn'ﬂ,sé““ MEGW
e (9
;} . RECETVEL FROA N~ PREPRTD ™ 1.
‘ \DbrRESS: ———-‘3—-—~~ - ~  [comEeT -
\Q& N - [‘ JFREIGHT BILL /vo T T
' i e 4

Irem D&seRIPTION .

¢

UANTIT Y/ N
. "o S

B .

N N N

4 /?é/Mﬂ/éf(S C'O/VDI_‘T.LOA/ &7¢.
— b.
NO. GF | et cnT |RECEIVED &Y:| CHECKEL 8
PAGKARGEL] o

Py
—

BE Surke 7O
° MAKE THZIS. RECORD

‘ot
- . ”

ACCURRTE AND QOMPLE??,

éﬂfv?keo &y;
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COMPLETING AN INVOICE

.
.
-

Complete the following INVOICE as if

it accompanied the "shipment" '7“7_ -

received ‘in the classroom for ACT-10.

.

’ . .
KY ‘ .
3 - ‘/
INVOICE -
&
y
o » 4 ) . °©
oLD TO . SHIP TO ¢
N N - * B
1]
Iy
/‘\
o 9 i
CUSTOMER'S ORDER SALESMAN SHIPPED VIA . _|FOB DATE KA
i & ~ e
-« ;‘
— 4
£ -
3 3
G - F i
LS -
1 -
i v ‘e
; B
‘ - —
4
v 1 4
’ —_
. \ .
P o 1
o —
‘ 13
- ' ~
, .
4 L g N B

CHerRML 75724

0 81y 120 . 2 f240
ERI UL
PArurex b ~ -«

IText Provided by ERIC
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‘ WHY ALL THE% FORMS?

)

prreey

There are many people and

many other businesses involved
. ' fn the process of inventory
control in an agricultural

supplies and sdrvices
\%‘ business. Using what you

have learned about the' process
@@ and the records and forms

g5 . involved in inventory control,

complete the following scenarios.

s

1. The Jones Agrichemiggl Center is located in a small Iowa farming ////

£ . « community. Mr. Jones decided it was time to increase the herbicide
' inventory in preparation for the planting season. He instructed
. ( his assistant, Joe Smith, to order 1,000 liters of Shurfinet
¥ " Herbicide from the Shurfine Chemical Corporation. Joe Smith ¢

filled out and authorized the purchase order, but he carelessly

wrote ''10,000 one liter containers" instead of "1 000 -one liter

containers”, What do you suppose will happen? ’

3
‘IIII' e
v

2. Bill Brown is a farmer. He needed some planter boxes to convert
his planter for narrow row soybeans, so he called the Reliable
Implement Company in: Farmtown, about thirty miles away. Sam

. Smith, who works at Reliable Implement, checked the inventory
records and told Mr. Brown that they had all the planter boxes ‘K'
he needed in stock and he could pick them up that afternoon. -
However, last month, John Elack, had taken a physical count
inventory and.had miscountied the planter boxes. Actually there

"was only one planéer box in the warehouse instead of ten, as

4’,1' the inventory records showed. What do you suppose will happen?

IRES
Q . Vs
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8. Mary White works in the receiving room at'the Acme Farm Supply.
A shipment of animal health products arrived, but Mary was tired
and didn't take the time to carefiill§~inspect the shipment when
she filled out the receiving record. Two days later it was

. discovered. that all of the bottles in one carton were broken-and
léaking. What do you suppose will happen?-

»

Store. What do you suppose your responsibilities in inventory
control might be? What would your attitude towards paperwork be?
What could you do to insure that your responsibilities and duties
are carried out correctly and\?ccurately?

jf You have‘a job in the warehouse at Green's Fertilizer and Seed

£) e

')
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. : \
. STEPS AND KEY POINTS IN INVENTORY CONTROL
4 '
. Mary Brown and Paul Jones are
. @RNL . partners in a farm supply business

—_ ~

= N

They sell bulk fertilizer, |

e

~INVENTORY CONTROL _ °

¥ 2

anhydrous ammonia, Herbicides,
insecticides, fungicides, and
seed corn and soybeans. They
want to be sure and have the right
amount of everything that th#lr customers
want at the time they want them. They are
also concerned about std}age space, capital
invested in the inventory,sand handling and
storage regulations. What procedure should
Ms. Brown and Mr. Jones follow in order to
~w Maintain a balanced inventory?
Outline the important steps they should follow in controlling
their inventory q."fil% in the key points they should consider
‘ - when carrying out each step in the inventory control plan.

