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FOREWORD )

1 .

fr Whtle vocational teacher education has many goals and obJectives,
he top priorities remains that of\equipping teachers wfth the

most 'uprto-date and—current methods of teaching Towayd that’end .

mahy strategies are employed. .And certainly in distributive education,

- one. of the prime strategies is to acquaint . feachers with the. changing '

field of marketing as ‘integral -to the process of sound vocational

“education, while providing up—to~date distributive education curriculum
‘»guideli es. D . _ . ] A

*, Within the. past ten year, - the field of marketing and distributive-

- education changed dramatically. New products, new rules ‘and’ regulations,

new”methods of operation, new marketing techpiques'have all become

© part and parcel of the changing business environment: T6 do - the JOb
.- thoroughly and competently, distributive education teachers need to ~

“the purpose of this revision of the Montana Distri
Curriculum Guidelines.. It is the author's hope that this. revision '

having state-of-the-art materials at their fingert{ps. That has. been

ative Education

be-updated—inithe myriad of changes “taking place ig marketing, while

assists Montapa's fine distributive.education teachers WIth a timely,_:
useful, and provocative teaching information ¥.
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. 'Intro uction = T
 Introduction .

. These distributive education guidelines owe much to the dedicated
group of distributive education: teachers and students who, in 1976, = -
. ~ drew together the first set of distributive education guidelines . -
- ' At that time the three following reasons were given for developing
Voo - the. distributive education guidelines R , : .

"/ S First and foremost, there was a need to ppovide
’ instruction . that was based on. the job requirements for - : ,
. key marketing occupations in Moptana.” A second reason f‘ S
. . was. to provide a degree of c¢pntinuity throughout the AR
- % ' State and yet meet the specific needs of local programs. W
: A third reasen was to provide .a teaching tool- that in— ' ' '
cluded performance objeotives, teaching strategies,
‘class projects and' the ‘mogt current instructional - ‘
' resources. Through the curriculum, distributive education
" students will be better prepared to enter and advance in
" 'the. marketing career they have selected.
, , _
' Each of these reasons are as\valid today as they were eight years
.' ago. In fact, each of these reasons have . beer)( activated into ' - . /W
' accomplishment in the State of Montana. There is excellent iXstructio

""" in distributive education in Montana today. There is also a degree
“of continuity throughout the State while individual specific needs
are met in local programs. Finally distributive education students
‘are. better prepared to enter and advance in their chosen marketing .
career, .
. -
(/ . Curriculum Revision . .-~ . : o : .
V4 ' N

The 1984 revision of the distributive education guidelines has
taken place in a sequence of events, not ynlike the 1976 edition.
First, marketing educators from throughout the. State:of Montana

N were contacted and asked for suggestions regarding the,revision.
. T Following these discussions, marketing programs and curriculum
- . /guidelines from througho t the United Statés were reviewed. Finally,
B "T . projects, contedts and competitive events were all studied with an .

-awareness of the distinctives of marketing edudation in Modtana.
o . ,

A i ~ As a result of thesesequence of events, the 84 curriculum )
A , guidelines were revised, building in large measure upon the 1976
o edition., The following changes have be?h made' . : .
. P . y ,
A 1.) All resources were updated and significantly expanded, -
‘ o fi;' 2.) Case Qtudies were developed for each of the units of
e -instruction, C - X :
. a' .- . - .
. ., Fy |, o } iV
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'OiGuidelines Format

. 3.) A new sectiOn focusing on marketing and economics wad A .
added o o _ T e A R :

- 4.}§'A_n3&‘section on'entrepreneurship wasQincludedﬁ-:

5.) A neL'sectionfonfmicrocomputers was added; ,\:

B :J'_ . ., _. . . . AU . i - a ) : B )
- N “ . . . » . - ‘Z" .5 . -,
6.) Competitive events in each-of the written events were S
' selected.frbm the’multitude-available; and'- - L
: r7f) "Additional Resources" pages were added after several of I
4 the‘sections B S S e

R

- of two parts L o ) . _ _ : 1

ste-df tbe Curriculum.Guidelines

B B IO A A1 T e s - - " romeen ¥ romaee

The Montana ﬁistributive Education Curriculum Gbidelines consists ML;LNA"T

' } ©1:) Curriculum. (Performance Objectives, Instructional Outlines, S

Key. Occupations And Instructional Resources) “Each of
¢ these categories is defined as follows' '
- ST Performance Objectives~-a means of stating what
- .the~students are to do, .lgarn, and know.from
~ ‘their encounters: with a particular udit of .
e 'instruction N o o 0
Outline~~a brief summary of topics, subject -
materials and ideas which correspond to - - St
what the studebt needs to learn or to know.. -
& . .
Occupation—»each performance objective and,
outline given in each unit:of instruction -
.relates to one oy more of the 18 key occu- T
- pations. These 18 occupations and the - ‘
corresponding occupational code numbers are
listed in another seétion. : '

Instructional Resources~~textbooks, )ﬁlms,
‘articles, etc., which may,_be used by the

) : finstructor in teaching as ecific ‘unit of ot
S instruction. O, : : ) o : - /'"
| *2.)) _Competitive'events'for each of'theiwritten_events; .

-

Distributive E@ucation teachers will find ‘these guidelines o
eagy to use and filled with useful and helpful teaching information, - -

‘Simply flip to the unit of instruction you are about to teach,

view- the_PerforFance Objectives OQutline of T0pics, Occupational

. . LR . . . o . .
. NN . . . L . g - . . ) N
. . .- . > . T
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Codes and Resources

es R énd thé‘teachef is assurea'of'an-hp:to~détg,._3
' relevent teaching guideline. Case Studies can he found ‘ar the-" .

end of each of the units, while Additional Resources are available
_ ‘at the_conclusipn of the_units as well. ' e ]
’ 4 -. ’ s ° . / ) B . o - ) \'... -'~'
. - Suggestions for Change: o L : SRS : PR
. Any suggestions for chahge in_sdbseqdent editioné.érefﬁéaftinf
. ) welcomed. Write to: Supervisor bf‘DistriQutive.Eduéatiqn, a
- ™ffice of Public Instruction, Helena, MT- 59601. -
o, S o '
! ‘ "_. 3 N .
. o -
1 )

o
2
LS .
. .
.I:' »
’
N
.
3
J
-
- .
- 1
N »
AY . N
-
.
- - .




«

PR .

. o . K . o . .
p

S R 4
N Q

© Food Counter and Fountain

" Ogcupation =~ 0 - 'f_' ‘ T S0 T Number

e

oy . T . - . ~ L
L ]

Waiter-Waitress'
Jﬁptelfﬁdtel Clérk o B ' | e 3

§nipning-Clerk ' 3" ' '_w~ “ -n'_‘f e R TI

iRecéiVingbcié%k_. ool . o 8 - . {uf :

SSteek Clerk .t A TR

Advertlslng Sales - CL e ._7'
Vo T % P S - . v, W . *
Insuranae Sales 1 S o o] L 8

,Retail Saleq : R t ;. | :n. o ?‘. ~ 9

N

ﬁ'Retail Clerk ~ .° e 14

T . T . L ) . ~

.";Z.~ . .," : O o : o - R L )
-Wholesale'$ales o o S R P

: 13

“Outside sales . v, v B
Serv;ce Statlon Attendant  _ .aA' 4 e v A 14 -
Wholebale—Retail Buyer '_f e Ty

Department Manager»Retall Food ‘_, ;i,n}_, ' - 16

) & I ‘
o o . - o

Deaprtment Héad Retail - LT

\Bestagrant Managgr .




1)

;INTRODUQTION 16 MARKETING

\TABLE OF CONTENTS

[}

D’ DISTRIBUTIVE EDUCATION

Introduction to Marketing.. . .'.'. e e e e s e
Introduction to Distributive Education . . . . .

Introduction to Careers in Marketing . . , . . °
Business Environment . . . . . . . . . . . . . e
Job-Finding and Orientatién . . . . . .- w . . ... o

Additional Resourcés 1. Lo ool

HUMAN, RELATIONS AND COMMUNICATIONS e e e

e N L
Human elations * 0‘0 L ] L ] * L ] L ] KJ L ] L ] L ] * . L ] . L ] * *

’ Comunlcations P . *® & s e e s s e b .o * o s s e

Additional ResourCéS ..' * . . . . "l .. . . . . . . ..

OPERATIONS AND CONTROL . o fv v v v W v v vew o v . .-

o

Housekeeping ; T L T

Cash Register and CheckfOut Station Operation .- .-

Recordkeeping and Closing-. . . .7 . Lo oL L,
Additional Resources . . . ... L oL L L

PROCESSES INVOLVED IN'BUYING_FQR_RESALE‘ C e

Merchandising Mathematics . . . . . . «. ., . . .

" ‘Buying ‘and Ordering . ... . . . . % . . v . . —
PriCing . . . e et o . . LI o.o . . . . . . . o .o’

. Market .ResearCh L ;\'o _.‘ e e e 4 .o . . e o & o 'A-

MERCHANDISE.HANDLING + + + o & o s 0 w0 o u ...

Receiving Goods and Supplies ... .. . . . ...

Stocking . . v . ..ol L e e e .

‘Inventory Control v v v o v v v 4 v 4 Ve 4 4 . .

Shipping and Delivery . . . . . . . s v o= o o .
eSafety ... .. 002 o .. .'j

SALES PROMOTION \\ A 2
DiSplay .- o. o e o s s o .o . o' . ST SR T e o .
Advert‘iﬁing . . o o‘ e .ot e o 'o’. « » * o' .’o * o &

PromOtiOn @ e e .o'_'o o e e e o s . '0_‘ * e & e & s -

. Additional Resources T

SALES AND SERVECE . . . . . . .~ . . .. .. ..

. Product Knowledge e e e o« s e

! SaleS o e e & o . . -.'.. . ‘e e

Customer Service . .'} N
,'Additional Resources ;

=

16 -

17
25

26

27

28
31
34

35

36
38

4

45
47
48
49
50

© 54

. 55"
. 57

58
65 -

67

68
70 -

71
75

SO0 o e



: ;7gr.-11.‘-'- B 1,. , ST
“‘” o '-Tablj‘,éf{-.éff Conténts cont. - S

. T : ’ : - LY
AR TR L

.MANAGEbiENI' AND DECISION MAKING . -, . o .+ v v o oo . . R T

Mahag_emeﬁt T e ."‘ 4 . L . -‘ ¢ e 0.. ¢ e, . o . . . » . ! - ‘et
Additional Resources ¢ s e v 2 e e & & o . . . e . L Y S - ) 84

ENTREPREPRENEURSHIP' ,. s ..i; . . . . . .0 .. .. .- . - * e e . . '. . . . - . . 85 .

Ownership and Control.. . . . . .. . . .. .. ... P
“Location . v . 4. . ... .. P 87
Financing . . . . R A 89
Personnel . . . o . . .. ... e e . ..
Promotion . .. ... .. L a. e L L T T E
Merchandising . . .. . . . ., .., '

Government Regulation. , . .. . .. ; C e e e e z;~m.?6.m“

ECONOMICS AND MARKETING o '\ . v o w o v v w o\ ouu i) L 102

COMPEtition « v & v vov v v v v w v s s u . n R 1k
. . Opportunity Costs .. « . .7 v Vv v v wiv s v e e s e 1O4J
g Functions of Money . . . . . . .. v . v e o .. o o « 105
i . © Economics Goods and Services e e e e e e e el S\. . « 106
‘ -~ Pricing . . . . .. C e e e e 107
- L Taxes and Ecomomics & . ...°". ov . v . . . ... .. ... 108
' Edbnomics Indicators . . ... . . . T B [
Other Economic Systems . . .. ... . . ... ... ..... 11
Additional Resources T T T T R B A

‘ lNTRODUCTION “TO COMPUTERS R B X
'Computers‘Are All Around Us . . v . . v o v . W . e oo+« o« 119
Basic Terminology « « v i v v v we w0 i e e e e 4120 -
Software Programs . ... .- . .". . . % A 4
_Entering, Storing and Outputting Infoxm\hion R VX 1
. Personal Student InvolVement o h e e e e e e e e e e . 4125

COD@ETITIVE EVENTS i . . e e . 0 A B . '0 '.. : I8 .0 0: . LY . 0.. . 128 .
Advertisj'ng Servj'ces L4 . .‘ [ . s p . -.. .. L K % . .. En ._0\"-’0 . 129
- Apprarel and Accersories .. . . . . . ... ... o4 h ... 139°

a . ¥ M .
i Finﬁnce aﬂd CrEdit ® s e s e e e & 2 b 4 e e o s o l. Y : . 148
FOOd Marketing e » . o.‘ . * .-‘ o o AN e o e . .- . PO L . 17% E
FOOd SerViCQ‘I * . 'S . - . . . n ‘s . * 3‘ ’ .. 3 . 4~ L] o_ . . .
N . Gene ral MerChand iSing . . . . ‘ LA ] - . - . - . . . . . . . ’ . * 198 3
) L ) . . PetrolEUm . . . . . *. 2 e 'o.’ e ’ L 4 L 1 ’ . K . 0' + . . . o'. .- . L 204 :
Lo o :
. . 1, -
: . -l S \ °
- ' . - :
N i ro T

. Ve,

Customér Services « . . v v v v v 4 v . wun . e —

.m‘

-z



' ‘ T - " Introduction ) S
A '{ o A 'introduqtipn to Marketing-and .- -
p/ : , _ S - Distributive Educatiod” ' "y

The supjeét of marketing. is a'fasciggting and interesting one. * In lérge

. . ' . , - : . _ '
' mgasure,'studentg will.gain much of their enthusiasm for the subject based on '
the D.E. teacher's enthusiasm for the sUbjeqﬁ:‘ . ; S I . .

e - Many of the skill® in this unit are life-long. Concern with careers, findiA&‘ X

‘a Job, aqq@ginténce-with the'basié;businésiﬁénVirdnment-eéch of these subjects -

- K

arg'of-real, personal intérest to students. 'Their-impqusions of how to fiﬁd‘

fmwma;JQbmandfeQalhatemcareeﬁnpptibnsuwillwge}with~themmfonwaw&ifetimeQ?- Is there-wf‘

.. . . “ i ¢
.

: . . ) . . ° : - . 9 .
some fresh, new or exciting way in which.this material may be presented? "
. o . ’ . ' % ] - K A _ R .
The case stuQiés at the conclusion of this'unié, and the additional resources

listedi may be of interest to you in pﬁeparing.this unit of instruction.

: . . - - N
‘ - : '
- ) .

>




. N%T; - INTRODUCTION TO MARKETING AND DISTRIBUTIVE® EDUCATION .  * .
: . :o ’ : ’ ° "- . 4 - . - -'\ ’ ’ .
v TOP[C"_ Introduction to Marketing . T ' : _ e
' Perhtmg&ce_ '()bje,ctive(s) " ___Outline . 1Occupations Resources :
N _:l ’ . ';‘"" e . . "_.' - # '
"A."“Each student w1ll become aware, - ' ALL ; S :
... . of"the careers. related to_— .“ﬁ;ﬁﬁggis T ) C g = S vy - -
. fmarketing;and d1str13utrbn. e SR ' b .
. . . . . . N -. " P . . . . ) . ’
B. _The student w1ll be able to -} B=1 The& aspects of market—' ALL -, 1. Marketing, 3rd Ed., Mason,‘Roth & Ross,
 define and/or explain marketing. | -* . ing, d1str1but10n, - Gregg McGraw»H111 Chapters 1,2 & 3, 3
° S merchandising, & pp. 2-29. ° 4
e e management - ‘2. Marketing In Actlon, 8th Ed., Warmke,
“!-_ o e B-~-2 Workers in market1ng~ 1 jPalmer and Nolanj; Southwestern Publish-~
?‘ " - approximately one-half - "ing Co., Chapters 1,2 % 4, pp. 2-48..
. of all gmployed workers . “ 3.7 Modérn Marketlng,_Rachman & Romano, The
* - in-the U.S. are employjd ) Dryden Press; pp. 4-13. .
in marketing _ -l_l_.-'Mar*ketlngz Wentz, West Publishlng Co.,
& . e B 3 History of . marketlng ‘pp. . 2-10, 15~16. SR '
A . b . 5. Transparency Set 12 002, "Introduction o
VA _to.Distributive Education," Montana D.E.
f. 2 - Library
) 6. Econbmics of Distrlbutlon, Qccupatlon
N Manual McGraw~Hill Book Co., Chpt 1.
. X o " '
e o - s, — - g
. N \ ’ v
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UNIT: INTRODUCTION TO MARKETING AND DISTR;BU‘IWIVE EDUCATION o . S

y . -t . C ) .

TOP!C Intr‘oductlon to Mar'ketlng (Contlnued) T L - "y h

. .. S L . - - . . 5 - : . N
_ »Periomlance Objecﬁve(s)_ "N~ - Outline .. Occupations  ~ Resanrcas P
C. "The student-will be able to - .C~1 .The process of marketing|ALL . 1. Maﬂketlng, 3rd Edv, Mason,,Roth & Ross,
B - identify the institutions and institutions- producer { -~ .Grégg McGraw-Hill; Chapter 4, pp.29-41
> Tﬁu;uFuncbionS“ofwnarketingﬂaﬁd“thef,' . distributor, consumer " IR 2. Marketing In ACthn, 8th Ed., Warmke,.
' channels of distribution, . | C=2 Functions of marketing- P Palmer -and Nolan; Southwestern Publish-
o . . ~ N\ {°  buying, selling, . o - ing Co., pp. 24, 98, "137-4D,

o 3 . . finance, transportation, '3+ Transparency Set 12.002, "Introduction
storage, risk beérlng,,_ : B to Distributive Education,". Montana
promotion, and market ' . D.E. Library.

' : information '.“ - 4, Fundamentals of Modern Marketlng, 2nd -
. _ "> .| C-3 Channels of dlsﬁribution : : Ed., Cundiff, Still and Govori; Prenplce

A N _ B : a. Producer, . consumer ; S -Hall Chgbter 13, pp. 267-282.

: R N ' P b. Producer, wholesaler, : ' 5..Market1ng Principles, Nickels; Prentlce
' retailer, consumer S Halls" pp. 270-292.
o . ¢. Producer, agént, - :
- N ’ . wholes&ler, retailer,|.-
e - S D cqnsumer S ' _
S .
3
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. : a ;
a
.w.
)
14 n 15 e
- y §F %
7 2 o &
: V o




. " h . -

~

. NN ' . ' v B _ < ;! *
.UNIT: _. INTRODUCTION TO MARKETING AND DISTRIBUTIVE EDUCATION . - '
- TOPIC:® Introduction to Distributive Education ' ' : Y
L AVK _ e : : : . .
N ! '.~. ’ . - ’ : ‘ : v _@ .4‘” - " . .
____Performance Objective(s) Outline Occupations Resources
A.* The student will be a¥le to A-1 Define distributive ALL L. Guide for Distributive Education Teacher .
- explain the goals and the =, educjtiona * « Cbordimators, Montana State Dept. of ...
= structure of the aistributive A-2 Goa)s of distr\butive : . |- "Public Instruckion; pp. 16-17. .
education- pnognam. i . o education *° . - 2. Transparency. Set 12.002, "Introduction
SR : -{A-3 Structure-of the D E. to Distributive Educatlon,“ Montana
' ' ' program-the classroém, R * D.E. lerary.
DECA, the job
B. The student will be able to Bfl_Role of the classroom ALL {1. Guide for Distributive Education Teacher
describe the' role of. the class~ B-2 Subjects covered in the Coordinators, Montana State Dept. of
room and €he ‘subjects CJ;ered classroom Public Instruction; pp. 16-17 & p. 26.
within the D.E. program. s 1= ‘ . : IR
C. The student will be able to define|{C-1 Definition of, DECA ALL 1. National DECA Handbook. ,
and explain the -function of DECA C~2 Goals of. DECA . o 2. Transparency Set 12. OOZ,-“Introdnction
its goals, and activities. C-3 Parlimentary procedure ' to Distributive Educatlon," Montana
. {C~l4 Club activities ‘D.E. Library.:
a. Financial =~ 13. Roberts Rules of Order, ‘Revised.
b. Professional {l4. Guide for.Distributive Education Teacher
¢c. Civic ' Coordinators, . Montana State Dept. of
-~ d. Social Public Instructlon, pp. 92-935 109.
. _ C-5 e. Election of officers 5. Cooperative Occupational Education,
o . _ B VY 5 S — T e ;“"3rd—Ed.——Mascn~—ﬁaines~& Funtako;f““*f'jf‘
2. State | pp. 295~320 ' - -
-~ 3. -National '
CompetitiVe actlvities g
a. Local - . _ - .
. b. State _ - .
~ . c. National -~ . T, o
|,' : - : »F ‘ . . u |
A S .. - i _ . . 1
16 -. B .
. : . .o }
. : ' , R



o

A . ’ 3
. . o

-

] . ' -Ldj . | . 3
-~ UNIT:. INTRODUCTION TO MARKETING AND DTESTRIBUTIVE EDUCATION ' ) o |
'TT)Fﬂ(h/ Inproductlon to Dlstrlbutlve Educatlon (Continued) - - \
Pe;fpnnance\gbjective(s)w . Outline Occupations Resources
. ' . R EE 2R 2 .
D. The udent w1l& be able to D«l Student respon31b111t1es ® . ™ 1. Guide ferDiétrlbutlve Education Teacher -
RS _expla ‘the role and-responsi- ' |. a..To. thérggﬁool » o , Coordinators, ‘Montana State Pept of ~
s ‘bilitdies of.a cooperatlve U p. To" the. D.E. program O b, Hublic IpStruction; pp. 58-62. - .
S edﬁcatlon student., 7 LT ¢l To the tralnnﬁg ) ; 2 Successful Cooperative ‘Education, Career
e s *1" .. . station'- u | "vorld,. Inc., "What Is Goopeyative.
R . C e " d. To‘parents: ) Educatlon All About." Slides and . ".
o T e. To himself ; casgette, Montana D.E, Library. ' :
: D—Q_Spudent'records ' 3. Montana Cooperatlve Eduéatlon Handbook,
S " a. Impartance-and need’ Montana -State Office of Public An-. ’
.f - g b. ‘Wage and, hour 1ructlon gp.. 2-4. :
- \\\\ : c. Training, plans and " 4. Cooperative Occupational’ Educatlon, 3rd .
' ' agreemenbs ' ) . Ed., Mason, Haines~& Furtado, pp. 97-119°
d}-Tralning statlon ' 7 1-157, 217- 253
feport. T i '
. . - -
: : .
+ 3;«': !-‘ f ' : ’
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- UNIT:  INTRODUCTION TO MARKETING AND DISTRIBUTIVE EDUCATION . o \
: ——— - . . ’ A * *
. : L o d n )
TOPlC Int‘-roductio’n' tO'Car'eers in Marketing . £ P
( ] E ' . I R . s > .
Performance Objecﬁve(s) ' _Outline Resources
A. The studént-will be able to . A-1 Purpose of unit-a , 1. Retail Merchandising: Concepts and
‘“discuss jobs available in.. - . program of study about : Co .. Application, 9th Ed.y~+Samson, Little &
marketing and will be able to- : career opportunities : . W1ngate, Southwestern Publishing Co ;
list interest -and aptitudes, | in marketing and - ~ ) . 520-28. r
personal information, and.other [.-.: disteibution . .= .. Co 3 2. Retail Management A Strategic Approach
1nformat10n needed to make an i) ggfine the word "career" . . - Berman & Evans, Macmillen Publishing
intelligent choice about a job\ | -° d related terms: . . © . - Co.; pp. 8-13. : : i
= vocation, trale, craft, o , 3. Modern Retalllng Theory-.and Practice,//
, . profession, job, etc. L _ Mason & Mayer; Business Publication
‘. A-3 The importance of caregr . "1 Inc.; pp. 580:605 .
& planning A 31 4. Marketing, ‘3rd\ Ed., Mason, Roth & Ross,
. " A~4 Present several JObS : A Gregg McGraw-Hill, pp. 29+39. '
. _ . available today _ 5.- Marketing In Action, 8th Ed., Warmke,
T T T TR T Thhigbket ing - i B . Palmer and Nolan; Southwestern Publish-
\ "I A-5 What do you need to' know . o ing Co.; pp. 413-18. | : :
L : - to choose an ocgppation?: - 6. "Your Future in Retailing." Slides and °
S a. What you need to know . o tape, Montana D.E. Library. Career
about yourself- . . ‘ v Information Unit for Distributive
; inteflgsts and .aptitudes. - Education, Ohio D.E. Materials Lab,
' Uses of interest. and : . Teacher's Manual, p. 10, Appendix for
aptitude tests such o . -OVIS & GATB. -
as the OVIS & GATB | T. Films relevant to this section are
b. What you need to R . |¥ available in your gchool district, the
know about a job. | o Montana. D.E. Library,.and the Montana
. . Use Job Description . : State Film Library.-Ex.: "Job for Men",
. ‘Form in C.I. U. or - = "Jobs for Women", "Jobs in the World of
P N o pull pertinent infor- . R " Work"y McGraw~Hi11 Films. ' .
o .mation needled from af-. °= - 8. o”ccupational Outlook Handbook , 0.8, ‘Dept
o ‘occupational handbool . o - of Labor, Current Ed., Bureau of Labor
' ) ' _ Statisties. .
. : o . S 9. Career Information Unit for Distributive
- SRS - . o N ‘»J//// Education, Ohio D.E. Materials Lab.,
R o a . - ' - Teacher's Manual, pp. 8-12. :




ux:-"

lJPdrr INTRODUCTION 'TO MARKETING AND DISTRIBUTIVE EDUCATION
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'P()Pl(} Introduction to Careers in Marketlng (Continued) ' T ' e
g .Y _ " . S ' f' ‘-
\‘Per{ormance()bjecﬁve(s). ""_-‘ Outline __ Occupations ' Resou{rc%'
L. . Lo . - e N * - !
Y : L . ‘ “. . c. . Personal informa;;%p/’ : ... |10. "Your Future in Retailing," Slides
' ' - ' - . that would help r 7 / and tape, Montana D.E. Library. , Career
S . . : - . an individual tofa ' . |- Informatidn Unit 'for Distributive .
' Jjob: hobbies, clubs - | 4 - ' Education, Ohio D.E. Materials Lab.,
e - _personality, physical R Il ‘Teacher's Mahual p. 10, Appendlx for
. - attributes, aptitudes,| = ' A OVIS and GATB.:
s - .. etc. ~ ' : ' .
- .B. The student will be able to 1 B-1 Explore the 25 C.I.U. ALL 1. C.I.U. for D.,E., Ohio D.E. Materials "
" ‘recognize the clusters that clusters _ - Lab, Teacher's Manudal, p. 11 and
make up the occupational field - -a. With overhead o L Student Handbook.
of ‘marketing and. identify the - transparency list- " 2. Cooperative Occqpatlanal Education,
clusters he or she wishes to . ing 25 clusters, | B “3rd Ed., Mason Haines & Furtado; - -
" explore. . _ .. discuss each cluster| . pp. 43~ MM '
B : o ' . in terms :
S . : - - tof definitlon,'
: - N : _ 'related ‘occupation
v o _ o : or industries.
' B B~2 Have each student .
. - identify a cluster (on ‘
. _clusters) which he or
she”wishes Jo explore
in order to help
- . ’ determine an occupa-
. . tional objective.
. ; @ B-~3 Form small groups of
, | _ o "~ "like-.cluster choices - ° )
e . o and proceed through N
o S T _ 1+ . cluster assignments _ ,
: b P ' as outlined in Student | N&J S
T - : s " Handbook of the C.I.U. | . ¥ ..
SR - "~ + { - as .instructor desires. | h : o
L . -.». - | SR : A o . B .-_; g .-. . :~§_.‘ I o |
| 23
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,IlJPJ[T: N HNTRODUCTION TO MARKETING. AND DISTRIBUTIVE EDUCATION

' - - _ . '. \ . - :
TQP[C Buslness Env1r‘onment y o _' ¥ : g g S~ ' _ ¥ o @
o ' : . & \ . . . - . L & ) -’ ) . .
‘e N ; ' < ) v " V . | '
Pbﬂknnunuxzcnuecﬁveéa\ . Outline - . ()ccupanons<:ﬁ __* * Resources :
AL The student w111 1dent1fy _' - A~ iy Industr1aL~bus1nesses ) ALL 1. Buslness’§r1n01ples and Management 6th
- the steps through which a - a. Mining _ N © . Ed., Shllt Everard, Jobns; Southwestern
"specific, product must pass " b. Manufacturing . - ‘t “f Publishing Co.; pp. 3-22. '
~rrbefore ft Teachgs-the” ultimate””f*M”"KT“Construction B L "1 2. Business In Action, 2nd’ Ed.,~ ittaL;
' consumer as a’ usable product. A-2 Commercial businesses - 1. N E Burke & LaForge; McGraw-Hill;.pp. 417
_ ‘ a. Marketing institutiong | S S e
' b. Financjial institutiong . L ' ' L @ e
Q - W P .
_ C. Serv1ce institutions S . . . . : : _
B. - The student will 1dentify . {B-1 Capitalism o - { ALL -7 1.-Retail Merchandising Concepts and" .,
features of the American B-2 Modified Capitalism - : 1~ Applications, 9th Ed., Samson, jittle &
economic system. _ : | 2. Business Principles and Managenent, 6th
S o . S ' ' o - Ed., Shilt, Everard, Johns; Sodthwestern
o ' R B . P : ' Publlshlng Co.; p. uu.
C. 'The_student will list the C-1 Land _. . 2 | ALL . 1. Business Pﬁ1n01p1es and Management 6th t
- ‘elements needed for a _ C-2 Labor ' S . - Edg, Shilt, Everard, Johns; Southwestern
successful business venture C~3 Capibal . ' - o o _Pugllshlng Co.; pp. 39-49.. -
and the motives for entering C-4 Management - ° . .1 2. Retail Merchandising: Concepts and
‘such a.venture. -1C~5 Demand o . . Applicabions,9th Ed., Samson, Little &
C~6 Supply e B _ N ingate; Southwestern Publishing Co.; . \
« C-7 Price . o pp. 20-30. .= s »
’ B C-8. Competition : ' ' '
C~9 Profit . ) . ‘ , : S .
C-10 Service ‘ ' T
C-11 Secial resgonsibility : o ' L S
. . " * 4
, P -
- 00 e .
) - o ’z\ -
_ _ b e R
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UUNIT:

&

A

- TOPIC: Business Environment (Continued)

INTRODUCTION TO -MARKETING AND DISTRIBUTIVE EDUCATION

A E ;—... . ' .' ' v [- . '. ' \As . . . . ’ .
. Performance Objectivels) Outline Occupations .. -, '~ Resources
D. The student will list t_:he'ma.iri D-1 Sole ?ro;br'ietc')f'ship ALL, .".. 1. Dynam“ics of Amer'icarf’Business, ”Justis’;-_,‘
~"" types of business ownership and [D~-2 Partnership i g _ Prentice Hall Inc.; ‘pp. 41-59.
. be bale to Eive the advantages {D-3 Corporation’ . | 2. Marketing, 3rd Ed., Mason, Roth and
L 77TTTand disadvantages of each.- a. Holding Company . . “"Ross, Gregg'McGraw-Hill; pp. 26-28.
% "o ’ v et - b. Cooperatives r~ . . ' s ' ' ‘
' -c. Mutual ‘Companies ' . )
, ) — ,
¢ & N
“\'
’ & . \ ' )
> ~ ',
2
v oA . 8 !
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UNIT:
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INTRODUCTION TO MARKETING AND DISTRIBUTIVE EDUCATION

TOP]C Job Flndlng and Or-lentatlon

P@rﬁmnnnnce()bkxnﬁnﬂb)-

. Qutline . | _ Resources
A.. lhewstudentvwill*bemable to- A-1 -Personal-‘qualifications - ALL- - -To-Professional- Developmenty . Wilkes.and. .
identify the personal qualifi- a. Physical character- 2 e Crosswait; Harcourt, Brace &. Javanov1ch
‘cations needed for job succéss isties. . ' : pp. 50-73, pp. 80- 101._j' c
" "in the fieéld of marketing. 1. Grooming ) " +w . - ]2. Job Orientation, The Employment
e " ~ 2. Speech ’ ’ A ' Interview, Harry R. Moon, 2 Vol. with
3. -Posture g ... | “ slides, cassette, and transparencies;
. b. Mental.character- o ke Milady Publlshlng Corp ) Montana D. E .
- T istics T . o ... |- Library. A
) 1. Attltudes : : : L | 3. Job Interviéw, International Film
) 2. Consideration . - .} Bureau,. Four filmstrips and records,
3. Emotional stability sMontana D. E‘ lerary,

"B. The student will be able to list

0t

B;l'Where

- Employer himse

e

1.,

'Profe331onal Development W1lkes and

to locate a ALL
the various places where = postion L. . Crosswait; Harcourt Brace & Javanov1ch _
employment information can be” “ra. Newspaper T Tl s Ty TTTPp. 4230 T T mem——
,secuned. - b. State Employment ’ 2. Your Job in Distrlbutlon, Beaumont & -
- Agency ... SR U AU - ,Lgngen ‘McGraw-Hill; pp. 40-49, -
" c. Private employment ' . ppl. 60~126. .
: . agency A 3;.Rétall Merchandising: Concepts’ and
- Jd. Friends and relatives  Applications, 9th Ed., Samson Little &
e. Signs in windows n W1ngate, Southwestern Publgﬁhing Co.;
- f. Student placement. - T pp. 520-524.
S denters o S by, Succeeding in the World of - Work,
B 1f :

Kimbrell & Vineyard; McKnight Publish-
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UNlT: INTRODUCTION TO- MAhKETING AND DISTRIBUTIVE EDUCATION R R . oy

T()P[C Job Flndlng and Orlentatlon (Contlnued)

i . “ . : - o
| Petfom\ance Objecﬁve(s) | Outline Occupations ___Resources . |
CC. The student will be able.to - ic-1 Applylng for a poSltlon ‘1 ALL { 1.. Professional.Develdpment. . Wilkés-and
‘ demonstrate the skills needed. a. Application letter - A ' Crosswait; Harcourt, Bnace & Jovanov1ch
) to apply for a. job successfully b. Application forms - - - S . pp. 2U-hy. o '
and portray an appropriate- : C. Personal data sheet .12, Retail Management A Strategic Approach-
“”“*““‘ﬁ"éttftude toward "job appllcatlon.. - de Interv1ew : . L Berman & Evans; Macmillan Publishing
: I A 1. Dress o : s Co.; pp. 895-609. e
B 1. 2. Manners . ' N 3. Retail Merchandlslng_ Co#icepts and. )
-y 3. Posture - : ' .+ Applications, 9th Ed., Samson Little &
4, Attitude - Wingate; Southwestern Publishing Co.;
, . 5. Speech - pp. 525~25. .. - .
o . 6. Paper-complete I, Retail Merchandlslng, 7th Ed., W1ngate
'-ii - ~ information to .. and Samson;. Southwestern Publishing
. . . - -+ " have with you .~ : . " . Co., .Chapter 19, PP, 588—596 597~ 60u
T . ' " e. Testing S - - L 605-608.
- e _f. Departure. .~ . b o . 1.5. Successful .Cnnpemflvp -Fd].l(‘ﬂ‘h'l O o
I g+ Follow up ) S Career World Inc., slides and cassette,
S e ‘ 1 . L . MHow Will I 'Acquiré My First Job and
ST S S ' - . 'é' ’ .Progress In Tt?2" MAs a YQung Worker, :
B ' LY « 1 . ‘What ‘New Responsibilities Will I Face?" v
' S , - o ' -~ 7| Montana'D.E. Library. . - o
7 . . o e ' ) ) ;\" .
"'.: . ) ~
e ‘“ — S, e » ’ . . : o,
o . : B ' - ' '_ e
B A [y - . "‘I\. :.'
! - A h - ;.
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UNIT: INTRODUCTION 10 MARKETING AND DISTRIBUTIVE EDUCATION ‘
-TOPIC Job Findmg and Omentatlon (Contlnued)
) ’ - . . .'\- - ’ - ) ' . i i} o . i ' '9 . .
Perfomlance Ob]ecﬁve(s) S Outline " Occupations "~ Resources
D. The: stident will be able to, |D-1"Legal requirements’ a0 . 'State. Employment Agency
‘explain legal.requ1rements - for teenage emponment, , : 1 2. Wage and Hour Laws, State of Montana-
©and identify the records ' a. -School work permits o S I Dept. of%%abor, Helena, Montana.
. ' “'needed for employment. - -4 - b. Social Security- S
: ' ' : N " c. Physical examination :
. -~ do Wage and hour laws | , . L o S o ' 5
R " .e. Bonding _ : ' : g Y Co : - -
fo Age " . . N ’ ’ ° * . . ' v
4 . i - - -
a : " . a no L . Sl . L.
E. The stnoent will be able. to ) E-1 Flrst day T oo ‘ALL.- ISR P Retail Merchandlslng Concepts and
. deseribe the store procedures- - a. Store procedures : S ’"AApplacatlons, 9th Ed., Samson, Little
nécessdry. for employment. 4 1. Check in time . - | .} T &-Wingate; Southwestern Publlshlng ,
o o . . *. ~ 2. Closing duties , ' Co., pp. 1781185 :
' L . f . 73. 8ick call = : ; _
—— N - ' b, Emplgyment recordsy .. . -f . f .
T, : 'j?r . . ¥ - Db. Location of‘facilitiek- : . oo 5 :
' - ' - TN\ " - 1. Lockers ' _ T L o S
S : ‘- o\ © . < 2. Restroom B M e o
- _ o o . 3, Employee lounge ' L : h o e
' s, ) P 4.  Time: clock b : : s ey e .
l e : - . " ¢. Store.organization TN ‘ T . " o
' : _ : _ . ‘and lines of authoritl - ‘ o - R
- ’ ' N - . ". - . . ~ - - ) : . o
o I ' ' : AU 7 B , . S , . o o //
- € N - .. é‘ ) \ . . '.// ¢ K
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- UN!T- INTRODUCTION TO MARKETING AND DISTRIBUTIVE EDUCATION ,
TOP[C Job F‘inding and Orientation (Continued) o .
m . . o o N T R
Pedormance Objecﬁve(s) Outline ‘Occupations - Resources
o F ‘ The student will be _able to . | F-l; Compa,,rIY~polioies ALl 1. Marketi »-3rd_Ed., Mason, Roth & Ross, -
- state company policies and ~ .- Internal . - ' . Gregg McGraw Hill; pp. 392-399. '
. 1;-regulations related to his or -l Employee , ,7 " . i "
-+ her; employment.. ' 2. Merchandise lines —
. 4 : .. 3. Service policies '
¥ " 7 4. Promotional . U ) ;
o e, 5. Handling cash’ and
T ©LT .-+ . checks o , ,
3 > b. External : ) "
‘ 1. Customer Y
_ *. 2. Suppliers R ' " 4
i ‘ 3. Community o «“ .
e f,"\ o, " L. Cofpetitor o v
Q.H:The student will discuss the G-1 Business ethics - v CALL 1¢.Dynamlcs of Amerloan Business, Justls,
o T important isbues of ‘busihess ."a. Importance o ' ‘ 5' Prentice Hall -Inc.; ‘pp. 24- 27.
. ethics. ‘ ' "b.: Student's - . 2. .Introduction-to Business, 3rd Ed.
AR .. 1+ responsibility to ' ., 'Perlick and Lesikar; Business Publlca-
’ /.« their ‘store g Y . tions Inc.; pp. 68~72.-
, . . ) - c.'Store!s © . " '}3. Business In Action, 2nd Ed,, Bittal,
i 5 ! : }responsibillty to 4 - | ‘Burke and LaForge McGraw Hill
T P " ¥ Employee o A 'fa’;bf'pp. 484491, .
20 = A . : 7 2 :Community = i ‘{4, Professional Development Wilkes &
o e »". ) . . d.*Better Business. . ' . .. CrosBwait; Harcourt, Brace & Jovanovich;
s T 1 w7 Bureau® ~ - - - . . pp. 2&1-252t
R Ve A - N . . -
R I 5 '
am 1 34 . ‘ B ' 3')
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' ,Additionai:ResourcesQ-;

 INTRODUCTION TO _MARKETINC AND D.E. -
» h C

e Second Effort, Vince Lombardi Montana D E Materials Lab

SR
Is a Sales Career for You’ Career Besource Films, Counselor Films

Inc., Philadelphia, PA

Lecawﬁareer_incthe Hotel—Mateerusiness_for You?, Career.Resounce
. Films, Counselor Films Inc., Philadelphia, PA ' -

Is a Career in the Service Industries for You9 Carerr Resource"

- Films, Counselor Films Inc., Philadelphia, PA. ‘"t.

Is a Career in Finance, Insurance or Real Estate for YouJ Career
_ Resource Films, Counselor Films Inc., Philadelphia, PA. '

Fundamentals of Marketing. The Product, Pricing,” Channels of -

Distribution, Eberhardt E. Scheuing, Gregg McGraw-Hill,
* New York, -

-

The Present ‘& Future Contributions of American Small- Business,

SlOan, National Business, 600. Maryland Avenue, Washington, D.C. 20024

"Task.and Competency Outline for Secondary Marketing and Distribu
‘Education,” Marketing and D.~E Curriculum Guide, Michigan Sta
“University, pp. 1-9 )

1

<

N,

tive
te,

"Introduction Jto Marketing;" Marketing,and D. E. Curriculum Putlines

~ for Nebraska~Marketing I University of Nebraska, pp. 5-9.

"Youlr Career in. Marketing," Marketing,in Action Waronke, Palmer,
Nolan, PP. 413 418 - -

"Forms of Business Ownership," rketingf Mason, Rath, Ross, PP.

. MA1l You Need to Know. When Making Application for Employment,"

+

26*28

ent,'

.'"Banking on Marketing," SteVen Mintz, Sales and Marketing Managem

June 6 1983 PP- 43«38

-"Converse Breaks Into a. Run,"Al Urbapski Sales and Marketing

Managemegt, December 5, 1983, pp._4l~42

r \

A



" Introduction

~ Human Relations & Communications
-There are presently a number of documented studies that sthress thefim;j\\\\;

portance of . human. relations to-success on ‘the job as well as in other life-

- settings. Good comnunication'skills are, among the top two.criteria‘dﬁ Fohtune J

Ly

500. companles.. Recrulters ‘and. eﬂbloyers 1ncreas1ng1y ask for students who can
communlcate effectively. Do students in D.E. understand- the signlficance of
3 f . these very 1mportant sk111s to thelr 1ife 1ong success? _

The updated materlal, resources and case stud1es in thlS unit should a1d

) \. you in drlving home to students the importance of these skills.” . = o u:\\S';

N
).

