
12 OOKS AND NOTIONS.

RULES
GOVERNING EMPLOYEES.

The following ruies govern a large re.
tail house in New York, which may be of
use to some of the leading houses in this
country :

Ru.i . Keep your eyes on the front door.
Customers should be wvaitcd on pronptly
and pleasantly.

2. Vait on children as poltely as you do
on grown people. They arc our future cus.
tomers.

3. Salesmen, when disengaged, will take
position near the front door, instead of the
back. Customers do not come ih at the
rear.

4. Don't stand outside the front door when
at leisure. It is an excellent notice to com
petitors and customers that trade is dull.

S. Salesmen arc paid for waiting on cus-
torners, and are not expected to turn them
over to the boys, or new men who ar learn
ing the business, while they husy themselves
arranging or putting away goods.

6. Don't take a custoner away from an-
other salesnan until lie is through with him.

7. Don't turn a cuîstomer over to another
clerk, if possible to avoid it. except for the
dinner hour.

8. Go for business i every direction ; in
the store ar out of it , wherever you see a
chance to make a sale, work for it with ail
your might. Rusti 1

9. Salesmen will self at marked prices.
Do not go to office for a cut price. It aIl-
ways makes trouble.

to. At retail the dozen price is to be al-
lowed only when the customer takes a half
dozen of each kind. or more. Less than
half dozen, in alI cases, go be at price for
each.

it. Sorting up a line of goods allowed to
make the quantity, the higliest dozen price
of the lot to bc charged, when a half dozen
or more are bought.

12. Clerks of other dealers are to be
chargeil regular retail prices. If the houses
they work for buy the goods for then il is a
different matter.

:3. Don't send a customer up stairs or
down by himself.

:4. Salesmen will avoid the responsibility
of trusting customers whose credit is un.
known io them by referring ail such cases to
the manager. Extending credit without
authority makes the salesmen responsible
for the amount.

15. In opening a new account get the
business and post-ffice address of thecus-
tomer correctly.

16. Salesmen are expected go self the
goods we have, not the goods we have not.

t7. Salesnen are responsible for their mis.
takes and any expense attending their cor-
rection.

8. If you have a charge to make, enter it
belore waiting on another customer; your
memorv is apt to be defective, and the sale
forgotten before it is entered.

i9. Clerks reccivng change fromi the desk
will count the sane and sec if correct before
handng it to the custorner. Always hand
the cash mem. with the money to the cash-
ter.

20. If you know of an improvement of any
kind, suggest it at once to the manager; it
will be impartially considered.

2:. Keep retail stock full and complete on
the shelves, sn as to avoid detaining cus-
tomer. Nottfy each man in charge of a
division, when you find anything short in it.

22. Always pot the stock tn order when
through watting on customers.

23. Each clerk is expected to see that his
departrment is kept clean and in perfect
order.

24. Use the tarly part of the day and the
last hour before closing, in sorting and
straighteniug up.

25. Prices are not to be cut. Report
every cut price ')y other firms to the mana-
ger after the customer is gone, unless he is
a well known and regular customer, in
which case report at once.

26. Do not smoke during business hours,
in or about the store.

27. Employeesare requested to weartheir
coats in the store. It is not pleasant for a
lady to have a gentleman waitng on her in
bis shirt sleeves, or with hi% bat on.

28. Employees are expected to be on hand
promptly at the hour of opening.

29. Do not leave the store by the rear
door.

30. Employees will remain until the hour
of closing, unless excused by the manager.

31. The company will ask of you as little
work atter regular hours as possible. When
demanded by the necessitîes of business, a
willing and hearty response will be apprecia-
ted.

32. If an employec desires to buy anything
from stock, he must buy it of the manager;
in no case to take anything without doing
so.

33. In purchasing forindividual usearound
town, under no circumstances go use the
name of the company as a means to buy
cheaper.

34. Employees pay for whatever they
damage; they are placed on their honor to
report and pay for it.

35. Employees using bicycles will keep
them in the cellar or in the back yard; they
iust not be left where they will cause in-

convenence.
3& Conversation with the bookkeeper, or

the cashier, except onbusiness, interferes ma
terially with the work. Do not forget this.

37. Clerks, when on jury duty, have the
privilege of turning in their fees. or having
the tinte absent deducted from their wages
Drawing a salary for their services, the com.
pany is entitled to their time or its equivalent.

38. Watch the ends of stock, make as few
as possible, and always work them off first,
to keep the stock clean.

39. Keep mum about iour business. Al.
ways have a good word to say for it, and
never say it is duil. Keep your eyes and
ears open about your competitors.

40. One hour is allowed employces for
mneals.

4t. Read the paper devoted to your parti.
cular line of business. Even if it is badly
edited the advertisements will well repaya
careful perusal.
IT wM M.. Ay you lO I.EARN THE FOLL.OwING

tDY IEAtRT.
Towards customers be more than reason-

ably obliging; be invanably polite and atten-
tive, whether they be courteuus or exacting,
without any regard totheirlooksor conditiont
unless, indeed, you be more obliging and
serviceable to the humble and ignorant.

The more self.forgetting you are, and the
more acceptable you are to whomsoever
your custoner may be, the better you are as
a salesman. It is your highest duty to be
acceptable to ail.

Cultivait the habit of doing everything
rapidly; do thoroughly what you undertake,
and do not undertake more than you can do
well.

Serve buyers in their turn. If you can
serve two at once very well, but do not let
the first one wait for the second.

In your first minute wi.h a cistomer you
give him an impression, not of yourself, but
of the bouse, which is likely to determine,
not whether he buys of you but whether he
becomes a buyer of the house or a talker
against.

If you are indifferent, he will detect it be-
fore you sell him, and his impression is made
before you have uttered a word. At the out-
set you have to guess what grade of goods
he wants, high pruced or low priced. if you
do not guess correctly,.be quick to discover
your error, and right yourself instantly ; it is
impertinent to insist upon showing goods
not wanted. it is delicately polite to get
what is wanted adroitly on the slightest
hint.

Do not try to change a buyers choice, ex-
cept te this extent : Always use your know-
ledge of goods to his advantage, if hie wavers
or indicates a desire for your advice. The
worst blunder that you cari make is to indi-
cate in a supercilious manner that we keep
better goods than be asks for.

Show goods freely to aIl customers ; be as
serviceable as you can to al], whetherbuyers
or not.

Sell nothing on an understanding ; make
no promises that you have any doubt as to
fufiliment of, and having made a promise, do
more than your share toward its fulfilment,
and see that the ntxt alter you dots bis
share, Ifyou can.

Never mn down your competitors to cus-
tomers. By so doing you advertise them.
It won't pay you to get trade in that way.
Conpetitors can talk back.

To sum up and put this whole matter in a
few words : Attend strictly to business when
on duty ; be invariably polite and obliging
to every one, not only for the benefit of the
company, but for your own good. Renem-
ber that civility, while it may be one of the
scarcest articles in the market, is also one of
the cheapest, and the net profit on it to you,
in the end, will be greater-not only from a
social and moral point of view, but in dollars
and cents-than on anything eIse you may
have to offer a customer.