AN

. STEPS KEY POINTS

.9 . ,\‘-\ﬂ
[
. . § "” 3 2
- . . §
*\ .3 . A .

..



. STEPS . ) KEY POINTS
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. . e KEY(suggested anSWers)

STEPS AND KEY l’OlNlb IN INVENTORY LUNLKOL o

CoT

o ‘ : Mary Brown and Paul Jones are .
.\_{gﬁyljr———r-—,_mA~_panLnens_Lp_a;Iarm~suppl¥_h_sincss -

They sell bulk, fertilizer,

anhydrous ammonia, hqrbicides,

insecticidesﬁ fungicides, and

o

seed corn and soybeans. Tﬁéy ‘

want té be sure and have the right - ..

.

amount of everything that their customers e
“want at the time they/want them. They are
/ L]
,also concerned about storage space, capital-— ,
invested in the inventory, and handling and ‘
storage regulations. What procedure should
e ' c‘"~ ) . .o
. Ms. Brown and Mr. Jones fgllow in order to
A3 Y. maintain a balanced iaventory? S .
Outline the important steps they should follow in controlling
thelr inventory and‘ fill in the key points they should consider C
when carrying out each step in the inventory. control plan.
./ .
| .9 e / a |
STEPS - ¢ KEY POINTS * .
1. DETERMINE BERIODICALEé/;OW ° . a. Schedule physical count inventory
MUCH OF EKCH ITEM IN STOCK at regular intervals (e. g-~Honthly)
, - b. Note the condition of all itéms in ‘
the inventory '
) - c. Calculate the value of all items in -
*the inventory so that capital invested
e ., k .
o d. is poyn .. N
B4 “ b -Q‘“.‘!‘ A
2.DETERMINE THE PROBABLE _ . a. Evaluate last yeat'ssales and*inventory
CUSTOMER DEMAND FOR EACH records - 2 -
ITEM b. Consider weather and planting conditions

cial'gzgdicted insect or
-weed proble in th

¢ dZ Decide if ne

tems should be added-

or if some items should not be restocked -

‘ . N, - because of .obsolescence -
» -
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o . °
> I . Lo
3 R
- . Pad IE
Kied M » 4 s

4: i

area for this season |
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STEPS

3. DETERMINE WHEN AND HOW MUCH

"OF EACH ITEM TO ORDER

'3

. A

3

’

4. KEEP ACCURATE RECORDS, OF ITEMS

ORDERED AND ITEMS RECEIVED

*

STORE, SHELVE AND SELL

> INVENTORY SYSTEMATICALLY

»

-

¥

6.KEEP THE ENVENTORY RECORDS

CURRENT ™ ’

-

« Records of all sales on perpetual

KEY POINTS

-

Consider amount of stqrage space

- Congdder when farmers will want

dedivery

* Note how long it takes for delivery

from manufacturer or, wholesaler
Calculate turnover rates of items
and shelf life '

. Consider capital needed-for purchase
+ purchase orders on file ,

.

receiving records completed properly

*+ invoices filed

+ bills of lading filed

Will system be first in fitst out
(FIFO) or last in first out (LIFO)?

- Consider product storage requirements

@
<

inventory - .
Records of all purchases and .goods

" recived on perpetual inventory
. Reconcile perpetual inventory with

physical count inventory,

2
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— . QUESTIONS TO THINK ABOYT DURING FIELD TRIP

. HOW OFTEN Qg;s THE BUSINESS TAKE A PHYSICAL,COUNT INVENTORY?

- . w

WHAT 1S THE TURNOVER RATE ON SOME OF THE MAJOR ITEMS IN THE
INVENTORY? ¢ )

C

<

AREW'I:HERE ANY ITEMS IN THE INVENTORY WHICH POSE Q’ARTICULAR

PROBLEMS IN TERMS OF STORAGE, SHELF LI?E; HANDLING, PROCESSING,

1

ETC.? T . \

.
-

HOW DOES THE MANAGER OF THE BUSINESS DETERMINE THE QUANTITY OF
ITEMS TO PURCHASE AT ONE TIME? :

o

HAS THIS BUSINESS EVER HAD A PROBLEM WITH OVERSTOCKED OR
UNﬁERSTOCKED ITEMS? HOW DID THIS BUSINESS HANDLE THE PROBLEM?