15




UNIT: .
TOPIC: _

.—\
. .

o

HUMAN RELATIONS AND - COMMUNICATIONS

Human Relations

[

‘.o

=

4

— Peﬁomxance Objecﬂve(s) - Occupations - Resources e
A. Each student.Will become aware \ ALL - A _ , ' '
of the careers related to -human . L - o,
-relations and communications.: ' ' - : : ' )
Each student will‘be able-to B-1 Philosophy and psychology ALL 1. Retail Merchandising: Concepts and -
describe basic concepts B-2 ‘Attitude Applications, 9th Ed., Samson, Little &
‘.'necessary for effective human B-3 Relevancy to .. .Wingate, Southwestern Publishing. Co.,
relations.. * . occupational success. - pp. 529-36.
- 1B-4 Business atmosphere 2. Your Attitude is Showing, booklet and
" |B-5 Public relations ‘manudl, Montana D.E. Library.
a. Employee-client - 3. "'Human Relations at Work, 2nd ‘Ed.
_ .b. Management—client Eggland Williams' Southwestern
L ) : ¢« Community ) Publishing Inc.; pp. 2-13. '
* |B-6 ManageMentuemployee -} 4. Succeeding in the World of Work,
S N relations .~ Kimbrell & Vineyard; McKnight
{ . "~ -] B~T Co<workers relations ' Publishing Co; pp. 124~ 136
Each student will be able to % |C-1 Business-like attire ALL 1. Professional Development WJlkes & - \
demonstrate the characteristics {C-2 Personal hygiene Crosswait; Harcourt, Brace & Jovanov1ch
of appropriate busihessnlike C-3 Grooming . pp. 50-78, pp. - 112~142 '
_appearance. o SO . 2.. Dress for .Success, Malloy, Viking Press
, S - ' 13 -Personal Development for Girls, Montana
. " D.E. Library.-
- P ‘ . {4. Personal Development for Young Men,
f ‘ ' Mpntana'D.E. Library.
, | R |5+ Suc@eeding in the World of Work, x
3 “ o _ ~ Kimbrell & Vineyard; McKnight Publishing ~
: - . ' .i/ CQ., pp. 151-152. : ‘ o
oy . ; &

o

Py
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UNl’l‘: HUMAN RELATIONS ARD COMMUNICATIONS“ ' - hd “
TOPlC Coquunlcatlons |
l_’erformance Objectivefs)- . Outline Occupations __Résources
ach. student will be able to . A-1 Communicatidns skills ALL 1. Professional Development, Wilkes & 7
use effective written communi- --d. Plan the message Crosswait; ‘Harcourt, Brace & Javanov1ch
cations in a varlety of" . b. Prepare: a- rough - . pp. 170~ 196
P 81tuat10ns. SR Q . draft - 2. Communlcatlons for D.E. Students ManuaI
: C _ c. Five Cis » ' Montana ‘D.E. Library.-
e . 1. Courtesy ., . _ "3. Communicatlons, Manual and transparen-
P 2. Correctness: ., cies, Montana D.E. Library..
C . 3. Clearness | 4. Refer to: (reading skills resource)
' . L. .Conciseness. ' Ms. Rita: ‘Brownleg, Supervisor’
.S ¥ « 5% ‘Completeness 1 . Reading & Language Arts
' SR * d. Write for reader Office of the State. Superlntendent
i +A~2 Informal written . ‘State Capitol
3 ) P ' :communication _ . Helena, MT 59601, ¥ ~
> - a. Memorandum 5. Communlcatlons in Marketing, . Rowe and’
" N b. Order ‘taking . Jimmerson McGraw-Hill, 1971;. Chapters
. C. .Pre~printed form 4 3 7,8. (presently out«of~p&%nt)
A-3 Formal written - _
i, " ‘communication
o . a. Business letters
{ - b.. Report wrltlng .
) o i ’ c. Application letter o
, . . . ‘and resume ‘ o
m ’ A~4 Reading 'skills .
s ... d. Types. of reading 7
1. Skimming. R
* - . - 2. Scanning K o
: ' 3. Intendive ) :
S "b. Comprehension . ‘ _
s PRS- \ C._ Sp o . 4
~- e ' Y v
; o AR .\
_40 . : * . -
& - § S K 8
i i - R . \\//7



UNIT: _HUMAN RELATIONS AND COMMUNICATIONS .
TOP]C Communlcatlons A{Continued). -
/, Performance Obje'c,tive(s) . Outline - : Occupations ~ Rm
B. Each- student’ w111 %e able’ to . B~1“Communication skills | -ALL . 1. Human Relations at Work, 2nd Ed.,
" use effective oral. communica- | 7 a. Five C's of effective| - ' Eggland & Williams; Southwestern T
‘tions in a variety of . . e I. Courtesy - ' - -~ Publishing Inc.; pp. 122-54.
, situatlons._- : UL § 2. Correctness =~ o . |2. Communications for D.E. Students,
. ’ * 3. Clearness . o - i ~ ‘Manual; Montana D.E. Library. Sgg
_ M.-Conc@seness - - - _ 3. CQmmunicatlons, Manual and transpgaren-
- . : : 5. Completeness - . o . cies; Montana D.E. Library. . .
e e s o ots’ _ben o-baVolume..and enunciatio?wﬂﬁ-m bl Teletrainer; Teléphoné Co.
T TR h c. Use of gestures . ;| - s, Communlcatlons in Marketing, Rowe and
2 o o S .d. ‘Appearance - o . Jimmerson; McGraw-Hill, 1971, *Chapters
B : e _ - l : o o 1,2,4,5,6. (presently outaof~pﬁ1nt)
. ; _ »-B 2 Informal oral : 'f_ e s 46. "Llstening Toward Effective Communl—/
) @ A _ communication. ' : _ + cation," tape; Mountain Bell ' -
S . .as Introguctions " {1 . 7. "How to Lose Your Best Customer Without .
P .. b. Conversationg |- . . Really Trying," film; Mountain: Bell.
) e .. | - - c. Group discussion - S S S :
.o S ' : " and leadershfp ' . .
T _ S L d. Instructions - _ b . '
N - ' . |B=3.Telephone usage : 0
, ' : ' B-4 Formal ‘speaking . '
" : < a. Preparation. - S *
° b. Practice ,
\. 4 "Co Del;iVer'y_ “ S . -“J. 1 . o .
B-5 Listening skills § Y
_ { - a. Basic rules R T n
R . .. b. Environment . - ' ) Ce '
S .| . c. Note taking N
T . _ _ _ ) : . N
© S N
P SRR P ' SN
| o ' ” N\ |
A - . . -.\ 43h
42 i ‘ . . .
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UNIT: . iy .?EL‘I'\”‘I'IéNSV‘AND'.C;OMMUNIC.ATIONSV- - | o
‘ TO:PIC: -iCémm_u.ni'cét“idins (ééntinﬁed) ] . R

. . L T . ) k) R
C. 'Each student will be able to C-1 Role playing ‘ALLS .
... . demonstrate the inter- ¥ C-2 Game playing g .. N
R .. relationship of communications ‘C-3 Case problems. o -
i and human ‘relations: S, . ' . : oo
“ ;j _ L ] o ' ' DY .
’-, i . .. a . . - .a ) : ° !
- + .. K} . ‘ g 1
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RELATED CASE STUDY.v Human Relations o f" I S
L » : ' o ' : .
T. .CQSE TITLE' Developing and Maintaining Harmonious Relationdxips . -

' - with Other Employees : L , _ . !

SUGGESTED -GRADE LEVEL:,”Junior~Senior'

. CASE“OBJECTIVES: - The purpose of this case study is to prepare
:students for adjusting to the work environment. It is oriented

g R - toward the Manager-Owner of a small business. At the conclusion
w of this case study students will be able to: - = - -

12.'Develop skills in maintaining harmonious relationShips with e
) other employees. : : . - :

2. {Maintain an objective attitude in difficult circumstances.._ :

3. Understand the importance of good human relations in the
workplace.

» 0

. St 4, Know the importance of appropriate dress -and maintaining a :
} o '~'we11-groomed appearance._ s :

LI & T e . K 2
. . . - .

-N s VJ , CASE DE RIPTION. Tom Johnson has fust begun working at Hance's ﬂ LR
L "~ - 0.K. Hardware. After the second week of work, his sales have been
V : : T outstanding and he is particularly adept at solving problems- for : L
. L employees..\Tom s first,week 'of sales:were a little above average, = .. .° = |
’ N " but his gecond week was higher than four other employees, all of ... .
whom have worked at 0 K 1onger than Tom. o o

‘. - IS

i : - During the mori ing coffee break Tdm overheard the other employees\"
' ' - complaining aboyt hisg brash manner’and the fact that he wore tennis - .
shoes to work‘and ‘wore his-hair over his collar. 1In ghort, it. T

A_appeared that most of ‘the employees were” opposed“to;Tom*and he‘felt"_.‘ e

zvery uncomfortabig\about it. ~ : . o

)
\

R Tom has now confided dn you ‘as’ the manager that he feels alone and-
_;zisolated You gense. that Tom is a very sensitive ‘person. He has

just told’ you that unless the’ attitude towards him changes he will

. :quit....' tﬁ-".. N S
_:?é You are. concerned about Tom 8 situation but also understand the

. : ',iconcern of your more established employees. . Whdat actions. could _

A A g.you take to alleviate this situationdfor all the parties concened?
A vx.;;succasrzn SOLUTION e

_~with Tog 1) o vately and informally and empathize with  his o )
-problem ‘Make ‘clear that you understand ‘his predicament. You R o
igbtﬁexplain the long~standing dress code -that has been in effect

t Hance's 0. K. ‘Be: sure he' understands the reasons behind a.

,dress code. SRR R T T _ ‘

Lt 2> gtore., Perhaps"
“ar“en back to their begihnin .daysﬁon:a“new job and
'eaurity-theyrfelc | K ¢




- 1. RELATED CASE STUDY{ Human Relatiops . . .

: ‘ '. -.II.:' CASE TITLE Working with the Pro lem Career Employee

C I SUGGESTED GRADE LEVEL. Senior |
this case study is to prepare

k environment. It is oriénted _
11 business, AtTthe'conclusion
_be able to: I 4

-1V, CASE OBJECTIVES ‘The purpose of
- students for adjusting to.the W
. toward the Manager-Owner of a s

of thig case study students wil

1. Develop skill in maintaini 8 harmonious relationships with other

L employees. .--QD : ../ i . /f. : : :
SR " | 4

o :2..”Maintaiq an objective att

@ A”

.

tude in difficult circumstances.

3. Understand the importance -of good human relations in the
workplace. »

{ - | _ . t4.' Know the importance of a propriate dress/and maintaining\aﬂ'

[ = ' well~groomed appearance.g : / : '

/ o
/

!

/

-}f S V{_ CASE DESCRIPTION As.a Dis ributive Education student at Henessey s
R (T Department store, you are paid an hourlyfwage plus a small bonus -
e for especially productive weeks. One\of the other salesmen in the
Tl o shoe- department, Jason, is yery experi enced,'.is able to handle more
B U ~ People than you (because of| his- superior product. knowledge),.and is -
' . T s y the top. sales volume. producer in the department. . g

s

~
However a problem has arisen lately and you re not sure what to do;
~.about it. "Recently, Jason'has begun stealing your customers. He
Cwill sometimes interrrupt your swarm-up conversation with customers,
S o “rush them to his gseat and proceed to sell them on'a particular pair
SR W'”"”fz*““Tof sHoes. “At first, ‘you decided to merely overlook the .problem
~é- ... .. - thinking it would get better, but it hasn't. In recent weeks your

v i =ﬁf._}sales sheet is not looking good while Jason .8 looks outstanding

e T L -What courae of action is open to you? If you were department manager,

SRR .- how would you handle this situation? N - S

VI. .SUGGESTED SOLUTION cé)

3

l.h Meet with youv department‘manager and explain the situation. 1f

would be well ‘to talk abouyt- the ‘'situation with your goordinaror.’

oo Inl any’ event, you will’want to- go tb Jason and tactfnlly ask for _
.?fan explanation._mSimply explain.that your sales are ‘hurting and ’

L ‘you -are loging customers because of . him.  Ask that he refrain '
ft from interrupting your conversations with customers in_the_future:' -~

P

" ‘the’ manager: wants -you to confront.Jason, or refuses to get involved, it




2. Tt

~ mean that you should tolerate unfair

s your job as an.employee to d§ everything in your. power
to keep peace with other employees.

ness.. However, if at

- .all possible you should strive for harmonious relation8hips

~with other employees ‘a
- as a last resort.. .

nd get the department manager involved
If you are a department manager, you need to. be sensitive to
helping new employees get established, while motivating the
more established employees. In this case, clearly Jasen
needs to be reasoned with and that is one of the functions
of your job. T - B - o

g f

Of course, -this does not

B




REBATED'cASE-STUDY: -Communications o

[N

CASE IIILE. Effectively Communicating Store Policies to

Customers

| SUGGESTED GRADE LEVEL Junior

QCASE OBJECTIVES : The purpdse of this case study is to prepare
. students to interpret store policies to customers. At .the.

conclusion of this cage study the students will be’ able tos -

1. Possess skills in interpretin0 store policies to customers. :

:"2;: ..... Have. a. knowledge of. communicating effectively with customers.

3. Use effective speech and vocabulary in relating to customers;

b, Understand how to address other people in a business~like

manner. ) S Ji
. :

& -

CASE DESCRIPTION Valley Electric, a wholesale/retail store,g_
has a distinct return policy with regards to electrical goods.

‘The sign behind the counter states the store policy that all
- electric goods returned will be subject to a 20% charge and -~ _
" must be returned within a lo day period. There_are no exceptions. -

to this store policy.

George Benson is a: frequent customer at Valley Electric and

purchases most of his electrical goods for his contracting

" .business at Valley Electric. Last week George bought $1,400 -

worth of electrical goods but by Monday had Teturned with one-

- half of the goods saying "I have misjudged the number of outlets - -

CIIL
- I1I.
IV,
A Y
j'vf

\ ‘

.\. .

VI%

and conduits needed for a maJor electrical job- that I m doing."

You were at the counter, as ‘a part—time employee when the goods
were returned, - George requested you to credit these goods to
his. account and to give him a receipt certifying that such a -
transaction was fmade. When you informed him of the" store policy,
he.became very ‘angry. shouting that ‘he not only had- never .followed
store policy but wasn't even aware that such a. policy existed.

~He insisted, in- fact, that if the goods were not taken back .
~ that he would take his- business elsewhere. R

,,Realizing the importance of George 8 business for Valley Electric, o
» Wwhat actions should you pursue in this situation}

:SUGGESTED SOLUTION (S)

.

1. ic is important that George Benson be. taken to another area

of the store in order to 'solve this problem sp that other
customers are not disturbed by his irate behavior.f : -




If you are the nanager, you should consider aqcéptingjthe
return and hondring George's requést. The reason for this is

PL

Quite°simp1e:»,qurge is a valued customer and may have ,
honestly been unaware of the store policy. It shoul{ be made
-clear to him,, howeVer,_the'reasons for the policy -and\requested
to honor’ those in the future.  If he.has- difficulty with any
‘of the store.policies in the future, hefshould.gjvejyou'a
‘personal call%_ g o A
. ' Wy
A3 N \ '
. } "‘ -
_ . »
| ,
- W \ o
i
/ .
l. “ . ;
.‘ r
- N ,'1
’ A
. |
: o
. . i
/ ;
! |

|
.
i

T e X S . : I g
~-S8ince this is a pglicy ‘that is out :of your hands you should - %
-bring in the;qpnager.immediatgly to handle this problem.




'“Additionél'Regouréés

2 HUMAN RELATIONS & COMMUNICATION

‘Psychology & Human Relations in Mafgefing; Volumé 3> Maasarani and ;f
Scheving, 086473-X, Gregg-McGraw~Hill, New York, NY. -

See You.at The Top;-Zig Zigler, ép"74;933 e

3 .

“PElwood Chapman, pp. 8-15. -

"Human Relations Can Make You or Break You," Your Attitude is Showing 4/E,

"Dealing with PrbblemfEmployées:%Aré_You Part of the'Solution or Part
- . of thé-?roblem?",_Progressive.Grocqgt/fﬁie_1983, Mary Ann Linsen, /ﬂ s

~pp. 13-115..
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. o o - --Introduot’ion"
B . S i Operations and Control « o

.
I

Knowledge of'operational prooedures and control is essential to suooess‘in :
' marketing. There are reasons behind eaoh of the prooedures employe& and the
oontrols instituted. Oftentimes if‘the student - realizes the reasoning behind
.prooedures aooeptanoe and understanding quickly follow. Is the goal of ‘your
.teaohing as’ a marketing eduoator to assist students in understanding the “why"
- of a business operation? ':_1. o - ~' - i/ : L /

' This unit of instruotion and following case studies should assist you in

-explaning to students .the "why" of ‘Operations and Control in a local business.-

~ -

2.
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e

P
. . o .. '
T gy o . * t
-.-;-UNIT}- OPERATIONS AND CONTROL :
. TQP!C Hqﬁsekeeping '
___Performance Objective(s) - ; Outline Occupations Resources _
ggA :'Each student.will become.aware ) ' ALL ' '
gf the careers related to e : e
operations and contral . .
“B. Students will demonstrate an IB-1 Cleaning the sales and '1 279,10, 1. Retail Merchandising:- Concepts and .
"' ‘awareness of the need fdr. _ service areas 11 Applications, 9th Ed.; Samson, Little &
¢leanliness of the facilities B-2 Cleaning the merchandise 6,9,10, 17 Wingate Southwestern Publishing Co.,
and equipment in the retail . display areas - | ‘10 y 14 _pp. 353-355, 408-410. '
outlet ) o ... - |B=3'Cleaning outside store | - 2. 0-T-J Training ._ .
. ' S facilities (drive area, ' - - o
D oo ... & ] sidewalk, etg.) :
: E o Bl Cleaning sales: support- 10,14
' ing areas (dressing 1 ,
rooms, restrooms, etc ) - )
C. *Students will demonstrate an C-l Straighten and arrange 3,6,9,10,11 l. O=T=J Training o _
" awareness of the need: for an '« Stock on selling floor . | 16,17 _ *12. :Chain Store Ame, Department Store
orderly arrangement of C-2 Arrange_supplies -in 11,2,9,10,11 Economist Texas Materials.
merchandise. / sales and service areas’ S ~ - ’
, .‘ . ' & o : o A
_D. Students will be ahle to ~ |D=1 Removing merchandise,. 2,10,11 - 1. O~T—J_Training.' S
 demonstrate an awareness when ' .supplies, and special }. = b T
'supplies and merchandise need digplays when necessary
to be removed or/replaced. : _ from_selling_area .o
: o .{D=2 Remove damaged ar 16
L'E o h B spoiled_merchandtse. s
W : from selling area -
. ; e = B, .
. / - ~ ' :
N / . Y ' «
~. . : ' R Pt R '
* : W$ /’. .u.
” j/'{ .. g 4/ S (
’ ,.i ’ " ‘
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\
L \
‘ OPERATIONS AND CON%ROL

'i _ TOP]C Cash Register and Check .Out- Station Operation

Peﬁmnc'e Objective(s) _

_ Occupations

llesouxces

AL

Students will be able to
identify the principal parts
of the ‘cash register.

1 Indication o
2 Receipt tape and slot
-3 Sales journal tape
4 Amount keys
~5. Department keys
6 Transaction keys
Key release lever

1,2,3,9,10

1 11,14,17,18]

1

Checker»Cashie : Edison’and Miils;, ' |
Southwestert lishing Co.; pp. 7-13. .

'Bf"sStudents will be' able to
accurately operate the cash.;

register.h e

. Students will be able to -

- and demonstrate correct money

operate the checkstand area

handling procedures.

Je-b
es

.Ce6

A~
A~
A~
A-
A~
A-
A-T7

A-8 Read and reset” keys -
A-9

A=T

0 Date mechanism

1A-11 Cash drawer = o

A-12 Change plate
A-13 Hand erank insert
A~1M Sales person keys

B-1 Home keys ' _

B~2 Thumb group area- .
B—3 Index finger area . i
B»R Second finger area.

Cél Greeting the customer
L=2.
C-3 Move recorded - items
Ask "IS there anything
else?"

Subtotal and Total

" (Sales Tax)

_.payment : :
Compute change manually
,and count - back. to
customer

" Place payment in cash

:_jpartments e

1 11,t4,17,18

‘Check sale items or = -~

_Inform customer of sale
amount and reoeive cash:'

“drawer. in propen com-

1,2,3,9,10°

o

1.)2) 399)10~

11,14,17,18

l.

. ~" )
- S %
B N | :

. Checker-Cashier, Edison and Mills, P
Southwestern Publishing Co. ;/pp. 1“ 21

. L4

. .
” . "
N "

Checkér-Cashler Edison and Mills,
Southwestern Publishing/Co., pp. 27*35

. Project: Change. Making Proced

Money Safeguarding Proceduresi; Cash _
Registers——Their Place: in Modern Retail-

' Security, Register- Co.,.Dayton, Ohio'

Educational Mate(ials Division.
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NIT: _OPERATIONS AND. CONTROL. R o .

I
',’ 'TOP[C Cash Register and Check- Out Station Operation (Continued)

. Peﬂql‘mance Objective(s) ‘ . Outline . Occupations - Resources
C-9- Cash customer checks ° , _ . -~ i
C-10" Give customer sales ' - o ' : .
. o L receipt, B I L —
A e o ' C~11l Handling coupons, : . - | i T\<\\' ' o \;Y;
. . refunds, food stamps . e ' 1 _ — )

C-12 Place sold merchandise:
- . in proper bBag or

. container, if necegsary
L{c-13 Thayk the customer

D. .Students will demonstrate the D~1 Receive card from s 1,2,3;9,10’ 1. Retailing Merchandising:fconcepts'and

ability to process credit card _ ¢ustomer and check list 11,14,17,18 Application, 9th Ed., Samson, Little &
,sales transactions..l : -} . -of bad charge Card - j N ' B Wingate Southwestetn Publishing Co.,
- accounts S . pg. 151-52.
D-2. Check credit card : : - 12..P oject Processing Credit Card Trans-
- maximum amount ’ E ctions-with outside speaker/resource _
D-3'HaVe customer ﬁign - ot person. S e . :
, charge card form 1 - T '»-?
. D4 "Return charge card , SR ' . L , _
g and form copy to customef I § I R . P ,
/ _ . D-5 Place store copy in o ' o R . - s
f/ ~ J| proper iocation ' : S o - o
_E. Students will be aﬁare of. ithe R Universal product code }1,2,3,9,10, (1. Project Processing Credit Card Trans-'
" new trends and. types of cash . | E-2 Electronic.and 11,14,17,18 actions-»with outside speaker/resource>
' register systems./ ' P computerized cash - T person. . , : '

. register operations

AD /

58
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UNIT: - OPERATIONS ‘AND CONTROL '

:.fr()F](:; Cash Register'and;bheceOutnStation'Operation (Continued)-. - .. - . - ". N :i ' S

'Pbﬂﬁnnuuxxi(xﬁgcﬂve@g N ‘:  Outline “_ 'Ax)ééupaﬂons: S ..!haxxkceS' ~ _ _@.;

\

F. Students will demonstrate the F-1 Receive -check from - 1,2,3,9,*9, 1. 'Retail Me;:%andlsihg Concepts and .
ability to process proper » | customer and check : e -Applications, 9th Ed.,; Samson, thtle
- methods of check cashing. .} . for correct spelling. - { . ~ . ¢ Wingate° Soutgyestern Publlshlng Co.;
T S ' . and numberihg of amount |{ ST . pp. 509-10. :

L N ..

tefider or check amount- . l 20 Project Processing : Credlt Card Trans-,'

: and' signature o L e actions--with out31de speaker fresource
F~2 Properly fill out re- . o '5_ pepsOn, . . :

o B PR o, ' . quired 1nformation on ~ o _
S . : - { . check for.later - R B
: , . B ‘reference ‘and. for 1S > B TS :

_approval of check; - : B ed o A ,
1. Two identificat10n3° : - . S
. a: Driver's license | L 3 e
_ . : b. Credit card or a ﬁf_ O ’ . C
. L o o - guaranteed check ‘|~ . - . .
SRR . . “eard : R .
2. Telephone Aumber : : 5 S - : . .
- o '.3._Student's ID number, o B L
A s o : u{,Properly obtain
4 ' o ' "<’ supervisor's signatur¢ . : : o
' D .. - for approval .-~ . { - . . : i , : -
5. Endorse back side _ o S S N S~
of check - o T e T

H
i

o€
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UNl'l" OPERATIONS AND CoNTROL L T

“'T()Ph(: Recordkeeping and Closing . . ... ; L o '... f's : %._ o | ...~. - . a .
l\l’eﬂornlance()bjecﬂve(s) . Outline ____ ‘Occupations. " Resources |

ﬁA.'Stddents'will'demonstrate an A-1 Check supply of credit {1,9,10,14, 1. 0-T=J Training
: .awateness of* and an ability to - ~ -and miscellaneous forms- 17 18 ' o
. provide accurate recordkeeping - f A-2 Signing in.and signing 1 9,10
- of poth cash and credit trans- out on sales journal
.actPons. - j . .| A-3 Checking roles of tape
o e | - and date on register
: . : R - { A-# Proper marking and 18 . S L . .
L . -. routing of customer . : S : - e
& L personal- check for : 1 S . .
. policy payment ‘- . - | . T ' - y

a9,

. \‘ ' 1

o B;-Students will demonstrate an..|. - | B-l Counting and separaﬁing. 1,9,10,14 11, Checker—Cashier, Edison and Mills,
~ . - .awareness bf and ‘an ability t¢ - | " .cash receipts for the - f Southwestern Publishing Co., pp. 34~ 36
- -+ sort'and Youte cash Teqeipts,'f-” ' sales day and/or ‘shift g e, OnT—J Training
- credit forms, bank deposit slips B~2 Collecting and sorting {1,9,10,T4 .~ _
- .and ‘sales forms to appropriate . ~ various sales and -} S .
) management personnel -7 .7}, .-charge forms . a S P ' o :
e : : : B-3 Submit ‘cash receipts, {1,9,10 -

: . - - charge forms and sales - '
o . - .+ ] °  forms to mahagement = |- . B -
e L Q—H Clear reéister and make { - . |- o

.¢'f-.“-f .~’ - g fb ]"-~_7 R deposit/slip i - Y A ' '.{. '
iC. Students will identify the proper .Cfl.Bringing in outside Co 110, - 1. 0<T-J Training .
St proceduves For. <¢losing the. - . ”a'_f:merchandise : S I S B IR
- businéss at the'end ‘of ‘the sales C-2 Turning off 1ights and I o o . 4
day« e \  “equipment - .. , T T
AR e -~ '} G<3 Locking doors “and '1 o IR
S R : jdisplay cases. ; PRI B

e




- IXL.
III.

IV.

'RELATED CASE STUDY: Operations and Control

. .
~ . ~

. CASE TIItES Authofi?ing Cﬁétémer Checké“in\Ang;dance with Store Policy;f”

-

SUGGESTED GRADE LEVEL: Semior . = - S

CASE OBJECTIVES: The -purpose of this case study 1s. to acquaint '
students with the authorization procedure for authorizing .customer .

checks. At the conclusion of this case study students will be

‘able to:

I Understahd the authbrizatioﬁ ptdged#fe for customer checks.

Vo

2. Know how to contend with a case of fhoglifting; . -

/

3. .Poéﬁess_skill.in recognizing and héndling.shop lifters. b | f

GASE DE CRIPTIQN; 'You have been working -at the Safeway.stofe-in Ihe

/
/- AN /

!

stocking area for the past six months. However, on this evening it

1s very/ busy up front and they've asked you to come -up and run the

. .

{

-
.{

§
S
t
1

A
L
{
o

After /handling your third customer, the fourth customerféomes throug
- the #isle and after ringing up his merchandise he ‘proceeds to write |
.a check for the purchase. Store policy requires a valid drivers

‘explained that he only has a driver's license as identification. .

“cash 1 gister which you .have been_c7hingd to do_over/the\bast fe#

months : : . .
. S , y . , : _ A

/

license and at least one major éredit card. -However, this customerf

He, of course, insisted that.the check was good and would cause

o problems for the salesperson. ~In this case you decide to make/an

exception and accept the check. - -

Several minﬁtes later aé you return to-yodr s{ocking area yohfn‘tice
three plastic cellophane record wrappers on the floor. - You ha
noticed just prior to this several teenage girls hanging arougd the

- front of the store joking and kidding around but they didn't fseem

[interested in buyjing anything. Immed{ately you go to inform secur—

‘ity,. but before getting to the offices, security enters the depart-

ment’ with the two girls. The security guard indicated that these

‘girls were caught shop lifting when tags fell from .one of their

potkets. They had more than $40 worth of merchandise on them and

- were walking out of the'store

/

!‘.

- .

o | R : . . E o
/Séggggi_gayg later the store manager called you in and indicated that o
-you ad taken a bad check for $25 and the money would be deducted. '
from' your paycheck. ~7- o S :

\

\ . # . -

. D e 1 C : : ' .
Exﬂi‘in~whatfyou think-lead“to‘ghis situation-épd any prevention .
megsgxes for shop~lifting and fraudulent check thich could have =~ "
prevented each of tliese occurrences. = = | ALY

‘\\ ;”':..  i x f; g  . o .. : .\
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. SUGCESTED SOLUTION (S): Both

a major source of concern for retail/stodes. In this case store

-

fraudulehgztheck you as- a saleperson ﬁent.against store policy and
made yOurself.responsible for the validation of the check. “In this
¢ase store managément should have been called.’
shoplifting, sevefal measures should be taken.
- 1. Store personnel should keep track of the areas for which they
' have been assigned. During slow periods employees should be
"looking after their particular area. B |

7 2. The'St%?e could-gbnsider installing.an eIectrdnic¢d¢vice.'

. 3. Tra;ning‘of store personnel is 6ne of the best brévéption )
" measures a store can take. Local police departments' can give

L needed information and,perhapg-cdnduét'3eminars in o@der to

: : help personnel identifx,poténtial_shoplifters. A

f:?ngudulent,check;prevegy{g; also involves ‘some distinct measures.
They -are as follows: - - : oL : -

|
\

L I .Any:policy thatAig established should be respédted.:'It\must

. 'bé.folloﬁed_at all times unléssamanagemént specifically\

, s authorizes otherwisgg o | B o ' Sy _
- f : . 2. Each check'shouid 51ﬁay3 be checked cg?éfully noting ite 3._.-
‘ o ~ such as:: S L .

- sigrature L '
+  —wiitten amount of check o
-+ "-othéx forms of identification )
‘ -check number -~ - S - g
. 3. Store manggeméhg.shouidzcogsidefialspedific system'to preyent
: , - fraudulent qheckéagncluding usihg-a\cbeck validation service.

personnel weréVSimplyfndc_doingfthei,'dut es. - With regard to the »

-In order to prevent -

;éhbﬁliftih fand fraudulent checks are

[s]
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% | Studio city, CA 91604, . | N L

"Legal Developments in Marketing,“ Ray Werner, Journal of%Marketing,
Summer, 1983, pp. llB-lZl - N
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HIntroduction :_ Ca

Processes Involved in Buying for Resale
An earlier edition of the Curricula Guidelines for D E. stated the ob~

o Jectives of this unit as follows

1). -To develop the competencies required in fundamental mathematical : L
- ; operations, - ST
- 2). . To develop g working knowledge and understanding of a retail
_~ wholesale buyer's duties and of pricing policies hhdkpr cedures, . o
3). To provide practical experience ig making buying decisf n, and L g
‘an understanding of pricing polic@gs and .procedures, and = : "

- M)l To prov1de knowledge of market research and develop an appreciation :

fof its. importance in marketing. I _ Y ;
These goals are well-stated and. simply could not be added to. -
"Students will be required to perform simple. mathematical functions all of
their lives. In the business setting, they w1ll find mathematics continUally .
:used. In the buying and ordering process such functions will likewise be re-
quired. Of coursev buying and ordering are linked 1nextricably to be other .
functions of marketing. Similarly, pricing and market research should be . o
' A
mastered because bf the1r importance in the buying«resale operations of the',_
K business enterprise. : S ‘ I . . ' T . _ o -7
' _ _ o o . - . .
. 5 = . -
L] A \
- «
H
' 8
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. UNIT: PROCFSSES INVOLVED N BUYING FOR RESALE ' T B

T()PlC Merchandising Mathematics : S | S - o o L S

o~ . . . . . . 3 . a oK

Perfomance Objecﬁve(s) . __Outline —Qccupations ' * ./ ' Resources.
A Each student will Become aware: [ VA : ' - S
of the careers related to buyin&@ - : ' _ L P ' o -
- for resale. s TR o R R - “
“'B;'Each student will be -able to . {B-1 Rev1ew of fundamental ALL. -~ 11. Arithmetic for Distrlbution, D.E. Dept '
cémpute fundamental mathematical " skills TR o _ "University of Texas; Units I= XVI.
"problems related to marketing - * a. Addition : C ® . |2, Mathematics Skill Builder, 3rd -Ed.
occupatipns.s' . _ v ' b. Makiné.ohange R C £ Gossage and Briggs; Southwestern 5
T Yo . c.. Subtraction s ! : Publishing Co., Section I. : '
o . -+ | . d. Multiplication . B 3. Basic. Math of Distribution, Llston and
R ' e. Division . .|, Luter; Inst. Materials Lab, D.E. Dept.,
# ¢y f. Fractions o ' : ' . Div. of Extension, University Of Texas,
’ g. Decimals -~ - . . - Units IT and -IIT. - -
. PR h. Percentage - - . - ' . {4%. Projects in Clerical Record Keeplng, _ ¢
¥ o i. Aliquot parts. =~ .| -~} " 3rd Ed., Rosenburg;. Southwestern

_ J+ Welght and measures : . Publishing Co., ‘pp. 1-40. _ L g
j ! I ' - . [5- Mathematics in Marketing, Logan &
. o o _ B : - . : o Freeman; Gregg, McGraw-Hill, pp. 1~ 20. .
SRR ' - . _ - - A - {6, Vocational Math for Business, 2nd Ed., ~
e DD o A : : Co .| Martinka, Southwestern Publishlng Co.,
R o o IR N L B pp. 1-40. _ : . U
,\ . . ;
; *




UNIT:

' . . ) N . . ]
. TOPIC: Merchandising Mathematics (Continued) -

' - ’ - » :

PROCESSES INVOLVED IN BUYING FOR RESALE .

T

S

Performance Objective(s)

- C. Each student will be able to.
. “identify and desdribe the use -of
various business forms prevalent
“in today's marketing occupations.

Each student involved in insurance

sales will be able to perform the
duties and-services'required by
s I

that occupation. .
L

4

C-1 Sales slip SR

C-2 Purchase orders

C<3 Diséounts

C-4 Invoices o

C-5 Cash megister records

C-6 Credit memos

C-7 Statements

C-8 Employee earnings
records -

| C~9 Purchase réQUisitions[>.

C-10 Packing slfﬁs.'

D-1 Instructor will design

individual tasks

hY

- Freeman; Gregg, McGrawaill,'pp. 21-44,

‘Resources

Merchandising MatHematics, Piper;

‘Southwestern Publishing Cq.,.1967;'
- Partg I, II, and III. ,
Merchandising Mathematics, Carlo and

Murphy;’ Delmar Publishing'Co., 1981.
Mathematics Skill-Builder,-3rd~Ed.,

" Gossage .and Briggs; Southwestern

Publishing Co., ‘Section 4. .

‘Mathematics in Marketing, Logan'&

Task analysis prepared by Instructor.

.fr-"‘*iu
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PROCESSES INVOLVED IN BUYING FOR RESALE !
. T()P]C Buying and Ordering T
. : _5_ : ) o ; A
| Performance Objective(s) . | Occ“paﬁﬂﬁs o SOUT i
A, EAGh student will be able’ to | A~1 Past 1€s, records (EDP) 15 16 ﬂ? 18 1 Marketgng and D1striBution,_Mason and
identify and\egplaln the sources “| A2 Cohsumex patiels - . Raths- McGraw~Hill Book Co ' 1968’ '
~of information that.buyers uUse A-3 Want slips ' , Chapter 150 : o
="' . in the selection and buying of: A-4 Comparisgn shopplng : '2 ‘Retiail” Buying,nDiamond &. Pintel Lt
' merchandise. A-5 Customer surveys L Prentice Hall..' ' = % o
' A-6 Trade  journals T 3 ‘Retail Buy'ing and ‘Merchandising:\A .
. A-7 Trade shows - v “Decision-Making - Approach Shuck; Little,
. A-8 Manufacturer . Brown & Cpmpanyae- : _ o ;,\ ;
- representatives Ste e R S
A-9 Resident buying offices -~.;_j!ﬁ"_'{j :'qﬁgf o '/_. o v w
B. Each student will be able to B-1 Store policy in relation 15,16,11,18- 1. Retall Merchandising' Concepts and '\ .
explain the process of analyzing . to what to buy : - Applications, 9th‘Ed., Samson, Little! o
the market, what it has to. offer, | B-2 Market offerings in- Wimgate Southwestern Publishing Co..‘&\ \'/
and its. relationship to various | - relation to CUstomer - 2 The Management of Retail. Buying, W1nga§e
.storé-buying policies. - demand E—— £ 'l -and. Friedlander Southdestern Publishir%
B~3 Subscriptions to trade ' Co. ff~~“ : ; ﬁi
, ~_ services + 13. Modern Retaillng Management 9th Ediyo .
B-l Use of trade papers , o Dunéan & Hollanderﬁfﬁichard D. Dru1n, ’&‘,,
B-5 Attendance at ‘buyer's - Inc., pp.*f302 324./ JNE . . T
” - .markets : S .
B-6jDiscussions with KN
s ' visiting 'salesmen '
’ Promotional and sales

8¢

- support - serviées
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UNIT: - PROCESSES INVOLVED e BUYING FOR RESALE S " “ B
TOPIC Buylng and Or‘derlng (Contlnued) [ ’
Péﬂkﬂﬂ¥HHK=C“deCﬂv269 L *'Cknﬁne: (kunnxmﬁons : Fhaxuuces
"- C. Each student will be able to C~1 What to buy | 15, 16 17, 18 1. Marketlng Basic Concepts and Declslons,

explain the process.of. _
determining what, how much, and

when to buy, and be able to define A

associated buying terms.

!

!
!
!
i

Prlce ‘lines

Fashlon _and fashion
cycle o .
Staple goods R

a.
b,

“C.
- -d.
- brands
el Buying plans
,f Planned purchases
, \and open~-to-buy
C-2 ‘How much to buy
a. Control of quantity
, $tock to sales ratio
"~ b. Model stocks

C~3 Tlmé to buy
Ta. Time ptility
b.'fmmediate needs
. C. Hand>to-mouth buying
'd: Buying-selling cycle
" .e. Future needs. :
f: Special opportunitles
and-.deals :
‘& Buying arrangements
h.
‘> o -needs’
i Seasonal factors

Branded vs private L

-Antlclpated future !

}

- 2nd Ed., Pride and Ferrell Houghton

Mifflin Company.

Marketlng Prlnc1ples Nlckels;-Prentice'

Pricing Decisions in Small Buslness,

Hall.

Marketing Analysis and Decision Making,
Marcus and Tauber* L1tt1e Brown and
Company. . t.

Haynes, Greenwood Publishing. Co. /
Modern Retailing Management, 9th Ed.

EUncanpg Hgé%agger, Richard D.. Druin
.y . J ."'. . .
Co ' 4

-, N

L
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UNIT: PROCESSES INVOLVED IN BUYING FOR" RESALE y .
: e ‘ . :
TOp]C Buying ~and G?'dering (Continued) L, | . R
o Petfonnance Oblective(s) ' " Outline - - . Occupations’ ., Resources . . .
I.: ‘ . . .A .\ z . . . g .., .. S ‘ . A Y L L , : o
R P - oo 4 ;

\gﬁD. Each student will be able to T D~1 Buyer s discounts "115,16,17,18 l Retail Merchandislng Concepts and * -
n"f, define negotiation terms 1nvolved D-a Shlpping agreements , | - - Applications, 9th Ed., Samson, Little ‘&
“ 0 in"buying .and correctly work’ D=3 Credit terms ~ o Wingate; Southwestern Publishing Co., .
- buying problems dealing. with: D-U ‘Prite knowledge . - pp.-247-256,. pp._257 ~-264, ,

‘”ijdifferent negotiation terms and D=5 Billing termse(dating) A ' 2.,Modern Retailing Management, 9th Ed., °
‘f_g,:flpractices., R L R D~6,Special buying services Duncan -& Hollanden Rlchard D. Dru1n,
P o R TN " a. Return prlvileges_ Inc., pp. 325~ 3M8ﬂ
R - S b. Back ordering . . "} 3. Modern Retailing: Theory- and- Practice,
o R W > | - _c. Dealer aids, ° Mason & Mayer; Business Publications
' :T ) '1 " d. Fairness in_handling =z Inc., pPp. M14 37. ﬁ .
; * 5 "1« . complaints ! _ 1 _
‘ e R e." Merchandise deals - 2 } :
S 3 ¥ L : . L b '
E; Each student inVolved 1n an h ~_E---l.Instructo"ruwili develop {6,10,12, 13,' 1. Task analy51s desiéned by instructor.
particular occupation ‘as coded -.-appropriate task ' 15 16 17, . ~ .
© will be able to. perform thes v ~analysis for buying’ 18 | . o
duties ‘and : services requlred by .and order'ing S , AN _ . x@ .
that occupatidn. R pe PR : Y
,".J P . . . I/
v _ \
o -



. UNIT: . PROCESSES INVOLVED IN BUYING FOR RESALE ’ \ \\\
“ TOPIC: _Pricing // ! o
Performance Ob)ecﬁve(s) QOutline . Occupations S Resources
A Each student will be able ‘to A-1 Prlclng pollCles or, 1,6,9,10, 15 1. Retail Mérchand131ng' Conéépts and
- ldentlfy the factors’ con31dered . strategies - 16 17 Applications, 9th Ed., Samson, thtle &
'by the buyer in determining A2 Den;ging on the price Wingate; Southwesteranubllshlng Co.,
..the retail prl e'and identify: -A-3 Discounts \ . pp. 257-275. o
the pricing tedhniques that -A~4 Markup N 2. Modern Retailing:. Theory and Practlce,
‘would ‘result in: the largest. ‘A~5 Markdown l 5 ~. "Mason & Mayer; Business Publications
" volume of sales\for each -article..| A~6.Leaders and premium Inc., pp.. 382-413.
' g merchandising 3. Retalllng Buskirk & Busklrk McGraWa
, A-T Organization of the Hill; pp. 251-262.
: - “buying, and pniclng 4. ‘Fundamentals of Selllng,\9th Ed., W1ngat
’ ~ functions. . & Nolan: Southwestern Publlshlng Co.,
) : ' . Chapter 7, Part B
i q 5. The Pricing Umbrella, Everhardt Montana
. D.E. lerary.. Y A P
B. Each student will’be ‘able to B-1 Price dlscrlmination 1,6,9,10,15,] 1." Retailing, Buskirk & Buskirk McGraw-'f
, identify and expXain the | " laws _ 16,17 - Hill, pp. 263-264. .
leglslation established to B-2 Resale price maintenance 2. Fundamentals of Selllng, 9th Ed., Wlngate
regulate prices. : laws’ - - and Nolan; Southwestern Publlshlng Co.,
: a. Fair trade lays: _ - 1969; Chapter ‘16, Part E.
< b. Unfair practice® laws 3. Retailing, Buskirk & Buskirk, McGraw
- ; B~ 3 Antitrust laws ' _ ' Hill, PP. 230-281.
R . ’é
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A

describe the Various methods
of gathering data to be used

L in market research.

Ty

_ data
a. Secondary data
b. Primary- data
C-2 Resources available -
C-3 Professional research
. organizations
(commercial data) =

......

Hill Book Co., 1969; Chapter 8 and 4.

2. Marketing and Distribution, Mason and-
Rath; McGraw-Hill Book Co., 1968
Chapter 21. °

-

3 L Y
Tl e ®
Ny ' ] . ’
R | \QB’\\ N ' :
UNIT: PROCESSES INVDLVED LN BUYING FOR RESALE
. "TOPIC: Mar‘ket Resear‘ch Q o A E
- - P - i ":“ Sy ~ ~, %
P@xﬁmnnancercnﬂecﬂve@ﬂ \‘**ﬁ”thgknﬁne . Occupations Qhaxnutes
Each student will be able to -, :x\A~l Deflnltlon of market . j7’15 o gl Marketf%g and Dlstrlbutlon Mason and
explain .the relationship of ' . presearch "?‘\\ - ' ~Rath; McGraw-Hill Book Co., 1968
‘market research to the de01o10n» A-2 Scientific declsmon- . Ch%b&er 20. R
maklng process. ‘ makxng process x~\-_, - 2.. Markeging Research, Harrls, McGrawj >
: A-3 lefeﬁent marketlng if:\ ) Hill Byok Co., 1969; Chapter 1,.
problems that can be S T 3. Researdh for Marketlng Decisions,
. solved through- market B T U4th Fd., Green & Tull; Prentlce Hall,"
! ) research’ R Inc., pp 3~-33. .
: - A-4 The role of reseaéh" - S . )
| /- | {  in making decisions SN _ S ' - '
b A-5\Uses of information ' Too T T N
/ | thered T~ S " :
ol 1 A-6 St¥ps in the market AR o :
- 3 ' research process e .
o ] . ':’ o . ' .\ . ° " ’ . Ry G
B. Each- student will be abl® to- B-1 Market'analysis 7,15 1. Marketlng an Dlstributfhg, Mason and
} deflne the Varlous market B-2 Sales research _ Rath; McGraw—Hill Book;ﬂO%& 1968
- research’ activ;tles ‘and explain B~3 Consumer research Chapter 20. -
what each is used ?on.l, - B~4 Pr¢motional research" :
C. Each student, w111 be able td C—l Methods of gathering : 7,15 1. Mabkéfing'ResearCh, Harris; McGraw=

"y,
.

g T
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-_3PROCESSES INVOLVED- IN BUYING FOR RESALE :
TOP!C Marlget’ Research (Cont inued) : .
Phwknnmnuxz(lﬁecﬁve@? Qutline ~ * lhaxnuées'

o

D Edch student will be able to

identify the processes involved

in preparing and presenting
the research report

E. Each student will be able to
identify market researdh
proaects. :

. e

.

D=1

D=2~

D-3

D-4

Edit, code and tabulate
- data’
Analyze and 1nterpret

data . .
Prepare report and

- present project result

Make necessary con-
clusions and recommen-

" dations from data
" gathered’ - ’

E-1

E-2

Definition of studies
in marketing manual °

Definition of creative

" marketing project-

»

ALL

4

1. Marketing Research 2nd Ed., Harr1s,
McGraw~Hill Book Co. '

2.: Marketingiand Distribution, Mason and
Rath; McGraw—Hlll Book Co., 1968;
Chapter 22.%

"
Gu.

{1 Marketing Research 2nd Ed., Harris

» McGraw=Hill Book Co., 1969; Chapter 8
2 " National -DECA Handbook.
3. Marketing and Dlstrlbutlon, Mason and
Rath McGraw~Hill Book Co.,.1968
Pp.: 253~25M '




Introductiono :

. +

_Merchandise Handling

Everyene knows that the operational procedures that go on "behind the

hsqenes" often’ is what makes a successful enterprlse c11ck.

. more’ true than in tﬂe bus1ness world. Baslc.to any business éhterprlse are:

..-\--......,

,recelving goods énd» upplles, stocking, 1nventory contrql, shlpping and

.delivery and qéFEty~procedures. Suitable OJT should teach these skills to

' students but. classroom coordinated &eaching is cr1tica1 to sound training in

this area.

for your D. E. students?

The mater1a1 pre;ented in &E}s unlt//h

:Merchandlse Handling to present to students.

2]

Are you as the marketing educator thoroughly familiar with merchandise

’-'handling procedures in a variety of buslness 80 as to hring this subject alivet

J'.
1
@

| Ll

ould prov1de you with-the bas1cs of .

No where is this



' ’ '; . > . ..
/

UN!T'- MERCHANDISE HANDLING

7
\ /

TOP]C Recelving Goods and’ Supplles |

o

EY

; . Q
X-\ . . (' . .
N Performance Objecﬁve(s) Occupations ! S
A, Each student will become aware - ALL ' ‘. :
of the careers related to ' "L .
merchandise handling. - )
. B. The student will explain the . B-~1 Receipt cf_merchdhdise “5 10 13,18,] 1. Retail'Merchandlslng Concepts and
' proper procedures used in : : o174 N Applicstions, 9th Bd., -Samson, ‘Little
réceiving merchandise. - B-2 Records and 1dent1~ 1{ 5, 6 13, 15, ‘& Wingate; Southwestern Publlshlng o
S : o 1cation o 16 Co., pp. 415-426.
o B-3 "Inspection of freight 5 11,13,15,1 2. Receivingagheck1ng—Marking»Stock1ng
¥ B ; ‘ : ~ Clerk, Milleéx, 2nd Ed., McGraw~Hill.
B-U " Unpacking and check- \5 13,15 3. Rece1v1ng Controls, Ohio D.E. Materlals '
~. .. 1ing in freight using Lab., pp. 3-1%4, )
N Hﬂfmnce and buyer s \ 4. Receiving, Checking and Marking,_Unlv.,
. - -:.order ' \\~ © . of- Texas D.E. Instructional: Materials
8 ; B-5 "Physicalilnspectlon 5,141,13, 15, Lab., pp. 17~ uy,. e
e . ‘of merchandise 16 \. - 5.-.Retailing: Principles and Practlces,
- : B-6 Claims and adjustmepts}- 5,6,13,15 Tth Ed., Meyer, Haineg & Harrls, Gregg
¢ _ ) ' : ‘ . 1. McGraw-Hill; -pp. 136-144,
y ‘. ' "1 6. Modern Retalling Management 9th Ed.,.
oo : - Duncan’ & Hollander; Richard D. Druin,
- L % ' “Inc., pp.. 375~ 380.
« ) . a. \ . - ‘ .
The student. will explain the . C-1 Principles of marking | 6,10, 15 16 _l. Retail Merchandising _Concepts and =~
importance of. marking Co.ad - Inventory'control 17 Applications, 9th Ed., Samson; Little-& _
“merchandise and apply the _ i -b. Corregt pricing ' STERREA Wingate; Southwestern Publi#fiing: Co.,
o various techniques of marking - -“CQZ ;Price ticket informa- '6,?0}1] {1 2. Retail Management A Strategic Approach
and coding price . -tickets. "] .C-3 - Methods of marking _ 6,9,10,17 | . Berman & Evans; Macmillan Publishing
- . L, ; { C-4 Marking equipment ' 6,10,17 ~ Co., p. 301.
= % o s C<5 | Remarking merchandise | 6, 10 15, 16 3. Retdiling: Principles’ and Practices,'
L : R IR A - ' ~17 Tth Ed., Meyer, Haines & Hanris, Gregg -
g S L McGraw-Hill pp. 145 152
e /- e i P L
T h ; K -‘ - . : é -‘ . o
.84 |/ e - 8o~ -
X EN{CQ - S \\ . .../!‘. p L . - | 2 N - .




