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Sherwin-Williams Retail Store Handbook

The S~ Code of Principles

At the banquet of the 40th Anniversary Convention
held in Cleveland in November, 1906, Mr. Walter H.
Cottingham (then Vice-President and General Manager,
now President of the Company) presented a compre-
hensive statement of our high aims and purposes. This
was adopted as our code and if you strive to live up to
it you cannot help but derive benefit from the effort.

“ Make the most of the business by
making the most of yourself."

‘1 To win om oar merits.
2 To be the best and largest concern of the kind
in the world.
3 To be broad and liberal as well as aggressive in
our policy and methods. :
.. 4 Totake a prde in our institution.
5 .To beloyal to the Company and to each other.
* 6 To foster good fellowship among ourselves, and
to take pleasure as well as profit out of our work.
7 To strive ceastantly for the improvement and
advancement of the business and ourselves.
8 To be consaerate, polite and courteous in all
our dealings within and without the Company.
"9 Tobe high toned in everything, everywhere.
10 To grow In knowledge and character as weil as
in size. ]
Merit begets confidence,
Confidence begets enthusiasm,
Enthususm congquers the world.

Sherwin-Williams Retail St

Organ

It is the aim of the Comj
Stores in all their details
efficiency. Have your staf
efficient and accurate work

‘Our Stores act as the Con
everything should be done i
relation between the agents
the Store in addition to
through your Store for our

Be as obliging to the Ca
locality as you are to your
way to develop their busine
such quarters helps you
factory in its output and lo
by which all benefit.

We are continually on t
and enthusiastic men—me;
organization. The young 1
us and develop are the 2ne
the responsibility will rest

People get out of any bt
and if they work with tha
price in the way of sacrific
is nothing in the world to
are the kind we endeavor
to any Manager to devclop
women who can be used in :

Keep constantly before y
and ideals and be loyal anc
and those with whom yo
Sherwin-Williams Employe
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The Man Behind
the Counter
(continued)

Page 8 Sherwin-Williams Retail Store Handbook

No matter how busy you are, take a second to inform
a customer—"‘I'll be with you in a few minutes.”

Sell customers something besides what they ask for.
It’s no trick to sell them something they want—that's
simply waiting on them. ~

Give the same attention and treatment to the shab-
bily dressed as you do to the well dressed. They may
have their money tied up in houses, which need paint-
ing, instead of clothes. )

Keep away from arguments with customers and avoid
contradiction.

In order to have your time your customers’, ask your
personal friends not to call during business hours. Look
upon a customer not as a shopper giving you “some-
thing to do,” but as a guest giving you an opportunity
to show what you can do.

When wrapping packages for customers, be sure and
do them up as neatly as possible. Fold in the ends of
the paper and arrange the package so that it can be
carried by the string.

Always keep an assortment of enclosing slips near
by and include one in each package.

If packages are to be delivered, use the same care in
packing. Have the address slips carefully and neatly
addressed.

When making shipments to Division customers, the
boxes should be stenciled and marked with the same
care used for your own customers.

Sherwin-Williams Retail St

Char:

Mr. Cottingham in “Bus
ness is but a means to an
unqualified success in busine
fame, yet his life may be a f

“The test of a successfu
stands at last before his M:
counts then is character.
what have you left. Charac
is formed by conduct. Con
and habits are acquired by :

“Everything we do, good
character. We are growing
worse, The great thing is t¢
in the right direction.”

One of the greatest helps
acquire good habits. Guard
side business hours for they
greater degree in the Store.

Cour

Webster says courtesy is
kindness.” In these days ¢
to see a customer going out
where this element is predon
the best of everything in me
thing else, bat if politeness
lacking, the Store will not
very long.

Practice courtesy among
wherever you are—make it
must feel courteous. You
eously. Feel kindly toward:
one. Forgive freely and nev




Courtesy
(continued)
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Everyone has his “off days” and one is apt to get
upset easily, but remember the other fellow may not
be feeling just right either, a slight on your part
may be construed by him as a discourtesy, while it is
only a result of your mind and not your heart.

When you run across customers who are unrcasonable
or impatient, it may be their “off day.” Meet them
with reason, patience and courtesy and in doing this
kindness you will go a long way toward adding a solid,
dependable customer to your business. Radiate happi-
ness, sunshine and good cheer.

Personal

No matter how clean a person may be otherwise,
if not shaven he presents an untidy appearance. The
Manager shall, therefore, see that any employee who
does Store duty, attends to this part of his toilet as
frequently as is necessary.

Be sure your linen is not soiled or your hair
mussed up. Finger nails should always be kept clean,
shoes polished, and clothes brushed. These make the
impression on the customer. Every one likes to be
attended by clean salesmen.

It's not in keeping with good manners to walk
around the Store wearing your hat, and certainly not
polite to wait on a Jady customer wearing your hat or
without wearing your coat. If necessary to work with
your coat off, have it near by where you can put it on
quickly.

Where names-of women customers are not known,
never use the word “lady.” Always address her as
“Madam.”

Sherwin-Williams Retail Stor

Humming, whistling,
usually be dispenised with
customers. Qur Store is no |

We want to make the
for our employees and custo
do their share in making it
both.

Care of Store .

From the very start of
insisted on cleanliness and
taken up his work feel this
as ever. We are proud of 1
this respect, and we want
not more so in our Stores.

The fact that you have |
dirt and disorder. More w
when things are kept in :
tematic manner. A place
thing in its place.

Nothing looks so bad as
but a well kept, neat and or
place in which to do business
well as to recommend the pl

The Manager should ins
each morning as well as ke
until the employees are tra
must be kept. A careless V
less employees.
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Number 31

Number 32

Sherwin-Williams Retail Store Handbook

Stocks and Turnovers

It's safe to say that the more items carried in a Store
the greater will be the volume of the sale. There is no
denying of that, but when a Store is loaded on certain
items, the capital and selling spaces are in jeopardy,
and this brings about a condition of too much of a few
and not enough of many items. Certainly it is ap-
parent that it costs more to handle goods once a year

-than it does to turn the stock many times during the

year.

A greater sale volume without increased expenses or
investment gives you a greater turn on your capital
and results in a greater net profit.

Managers should make a study of “turnovers” and
turn their stock as many times as is possible during the
year. Turnover spells success, while without it nothing
but failure must be expected.

Purchasing

F In a large measure there is a good quantity of truth
in the statement “Well bought is half sold,” and some-
times there is more money to be made in the buying
than in the selling end. One of the first things for con-
sideration is—are the goods needed or not. No matter
how carefully the goods are selected, if they are not
needed, they are a burden to the Store in the way of
expense of Store maintenance. They usually produce
an accumulation of what is sure to be dead stock. Keep
the stock always down to the lowest possible invest-
ment, and turn it as many times as you can.

Sherwin-Williams Retail Stor
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