WHAT PROCEDURES ARE FOLLOWED IN RECEIVING SHIPMENTS OF
9 ~ L]
MATERIALS, ORDERED?

WHAT PROCEDURES ARE FOLLOWED IN STOCKING THE SHELVES?
) *

& . e
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BUILDING A BUSINESS VOCABULARY:

ot

Match the words from the left-hand &olumi

with their proper definition in the right-

hand column. .
_____ F.,0.B.

' e

INVENTORY

BILL OF°LADING

8
PURCHASE ORDER
L
‘INVOICE
RECEIVING RECORD
£

_____ TURNOVER
PHYSICAL COUNT INVENTORY
PERPETUAL INVENTORY

«

OVERSTOCKED

.UNDERSTOCKED

{
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ACT-15

INVENTORY CONTROL °

a. A list of the actual count, weight
or measure of all items in stock
made by actual observation. //

b. A list of items in stock kept as
a continuous record of items on
hand plus items purchased and minus
items sold.

c. The number of times that an
inventory - item must be replaced
(1.e., reordered) in a given
time period, usually a year.

d. A list of merchandise on hand,
ih transit, and in storage.

e. A written contract stating that
a‘carrier has received goods from
one party and will deliver the
goods at a specified place to
the person named on the order, -

f. Not having'enough'of an item on
hdnd to meet customer demand.

e

g. A document showing the description,
quantity, price, terms, and other
particulars of goods sold or
sexvices rendered: a bill.

h. Having more of an item on hand
than can be sold.

i. A document authorizing a vendor
to deliver described mérchandise
or materials at a specified price.

j A document describing goods
« Teceived which is then compared
" ,with purchase order and supplier' s
invoice as verification that what
was ordered was indeed received.

k. Literally "free on board"; a symbol_
indicating that the invoice cost to
the purchaser includes the cost of
delivery,-at seller's risk, to the
stated location: the purchaser™
assumes transportation and delivery
costs and risks, after goods arrive.

k-)\ »
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OB=V

- hand column.

é; F.0.B.

: g‘ INVENTORY
"—/\/\é\—'_\/

LI
fz BILL OF LADING

——

r] .
|, PURCHASE ORDER

| ' g; INVOICE

RECEIVING RECORD
:); B

Q. TURNOVER{

h -
’

P

(

-

. I
. b PERPETUAL INVENTORY

&] OVERSTOCKED
’ ¥
{ ' . ;
' ;{ UNBERSTOCKED

’ ( - e

Y

. Q.. PHYSICAL COUNT INVENTORY

.
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k.

* Match the words from the ldft-hand column

with their proper definition in the right-

© ACT-15

BUILDING A BUSINESS VOCABUBARY: INVENTORY CONTROL KEy

a. A'list of the actual count, weight

b.

Cc.

d.

or measure of ail items in stock
made by actual observation.
. ¢

A list of items in stock kept as

a continuous record of items on
hand plus items purchased and minus
items sold. )

The number of times that an
inventory item must be replaced
(i.e., reordered) in a given
time period, usually a year.

A list of merchandise on hand,
in transit, and in storage. ®

e, A written contract stating that

a carrier has received goods from
one panty and will deliver the
goods at a specffied place to /
the person pamed on the order.

£. Not having enough of an item on

hand to meet customer demand.

g.'A documént showimg the description,

* the purchaser includes the cost.of

‘ﬂ *

. A document authorizing a-veador

quantity, price, ms, and other
particulars of goods $8id or
services rendered: a bill.

Having more.of an item on hand
. -
than can be sold. -

to deliver described merchandise, \.
or materfals at a specified price.

A document describing goods . '
regeived which is then comparegd

with purchase order and supplier's °
,invoice as verification that what “
was ordered’ was indeed received.

Literally "free on baord"; a symbol
indicating that the invoice cost to

delivery, at seller's risk, to the
stated locatjon, the purchaser -
assumes transpdrtacion and delivery
costs #&nd risks, .

- ;




ACT-16.