 UNIT: - - MercHANDISE. HANDLING: -

-

». TOPIC: X Receiving Goods and Supplies’ (Continued)

. Pertormaince Objectivels)
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Resources -

{ 4. ‘Modern Retailing Mahagement 9th Ed.

Duncan & Hollander- Richard D Druln,
Inc., pp. 380-389.

"5 Receiving Contfols, Ohio D. E Materlals

. Lab., pp. 15-25. I
6 Stockkeeping, University of Texas D.E.
. Instructional Materials Lab., pp, MO 43

R 7. -Receiving, Checking and Marking, Univ.

of Texas D.E. Instructional Materials'
Lab., pp. 47 63, -
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!JPUIT* Q\MERCHANDISE HANDLING .{;f

T@PlC Stocklng : :»;& o

The student will. é'able to

. .explain the importance of the.
.g;_vgistockkeeper S rolein” .
-;;.;'merchand131ng and- methoqs‘ e
e involved ;n proper stockkeeping~

LA

AFulText Provided by enic I8

A- l Sﬁockkeeper's role
o Am merchqnd131ng
_A- 2 Responsibllltles of .

the- stockkeeper 'ﬂfﬂ
-'A-3 _-Stpockroom: locatlon:;“

_ ahd arrangement
A Ly, Malntalning and

rotatlng merchandlse,

1nvent0ry

0,

: [ PN A N

o . . P [

) : .(\ R
. . o 2 B

8

&

?Effﬁ;ié;js'

QModern'R'E“Tizng Management 9th Ed-,  'é?fﬂ
Dunean & Hollander; Richard- D DPUIn{kV_‘

1, 2 6 yu {=o.Ine.yy ppi.372- 75..1 :
_;16 18 2] “2 Retail Merchahdlglng Cencepgg/and S
6,10, By 16..:’ Applications,: 9th Ed:, Samson, thtle"
17 18 sl & Wlngate, Southupstern Publlshlng
12, y9 10, I~ CQ\., pp. 437440, :
'1&,16,17,18 3. .Retailing,. Busklrk & Busklrk” McGraw~rm‘-
o0} ~Hill; pp. 277-282.. . o
. b, Stockkeeplng, University of - Texas D Ef“ B
h ' o Instructional Materials. Lap., - e
1Y pp. 45-50) 83=111" TR Lo
; 15, ‘Wdrehouse Operations,’ General Serv1ces f;:f

Admin.,_Federal Supply Service, Feb.

1969,’pp 32~ 80

6. Fundamentals d¥" MQdern Marketing, énd L
.,Ed., €undiff, Still and.- Govonl, Prenticea R
‘Hallj pp, 282~85 e




UN!T

MERCHANDISE HANDLING

TQP[C InVentor'y Contr-cl .;’

1, o,
.r...," b') L

Petfarmance Objecﬂve(s)

Outline

bl

© Jo :

o . () Y
.

, Occupaﬁons

SN

Recoiree

. The student will be able to -
" list arid explain .the five . .
main types of ‘stock control
systems

A-1

e

A=Y

A-5 -

A-6

Control by superv1s10r
Book control inventory

"Periodic :inventory .

.control

‘control
Trends in 1nventory
control (U.P. C.,etc)

control ;. . :
Model or basic stock

Perpetualjlnventory

10,11 ,15,
16
12,.12,15,
I TANE
5,6,15,
'16

12,15 -

5,6,15,18

- & Wingate;
- pp. 444~ 449 470-478,

Retail Merchandlsing Concepts and
Applications, 9th. Ed. y Samson, Little
Southwestern’ Publlshlng,

Retailing, Buskirk & Busklrk McGraw-
___.~,._§
Hillg -188-207.

. Stockkeeplng, University of". Texas D E s
_Instructlonal Materials Lab., pp- 61 82. '

’
“\\”
1
v
. x'\
~
i
| * .
‘, \'\‘ "
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UNIT: MERCHANDISE HANDL ING

' .T_OP[C: Shlpplng and Dellvery |

Pbmfornuance:(ﬂmkxniveﬁﬂ

| F&axxuces;‘.'

—_>
. .

“The student will be able to
outline the procédures. in
‘'shipping merchandise. .

.6y

Packing and'labeliﬁg"
Records

tation method$
e : -
\\
1

' ()cgupatknu;;-

.,Retall Merchanﬁlslng

" .
Concepts and

-Appllcations,_ch Ed.

4,5,13,15

'-Wlngate' Southwestern

pp. 425-26.

. Warehouse Opératlons

, *Samson, thtle &
Publlshlng Co.,

General Serv1ces

Admin,, Federal Supply Servvce' Feb.

1969, pp. 93-113.
Physical Distribution,

H111 Book Co., Gregg Dlvi§

Wal?h; McGraw-
on.. '

.‘—
/ W,

‘ /
/
LA
// .
/



fUNlTé

MERCHANDISE HANDLING . ¥ A i !
‘ L4 ¢ .rl ) .
TOPlC Safety f | ' .
.\ v . ’ RN . i ,‘;‘ ' ) v ’ ) -
Performance Objecnve(s) - _ Outline Occupations " ‘Resources

&. ' The student will be able to
explain the 1mportance of safety
. bractices in: merchandlse

handllng
SR -
: LY
“ L !
I\ . Y
Y
- A
) x
. - v o N :
. £ 7 -
> *
L 4
/ v,
Al
Ly B ! -
-, . . o .
hd -
t N,
1 = .
e
\ o
ur ‘
o, v
* ‘e . » ’
N .

03

A~ -
- considerations

Protection of
‘merchandise.
-Eqﬁipment and tool.

Personal safety :
‘(Occupational Safety
and Health Act)

malntenance and safety
Risk and insuranece

'5,10,12,13,.

16,18, 11

g

.

Applications,

“pp. 412-414,
2 Receiving-Chec

1. Retail Merchandising: ‘Concepts and .
' Little &
Wingatey Southwestern Publlshlng Co.,

9th.Ed,, -Samson,

klng—Marking—Stocklng

Clerk Miller,

2nd Ed.,; McGraw-Hill.

of Texas D.EL
' " Lab., pp. 7-14.
4: Stockkeeping,

Instructional Materlals

-~

Univer81ty of Texas D. E

. Instructional Materials Lab, pp 113~ 1&2
5. Warehouse Operations, ‘General Services

- 1969, pp. 157~

59101 Phon?

0

161.

6. Occupatlonal Safety .ad Health Act
" Available through U.S. Dept of Labor,
Petroleum Bldg, Suite 525 Bllllngs

657~6649.

4

3.. Rece1v1ng, Checklng and Marklng, Unlv";

v

Admin., Federal Supply Serv1ce' Feb. ,..

MT .
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-, ' _.' -+ L. RELATED.CASE STUDY: Merchandise Handling ' R
. ’ : . . - : Ve L . . L o i

" II.- CASE TITLE: ' Evaluating Consumer Demand’ S }

IIT. SUGGESTED GRADE LEVEL: ‘Senior SO -

Y . - ]

) ’ . H .

R 'IV.  CASE OBJECTIVES: The purpose of this case study is to acquaint

o L (gtddents.With'fhe dynamics of consumer demand as it applies to

. merchandise in the selling depaftment-'}At-the.conclusion'of this
case study students will be able to: L - K

¢ - »

e ... 1. Understand the importancé of depth of §tock in required
' © " ... merchandise. RN oy i 0 -
2. UnderstandﬂthatVthé buyer myst be kept informed of low
. quantity points of staple stocks S .
’ . 3. Know the reasons for making returns of merchandise to -

manufacturers.” ° ny y : . o
. * " 4. Understand that complete-assortments of merchandise must
e "+ be’maintained at all times gn order to- stimelate salegd.
. ' - 0 ) L

V. CASE DESCRIPTION: After a recent buying trip to Denver, John
" Andersen excitably came -back to-his department 'store bragging
»-  about ‘the newest purchase of Hawaiian open neck shirts. These
: were the rage of the ‘country in California, John reported and

heiwas completely convinced that this would be the rage of the
' season in Montana. - . = * - TR L . '

. o . The first order was scheduled for delivery on April 10, and was to
' ' ' . come in a wide assortment of colotsland'deSignsm'KHowever, Mrs.

e _Johnson, the general ménager'was.conqerned that the item would not

. .- . % 'be as hot an item as John thought they would be. She demanded, in

: ' : - effect, that the items should be test marketed in al smald quantify .

' first' to see if.the demand would be warranted for. the Hawaiian shirts.
. . At the end of the first week it was found that only. two shirts had .
(. *°+  been ordered out of- thé four dozen that had been ordered.

-

%

M
.

N * “John still firmly believed that the.shirts would sell and once the
.. wafm summer months' came around the immediate stock would be depleted

. and therefore would need to bé reordered; so John went ahead and )
- ~ reordered a full shipment. "The shipment was expected around thé. .
third week of June or toward the middle of -July and "had a three week

cancellation date from the time of purchase®

t L
v,

o Four days later the general manager. reported to Jp%n;that he had
o - overbought .causing a shortage .in basic stock in the backroom. He
+ - - was of course upset and’demanded. that John:take' care of ‘the situation”
" 4n some manner right away. ' What would you suggest that John do in’
n . order to return his stock to normal? .- T -

_VI.  SUGGESTED SOLUTION (S): The followjng possibilities could bé
- . -pursued by John Andersen: ST ' R -
‘ . 1. He ‘could offer the shirts on hand at éﬁecijé-f;dwcoun.t' f)ricue.. ,
ETRIE ~ . " This would :get him off the hook with his immediate stock and
7. w7 would also be a good buy forthe congumer. - oo
- . o LT ~ .
=985

N

U M
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' W . 4 ~x2, . Since the cancellation periodtis ndtmally time to three weeﬁs,”".A o
‘ S " - 'the privilege of cancelling could be taken. With the extra * «

mon€y, John could then purchase.the needed basic stock. e C '

3.7 1f“JéhnAtruly'fgeIs strongly about the “Hawaiian shirﬁg,'pérhaps,
. ' . several advertisments that brought.them to the attention of the o
: consumer would help to sell the present merchandise and to deter- T
mine:whethér or not there is_audemand_for the additional merchandiée.,
‘ 4, _Péphaps-ail of"the_employees have not'béen informed of 'the
. Hawaiian shirts and the special ‘attraction that they have to
e .7 . them. . Therefore, special‘sales-training_could,be3under;§ken to
Sl T acquaint personnel with the Hawaiian shirts. - _ o _). :
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'SUGGESTED GRADE LEVEL: Junior.

- will be able to: ,

.'situation._'Although he "is not forced to change the prices, the

. -RELATED CASE STUDY: Merchandise Handling

: : - R N
CASE TITLE:  Being Honest'with the Customer oo

1)

CASE_OBJECTIVES: The purpose of fhis'caée study is to'acqqunt
students with’ the importance of stockkeeping, ' errors or losggs .
affecting company profit. At the conclusion of this case, students

¥

1. Understand the procedures for re rding mark-ups, mark-downs,

. .additional,markfups and revigion of retail down. . . )

.o »

2. Know the store's methods and procedures for changing-retail
' stock proplems. . ' ' : A

. ra
& -

3. Understgnd thatfstocking errors'afﬁapt:éompény profit;

CASE DESCRIPTION: Mr. Simpsen entered your elbtric rewind shop

¢ne morning in order 'to purchase three neﬁ'fﬁbihorée.pdwer motors.
Mr. Simpson has always done his business with your shop since he
is assured that he will get personal .service for any problems that

~may happen to the electric motors. He also:knows that “you will

give him the most reasonable -price for his ‘motors.

After~looking over the merchandise 4in stock, Mr. Simpson decides to @
‘purchase two two-horse pow!f”motors and one one-horée'power motor.
‘The two-horse power motors were motors that you had on sale for $146
while the one-horse power motor was not on sale and costs-$56. The
total bill came to $200. Mr. Simpson placed the order and requested

that,%he motors be delivered to hig business the next day.

"Several hpufs after. Mr. Simpson leftgthe store it was discbvered thép'

the two-~horse power motors were supposed to be on sale for $125.

Apparently it was an oversight from a previous sale week and the .
prick ‘tags had not beén'changed-accoﬁdingly. -Do you believe that
the manager .should do anything to correct this situation?. . :

SUGGESTED SOLUTION (S): The manager has several-options'in.this _
manager_sﬁould'altgrﬂkhe mistake if it is at all possible. More
than-likely Mr, Simpson will nevér know the two motors were on - ’
sale. Hdweyef,'the.possibility still exists. .Therefore the'sfoxe
manager would want to.consider two courses of action: _
1. The manager -could contact Mr. Simpson'and”explain~the'error,and
tell him that the change ofﬁbilL;hg will be credited to his e
-ageount.. Of coursge, Mr..Simpson will appreciate this service
' aﬁd.will'most likely continue as a.loyal customer. .
\ T S v

Z.ﬁ;Anothef poSsibilityW%ould“be to give Mr. Simpson a credit slip
~ for the amount of difference which he-could then apply on a

o future purchase. . S e

i(.'.f' ‘r. o .' .' . - ) B 53 |

. I‘ : . . N -
’ | ) . . . . . 9
< - PO : . s 8




. . e | -
. : Introduction

Sales Promotlon

A '

Take a tr1p to any magor shopplng mall or tour downtown bus1nesse§ and

kY

) *
you w111 flnd materlals, foods, products, ete.- all at varying levels of

-

'attract1ve dlsplays.. Department stores will concentrate more on display

_than, say, a hardware store, but each récognlzes that if the customer cannot

' see the merchand:&e displayed he he is’ very unllkely to.buy it. Slmllarly,'

L]
‘are central to the 1mage a bus1ness w1shes to

- '] 4

1tse1f 1tsk§roducts or 1ts services, Sales_

Promotlon, in effect, is cr1t1cally 1mportant to a bus1ness operatlon. ,
t
- s

How well do your students understand the dynamlcs bf Sales Promotion?,"
'o’.”‘ .

- -The accompanylng un1t .resources and case stud1es w1lL prov1de you with
\. .

a

--materials to bring'thls,area allve for your'P?ET‘studepts.u

\

A ’ *

o ..
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. . R 3 ™ ‘( .o \ ) . . /a
-UNIT: SALES PROMOTION : AN . T : L
T — | Y
TOPIC: DlSPlay L : § “ ‘oL
h : : B ) - : ; / ’ - 0 éoy.' . . |
Perfm'mance Objectivels) Outﬁ:g * _Occupations o . “"““Resources ‘' -

A. Each student will become aware . ALL " SN G A

. of the careers’related to sales "‘ ) ) . . I ‘ L

promotion. - : g . e ' ..
S 78 v . o : . . el : o
"B. Each’student will be able to B-1 Definition of visual 10,11,12," | 1. Display.and Promotion, Gar'y R. . Smith;
define visual merchandising - . merchandising 4 16,17 .- ' "McGraw-Hill . ‘Book Co.,.Chapter 2. .
““and list and describe the ma jor B-2 Major types:of -display ' 2. Retail Merchandlslng. Concepts and '
types of d1splays B a. Promotional . Applicatipns, 9th Ed., Samson, Little &
’ ’ b. Institutional ‘ W1ngate, Southwestern Publlshlng Co.,*~
. ’ o pp-. 317 325 ..5 . T
' C. Each student will be able to list | C-1 Lines. ’ 10,11,12, | 1. Retail Merchandising:'Concepts,and
“and explain the elements of C~2 ‘Shape - 16,17 Applications, -9th .Ed., Samson,.Little &
design._ : , C-3 Size e ¢ W1ngate' Southwestern Publlshlng Co.,ﬁv
-C-l Texture © pp. 327-330."

, C-5 Weight . ‘2. Display and Promotion, Gary R Smlth

P 'C~6 Color , . McGraw~H111 Book Co., Cﬁapter 4. :

' . \‘ ) .( : “

D. Each student w1ll be able to list D-1 Balance’ 10,11,12, | 1. Retail Merchandlslng Concepts and
--the prifciples of arrangement :D~2 Proportion 16,17 s Applications, 9th Ed., Samson, Little &
and d1splay. D-3 Harmony : Wingate; Southwestern Publlshlng Co.;

- o D-4 Rhythm. - pp. 330~ 334 ’ '
: S D-5 Emphasis- 2. Displ y and Promotlon Gary R. Sm1th
/, - D-6- Contrast McGraw—Hlll Book Co., Ghapter 5. g

E. Each student will be able to E-1 Tmportance of w1ndow o ].10,11,12, | 1. Retail Merchandising COncepts and
discuss the 1mportance and klnds | displays 17 L Applications, 9th Ed., Samson, L1ttle &
of w1ndow d1splays.-~ _ ' 44€~2 Klnds of_w1ndow o Wlngate Seuthwestern Publlshlng Co.,
o ' - displays - .. 318-320, )

Y ) - oL R 2. Advertlslng and Dlsplaylng Merchandlse,.

’ o ~ Harland E. Samson;. Southwestern
o Publlshlng Co., Seéction VI.
“ s )
” " Lo ' . e
' R - ot | ﬁl(}j'
‘

L ]
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N
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to s.h; ¢iea y; . o 'f ; , g, .
.l -.z . .,.'- ) '- L3 I ; - - , R : - L
. . tp .. “ B ! . E
UNIT: . SALES PROMOTION oo PR ' £ .
TOPIC: Dlsplay (Contln.ued) \ : . ' S oo . S '
; 9 - R et kel e Tl o - v - N " . " .
YA s . . ) . . . ._ a. . . . . .. , @ v'_ r . "‘;,\ p ':--‘,,. MQZ..:, ..'.
Performance Objecthe(s) N ©_ Outline © - ‘Oceupations " Resources. . -
'ﬁ, Each student w1ll be- able tb F-1 Types of 1nter10r o, ,_TQ{ifajéh _1£:Retall Merchandlslng Concepts gnd '
- clist and describe ‘the uses oft _ 'd1spiays ’ A 61T . | ‘Applications, Gth- Ed., Samson,.Little &
" the klﬁds of interior d1splays F~2 Goods for: 1nter10r~f. NS Wingate; Southwestern'Publlshlng Co
.and draw store: layput, plans ¥ . .dlsplays - ' o . Pb. 321-324; S o " _
_Cgshow1ng the most effectrVe F-3. How to dlsp y X '2a'Advertlslng and Dlsplaylng Mérchandlse, d“
“lacation of displays. o F--I Display loc#ion - » |% . Harland E. Samson° Southwestern et
_ ' T _' a 'F-5 Store layout e Sl Pupllshlng Co. '.{!f', R ' .
G. " Each student will: be able to G-1 Plannlng ‘the’ d1sp1ay "TQ,J1x12{34;1.~Display and Promotion, Gary B.- Smlth'; W
draw plans and construct an - G-2 Sketches ?36{17',’ f,McGraw«Hlll Book Co.,: Chapter 6. J_i
effectlve dlsplay. N .1 G~3 Merchaneise selectlon o & vReta11-Merchand1s1ng Concepts and : o
j . y N', - | G-4 Prop. selection i By . Applications, 9th Ed., Samson, thtle’&
> o o R 1.G-5. Mdhnequins’ and forms - . . Wingate; Southwestern Publlshlng Co., .
_ o ' G~6. Signs .and. show ‘cards - ' 'pp 338~ 850. :
; ' S - X1 Bulldln&-the display - ;Q;.- . - N
" H.. Each student will be able to | H-1 Planning a‘sales 17 1. Advertising and Displaying Merchandise,
- plan'a sales promotion cémpéigd; > promotion campaign ~Harland E. Samson; Southwestern _
' - N B ' ‘Publishing Co., Section II.
\ Q. ;0; ’ o
hy ’ ‘- //' N r
w : .
o .
e o = . uf - “7-'
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UNIT: SALES PROMOTTON- o e : B T \

e ' . . ' . . : o0 S S b Y

TOPIC: Advertising = . e S S . Bt

“.71‘ ) ’ . . . . . .. ,a . .o : - .4 T . ‘ ’ I;:-.:,: 4 3
Performance Objective(s) o Outline ._/Occupations X Resources

A. Each student 'will be able to A-1 Classification LT 7,8,9,12, |1.. Advertising, 5th -Ed., Wright, “Winter &

"explain the categsmges of .~ ] advertising/, ' 16,17,18 Ziegler; McGraw~Hlll, pp.1-5 o

advertising. w L ' , a. National : - 2. Advertising, William H. Antrlm & Dorr,

' ' " b. Regional . * - . . ‘|~ McGraw-Hill Book Co.
- c. Local . 3. Advertising in the Market Place, Burke;
A-2 Clagsification of ’McGraw—Hlll Book Co. ’
--audience - ' T O

- . e a. Consumer IR PV . - P e

‘ < - - 5. IHAUSERY - ‘ ' )
B e - c. Businesst oo o
7 ° d. Professional ° {w o . : . )
$ .. | A~3 &dvertising types o ' ' '
oL } N a. Promotional .., : Y 1 - : : '
o S '  b. Institutional’ AR : 4 - . C
B. Each student will be able to - B-1 Newspaper: A , 0 7,8,9,12, - |1. Advertising, 5th Ed., Wright, Winter &
list advertising mediatand . ... | B=2 Broadcast . ' 16,17,18 Ziegler; McGraw—Hlll, pp? 128-189.
" discuss the advantages and” ' {B-3 Magazines ° : o - 2. Advertising, Antrim and Dorr; .McGraw-
dlsadvantages of each. _ -B~4 Outdoor : o _ Hill Book Co.
* | B=5 Direct mail . . o : ‘
. | B-6 'Miscellaneous . I - )
o o 0 : B ‘ '

C. Each student will ‘be able to C-1 Headlina.~ -~ . - 7,17,18 - |1, Advertising: Tts Role in the Marketplace
- create an effeqtlve newspaper + ] C~2 Copy - ; : o . hth Ed., Holt, Rinehart & Wlnston, .
“ad. - C~3-Illustration . - % . pp.360-391. - o ) '

o C-U Logotype .. . . ' 12. Advertising,- Antrlm and Dorr McGraw--
* C-5 White space : . -}, Hill Bobk Co., Qhapters 3 and Y,
C-6 Border - . _ 3. Merchandising, 2nd‘Ed., Dorr; McGraw-
W S : ‘ o ' Hill Book Co.,.Section III.
~ . . o R Co. ) ) ) . ] . o . n:j") B
’ 0 . - - .,7:‘ 13
. ' ‘ i
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| UNlT- ) SALES PROMOTION '
TOP[C Advert1s1ng (Contlnued) o o o . ., T Lo L o R
—a’_—__.-__ V . N . .' 3 —_ . N . -
) . . . - . ; . . . i .. L .
| Perfomidnce Objectivels). - . \ Qutline - Occupations - _ Resources . o
D Each, student will be able to D~1 Copy o ' 17 1. Advertising, NOPPlS, Reston Publlshlng
' create qu Jproduce a-spot . . D~2 Sound effects and props ' s " Co., pp. 225-236. .
annougﬁement for broaddéast.® D~ 3 Tape productlon ‘ . - ] 2. Advert1s1ng, 5th Ed.’ WPlgHt W1nter_&
C ' o o } s Aiegler; McGraw-Hill, pp. 1uu U5, o
‘ ) ' : 13, Advertising: Its Role in the Marketplace
o : . : : 4th Ed., Holt, Rinehart & W1nston,
. . ‘ L o _ p. 590-98.
e - S -0 4. Advertising and D1sp1ay1ng Merchandlse,
' ' : Harland E. Samson; Southwestern
’ L Publlshlng Go., pp. b5 U9
. * ~ : : v ) K ] - .
: E Each student will " be able to 4:-1 Material types' - ;E_; 7,8 B 1 Advertlslng, Antrlm & Dorr' McGraw H111
S prepare dlrect Mail advertising. [ -E-2 Mailing lists - o L © Book Co., Chapter 5.
. o . E~3 Material preparation . 12, - Advertising and D1sp1ay1ng Merchandlse,
o ) - - . |'E 4 Distribution o . Yﬂ-ij - Harland E. Samson; Southwestern -
. JPf L o o b e . . e Lo - Publishing Co., pp 36 b, L
A ,:':-. . g"i - . . . d i % .o . '.‘/ ) . .
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- UNIT: SALES PRGMOTION - '
- . . . . . ) . '_ j : s »
TOPIC: Pr‘omotlon : . . L
Perlormance Objecﬁve(s) » Outline, Occupations ‘Resources .
. v - . . Y .
_A Each student will be ‘able to A-1 Definition of sales " 1410,12,13, . 1. Advert1s1ng and Displaying Merchandlse
. explain sales promotion. promotion - 115,16,17, Harlard E. Samson; Southwestern '
o S 1 A-2 Importanch, ef sales 18 ‘Publishing Co., Section I.
' \ ' ‘promotion - ' 2.+Display and Promotion,. Smith & Dorr
IR A-3 Relationship of adver- MgGraw-Hill Book .Co. - :
o o .. tising,. display, and. 3. The Businessman's Guide to Advert1s1ng
’ . » . personal selling and Sales Promotion, Lewis; McGraw-'
S A-4 The role of publicity 'Hill Book Co.
- : _. re1at1ons in sales )
: . .~ promotion
" A-5 Trends 'in advert1s1ng
and d1sp1ay
. .
v | § -
t T \ % -
N e !
S T e _
-~ ’ ) ¢
Py
% =



.y

N

"QIL;JCASE.TITLE

'Zi_and knowifig the specifics of - ‘color, harmony, balance agg
~tion in display’ construction. .

., RELATED CASE STUDY:

S

“CASE OBJECTIVES

Sales PromotionfnfDiéplaykf T
o v'.,

Display Merchandise Effectively;

SUGGESTED GRADE LEVEL' Junfor - =“-l"'} f

.

Ihe purpose of thls case study is to acquaint -

_.students with the importance of arranging displays of merchandise

1. Construct a di

pn0por*-

At 'the Eonclusion of th ‘case

' “study students will be able to..

lay that is*true: ‘to the principles of color, .

Ce and proportion. , S o
: e ) :

_ harmony, bala

2. Possess skill in arranging counter displays of merchandise.__*'

: CASE DESCRIPTION'
~ has been long recognized for its outstanding displays.;-Iﬁ

.. - Iv.
»a
AN
.
> .Vo

K

3. Know the arrangements that are best for advertising merchandise

- on tables oF shelves.,

Shapiro s, a very exclusive department store,
fact, .
Shapiro's has won a nuitbeof awards for attrdctive interior ..
displays and is widely regarded withing the industry. as being a -
clothing $tore that has state-of«the—art equipment in the display
avea,’ Displays are changed each Tuesday and Thursday by several

uiﬁ'people who have wqued with the company for a. long period of time.

‘e

: \quﬁhe morning as ypu are working in the Junior department, word

ca

" .proportion and rhythm musg be decideg upon by you.

:wanted you to. come .to- h;s office for a new assignment.
Carrival he’ explained’that the. person who had been doing the dis- .
' ~fplays had requested that ybu fill in for him..
“are an enfiployee who ‘could eventually learn ‘the basgics of: interior j

~ display,

_Items for diSplay.
.. shoes.’
‘to Shapiro s: Today s - S o R ;

A - : {

was
Sent ‘to you ‘that Mr.. Anderson, the head of the display area,

Upon: your

He states. that you

Mr. Anderson indicated .that he thought you have the
unique: talents to prepare displays and would 1liké to.have’ “you put

'_together the, men's display area ‘to complement the ad. in tomorrow s
paper. . A N A

M
.5: : £

You have been given five items to use in your’ display to‘complement” ;

the advertisment.

Only use “what . youﬁfeel will truly aid the dis~ -
play. .-

Some articles" may be eliminated. Color,: balance, harmony,

sport shirts shorts, slacks, .sport coats and -
The adh headline reads: V“Start_Your Vacation With a Trip

ey



PETEN

&

A

‘ T L SUGGESTED SOLUTION (S): .

B E - : '3The'display'sﬁould.indicate'a tie in @fth the advertiéing.

a : S theme pTaced in the  newspaper and the items. listed in the
T . .°y 7 newspaper. : . : :

Y A,

¢ " 2. The @iéplay does 'noc'.r.fecese.‘:ar'ily need to use all the ftems
: - that were outlined in the ad, L S T L
 ..3-,W he display-should featurg interchanggabié colors

in order .- T
e ‘the-customer: tb envisiod a number of differen%@;utf Ese o L% - y

-~

N

et

-
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1. 'RELATED CASE STUDY: Promotion’ - Display . .

II. -CASE TITLE: Thgfimpdrtadke of .Displaying Merchandise .
. . “v“"“'i&."& - o G Y : .

* III. SUGGESTED GRADE LEVEL: Senior

IV, 'bASE'OBlECTIVES:_.The-purppée of this. case Study is td’preyﬁfa

T
Sy

- VI. SUGGESTED SOLUTION (S):

students for preparing and selling .the idea of displays.« At_théf-ﬂﬁ

conclusion of this case stydy, students will be able to: - * .
: case X st iy . S

1. Possess ékgg%swinmusiﬁg“coidrx.harmony,_bal!ﬁqe and pibportibq

~ 1n display Gns%ruqtion.

~

- developing a customer's inpterest. . . -
e TR RS T8 inter | |
: . v

;3,M Understand the importﬁnce‘of_colof-in thé”custOmerfs accept-

-'“‘_;‘gnce of mefg'handise.
4.. Know that customer'expoéufe to attractively displayed
merchandise produces. additional saleg, - _ h

V. CASE DESCRIPTION: ' You are working as a part-timeé employee in a

small sporting goods store. You have often. thought of *the pos- -

--8dbility of owning your own.store and'sometimes_you'ye-imagined

~ “ this store as being very. much- 1ike the one you would like to own.

, '*Recently you noticed some changes that you would like to make.
. Today- is your opportunity. o \ . :

Sincé’the‘Store_has never- had a professional display person,
employees have always done the various displays: Today' the
~manager has asked you if you would be in charge of all the
. display materials in the store over- the next threquueeks. This
-includes end-of~-the-aisle displays, window displays, point of
"tpurchases displays- and other‘areas as you deem appropriate. Inp
. thinking about and ultimately comstructing these displays, what

displays really are more- important than he/she thinks?

S

.. There are at Jeast three things that you shouldEstress_
- relative to the importance of displaying nerchandise to
your manager: : D :

. » .

- that should be produced. . OO
. b. Displays ﬁelp'build ¢hstomer;gqod-will_toward.the store.
. €+ Effective digplays effectively arouse. the customer's
- initial . interest in the merchandise. o

- a,. The more-ﬁéf&handise-that'is'diéplayeﬁa the'mbre sales:.

- : S i ( . . ’ .
2. Understand that good display merchandise is a prime facter in °

. 'would you consider and how would you convince your manager: that




. { o - )
9 B
[ - . . B . ,' ' - ) . A - 'A , . .
2. Bé sure to use colar in an effective way. When you arrange a

‘ diéplay,iﬁeusuxeﬁthétjthe’color'ig eye catching and appealing.
Be sure. that the display has balarice and is in the right pro-
portion to the display area," o . .

. 3. Sfress'to-the'manager that it is importént,to’havé'a person ;

. ' - doing displays who has a good background and therefore knows

o ‘how to effectively build one. L . S .
S b4, Draw'up rqugh°sketches of the difplays before actuallyzbuiqu
- Ving them.” Be sure td elfcit comments from others about the

“

o appropriateness‘bf ideas regarding the displays. E )
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R _ Addltipnal Resources
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L R ,’! . _ - )

w o SALES PROMOTION: DISPLAY

- o
btate of the Art in Mercﬁandise Displays Slide Presenta
Dr, Rom Harris., - ;f D
. /

tion by

_"Sham%oos and- Condltioners, Glenn Snyder, Progressiue.G

August 1983, PP- 6lr64

"How to Create Temptlng Sales Promotions,' Sales and Mar

rocer,

ketlng

Managemen ‘Rayna Skqtﬁik March 12, 1983, pp. 61

<

"The Bigger The Better," Ronald Tanner, Prégressive Groc

SV

er,

January, 1984, pp. 61-64.

"Store of -the Near Future," Gerald Lewis, Progressive Gr

ocer,

 Janudry, 1984, pp. 48-59. i |
. ; ’ )
. "Safeway Sells Its Peanut Butter by the Barrel " Sales a

nd Marketing

Management, December 5, 1983, pp. 21- 22

<
’
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)
I
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- "iewer Miscomprehension of -Televised Communi

\
“ (ﬂ Y

o .;' ‘f'j' Additional Resources, -" ' , j |

) S . S RS - -
o - SALES PROM_OT?N:_ AD_VE_R'T{SING"' .. o .

i

i

Ehe B_y Line, Film Fair Communications, 10900 Ventura Boulevard

.Studio 'City, 6A 91604,

T s

'Sixty Second Spot Pyramid Films, Box 1948, Santa Monicn, CA 80406..

',Advertising PrincipleS' C!eatinw the Advertisement, Buyer BehaviorL-

Marketing Research Walstharpenters, Gregg McGraw-Hill New York, NY.

«

' "Advertising In the Great Outdoors," Bill Wilkins, Progressive Grocer,

. -August, 1983, PP. 123—128

"The Advertiser‘% Bag of Tricks," Scholastic Voice, No mber 8 1973

| "Negative Word of Mouth by Dissatisfied Consuﬂers. A Pilot Study," ' ' _/_

- . Marshal L. Richins, Journal of Marketing,rﬁZyter,~1983, pp. 68~78.
tion: Selected Findings,mf"?r
Jacob Jacoby -and Wayne D. Hayer, Journal of Marketing, Fall, 1982, ‘

pp. 12-26.

: "Using Background Mpsic to. Affect the Behavior of Supernarket‘Shoppers,"

~ Ronald E.. Millinkan, Journal of'Markegégg, Summer, 1982, pp.” 86-91.
A - A : .




- ' " 5Saleé ’Prou.loti'on.. Advertising cont. - T S
h ‘\. - . . . . X “ Y .‘_'ﬁi
-"Advertising Substantiation and . Advertiser Response, " John S. Healey g '

. &nd Harold H. Kassar;ian, Journal of Marketi_g, Winter, 1983,
7 ?/ pp- '107- 11/‘7 A ‘
&"The Sounds %f Selling," Prqéressive Crocer, September, 1983, pp.1147 152
- . "Marketings "Scarlet: ;2;26;1 The Theory and Practice of Corrective
- ' Advertising," ~Jougfial of Marketing, Spfing, 1984, .pp. 11-31..
’ ." ' : 7 ) N 444,“ ". .. ' o
. \ '\
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?salespers&n who - knows about

N
Py

' the gascinating world of selling

Are. your

.
l' Introdutfion*t.v”
? I ,,“«'_\ Sa}eé & Services o _ ' f VT/
‘The old magim says'f\"Nothing happens until somebody sells some-
things.

Implied in. this saying is that a sale,éust/he/nade by a

w’ .

._/

\the product and then oﬂ&ers services related

. to it. That is the essence gf this un't. /broduct knowledge, gsales

and customer service. _' T

A

students able to g asp av

your masterful'
The ollowing materia

incentive for D. E\ student

Ky

Service area., - .,

» . : °

~—

Ve

. and old have found this projession to
| 1

t

7

1 of
M{llio st of nmen and women, ‘young

e challenging and/pewarding.

-n of their future/in sales as

thls:challeng 'gd%ubjeét area?
‘ f

P

'tudiej
es and

i e

= SO

should provide.
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UNIT:  saues AND SERVICES ‘ N B : Loy
' Z ~ A W '
TOP[C Pr-oduct Knowledge ‘ , : . o _ ~ -

_ Performance Objetﬁve(s) Qutline Occupations . Resources

A. Each student will become aware : . ALL : Co ) C
ofgthe careers related to sales . - 9
and service. . . g

- - . 3 ’\ N 4 - 14 N )

B. Each student will be able to - * |B-1 Definition of selling ALL 1...Retail Merchandising: Congepts and
define selling and explain the B-2 Role of sales personnel | - Applications, .9th Ed. Samson, Little &
role of sales: personnel. ' : ' o 'Y Wingates Southwestern Publishlng Co.,~-

a . =" - pp. 352-358. . . - '
. <% 2. Retailing’ Principles and Practlces
. Tth Ed., Meyer, Haines & Harris, Gregg
. McGraw-Hill; pp. 170-172, 178.

C. Each student will able to explaﬁn C—l Importance to customer 1,2,3,6~18 1,.Manketin5, 3rd.Ed.,{Mason, Rath & Ross

' the importance of product C-2 Importance to salespersor. = - .~ Gregg McGraw-Hill, pp: 338-340.. © -
information. C-3 Importance to business : S

D. The student will be able to locate |D-1 People - . - 12,3,6-18 1. Reta;llng Prin01p1es and Praotlces,
sources, and -identify types of. a. Management - - ' : 7th/Ed., Meyer, Haines & Harrls, Gregg
product information. ~ b. Co-workers . s " McGraw-Hill, pp. 173-76.

c. Customers , | .. 2. Business Principles & Management 7th
*. d. Manufactuyeer's o Ed., Everhard & Shilt; Southwestern
represenzpiivé i Publishing Co., pp. 188 190.
e. Yourself (personal , : 3 Ghest Speaker—Salesperson. :
- ‘use) RN - .
.. ’ D-2 Literature — R & o
~a. Labels and tags = . o _
b. Trade journals R
c. Consumer publicatiobps| - ) : ; .A(f _
o d. .Mail order catalogs | . - - ’ '
o i e. Store and competitive r? : w ~
' S M _advertising g - S C o o
. a C i ’. N K L .
- ST \- ; ) ’ . 119 '
. o \ . \ . _ _—
118 - | )
N e i . A1
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. UNIT: . SALES AND SERVICES

»
N

_w}

TOPIC: Product ‘Kriowledge (Continued). - -
EER o Lk _ SR
_;.Pe"rformanpe Objective(s) "~ Qutline . s -Occupations: - Resources ” -
. - . . . - 4 p . ‘ ’ . .-
D-3 Types of product
R . - information | .
; = a. What product'is made |
y . -Of\_ . -. . .
' - b. _How product is made
. c. Serviceability and ..
" quality - ) '
) . d. How product is. used
. ¢ _ . ~ -e..How to take care of _
. ,  product * o S
M - £~ Appearance, style, | . :
P ¢, - and design of product - -
g. History and background e °
L h. Competing products | -
* - 1. Stock condition ¢
(availability): W
[ 4 ..'\) v . -
i
/ r 9. ‘ﬂ .. °
. . m\l’" ) K
‘_‘J 7,
.. ' . ) o .'u' v
m 0" 4
© - . ) .
S : - 7 N // ' - /
. f‘ > [P &1 Y
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 UNIT:  SALES AND SERVICES

TOPIC: Sales S M
"Performance Objective(s) ein  Qutline . Occupations .- _Resources "
y . . ) . o N -~ .
‘A. The student will be able to A-1 Preapproach . _ {1-3,6-18"  {1. Marketing, 3rd Ed., Mason, Rath &, Ross,
' demonstrate the basic steps 1n_ A-2 Approach o : 1) Gregg McGraw- ~Hill; pp. 346 356.°
a sale. : A-3 Determine customer needs o | 2. Retailing: Principles and Practlces, 7th
S . .| A~4 Presentation - N _ T Ed., Meyer, Haines & Harris, Gregg
ce a. Sales talk : T ‘McGraw-Hill; pp. 181-193.
R C 3' b. Trading up : : . 3.°Retail. Merchandlslng Concepts apd
. - - c. Demonstration . Applications, 9th Ed., Samson, Little &
o A~5 Overcome objectlons ' - Wingate; Southwestern Publlshlng Co.,
/ A-6 Close - 1 . pp. 367-395.
A-T Suggestive selling e : | 4. Retail Selling, Bodle & ‘Corey; Gregg
.- ,'| A~8 Post.closing : K | MéGraw-Hill, pp. 230-284 '
R - ' A : : . 15. Profes31onal Selling, Brenman; Science
' B ' ' " Research Associates; pp. 137-226.
. S ” <o T ' P .- | 6. Personal Selling: Foundations Proceds
I . - and Management, Enisj Goodyear
h T, - _ ‘| . Publishing Co:; -pp. 115=267.
_ - " 7 ]7. Basic Sales Techniquesg Un1vers1ty of
_ ' Texas, 1970 ed. = .
- q#; . . .8 "Basic Salesmanship, Ernest McGraw—Hlll _
. ‘ , _ N took Co.; Gregg Division, Chapters 5-8.
. ' P o - ' E . X lFundamentals of Selling, 9th Ed., :
' B % : ' : {Wlngate & Nolan, Chapters 8 10.
. 5_‘-4.'-- .
a
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T . " »
PR
i 1IR3 N
. | ) "ﬁ_ -




T

- v v o .o 0 1\ . . . . . . . . i . .
- B L . . .
. . . to. ) . . . M . . . i

C et
13

. -UNIT:-. 'SALES AND SERVICES S ﬁ C e

" TOPIC: Custqmer' Service® T . o N L

Petformance Objective(s) . Outhne S .O_oeubations S R&ouré%

A The student w111 be able to | A-1 Customer returns -~ | 2,3,6-10, |'1: Cr‘edit and Collections, Kohns;
. demonstrate the:ability to , - A-2 Adjustments. .- 4 12-18 o Southwestern Publishing Co., Sections
handle customer returns and ! 'A-3 Policies and proceduﬁes o B 5 and 6. .
adjustments.. \ s | 2. Retail Merchandising! Concepts and
IR

s v ' o N & _wi,Applications, 9th Ed., Samson, Little &
. . \ VQ‘_Wingate Southwestern Publishing Co.,
’ ..'\". - :E. . .. i 152 158-0 °

-; ~—~55

. .B. The student will be able to 1 B-1 Propen telephone uség 1 9;10,%7 "} 1. Retail Merchandising: Concepts and -
- utilize the telephone in handling ‘B-2 Senv1ng the custome o * Applications, 9th Ed., Samson, Little: &
sales and service. e o o .o ¢ " Wingaté; Southwestern Publishing Co.,
i - ' “ o L : . pp.-193-94, 397-99. ' _
[ e oo . 2..Retailing: Principles and Practices,
: [ o - ) 7th Ed., Meyer, Haines & Harris, . Gregg -
e s ' ' - -+ "McGraw-Hill; pp. 68-69.
N - ' RS S f3& Te1e~Techn1ques Mean BusmessJ Guaring,

ke i

e M Mountain Bell Telephone Co. Film Libnary

C The studentww1ll be able to uag C—lazlopér {7 phone usage ‘_TﬁB}Qj' 1. Te1e~Techniques Mean Bu31ness, Guaring,
the telephone in. soliciting G2 P qi g . B N ~ -Ohio State, pp. 11-38. o
- sales.t - T C-3 ‘The- call ) FEE B N1 2. Basic Sales Techniques; Univer51ty of
L SR v ' EAT ; e R "-. Texas, 1970 ed., Assignment 20.
: (\ : o ' ff‘;- '“'?% - R S S 3 Mountain Bell Telephone Co.
R - Coven s NN - ~ ' :
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L RELATED CASE STUDY: Advertising - . s
:?“ : C .‘II; CASE TITLE‘: Preparing Merchandise for Release of an Advertisement

'lII.'_SUGGESTED GRADE LEVEb\ Junior~Senior o f v

ASE OBJECTIVES " The purpose of this case study is to prepare
tudents for understanding that knowledge of merchandise adver-
ised is an importan@ dimension to theéir respective jobs.. . At

- the conclusion of this case students should ‘be dble to.'

. Iv. .

Understand the facts abdut merchandise being ordered such as o

" as - prices, brand names, colors, styles ‘gd models to sell
e effectively

e e e ‘ 2% Check available quantities of advertised merchandise before .
: : ' an ad is featured '

-

4 -

3. Construct procedures for checking and keeping track .of" incth
ing merchandise. _ . N} '

’ . 3 i
L

o V. CASE DESCRIPTION° You- have been working in an auto zupply store’
_\\\” ’ for three months as.a part time Distribufive Education student..

This afternoon, Jim Swenson, the store manager, took you into
o . the back room and explained that twelve specific itemswill be
L . ' _ featured in the next mass- mailing to. the community, Youtare
‘ ' R " given the responsibility of preparing the merchandise for 'the
v release of the .ad. 1In one week, you are to report the inform-
_ation to him regarding . the twelve items.

v

What actions should you a?rsue to do this task effectively°
VI. -SUGGESTED SOLU{lON (8): : _' B L ’

I 1. .Personally chéck all incoming merchandise, payfﬂg particular
* attention to the twelve items.

s, 12. dRecord quantities, colors, etc. of each of the’ twelve items
. .Y to. be sure there.are sufficient quantities- on hand»for the
' ,mainling.

