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Crop Collection
A Self Study Guide for Members and Staff of Agricultural Cooperatives

LESSON SIX:  Record-keeping

Objective:  To review the necessity for records in the process of crop 
collection and explain the importance of critically reviewing recording
systems to ensure they do what is required without unnecessary details.

What do your members and staff think of the various forms and paperwork required as part 
of the collection and receiving system?  If you asked them, would they say something like 
this?

Members: "A lot of nonsense which delays the whole process of handing over our crop 
and getting paid."

Staff: "Boring formalities which cause us lots of work."

Imagine what would happen if the system operated without any paperwork at all.  What 
sort of problems would arise?  The whole system would depend not only on people's 
memory but also on their honesty.  With no records, members would not be paid correctly, 
because crop quality and quantity might be forgotten - or dishonestly misrepresented.

It is obvious that some paperwork is necessary. It should be designed so that all essential
information is safely recorded.  Furthermore, the system should be quick and easy to 
maintain.  Unfortunately, many systems are not ideal for their purposes.  Why is this so?

 They may have been poorly designed from the beginning.
 Many changes may have been made as new circumstances arose, making the modified 

system unnecessarily cumbersome.
 Out-dated documents may have survived even though they are no longer needed.

Unless your own system is very new or very unusual, it is almost certain to have suffered in 
this way.  Some parts of it are almost certain to be unnecessary, while other parts no 
longer achieve their objectives.

Get a copy of each document used in your society's collecting and receiving 
system, including both lists and schedules for internal use and all documents
which are given to members.

Look at a typical document, such as the receipt given to members when they 
hand over their crops, and consider the following questions.

 Is the document itself necessary? What would happen if it were not used at all?
 Is every item on the document necessary?
 Is every copy actually used?
 Is the document as simple and easy to understand as it could be?
 Is anything recorded twice when a single entry or a carbon copy would do?
 Does the document minimise the risk of mistakes or fraud?
 Does the document allow sufficient space – neither too much nor too little - for all the 

figures or words likely to be needed?
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Now go through the same set of questions for all the other forms in your crop receiving 
system.

After a thorough review of your forms, you will probably find that you can dispose of some 
copies, entries or even entire documents, and that you may have to add others. 
Remember that unnecessary entries do more than waste time; the more people have to 
write, the less accurate they tend to become.

The system you use obviously depends on such factors as the crop you collect, the literacy 
of your members and the skill of your staff. How many different documents are actually
used in the whole process, from the time members first bring in their crops to the time 
they are finally paid?

A number of societies which pay in cash manage with only one document. Examine this 
example of a simple crop record, receipt and payment voucher, all on a single form, for 
societies like the one considered earlier:
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This form is designed for three "stations" in the receiving process: testing/grading, 
weighing and paying.  Each operation is endorsed by signatures of staff and member.

Is this more or less complicated than your own society's system?

If you used such a form for your own society, with copies for both member and society, 
would you need any further documents?

You may need more information or more copies. Remember, however, that paperwork 
should be kept to a minimum. You must test every document, every copy and every entry, 
by asking:

What difference would it make if this were omitted?