INVENTORY SCRAMBLE

Unscramble the words in the left-hand column and write them

correctly in the right-hand column. Use the letters which fall

’

in the circles to form the migsing word in the sentencesbelow.

REVONRUT
KVOESCERTOD
vc;iNOE

“SHRAPCUE ERODR -
LIBL FO IDLAGN
TEPPRUAEL NTYNOVIER

.

CERGVEIIN CREODR

DACHREMSENI e e o e @
{& *,
X )
‘ . IT IS IMPORTANT FOR ABUSINESS TO MAINTAIN A "
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" . JNVENTOP'Y SCRAMBLE

.

. Unscramble the words in the left-hand column apd write them
rorrectly in the right-hand column.. Use the letters which fall

in the circles to ‘form the missing word in the Segtence below.

REVONRUT . IH_&A{QM@& _‘
_ KVOESCERTOD _ " OVERSTC QKE@
' VCIINOE = ZNV O ICE . |
" SHRAPCUE ERODR /fﬁﬁ_cﬁ S E Q@__D__EE ' _ J
N LIBL FO IDLAGN @__Z_‘_é_;_ QE T LADING ‘1\ : ‘ |
sl woonn PERPETUAL) TNVENTORY
a |
"o s CERGVEIIN CREODR BEQ_EIMI@G_ ~£_ECQBD |
4 . DACHREMSENI ME RO ﬁ@ﬂ PZSE '
. ) V' X ’ 3 5

e,

oo INVENTORY. _ . &

‘ , IT'IS IMPORTANT FOR A BUSINES TO MAINTAIN A BALANCED
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. e 7 ‘1 ’ "y
S ¢ SPELLING PQ?WER IN BUS&ESS TERMINOLOGER

¢ . > s

Circle the business terms in the lefthand column that are

misspelled. Write all the terms ‘correctly in ;be_righthand column.

20
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0B-V 1 ACT-18
’ | : ® . (SN
‘ L ' ASSOCIATE NEW TERMS WITH KEY WORDS
.o " The new terms for. this problem are listed below. Suggest i
' . some phrases or key words which may help yor* to remembex the meaning of i
the words as they are used .in business. Divide the claxgg into small |
groups and have each student explain one term to the others in the }
group and give a key word to help -in remembering the term. Usé a f
'glossaty of business terms or a dictionary if you need help. 1
¢ * ' ) |
oo . ' Temm’ Think of: /}
) A ’ - . . . . .
. A ’ . |
. y — -
e -
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KEEP THESE WORDS IN SIGHT

- ACT- 19

‘

'\\ Cut out the words below and tape them in pProminent places at
home,or at school where you will ‘see thenm every day (e.g., on the .

bathroom mirror, in your locker, on your bedropm door, ébove your

> desk, on the refrigerator door, on your notebook, etc,), rite the
definition on the back for words that are diffiéuit’for yoy. '
? = «
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OB-VI 268

UNIT: ORGANIZATION AND OPERATION OF
- AGRICULTURAI. BUSINESSES

PROBLEM VI - What happens if 2 customer wants to pay later

for supplies needed now? ) i . —

. ) ' A \
sStudy Q-uest:ions: x ! ' )
1. - what is a credié policy? }’pr' |
N 2. What factors are cohsidered in determining credig risgg ’
hd .

3. 'How is -a customer's credit-rating determined?

N\

What types of consumer crgdit are available?

5. What is the cost to .the business of extending customer credit?

6. What is the Truth-in-Lending Act? / : ‘ <L~////

- ' r [

References and Materials:
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|

‘ &
1. state Department of Vocational and Techniggi Education,
Stillwater, Oklahoma, 1972.7 Cabperative Vocational
Educatﬁqp. pp. 51F-76F..

l 2. Department of Agricultural Educaggpd, Iowa State University,
Ames, Iowa, cl1968. Business Procedures in Agricultural
Occupations. t

.

3. . Department of Vocational and Technical: Education, University . '
of Illinois, Urbama, Illinois; 1$74. Teaching Source Units for -
Cdoperative Occupationai Education Related Class. ¢ ) :

a
4

Interest.Approach: Hand students advertisement for cars #rom magazines.

°

Ask students how many of them own a car, howy many would.like to own
a car# what kind of car would they like, how many have enough money “ i
to buy a car. Ask h