3. Make sure that other employees know of’ the coming mass mailing,
.~ are familiar with the quantities, sizes, . colors, etc. and \
" where they are located. : =
' 4.__Prepare displays for each of the items that will attractively
~~ highlight the twelve items. Be ‘sure th items are easy to.
handle. _ _ _ Y T .

cSL' Make plans for extra employees to be working the first few :
o days after the flyer is. distributed )
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.~ - I.. RELATED CASE STUDY:: Advertising
‘ ' I -..CASE -'T'ITLE Knowing Advertised Products | S

‘IEI. SUGGESTED GRADE LEVEL Junlor L S T
. . o
. Iv. CASE OBJECTIVES It is critically important that salespeople
LT know -of advertised products. Since they form The link between
- o .~ advertised messages and the customer, they must be well prepared -
" ‘ in selling the advertised . product By the conclusion of this
‘unit, /pe student will be .able to. -

o
o

1. .Correctly inform customers of the location of*advertised
merchandise . - 2

'”;2._fUnderstand that advertising will help incrzgse sales’ for -

a department or store, creating interest and desire in
,Customers .
t 3. Know that ‘the salesperson is ultimately responsible for

the sale 6f ‘the advertised merchandise

4. Understand that, advertis1ng is a form of presélling--
'~ arousing interest, creating desire and indiacing action--~ -
but that the salesperson must complete the sales.- job.
e o _ - 5. Know prices, colors, étc. in order to better promote -
- ' ¥ <~ and sell ' . '

6&*xqﬁderstand the’ importance of displaying advertised
merchandise . A _ E

V. CASE DESCRlyTION. You are working as a Distributivelﬁducation
' Co—op student at a small ladies shop in a mini~mall

- When you come to work, the floor traffic is very slow. You
' Cow + checked the ad board, but no ads- were displayed. When you
inquired about what was going on you got- the reply "Nothing.
Everythino s the same as yesterday "
: : S
At close to closing time, when you. were working alone, a ..
' customer comes in and asks about the special slacks advertised
‘in the evening paper. Looking around for a special display, _
. © you found none. After checking thé ad board again, :you realize
R ' ' that the ad was definitely not posted. - Since you do not know
e ~ about the merchandise advertised, and the _customer insists on
TN S purchasing the slacks that night, what ‘do you do?

Y A

', V.- SUGGESTED SOLUTION OF

. 1l Apologize to the customer for your unawareness (ignorance7)
e of the advertised merchandise :
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With the customer s assistance, attempt to find the advertised
item. :

’

Inform othersvoi pbe advertised slacks after the customer
_leaves.

4. See that a display is built as soon as possible to display_
"~ the merchandise.' .
5. Realize'that it is still your responSibility to find out )
about advertised merchandise. call a manager immediately
and find out what has been advertised
. N 7
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Additional‘Resources

. 'SALES & SERVICE:  PRODUCT KNOWLEDGE & SALES . =~ = = -

Serving and Sellingﬂthe'Problem.Customer:

lnterviewingrand Hiring Store Persomnel’

gt g+ 4 et e S T A ST TR e i e

"Selling Like There s No Tomorrow," Steven Mintz,- Sales and Marketing

Larry Wilson, Personal Selling Kit St. Louis, MO.

4

" "What Made Supersalesman Dick DiBari Call it Quits7", Sales and '

Marketing»ManaOement, April 2 l984, pPp- 43~49

"Selling Vaults to’ Olympian Heights," Liz Murphy, Labor and Marketi_g
Management, October 10,° l983 pp. 57- 58.

Management August 10, 1982, pp..37 -39.

Rl

I\ Coupon, With You in Mind," Sales and Marketing,Management, ‘
July 4, l983p p. 18.

v

"Selling is Child's Play, Sales and Marketing Management, l _‘;.“
May 17, 1982 pp. 38-39. . L

L4

"Test warketing," Sales and Marketing Management March: 12, l984, PP- 81~90.

l983 Guide to Product Usage," Progressive Grocer, pp. 31-35.

“_"SICBP: Your Manual on the Marketing Battlefield,"_Sales,and

Marketing Management, April 23, 1984, ‘pp. 6+14. . N |
SALES & SERVICE: . CUSTOMER. SERVICE L

v, - . .
- .
~

S . . . K

- Customer Serv1ce in a Quick Service Store

"And Now, the Dr1ve~In Supermarket, Sales and Marketing Management >
September 12 1983, p. 20.

o

"Let ' g+Tuck Some of it Back In," Jane Templeton, Sales ‘and Marketing
Manarement, April 2, l984, pp. 74~75.

. h‘.



Introduction -

Management_&'Decision~Making

There';s perhaps no. more hotly contestedqarea today than:"Management &

Decision#Making." ‘Scores of books are7published.yearly on the subject of

management.‘ Do-you'believe inETheory X or Theory Y style'of management?

“How is real management leadershlp developed? Is it posslble for everyone

B A St

to be-a "One Mlnute-Manager?" These and a score of other questlons confront '

. L
. T

%
the student seeklng to learn about management . Ass1st1ng the student in

'developlng an understandlng of the functlons of management is what this- unit -

1s all about, By ga1n1ng an appre01atlon of what management does, students

_can become better employees. By excelllng as an employee, they themselves :

'become a cand1date for future advancement .

The'accompying unit on'"Managément & Decision«Making“ is intended to'

j Cover the basmcs of management and prov1de you w1th resources that can be

used in the classroom. e . - - S o
H
t
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{ A) .. L4
. :
K}
, [
o o
8 ‘ L
. %
’ i . '0?
-, v ’ o
i . ¥,
a. |
v ;




UN!T MANAGEMENT AND DECISION MAKING

_. TOP!C Management

"

| Performance Objective(s)

A

Resources " -

.

A. Each student will be able to
- desdéribe the five primary -
»- functions of: management,. using
" .- def{nftions and basic ‘explana-
“tions ef. each funetion.

r,B Each student will be able to
‘explain theé need for communi-
cations within the functions -~

. : i . . .
‘. . Each student will be able to
describe the phases of influence
" used by management to change

employee attitudes -

[

A-1
‘A2 -
A-3
A-4

A-5

Cc-1

VPlannlng

'Unfreezing
+ ing the pressure or
'reduclng resistance

Organlzlng
Stafflng
Directing’

Controlling

o

Communications flo
Co mun1cat10n consg
quences .o \

increas-

to change

- Changing: learning

new attitudes . :
Réfreezing: setting

"hew att1tudes into

the rest of the
personality

A

ALL

3..Retall ‘Merchandising:

Ai. Bus1ness 1n Action, 2nd Ed., Bittal,

Burke & LaForge: McGraw—Hlll, pp.79-82. -
2. Business Principles amd Management, 5th
Ed., Shilt/Carmichael/Wilson; South-
. western Publishing Co., pp. 81-90."
‘Concepts and.
Applications, 9th Ed., Samson, Little &
Wingate; Southwestern Publlshlng Co.,
pp. 537-545.
4. Marketing and Distribution, Mason and
Rath; McGraw-Hill Book Co.; pp. 512-515

5. Dymamics of American Business, Justis;

Prentice Hall Inc.,,pp 109-121.. ..
- b
1. Marketlng Basic Conéepts and Dec1s10ns
2hd ‘Ed., -Pride & Ferrell; Houghton
leflln Co. °
2. Marketlng An Integrated Apgroach
~Harper and Row. |
3. Business in Action, 2nd Ed., Bittal
. Burke and LaForge; McGraw—Hlll pPp.
390-91. . . )
4. Dynamics of Amerlcan Business, Just1s,
Prentice Hall Inc., {5N»56 -

K

1. .Behavioral Concepts in Management
Hampton; McGraw-~Hill; p. 106-113.
(currently out of print, but still the
only book that adequately covers. thfs
area.) = . \
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TOPIC Management (Contlnued) : R _
| vP@tﬁnnnance()bkanhmkﬂ‘ | Outline .- _Occupations " Resources
D.. Eabh.stqdent“will,be:able“tof' D-1 De%ine the problem - ALL -l. Business ip Action, 2nd Ed., Bittal,

" construct the decision making . D-2 Form possible solu~ ‘ Burke & LaForgé;” McGraw-Hill; pp. 353-5U
format and put it into practical - tions’ ' 2. Business Principles and Management, -
use, usin% case problems. D~3 . Determine evidenee .5th Ed., Shth/Carmichael/Wilson;" ¢

o _ » . for and against each - Southwestern Publishing Co., pp.647-50.
_ e ' g . one o _ *3. New City Telephone Co., (Game)'Library;
. ,--D=4 Select best solution. ~ Mountain Bell. - S
- ' and justify it ' '
E. Each student will be able to . - E-1" Theories . ALL | L. Readinge in Managerial Psychelong‘Brd
b describe the theories, problems,|{ E=2 Problems ’ Ed., Leavitt and Pondy, 1964; pp. 4U47-56
- and trends in management. ' "E-3, Trends 2. Up the Organization, Robert'TownSend.
F.o Each student will be able to ' F-1 Poor management . _ 1,3,5;7;8, 1. Behav{eral Concepts in Management,
K construct the managerial grid F-2 'Task management . .1 9,10,12,13, Hampton, McGraw-Hill; pp. 24-31.

" and graph-and five management F~3 ,Country Club manage— 1 14,17,18 " (currently out of print.) ,
techniques on the grid. (Illu- - : ~ ment I :
strates the relationshlp ; F-4 Middle Road manage~ - -

W between concern for ‘péople and - . ment :
, concern for production.) F-5 Team management 5
"G. Each student will be able to G-1 ~Democratic - 1.1,3,5,7,8, | 1. Businéss in Action, 2nd Ed., Bittal,
- .° describe the seven leadershlp G-2 . Mediator (free rein) .{ 9,10,12,13, Burke & LaForge; McGraw-~Hill; pp. 85-6.
..styles. ' o _ G-3 ' Combination of auto- - 14,17,18 |2, Business Principles and Management, 5th
: L . cratic and democratlc . s Ed.m Shllt/CarmlchaeI/W1lson South~
o o G-%""Autocratic . western. Publishing Co., pp. N26—M28,
- .- G-5 Charismatic _ : : S
" T - G- T Bysiness statesman ¢
~ .. ;-\\Q:) - . : [
0, ? : T
‘ . LA ; )
_ EE . -
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UNIT". MANAGEMENT AND_DECISION MAKING T P LT
TOP'C Management (Contlnued) N . ¥ ., ' o : IR S Y
| Performanc ,e' Obiecﬁve(g.) . Outline Occupations "~ Resources -~
{'H" Each student will be able'tb H-1 Selection . 5,17;18 .11, Dynamics of. American Businees,'Justis; Iy
v define the primary personnel 1 H-2 .Training ’ . Prentice Hall Inc.; p. 149. R /o
' management terms. . ) H-3 'Motivation -t - .7 -]2. Business Principles and Management 5th/
) _ L _{ H-4 Promotion . - o - Ed., Shilt/Carmichael/Wilsonj South- .
e ' e l; o 3 . g SR western Publishing Co., pp. 425,426,4%3.
o R : Ce : | -+ .. * {3. Retail Mfrchandising:. Concepts and
- - S ' Applica®ons, 9th Ed., Samson, Little
g . L ' S o & Wingate, Squthwestern Publlshing/Co )
; : ' _ : o Y. :
- : I L S s _ p ?53~5“ Lo
. . . > . . .. . . o . . . B . . . ] ) ) " ) . //

* 1. Each student will be able to. I-1 Maslow . - - | ALLY }1. Dynamics of Amerlcan Business, J@stis;
identify three major métivation I-2 Herzberg . S : ' Prentice Hall Inc.; pp. 147_52.
theorles : : "I-3 .McGregor . _ ' 2. Business Prpnc1ples and Managenient, 5th .

' Ed., Shilt/Carmichael/Wilson; South-
_ . : - . : : _ .western Publishing Co.,  p. 432.
T o _ : . o o 3. Management, 5th Ed., Flippo And
) i ST e ° i R - Munsinger; Allyn and Bacoh./.
. J. Each student will be able to 1 J-1 :qulne produpt or 1 8,9,17,  |1. Retail Merchandlslng: Congepts -and
-~ “describe how management provides’ service = . 18 - Applications, 9th Ed., Sdmson, Littlé &
.the de31red product or service J=-2 'Establlsh 1evels of, ' : A Wingate; Southwestern P 1lsh1ng Co.y -
(empha31s on. the retail level ) output ' L R T pp. 216=-275. - y
: :  J=3 - Promotion to move , : 2. Retailing, Buskirk & | sklrk McGraw—
~ to the consumer A y "ﬁill; pp. 234-285. -
' B o "1+« - 3. Business Principles And Management 5th
K ' -} - Ed., Shilt/Carmichagl/Wilson; South-
> R ' western Publishing/Co., pp. 133-169.
~ ) y ) N
\O : . .
. N “._4\ .
v ' \
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UNIT:  MANAGEMENT AND DECISION MAKING
.-TOPIC. Management (Continued) S ' SR o L _ . L ]
Perfomnance Obje(:tive(s) . Outline - Occupations o Resourc% o - {
K. Each student will be able to “K-1 Advertising needs 1 7,16 17, - l Retailing, Buskirk & Buskirk McGraw- |
- describe.how management K-2 Visual merchandising 18 Hill, pp. 315-83. ° : : \
establishes and maintains ‘ K~3-- Displéy - Lo 2. Retail Merchandising Concepts and
sales .promotion control. . K-4 Publicity P Applications, 9th Ed., Samson, Little &: .
L R N -1 K=b Public relations - e . - Wingate; Southwestern Publishing Co., . '
- ST o 1 . . ST ~ pp. 276~ 351
; .. o . : o : ' I 3. Business Principles and Management 5th
S A T E N Edy,.-ShiltdCarmichael /Wilson; South~ . -
" ' - - N T R _ 1 western Publishing Co., pp- - 173 192..
~-L. Each student will be able.to .1 L= Eookkeepinglsystems mﬁ,.7,18 l Retail Merohandising. Concepts and ‘ S
describe how management uses - | L-2 Budgeting . E R Applications, 9th.Ed., Samson, . Little &
‘financial planning/}n a business - k-3 ,Management reports _ . Wingate; Southwestern. Publishing Co.,
,operation. L-4 Financial .statements’ T - -pp. B64-519, .
‘ a. Balance sheet. : 2. Business Principles and’ Management, 5th
_ b. ‘Income statement |. o Ed., Shilt/Carmichael/Wilson; South- =
-} L-5 EDP . " : western Publishing Co., pp._377 416
N ) L/ . S N “ . ) . .
M. Each student’ will be ‘able to M-1 Types of inventory ’ 17,18 . - 1. Retail Merchandising Concepts and .
'describeohow management - - M-2 Selection of method(s)] =~ < - ~ Applications, 9th Ed.,. Samson, Little & -
. establishes inventory. : ' A R -} Wingate; Southwestern Publishing Co.,
' . : . ' o - . . pp. 470-478. .
- o . . . - ot _ "~ }2. Business Principles and Management 5th
L ; B S o R L - Ed., Shilt/Carmichael/Wilson; South-
: : ‘ T . . S western Publishing Co., pp. 229’233
3 e ‘ <
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“UNIT: MANAGEMENT AND DECISION MAKING : T
A — - - : - : : e
' TQP]C; Management (Continued) o ’ S
Peﬂormme Objective(s) . _Outline -~ Occupations . _______Resources _
N. Each student will be able -to N-1 Establish procedures. 4,5,18 . 1..ReQail-Merchandising:AConcepts and
" -.describe how management . N-2 Set rules -and regu- . ' A ications, 9th Ed., Samson, Little &
. establishes and maintains -+ - lations o %, o Wingkte;, Southwestern Publlshlng Co. y
shipping and r'ece1v1ngb 4 ‘N-3 Instruction of. _ B : " pp. 251-52, pp. 415-26. '
operatlons - . . - personnel: o - - .. . {2. Busingss Principles and Management 5th
L B ' ~ N-l Quality control - : . - Ed., %hilt/Carmichael/Wilson; South-
- o - : : . ' . - western .Publishing Co., PP 219—2@8
: . o : e : 599~ 619.
0. Each student will be-able to 0-1 .Pricing controls . | 15,17,18 "11. Retail Merchandising: Coricepts and .
describe how management 0-2 Buying controls A Applications, 9th Ed., Samson, Little &
-. determines and maintains .1 O0-3. Buying policies - . | b Wingate, Southwestern Publlshing Co )
pricing and buying: &ontrols } O-4 Pricing policies - ‘ pp. 237-246, 257-264. :
' and policies. .. S D . S . 2.'R§ta111n5, Buskirk & Buskirk, McGraw~
S - co : Hill, pp. 234-48, 251-265.
7 . R T o o e - 3. Busine s Principles and Management St
L B B ' ' : e Ed., - /Carmichael /Wilson; South- :
western Ublishing Co., Pp. 1]3 128,
| 199-210." . -
';P.\_Each student will be -able to. P-1 Functions_tq be - 18 o e Bu31ness Principles and Management Sth
o ﬂdescrlbe how office -management ' " ‘performed I - Ed., Shllt/Carmlchael/W1lson, South-. '
related to other marketlng © '} P-2 Improving and measur- R B ' -
-functlons. % Vg li . ing ~ ' ' L ' E
A : A f"iﬁf'P«3 ’Relationship to rest . T
O\ . e 2 x\Of the operatlon - L . o _ L
Ea LW T I ' . =
- l .
* . \ - - o ‘l . \l q‘t ’ @ ’
: v '
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UN” MANAGEMENT AND DECISION MAKING
- TOPIC: Management; (Contlnued)

Perfonnance Objecﬁve(s) . | Outline ~ . Occupations _’ S Resourc%

Q. .Each student w111 be ‘able to Q-1 Continuous process’ of _ALL._ | . =l;QBuslness Pr1n01ples and Management
define and explain the basic I+~ of collective - - {.- Edw, Shilt/Carmichael/Wilson; South-
concepts of collective bargaining . . . ' 1" western Publishing Co., pp. U479-490.

. bargaining and union management Q-2 Objectives and tactics} - - - . .|2: Business in Action, 2nd Ed.; Bittal,
relations. . ) : Q-3 Legislation. : . , S Burke & LaForge; McGraw-Hill, pp. 322-42
e o g ' S : RE "0 |3. Modern Retailing: Theory and Practice,
. * -} Mason & Mayer; Business Publlcatlons
- " In 270
- N " g -&l‘\/.’ yyo _)[U"[Co
S ‘| 4. Free Erterprise In the United States,
o L |.. Wyllie & Warmke; Southwestern Publishing
s T . o B " Co., pp. 85~J06. . '
R.. “Each student will be able to .| R-1 Careers. o ALL 1, Business in Action, 2nd Ed., Bittal,
' identify the careers and trends ‘B=2 Trends - -IQ T - . Burke & LaForge- Mchaw~Hill )
_in management. o o : I C R | pp. 499-504. P
- - o i - S 7} = ]2, Retailing, Buskirk & Busklrk McGraw—
o T - o o : : T , Hill, pp. 465-478.
’ : - : -’;J o ) 3. Dynamics of ‘American Business, Justis;
o ' < R I o . ) A ~ Prentice Hall Inc., pp. 512-520.
J ! \_.'
- ® ’ ol '
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II.

III,

“ IV,

' . asked that you come up with a plan of action to stem the tide of °

VI..

. RELATED CASE STUDY: Management and Decision Making -

.CASE‘TITLE° .The Decreased Sales Requires.Management Action -

SUGGESTED GRADE LEVEL: “Junior

: CASE OBJECTIVES The purpose of this case: study is to prepare
‘students with actions to correct, decreased sales. At the- con-
~ ¢lusion of this case students: will be able to: .. .

\'.

1o Determine the most efficient way to accomplish a job.

2. 'Understand a framework of policies and" procedures within
which to operate a business particularly in a declining - -
sales situation =

CASE DESCRIPTION McHenry s, a fast food operation controlled.

“through a decentralized system of operations, operates 46 fast

food stores in the Western United States. The company runs each
of these stores through a manager and assistant manager. The

company management sets goals for each’ of the fast foods restau~':

rants. to meet in order towimprove the overall sales figures‘
throughout the year. If a particular sgore or stores in the
system begins to-fall behind, the store manager must: come up
with a plan of action to. stem the lack of sales.. c

For the.first three quarters of the year, McHenry s stores all

-experience excellent growth. However, during the fourth. quarter,
‘one of the stores which you manage:-began to fall behind in sales.

McHenry ¥ called your office and expressed concern and have now

declining sales.. You feel, to some extent or another, that the’

decliningisales aredue to the surrounding econonmy but nonetheless

you feel some actions must. be taken

‘What are some of the changes that you would make in order to get

the store moving forward again? -

SUGGESTED SOLUTION (8): The following actions might be consideyed

by the store manager: . //
' /

.21, Consider sales motivation techniques-'such as contests for the

: fr1endliest employee, extra lunch time for keeping the store
in top’ notch shape, etc. This will provide an 1ncentive for
.all employees. . V
. 3

2.‘.Consideration should be,giVen to a special sales promot!bn

- which could. be run to attract added customers into the store -

~on 8low days

i
L

3. .Hold a store meeting and- talk about he problem openly witb .

- the employees, discussing the need for increased efficiency,
" attention to de%ail the importance in doing a job well etc.

if:‘é..ﬂCons der attractive displays or point of. purchase materials '

\

;.that"ould increase the on~site sale of . food products as Wellt'

, .;aa specialized merchandise.‘-~’

e 143 - s




Additional Resoutces
. . MANAGEMENT & DECISION-MAKING
: L
'"Training- Salespeople to Get Success On Thelr Slde," Mide ROdle
Sales and Marketlng_yanagement August 15, 1983, pp. 63\3?;

Modelnetic, Montana D. E. lerary

. “Manager N;;Eﬁ;he nght Staff " James w. Obermayer, Sales and
Marketip; anagement, December 5, 1983, pj 47

"Hiriﬂg and Ttalning; All the Better for-S lllng," Bob Woods, Sales

‘. and~Marketi~g,Management Spec1al Sector, August 15, 1983, pp. 58—60
/ "Manv1lle Trains w1th Style," John B. Dorsey, Sales and Marketing .
/' ) Management, August 15 1983, pp. 66-67.
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Introduction e o

. Entreprgneurship

A recent natlonw1de survey found that anywhere from 60 70% of Americans

the record number of small business fallures, mlllions of Amer1cans still

R 4 .
harbor the dream.' In many ways as the Gallup polls 1nd1cate, ownlng your own

business is somehOW'hooked up w1th the "Amer1can Dream "

'Interestingly enoﬁgh,'this,subject has not been-an official part of the

4

D.E. Curriculum Guidellnes in the past, although most D. E teachers in Montana E

d1d teach certa1n elements of . the subJect. The subgect of Entrepreneurshlg is

therefore covered in this. rev1slon for the flrst t1me. Of the many subJects
that could;haVe been covered in this:area, the.following.eight were chosen:

Ownershlp and Control . -
Location : j ' . ’
Financing = ' o '

" Personnel \ .

Promotion .. - - .
Merchandleng L e o .
Customer Services '

. Government Regulation

CRE

" The D. E. teacher is“encouraged to add other subJects as deemed necessary..

The case studles and resources at the concluslon of thls unit will provide

4

needed "real 1life". emphas1s to the subgect of Entrepreneurshlp
. . .

145

85
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dream of ownlng thelr own buslness. In sp1te of the perlls and pltfalls and \\\\\\;(
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- LUNIT: ‘EN_TREPR'ENEURSHIP ’
S CorL

-'_._’TOPIC Owner‘ship and Control | :'v i o " o I A

PerfmneeﬂbMve(s) o Outline o Occupations' Resources

. A. Each student will be able to '|A~1 Individual proprietorship ALL 1l Dynamlcs of American Business, Justls,
. explain the different forms of = - lA-2 Partnership L , \\Prentlce Hall Inc., pp. 41 59 L '
business ownership and which is- . A-3 Corporation : = R 2. PACE, Level 2 ‘Unit 5. : E
best'fon various types of "stores.- . E ' .

. B. Each student will determine _.'Bel'Local regulations ' ALL - . 1. Marketing, 3rd Ed., Mason, Rath &
" _the procedures, regulations .. |B=2 State regulations : : : . '} Ross, Gregg McGraw—Hill, pp.26-~28.
. ‘and. requirements for a business |[B~3 Federal regulations. S T 2 PACE, Unit 10, Level 2. , .
to legally operate in Montana. . |- - . , . . : , B o
.-C. Each séudent will be able.to ' |C-~1 Starting a new business ALL - | 1. PACE, Level 2, Unit 5.

‘1ist the advantages and dif- = {C-2 Buying an exisiting o L T
‘advantages. of stdrting a ngg : store | - y S - T .
business' versus buying an . = . | SRR : PR B S W
- established business.: o 1 S s - _ S UL
R - , _ . : & :

- D, Each studegt will be able to _ D-1 Franchiging ' - . = " ALNe {-1. PACE, Level 2, Unit 5.
“ o ‘list the advantages and dis- R S A .

./ - advantages of buying a franchise S s . . :
-/ operation, - . . . & - - A T

4 ' '
d,':A ‘g‘ \’:,‘ -Q
. . 4
~- *
« - N \l
00 - .
" i '
1 .4
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UNIT: . ENTREPRENEURSHIP

i

-TO?K.I:. Location’ o o SR

Performance Objecﬁve(s) L ___Outline Occupations _ ~__Resources
A. Each student will be.able to' = A-1 Downtown - . JALL " {1. Presenter's Guide Serie$; Location &
list the advantages and 'A-2 Shopping malls - - o Layout for Small Business; U.S. Small-
disadvantages of five possible A-3 Secondary shopplng T ' ' Bu31ness Administration. . -
areas for store location. - 1 . district : 1 . o ,
A4 Nelghborhood shopping " ' - . E _ ST
district . A IR ' ' ' L '

- AQS:Slde streets

(B:.Each student will identify . |B-l Fast traffic . .  |ALL 1. PACE, Unit 8, Level 2.

various., types of traffic : . | B-2 Vehicular traffic . . W 2.'The Small Business Handbook Burnstlner,
and the particular type- needed 0 . o - ' A\ Prentice- Hall Inc. '
for various businesses. o : . .
'-C.TEach student willvbe able to C-1 Chamber of Commerce . |ALL . |1. PACE, Unit 8, Level 2. -
list sources of business - , C-2 Staff officer of- e, - S \
" information available in most " . regional shopping o \
, communlties. ' : : : . -centers = "

€-3 Banks- -™ ,

4 County officer for g .
- Economic development’ a S
C-5 Federal & State - '
‘Government. Publicatidns

D.7Each student w111 be able to | D~1 Rent costs --5. ALL. ;' 1. Small Bu31ness Management Sulllvan:.
- choose between rental/lease D-2 Advertising costs . o ' ‘ - William C. Brown. - 0
arrangements and ownership | D=3 Ownership responsi- = y A 2. Small Business Management, Pickle &
- of properity. - . . 1 bilities ) R Abrahamson, John Wiley and Sons.
B . Tl 3
1 “" S . ‘»;
oy - ' '




. "UNIT: - ENTREPRENEURSHIP.
E B . X

.]‘QP]C;;- L‘.oc,ation (Continned)- : o
Peﬂom\ance Objecﬂve(s) | ___Outline Occupaﬁ(ms Resources
':E Each student will be able to. - . E»i.Competition 4 ALL 1. PACE Unit 8, Level 2.
identify specific factors on | E~2 Traffic flow -
site ldcatlon. e E-3 Transportation - : .
= o Efﬂ Parking & Zoning L
. - Ordinances \mq;
 F. Each- student will be able to" F~l.Select'a general area ALL 1. Presenter's Guide Series: Locatiowm & .
~identify the steps involved F-2 Look at. several.sites Layout for Small Business; U. S. Small.

':.'in selecting a business site.

/

88

within the general area

" on criteria

--on ratings i

"F<+5 Mgke a decision based

7F-3 Establish criteria for
—each site. -
F- 4 ‘Rate each site based L

»/

L
<8

Business Administration.
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. PACE, Level 2, Unit 8.

o

ST oY : -
-UNIT:'_' ENTREPRENEURSHIP / )
TOPIC: Flnanc1ng the Bus1ness .
Petfohhance.()bjecﬁve(s) __OQutline __Occupations _Resources
Each Student will be able to - A—l Resources needed o '_ALL - 1. Financing the Bus1ness, Small Business
.descrlbe why an owner needs to' A-2 Ralslng the money_ _ - Reporter Series; Bank of Amerlca..:
invest peérsonal funds in a _h‘ 2. PACE, Leve1ﬂ2 Unit 8. '
bydiness. '
_B.'Each student w111 be able to "Bal Equity financingl_' {aLL - 1. Flnan01ng Your -Business, Loffel John .
_explaln the difference between. . I'B-2 Debt financing 2 - : W11ey & Sons. >
equity and debt - flnan01ng. _ : o :
C. Each‘student will be able.to - C-1 sonal eredit ) ALL 1. The Smali Business-Handbook; Burnstiner;
- descrdbe the 1mportance of . . history o ' Prentice Hall, Inc.
'credit 1n obtalnlng a bank loan. { C-R_B 1e388 credit 2. PACE, Level 2, Unit 8.
"~ history ' v - . '
C~3 References ¢ ' ' - S
. D. Each.student will be abfe to. D-1 $1nancial statéments ALL l; Bus1ness Loans from the SBA, U. S Small
make.a presentation to a bank D-2 Capital requirements ’ ' Business Administration. :
financial officer in order to - ¢f a Business ' . }2. Your Business & the SBA, U.S. Small
obtain aﬁsmall.businessf- , D-3 Mﬁrketlng plan Business Admlnistratlon.

AR
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UNIT:.  ENTREPRENEURSHIP = = ' o o o o oo
- TOPIC: Personnel - - o o o . [
Performance Objectivels) - Outline : Occupations ' Resources
A. Each student will able to ' A-1 Job analysis - ' ALL - - 1. Personnel Management, Dressler;
determine the procedures - _A-2 Job description = . . o ' Reston Publishing Cou .
for hiring new employees. - A-3 Recruiting methods. : 2. Dynamics of American Bu31ness, Justls,
: - a.. Help wanted signs , Prentice Hall Inc., p. 1&7 I
. ‘ _ .1 . b. Newspaper ads : . ' I
-3 . ' ' c. Word of mouth -
o . ' -~ -.d. Referrals _ _
o ' ¢,§§3 o . e. Family & redatives
: ' . f. Employment agenci > .
- B. Each/ student will be éble to - B~1 Goal of tfaining_ _ ALL . - 1. Subcqséfui Mahagement'of~the Small &
- put [together a training plan B-2 Type of training ' ) : Medium Sized Businesses, Dickson;
for new %@ployees. B-3 Methods employed ' _ Prentice-Hall, Inc.
o, : B-4 Physical facilities - : ' 2. PACE, Unit 12, Level 2.
. {.. B-5 Instructor - ‘ o : o
A e 'B-6 Matérials = - | , S
./ BT Cost - | | ] \\;.__ A { e ) s
B-8 Evaluation A ot ' o '
C. Each student will be able to Cél Planning fALL | 1.-Business in Action, 2nd Ed., Bittal,
© - list the characterlstics of . "t C~2 Organizing - : . : _ Buhke & LaForge; McGraw Hlll, pp. 79-82
_good superv131on. _ / ) C~3 Staffing’ A --,- 2. Dynamics of American’ Business, Justis;
. / B C-4 Directing - . ' . Prentlce Hall Inc., pp 119~-121.
. o S C-5 Cc_mtr'olling_ oL _ B S : -
“D. Each student wili be able to D-1 Company description - | ALL - -Obtain_from.loéél businesses.
construct an employee ‘haridbook. D-2-Procedures _ ' ' . Q' :
: Y - D-3 Benefits S L .
© - ' ‘ D~ Spe01al services. .. T . , ' , o
o _ , . . _ L
2 -
r Vf...\ ‘ 155
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UNIT: . ENTREPRENEURSHIP o . -

- TOPIC: Promotion of, Business - S o o S A

R
e

Performance Objective(s) : - Outline - _Occupations
A. Each -student will be able to A-1 Selling goods &.\\\ - ALL
explain the goals of services S,
advertising for a bu31ness/ 2 Maintaining goodwill
"serv1ces ~3 Increasing sales -
: volume
A-4 Attract new or ex1st1ng
~ customers : .
~{ A-5 Introduce new product o /
: .. _ S " or idea : '
o : . , e g , & . o : e
B. -Each student will be ablé to - B—l;Development of - goals - ALL N R A Advertlslng, Sth Ed.,- erght W1nter & -
c@nstruct a basic advertlslng of campaign . o : Zlegler McGraw- Hllly pp. 128 189 '
campalgn for a bu31ness/ B-2 Selection of e R P ‘
service, ut11121ng the ~various merchandise/idea/ ST R T e
media. - N | concept to base thd SR S
S : ' ! campaign assured ' S L e e

Resources . %

1/. Advertising Campaigns: Formulation &

/. Tactics, Quera; Grid Inc., pp. 1-5.
;2. Advertising In the. Marketplace, Burke
/ McGraw—Hlll Book

‘ e B-3 Selection of medi , . )
SR - a. Newspapar' / ) ?
b. Radio ~ . = o~
¢c. Television /{ . -
d. Direct Mail e
T ' e..Magazines : ] . .
¢ " - f. Specialty Advertising - . ‘
C ' g. Trade-Journals . .
. . A . h. Outdoor . Ty,
. Sy i. Yellow pages : ;
. | - j. Other AN
. r : . ’ \ -
0 . .
S
R 5 - & B I
15‘,’: A5y
. R , A L IV A )
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~UNIT: ENTﬁEgRENEURSHIP
TOPIC: rpromotion of Business ('Continued)_' i
. ._v. - : " W
P%ndtnnnance:CNzkxniue&ﬂ _ ()uﬂane Occupations Resources
c. Each student will be a;ie to C-1 Interior displays ALL 1. Retail Merchandising: Concepts & _
_‘plan for a complete store- C-2 Merchandise presentation ' Application, 9th Ed., Samson, Little &-
layout for a new bus1ness. C-~3 Point of purchase Wingate; Southwestern Publishing Co.,
' : :  displays pp. 321-324, .
C-4 Window displays 2. Advertlslng & Displaying Merchandise,
« ™ ~ Harlan E. Samson; Southwestern
\\ Publishing Co.
. S — N ) _ : .
- D: Each student will be abie to ~1\&pproach ALL ‘1. Marketing, 3rd Ed., Mason, Rath & Ross,

a4

demonstrate a plgf of sales
. training for new employees.

~ E. Each.studént will be able to

'list a range of activities

to.support promotional plans

”
M

0
N

D

D-2 Mérchandlse presentatlon
D-3- Overcoming obJectlons
D-4 Closing the sale _
D-5 Sale of supplementary
rarticles -
Departurextechniques

Conrtests or ames
Special  endorsements
~Fashion shows

Special evening sales
Demonstrations

ALL

Gregg McGraw-Hill; pp. 346-356.

Retail Selling, Bodle & Corey; Gregg
McGraw-Hill, pp. 230-281) .
Personal Selling Foundations Process &
Management ‘Enis; Goodyear Publlshlng
Co., pp. 115-267.




UNIT:" ENTREPRENEURSHIP e
TOP IC: . Merdhan.dising _ ; -. L - T .8
__Perforihance Objectivels) . Outline ___ Occupations . Resources |
A. Each- tudent}will be able to. "A-~1 Delivery . . 7l ALL. 1. Recéiving Controls,’ Ohio D.E.
: handl¥® the basic terms.for A-2 Discounts IR : Materials Lab, pp. 3~14. = *° :
~ordering merchandise. A-3 Dating =~ - - ). Retall Merchandising: Concepts & :
- o A-4 Sales terms . ' R Application, 9th Ed., Samson, Litkle &
' ' : ' E N "WLngate South Western Publlshlng Co. -
- 0 ' ' ,
. - 1. A o _ S '
- B. Each student will be able to . B-1 Data orderedi - ALL 1. Retailing: Pr1n01p1es and Practlces
v describe the basic information' | B-2 Data delivered _ Tth Ed.,:Meyer, Haines & Harris, Gregg
- contained on an invoice. . __323 Special shlpplng : -McGraw-Hill, pp. 136-144,
' T ' - instructions I E 2. Modern Retailing Managment, 9th Ed.,
¢ B-4 Amount purchased ' _ - Duncan & Hollander;; Richard D Druin,
B-5 Price of merchandise- . : Inc. : o
_ B-6 Terms of payment . o \ - .
! B-7 Prior credits received ' )
"' C. Each student will be able to ..~ | C~1 Inventory control & . | ALL ;I.~Retail Merchandising: Concepté &
' ‘explain the importancé of . . pricing rationale _ - Application, 9th Ed., Samson, Little &
marking merchandise- for marklng C-Z Price ticket 1nformat10n L ' Wingate Southwestern Publishing Co.,
and coding of tickets.-’ - C-3 Methods of marking - |- - pp. 427-435. - - : v
: o C~4 Remarking merchdndise - _ . 2. Retailiing: Principles and Practices, T
- o AU R Tth Ed.,'Meyer ‘Haines & Harrls, Gregg;_'
. £ . - McGraw-HiN; p. 301 e
g ” ,
. 0. , i o
\,) .
O '-:(_ ": .‘-
w B
. : N R
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~ UNIT: - ENTREPRENEURSHIP

TOPIC:’ _Customer Services™ = = - DT

Peﬂonnance Objecﬁve(s) ... Outline _ _~ Occupations ~ - Resources
~A. Each student will be able to = |A-1 Requ1red payment period ALL - R PACE, Unit 15, "Level 2.
‘identify the factors that go - . |A~2 Customer! sgpast payment _ : S
“into. setting credlt limits. |- record . : SN

A~3 Customer's potent;al for

- future payments

B. Each student will be able to B~1 Customer's name. - {ALL * . - {1. Business Basics, Cons¥mer Creditaaé; N
. list the information to be .} B=2 Customer's address - i Self-Instructional ngk@et U.S.. Small ~

maintalned for credit records. -{ B~3 Maximum amount of o T _ Business’ Administratlon washlngton,

_ o | credit allowed = - D.C. e .

o T e . | B~k Date each item i's =~} . . _ T o

- o ) B purchased : : - _ - :

| B~5 Ttem that is purchased | - R B

. | B-6 Amount of each purchase '

.+ | B~T .Amount of each paﬁment

' - received and the outw

standing balance R N ;

C. Each student will be able to - C-1 Accurate invoice ALL" |1. Business Basics, Credit & Collectioris:
' identify effective collectlon T Zpreparatlon : ‘ ' . » Policy and Procedure, A- Self—Instruc~ ;
procedures. _ : . {G~2 Prudent .use of cash . 1 - o .. tion Booklet; U.S. Small Business
L ' L dlscounté o . ' ¥ Admlnistratlon, Washington, D.C.,
C-3 Understanding payment : A o ' - o
1 terms _ ' . - ' -
1Cc-4 Tlmely_preparatlon of
. . customer statements
o C-5 Send follow~up letters _
1 to delinquent accounts oo 5 P ' p
.C~6 Assess delinqueticy ! . ' e
_ _ _ _ : . : charges L ~ N . Y :
¢ P o ©. . {C~7 Initiate collectlon : . : o T
L o : _ * policies . | R I _ v

e

873

+

e L e




‘JPQYT ENTREPRENEURSHIP ) . B
"-' > o / ° ° ’ 4
-'T()Pﬂ(:; 'Customer Services'(Continued) - . , n '
Pbﬂknnnancm:fﬁﬁecﬂve@a ¢ Chnhne A Ehaxxuces SR

D Fach student\wlll be abs
list the four "C's" of

E. Each student will be. able to
~ "list the advantages of -
extendlng credlt

F. Each student will be able to
list four dlsadvantages of
extending credit. :

.
. v
.
)
\
.
C\O —
wu [
v
ré

wle

. [Aruitox: providea by exc [

>

-

1 Character
2 Capital *
3 Capacity
b

D
D-
D-
D-
E~1 Increased sales ™.
E-2 Repeat sales.

E-3 Building goodwill = ..
E-4 Provide a maillmg list "

Condition;s .~ .. v

for the store T -,A(.

revenue from dellanent
and uncoilectable o
accounts .. .

.
" v‘ ..
.- e
[l
-
.
“
[
-
-
]
. .
Fond f_.
LS

F~1 Need more. capltai '
F-2 Costs are addltlonal
F-3 Increased returned

' “merchandise. 5

F- 4 Possibke 1ldss of - .

1. PACELEQWit 17, Level 2.

3 .-
l PAQE, Unit 17, Level 2. K
2. Business Sfért Up Basics, Dible,
Entrepreneur Press. ‘

The.
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UNIT:  ENTREPRENEURSHIP :
IR . . . ’
TOPIC: Government Regulation * - @
: . TTTETTTTTE T Ty :
Performance Objective(s) " Outline* -’ Occupations _ Resources_
A. Each student will be.able’to . - |A~1 Promote & protect a .- ‘|- ALL - 1 How to Start, Finance, & Manage Your:
~ identify the purpose of, 'heaIthy.society ’ ' . Own Bu31ness, MancuSOJ Prentice~Hall.
governmental regulatidnSa_, A-2 Promote competition. i Ine.
P ‘ ' A-3 Examples: 1 2. Maximizing Small Bu31ness Proflts
_f a. Standards for pure i}v _ Prentlce Hall Inc.
: food &. drugs - .
| " b. Pollution of the "} .-
n ‘ eminent . -
. : .c. Fair employment- s
\f : practices . - L
B. Each student wnll be able to B~1 Occupatioﬁal Safety ALL. 1. The Future of. Bus1ness Regulatlon
- identify four sources of ' & Health Administration ' Weiderbaum; -AMACOM. |
-regulatlon. t o |B-2 Env1ronmenta1 Protect-' 3 2. PACE, Unit 10, Level 2..
} B . " ion .Agency . ) o —e' Loy MEVE :
ot B-3 Federal Trade Comm1331on ,
v -B—M’Equal Opportunlty
g * " -Emiployment Commission, '
. R 4t L ) n' . .
C. Each student will be able to C-1 Individual Income Taxes ALL - ‘ly'PACE Un1t 10 Level 2. .
"~ list the types of federal taxes C-2 Corporate 1n00me taxes : 2. How to Start Finance & Manage Your
appllcable to a bus1ness : C-~3, Excise ‘taxes _~' Own Business,. Mahcuso; Prentice-Hall.
. , C-lU Employment taxes - Inc. . ,.,‘ K A
s - S ' C-5 Social Security taxes R o
S C-6 Death taxes .
Each’ student will be able to = |D-1 Busmes-g/-reaL& . ALL 1. ,PACE Unit 10 Level 2 U S
list the types of state taxes ~ property taxes 2. How. to Stayt Flnance & Manage Your ST
.applicable to a Busipess. . D-2 Gross-receipt & sales " Own Business’, Mandvso Prentice-Hall = . . ¥
* . SR ' taxes (in most states) Inc.fﬁf:;;ﬁ"A_ S
: . D-3 Business automobile & » S
A B truck licenses - - "
’ e . D=l Workmen Compensatzqn - . -
T . . Insurance premiums B .
AN - D-5 Incorporation fees . gg;\_'
o 1 6\; - D-6- Employment taxes ) S L
. R L T A o
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UNIT: = ENTREPRENEURSHIP S b
: " . P i
“TOPIC: Government Regulation (Continued) b
Performance Objecﬁve(s) . Outline - Occupations ¢ Resources |
. - . - R i -
' E. Each student #ill be able to E-1 City, school dlS'Cl"lCt' ALL 4 1. PACE, ‘Unit 107 Level 2. = |
\ - 1list the types -of local taxes and county taxes : ) ; , S
: appllcable to a busmess E-2 Business licenses ; j ,
" F. Each student, w;ll be able to | F~1 Reporting of fedéral ALL 1. PACE, Unit 10, Level 2.
-explain the witholding of /' witholding income tax ' i - :
federal payroll taxes preocedures. and Social Security ~ |
' . S C taxes as per form 941 | '
. F.2 Dep031t1ng ‘the f‘unds - - ,
o . ~ witheld .
L F~3.Explanation of  .form ; .
941 & W-4 ; ’
) ' - C . .
o N N I
A . ¢ - '\%
/. / V
.\ C
e >/' s A - - ° »
. ! ' . A\
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g ‘ .- L. CASE STUDY: Entrepreneurship
e : : . c e o | to

§11 CASE TITLE: . Understandifig Promotional Mix
. / \/ III. SUGGESTED GRADE LEVEL: Senior

IV. CASE OBJECTIVES: The purpose of this .case study is to help students.
© - understand the promotional m{x as an-integral part of a business. -
Developing a promotional mix for a business is an important consid-
Y . eration whether-a person is in business for himself/herself or:-
- works. for a major-company. At the conclusion of this case study
each student will be ablée to: o '

1

1. Detefmine~the usefulhess of promotional activitiesg

2. Know how to apply.the faétof'of,cost to,the promotional
“activities, S b
3. 'Understand how a smaller business ig often confronted with
- competing with -a larger business. /. Co
} 4 . .Détefmine'the significance'of:locéfigﬁ, merchandise'mix, énd '
© competition: for a small store.- ' ' : -t

. ' e j V. CASE DESGRIPTION:*-Youzown Kosy's Konvenient Korner -(locally. known
‘. .= as the "KKK"), a small sporting good -store that carrfes- quality
' : ' -merchandise; furthermore, it should be noted«that Kosy's is rhe

only: sporting gbod, store in 01d Overshoe, Washington. -

© .01d O¥ershoe is a city of 22,222 ~people... The average community

' “resident-is 38 years, 3 months, _ one weék, two days, and 22 minutes
7 >, 'of age.. »The main source.of income is the International Paper
"' sProdicts,. which produces "90% of the U. S. govéfnment'é\paper neéds,

. o - ‘f. ‘a large activity, indeed! - There is another IPP divisioh that
L e ~ mahufactures 40% of ~the home paper .products used by.the country's
. .families, ' a ' - )

o v ’ S ! . : : .
' ' - Another important employer is Brace's BountifulBrickworks, .- -
Plentiful Purveyors of Pretty Pieces of :Pottery, specialized . . - -
. . products made from concrete, "and, lime, and glass. Products made |
. . - . by BBB, PPPPP, Inc., are very popular with national and international
' ™ " chain,stores. The best selling product is the artistically
executed 3~ by 2-foot concrete dbnkéy*énd«cart'combination that

¥,

graces so many elegant New Jer§Ey~fronthawns., i

The. cohmdniﬁy,i%,ldcatedfin a’rgcféational area ‘frequented by . ;
outsiders as well as the residents; it is near lakes, mountains, . .

4 . - © : el

- . . NEeN - et RN .
‘. ERRPE . e,
o .. . ot . . . i

< -

[ Y

. . « - L - T 2

_ *This case study is quoted from Economics and Marketing: “A-

-Unit of'Ihsgruétion;~ teparéd‘by:.NEEley:and Wilson, Office of

'  -the'Superiptendent~'d'.Pub%}é Instruction, Marketing and Distributive
Education, Olympia, Washington. . - :

99 -
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and campsites. It has‘recently become popular as the site for | ,

.. ~.. - annual meetings of West Coast motorcycle groups,_including the e ~

e  Cuddly Tiny Teddy ‘Bears. On their last“visit to 0ld Overshoe the '
T Cuddly Tiny Teddy Bears were good-customers of. the local stores,

\"including the "KKK" where they bought the total sfock of knives,

baséball bats, bicycle chains,; .and other needed products to, keep - 1' e
S .the real bears away from their private campsile which was - located :

R, somewhere in the deépest . reaches of Mother s Arms Mountain. .
. Lig ,

ﬁXQur business has.been open for 12 years and has been successful. : “f\~i
: Kosy's Konvenient. Rofner\has always offered Quality products and « = . i T
exceptional service in~a’ friendly, relaxed hofpe town atmosphere. '
"Word of mduth advertisiﬁg" fro@Lsatisfied customers has proved. to

R .° .. . .be your best promotion. _ . -
‘ _. | . K “u \.\ -_ R \“‘%‘.\: ' . a\. :A . . q- ) E . . -. 'S
;\' " o Jay~Mart, a large chain sporting good store recqhtly opened a' T . _
P . - new store in your community.’ This store, ‘a major operation, is L :

o o - _your closest competitor within fiftx\miles The new- store has bee&g'a
o h ~ using radio, television, newspaper, and direct mail advertising to
ST ' ~ make. the community. aware of their discount prices.on a variety of. N
e e name brand merchandise. 1In addition, Jay-Mart_ hds a “full-time g TR
S technician for repairing, modifying, and adJusting\all the me::fgndise
- " sold. Each new customer is offered an initial 257 di discount 11
' purchases made during -the first visit. AND——Jay*Mart guarantees to
e . undersell.__z business on n;z merchandise. R

‘ T . You get the impression that this new competitor wants you’ out of - -
' .+ business. : o _ B Doc L :

PRV

A recent meeting with your CPAAreveals that store sales are down 354.
You are alarmed at this decline. As the store's. owner, you must - . -
act to protect your investment. What will you do?-

1. 'Will promotional activities help’ ] o | _ o -

'Z.J—How much.can you afford to~advertise7— I S

3. Is your location alright or Wbuld you be in favor of % : : a
: changing ie? - - _ : s '
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- . S _l-. REWE STUDY Entrepreneurship ' "'“.. T | o “
S ) - B ’ " ' ’ "\ ... y- ".. o
. - IT. CASE'TITLE Locating and Establishing a Pizza Parlor '
e IId. SUGGESTED GRADE LEVEL. Senior o f.- e
Lo S : , e
© IV. CASE OBJECTIVES' The des1re to establish a business is ‘the ,
% dream .of many young ‘people. Among’ the many factors affecting W

fg? this. decision are the decisions on identifying potential customers,
. " " knowing where they are located, etc. At the conclusiqn£gf this
/f‘f . - - case study, the student will be able to: ' _ :

N

smvarrys

Identify the Potential~customers-of this busthess. U{/.
scertain the potential number of customers

emmrrem e 2 S ,-:\';"' ~ut\-’.: e i - w‘ 1 . ,‘ - . T

e O Understand where the potential customers are located

Cow delight. Their friends all agreed that it was better,than¥c0uld be
. "t obtained aﬁywhere in the city of Millersburg R PR

With a small savings, Ron"aﬁﬁ,Diana decided to market their.piéza'ﬁél
by opening their own pizza parior business, to be called "Grand- = .

fathexs' Pizza Parlor "o “ﬁ$§g§$_-_ . . A e
' S Their business l be located on the main street in the downtown
Co .:A_[w'_ ’.. _ .area with poor parking The population of Millersburg is~ 31¢OOO
- - . In the city there.are 'already Testaurants serving pizza. The '*j B
. ° = community is family oriented with the averageﬁage of 29. The TR
‘communityuhas one‘high school : . . o g
“ _hon did ‘some ?esearcb with the 6tate department of economic - o
' .. development and, found that the average Ameriecan eats pizza. l 85 -
S ‘times-per month The average~pizza sale is $9 .35. - 7 - .
LY - . ] e . B
Teo e _"How would you suggest that Ron- determine the answer to these
- . “three questions7‘ S . :
ST w l.:‘Who_are potential customers? _
5 ) 'f..‘“ 2. How many-age there? T AP -
;.r,fi“ffLV-ffK;;",Bw.'Where are;they locaeed7

" ~.-VI. SUGGESTED: SOLTUION(S) Discuss with students exactly hoiv they«would
. go about drawing figures from the’ 37 000 people.in the town. T

Be sure they understand the importance of the physical location
-of the business. : : .- S L - L

S P, e ' .&

& - - f o e . —_g

“*This case study- is quoted from Economics and Marketing. A

V. CABE&DESCRIPTION * " Ron and Diana make a pizza that is-a.gastronomical o

emrtegl o

e e e e

;5if*;f3;7'f%%* "'Uniu of Instruction, prepared by Neeley and. ‘Wilson, Office of . -~  °,

Eduaation,.Olympia, Washington. v

) DURPER (o

" the Superiedtendent of Public Instruction, Marketing and Distributive I o

woks



_ L . , Economic§ & Marketing Agk
. i B %; . _
: _ The statistics regarding a typical high sch_ol student s. knowledga S
) *
of.economics*are appalling at best, according to th% Jdint-Council on - . .

- L -

‘but nonetheless until the last few years did not’ spend much time on

L3

I teaching_Economic Principles. Today this picture is changing somewhat.

a X

fo. erry\Anderson, Director of the Montana Joint Council on_

8.

Education and Dr. Norm Millikin, Department Head in Vocational Teacher

-
"E

Education at Montana State’University,are working jointly to improwe .

the quality of teaching in economics at the high school level

This unit on economics should provide the necessary basics of

o

N o economics to teach-your D.'E. students. The resources listed prov1de

. : o | ; M | R :W o
II_ _ o interesting'aids_in teaching economics“while the_case studies help to

- [ .
.. . R . . . - ..
4 .
\ »

stimulate'studentsﬂ thinkings.' R L .

N




¢ V .- - . ¥ h - - .
..\ Y , o, .
ONIT: . poonowzcs + s X | -
TOPIC: Competition = .. " . R R
- . . | : ' ._ § . ) | ‘ --’,.,' = - N J,.' o . -
__- Performance Objectivels) Outline fupations i< Resolurces R L/
A. - Fach student will be able to A-1 ‘Pure competition ~ A " 1. Retail Merchandising ' Concepts and '
explain. the theory of economic - A-2 Monopolistic =’ - N _Applications, 9th Ed. Samsdp,v ’
) competition ' - competition, - ' - Little ‘and Wingate, Southwestern
: A~3  Oligopoly 5 Publishing Company j
h . A-4 " Moncopoly. . . 2. Economics for Young A@éricans;
& ' _ . “ \ - Phase II, U. S. Chamber of Commerce,
o8 o T : & Washington, DC ' : _ T
B. Each student will become Rl B«l’_Entrepreneur Ali_ lfﬁBusiness Principles and Management,
~ familiar with how free B~2 Free enterprise - 7th Ed., Everhard and Shilt, South= =
interprise fits into the" : system .+ west Publishing Company. ° : D
scheme of competition . B-3 .Revenue 2. Life Skills: , Basic Economics, e
T Ce. TR B-4 Profit ' Understanding Basic Factors,. - ’ //.
' B~5_ Loss VSod&ety for Visual Educationa, Inc., °
: s _ I : R . 134 Diversey Parkwaz, Chicago, 11 i
L " 60614, |
. L . - . . i . @ ) _— e .- - .' o - ) .
C. Each student wilfﬁinow\\k£ ~ £~1 Employemnt, <A1l - 1. Business Principlés and ‘Managgment,
the advantages of competition - C-2 Consumer benefits v -"7th Ed., Everhard.and Shilt,.South-" -
' ' R S west Publishing Company . '
_ ' T 2. Economics for Young Amerjcans, _
. . ‘Phase II, U. S. Chamber of Commerce,
- . ’ . Washington, DC * ' : '
v . ] . . ~ . . .
D. Each student will understand {.D-1 Land * All 1. Business Principﬂes and Management,_
- the basic factors of economic D-2 " Labor o 7th Ed., Everhadd and Shilt, South-
production R D-3 Capital _ . _ west Publishing’Company
s D~4 Management 1+ 2. Retail Merchandising: Concepts and
S T A - Applications, 9th Ed., Samsom,

"Little and Wingate, Southwestern
Publishing Company '

-
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UNl’l‘ ECONOMICS -

TOP[C Opportunity Costs

Peﬂorninnce Objecﬁve(s)

N

— Occupations Resources
‘A, Each student will be able to .A~l -Giving up .on thing -to | All 1. The Kingdom of Mocha film from
“define opportunity costs - . get. another thing ' Modern Talking Picture:Service , -
) o e e "A+2 Diredt opportunity Film Scheduling Center, 2323 New.
g - costs Hyde Park Road, New Hyde Park i
" > ©A-3 Indirect opportunity . HY 11041
:{ costs ‘ - i 2. You Pay -for What You Get; Qur .
N ; Aﬁ? Measuring alternatives ~ Economic: System,Consumer Information
. . Center, Dept. 703, Public Relations’
\ Sears Roebuck' & Co., Chicago IL 60684
.B. Each student will be able to | B~1\_Deeision«making_for ‘All ~1. "In the Marketplace," Economics
'explain the dynamics of , xindividuals : Project Book, Dr. Norm Mitlikin, R
decision-making ‘when con- _ Prioritizing process Department of Business and - 0ffice "/
- fronted yith different . ~“Budgeting process. Systems, 315 Reid Hall," Montana
opportunity costs . B~2 'De323i0n~making for State University, Bozeman, MT. 59?17-..
S . " governments e . -
~ Budgeting process _
p involving the wants ~ r
and needs of inter- .
r. , . est groups- B ' -
' B3 Decision-making Ffor
A ¥ a7 ‘business . . = -
i , - Productioﬂ‘ - . * .
3 . " - Marketing " T o
. f : K - Expansion ;- i , s T
. \ ST : :. )
) \": 4 . :/ .
- ) . . ;;' 3
B N y -
o oE £ A :
~. i : ! o N
R 2 | R | 2 _1'723 /
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| .UNlﬂT* " ECONOMICS - ~ R
’ S C s o) L. : -
TOP[C F‘u'ncti'ons of Money_‘ . N
Performance Objecﬂve(s) | - -Outline  © Occupations ~___Resourges -
: o e N : oo Lt " L
: A Each student will be able to A-1 Medium of ‘exchanpe, "A1l 1. Fundamentgl Facts About U. S, Money, .
. define the four functions of A-~2 Measure of value_ ] Federal Reserve Bank of Atlarta, - *-
money o _ : © A-3 Store of Value - - e Information Center, Research Dept
“ . \ A-4  Standar of futire Federal Reserve Station, Atlanta, -
° o payments : .. GA 30303, . N A
. P o L S -l 2. Economics and Marketing,. Blaine L -
' - ‘Y ' ‘Wilson' and Kurt Neeley, State of. R
.\\,\ . RS -, Washington® Offlce of Public/ cel T
_ I . “ : Instruction .. . . .,‘ . .

- B.  Each student will be able tg B-1 " Gold . D prALL | \i Fundamental Fdcts About U. S Money, A
.. identify the differences among | B-2. Silver RN +| ~ Federal Réserve .Bank of Ablanta,- ST e
different kinds of, coins 'B-3- Nom-8ilver - - " Informatidn Center, -Research ert P

% . . o B-4 Minting . R -Federal Reserve Station, Atlamta" o _;'-
- ) ) . . .__‘_ .,4 - ,,,.._ . | | - ..”- . A. GA 30303 . Y . r ; ;
- e 2. Economics and Marketing, Blalne IR
‘ _ wl Two © -Wilson and Kurt Neeley,*,State o; et
. e e, "Washington Office of Puh’lic R S
- ' p . e S, K . S R R Ins.truction "_.'__w,;,;x. e e - R ,
C. Each student will be able to™ | C- k‘ Mmey déﬁined il All ' :. ,G'l;. Fundamental Tacts l,\bout U S Mone‘y,s "
' write a short definit:ion of . | C- 2 Money explained » A " -Federa] Reserve: -Bank qf Atlantd; - - RN
~money R B _ . T _;:'—':_‘Irtfo‘rmation Center“‘ Research Dept _ ﬂsfv
o ' PR IR al. Reserye‘ Station Avtlanta, 0,,' 5
_ - GA- _30363 G ER L, T LT
: ’ . i L S URRMRE Y ST . g' .
D. ' Bach student will be able to - iE 1 Genuine or (,ounxterqfeit" Federal .. .
'distinguish the various U. S :'-'3 . ‘Resgrve Bank . of: Minneapolwis Off;ice ey
currency backings e, of Public informhtion,\ 250 Marq‘tx‘ette ,‘__‘l;' :
. . o B Avenue, Mlxlneapolis, MN 55480 SR
- P . R ) . T S S ; oL '- . .’_ =
E. .;.I}ach student w111 be éble to.. | E~1 :1‘1". Genuine orf' Counterfeit'? I‘ederar
‘distinguish between genuine . E-2 ' “HETK ¢
and counter.feit '



puréhasing of éqonomicfgnoda
and servicas 3 '

T

. physica1 object STt
~ Fconomic -service. - |

-3;individualxy p&rchasa
'§mCapL'a.; :

aétivity ‘ang’ honw. ﬁ;f;fn 
physical godd“ ~" ,,1;.31 

"- .

\'-I Life Skills'

_ 1. Economics and Markeﬁing, Blaine
", . Wilson-and: Kupx Neeley, S;ate -

l Economies and Marﬁetlng, Blalne
- Yilson @nd Kurt Neeley, State.

of Washiqgton Olfice of_Public _..fi.f

“o

Iﬁstruetiqn.
2 Economic Learnfing -

- ciivity Packagesa

Interstate Distributive Education

Curriculum Cdnsortium, Ohio State ’ﬁ

Uﬁiversity

,’1345 Diversey Parkmay, Chicago, IL
60614

0"t

'of Washingtoq_Office of.Public

R

;1 sBusiness Pripciples and'Managemgnt,

#th Ed
;*westernﬁ?ﬁblishing Co,dp 432
”_yhamics of American Buginess,ﬁ_y

3asic Ecqnomics,~~iiﬁf;
Undérstanding Economié” ‘Trends, %o
‘Soctety: for Visuals Educgtion, Inc.,nw'

E]

'L Incus pps 147~ 52,

1

Eco',mic Leanning Actdvity. PaCkaBRB,ff? r

Interéta;emDistributiVe Education e
€ ~ Ohic”Stat
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- UNIT: “gconomics . 3 y - .
" TOPIC: Pricing ? :
L & . . : e - ) . o4
[._Performance Objectivel(s) | _Qutline Occupations " Resources
_A. Each student -will be able to . A-1 Supply | All - 1. Economics for Young Americans,
understand “the essentials of A-2 Demand L - Phase II, U. S. Chamber of
price . » - A-3- Allocation/rationing Commerce, Washington, DC. -
. 'fj' A-4 Elasticity of demand 2. The Economics. of Marketing, Mary.
<7 S : - Klaurens, McGraw-Hill, Second.
. Edition, 1978
B. Each student will understand. B-1 Price axis: "All 1. Economics for Young Americans,
- " how price is determined _ | B~2 Quantity axis- ' Phase 1I,.U. S. Chamber of
S N B-3 - Equilibrium point’ - Commerce, Washington, DC.
. B~4 Demand schedule 2.. Economic. Learning Activity Packages,.
o B-5 Supply schedul Interstate Distributive Education
' S -} " Curriculum Consortium, Ohio@State
- ™ Qﬁ\ -f University.
C. Each student will become famil-{ C-1 Obsolescenceé/ All 1.~ The Economics of Marketing, Mary
iar with additional factors C-2 Custom produdts ' : Klaurens,; McGraw-Hill, Second
Jaffecting price C~3 Psychological E\Ici Edition, 1978.
C-4 Pricing policy 2. Life Skills: Basit Economics,
. C-5 Cash -vs. credit - Understanding Basic Factors,
‘purchases .. Society of Visual Education, Inc.,
' ’ 1345 Diversey Parkway, Chicago,
L IL 60614 : l/ . .
D. Each student will understand D-1 Money shortage All - 1. Economics for Young{Americans,
y how price inflation occurs - D-2 Interest rates . ' ’ ~ Phase -II, U. S, Chamber of Commerce .
' ' : .- ; ' B | Washington, DC. e \
o SN i e - - ». \
E. Each studen will understand- | E-1 Govermental regulatory All 1. “Economics for Young'Americans,
;h. how government c0ntrol affects agencies . .Phase,. 11, U. S. Chamber of - Commerce
' price . - o / E~2. Business reporting Wasﬁgngton, PC. - . _
s u ; procedures _________ o o
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TOP[C Taxes Pand Economics

. 'U o A

Permelance\ Objecﬁve(s)

Occupations.

Resources

A. Each.student will be.able to
explain tie 'difference
between direct and indirect .

. taxes’ -

.n

Each-student will be- able to

wnt

. * '{_B.‘.
- -

give examples of taxes imposed.

' on’individuals and businesses
at the gtate and federal tax
level . S e

. v

'“““T? "Each student. will be able to
" identify ‘the main sources of
income ‘

'8(.)1’,

.Allu Direct - passed on -
-A~2 Indirect "~ hidden -
- ‘ o

4’ . ’ -IA

B-1 Federal direct taxes,

ALl

-\.._.-/

{ N

All
..~ Income tax
- Social Security’ tax
- Estate tax .
'~ Unemployment tax
. Federal indirect taxes |
wo- tires ,
- = airplane tickets
.= alcohol ’
.~ cigarettes
. .State direct taxes
‘- auto licenses '
- personal income '
- corporate income tax
State indirect taxes
= alcohol
v cigarettes
4'utilities

Federal sources of | Al11 _\'
* income : o _ \;:,-E
- personal income tax '
~ Social Security tax
- gift tax S
-~ estate tax
- - corporate income tax |-

. .

C~1

185

. Life Skills

Basic Economics, Under~
standing  Basic Factors,: Society for
Visual Education, Inc., 1345 Diversey

“Parkway, Chicago, IL 60614.

. Here Are Some of The Taxes You Pay

- Standard Federal Tax Reporter 1978

- Index, Commerce Clearning House, Inc.,

1978.

”Analyzing“Tax Policy: A Resource- -
Guide, Joint Council. on Economic
Education, New York, NY.
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UNIT: EconoMICS ooy ‘ ' ’
:”.}f()Fﬁ(:; Taxes and Eéduomics (Continued) ’ c .
. [ ] . | : | . . . ) "-.4 ) ‘/ A. . R . o “‘A . ‘ .
; Pgrfonxxance Objective(s) - Outline Occupations __ '3 - Resources - |
‘. D. Each %tﬁéent will be able to " D-1 Welfére-j.fn., “All : 1. Analyzing Tax Policy: ‘A Regourcg
identify theAgburces of " D-2  Public schools - .- v . Guide, " Joint Council on Econemic
gqvernment spending D-3  Defense’ P L Educatiqn,.New’Zoik, Ng.'
N i "D~4  Highway S . . :
' D=5 _PQliqeﬁServiqe .2. Economics and Marketing, Blaine
’ D-6  Postal Service:-. Wilson and Kurt Neeley, State of
- D-7  State or federal or _Washington Office of Public
: * "~ local subsidies Instruction. ), :
D~-8  Etc. ' . ? Co- -
s - . b .
\ [ -t M
/. -
< ? . '
" R / .\. . AR
. v -
H / . - l .
. ' ’ e *
N ! o
) P :
[ 7 gn [ i o
Y N
H o i
3 N ~
.-r. \ ‘
' :
. 4.8 LY ’ . b. . ) ’
3 . Iy
187 . 183
t . } [ »




‘ - ' V
W

n

- UNIT:  pcowomics  «°  « 'L
TOPIC: TEconﬁﬁic”Indiéatq£§ E v | ye . . .
l%nfqrnuuuué(ﬁﬂecﬁve@ﬂf " OQutline (kxnumaﬂons “Resources

“Each student will be able to
identify and define economic

~indicators
‘ Y

P

o

. Each student will be able. to
explain. how the economic
indicators can be used

o

T

Each student will be able to: o

recognize when' these indicatoré'

are being used in ﬁorecastlng
for the economy . .

i)
P

"~ programs

.'Gross natloﬁal product

Consumer price index
Wholesale price index

_Unemployment“statistic

Dow Jones bond and
stock averages

" Housing starts
"~ Sales and ‘inventory -

Levels

" Relate ekplanation'.“'

to each:of the seven
categories . above '

, *

Monitoring of news;
papers, radio, T.V.

Monitoring of Wall
Street Journal, The

Week in Business, and

{///

other business

_programs

) ’ . » ° -
. Economics and Marketing, -Blaine °

N

Wilson and Kurt Neeley, State of
Washington Offlce of Publlc
Instruction.” . - ’
Economic Learnlng Activity Packages

Interstate Distributive Education
Curriculum Consortium, Ohio State
Unjversity. =~ - - . X

. Economics and Marketing, Blaine

Wilson and. Kurt Neeley, State, of
Washington Office’ of Public j ,
Struction. '

2,,Life Skills: Basic Economics,'.'\

Making Financial Decisions, Society

for Visual Education, Inc., 1345 °
Diversey Parkway, Chicago, IL 60614

. ( X
1. ~Econom1cs and Marketlgg, -

"Wilson and Kurt ‘Neeley, State.of
Washington Offiee of Public
Instruction.

2. Life Skills: Basig Economigs,

Making Financial Decisions, Society

for Visual Education, Inc:, 1345 .

- Diversey Parkway, Chicage, IL 60614
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UNIT: - ECONOMICS . \
* TOPIC: Other Economic Systems S o - - é . : T )
. Peff‘)"ﬂaﬂce Qb.ieCtWe(S) ~ Outline ¢ __Occupations __Resources -
:;A:?"Each st&?ent will be able to A-1 'Making profit - ALl 1. Economics for Young Americans,
" explain /the distinctives of .  A-2" Suffering a loss . : : Phase LII, ¥. S. Chamber of. «
the free enterptise system A-3 Competing with.others < -1 Commerce, Washington, DC
o ' A-4 Becoming an .entreprenefir : " | 2. Kconomic Leéarning Activity Packages,
. L , N | A-5 Working for someone elge - Interstate Distributive Education
. ’ i A-6 Establishing contracts . ’ ' ~ Curriculum Consortium, Ohio State
A-7 Assuming risks . . ‘ University :
: . ' e _ R :
B. Each student will be able .to B-1 © Encorporation of ' ° All " | 1. Economics for Young Americans,

- define and recognlze the ' features of free entert , ' "~ Phase III, U. S.-Chamber of
distinctives of a socialistic N . prise and communism - ~Commerce,'Washington,vDC. .o
economic System S | B-2 Governmental -control . , - -

- of-means and methods , '
) e “of production of . * | B S R -

P ' - strategic indoctries; ) . : : .

) o ‘ - ~ transportdtion , ¥ : _ ' ' '

o PR | ‘- oenergyy ‘ NN " : .

e - . =~ health care s : o e
’ .~ strategic materials , o L . ,
° B~3 - Citizens have free - ' ' : o e ' ' '
: . , - choice of occupation | , - :
L - o B~4 ‘Combines some individ-| . B T
P ' o o ual freedoms with -
L N ' ‘central planning and N . '
. b : , state owners ip of thel . T o FE o
' . material means of A o
productidn material .
C. Each student will be-able to ' Cc-1 Restricted'incentive All : 1 1. Economics for Young Americans,
"define and recognize the C-2 " Central planning of _ - ' - Phase ITI, U. S. Cpambér of
.1 distinctives of a Communist . . economy : v o : Commerce, Washington,. DC.

= system of economic¢ production | . * < . A m : ;

19, - ST PR
S | 192
X N . . N
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UNIT: - gconomIcs B o _ - T : T

~ TOPIC: Other Lconomic Systems (Cqmtinued) : _ - :
: ST o T T o : 7.

PN

. _ .. - . y N
< : _ . _ : { . ..

Performance Objectivels) . Outline Occupations _* Resources

E _ _ _ _ C-3 All means of production] ; 24 Economlc Learning,Activity Packages,
. C C e e - controlled _ R Interstate Distributive Education
. . L . - labor . _ . " Curriculum Consortium, Ohio State
' ' ‘ v - natural resources [ ”_LUniversity.aum. i e y
~ capital = = : . . ©. kA
, C-4 Central plan - ' ' ‘
s ‘ determines - ] oy
) " » ~ aims of economy ' ’ ' '
- population activities| - _ .
". - distribution of Lo R _ ' .
" " income : : ' .
5. .Wages and prices fixed" :
-6 . Production guides - ' '
| consumer preference . | =
C~7 1Illigality of labor
o . - strikes :

v

:;:’é:; . .

I’
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RLLALLD CASL STUDY

e
V

SUGGESIED GRADQ L@VEL:V

3

L OBJhClIVES

“CASE - DLSCRIPTION*

.()

Casé‘#l ~ Motel Services, Montéemery Cgunty'Oklahoma.

ler

ihe purpose .of ths ‘case. study is to- ald'
st dents it understandlng varylng economlc sysﬁtms..
'.conclus1on of theSg three 1nter~related cases, students w1ll‘

| be able to." :t

e

the motel bus1ness.
built and operated BW's Motel

anotkermotel

"

RS u

L
A

anconomlcs.t.'~

Sen;or-

o

e

w

v ' « >

- °

o Q
. o,

~
13
.".))‘u._,‘.

'~CASL FIFLL., A Frlad of C@ses on Gompetltlon

]

2

L

prlaln why competltion 1s 1mportant to the successfql
.~fUnctlon1ng of a prlvate enterprlse system.

PO W

At the

.f; .Identlfy.competltlgn.;u..? : {;%.1
S ol SRER ¥ o s e
%g Identlfy the effectstof qompetltlon on buyers and sellers.
3. Detlne the followlno charaa;érlstld tynes.ot markets: |
- monopoly,0115opoly,.and competltadni
‘. "

~

W1lson is an older businessman who has made his 11v1nn 1n

T
..

In the early days' of* the motel bus1ness, he
a 12-unit motel that catered to

. " the few people who,. passed through the county on their way to some
" other, . plate.‘

Later, the Interstate Highway scut through the very
corner. of the county and Mr. Wilson fortunately owned the property
-on which the. county\s ‘one exit -entrance was located; he built

ewith 36 units.

competing motel in Montgomery Céunty Ok lahoma.

operates the- only'three motels in .the -county.

Mr:

" his profits .Congiderably.

He recently purchased thé last

lle now owns and

2

W1lson is a shrewd bus1nessman whose methods have incre sed
After buylné the third motel, he
gancelled telephone service, sold his telev1s1on sets at au tlon,

removed rather than repaired the broken ice machine and centpal
airconditioning units,. and released all but one ma1d who is now

responsible for all thiree motels.
tissue and coffee for the guests.
don't appreciate them anyway and they cost money.

He no ‘longer buys facial
As Mr. Wildon said,'Cuésts

. 'Besides that,

they ~damage a lot of thlngs ‘and steal what they can take.

The motel bus1ness 1is prov1ng to be-.very prorltable for

W1lson.

N

*This caese study 1s quoted from Economlcs and Marketing: A Un1t
of Instruction, prepared by Neeley and Wilson, Office of -the

Superintendent of Public Instrudtion, Marketlng & Distributive
hducatlon, Olympla, WA. :

\ 2

..\':I

1

-2 ‘iffqg;

K
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. Da R .‘Case #2 - Motel Services, New Competition 'Comes to Town ' .
e, ) . D]

”Mr. Cuatney, a retlred collebe professor, ‘moves to Montgomery'
% - County Okalahome. With time™Mn his hands, ‘accumulated savrngs;
~ retirement 1ncome, and the desire to remain active, he traveled
A o, through the county looking for business ,opportunities. After y
Y ' Staylnb at all three of Wllson s motels, he saw an opportunity -«
and established his own motel in Wilson's hometown. His motel -
" is traditional and offers the services guests ‘have come to .. . "’A~~
expect' telev1s1on, telephones, alrcondltlonlng, ice machlnes, etc.

-

Y
. 4 _ “

.iCaSe #3 ~"Motel Services, 0il is Discovered in Monrgomery‘County¢ e

~ "pPhillips Petroleum has discovered commer1c1al quantltles of
petroleum in Montgomery County and has established an oil
refinery. The construction business is. booming and. supportlng
businesses are moving into the county. Montoomery County is :,f
now the fastest growing county in Oklahoma. ’

hY

The many new workers and thelr ‘families-have placed a burden on
I . _——.-the.available housing. —The few motels are always Tilled 'to ,
' capac1ty, private house is.scarce; apartments are nonwex1sgent.&; " -

_ o : _ : : o ' .7
_ _ Mr. Neeley, representing Motel 6, establishes ten 100 unit motels’ .
’ throughout the county providing services to the petroleum ard -
‘ ' related industries. - The current housing problem is solved." -
As a student in Ms. Robertson's_class, you;have'been]gskedftoE
1. 'Identify the market classification for each of the cases
(if.e.,is each an example of *a monopoly, an oligopoly, or
competltionV) o . _ _ : ~
2. Show why you chose the specific classification. BN

‘. = ~ tow Wwould you respond? o :

VI. SUGGESTED SOLUTION (S): Case #1 is a monopoly, Case #2 is”an’
oligopoly , and Case #3 is competition. T

e 4 . . 4

. ',@' o D S 114
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. RELATED CASE STUDY: Economics

N

-

CASEgTITLE:'"Wants and Needs Affect‘Cood and Serviees:Produced

o

AT . _
SUGGESTED”CRADE LEVEL: Senior » "

CASE OBJECTIVES: The purpose of this case. study is to- help
students understand how human motlvatlon ta purchase good and
services is affected by unsatisfied needs and wants; In addition
it is intended to help students understand that human wants and
needs determine the economic goods and services that -are offered
for sale. At thg\ssnclu51on of this case students will be able to:

Q . - .
L. Differentiate between wants and needs. o/

a

2. Know that dlfferent -people prioritize their wants and

" needs dlfferently

CASE DESCRIPTION * Gloria Johnson 1s’a high school junior who is
always outdoors: byeycling, camping, fishing, and hunting with®

the rest of her large family of four- brothers and ‘bne sister.
Al;hough the family is 1nvolve671n manydoutdoor att1V1t1eé, she

does not limit herself to just the family. She is active in the K//”
Girl chﬂts,gd H, and/ the school ski club. When the weather is .
good, she and several of frer frlends often combine bicycling w1th E
camping and ahe other outdoor sports. -

-

i
%

To. a great.extent,~her parents have provided.her with most of.the
things she needs for her leisure-time activities, but since there

are others in the family, there-is an inderstandable amount of
competition for the family's financial resources.* She knows she

cannot get: some of the specialty items she would like. She realizes .
that the others in—the-family have needs and wants, too, and everyone ° -
has to consider everyone else. Furthermore, one brother will be

going to college next year -and it won't be‘too long before she- widl -

be ready for veterinarian school ( and.'the program w:ll last more

than the usual four years of college)

After talklng with her fdather, she decided to take his suggestion
to get a job and use the inegme to buy those th1ngs she would like .
to have. Gloria applied for and, got a job at¥Burton's Burger Bar.
Burton's just gave her her first paycheck--the lgrgest amount of
money she had .ever received at one time. Her prleem (a problem
many would like éo,havei) was deciding what to do with the money.

As her friehd, list and discuyss with her: " '
1. Five things she might do with her'mgndy that would be ..

~ wants. Explain why they are wants and not needs.

AN N
E - ¢

13 -~ a

" #This case study -is quoted from Economics and Markttlngf A

Unit of *Instruction, prepared by Neeley and Wilson, Office of

the Superientendent of Public Imstruction, Marketing and. Distrlbutlve :f
Educatlon, Olympia, Washington ¥ 115 o



L

iddes
<,
.
,
N

- i
.

-
S

-2. Five things she might do, with her jmoney ‘that would- be-
- needs. Explain why they are needq and. not wants,

1. .

".3. " Why would some.,of Glorla s wants be classifled as needs'
- by someone else? '

SUGGESFED SOLUTION As the distrlbutlve education teacher, have

the students 1list their answers on the board and go over their

- choices with the entire class. Suggest that students defend tﬁelr

listing of wants and needs, and at:tempt to prioritize them. -
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' '"Economlcs s 'Marketing," Dr. Blaine Wilson and Kent Neeley, State
- of ‘Washington Offlce of Publlc Instructlon,_ pp. 1 21.

Q
“

v . "Introductlohﬂto Lconomlcs,' Outllne, Unlver31ty of . Nebraska, pPp. 13 14
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" Banking Is, Natlonal Learnlng Pnoductlons, Inc,, Slxth Avenue, Box 246

St. Albans, WV 25177
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o g_ Phase II, Economics for Young Amgricans, Phase IIL, Chamber of
~  .Commerce-of the U. &., 1615 H Street, Nw Washington, D. C. 20062.
' 1
Life Skills Basic Economigcs, Soc1ety ?or Vlsual Educatlon, 1345, Dlversey
Parkway, Chicago, JL 60614

: Money Checks and Banks
‘ ~_* The Cpecking Account
: o ~ Reconciling Your Bank Balance
The Federal Reserve System
The Nature of Money i
Travels of a Check - : -
o Services of .A- Bank, Universal Studios, Unlvereal Educatlon and . -
Sl . Visual ARts,_Hollywood CA. _ o :
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(hickenomics, Montana D.Eirdibrary. = \
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" of the tomputer for a business.

~Introduction
L H
Introduction to Computers
The title’ of tie ‘irst.hpit of .instruction in this section aptly

explains the reason for the coverage of this subject area: . "Computers-
i - [ ' . oo . . ) g . - ' . .
Are All Around Y." - It seems almost unthinkable that“the cbmputer is’

rapidly_replaéing many ‘of the mundane jobs that for@ally-tpok all of

our mental disgipliné.to complete, " And it does themgmbre accurately,

a

have, even working at

more efficiently and faster thin we even could

LN

-

this more true than in

. “ .
- -~

" _ ; ’ .

our top_sbéed.énd éfficieﬁfly. Nowhefe‘is

business. | 0 | ) _ )
Soféﬁare prograﬁs,.WHich havg légéeq behind.technipai, hardwéré

| available today in3élﬁostuévery bhsineég funcgioﬁ.. Theyﬁ

¢ . j . .

fare all available on a small personal’ computer that is readily'avaii*'

advances, are

- able to even the smallest business'today;-

-

Inr the D. E. classroom we must of necessiEy beteaching about

'computerS~ahd their applications in.bquhesses in Mohtana. For this

.

purpese this unit ‘was put together covering the following areas:

*Computers Are’All Around Us o : : o
. *Basic Terminology * A '
*Software Programs- . , o
*Entering, Storing and Outputting Information
*Personal Studernt Involvement

.

~

The, basics of the computer are covered in .these units. . D. E.
T ... . ‘.' ‘ - @
teachers qre‘éncouréged to complement these units with classroom’ /ﬁ e
projects on a personal computer. Finally, the interesting case studies
PEDJEERS LS ) a4 p :

should provide stimulation for students to think about th implications

[ . -
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UNIT:  COMBUTERS S ‘
. . o w

T()Pl(h Computers Are All AroundyUs A - '}.;// ' *
Performance Objective(s) " _Qutline " Occupations Resources

A Eauh student w1ll be able to A-1- Point- of- sale termlnalc All ' .-Understandlng Computers, ‘Grace Murray

- explain the,various uses’ of A-2 Computerlzed cash Hopper and Steven L. Mandell, West
computers in everyday life register " Publishing Company, St. Paul, MN,
o ' L A-3 Newspaper printing ( "pPpP. 4- =6 : . :
N . A-4 -Motel -locking system’ ' _— , o .
: ' .{ A-5 ‘Game and learning . :
e g v activities :

B." Each student w{ll be able to-.. | B-1 Banking transaction - | All . Computers Todey, Donald H. Sanders, -
understand that, banks and other how ‘it works " McGraw-Hill Book Company, New York)
financial institutions make .B-2  Numbering system in NY, pp..8-9.
widespread use.of computers * . banking ‘transactions '

' ' ' ' 'B~3 Plastic money - the
- - trend.of the future - ‘
built on computers

\ . . .

\ D. Each student will be able to C-1_ First generation - All Understanding Computers, Grace Mirray
understand the four generatlons .“.4’ 1951-58 - vacuum Hopper and. Steven L. Mandell, West
of computers : _ tubes ' Publishing Company, St. Paul, MN,’

' . v C-2 Second generation o pp. 16-21.
. " 1959-64 - transistors ' q
b f\\ C~-3 Third ‘generation - - -
o 1965-71 - integrated
) circuits and silicon ’
. ... chips’ -
C~4 Fourth generation - '
! 1974-present - large ‘
¢

61T

scale integrated
circuits and micro-

‘processors

..'202
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UNIT:. comu‘ui‘ER5 S R

:-r()Plc§> Ba31c Terwlnology

-~

Performhnce Objecﬁve(s)

b\

i

-Outline

Occupaﬂom

-

.

. Resourc&s

A. Each student will<Pe able to
explaln the basic termlnology
uséd in working with computers.

-~

ach student will be able to
se each of the terminology
ntriées in a conversation

[
~N
)

A-1

A2

A-3

»

A-4

A-6

A}

B~1

Computer - a genera] -
- purpose machine with
speed, accurancy and
memory .
Software - programs
_that direct the
‘computer C A :
Hardware - the aGtual
physlcal machine

Mlnlcomputer ~ computeg

with-components of a-

. full*size system but
. . -. having smaller.memory
A-5.

Online.~ in direct
communication with the
computer -
Central processing
unit (CPU) - is the.
"brain"

Projects for students
to ensure mastery of
terms '

of the computeg:

All .

-All

1.

£

Understandlgg Computers, Grace Murray

Hopper and Steven L. Mendgll West |
Publishing Company, St. 'Baul, MN,"
pp. 18-20. :

. Computers and Data Process1ng, Capron

é’ark* CAppe T2t

and Williams, Benjamin/Cummings -

.- Publishing: Company, Inc., Menlo

Fs

o/

204

orm bt ety

v
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UNIT: °* COMPUTERS , , > :
“TOPIC: Software Programs > )

. - ' . T » N , o
. Performance Objective(s) - Qutline -~ ' Occupations . Resources .- - -

A. : Each student will' be able to A-1 . Home 1nvent&ry | ALl 1. Understanding Computers, Grace Murray
identify the various uses of .. . program: . L o . Hopper and Steven L. Mandell,’ West

., —-home management software . ""y,* electronic address . |- = - , Publishing Company, St. Paul ,MN, .
packages . . . - = coin collector S A ~ pp. 155-56. . I -
: e | f 0 book N 1 2. Compliters and.Data Processing, Capron

R A o - valuables invertory | - ~ 7|+ and Williams, Benjamin/Cummings
.t T : A-2 Home management . A Publlshlng Company, Inc., Menlo =« -«

o : ' ) rogram’ - e L |+ - Park, CA, _p. 212. "

- A R i . N income tax ot S B . ' .

. ‘ . " . ~ home budget - : o - RN o

" © . - resume writers v SRR .

B. Each student will become - B-1 Drill packages - All 1..Understand1ng Comgutera, Grace Murray
familiar with the various - " present short passage - * Hopper apd Steven L. Mandell, West
uses of educational software . of material.and then | | =~ - |~ PublishingﬁCompany,'St.,Paul, MN,

'packages - R drill*the learner on a0 ope 156, :
' ' : the contents o oo ..
B-2 Tutorial programs -~ i p? SRR -
, co y ) geared toward explain-{ - R o
- - : . ' ing concepts or steps - ' .
' ) " { B-3 :Simulation progra g ~ -} :
U teaches: learner gz Y &
' sponse by imitatdng . | - ... - _
_ . , 1. a situation or actidﬁ i ;jif,ﬂ "“:?&% e
’ L ' Lo o of machlnery o ,.,. N R
. ] - " 1 . : o “/ L i v, R ot o . - .
C. ‘Each student will become - .Qélﬁ'Arcgde~like/f - w1 a1l . | 1. Understanding Computers, Grace Murray
© familiar with the fact that |~ .° -~ shoot' em/up \ . 7| . Hopper and Steven L. Mandell, West
FJ'computer games .are software - R videods /"\ R b , Publlshlng Company, St. Paul MN,
N ipackages . S ‘.nfy' . Donkey/Kong‘ o o p. 157. ‘
‘ . SRR DO yroggér e S o
= Y S '“,f-PaC)nac‘~;~§ R AN b : e . o
. . . S N N b e .\'.-\ . _ | - '. _. . . : ‘ . _. '208
. ; . N . .
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UNIT: ~ compurers -+ ™ e T g . . k R

TOPIC:.

[N

P

Software Programs (Contipued) o . .. B . . . ' v .; 3

N

Performance Objectivels)

Each student will becom
familiar with the uses

packages

o

various business software

[ 4

‘Adventure- games.
~ word gamesg incorpor-

.‘>

ating graphics

Zork

Twirk

Educational games ~
comGining learning

‘with game play »

Common business uses-

~ word processing
~, payrell
-~ inventory

?

- merchqulse control
- accqﬁnting

~ spréadsheet

~ budgeting

Cccupatiohs

b)

s

14

8
L~

-
- Y

1. Unde%standingComputers, Grace Murray.
H&gpér and Steven L. Mandegll,aWest -~

: lishing Company, St. 9Zul, MN,'
g 154 * )

2 omputers and Data Processxng, Capron
ind Williams, Benjamln/Cummings

' ublsihing Company, Inc., Menlof
Pérk CA, pp 311-316.

Ce b
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- UNIT:  "COMPUTERS - t 4 Pt . , .
TOPIC: Enterlng (Inputting), Storlng and Outputtrmg Tnformatlon
- . v ." ~. ) - ) ) . ‘ . . . .
» ___Performance Objective(s) Outline Occupations Resources

A. Each student will,Bé able to

e

differentiate between entfering
" and storing devitesws -

o

B. .Eéch Studenﬁ will be able to

- idenw»ify the characteristics
of punches cards as input

s
(A
(9%

209

*A-1 Tape Cassette - uses' All
- - high-density digital '
recording tape to
record data:

- A-2 Flopp disk./~ a low—
cost randgh-access
storagg-unit made of

@ plasyic N

A-3 . Magn tic Tape -a ,

*" continuous strip of
coated plastic tape
wound onto a reel ~ |
Example:! tape cassette

A-4 - Cartridges - used
extensively with
computer games =

A-5 Joystick - control g e
the movements of .
cursors on a T.V

screen “/’

A-6 Cursor - a mark that
indicates where you
are .on the screen

B~1 Examples of punches 1 All
- cards :
- telephone. bills
~ time cards
-~ checks

- Publishing Company, St.
. pp. 49- 51 '

1. Understqndlng Computers, Grace Murray
‘Hopper -and Steven L. Mendell, West
. Publishing Company, St.

. PP~ 42”ﬁ81 - : " Q&f'

Paul, MN,

1. Understandlng Computers lﬁrace Murray

Hopper and Steven L. Mendell, West
Paul, MN,

B Computers and Data Proce381ng, Capron

and Williams, Benjamin/Cummings
Publishing Company, Inc s Menlo
Park, CA, pp 91 97.
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~UNIT: - COMPUTERS  , - : ‘ - . . . : - o I
. . = - L C o - .-
" TOPIC: (Entering (inputting), Storlng and Outputti;g Information (Contlnued) : . o . _

mweres i it ek e e B i e e ime m e

: . . . S o
Vo R Y T
erformance Oblg(_;tjve@ g ~ Outline ___Occupations __"Resources -
. ) ' T ¢ -
"B-2 Characteristics of . ' q nv
" standard punched card | . S ~ ‘
: - d9’Vertical columns | - ’ .o . ' )
, ‘ . nd 12 horizontal g - T T : /
Nes : rows T . ' v
y® ‘f each ‘hole spunched
- in a particular - - ' ¢ -
column represents '
a given character , ,
~— holes are punched o N o,
(data entered) by | - ’ C - B
keypuncher : : ' S ) ' H

N

-

C. FEach student will be able to C-1 Impact prlnters ' o 1. Understanding Computers, Grace Murray
¢listinguish between different | - .- printer - keyboard , - Hopper and Steve L. Mendell, West .
_* types of computer printers . s e lide @ typewriter o o oo PR T SH ng Company, St. Paul MN
- ' < . = dot matrix - char- , pp.  51-58, /
acters formed by ' i 2. Computers and Data Processing, Capron
- L . S combinations of dots » - and Williams, BenJamln/Cummlngs
' ’ ' ' - others as.deemed : , . Publishing Company, Inc Menlo
necessary by - ‘Park, CA, pp. 123})27 .
teacher: daisy-wheql s .
printer, print- . s . , . .
wheel printer,~and '//J. : R ' oy
- " drum printer '
. » -2 Non-impact printers
- o ' 1 . . --electrostatic print-
' ’ er + forms image
with electrically '
charged dot matrix ‘ ‘ ' S e
- others .as deemed - F - . : . “
necessary by . ' - R 212 -
. A S teacher:; electro- S , S : c '
211 ’ ’ . e thermal printer, ' Vi . ' - ' .
' : - inp~-get printer, and - o . - .
laser printer i

—t
o
4~
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UNIT: COMPUTERS ;
L - T .y
TOP]C; Personal Student Involvement' . '
Performance Objective(s) Outline - Occupations ‘Resources -
A. Eacﬁ student will become A-1 At instructor dis- All- l.iSee-listing of computer business =
) proficient in the use of a " cretion, studentg ‘ games at back of this section.
" microcomputer via i business ‘should be s¢hduléd on o ’
- simulator game ' ' ' the micro for a | - . . °
o ' business-simulated  ~ | s : . )
- game - - e : ‘
B. ELach student will be able to , | B-1 Instructof should All ) 2 See instructions on each of bu31ness
handle an inventory problem _ prepare asproblem . games
dev1sed by the teacber ! "consistent with the._ -} . -
business- game the. ‘ .-
. student is using * ' "
° J '@ N o
"\'
') A - / o . i
iy | .
. . W
. o B N < \
) ' - \ N N '
. ) ~ '.2)
I-J’ ~ ’ . " 1] 8 -
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. RELATED CASE STUDY: Computers

CASE. TITLE: Working with Computers

. SUGGESTED GRADE LEVEL:

Senior

CASE_ OBJECTIVES: The purpose of this case is to have students
thlnk through the implications of the computer in the business.

. v

- operations; and

o1 Determlne the usefulness

' setting, At the .conclusion of this case study students will be
- able to: C : o -

of a COmputer for business

2. . Know the procedures to follow to ensure computer literacy

;1n a bus1ness

. CASE DECSRIPTION: Monty s Food Market on North Ada Street has been
enjoying a-tremendous business ever since Monty opened- the store
in-1980. TFirst, he expanded ‘to include the 10,000 feet next door’
when Joe!s'\Fix-It=Shop went out of business. Then he built another
Now he is contemplatlng
moving the business to a new larger locatlon

7, OOO féet onto the’ ‘rear of the store.

Howe er, all this growth has also created problems Monty is having
inc ea31ng troubles keeping tratk of his inventory. -Sometimes an”
1t m moves so fast that he doesn't’ even know 1t is out of stock

/

til the hole shows up on the shelf.

Recently, he. was approached by a computer software salesman who
1ns1sted3§zat his new program could solve all of Monty's stoiking

VI.

»n _ S

and inven
Monty co

ry ‘problems.

The system was so advanced, he said, that

d check the status of his inventory every day, or even.

every half-day, if he wantede« Monty wou ld know exactly how many.
of a given item was left on the shelf, 1f he used. his new comput-

erlzed labeling service.

. What'would-you advise Monty to do?.

will want to consider before saying '"yes"

SUGGESTED SOLUTION(S):

<

What are some-of the things he
to the computer salesman?

The class will want'to think through the

cogt of the software part of the program, the" cost o "acquiring
computerlzed cash registers, which will be required, the overall

need for the service, . ete.

computerlzed sérv1ces

I

a

This serves as an excellent opportunity
.to acquaint -students with the advantages and d1sadvantages of

215

126~
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| ‘ 1. RELATED CASE STUDY: Competition

Ry

- "+ IL.” CASE TITLE: Helping Everyone Like the Computer

I1I. SUGGESTLD GRADE LEVEL Senior _ ,
A v ' a L G .
VI. CASE OBJECTIVES The purpose of’ this case study is to help
. students understand.that not everyone 'is accepting’ computers
¢ and that obtaining that ‘acceptance is no easy task. At the
conclusion of” this case study each- student will be able to:
. 4 f

1. Understand resistance to compuetefs.

2.  Know a’ strategy for overcoming resistance.

. 3. Realize the importance of edupating all of a business's
e l personnel in the importance of computers to the store s
i successful operation

. V. CASE DESCRIPTION: As the manager of the shoes department ofl a

" ‘major department store;, you have frequent and daily contact -
‘with. the newly-established computerized inventory program. Since
' A you were acquainted with the computer in your D. E. classroom,

e 'you understand a little about how it works and that has helped

i tremendously in your working with the program.

: ‘ - However, you are becoming inoreas1ngly aware that severdl of

B . your employees do_not share your énthusiasim for this new ‘wonder S
machine., 1In fact, one .of the employees who has been with the
department store the longest is the most opposed 'to the new ~  *
computerized program. . : : . L

What courses of action- might you undertake as department manger

to stem this tide of resistance.

VI? -SUGGLSTED SOLUTION (S) ) There are several courses of action you
o 'might try: . ‘ :

1. Have a general meeting of all employees to explain the = - o , -
‘ "Jbenefits of the nei system.. :

2; Conduct specific training with all. employees to be sure they
A " can work the computer efficiently and with little frustration
'\ . Lo
3. Meet separately with individuals who have stronger resistancefw_
particularly older, more established sales personal. Explain -
how important their support is for this new program. ' Co
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‘“ ° ' . . R " Introduction ' "'- L ' '
' : 'Competitive Events = - N

The prlor'edltlon of the . Dlsttrlbutlve Educatlon Gu1de1£hes had the

_ Competency Tasks'§$§001ated with each of the subJect areas outllned in this ' .

\ .
sectlon of the manual . 'Exten31vezcontact with D;E.,teachers conﬁirmed that

that section was 'simply not being used. Therefore, this section Will, now 1ist "
‘... compebitive events for each of the following areas: o

* Aaveht{sing Services . L S :
*  Apparel and Accessories : o ' : \\ 4
 Finance and Credit : : S

Food ‘Marketing o ' : : I
Food Service ‘ ) o ' o
General Merchandlslng . - o o A .

-

Petroleum , o ) ' : o

" | - e
. M - ,..

The specific instructions, materials needed, etc. }s foLlowed’byﬁthe‘eolutioh

* ok ok kX

to' the event: . : , ' o . S L - .:' - :'.,
. ' 'These materials should provide needed phactice;dek\(e,nt'sf?ef teachers wishing '

g

. to prepare students for competitive events, or giving studdnth a contest to ' \ ‘
test proficiency: in the subject area. Y : -
. . . . i -
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.[COMPETENCIES

3

e

SLC = 1982 .+ -l;h'p 1': f'!.'-': ' '_ -Advertisingvh Display k.

Selling

: _ : E Student Instructions

1

OBJECTIVE

as pens,’ pencils, éte.

) A
n . C

',Skill in relating merchandise benéfitsrto a customer's needs when talking .~
- about it. ' : S .

ey

© Skill'in sensing a customer's objections and handling them as effectively
"as possible. ' e N T

Ability- to. question, observe and listen in order ‘to complete a successful ,
sale. . : - g - : ¢

-yAbility to provide customers "facts-and benefits with discretion, ana%zzing

and judging their reactions.

An awareness that.peop;z usually do not buy merchandise~itSelf;'raager,'they

‘buy merchandise benefi

", - : . - -
noo ] e - -

C s .

v
4 -

. Demonstrate the’ abllity to tie together the value of this advertising media,

use of proper sales techniques and effective communications skills in an effort
to-obtain business as a specialty advertising salesperson :

' T . . . .~
j/ . - .

. . o v . ..
DESCRIPEION- ' ) 3 e -
The participant will assume the role of a specialpy:advertising salesperson
for Specialty Advertising Inc..- The salesperson will be responsible for
Selling an adverti31ng message using specialty items, such as,’ pens, rulers,
etc. to carry an ad message.

i -

o
~

'PROCEDURE Do o ' L
URE - _ , ;

-You are to assume the role of a specialty adveﬁtising'salespersonffor Specialty
Advertising Inc.. You will attempt to sell the customer one of the items on the

prep table using the item as a way of advertising the customers business. The
customer 'is the owner of a small hardware store. The store is locatéd in a-

small town of about 8,000 people. The rural community around the area-is mainly

involved in farming. The owners name- i8 Fred Waters. You-should sell the store
owner on the benefits of specialty item advertising, on speclalty items, such

' You will have 10 minutes to read these 1nstructlons and ask gquestions.
Ask questions .at this time; once the event begins, you w1ll'not be
permitted to ‘ask questions

/
You will be given fact sheets containing information about ‘the specialty
advertising items. You will have 10 minutes to read-these directionms,
ask questions, look over the fact shéets and the specialty 1tems and

' prepare a sales presentation .

You will be led to the event area where you will have lO\minutes
deliver your presentatlon to” the store owner.

219

*This advertising and display series was prepared ‘by Thomas Wyatt and
.John Wahle, Scarlet-0Oaks, Ohio, as part of -a.U.S.0.E. funded project: : BN
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e Advertising & Display
o Selling .

Student lnstructions

The timer will warn you afte( 8 minutes, you will stop you at the L _ A '
end of 10 minutes. . . : A

' You'will be evaluated on the' organization and delivery of your
presentation. ' o . : o
REMEMBER! ! Ask - questions now' You will not be permitted to ask questions
once the event, begins'
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ST . - No. 7000 QUIK-VU MIRROR
' - . L . - With Guaranteed Lifetime Imprint . L
P RS R e 2 Colors: Translucent” red, blue, green, plum, “yetlow,
orange and opaque cream. (Choice or assortment
_ up to 4 colors) - o - .
. WHITE INK standard on all’except yellow and cream.
BROWN or BLACK standard on yellow, cream and N
orange. $5.00 net extra charge to change ink during pro-
duction, i.e. half printed with black ink and half printed
- with white ink. ’ : o :
Min‘nn%m order 250. Prices include up to 6 lines (plus
"1 slogan) or {ogo using standard type styles-in straight line
setup. Any nation&lly used trademark, cut or emblem
may be included at no extra charge. For extra lines, cuts,
art, etc., see back page. ' . _ o
_3NBCD 750 500 1000 2500 5000 10,000
mprist 1sids on. 53 a4 A 3T B
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Second color imprint refer to back page. -~

. o~

i
€ oo e oot =

. . _ | »
Hand Lotion Bottle - ' EEvEER
' Everydaycanb'e“LadlesDay“wlththis‘hahdypurse-size '

.. sque~ze hottle filled with 85 applications of rich, creamy
Baim Argenta hand lotion. Your ad nicely screen printed
_ ~on the front of this useful gift will make a favorable im- .
* pression on any woman. These Htil@gomes are easily. - - -
' refilled, so a long life is assured. RS T

ACTUAL SIZE: 3%s” x 1% " x Th". IMPRINT: 8 lines on front in - |
1% " x 1% * area—choice of red, blue, green of black.

e —e . mm———.

¢ Ne.9533HLB . HAWDLOTIONBOTTLE
< ~a50 500 1000 2500, 5000 10,000 25000
. . Todd®  To9%9 Yczgw Tedd99 | Toynd Te24. 990 . st
- T7e 81 B4 S0 As. A1 - 31
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i N
‘ %’A N ' ‘
-Bandage Dispenser -
(E) This attractive dispenser holds five “Oughless” ban- -
dages-and is easy to refill...just snap open.the hinged
L - - : A door on the end and slide in more bandages. it is hand-
e KUIPPER KING® DELUXE Whenyouwanftogive * - _some, tough and so practical everybody wants one. Your
mhai®something exira,” thisis one of the finesqualiynallt .~ | message bea«zﬂfully screen printed on the top of this .
dlippers ovailable, regordiess of price. Hordened. and rem- o dispenser wlilt avorably impress everyone who seesit. ...
. pered steel copsmuctionthroughout. . .- - ACTUALSIZE: 1% "x3N"x V2 ". IMPRINT: 4lineson top sidein
_ » oo : 4"y 27.area In cholce of red, biue, green or black. SPECIAL -
, | ' ’ _ . o . ;'LOGOS: FromgoodﬂnoanSB.OOnat.SECOND_SIDEIMPHlNT: t
. 50499 300099 k2 490 29004999 WGP IGWLR -, . $12.00 net set-up plus $.04 net per plece. BALL CHAINS:Add »
‘ v 54 .52 ab - 41 40 .38 ‘, Q.QQ(E)qach. : ' i . |
_nmm ot _BANDAGE IISPENSER
| Gbld vad 142 . .1__27 115 p— " m . ;‘.m ‘12.54?'09 \ m :&m ”m
' ' ' ‘ a - A2 . 36 32 . 28 25 0 2
o TS WERT - 14U, PER S0 BTV Y
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"--._.Auto Sun VISOI‘
. Clings to glass like maglc'

SHADES are a transparent, tinted plastic material that will
. clingto any clean window surface and can be removed
T and replaced indefinitely.

. SHADES are the safest, most versatile sun vlsor you can

* use! They cover ali the-spots regular visors can't reach,

. and bacause they are transparent they screen the'sun's -
rays but stilt aliow you to see traffic hazards. . - ’

Each SHADE Is beautifully goid stampad with your adver-

tising. message and indivagual!y packed in a handsome

envelope with instructions for its use..
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$12.00 (G). 203DL add $24.00 (G).
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IMPRINT COLORS

,warxtbeopletocaﬂyoﬂform

vehicle than the Tele-A-Dial It puts your

telephone p

Forest Green, Ivory, Orange, Red, Sitver, -

ARTWORK: $30.00 (G) per color plus die

charge. - :
CURVED COPY: $5.00 (G). - :

no charge. Special cuts $12.00 (G) per

DIES: Straight-line.copy or stock cuts at-
color with finished artwork.

REFILL: Medium point biue ink viny.
MINIMUMS: 125 pieces. 203D & 350 add *

plus metallic gold and silver.
¥ PACKAGING: individual cello bags:
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with its pressure se
typewrite
exposure and ¢
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Copy - Price includes die charge, set up and ho( ‘ ¢
istamping with one color only. Imprint colors: Gold, Sitver,
" the wall displaying messages or travel along.on a Black, Red, Dark Blue, Light Blue, Green, Yellow and Orange.
notebook, clipboard, auto sun visor or-gocket. ‘Al  Printing Plates — National logos are available.at no . .

the while, théadmessage:sondisplayfor Tae " charge. Straight line copy is available atno charge. Al - ° " -
" everyone to ' " other logos and trademarks are«$9.00(x). :

Scale — 7 inctv17.8 cm, 133 .
- Packaging — Individual potybagswnhmmucﬂons . )
Shipping Weight ~ Approximately 6 ibs. peri0. . . L
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Ruling ‘Clasp o
"~ The Rullr*Clasp, with your : ad message S s
permanently hot stamped on its giant dip, stays
atop the desk holding papers. It can also ‘hang on’
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Adhere strictly to the time schedule.

- Asparticipation room is needed for the ten (10) . minute

TIMING (&,

-

L N . Advertising & Display
' ' oo ' Selling - .
Administrative Instructions.

/

|

The thir, minute (3Q) event will proceed s follows

15 minutes - Student prep time

10 minutes - Student sales presentation time. ,.
5 minutes ~ Judges rating time. 7 '

ADMINISTRATIVE SUGGESTIONS R

/

Three (3) prep tables should be avaiiable'inﬂorder_that three studetts can.
study the information available during this time.

Be'sure the timer'receives.é'copy of theischedulerdetéils,c ' , .

B

Stress that no questions may be answered once the euent egins.
: - . et ) . : /] :
A preparetion room is needed for the fifteen (15) minute review of the student
instruction sheet, ‘fact sheet and available props. '
- . . . I .

/performance. The room

should be arranged so that the judges are able to view and hear the performance .

process. A table and two (2) chairs should be set up in the room.

_All judges should receive copies of the student instructions, Judges instruc-

‘tions, customer instructions, fact sheets, and rating forms prior to the event.

. : ’ . J
MATERIALS A&D EthPMENT NEEDED ’

.Four stopwatches I : g

"PERSONNEL NEEDED . - | -

L 4

“Copiles of the student instruction sheet

Coples of the fact sheet
Instructions {event,manager)
Copies of the evaluation form

Copies of the schedule
" Copies of the customer s instructions S p g

.{.\

One 'event manager *

"Two prep assistants
Three timers

Six judges

'{_.-" . 4 .\4'
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- T Advertisihg & Display -
- Selling - -
Administrative InstructiQns

L]

.-'RESPONSIBILITIES L o

,Event Manager ~ This person is responsible for all major’ decisions in this event.
He/she will set up the-event, brief all personnel, see-that the
schedule is followed, see that all materials are where ‘needed,

: and the completed ‘answer forms are turned over to the serie{

) . directors A.S.A. P. N " '

P

Remember To: . "
. -~ . - S ‘ -
_,Brief all personnel completely.,
) e sure that the participants names and ID numbers are ; '
. ' on the judges rating sheets. : ’

':Maké sure event starts on time and folldws,schedule."

VO ' - ' Collect all rating sheets from the judges and turn ' #fﬂ“bwk ;
in all materials to the series director A. S.A.P. S e

| i S . N , } .
Prep Assistantf Greet the.students as theylenter‘the prep area. -

L Distribute copies of:
Student instructions. S
Merchandise fact sheets. o

-~ .
p Judges rating sheet. _ " \ .
Review student instructions and answe& any questions the particip nt
may have. : :

Replace merchandise to completE’sets ﬂOr next participants., R J
Have participants report to the judges at the prescribed time. '
‘One prep assistant should accompany the students to the Judging

—~— area. . . : ) ) . o X

Assist the event manager in other requests\

Py

Timer ;}.Assist students in fi#ding the event area. -

: ‘Be sure that the event begins on time.
W o .. §, ) | . .
' i Do not allow the event to exceed beyond the time limits set!

l.Assist the event.manager. o

'4

‘Adhere strictly to the following schedule'

) L ' 10- minute - student sales presentation time '
. o S

At 8 minute mark the timer should knock on the door in order

. ;to let the student know there is only 2 minutes of time left.
- p . . ) 135 b
- 224




- advertising salesperson for Specialty Advertising Inc. se

" as pens, rulers, .etc. ‘The contestant knows who owns, the store..

PROCEDURE : S %

Advertising & Display
"Selling
- Customer Instructions .

You are to assume the role-of the owner of a small hardware store called

‘W. W. Hardware. .The store is located in a small téwn of about 8,000

people. The rural community around the area is mainly involved/ln farming."
Your.name is Fred Waters. The contestant will assume-th:;;;;e “of a specialty

ng specialty
items with an’advertising message on the item. ' The contéstant will be

éxpected to ‘sell. you on the.benefits of advertising on specialty items, such

[}

“primary goal. is tg give the contestant the opportunity to present his/her ideas

You should of&er light resistance to the contestant S concerqg, however, the

and make a sale. You are encouraged to buy the item; but if You have not been

completely ‘'sold on the advertising value of the item, you will not be expected.
to buy : : :

.
-k

" You will be briefed by the event manager.

Familiarize yourself with the judges rating sheet so. that you are f
: aware of what the c&ntestant is being rated on. '

The sales presentation will be no. longer than lO minutes.

" The timer will'warn,the contestant at the end of 8 minutes,'and
will stop the presentation at the end of the 10-minute time frame.

L

Be as consistant as possible with each contestant..

. t

W o : ' R : 136 - :é;hwh



]Advertisihg & Display . o
Selling ‘ ' RN
Judges Instructions -

' S S oy | o P
PROCEDURE - L . S .

You are to listen to a sales presentation that an employee of a specialty
advertising company will be delivering to Fred. Waters the owner of a small
hardware store called W WlHardware.

. .

-You will be briefed.byf he'event manager . . - N P
'Familiarize yourself with theirating sheet so that you are aware - - - ‘ 'l~f

~ of what you should be watching forfduring the presentatiomn.

:Thefpresentation will be no longer than 10 minutes; : ' o
. N .

~You will have approximately 5. minutes to evaluate each student - . e
'.following the presentation ' : ; : e

The timer will warn the participant at . the end of 8 minutes and
. will stop the presentation at the end of 10 minutes

Be sure that your initials and each partiquant S name and

- . - ID number are on each rating sheet. 7
- "7 Turn in all rating sheets to thehevent manager. @
¥
3
2 ‘.‘% " ’
- 5.4
.E{} *
N




1.

94

. Excellent

.Judges'lnitigi;" T
L :

Criteria for Evaluation -

_,v‘“

[

~Very Good

.‘A~

3

"Good ' : Thorough but: made errors

Fair - Lacked'enthusiasm
“Poor - Not agceptable to industry :
P :

Did the partﬂcipant approach the client
-cgcorrectly7 .
B,

.ok

Were'the facts completely and clearly

‘presented? . .

' Did - the participant relate benefits :

to customers nEeds7

Was a thorough knowledge of. specialty

advertising presented7

Did the participant demonstrate poiseV
" and self-confidence?

Did- participant anticipate customer

objectives?

Did the participant speak distinctly?
| .

Did the participant sell benefits'of

-specialty advertising? ’\\\‘ﬁ

pid” the participant close the sale

effectively? - _ A |

Capable and enthusiastic.:i;

IS

10

10 .

- 10
10

10

w0

10

10 -

S

Advertising & Display

Ky é:lling ' _
, Rating Form

Participants ID NO.

Enthusiastic, smooﬁh performance, explicit

-VERY

EXCELLENT GOOD GOOD FAIR POOR
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COMPETENCIES'

- SLC - 1982 _ LT o ‘b, : .1' Apparel'& Accessories*

e T, ~ Communications -
o ' - Student Instructions-

~ Knowledge of how to address other people in a businesslike manner whether they

are customers, “ellow employees, supervisors or . management

Skill in listening:to-and_following directions. ?-.

. Skill in communicating effectively.

..&

-Skill in ability to talk clearly and pleasantly, convey1ng spirit and enthusiasm

-in one's speech.

‘Skill in effective use of speech and vocabulary.

A realization that first impressions are important to the business and last

-to a person s business advancement.__

OBJECTIVES'

. DESCRIPTION | . . .

impressions are longest remembered

Attitude that the ability to communicate skillfully in good English is essential

b4

1

'VThe participant will demonstrate the ability to effectively communicate in a
'-job interview situation. . :

S

. T . . ,
b ’ . . i
. B

-.in, an interview situation.

C

The participant will assume the role of ‘a job applicant seeking a position in
a men's clothing store. You will be evaluated on your ability to tommunicate

e

ES

PROCEDURES : . | ' - | . ..- R

~

- You:will .be given fifteen (lS) minutes to complete the application form and

develop your thoughtsr

» .
I

'« You will be introduced to the store . manager who will interview you for ‘one

of the sales positions listed

. You will be“%iven elght (8) minutes to interview I L

' The_interviewer in this event will be the judge.

;o L oy R
*The apparel and atcessories event was prepared by Round Klag,
Supervisor of Penta County JVS as part of a U.8.0.E. funded pr03ect

229 e 1‘*0



e T A e Apparel & AccessorieS'-’

. _ . : . o Communications
. ' o : ' - iStudent_Instructions

Jogz‘é APPLICATION .I'NFORMATION.

Your communicative skills will be evaluated in a job application situation.
'You may apply -for either position listed below

-~

LY

' Sales - Men's Clothing

" . , .
Full-time sales positions open .for a specialized men's clothing store  located
~in the. Eastland;Mall. ‘Positions are available-in* all’ departments. Sales
\experience and/or specialized training in. apparel required

9

_ Part time sales positions available in a specialized men s clothing store
located in the Eastland Mall. Positions are available in all departments.

Hours negotiable depending on availability Opportunities for advancement
. to full- time positions. .o

£
Y -
e d
- w .
\ ’ , \\
N
¢
\‘! [ 4 l.-'_
¥
50 S,
- - a T~
.3
. A
. - : S e
. 82N : '
230 | ~
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P_ax;tioipan‘_‘t it

: Apparel" & Accesécfries '

. o SR o . 7. Communications | . .
. ' ot . e e Student Instructions °
- APPLICATION FOR EMPLOYMENT . i
- AN EQUAL OPPORTUNITY EMPLOYER. .
" -PLEASE PRINT BELOW_____ .
 NAME - ___SOC. SEC. NO. ——
-ADDRESSA' - R S S— . e,
~ ' NUMBER STREET . CITY | "\ft.ff’v,(». - STATE = ZIP -
“TELEPHONE o U.S.CITIZEN?  YES e NO ‘omie
. 1. Dateof Birth S i )
" ' o Month Date' ~ Year
a The Age Drscnmmatxon in Employment Act of 1967 prohibits dmcnmmatxon on the basis of
age with respect to individuals who are 40, but less than 70 years of age.
- ' ” . ’2. Type of work desrred. : ' . ,' — L Salary expected
.3 Employment dearred - Permanent __ ' Temporary . Part-time
e ‘ .
4 When could you begm work"
5. Who referred you ‘to our company"
6. List friends or relatrves workmg for our company Name/Relatlons}up
7. Have you ever been c«)nvrcted of any crime other than minor t\raffic vxolat]ons" oy
Yes. No ___If yes, when and where
- Explam .
8 List any specrul skrll,s or tmmng wluch would be beneficud to the job for whxch you are
| spplying
S Discriniination on the basis of a handrcap, whnch does not creaté an occupational hazard nor
. L prevent subatantxal ;ob performance is prohxhxted by Ohio law.

L 9. Do you have any physxcal or mental hmrtatrons or dxsabrhtles whxch would prevent you from
performmg any asmgned work now or in the future" Yes No .....Hf yes, descnbe

25




o

47
By

. 0.  EDUCATION

-

MAJOR ¢ |

{ |NAME AND ADDRESS | DATES- - GRADUATED
. “OF SCHOOL - FROM | T0 | YES NG~
HIGH SCHOOL - o
COLLEGE _ an .
GRADUATE SCHOOL | RS ol :
ommer |
1L PERSONAL REFERENCES OTHER THAN RELATIVES
. M | TELEPHONE No. |-~ occuPATION -

st

" 12. EMPLOYMENT RECORD

' NAME

ADDRESS

L4

&

. (MOST RECENT FIRST INCLUDING MILITARY SERVICE)

NAME & ADDRESS WAGE DATES " REASON FO
.~ OF COMPANY SUPVR. DUTIES | RATE “?EOM .~ TO.| .LEAVING
A . \ - X ) -
a\ C e R

‘No quéstxon on this apphcatxon is askcd for the purpose of limiting or excluding any applicant’s |
consideration for employmcnt because of race, color; religion, sex, age, nanonal ongm or.
handxcap Our company is an equdl opportunity employer.

1 here}ay certxfy that all the mformﬁtxon provided is true and complete Lunderstand that #1-
am employed, any false information including that

grounds for immediate dwcharge I also understanc

iven at the time of my physical, may be

at final acceptance for emponment is

sub}ect to sucqessfuuy pasamg a physxcal exammat:on as specxficd by the company

« O...-.

APPLICANT’S SIGNATURE, _DATE _

' COMMENTS BY INTERVIEWER _ __
: | S &‘ ~~:1.; : 143
¥ R32. o
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: S _ : _ o R - :_Apparel & Acces%ories R
e S ‘ R - - . Communications L
' ' : s . . Judges Instructions
. ;

o . S ~ ..  JUDGES INSTRUCTIONS g

. BN . - .
2 . . N

You ‘are td assume the role of a.Store Manager for a men's clothing store. . o

You will be interviewing applicants for the advertised positions Students
may apply for full or part-time employment, depending on what qualifications
. they feel comfortable with - C o . . -

<

After the interview, you are to evaluate the participant S communicative skills
using the evaluation form provided ' -

We encourage you to maké this event as realistic as possible. ‘Please ask
questions concerning qualifications, career interests, education, ‘etv. °
- The applicant's application form will be completed prior tothe interview
g and should be secured from the participant when he/she enters the inter-
a viewing area.. Try ‘to ask each applicant the same questions to make your
evaluation easier.

The adult in charge of this event will conduct a run—through of this event
with you prior to competition. Please make certain that all questions are
answered and: that you feel°comfortable with your role before competition

begins. : _‘f LT o _ :
‘ L X "You will have only eight (8) minutes for each interview. _Screen~your;-questions
carefully. : : :

A very special thank you for assisting us in this competitive event.

€.

-
h




Participant m# A ) e ;~Appare1_& Accessories.
A A e 1 - Compunications
Jndges'lnitials _ L fE R -Judges Evaluation-®

L | EVALUATION - . . o R '

X

=4

oW _EFFEC'l"IVE'_L_Y DID THE PARTICIPANT: -  ~'EXCELLENT - GOOD - - ~ FAIR  _ POOR
1. Introduce himself/herself by namé in . . o -
opening remarks’ \ S PO B 4 3 . 2 1 0

2 Establish ‘a favorable impressiop when o R o _ .
introducing himself/herself’ : . 10 9. 8 7 6 54 3 21 0

3. Demonstrate ability to speak in a
" business~like manner by: y . _ A .
"a. ‘Being professional in con uct -7 L - R
and in responses’ R 5 .4 3 - 21 - 0
. L / ~ \' _ L e Y
AR b.. Choosing words to minimiFe misa . e o . :
‘ interpretation’ ' ' '

c. Providing ethical ("cor ect")
responses’

d. " Using interviewer‘s.na.e-
. Periodically? - o
C 4. Demonstrate enthusiasm fo
_.position? ,

5. Speak clearly so as to be undetrstood. .= . : . B

(consider: diction, enunciation, - ' : : Lo

proper grammar, appropriate phrase- R ' . . , '

ology, proper English)’ . o 10 - 9 8 7 6 5 4 3 2.1 0

6. Speak pleasantly, conveying spirit - E S .: S o ;7/_-
and enthusiasm’ N . 10 _ <

\\O
~
(o))
(%2
£~
(9%
[ g ]
—
(o]

:i7; Listen to questiéns asked‘during Cr R ff_i'v R 2:, ; S P
' the interview’ 3f~:i .h.;_, - . o9 .87 6 .5 4 3+ 2 10"

- 8. Ansver guestions relating to e
,education;" experiencey career e ' L S _ o ,
plans, etc.. ST ..,' T 8 26 5 4 3 210

9;A Close the interview w1th a- favorable ' ' o S S
impre331on7 - 410009 - 87 67 .5 4 3 .2 1.0,

. R ) . . : .
P . - e e . LT 2
., . LR a Ul . i

10. | ' Follow Lnstructions on the applica—"”'
- tion form (consider: neatness, o o : ;
s completeness, printing, signature, T . -7 S -
etc.)? . ¢ . , o i 9 ° 8 71,6 5 4.3 2 10

L i . . X - .. - P . o . .
. . . | . -, . i . . . E
AN P Y s b - . R . o B . .
- e — - M

CaE e . » “TOTAL SCORE

145




. : R . o S ST ' ‘Apparel & AccessoﬁieSV
' : e - L .o © . Communications | '
o : L - T o o . * Afministrative Instructions.

“Schedule Details

'This‘thirty (30) minute event Will'proceed as follows: . . -

: 0:15 ' The participant will review the Student Instruction Sheet o
rn\and complete the Application Form. . o f

t

O:OO

0:15 - 0:20 Walking time to store. location.

*0:20 oéza Participant interview for sales position with Judge

.0;28.w 0:30: Judges evaluate students performance.-

" Administrative Instructions , o ' S

Students will be briefed and given the sales positions ads to read and the
job applications-to-complete in the designated mall area.

Be sure students are given time to walk to and given specific instructions
on location of the event. _ RN -

L4

Thisgevent will take'place‘in a men's clothing store aS'designated

‘ . Have personnel located at the location site to instruct students on where
. to go, time keep on schedule and collect evaluations

‘Three heats willﬂe run.
. .

Materials/Eguipment-Needed. .

Clipboards and penci%\ - .. : ., o

Copies of the want ads, student instructions, and JOb applications.* : S
Evaluation sheets . ., s t.- :.; i : B -

.Stop. Watches - .: ' - . . B | ' * .

Judges instruections

_ Personnel Needed N L . . ‘.: N

Event manager - -~ =~ =~ . . o S
1 Prep roont assistant - T '

'3 Runners to Store location. .-~ . . . . o
3 Timers at Store . location . . . L . . . B
-3 Judges

. ; - o ’ ' . : SR
.
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*'Responsibilitiés -

Everit Manager

Prep Room Assistant

Location Runner

Timer'

- o o , Apparel & %ccessorles
ccoL ot 0L -Communications s

-

Lol

Administrative Instructions

- This person is responsible er all majorydecisions _
_ necessary for this event.” Managers will set up the."

éevent, brief all’ personnela see that studeénts get
to specific locationsy keep on-: schedule s collect .

" judges evaluations, pOmpute ev%luatiod%,.tabulate
results, and turn results in to series director ﬂg

Check to see if student is'on schedule., L a
Explain procedures and answer any questions.

N o

Distribute’ job applications and want ads, and time;"

students.

[v]

(1)

with- runner.

- Escort student to specific location of event as

scheduled o

u"
:

- Check to see if student is on schedule and write ID

]

number en the evaluation sheets, ’ﬁm LUt

Introduce ‘student to the Stdle Manager (Judge) and

introduce him as a job applicant. e o

.-
Pass out evaluations-and collect.nﬁﬁi

e

Time student; eight (8) minutes towperform event and

two (2) minutes for judging. - KEEP ON SCHEDULE.

Py

UV -

P TSP
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' ohio’nchs- Sk E . S S - Finance and Credic #*
. SLC 80 SR I L Mathematics .
. ' y T I S S Event ‘Manager Instructicns
, | N o S Page 1 | |
.;l ) - ) ) . . o . i K
T _'COMPErENlIES. L
1. Intefpret monthly billing statementsi:
2. Add columns of ﬁigures withffaciiity;. : :
- OBJECTIVES . o S St

The participant will demonstrate his/her ability in ﬁ%terpreting a bank
statement and- reconciling it with a checkbook register. :

o ' o
: DESCRIPTION. , ’ L_J./”/

\

. The rticipant will assume the role of a bank teller A custiomer has
- received his/her Mbnthly bank statement and cannot reconcile it with’
e his/her) checkbook register. The participant must locate the errors and
reconcile the register. SRR . s

SCHEDULE DETAILS3

. . \ .
._ The thirty (30) minute event will proceed as -follows:

0:00 - 0:30 The participants will review the Student Instruction
Shieet, the Customer Checkbook Register, ,the Bdnk -
Stateément, and’ copiet of Cancelled Checks. The =
: participant:will locate errors in the Checkbook ... .~ = - J
- - ' : Register and note: them on the Student Answer Sheet ¢

ST ADMINISTRATIVE SUCCESTTONS

PN

l.-\x room is needed large enough to seat all osrticipants.

2. fSehting arrangements -should allow for adequaté space between participants.

MATERIALS/EQUIPMEY ntnnmo . ‘ S TR
a. Copies of Bank Statement |
b. Copies of-Customer Chttkbook Register i o

: c.' QOpies of Answer key -

hdcnt Answer. Sheet

. . d. Copies of Stude £ : : l
. . : . \\ Lo ’ - 3 . L

¢. ‘Copiles of Candiiled Checks (9)

f. Pencils \

, . : _ L B TR B e
ERIC £.  Scratch paper (jptionai) o : : |

%;, : Sf o A.  i’:‘:~£353£3i'.} | | v
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't tho.ggtA" B . R '_f'u_ - '.j’_ - 'Finance and Credic

sLcgo - - L - o ~ - . . Mathematics
Lo L . o , Event Manager Instructicnu
' Page 2

. . - s : . . Lo . ) ° o o
V . | : . : ‘

PERSONNEL NEEDED

RESPONSIBILITIES - R

2. Prep Assistant

a. Prep Assisrant (l)

!

b. sProctors (l for every 15 participants)

¢, Graders (as.needed)

-

1. Event Manager - This person is responsible for all major decisions_.
necessary iii this event. He/she will set up the event, brief the . ™
coordinator assistants and be responsible for all materials. _ .

Remember to :
g. Be sure partlclpant evaluation form.has grader s initials ‘and
the participant s I.D. numbér
- b. 'Be sure participants leave all materials
¢. Turn in Student Answer Sheets to graders as soon as they are collected.

.

‘a;  Distribute the fo!.;w1ng itens to partlclpants
* 1l¢ Coples of Boo tatement - - ) _ _ _ . .
2., Copies of Customer Checkbook Register : : ‘ _ .
3. Copies of’ Cancelled Checks (9) - ' S ' o
_ 4. .Copies of Student Answer Sheet
b. Answer any questions regarding event nruceﬂurcs
‘c. Do not allow the event to exceed thircty minutes.
d. "Assist. Event Manager, Préctors’ and Graders as’ time permits.
. . . .
3. Proctors ' . - ¢ '
o e L : . . S
a, Survey participant's progress to discourage any dishonest actions
on the part of the students. :
b. Asslst Event !anager, Prep Assistant and araders as .time pgiFltS°

4. Graders - Score Studcnt Answer Sheets ~using the ‘Answer - Key

1
B

N

i
i

-

*This finance and cpedit event: was: prepared as a part of a U.S.0.E. . N ' ‘
. funded project-in~coopefyiion'with Ohio State University. . : _~_150. - -



' Finance and Credit
Mathematics

Ohio DECA =~ . . f
Student Instruetion Sheet

SLC 80

it with a checkbook register. . o PR

,OBJECTIVES R

You will demonstrate your abllity in interpreting a bank statement and reconciling
L
PROCEDURES

You are to assume the role.of a bank teller. Your manager dsked yOuwto reconcile-

a customer's checkbook register using the most recent bank statement recelved
~ The, follow1ng 1tems will be provided: o . L

a. Bank Statement : . :

b. Cancelled Checks (9) S, S I
.#. Customer Checkbook Register I RN :
d. Student Answer Sheet .

You will be given th ty (30) minutes to locaté errors in the customer checkbook

register and. complete Che student answer sheet showing the corrections. Use of
calculators or any other aids Js prohibited. . ’

it : . . : - ..

L 240 Q
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S oS80 oo T o ' o Mathematics. =
o .% R T - " Bank Statement . -’

v ot
»

. . —

AL

- A

C o mimsenroic L S e

- 4 AECOUNT AN K ; r-. ~-—]
- y . ' .
| ;f' . . . .
i/ .
i . ) i
B }
B - ¢ )
- . ¢
¥
4 . ' ’ N l
. . v )
3 ’ 3

..

AN LAY ATALT LAY

BALANGE LAST STATEAMNT

a

NUNUHLE N
Chrmt s Lhdnty

9

E -
LEss o -

SROUNT CHECKS DEBITS
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Jepptrials Crvaprre

2

i AnOUAT OLPOSITS . CHEDITS
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1

o

. oued

B

- Tuevicr traiel
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3

&
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1.00
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. Y
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: ~ . | ’ \ * :
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T - - o oL Customer Checkbook
. . | S | o '~ 'Registration '

= hu‘se B SURE 1O M

TICY Alab PER CM!CK CHARGES OR SIAVICE CHARGES THAT MAY APPLY TQ YOUR ACCOUNT - f

. M -
N -1 / -1 foy- 2 - BALANCE
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CHeCK MO, | OATe OR DUICHPTION OF DtPOSTT
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* Dhio DECN:
sLc8o

'Particiaan£h ame

-.»ID#

- 7% Finadce and Credit -
7 Mathemaficg. -
'“*nStudent knawer §heet

'INSTRUCTIONC; ;- Yoxi are to fill in each of- the following blaﬂks using T - ‘

'Check #643

L -

Deposit ($450 50)
' Check #644
Checn #645
‘ﬁCheck 0646
Cbeck'#§47 R
Check #648

Check #649

. “Deposit (5156.00)
Cﬁeck!#GSOJ?

Check #651

SLerCL Chargc (b3 uO)

[

Customer s'

Balance

s 96 36 ,..ﬁﬁ“

D e

% R

§ 96.36

~

ii.{Balahée;:ff/ " Difference

PRI
~0 -

T

|
4

158
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: ._Ohio DICA .[ o . ' “~ ., 77 -Finance and Credit

.Y SLC. 80 e T et SR . Mathematies -
e e AR o Anawer:Kéy,

- INSTRUCTTONS f'You_aré € ﬁilﬁ 1n,%acigofﬁehe following biauks uqing I
~materials provided. - . T iﬂ Lot : S

Customer's .,  Correct ® -
© .Balance = . Balance .. Difference

$96.36 - .§$96.36 - <0~

‘ Check 4643 S 6670 _66.70 =0 - -

!
f

" Deposit (qaso s . 51620 % _517.20 1,00

CCheck 644 - .. 95190 . - 1252,20 '1.00

|
l

Check #645 - = - L 227 .44 218.34 _-9.10

Check 7646 : o 22144 19634 -31.10

|

Check #647 C _a47.20 1658 -70.62

Check #648 - . . <3220 161 58 - ~70.62

T . . . [ 0. .

> Check #5490 - 67.20 342 -70.62

3
|

:

l

@  Deposit (§156.00) . 233200 152.58 ¢ -80.62

Check #650 Lo . 133.20 - 52.58 .- -80.62

Check #651 . - : . 8.20 - . 72,42 ~80.62

|

Service Charge (§3.00) . | '~ 8.20 75.42 S~ 83.62

rach ntry Imdexr Tha Thrae Headings; Cus_omer s Balance, Corréct_Balance, and ..
Diffcrencc Is Worth 1wo 2 P01nts. S R .o .

’

" Total Possible chnba ='_72

-5

A




© GOMPETENCIES . LS k Y

t person’'s business advancement.

'a U.S.0.E. funded progect.’ffp

. - . . . . . 3

-'SLC'~»1982 l-“’ o _ o e " Finarce and Credit*

. - T -Communications/Product Knowledge
: S : L . Student Instructions :

Communicate effectively with customers, co~Workers and supervisors.

. ¥ :
Knoz/fh;t’the ability to communicate skillfully and in good English is essential

]

' Skill in satisfactorily handling customer inquiries for general information.

h Skill in interpreting store policies to ‘customers. :

OBJECTIVES ’

i

The participant will demonstrate oral communications, knowledge of IRA accounts,
and ability to retain customer good will by answering correctly questions con--
cerning an I \account. ' N \

EDESCRI?TIONf

" The participant will be given an information sheet . concerring IRA accounts..

After the participant has _studied the information sheet, he or she will act

" as an employee at a. Credit Union who is' knowledgeable about IRA accoutits. v
~ The participant will be evaluated upon his or her oral communications, Know-.

ledge of IRA- ‘accounts and the ability to answer correctly questions concerning
an IRA account, : ‘ - ' :

,PRoCEDUREs S /o . {

&

" You are’ an’ employee at a Credit ‘Union who is knowledgeable about IRA accounts.
You will be evaluated upon your a&bility to ¢ommunicate ‘orally information

-about IRA accounts td a customer and your ‘ability to answer specific questions
concerning IRA accounts.

. You have thirty (30) minutes total to prepare and eight (8) minutes to amswer

the questions._

-~

_ #This finance and credit event was prepared by Debbie Popo as part of

. @f)llz?'.
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, ) S SR, L Finance and\Credit B v,
- : oo v . .. *~Communications/Product Knowledge

' Student Instﬁuctions

L L L INFORMATION SHEET ON IRA ACCOUNTS SN T e ] .

. ’IRA stands for Individual Retirement Account. I | SR
" An IRA is a long term savings account for- retirement and a tax shelter. -

3 / )
Any individual can have an IRA, beginning January 1, 1982, if he/she earns compen- '
sation.: _ . , . '

UVEarner income or compsnsation is defined as wager, salary, tips,, bonuses or income -
. earned from "cottage industries" (i.e. working in the ‘home, babysitting, sales of .
handicrafts, Tupperware, beauty products, etc.) -

-.Compensation does not include royalties, dividends'or interest earned retirement
‘income, rental income, etc. : :

N - A} ) ’ . L]

Types of IRAs

1. Accumulation. (contributory) IRA ! Xége earner makes contributions (deposits)
and the funds accumulate in ‘the acco nt.. This will be the Dnost common type of
IRA- for qur Credit Union. .

2. Spousal JIRA ~ (also an accumulation IRA) a married‘couple with only one spouse :

“employed can set. up a Spousal IRA. There must be two separate accounts and'
the employed spouse ‘makes contributions for the unemployed spouse. If-the’ :
non-working- spouse becomes: employed, the account does not have to change. : o .

Annual contribution limits will change depending on the income ,of the’ spouse. ‘
° ﬁ L
3. Lump sum or Rollover IRA - a lump sum distribution from a pension plan is
~ . received to this type of account. There are no dollar limitations on the
‘amount of deposit, however, ' {t must remain separate from any other IRA ay .
member may have with the Credit Union. Co ’)

[}

4, NOn»Rollover, Rollover IRA - a transfer of money from one IRA account to
another. Generally, this transfer is.made from one financial -institution .
to another. If the member takes possession of the funds, the-transfer must P
be completed within 60 days. This type of rollover can be made once every .
12 months without incurring federal - -penalties. If the transfer is made

"+ directly from one financial institution to another, without the member
‘taking possession of the funds, there is no limit to the number of, times
it can be.-transferred, without incurring federal penalties. However,‘the

Credit Union will impose dividend penalties on any rollover to arother . c Ty

financial :institution, if the'funds have not been on deposit at. least 18 v
Cmomths: . | S )
S S ff-, Contributions to IRAS. o o ': . .
& ! . )

The maximum annual contribution per individual is $2,000. OO or. 100% of compen—
sation, whichever is less : .

e ' | 0 1ei
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Studen

- Contributions to IRAs (COntinued

e and Credi;

ications/Product Knowledget
t Instructions

)

The maximum annual Spousal COntribution is $2 250 00 or
is less. The monies deposited to. Spousal IRAs can be di

100% of. income, whichever
vided between the two )

accounts in any manner, as long as neither account goes over the $2 000.00 annual i

contribution.

B

{Contributions to an IRA can be made in any manner the me

payroll deduction, direct deposit, mail, or in person...

Contributions can be made- any time the member chooaes{

to the date he/she files his/her income tax (including e
his/her income tax for the year. . For example, if a memb
he/she. can deposit $2,000. OO on that date and deduct it

;\:

mber chooses; a lump sum, by

A member may contribuﬁe up
xtensions) and take it off:-
er files on April 15, 1983,
‘from 1982 income.

Once the account is established, the member does not have to .make contributions

every year.

I s T
There'are no limitations to tz&s;umber of IRA Accounts a member may have; but the
1

aggregate contributions to al

them cannot exceed $2
for S ousal Ira’ s) ' ' .

No cgntrdbutions can be made to.an existing Spousal IRA:

.spouse reaches the’ age of 65 and the working spouse reac

unless the non-working spouge becomes employed prior to.

Funds contributed to an’ IRA don t - have to be’ from compen
is’ the measure of maximum contributiOn. It's conceivabl
borrow to open an IRA. ' e '

b

'Dividends paid on IRA funds are not: counted as contribut

"

The tax deduction for an IRA is- limited to what the memb

The amount contributed to an IRA is deducted from a pers
federal income tax. purposes. In addition, state and cit
reduced- by the same amount. ' :

'1f a person con;ributes more than the maximum amount for

tax is imposed by the federal government., This excise t

”person applies the overage: to the next year 8 contributi

(g. -

Age Limitations on IRAs

~

i

f'. erson.must be. a; least 18 years old and under 70% yea
persgn may not withdraw from an IRA until age 59,

erson must’ begin making winhdrawals by age 703,

2,000.00 0 per year ($2,250.00) |

after the no
hes the'age
age 70%..

sation. E rned income
e that a person may

ions.
er cont ibutes.
on's 08s income for .

Yy incbdme taxes are

t'e year, a 64 excise.'
ax can be avoided if the
on.

rs old to open an IRA.

162




Finance and Credit
-Communications/Product Knowledge
T Student Instructions ‘

Penaltiesifor.Early Withdrawalzof IRA funds ﬁﬂ'”

" Funds withdtawn fro7 an.IRAMprior‘to’age 593 -are subject to the following federal
penalties: : . S

. A tax of 10% of the amount withdra \ :;- - : ’ . CoL
The monies withdrawn will be recog ized s income-for’the year and taxed as such.

~The Credit Union will impose the following penalties (in addition to the federal

" ones). if monies are withdrawn prior to. being on deposit for 18 months:

-Loss of 180: da}m‘ dividénds and any dividends payable will be reduced to the rate
paid on regular shares as of the date withdrawn.

Exceptions to Penalties

.. There will be . .no federal penalties imposed for early withdrawals in the following f

_.cases: .. - .

If a member becomes permanently disabled prior to age. 593

_ In case of death, -the monies may be transferred to a beneficiary.

Rollover to another IRA fund at another financial institution once every 12 months.

The Credit Union dividend penalty will remain in force if monies are rolled over -
- \to another institution/prior to being on deposit -for 18 months.

Other Penaltiesi - -

AA 64 excise ‘tax will be imposed by the federal government if the member- contributes
more than the. annual limitations. o : 1

If withdrawals are not made by age 70%, the federal govern ent will impese a tax
of 507 of .the minimum withdrawal amount. The minimum withdrawal amount is cal-
culated by dividing the Balance of the IRA at the beginnin of the year by the
life expectancy of the member or the joint life and last sufvivor life expectancy. .
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 SCHEDULE. DETATLS T\\”\\\

‘.
B

‘ Finance and'Credit ,
dommunications/Product Knowledge
Administrative Instructions

\-

“\

The event will proceed as-follows:h . : o

" 0:00 - 0:30  Student Preparétion' - o :;' ’h‘ N
0:30 - 0:38 Judging N Ti\\" T 2* |
'0538 - .0:40 ° Judges Evaluation %‘,. E :': - .

- MATERIALS /EQUIPMENT' NEEDED

N
. : ‘ T Y
1. Copies of Information Sheets on-IRA accounts
-/ 2. Pencils . o R N
. o _ : - N\
3. .Scratch paper S : : N
o NET | . -
s PERSONNEL NEEDED . , T : .
N - . . :
. 1. Prep Assistant (1) I . . C
' . 2. Proctors (2) - . h e N
. . . i e . i b
' 3. "Judges - . (2 per heat) -
- RESPONSTBILITIES - : -
S :11 Event Manager - This person is responsible for 411 major decisions neces-
A : sary in this event. He/She will .set up the event; brief all. personnel,
see that materials are where needed and completed forms are‘turned over --
to’ judges' tabulation center..
- 2. Prep Assistant’ o - - ' . - : aiv
: a. Distribute copies . of Student Instruction Sheet, Information Sheets on
‘ IRA accounts and pencils.
b. Answer questions regarding event procedures
.c.”_Do not allow participant to exceed the thirty (30) minute limit.
d. Assist Event Manager and Proctors as needed
3. Timer _ o - : :
e T a. Survey participant progress to discourage any dishonest behavior
‘ . '” : ‘b. Assist Event Manager and Prep Assistant as time permits.’
4. Judge - Evaluate each participant's responses to the- questions provided in

the evaluation sheet. - Do'not "coach" the- students-into an answer.

1oy

oy
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~ Finance and: Credit 5
. S : : L ‘Communications/Product Knowledge
Participant.ID it _ e e -J~\Judges Information o %

;
. . . &

EVALUATION FORM ~ L .*’*

L

"DID"THEAPARTICIPANT..'....'.’  EXCELLENT . GOOD ° AVERAGE - FAIR ~ POOR  RATING

© 1. What is an IRA? 2 (Yes) - - e, (No) 0
_~ (Identify IRA as being an . - S - ' SR
¥ Individual Retirement Ac~
' count for a long term
. savings account for
retirement?)

- 2. Identify what earnmed in- - 100 - 8 "6 : 4 . 2.0
"~ come is for the qualifi- ' - : :
cations of an IRA account?
" (Every answer mentioned = - . T :
receives 2 points.) - .' : ' o . '{f

3. What types of IRA's are -8 - 6 4 2 0
there? " Identify the four - o ' o :
types of IRA accounts. ~ . , R : ) e .
. (Every answer mentioned ' S : S o -

" receives 2 points.) . R ' . “pﬁ\ '
a. Accumulation - ﬂ o ; : o _ :
o " b. Spousal IRA A S Co .
Fa - ¢. Lump Sum or Rollover:IRA ' “ '
Sy d Non—Rollover, Rollover IRA ' ' :

-

4. Explain: - y ‘ o : : S |
- Accumulation IRA S 20 18, . 16 .14 12 10 8 6 4 2 0 o
. . account ' - ' , T ' o “”i??
. © b. Spousal IRA account 20 18 .16 14 12 10 8 6 420 _ o

5. How much can one contri- . 2 ' T .0
" buté to an IRA? , -
a. Identify $2,000.00 or - L T . . . : ¢
. 100% of‘compensation for oo S : , S al
a total contribution to , ' S - . . :

- - a single IRA account? o . o T
b. Identify $2,250.00 or 2 ' : N A -,

- 100% of compensation D o ' : '
for.a total contribution

to a spousal IRA? o « . ”  . : ' R

-6 swer "Yes" to the question, 2. ;;\g ' A : o e
,///2#?f ‘I.file my IRA.on April ’ Yy e K .

15, 1983, can I still deduct - e ; . P -

it from my 1982 income’" T B :

7. What are the age limits for ~ 4 o 2 BN S0
IRA - s? , . T ' R : ' 3 _
Answer 18 and/or 70k years S e ' ‘ -8
‘of age ‘as being the eligible ‘ o ' Co '

- age to begin an IRA account? ) Co - 165
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\

Explain the penalties-for -
early withdrawal of IRA

funds?

*

,Ideﬁtify,the-e&ceptibns
- to penalties for, early

, * withdrawal of funds as

10. T

and diction.

-~ being?
« = If a member becomes

permanently disabled
_prior to age 59%.

- In case of death, the -
monies may be trans-

. ferred to a beneficiary.

~ Rollover to another IRA

" fund- at another financial

institution’ once every
12 months. ' '

Toint out some advantages

of IRA accounts such as:

"= The amount contributed

to an IRA is deducted
from a person's gross.
income for federal tax
purposes.

- State and city income

taxes are reduced by

‘the same amount.
d [

General Greeting/Intro—

“duction of self and -

IRA S.

Communicated well, ‘using
understandable.language

)

.

0

4

12 -

. Finance and Credit
Communications/Product Knowledge

Judges Evaluation

' AVﬁKAGE FAIR
3 ,2, 1
. |
i
.
3 2 1
4 3 =2
O
9 6 3

. POOR  “RATING

0,

~i



-and determine if you are ~over, short, or even._ ‘The follo

s . . - . ] - \“\
- . - .

. L . . . K T ; : ~MM"~,. — :
. SLC~-1982 -~ . SN L .. Finance and Credit*"
- ' v ' I .Mathematics '
S - Stulent Instructions
COMPETENCIES

. \i_d
Maintain proper records of .cash’ received and bank deposits to prevent losses.

e

A

. Balance cash and- total sales for the department and/or cash register at the'

end of the day.

"Add“columns of figuresewith facility.'

Multiply and~extendffigures with facility. . A ‘\
. OBJECTIVES - " T

The participant will demonstrate his/her ability in closing out a cash drawer
at the end of the day. : D

S

DESCRIPTION o

" The. participant will close ouf the cash. drawer by adding all deposits and cash

received and subtract all cashed checks. Evaluation will based on the
participant's correct answers from the Student Worksheet., ' .

* -

 PROCEDVRES - N

You'are to ‘assume the role of a cashier. You must close out your cash drawer’
wing items will be
provided '

a. Student Worksheet . "' - - ' . A
b._'Student Answer Sheet ’ '

-
N

You will be given thirty (30) minutes to close, out’ the cash drawer and complete
the student answer sheet showing your opening- bank, ‘cash received, and checks
received. You myst then determine if the cash drawer. was. over, short, or even,

The. student worksheet can be used for all of. ‘yoyr calculations.. Use of calcu~("

lators or any other aids is prohibited. You will-be evaluated on your ability

to correctly compute and answer the correct figures on your Student Answer Sheet.:_

e .
{

!

c e

*This finance and credit event was prepared by Debbie~Popo-as partﬁig an
U.S.0. E funded progeet. , : - :

n

~ U - : : : N
R . - o . : :



Opénin

g Bank

f
t

HSaOMNMNLOOO

rolls pennies
rolls nickles. -
rolls dimes =~
rolls quarters
ones . ‘

ives -
en

227
530
85
68

124

79
63
. 46

7.

2

1

“Checks

Closing Cash Drawer

pennies
nickels
dines
. quarters.
. ones
fives ©.
tens
twenties
fifties
hundreds
$500 bill

Received

-

2

19

~ 2
1

.7

39

7.06
8.90
7.49
6.01
6.32
7.77

"~ 4.86

o 45
6

7.63
8.72 -

.Register Tape Voids

3.97
14.99

8.65 .
168.99

e

674.24

- 766.71

675.94

11.06
114.77

73.94
9.67
111.70

369.99

Y

STUDENT WORKSHEET .

99.31 -
26.33
6.04

129.73

16.92
76.54
96.45

$288.89

334.34 .

Opening Sales'RégiStevaééding. $15,068.59'

‘Closing Sales Register Reading $23,640.62

<
*

Finance and Credit
‘Mathematics =
Student Instructions

N

"36.55
8.08
7.31
4.63

19.99

- 5.95

6.71
26.85
"34.91



- * Name IR ' C . S Coe I ?inmce md f:udit-' o
g : \ ' ' . Hlthuntiu

- D ‘Nickels

Dimes . - e T

Ones.

r;". o RS - . o

WNER T e

Tens ) : . R ‘“

Total Opening ian.k ) : 5

Closing Cash Drawer Count S AT g ' ,
S | . ' . Pennies - - : S
‘ . . . Nickels ' - e I

Qin,u

o o , Quarters e ' | \

I&\iu- . : ' -. | ' | ,

© Tens

Twenties Co -

-~ . ’ . . ' !1!:1“ ] ,- N ’ ” . iy i . - .

ﬁuadr,cdn

i

$500 B4lls - AT .

Total Cash in Draver .

+ Checks Received Total

-~ Total Voids

‘ . o inu: u the dny s toni cash rcccipn? o

/ "» What s the daily uln cccotdiug to S o o
- : ‘only the ruiucr tnﬁing . ) o o .

o b , 'Att you over or ohort? ((7&1-)'

llom much?




D 3 . . _ . Mathematics'’ RN e
.. | ' Administrative Instﬂ PR TIE

o .

scazbﬁix DErAxts - o SR S

- . . / . . E ) ) - : .u :.'\{ i ‘ B
Ihe thirty (30) minute event will proceed as- follows° ' L s

“0:00 - 0: 30 The participants ‘will review the Student Instruction S%eetf"“-}ﬁﬁjf RN
. ‘and the Student Worksheet. The participant will close out,“ _;;; U

_ . the register and note all bank deposits: ‘apd’ cash.received, : " o
: \\,ﬂ .. checks cashed totals; and indicate if the cash .drawer . 847 %wiwcs
~ ..  balanced, was over or short on the Student Answer Sheet. . ¢ T o o

. ~ . R N LAY
A . T o

v

ADMINTSTRATIVE SUGGESTIONS - o I AL SR

1. A room is needed large enough to seat all participants.

LI . . .
‘o .0 . ®

2. Seating arrangements should allow for adequate space betWeen»participaﬁts.-_~

iMA:ERIALS/EQUIPM;NT NEEDED - ST | _' -:. e 'éff E‘f’ Y ' i;/
'A.: Copieslof.Student Worksheet R :;M:_ o i | S’;'-?: ;;; ,._Tl : _:
B. Copies of Answer Key | | -. | i

C. Copies of S.tud_“-nt_'.Answer,.Sheet - I o - '.
D. Pencils | . S | L | _ - R .: i /‘I

“E.  Secratch paper (optional) T “ e 51A;If’f;x'2

'PERSONNEL NEEDED . R S A
A, Prep Assistant (1) o ' R o L I :;;’; b
B. Proctors (1 for every lsiparticipants)

. o . AR . i

—_ . N [P
e .. . e B T A
. k Lo

C. Graders (as' nee_ded)_ S : B . S ‘ R A

1

RESPONSIBILITIES. A B o R -'7¢T”?q-ﬁﬁ.fﬂ

1. -Event Manager - This person is responsible for all major decisions %ecessary
*  in this event. He/she will set up the event, brief the coordinator assistants y
Ps and be responsible for all materials. _ _ N N 1_:f~¢¢_J,g~

Remember to: - : ' ' - T P
a. Be sure Shrticipant evaluation form has grader 8 initials and ‘the. . eogeT

.participant'é I.D. number. ot : el TR e
b. Be sure participants leave all materials. R T "“V P

c. Turn in Studént Answer Sheets to graders as soon asﬁthey are lollected




. L Finance and Credit _
' Mathematics )
Administrative Instructions

?ﬁrep Assisfant B :-__ : B _'5 - . o
« 7, e 2 . . ¥ . o ‘

A0 o Distfdbute the following items to. participants. S o :
A . #1., Copies of Student Worksheets  , _ . T f
S e T 3_2. Copies of Student Answer Sheets -~ w .. o

o0 - ~+3.. Student Instruction Sheets - ' " ’ S

b Answgr ‘any questions regarding event procedures.

. " .'c.1Do.n t:allow the evént to exceed thirty (30) minutes. '
: - -do'
|

_ Assist Ev%nt Manager, Proctors and’ Graders as time permits. T
| 3, Proctors_' | ~ . e
. :y .- . - gt — '. . . . v [v] . . .
i 2'1 Survey participant’'s progress to discourage any‘dishonest actions on’
o . “the part;of the ‘students. .-

-.\ .b

Assist Event Manager, Brep Assistant and Graders as time permits.




mmm msm smm

ggnniug Bank .

a

.Puuucu‘

o

4

Nickels

$ 3.00

Dimes .+ -

12.00

- }‘15 .00 .

T Qﬁar:cr:

‘Ones

v

20,00

20,00

~.20.00 ..

Pives

Tens

. i
_Total Opening B‘hnk
o !

10.00 _

$100.00

i

L
3

Closing Cash &h‘mr Count |

Pennies

&

$ 2».27

Nickels

Dines B .

26.$O

Quarters

s.io

17.00

* One#

~ |
124,00

“Fives

395.00

©

-

Tens

630.00

920.00

e Mnti'.

!itt.iu

350.00

.o - Bundreds

200.00°

. 3500 3Mlls

500.00 .

Total Cuh 1:: Drmr

Chcck: hceind ‘X'otal

. 3

ro;nl - Vo;ds:

tht 1: :lu dny s :oul cuh teccipu'l

. only he tcgz.:ter ruding '
e sz your :bor "_;".':j(cxtclc)
How mch? _ $6 13 G

tht 13 -:the duly nlu according to

~$3173.27

5308.29

©196.60 -

838156

"58552i03;~5

" Pinance and Credit - -

Hathcutics .

L Admini::u:ive In:tmctxons



'le
Finance nnd Credit

;LMathematics '
'.Administrative Instructions

A

ANSWER SHEET VERIFICATION

“u.

What is.theLQay’s~totéi cash.reéeipts2 .

N 3 Cash
L S Checks

~Opening Bank

‘What is the daily sales according to only'

"the register readings?
- ._/Opening reading

. " 'Closing reading
Unadjusted sales

z

—

A%e you ovek.or short?’

Cash. Receipts .
" Register Sales .
" «Voids
NI Adjusted Sales

. e
s
- - .
LY . -
N :
* -"\. AN
o~ - -
s - :
H K)
\ .
v
'\‘. n -
. E
™ oL v
- v 1
- R A
" X ! .
N - .
B A\ .
- N
o - K
\ - :
. v » .
b -
8 L by ! -
. < .

'8572.03.
~ 196.60

v

3173.27
5308.29 -
8481. 5%,

- 100.00 - .
$8381.56 | -

| 23,640.62
$78,572.03

», C- ' ) /
] 3 1]

8381.56 .

'8375.43
+:§  6.13

- 1737
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4

» ~ _ . . :
.'_1Skill in scheduling and featuring meichandise in displays at a time it ,//
' .is being advertised. . o o _ .

: of merchandise

OBJECTIVES =~ . S . | "

sLC - 1982 . . . .. Food Marketing*.

- L Lo . ' Display/Communications
-. Studgnt Instructions
= 2
COMPETENCIES '

-

Skill in using mass display id setting up displays of large quantities

- X

'Knowledge of the use of VariOus types’ of display fixtures for the most

- advantageous display of merchandise.

P

i'Knowledge of the principles of mass ?isplay

Skill in communicating ideas to customefs, supervisors, and co~workers..

i

-

- The student will be able to explain the best locations to place displays of

items on sale and items in season taking in consideration the given store
floor plan ' :

DESCRIPTION -

'PROCEDURE'

- tell which products would be,displayed together and why you displayed them
in the locations you choose. | After completing the form, you will be given

~The participant will show the best display locations for ten of fifteen items
. with four items being on sale and most of other items high volume items during
‘a, particular season. The participant will place the displays im the location
.which would increase total sales.volume and profit. The\student willgexplain

to the Judges reasons for specific locations for each itehp

RN

You are an experienced employee of a.large supermarket chain. - Your store
manager asks you to set up two displays for the week preceding Memorial Day.

You are given a.choice of fifteen products to display. The manager explains
that you have your choice of eight display locations at the ends of the four

(4) display isles. The manager explains that the new area supervisor will - be .
visiting the store during the week.  The area supervisor will" ask you to jex-
plain why you are displaying ithe products at the end of the isles and why in

the two particular locations; you choose.. On the form provided, you are to

up to efght .(8) minutes to- ekplain to the area ‘supervisor your reasoning

- for your decisions. You sh% uld. consider: which items are linked together

especially during the spring ‘of "the year and; “the” week ‘before Memorial Day

 weekend.. The sale will end 9: 00" RM.. on MemoriaI Day. You.have_a total -

of" 30, minutes to prepare your presentation. Sl B
o B : T N e

L

o TN : ' - -

*This food" marketing event was orepared by Phil Cahoon Superv1sor

.:of Dayton City Schools, Dayton, Ohio as part of auy. S O E funded proJect.
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‘2.

Food Marketing

1\L\;;\//_ L o K o .Stqdent Instructious,

N o _ T S _
~ Your choice of which five (5) products to put together gt edch display

location should include consideratiOn-of the following:® BT
Product relationship to each other. / o : h._: o ?\\\\\
.Tie in of products displawed to<the other products on shelves or in
departments adjoining the display. €~
3. Traffic flow in .the store,o
4. Necessity Qf'items\tg.mdst shoppers.
5. Profit'margip”of'items.i\f | .
6. "Ease of display;ﬁith other items on isle ends.
7. Items bn'sale s L .
-Items bought on impulse
9; Season of year and activities of shoppers during that season
- . )
A
‘ \
j _
; xr $id k
b kb .-
176
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DISPLAY ‘I i
List'fiye i?ems\J:r display

Participant.#' Z

Food Marketing
Display
Work Sheet

number one (1). Locationf#'

_Display location number

1-through 8 on attached

floor plan

. ~

Give reason for putting the
attached floor plan. :

I

above display in the location you chose on the

DISPLAY I1

List five items for display number two (2) .Locationf#" . ' 1 .

Display location number

1 through 8 on attachedc

floor plan.

v -

, .
wos W N
. L] . L]

3

-

Give reason for five items ‘above in .the same display," -

k1

attached floor plan

 Give, reasons for putting the above display in the chation you chose on‘the':

y
L4




o o Fiod Marketing - .
o _ Display-

S~ . " . Fact Sheet . ‘
. .~'.:.-,:\\)\. ) . . . ‘ . ] » '

R

' DISPLAY ITEMS

ITEM . %00 . . PROFIT MARGIN

R Lo .o . : —~

1. ﬂCarpet_Shamb66§$;¥éh§al R A R

~
Ea P

"2. Heavy Dutngapex'Towéigf'(On sale) ’ o 8%
: . : S R : : o
- e N . , 25 %,
i L ’";:u;?'.':-. Co e RS oo %\_'%;.__ .
4. - Paper plates Nﬁi; :f"?;fai; S 29

3. Hot dogs

o3

ES,A'ChérQoal . : "_'fﬁt5gn » R 25 g | . | | .:?T:
/ 6. &ops ". _ D A RN ‘: 21 %:;

_ 7. ﬁquuand Beans (On sale) . ° T “a“*--\f'i, 10 % S /
/ ’ P - . . o . L B . Y

i _ , . _ _ - .
8. Lysol Cleaner o S S

Y
N

9. _pbg Food (25 1b. bags) . w®1

'.‘-.:_1-0-. ‘_Mus&érd. (On sa.lé),' ) s _. ; o o 16 % .
@1;: Windex.G}éss éleaﬁer (On sale)i ‘ o ' | - _12 y
.12-_ Sweet>Pick1;§f' ' B L - _-;24 % f.>

| © 13, Vegetable & Flower Seeds : o _' a7

' ._14. Sponges B I ) - ;_, 30 %

15. Carpet Deodorizer : : 27 %

. " " w .
i .
A S
- 267 C
Z. . - > ’ B
X .
L.
& .
“ ! -
. . K
- ‘
5 »

178

. N ' . - . . .
‘ - - . . . o -t - s . . .
. IS / . . : -
g ],_ g . . o . . [ S,
. -, i / . - . . T T e e
v . . - . . . thls i . . .



o IR R o L S " Food Marketiﬁg . | o
‘ o . o S N L : Disﬁlay/Communica'ti_bns ' A
i : . : E I "+ Administrative Instructions
I SUPPLIES/EQUIPMENT . - e | | |

. L
? ~. .
-

L)

. | o . )/ . T -_v
1. Work Sheets/Floor Plans : '
_ B L .

BERSONNEL . .. =~ . .o
1. Timer (1) e _ ‘
22._ JUdges*-(ﬁ) . . | .

3. Supervisor (3). *(Cigtamer) AU |

JUR

g e g i s ) . . S |
‘4>~ Prep-Room Assistant o '

L . 3 .. . -:”:“""r_?'?:.." . V . . .. . i . . . S | . B .. - . '.’.A, .
~ - ) TIMING _ ' %s%x%\\\

LN

Preparation - 30 minutes

i Presentation ~ 8 minutes - -~ 7. '

. - Judging time - 2 minutes - - BT ' -

) 1
, . L .

A

gy,
« 5
E o
- i o
"
»
> . ! PR © »~
. e .
": ouy 2 &. .
. -
. . ~
. & v
< : 1
- x ~. -
. e,
. - P - . ~
- > -
P . -
-~ - «

R4
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~ L. R . b - \: .. P

e .7 Yood Marketing .
: ST o R S Display/Communications h ,
\ L { Judges ‘I.(nst?uctio&s L .

N - . . “ . &0y
» . - . . - .,\_,.

A Participants are to have ithirty (30) minutes to complete the activity

JUSt prior to their eight minute maximum oral explanation ofitheir choices
. -k

. 2. 'Judges are to use the evaluation fq&m during the¢oral explanation to
question participants : . . '%
3. Participants may refer to the work sheet of their activity duringethe
_oral explanation . : : .
. . &
"4, At the conclusion of the oral. explanation, the participant is to givé
- you “their work sheet to. which you will staple the oral-evaluation form

i

_ 5.- A maximum of 100 points are-to be awarded for this activity

6. As the participant starts the oral explanation, ask the participant his %A
" or her participant number to be .sure- you have the correct’ number on the ':E
evaluation sheet. :

RATIONALE FOR ANSWERS T . I T

Picnic supplies (pork & beans, mustard sweet pickles, paper plates and
charcoal) should be located in location number 5 for the following reasons:

aa.‘ Across from the prepacked’ cold meats, pic;nic high profit items . :

b. 1In early part of traffic flow when cart is empty and money not
exhausted yet. : ; . .

- j c. Display at end of isle of related items, canned fruit & vegetable
and condiments glass items. o S )

E House ‘cleaning supplies (heavy duty- paper\towels, Windex cleaner, Lysol

_ cleaner,»éponges, and carpet. deodorizer) should . .be located in locafion

#2 for the following f@asons

T b» a. At end of isle of rolabéd items cleaning supplies ﬁ

 b. Next to cash register where shoppers buy more what thgy w111 need -ﬂf
' but may have forgotten .

.
I

- ‘ B i -Location where shoppers need to be encouraged to buy with use of ' *ﬁ«-; _
T T ““saleTitemsy 'Youwcan“always -use.- paper-towels and Windex,. especially e
' j - - 1if you can get them at a reduced price. - . ) -
\ ‘.._' T . . . . L y, ) : - .. : . . .
N& I Reasons. for choosing display of picnic related items are: e

a.. Time of year (just before Memorial Day) start of picnic season.

-, ' . . b. Items fﬁ.t together as picnic items T e R . |

24
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o I L E | )
- L S e ' T " Food Marketing -
." _ Coe T e e Display/Communications
' i g I o _ Judges Instructions
C Suggested in instructions to participants by emphasizing time of _
_ year and holiday. _ ‘ o _ Y
- . Reasous. for chooSing display of house cleaning items are;- 7'751 l:,;l %
"a. ’Suggested in instructions by emphasizing activities done in spring.
& e, 'b.. Items fit together as house- cleaning items.f, 'TH.If ¢ )
0 "_ c._ Heavy duty paper towels and Windex. cleaner do not tie\in with other
o sale ditems. . v, A -y
The following items'should not be chosen beCause:
Dog food does not tie in -Hrith any other item to- be displayed, plus it is too
bulky to display well at end of isle with other items.
. Carpet shampooer rental goes with spring cleaning but cennot be displayed on’
the end -of an isle -with' four (4) other items. =~ . .
. - Hot dogs must be refrigerated and would not be dispIayed at end pf isle but

rather in meat case. Lo
. L g o :
Vegetable and flower seeds do not tie in ‘with other items, plus usually are
~in- own display racks
* Mops must "be displayed in special racks that are not suited for the end of
isle displays :

- .
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= ?artieipant,#

T e,

U v L " Food Marketing
: . _ : A ' Display/Communlcatlons
o J - Evaluation o
Judge's Initials I
1. Student identified one of the ' ~ . e T :
displays as picnic items - 10 (Yes) -0 (No) .
20 Student 1isted correct items "_ T . o
in plcnic dxsplay 10 (all's). 7 (4 items) 3 (3 items) - 0 (less)
3}. Student 1dentified one gf the
- displays asvhousecleaning ‘ ' ‘. ‘{ - ,
. items - 10 ¥Yes) o 1 0 (No)
4. Student listed cotrect items. R o \ : - ﬂ.
. . in housecleaning display - - 10 (all 5)‘~ 7 (4.f¢ems) 3 (3 items)‘ 0 (less)
B - : "' Excellent Véf&.déﬁd - Good Poor -
5.- Student explained choice of -~ | S o
; picnic items effectively 110-9 - 8=7-6 ‘\\ 5~4-3 " 2-1-0
6. Student explalned 1ocation S
"~ of pignic display effectively 10-9 - 8-7-6. 5~4~3d : 2-1-0".
“‘.7 Studént explained choice. of ' N
- -hougecleaning items effec- _ ; . : : S
-tively .1g~9 8~7-6 - - =4-3 2-1~-0
~ 8. Student explained 1oestion , v ’
' of housecléaning display g o L . o
" effectively s i 10-9, - 8+7-6 C 53~4-3; « 2-1-0
f9. Student communicated effectively o A - : -
C with superv1sory _ ~20-16 T 15-11. . 10~6 5-0 .
B e - | TOTAL.
n . , ' '
" ~ » e
‘ \ d :.‘-
' _.. . 5 -
? _ ' !
o - L ’
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. sLe- 1982 L, i e g
o R : . . _Mathematics. S
. . o R v Tt __VSt;udent Instructions.-*.';'fv:.f-l,»;._
T COMPETENCIES PUEEE R BRI P TR 4 i
_ _ : : " B ¢ 33_..’;' R .v-;; i
: Knowledge of mathematical. manipulations up to and including first degree P oo
algebraic expressions.. . : L “ﬁ_ : n;m Lo ..: - _”Tf} i
~ Ability to ‘determine the- price of merchandise being purchased in a lesser Y ?i;~%'7g
quantity than that originally multiple priced j%;?; : L _:\§;~-_,ﬂ ';;' -
Skill in accurately Calculéting the exact amount of a Customers pufchase. 82-:- L
N _ Skill in using and translating pércentages 'f_ . .:7_"f_i_ !lf:;~ .Tiggf”ffff; .

Skill in reading and interpreting self computing scales that’speed up ﬂ-f'
mathematical procedures such as tax eomputation charts. :

, Ve el 0w e

. - LIRS T ey e

;OBJECTIVES P O
- PR TR e e s

1. You are to demonstrate your ability-to compute the total cost of items _

... given’ the price per pound " and g seu of scales to weigh ‘them. e '

. . R . N . - @ ..“.:

2. You are to demonstrate your ability tq reduce the cost per pound by a

. . given percentage and then compute: the total cost of each item using the- ‘
‘ new reduced cost. R , f o .y _ : L

 DESCRIPTION . T e -
_ o T I _ N
. : Participants will be given ten (lO) items of various we1ghts. Each-of the. - - g
ST _ten (10) items will be identified by their\number._ Participant is to wetgh e
' ‘each item andicompute the total cost of item at a given pric® per pound for -/ .-
each-item. After computation—is,completed ‘the: gtore manager”cuts the price = = "
per pound of each item by different percentdges.. After the manager informs =
. the participant of a new price list the participant is to cémpute the new , % '
total cost of each item. : L a

+ . .
S . : . : a

In,short the ten (lO) items are~weighed and then priced two timesw.. - | S

PROCEDURES - S S . gl S

You are an employee in the produce department of a supermarket . You are given
, dirgction by your manager to-figure the ‘total ‘cost of each of ten items given
& a specific .cost per paund for each item. - You are directed to write the costs
N / on a form prov1ded showid% the weight of each inem and.the total cost of each
o / item. ;
. . ‘1u‘” s ' ' ' '
~5' - Then after you completed this pricing your manager asks yOu to redtce each item e
: by a specific percentage for ‘each item. You are directed to’ compulle the total. =
' ~. cost of each ftem- using the reduced cost ‘per pdund ¢gn a second form. The’ Lo
+ manager will give you-ten minutes’ total to compute both sets, of prices. If -
, ‘ you have  time add Bpithe total cost :é all ten items- “You wi&l be given two
_— - " minutes fo become familiar with,the ales. YOu may weighgsample items and. | _ e
' ' ask questions of the manager (Judge) concerning the reading of -the %Eﬁles.f-'"f.[fz;'“f
) A ,




e - e ' Food" Marketing _
. S ' : ' " /Mathematics’ ff;- :
- Admin?strative Iastructions )
ADMINISTRATIVE'SUGC'E'STIONS S SR SN
.\3 S You will play the role of produce manager . S "f ;;5. S 31;., 'f

. : Cge
You will" give each participant a. two minute period of time to become familiar with _
-the scales, Answer any questions they may have concerning the reading 'of "the Scales.ﬁﬂ,-'
Participants may weigh- samples -provided, Upon the: instruction 'of ‘the timer you . are: }='“
to.hand the participant a box - containing ten items each 1abeled from one .(1) through :-
‘ten (10). You will also-give: them Evaluation Form #1 whiéh lists the cost per pound
-of each of the ten items.. Instruct the participants to: weigh each-item and record
weight on the, form and to compute the total cost and reCOrd on\the form as quickly" "
-, = . ‘as they can. - Instruct them to tell you “immediately upon completing the recording -
. ~ As goon as the participants inform youfthey have completed théin computation, give "
" them the second Evaluation Form #2.- Explain Ehat the. store’ manager just reduced - .7 .
th¢ items and they- should refigure the total coscs usingxthe percentages provided RPN

. . on the form. o _ o _ L e o
__/f' Allow a ‘total of ten minutes for both sets of - computations. (The two!minutes'to
' become familiar with the scales not included. ) . ol -
<L -B.-&; .o ';"'« _ - i Ll s ) .
. ) . ) . T . e e T . - : )
1. .Scoring: T Lo e Ty ~
:A. Each correct weight would receive 3 points for total of 3D points
g (S Do
] .
B. Each conrect total itemﬂprice would receive 3 points for total of - e .
30 poirts fOr each’ price or total «0f «60 points for both . a_'5-='f;. =
. % o SR
- -C. 'Totals will be scored at 5 points each (lU‘points total) B SRR o
' 2.- This event should be scheduled . every 30 minuﬁes. -f; - ';r“ S ’
. "h-: . - . .
- . ’ N AN - r._ ¢
. 3. Have each Judge weigh each item on.the scales they~will be_using Then ~.: 7~ L
- compute the ‘total ‘item costs and total costs of ali-ten items.. This will I,
. %amiliarize judges with procedure’ and double chéeck scales to gee 1if any RN
\ : are out of adjustment.’ If any are out of adjustment make”Up\new answer T
. key for that set 6f scales. v . _ TR
. o t;f'ﬁ. A F : - o e
.0 v 4. Provide minimum of 3 preferably 4 sets of scales, boxes of ten numbered
s ..~ . 7 items,: sample weights, and judges.f SO v Lo .
,“ '5.. Have—tables large enough for- scales, box of items and ropm for. the participant
" LT T to lay Evaluation Forms while writing No less than six foot long tables e
:f TEjG, ;Have a timer that starts and stops all sections at:same~times._' e - e
iy T *This food- marketing event ‘was prepared by Phil Cahoon, Supervisorf? B
: ‘ of‘Dayton City Schools, Dayton, Ohio, as part of . a U S 0.E. funded project.
. - ) . . - . JAT R . . o - , - 185
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>v0 T . Ohio DECA \} ' ," - ul,f” T v Food Service*
- . SLC 79 ST S Operatlons . N
3 R o , R Event Manager Instruct1ons
O e e
T DESCRIPTION' e f - ,h' S T
L:') . : . ' ! . A

BT .0 The part1c1pant, role’ p]ay1ng as a restaurant master employee, is
e : - handed- a suggest1on card by .a customer who has- already paid the
check. The customer has made a comp]a1nt on the suggestion card - R
- that the restaurant's housekeeping is only fair. After the emp]oyee S
. -7, - . (participant) discussion with the customer, the manager inquires -
v -+ .r _ about the nature’ of the customer's ‘complaint. As the master- emp]oyee
: .;.(part1c1pant was responsible for housekeep1ng duties during the past
> week, the managzr ‘asks- the participant to review his/her respons1b1]1t1es,

' funderstand1ng the -health and-sanitation laws and regulations
~and: their affect upon customer patronage V,T L :
OBJECTIVES o R j'& L L e m

" /

The—part1c1pant w111 demonstrate competencwes in operat1on sk1lls by:

;', 1;’ sat1sfactd?1ly answer1ng the customer s questions and éomp]a1nts
' regardwng the housekeep1ng conditions of the" restaura?t
-.Z.J demonstrat1ng an attitude towards the customer that & high 1eve1
of sanitation 1s necessary to ma1nta1n customer patnﬁnage

3. suggesting ways to correct customer's comp]a1hts when spe&kfhg
with the manager . . . ' -

"<fj|b;‘.;

4. 1wst1ng at least three respOns1b111t1es an emp]dyee has in-helping
: "to assure the restaurant meets With the laws and regu}at1dns R .
o of health and sanitation - : ,?*ﬁ S T
5. " discussing poss1b1e consequences of customer patronage and
~a health and sanitation department inspection under the present .

conditions thereby, demonstrating®an understanding of the laws
and regu]atwons of health and sanxtat1on and their affect. upon -
customer patronage : - : .

SCHEDULE DETAL*__ ) o "_ S S
© 7 See attached event schedule for t1me asswgnments for a]] students |

> See map for 1ocatzon of a!l personne1

MATERIALS S ;_y..: - "q',r . : L ey
© 7 eInstructions (Event Manager student, Judge) -
P SN Evaluation Sheets. - RN _ '-. - | )
R ‘Manager.Fact Sheet” .- . 7 . ,1"f‘ AR % S e
 Customer Fact Sheet B \3\\&J§tt L ’167;p*fp
Student Handout Ly e G T AR
s a «ﬁ . ;‘\“.. : ‘ o '-&. e _: ' B




Ohio DECA -~ : N - Food Service - .\ :
SLC 79 | S -4 - Opera®ions Lo L
' - o -7 L Event Manager InsTructmns e
N ] : T ; ' o Page 2 -
~ - - : , ; ' . S N
 RESPONSIBILITIES - o SR

A P
. Event MGHQJEY - This. person is responsible for all major. decisibns

nece$sary in this event. "He/she will sef up the event, brief the
Judges and ceord1nator ass1stants and be reSpon51b1e for a]l materials.

..\ -
A

Remember to:

\

1 \\fo]]ow student time schedules exactly : - :
2. "Be sure part1c1pant evaluation form has Judge's 1n1t1a1s and
" 7 the-participant's I.D. riumber
3. Be sure participants leave all mater1a1s '
4, Total evaluation- forms -as they are col]ectedifrom the Judges
~ 5. Turn in evaluation forms to Tabu]atlon Center regu]arly
through0ut the event ' : : .

-

Prep Room Assistant

1. .The proctor has the respons1b1]1ty of answer1ng any questlons o
the student may have"
2. A new group of (3) three students w1]1 arr1ve every (15)
G fifteen minutes - .
' . ’,) .3. Each student will be given a set of student 1nstruct10ns
— (/j 4. Be sure to tell each student that he/she has (10) ten minutes -
v l(;//cngf te read these instructions and to ask any qqest1ons S
- “5. Remind them to carefully read all instructions. '
6. Be sure-that you, as the prOctor, ‘are-familiar with.all items
Co * that‘you have to, answer '
. /' -7 17 When.a new studert ‘cones in,. check the time’ sheet to make sure
R \ ... the.right persons are there: : :
- . 8. ‘At the.end of the:(10) ten mwnutes take- the contestants te the:,;"
| . . participation robm : | :
- o §9.A.Ass1st the event manager as time perm1ts

# v
Cas tomer and Managgr T N\ ‘
; 1{ Follow 1nstruct10ns on - the script, :
" 2. Review the evaluation fdrms before students part1c1pate ,
s, Be as consistent as possiible in dealing with each student .
. ns
-4, Avo1d dragging out the c y)nversation, £Efach student-is Timited
' . to- (5) five minutes with each the customer and the nanager
F N
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Ot DECAj ‘ :_,, A o . - ¥ood Service
SLe79 e o v .~ Operations \
o L I . - : Studenc Inftruct1ons

" OBJECTIVES:

~You wil) demonstkate competency'in‘operatioh skills by:

| 1. sat1sfactor1]y answering the customer's questions and complaints |
T regard1ng the housekeeping cond1t1ons of the-restaurant -

2. demonstrat1ng an att1tude towards;the customer that a h1gh leve)
' of sanitation is necessary to maiﬁtain cUstomer patronage

3. suggest1ng ways to. correct -customer's. comp1a1nts when speak1ng
uw1th the manager. . e :

- . 3 " v . .
T4, listing at least three respons1b1]1t1es an employee has .in he]p]ng
- to assure the restaurant meets with the laws .and regulations of

health and san1tat1on

5. discussing poss1b1e consequences of customer patronage and-a heal th
' and sanitation department’ inspection under the present conditions
- thereby, further demonstrating an understanding of ‘the laws and

-regulations of hea]th and san1tat1on and their.affect upon. customer .

-patronage ' - S

9 CPROCEDURES -~ - ' -+

- N You will be given ten (10) minutes to study the problem and a
' " total of ten (10) minutes .to role play the situation. During
the ten (10) minute period, five (5) minutes will be spent.with
. the customer and five (5) minutes.with the manager. '
*.2. "You are to begin the role playing situation by accepting a
- _suggest1on card from a customer who has already paid the check.
_ The customer has complained that the restaurant's housekeep1ng‘\
- . s iny fair. After a discussion with the customer, the manager
: ’ _1nqu1res about the nature of the customer's complaint. As you
‘were respons1b1e for the restaurant's housekeeping duties for the
week, the¥manager asks you-to review your responsibilities and
. possible consequences of customer patronage, etc. of current
conditions. You must demonstrate, through discussion with the
customer and manager, your com%é(enc1es in operation skills

!

[

I S R 280 191




- Ohio.DECA ~ . 0 - .. . Food Sérvice
sst¢e.79. - T .. Operations o
S : ' Judge's Instructions '

COMPETENCIES S

T . °

1. Understanding the health and sanitation 1aws and regulat1ons
-;ﬂw1th which restaurants must comp]y | _
2. Attitude that a high level of san1tation is. necessary to -
mainta1n cuStomer patronage. .

OBJECTIVES - '; S ,
- The part1c1pant will demonstrate competenc1es in operat1on sk1]]s
by: . - , L A

_ _ 1. satisfactorily answer1ng the customer S quest1ons and comp]a1nts
, T . regarding the housekeepzng conditions of the restaurant

2. demonstrat1ng an attitude towards the cus tomer that a h1gh
- - level of san1tat1on is necessary to maintain customer patronage

3. suggest1ng ways to correct- customer S comp]a1nts when speak1ng
with the manager . %

4. ]1st1ng at 18ast: three respons1b1}1t1es an emp]oyee has in
. . helping to assure the restaurant meets-with the Taws and
. S regu]at1ons of - heal th and san1tat1on

5. d]scuss1ng p0551b1e consequences of customer patronage and

~ ‘a health and sanitation department inspection under the .
present.conditions thereby, demonstrating an-understanding of
the laws and regulations of health and san1tat1on and the1r
affect upon customer patronage .

' PROCEDURES

The part1c1pant will be given ten (10) m1nutes to study the problem.
and ten, {10) minutes. to demonstrate an ‘understanding of the 1mportance
- of health and sanitation regulations through rolé playing. You are
- _ to evaluate each participant; using the form prov1ded on how well,
) ‘W “pthe Student demonstrates the given competencies in operatxon Be
o _' sure'%o Judgeﬂon]y those competenc1es as ]Jsted = '




Ofio DECA - . ., |
SLc 79 ol

<

EVALUATION CRITERIA §_~="' | '. - i

Excéﬁ]ent - student would rank as one Jf the tep
: persons emp]oyed in this 1ndustry, did
«a truly superior job. -
,aGOOd - student did very well; very acceptable work
Fair - student did okay and would be ranked about

average Yor person employed in food service -

. Below Average = student was. somewhat ineffective or
. "~ ignored the situation; def1n1te}y a
below average worker.

L4

L Unaccegtab]e —-student was totally ineffective; ;

- perhaps this studernt shou]d not be
emp]oyed in- food serv1ce

-

1. Parttcipant's.understandi;g of-customer complaint .

[}
4

1sp]ayed an att1tude of concern in regard to customer

11stened to the customer S comp1a1nt attentively :

|

e answered the customer S. comp]a1nts sat1sfactor13y and
~assured the: customer'the s1tuat1on wou]d be corrected

answered customer's quest1ons regard1ng heaTth anddSanvtat1on o

laws and redulations sat1sfactor17y

. -

¢ .-

o8z

" . Food Service
, .Operations .
.- ‘ Evaluation Sheet
- Page 1 .

.INSTRUCTIONS For each point, circle the

number in each row which.most nearly describes

the participant's competency in that area:

AT
.
: ~
- - N
- . /
oY
o ' + ’.-
« O
L4 3 (@] =
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emp]oyee

- 1nc]ude the fo]]owmng

» S . ' -
S :
DOhio DECA" - ,.'l“ ‘| Food Service - .
R e T . " Operations — .

Manager Fact Sheet B

'
.
t

<

\) o MAWAGER FACT SHEEWC . -,

This week you have assigned the master-employee (part1c1pant) with the
responsibility of the restaurant's housekeeping to insure health and ,
sanitation laws and regulations. After overhearing a customer makwng e,
a complaint, you ask the master-employee about the nature of the complaint

after the customer 1eaves ‘When you learn that the complaint involves - -

the lack of cleanliness in the restaurant, you discuss and review the - .
importance of the health and sanitatien }aws and' requdations with the | : N\
master- emp]oyee ' Yoy should also disclss the affect of -the restaurant's
present cond1t1on upon customer patronage by askxng questxons of ‘the . ] -

In your conversat1on with the master~emp1dyee (participant)‘consistentlyT
¢ . . .

1. what are your responsxb111t1es in assuring the restaurant meets w1th
4 the laws and reguiat1ons of hea]th and sanxtatxon?

2. what 1mprovements can you make to correct the customer s comp]awnt’

3 what might the .consequences be if a representat1ve of the State
Board of_ Hedlth were to 1nspect the restaurant under it's present - N
cond1t10ns? . L , ' .

a

. ) J R
4. what are the consequences of tpe restaurant s present cond1t1on to’ ¥

© customer patronage’

. d
o v »
L}

1

b - < .

»D

ST 1es
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L - _bhio DECA" . food Service - .

. sLey9 ., e " Qperations . .
. g o S ' L L Manager Fact Sheet
s e # . . . y . . . , . - . . > . . _f...._.,.. , L . :

: v R - AV (

v, - L ) . MANAGER FACT SHEET . T .

This week you have assigned the master-employee (part1c1pant) with the
responsibility of the restaurant's housekeeping to insure health and
sanitation laws and regulations. After overhearing a-customer maklng

a complaint, you ask the master-employee about the nature of the complaint
after the customer leaves When you learn that the complaint involves - -
the lack of cleanliness in the restaurant, you discuss and review the
importance of the health and sanitatien }aws and- regudations with the |
master- emp]oyee " You should also discuss the affect of -the restaurant’s
present c0nd1t10n upon customer patronage by askxng questlons of ‘the . 7
emp]oyee . ‘.

In your conversatlon wWith the master ~empldyee (partjcipaht)‘consietentlyY
. 1n§1ude the fo]lowang : . 7 ~
. ¢ . . E

7 1. what are your resppn51b111t1es in assuring the restaurant meets thh
' T the laws afid regulatlons of health and san1tat10h7

“. C2. what 1mprovements can you make to correct the customer's comp]a1nt7
N ’
. - 3% what might the .consequences be if a representatlve of "the State
R " Board of Hedlth were to 1nspect the restaurant under it's present

cond1t10ns7

a

. Iy -
4. what are the consequences pf the restaurant S present cond1t1on to”’
- customer patronage7

. e v . I

<

w -

»>

9
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stcyv9 - | - " . Operations -
S ' , Customer Fact Sheet
. _ . zy : L
L r CUSTOMER FACT SHEET -

? \
- .

L4

_ Ygu are at the, counter, but have already paid, your check You are to

hdnd the mastér- semployee (part1cxpant) a suggestlon card, on which you
have complained about the restaurant s.housekeeping. You are to discyss

. your comp]alnts‘w1th the emp]byee In" your conversation with the master—

emp]oyee (part1c1pant) consistently 1nc1udé the fo]low1ng

y B

1. comp1a1n about the c%eanllness of the d1nnerware and tab]e

:2; comp]aln about the unsanitary cand1t1ons of the'restroom

g,

- 3. @sk.who is respon51b1e for the restaurant S housekeeplng and

ask why it 1s 1n its present cond1t1on _
. j - p i .
4. 1nqu1re about the regu]ar1ty w1th which the.Board of Heatth .
representat1ve visits the restabrant to 1nspect 1t o

I .

~

¢ . . 3 . -‘P' 196 |
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.». Student ‘Handout

AT 0 'i;t.f O
a AR WELCOME“gatTHE o

LUCKY BUCK RESTAURANTS, INC.

In the interest of mainta1ning and 1mprov1ng our standards of food, jirvwce
t .

cleanliness we would apprec1ate 1t if you: wou]d note your commen
and suggestions and return by\mail Thank you .

-i-brdéred .-
Food was: Very Good [] Good [] Fair [] . R |
Waijmess ! Name:® /( | | | p
wa1tress wa5° FriendTy e ‘ Eff1c1ent |

-

Service was: Very Good [] Good [] Fa1r[]

Our restaurant s housekeepingﬂwas Very Good [] Good [] Fa1r Ek/

\ny other comments about our food, servwce or<g§;§§£;§§zﬁﬁ)

735/6 + C//rmerwam:. were nof C/ean - C‘,Or\d;#on 0. 7[
st rooms spoor / . )
What encouraged you to dine with us:

. Reputation : f‘ Suggestion of a Friend '
Advertisement ., " . Appearance of 8u11d1ng '
ROad Sign Other -

© 1 am: Loca] Resident [] In town on business.[] Tourist []

v visited you on M at COAM [] PM[]
(opt1ona1:) Name “ﬁk R - Stfégt —
101 City: . - State S

88 .
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..'u0h1o DECA ': R B Generai Merchand151wg* é} e
SLC 279 _' S e e P ¢ Prody & Serv. Teeh -
P ‘ SRR LT nJudges Instructlons o
COMPETENCIES‘ . 1.'--0‘ ] i .‘,‘ . ,,-i -..‘ ) ',"_s',, b,,“.' ;0- | : Y . t : : .,
ﬁ-ﬂ; Interpret merchand1se guarantee and directions to dustomeh . ¢
< ' s ST S e L /
OBJECTIVES 3;5: | ,°f;.#~ D ,°f[' J PR
The part1c1pant w111 demonstrate,product and" serv1ce technoiogy ’
skrl]s in the occupatxonal category of general merchand1se by: N ‘
o 1. answer1ng the questions asked byuthe customeruabout the o
- warranty, e B o> R .‘f : .
' '2.,,understandtng and 1nterpret1ng to the customer the terms f,(ic ,‘f )
e - and cond1t1ons of the warranty, and \-.; . - S -
: ’3,'”understand1ng and 1nterpret1ng 'to the customer where to”have
) ~ .*the watch- servnoed Co . .
PROCEDURES ‘_ RS TR .
You are to Ixsten to a customer who has purchased a watch but . Co f ';~
. does not completely understand the. warranty The*last watch , .
. bought was not covered by a.warranty.,* The custdmer wants to o -
zunderstand what he/she c¢an 'do, Tf tbe watch st0ps worklng f‘t B A
f : 1, You w111 be briefed by the event cha1rperson f.- » ¢€’ﬂ‘,
- 2:, " You should familwar1ze ourse]f with ‘the Evaluatwon Sheet, ’
§( you wxll become” awane of what Wi1T ‘be eva]uated
, . \
..3{ Each eva]uat1on w111 beg1n when the part1c1pant is in p]ace . -
| o behand the counter o . )
4. The customer will approach the part1c1pant who 'is actlng ,
' - as a salesperson in the jewelry department At th1s point,
‘the event will begin. ' . - E
5. The purpose of this Jyent i$ for the participant to expiaxn”
the warranty whxlh accompan1ed a watch purchased
6. On. approach to the saleSperson, the customer shou]d begwn
. the conversation. . After the. introduction and/or greeting,
" ‘he/she will sxmply begin by saying, "I .bought a watch here
N, ‘yesterday and when I got home and read the Warranty, I .
. . Was a l1tt1e confused _ Would you mind explaining it to- . . . ¢
Cme?" . . e B ' Lo /
'&—. R T . . ’ v ;' g ,';’.‘ .
% This food marketlng event’was prepared by Phll Cahoon, Superv1sor '
: of Dayton City Scpools, Dayton, dhlo as part of a U.5.0.E.. funded project.
| 19y y
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- General Megchand1s1ng
= Prod, & Se

- - v. Tech
’;' S Judges Instructions
" ; Page .2

The onversatto shou}d e a series of explanations by
the'pArtwc1pant bout. the Warranty. ' The customer shouid

" be'; repared to’ ask certa1n questions.~ Examp]es of possible
qu stwéns are K R -

«

' [ 18 it warranted for 12 months or 18 months?

CIf I drop it and it breaks, can I send it.back?
' What happens if 1t éoes stop runn1ng = do I get another
watch? .

'd,, What does "void" Mean?

e,- If it neéds to be repaired, where do [ send it - or
, cah I take it somewhere here. in"town?

. f. If f have to send it offy: do I -just put it in an

; enve]ope and mail it?

I"These or other'quest1ons may“be used " The customer should

9.

- skills

Eva]uate the. part1c1pant on hi /her product anq serv1ce technology ‘

try to be consistent with.each participant. Be sure to.

. review the Evaluation Sheet. You- should.hear the 1nforma- .
. t1on needed from thé part1c1pant i

As’ soon as the customer feels a?] of the items on the

‘Evaluation Sheet have been covered, he/she’ may end the
- event with a c]osung statement and. leave the evaluation-

area. , N R -

NOTE -Each part1c1pant 1s “allowed 5 munutes for this pqrt
of the event. The t1mer sth]d s1gna1 yousshen
time is up. .

Nhen the event is over, eva}uate ‘each part1c1pant The
timer will collect the Evaluat1on Sheets from you.

as re1ated to the fo1low1ng cr1ter1a

. e"

Exce11ent - the participant offered the information who]ehearted}y,

was confident; did. not_Have to be asked; 1eft the
cus tohmer totally informed.

~ Above Average - the ‘participant offered 1nformat1on wwthout betng

. asked but only offered necessary 1nformat1on (not
voluntary information). -

' _nAverage - the part1c1dant was asked by the’customer to exp]a1n or

LY »

'Below Average - -the participant was no% confident in giving infor- ‘

to clarify.* The informatiop was. offered by ‘the partici-
- pant but still failed to satlsfy the customer completely.

“mation and did not really understand the warranty.
He/she offered - l1imited help to the customer.

Unacceptab]e - the partlcwpant offered no informdtion off this Jitem;

or when asked by the customer h /she had no rep]y

XX ok kR % %Xk x k% % % *  x
| ‘ ' 200
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.OBJECTIV

“The
- in

m

-You

of a géneral merchand1se store. You have just been approached byh'”
“a customer who -is concerned about ‘the warranty‘on h1s watch whtb R
'he/she purchased yesterday

1.

A customer will. approach you with a problem cohcernfng the

FUREEIEE. ¥ - "
Tt V. . v
I 3% R Tv B N
T . s [
3 - . & N
‘- 4 o N v o ,
- w. - 1
. s
) 'f hd o L

A o .': o o General Merchandws1ng i
| S prod. & Serv. Tech . - "“5%ffi
- I ,Student Instructlon Sheet et

T u‘ .
L . : - R Ly . o - .
. . . N ) . “« . 3 . . ~ Lt . . - " -
. : : . ) - ., . . gle o . s ML e

o . . P . . ‘¢ .- Lu u Y eab

. R . " : . ) PR ) i o . PO

. no. . A o L e . - T LR
. . \i - P /. o

part1c1pant Wil demonstrate product and serv1ce technology sk1}1s fﬁhf |
the occupattona3 category of genera] merchandase by -

¢

1. answer1ng the questtons asked by the customer about the . ?g:w
.warranty, ' L Y S ) L
2. -understandfng and interpret1ng to ‘the customer the terms and S
cond1t1ons Qﬁwﬁﬁi warranty, and - R L)
.3,..understand1ng and interpreting to the cus tomer where;tdb’ . “i
. the watch serv1ced _ o . SRR SR fﬁ
ES . | . | ,. . . . . . o o, U

are to asSume the,ro]e of a salesperson in the Jewe}ry departmeht.u

o
[

3
. @ .'“".“ o ".

3.

You w111 be given ten (10) mlnutes for the br1ef1ng se5510n.
During this time frame’, you are also to familiarize: yourself: Vel
with a watch warranty wh1ch will be provided. You mayutaké“.u o
the warranty sheet with, you- into your event. y”ﬂ o fi” SR

You will be shown to the eva}uat1on area by the proctor

'You will be standing behtnd a counter o;/table act1ng as‘1f 1t ’,H=”3;i.ffﬂ
were a sales counter in the Jewelry dep ent _ g i

warranty covering a watch he/she purchased o S j$§._

"You will betevaluated on<interpreting the warranty You w1?1 i _‘iﬁf

help the customer understand the 1nformat1on 1ncluded dn the:, . v
warranty. : \ . o ~~u' S S
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: Genera? MerchandlslngA

l'Prod &% Serv. Tech

Student Haapeur

- Your TIMECO WATCH~JS Wanrantéd for 8 par1od df -Orie year agafnst St
S defects in: mater1a7 ahﬁ worknmhsh1p by . T1meco Corporat10n+not by thec. -, c,; ST
iy dea]er from whbm'wt was purchaged i;q «aa '?;» I -.e~~,¢ cet CE T e
ﬁ$f~ &ﬁ:h«gg Any TIMECQ deve10p1ngasuch efect WJth]ﬁ_thTi ewvod w11] be repa1red L

L v("*e a thoroughly récend1t1bned.andu1nspected movement Will be. put intde ; e e

gy 2 ;oyourcase).or replaced: ¥, a watch D 8qual value andsimilar dppearance”

f%{“_ifgd awtll be supb11ed) at ouJ?opttan provlged }t,fs returhed to us: With $1. B SR
L 80 :CQUAY ~the cost: of hand]1ng (Thfs 1S not awrepair charge ) “No.! Zf-e N T

addéthga] charge w111 be made un]esswthe one. year wahranty per1od has R vt
] = expiyed.or servicing? rs necessary. forwreasbns ‘bayond -out, contro] : *yfﬁgyk';’- '
T e _ whlchocase ‘3 moderate addwt:ohal charge w111 be made. % - .g, T

&

«,.\. -y

° .;sv' )
[ "

.‘_\

Sl Tﬁ Thﬁs warranty is- vatd Tn the case oF,watcheé thagfhave been‘wet “fiugle hj”
© - (watérsresistent mode]siexcepted) tampered w1th,,ta ne apart 1mpﬁqger§y,_ SR
' 0t1ed br otherw1se 111 treated e, SR T

o

3

o0h . RY
. B L D SUnet 8w -
. R’ ) ] \\~ - . _‘ R P L
o : Lo . S . .

. Lot on

oo TR e TIMECO CQRPORATION L R
| HOW“O CARE FOR Y@UR TIMECO WATch :

"‘?ﬁii.ii" I; _W1nd 1t fu]]y every,ﬁay, preferab]y a tbe.same thr (this does ET?*-V"

- = .'.(l_--':‘ .
Conot apply t@ se?fw1nd models ) 9 tjf;‘“_a T SN O L

. . - w' LI ’ ":.‘ M o oy # - 5 . . - e H : . . ) I7‘
e, et 2 Have it che@ked annua]]y to determ]ne whether g]eanvng“or servicing g
i M ", nr . \‘.\ LT e S N
R 13 neces%aryw i PRI | - SR T Wl
- . ':’ ° “_“ "'_:.‘ ‘v . . o . R .;;‘ o B - ',,, “~ J; . v / . y,n @
T “3..\Shou1d crysta] become cracked have it rep}aced.at once R R

7w L » ° - g . w T : ; J S T e
o, BN B e IR R "'; ’ o A )
T SERVICE o ;31 o '.fﬁaza‘*b»em W R
- o , . a e o ¥ . N :ﬁ‘ , - N @ " W .. _.; - »

*t;“gm " For c]ean1ng and~repa1r qu?ck competent serv1ce can ‘be prbv1ded by ydur
- nearby ‘jeweler, watch repairman, or ‘one-of the 6QO Ttm@io Authortzéd ) -
N Watch Serv1ce'Centers . (For the address of. Service Center ]ocated near e A

“ -3_ you, Took in the yellow’ bages -of'the teléphong d?FeCtOﬂW ) A]ternat1Ve]yk ”"17:J“§;.

A Wwatch.may be mailed to our“Factory Serylce Center for repawr or“replacemeht e "fﬁj
AT at,our~opt10n. T L o _ _ ENEE

9 . a . .o"
..,“ /,,\\_,__- L

faoFor/Gerv1eeﬂunder the warranty watch may‘be takeﬁ“to a T1meco Author12ed
Watch SerV1ce Center~or mailed to: Qur Fattory, Serv1ce Center, .

. T, Corps= PQ.. Box 2740 . . Hﬂn_”wg_ S
Tittle Rock, &:k 722{)3 LT

.
PLENY

ise ou £to usé flPSt c]ass or: a:r mat]
"iBecause of the. icreased percentagé ‘

Serv1ce .we recofimend reglsterthg or: . %,
“not rece1ve an acknow]edgment of its recelpt wythwn a reasonab?e tlme%"*-~ R
%tart a tracer w1th the Pest Offtee' ‘ o fhﬁ-es-u : R B

Fbr'safer'and faster serV15§ we' a

osses occurriﬁg n the -Postal *

e

1nsur1ng iyoun’ package. " 1f; you*do. “?g% BRI
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3. To what degree did- the Bart1c1pant explain. the. word My
. P

Oth DECA T N s . General Merchand1s1ng
SLC.- 79 . S S . prod. & Serv. Tech
T o : :ﬂ" Eva]uatlon Form -
Judges Name ~_ , . i ~ Total Points
'Partlalpant # T B '.'Participant Name'

To what degree d1d the part:cvpant explain the 1ength of. the warranty?

A

. Unacceptab]e. Be]ow Average Average ~ Above Average,f Excellent-

0-1-2. - 34 . 5 78 910

. To what deffree did the part1c1pant explain the conditions under which
- the watch wou]d be«fixed? . . - : N :

- Unacceptab)e " Below Average Average""Above Average Exce]]ent_ﬂzt

-

0-1-2 . .3-4-56 7-8-9-10%11-12-13.14 15-16- 1;/;5 19-20
1d“? .

‘Unacceptable Beloszverage | Average . Above Average f'éXce?lent

0-1-2 3-4-5 6-7: 8-9- 10 11-12-13 - 14-15
j\ . .

To what degree did the part1c1pant exp]azn whether another watch N
would be given to the cus tomer 1f somethlng went wrong ‘with his/

her watch? N : . S .
Unacceptable . Be]ow’Average" Average ' Above Average Excellent

0-1-2 3-4-5-6  7-8-9-10-11-12-13- 14 15-16-17-18 19-20

. - To what degree did the participant exp]a1n where the customer may

send or take the watch for repairs? : . . .:v

Unacceptable Be]ow Average _ Average Above Average Exoeltent

. 0-1-2 3-4. 5-6 7-8-9-10-11-12-13-14 15-16- 17- 18 . 19 20

-To what degree d1d the participant expla1n how the watch shou]d be z..,

mailed when sendlng for repairs? .

;Unacceptable . Be]ow Average . Average ’.Above'Average:“-'Ewce]lent

012 34 s 7.8 9-10
. “Overall, did you as 4 customer leave feeifng,that everything was )
exp1a1ned c?ear]y? e | o o | i

| ' . ~ Yes (5) | ;.No 0 T

294
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LC - 1982 . S o , A Serv;ce Statzon R&tdrb
i o ' ’ o Selling" .

Student Instructi

COMPETENCIES o s

u " ! f
~ - . .. . . - . . a ~. B “ ’ o
. ' b ’ * .ot ! - - c C
R Skill-in.showing a-genmine interest in;the customer S problem. -
RN Knowledge of the ways to show that. an 1tem of merchandlse is suited °

for the purpose the customer has> in mind.

P . o B3
A a

' }
- 3. Understandlng of - the ways to interpret the features of ‘a. product in

terms.of benefits.to the. customerw o B grons
. -4, ,Attitude that a salesperson must have sufficient knowledge of the' < o
. - merchandise "they sell in order to answer a custoner s questlons
-'h . :satlsfactorlly : S ' - , , . 7
03 JECTLVES , , - _ .

he part1C1pants will demonstrate thE1r ability to persuade the customer
to purchase-~a product that will best” satasfy their needs. . . o

<

DESCRiPTION»

[}

. ‘The participant will be ass1gned the role of a salesperson in a tire store.
? The salesperson: will be approached by a customer who wishes to purchase two
new tires for the car. . The salesperson must persuade the customer to pur—

chase the tires provided.

»

»

'PROCWDURES R

Tou will assume the role of a salesperson in a tire store. ‘A. customer will

eater-and ask for your assistance in selectlng tires. . A Product Fact Sheet

will be provided for ‘the tires that you ‘must sell. You will be given ten (10)"
=~ - minutes to prepare for the event and review .the Product Fact Sheet, You will
then be directed to the participation area. A table/counter has been set up
in the participation area. The tires that you are' to sell are placed on the
table/counter. - The customer will approach you and dur1ng the next eight (8)
minutes, you must present the product in an effort to. complete a sale.

. You are not requlred to continue after the customer has agreed to purchase
the tires.”- When the customer is ready to buy, d1rect the customer to the
front desk to pay for and pick up the tires.

n

- : — coe R - . . o
*This serv1ce station retall'event was prepared by William Krosky as

o ",' part. of a- U.S .0 E. funded project. L ' | o o 205

. 'i%;:, ¥ 235)63 ,i : : | "- | .-":r ,j:' o
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S - o - - - '  ‘Service Station Retail
A P Selling - )

: o . . A : ;
N . . e . C . e

You' are to assume the role of a customer in a tire store. -You appsqach a

salesperson (the participant) and ask ‘for assistance in purchasing two new:
tires. During your eight (8) minute conversation with the salesperson be
sure to follow these guidelinés: - o B

.

4 ~

“1. Exn'afﬁ‘ hat the tires in your car must be replaced. °

2. If asked what type.. of car ‘you drlve prbvide this = . e -,
' 1nformat10n- ' : - » .
é.,}1979 bodge Omni - . ) i!' :., B » g~
b. 4-cylinder - : ' T

c. Your car new has 180-13R tires - o o

: S
d. You drive 20,000 miles a year - -

Y

¢

3.. State that your last tires.lasted less tham the guarantee

had indicated and that the store where you purcfased them )

o

refused. to honor the guarantee. ‘

4, Ask about the guarantee on these tires:

L R

a. How long are they good for? -

'b. Willsthe store replace the tires free of charge if
they do not last as long as the guarantee implies?

5. Ask why Xhe tires-are so expemsive.
. »y < » . gﬁﬂ_' . P
6. .Agree to purchase the tires, but only after-all of your .
questlons/comments have been addressed and the Dart1c1pant‘\
has had ample time to -complete” the sale.
7. Do not allow the conversatlon to jﬁ-beyond eight (8) minutes.
- The participant should ask you to pay for and ple up your:
_t1res at the front: desk

206

ve o T T Customer/Judge Instructhon Sheet
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'] A R D i .
_ 3  o -ﬂ ) .l S Pafticipant #e. -
0- . ,9 ..l s :
~ oo Serv1ce Stac1on Reta1l S
S A ‘ - . e Y L : Selllng :
. ' ; o - w”’ E -Evaludtion Vo%m
o ‘<ffJUQGE'S INITIALS
_DID THE PARTICIPANT ... . . | o o
s  EXCELLENT GOOD ‘AVERAGE - FAIR POOR  RATING
S - . e
1. Oan and.close the sale._ S : R ‘ ’
_ adequately o 1211, 109 8765 4 3 2.1
. . . o . a - T
2, Deﬁbnstrate a genuine - ' T o . ,
7 : interdst in .the custémers . , . - - - . ' (2
' problem? - . 12 11 109 8765 4 3 21
. ' ) .' a 3 ' . . B .
~ , . 3. Demonstrate concern that : ] ’
' the customer needs tires _ _ . L o T
to fit driving conditions? 12 11 . 10-9 '8 7765 43 2 1
4. ~Convert product features - } o —_—
into customer benefits? 12 11 - 10 ?) 8765 4 3 2 1°
v .‘ -l. . . » ’ . . ’ . . M .
5. inssess adequate informa- o ‘ o 8
" tion about tires? . 2,11 109 8765 4 3 2 1 -
.o : | | 2 o
. - [ 6. Respond.to customer : «
A questions effectively? 12 11 109 8765 -4 3 2 1.
7. Develop confidence in the; T
mind of the customer that
" the information prov1ded . ., _
- was valid? 12 11 109 8765 4 3 21
..gﬂ*;i_ . 8. Demonstrate an overall ) - S
' - ability to respond to the - : . P O
customer's needs in an _ : S _
- ‘effective manner? - 16 15 14 13 12 11 10 9 8 7 654 - 3 2 1 .

o

{

j I R o TOTAL POINTS

i
. .
P .
' /
* ~
- B b
..
' . ¢
®
&
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. MATERIALS/EQUIPMENT NEEDED . . °

‘SCHEDULE DETAILS

. : . | e . Service Station Retail’
'uSelllng . B
Adminlstratlve Instructlons

RN

The twenty (20) minute event uill proceed as_foliowsf '

: ey,
0:00. - 0:10 The participant will review the Student Instructlon
Coe ".Sheet and the Product Fact Sheet.

0:10 - 0:}8 The part1c1pant will- be d1rected to the part1c1patlon
: - room where the: performance segment will take place.

0:18 }.0:20 Tbe judges will rate gtudent performance on the.

evaluation forms proVided. ., Y
ADMIVISTRATIVE SUGGESTIONS: = - ., R
ls Preparation room is needed for the ten (10) m1nute revlew of Student : ﬁ%g

Instructlon Sheet and Product Fact Sheet.

)
L}

2.. Partlcipation room is needed for the eight (8) minute performance o L
segment., A counter/table should be provided with the seldgted tires ?T
placed on this. The room arrangement should allow Judges go view and

° hear the performance process. ' - . o : N

3.-_See that Judges get a cppy of Product Fact Sheet .

’
. b}

Tire selections

E

‘2. -Copies of Product ‘Fact Sheet (thlS muSt be developed after the t1res

have been selected.)

-

4
3., Copies of'CSStomer Script

4, Counter/Table

. . ° « T

5. Stop watches-(3)

-

. PERSONNEL NEEDED'

T2, Timers (3) -

1. Prep Room Assistants (2.

'

3. Customers (3) ' _ » ‘

4.~ Judges (6) : ' h N
. /2V> . L

. AJVo iy . ._ 299 i : | p 2.()8.



. . . . i : . v
i : . o o B Service Station Retail
' ' A . Selling

RS N Admlnlstratlve Instructlons

v

Ly

oL

. RESPONSIBILITIES - = . S .

: . : b
. .A. Event Manager - This person is responsible for all major decie?ons
- necessary in this eyent. They will. set up \the event, brief all
pérsonnel, see that gchedules are followed \materlals are where’
‘needed and. completed forms are turned into tabulation—center.

-B.  Prep Room'Assistanta_ - ' : o

~ -~

. s ’ \
o T z.h_lee ‘each part1c1pant a copy, of

- L. Greet students and check their\i:hedules to confirm correct orgder. :
e - » the Product Fact Sheet . <1-

he.Student-InstrJ%tion'Sheet and

jﬁ 3. :Do-not allow the preparation period to extend beyond ten QlO)
minutes.

~.4, Direct participants to the part1c1pat10n room at the end ef ‘the ¥
preparatlon perlod o . e - -

1 . "

« v 5, Assist the event manager as time. permlts.

C. Timer : ; | B . s JV
‘ . - 1. Do not allow the performance segment to extend beyond eight (8)' .

mlnutes. . . L . : .
/ ) - ) ] -’ . .

‘ 2. Aesist the event manager: as time permits. -
' D. . Customer

1. Follow Customer Script.

e

2. Be as consistent as possible with each participant.
- . . ) .

©oeg . .. W : . 3

- 80()

209




SLC -. 1982 ‘. ‘._. E ; _.“.' B . ! - Service Station Retail =
- : o - : L o Communications -
. ’ . B : . . E Student Instructions
. . ) » ) i _ .
© © - _COMPETENCIES o L | . | “

¢ : - . . .. | I <
Communicate with customers, sypervisors and others.
Avoid misrepresentation of products and policies.

. ; P e

‘Convey a positive image of self and firm;

n Demonstrate appropriate knowledge of cred1t/cred1t default transactions

Skill in maintalnlng an obJective point -of view in problem s1tuations.

>
0 - ~ - ) - . & . . %

. | N L S
v - - OBJECTIVES Y . S - :
e Lo i A . { . . : -

. . ' : L) ) < 1

L. - . The participant will effectively expléin store policies pertaining to

] .credit-.and" payment. of _merchandise. . RN

. c o i
P " DESCRIPTION

- ' “ . : . . . -" -
) . . - - . . . . Y

" The participadt will be assigned the role of a salesperson in a full service
gasoline station. The particjipant will be required to explain toa customer -

. that the credit card offered cannot be accepted 2
.- | PROCEPURES - - . - . .

“You rare a salesperson in a full service gasoline station. A frequent
customer has stopped in to the sstation for two- (2) new tires, After mount-
ing - the tires and presenting: the bill, you must "call in" for credit card
, approval. ° Your company tells, you the purchase is over .the limit allowed for
" this customer and cannot be accepted ) : :

‘-'After fully examining the’ above information . and the company policy sheet,
you.will be given five (5) additional minutes to determine your plan of
action with the customer, Please make your conversation with the customer
within eight7(8) minutes or until purchasing solution is mutually agreed
upon. - - .

You, as -a participant, have the; authority to suggest a solution to the problem

in accordance to cempany policies.- -

\\ «

COMPANY Poricy SHEET . __ e

- v

1. Treat each' customer Qs\:n-individualuso as to attract repeat business.

2. Accept only store credi¥ cards for any purchase but remember to call for
authorization. o ‘ -

. N .Pui"chas,es’are to be "paid in full" before released to c:ustomers.
. b .
..4.’ Checks and other maJor companv credit cards are not accepted for pavmentJ
‘on anv merchandise. . , ' B . 210

.

*This service- station retail event was prepared by William Krosky as
part of a U.S.0.E. funded project. N4 .



o ; ' s : 3o
» , E v SREOGEI B MmDORE HIWEST FCRMS INC, T8
GUARANTEED [,
SERVICE - D '
. e o ./ N ' N .
(GUARANTEE DETAILS ON REVERSE SIDE) oo ’ - Y,
. NEW CAR OWNERS ‘ . IS .
“RETA!N THIS RECORD FOR YOUR : . .
- WARRANTY PROTECT!ON 8 , o ST S
.; CU3TOMiA VEHICLE SEAIAL NO. [___ - ~_]
. ' : ) DEALER STAMP | :
- - YE.AR-—MAKE—MODELA . - S
\5'/:3/3,w JQ”Q - Bk _, ’ :
I MILEAGE i ; LCE : . .
US 7 o] 2“ : ‘ - 3 7 9 Lt) ,‘-7’ Z_ PR _.,‘.«,»,..-N%Mel_-.u.'.-g,1-ump.nn-r.-..,,.,,..\-
CUSTOMER TELEPHONE NO. - DATE . Y ) .
o g ey Y i -f“/ 5 [ 8>, . ﬁmss’r':\ooazss )
CUSTOMER'S AUoHORIZATlON T . MILEAGE 7 A n
: : o 3 7~ 8 Q. - cY . STATE ZiP CODE, .
_ | SERVICED BY ] : i , N LUBRICATED . OIL CHANGED et : . S . :
- : D ] ] l:l D - et
-lonoenco| bowE: PRODUCTS - jorv PRICE AMOUNT | onsento ‘3'332 ' SERVICES . \ AMOUNT -
N R Morbﬂ [J SUPERIOR ALL SEASON 3 s ~ |CAR CARE LUBRICATION \
IR | o - LELALL SEASON [J HEAVY DUTY]- | ' 41iRes: CJREPAIR [J ROTATE -
A . L R WHEEL BALANCE ’ ‘
ANTIFREEZE & COOLANT —-“I2 .- . 1 N CAR WASH "= . '-. .. . I
s . T ' T - i © - |- " |ENGINE TUNE-UP - T
T e ' * - )
Y v
"PART NO. . PARTS & ACCESSORIES
| OIL FILTER ‘
AIR FILTER : .
P GASOLINE FILTER . *
ey vawve )
N2 |85 K 78 425 85]00
y , 2
! / TRz 5 : .
/ ( Spme  Saplenee - S Z A L
/ ! | 7 b o B e
I ' ' "
. - ~ . . "TOTAL SEAVICES
TOTAL PRODUCTS—PARTS & ACCESSORIES EX RS -9‘ ENTER TOTAL PRODUCTS, ETC. HERE ? FEHER
) F TY HECKE) PR e T MILK A EAD  Pate Qry it rerCy .
, SAFETY C | G - 0
J TiRes W MUFFLER ‘T RAN BELT : . “TAX 4 . -
/ -
- [0 BATTERY ] LIGHT BULBS . f{f SHOCK ABSORBERS | TOTAL AMOUNT D CASH ﬁ CREDIT CARD .
1 W eraxes ] TAlL PIPE ' Cj WIPER BLADES ' 7 D 5497
o THAN(( YOU...'

FQn - 1830 REV. 9-71 hY

e

302

" CHECK CAR CARE‘GUIDE FOR NEW CAR WARRANTY REOU!REMENTS"

211
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2 . e :_', v 8 . .“tz _'u_ . e ' . v
. u‘\' Fr ¢ o - -.u o . : : u& %'Q~ o e ~ .t o *
ot v . L S P ", . Service Station Retall _
P TRk ERE L - Communlcatlons 3 co
. o ‘o . - L e LR SR I B
§ . T ST . Customer Informatlon Sheet‘
. . . ) BT R i . v o . ‘_ . T
v - » - You are to assume the, rola’ Qf dicustomer in a full servme- gas statlon.,
" You have just vurchased two qu tires —— they have been mounted on your', ..
- - d/_ ¥ K .
au to ‘ . ! o e \"J ) v l} L . {‘; . o . A . e .
o ’-)'l__.a ] ' , LA . jeld
.. . DL . , . v - .
. E . . " R s R . . f ) )
. o SLTUATION .- 1 70 v i e S S N
.- ,. . ) . L v ’ . . - . - -v ‘.’.

‘1. You used a store credit card to purchase tires from.a servide station.
- W '

2. The tires have alteady been installed. '-‘\ o ,

A : ) : : o y : :
3. Your gredit limit is used and the store rejects the 'use of tKe card.
. 7 - o oF ce

oo : ; ' S ;/!rﬂ ;//ﬁ'
- ' . ) \ . - . - P . . . . -. /
. § ’ ) e ’ oy

POINTS TO -CONSIDER S o S 4

. - - | | g

i . .. /
| 1. Try to use a check.to pay. for the tires: . (It should not be aCCEPted~~
: Z POliCy of the station )y o

» . -"'. o

. v .,,v - L. ° 'Q)
. ' 2. You do-not have enoughvcaéh on -you tbypay,for“the tires. "

3. Let the student‘come-Up with the»éolution. _ : \
. " 4. Don't become irate or argumerftatlve but do questlon thm procedures *

-1

5. Try Lo treat ed@h part101pant the same.

L7
. .
&
. . N
.
~ I .
a- \ .
y . *
" . : .
a - : . e o,
* . PO R o Lo o
¢ . - . €
. .
\ P oF s LY
? - 2] . ) 4 5
» ’f A . . »
. %, v .
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. oy Service. Station Retail - .qf:-.J
N e CF Communications. .
. ' oo o Adminlstratlve Instructlons
‘ ‘v, N _)’
. AR : , . s
SCHEDULE DETAILS - — N AU o ‘
1 . s B . ' ¢ . - . ' . - ..
Twenty (26) minute event as. follows - -
: ‘l . . - . - - ,,-.17-.'“ . . . .
0:00, - 0:10 Part1c1pant will review pnstructlon sheet and company L
o polle sheet and w1ll pilan strategles .o e
- o . . . . )
- 0:10 - 0: lq' Practical wlth customer. S : . N
. v f : P
’ - 0: 18 - 0:20 Judges will rate partic1pant performance, on -evalu- ??ﬁ
T ¥tion 6orms prov1ded ' o N !
¢ . . ) ‘ . ~
L i - -, : .
ADMINISTRATIVE SUGGESTIONS - : )
1. Prep room is needed for ten (10) minute reviEW'of:pattieipant instruc-,
" . tion sheet and company.policy sheet. : ' ‘
2.-'Dart1c1pation rooms are needed for e1ght (8) m1nute practlcal "‘Recommend - v
" three .rooms’ S S . ' _ ' , : -
0 * ' " A \
3. Judges must have Customer ‘information’ sheet. Conduct run—through of
entire event w1th all judges prior to competltlon
"IATERIALS/"QUIPM“‘NT NEEDED | | . - .
1.. Part1c1patlon rooms (3) ¢ '
- 2. Prep room .'
3. Copies of participant information\and.company'policy sheets
4, Copies of customer.information sheet -
5. Blank checks for judges
6. Counter
7. Stop watches (3)£ o ' N "
8. Work sheet rejection S &
PERSONNEL NEEDED | o R v -
1. Event Manager - e é
2, Timer - - . - . .
- ’ N : ’ ‘t ' - . a - ) 3 O
3. Customers (3) * - - . . ..(3{)41 ' . e

5. Prep Room Assistant




F s \
v L ' S - o ' . Serv1ce Staticn. Retall
o ' e Communications - ' -
e ( A T “-Administrative Instructions
' RESPONSTBILITIES . - e T

A. Event Marager - This- person is respon51ble for all maJorxdec151ons
necessary in this event. They will: set up the event, brief all per-

-

- /j - sonnel, see that schedules are followed 'materials are wbere needed
! P and completed forms are turned into tabulation center:. .
‘ ’i ! ’

‘B. Prep Room Assistants-

**/‘ : 1. Greet studente and check their schedules to conforw to ‘correct
: order,. R . o ’ ' 2
2. Give eagh part1c1pant copy“of 1nstruct10ns and company policy
sheets. ,
3. Maintain ten (10) minute prep, time. . . ‘
Co S 4. Direct par;ic'bant to participation room.

5. Assist event managet as needed as time permits.

P

C. Timer LT o o
'I’. 1. Maintain practical within eight (8) minute limit.- ’

2. . Assist event manager as needed as time permits.

D. Customer

1. Review participant information _sheet and company pdﬁiey sheet.

2. Follow. customer script maklng certain that you feel comfortable " ¢
with information sheet.

3. 'Be as consistent 'as possible with each participent.

LE. judges ' B o : e
1.. Review participant information sheet and‘company policy sheet. RN

2. Review customer infqrmation sheet.
3. Understand evaluation sheet thdrcughly, .o R :

LS

{ ooeda ' 214




IR .P'é'ft";ic'i.pantf e

: S L SR I ' "”~~Serv1ce Station Retall
) ‘ R -+ ¢. .Communicatibns . L
. ' . : S e T ~ ... -Judge Evaluatton Form - t%j o

JUDGE'S INITIALS : - o e e .

DID PARTICIPANT . . .% SN T

_ . Excellent  Good " ‘Average Fair ~Poor = FRating
v ' . % ) . . . i 7
1. lee an adequate explanatlon o _ . :
of store policy? 4 ) 21009 8 7+ 654 32 1 0
. - . ’ . . » o . Lo

24 Give%adequate reason ‘for . . : o
denial of credit card purchase? 10 9 8 7 654, 3 2: 1-0°
3. Speak clearly so as to be under- . : : I : R
~ stood (consider diction, enuncia- :
%  tion, proper grammar, appropridte : : . - T a
. phraseology ‘and proper English)’ 10 9 87 6 5 4 372 1.0

b, Demonstrate courtesy.at all : , ) ’ -A_ " . S
' times-during conversétiyﬁ?“‘ 10 9 8 7 6 5 4 32 10

5. Listen and respond to customer ' ) o . S
.questions? . . 10 9 8 7 6 5 4 3

o
Landi
o

6. _Reflect-aAgood business image ’ : e ' e .
of, store and self? = 10 9 8 7 654 .3 1 0 ._.

“ro

P T Offer a feasible and practical : S : _
: - solution to customer's problem? 10 9 8 7 654 -3 2,10

8." Show a genuine concern for cus- . L n//u_
tomer? ; .10 9 8.7 654 32 1.0 o

9. Demonstrate a cooperative attitude
' in working our course of action to

be taken? o . 109 87 654 32 10 )

10. Thank customer for business? 10.9 8 7 654 3 2 "1 0 . b )

> POINTS
h 100 ?ossib e.Points
\ ]

-y Gr‘.
; ) i . » . - .

* f’.’- N . '

v 2%5 ‘ lli

D e - -
T - ‘




“Merchapdi

-

se Inventory Sheet

. . Tooe R PR .
-Inventory as_ovaeeember'Bl:

.- 150L L.

L . 15027

1503

1504 ° -

)

1505

e T 1s0s
L 1507 -

1508

Af)?

'26" ' ;24u

D —————
: -»
* .
———— —bee
e m——————.
A

‘One~ (1) Point for

Y

Total Invertory at Cost

0il Inventory as of Deadmber 31

“ TYPE
10 W-40

10 W 30

5 W 20

5 W 30

‘.

© 5W 40 ¢

© TOTAL: -

.-

INVENTORY COUNT

S
s

Two (29 Points

[l
.

A30u ] 36” 40"

Total 'Unit Inventory

.Four (4) Pointéﬂeachliotal } 2

307

© Participant # -/

.- . . S
REES N .. Service Station Reta
IS " - ‘Mathemfitics’ L

.-
é foow

", o . Student Instructions
T : L

JRosuiiy ity ———
.0-
. * ‘. N
SR —_— . S
et e ] ————————
" +
————— ———y— . —
g !
il ———— » bt
.
o
———— e —
B
———— R —e———
; ¥
[ [ O
.
’
°

4

.

eéch.Stock'No._Inventory~and Total -

»

¥ , -

(2 Pts.)

-2

Total Inventbry at Retail

(2 Pts;)

‘ﬁ-'(Z Pts.)

each 01l Typ%

3

RETAIL °
RLIALL

%

L
il ”*

TOTALS - ++%)

L}




Service Station Retail
- : . . . _ Mathematics
I B S . : B ' '.Stpdent Instructions

t. v

‘Merchandise  Inventory Sheet
oIL - : B : ot

p o

-Jﬂ)ilhlnventory as of December 1 S S - f_ ' ot

‘TYPE. - . CASES (24 Count) . i 'UNITS

v

10 W 40 fj. SR . 2 -,'-' .“_ ~ o
. 1o 30 - o s '.d .4. L ; T |
Sy o R : o, . o e Y

- 5 W 40 S L, B ;

<

011 Sa es fo% December (Mark~up 24/) ) I .:- = i

TYPE

UNITS . - RETAIL PRICE

owso e e [52'90:”'“.'h R
R R a1 200 R -..q. ‘
| 5 50 B Lo 37 o sLsa | |
swiw (.o $1.52

(& : ' . ’ Lo : i
swho . N $1.52 P

». "

. *This service station retail event was prepared by-Wiiiiaﬁ queky.es- _ |
. part of a U $.0.E. funded pro;)ect._ k : . e 9T R .

L




- . "o . . ) " h / ’ >_ . . N ’
- S o K . - Service Station Retail
' ’ ' S B S © ; -Mathematics '
. L , , : - ' Admlnlstration.Instructions
_ SCHEDULE ,DETAILS

©." -7 This sixty (60) minute event will proceed as. follows:

Ay, .

_ 0:00.- 0:60 . The participants will.review the Student - Instruction
: Sheet and Merchandise Inventory Sheets ‘and will:
! record all answers/totals in approprlate spaces.
- ™ L
i }

P ADMINISTRATIVE SUGGESTIONS ¢

1 ¢ alll parti B ’(ff

. Large room for all participants.

1

Z. K&equate space betWeen each partic1pant

MATERIALS /EQUIPMENT. &EEDEb :
péi lf"Pendiis.and/ot»?ens
;»42.' éopies of AnsWer Key&
.; 3. Sstatch*Paper ' Y o '. ._’ T '>‘i.
4, ’Parttcipant Instfuction:sneéts and Metqhandise Inpentory Sneets.

s

5. Stop‘Watch

e
ettt )
-

o, 218
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;-".’-'5. v . :‘g -
1 ." ‘
Service Station Retail
: . Mathematics AP _
. Administration Instructions . ‘
» PERSONNEL NEEDED «
Proctor /Timer/Grader (2-3) L - - .
. ) . rd ] ‘ . . .. . . -.'l. , B - ) ) . |
. . L L 'r . . . . . X . .
RESPONSIBILITIES - . . o
A, Euent Manager - This person is respoﬁsible for all major decisions ' .
necessary in this event.. Manager. W1ll set up event, brief all personnel; o
see that materi.}s are where needed and .completed answer sheets are . . -
turned ‘in to grdders. ,~f' : ' :
B. 'Timer , 3 ' i ' A

1) Distribute copies of Student Instruction Sheet/Merchandise N .

.Inventory Sheets'~

2) Give instruetions as to name and ID number:ﬁ;

3) Answerpques: ons relating to event proceedings. .
4) Limit event’ to sixty (60) minutes. =

. . « -

'~ 5) Assist event manager, proctors as needed as'tﬁme permits.

- C. Proctors
- 1) Survey identified portion of participants for full sixty (60) : - .
minutes _ ) _ . . ~ -
v - 2)  Assidt event manager and timer as needed as time permits.. '
;ﬁ{- Graders
: —_— %
lgh “Score as per Answer Key.
. e §
. ¢




~ OBJECTIVES .. e | - ':///f o

+

. Mathematics . _
Student Instructions

COMPETENCIES - S

Skill in multiplying~and extending figures.

| . . £ | - k

- Skill- in adding columns of figures. - ° . , S Mn
; Skill in taking accurate st%ck counts of merchandise for ordering,
invkntory, .or unit book control. ' R ‘ - ///

Skill in pﬁing forms and records-necessary in inventory control..
Knowledge of the procedures - 1nvolved in merchandise count Sor
physical inventory -

Knowledge of retail operating expenses 1ncluding 1nventory, buying
and selling procedures. . . - o8

The participant will demonstrate mathematics competencies necessary to

“determine inventory count,’ calculate codt and" retail uwe of merchandise
-.on hand at inventory time ' ~ - ' '

DESCRIPTION

-1, kll answers are to be written on 1nventory sheets prov1ded

IZZ Scrap paper will be turned in with finished test. o L

‘The~ participant is employed in a full~serv1ce gasoline station. ~Using the’
~information and data on Merchandise Information Sheets provided, the parti= .°
cipant must determine the inventory count, and establish the cost and retail

value. for the merchandiseé in-stock as of December 31.

N

. You are to assume you .are empioyed in a full-service gasoline station and

are to finish the inventory sheets for V-belts and oil on December 31
Mark-ups are- figures on the retail price. Markudown percentages are
figures on original retail prices. :

A

3. All questions or blanks on test not answered w1ll be cons1dered wrong

*

4. You have sixty (60) minutes to complete this actiVity Use your'time
' wisely : o

~
e

S5.° There were no purcbases of V-belts or Oil in. December.

‘*This service station retail event was prepared by William Krosky as

. part of ‘a; U.8.0.E. funded project. - ‘* AR :

sLc - 1982 . - S . Service Station Retail * -

W



B L o . T . Service Statiom Retail
- RN . S o - : Mathematics . :
' - ) . C ' Student_Instructions . =~ =~ % 4
Merchandise Inventory Sheet'. . ructions : : ‘
] ’ ' ' : '

N

V-BELTS

3

"Inventory as of December 1 -

STOCK Mo. . 20" 24" 30" 3e" 40" . 48"
sor- w00 12 12 15 12010
1502 . 8 . 9 100 12 8 T .

”1503 6 o5 1 9 f ‘ "5.. T4

& .

1504 7 . 11 - 8 10 6 3

1505 = 9 . 9 8 10 s 3

1506 ¢ .12 - 100 & . 14 9 e

1507 R .6 6 .- 10 8 8 s
1508 . . 10 16 . 10 12 8"
L ,
V-Belt Sales for December - , ) A
© STOCK NO. - 20" . 24™ 30" 36" . 40" 48" -

st .8 9. 1o 12 9 T

1502 - s 7 g 10 g 6

1503 _'(\' 5.5 8. 6 s -
Vlsqa - '.4. 10 .:  A ‘A.. 2 |
1505 ¢ 9' T4 6 9 3 0 -

1506 . ¢ - 12 3 L Ty w6 K

&+

" 1507 s 2 g 6. -7 4

a

" 1508 .. - w0, . 8 1. 9 10 7

V-Belt Stock No. 1501-1504 ~ ° Retail @ $6.00 . (40% Mark—ip)’
_ V-Belt:Stock No. 1505-1508 Retail @ $8.50 (40% Mark-up)

ey

\'. \.~ ’ ‘ . o . . ‘ " 221




