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COMPTOMETER METHODS
makefigures "comeclean"
THIS IS IVORY SOAP (at right)in the making.
The Procter & Gamble Company, maker of Ivory
and other fine soap products, is justly proud of its
up -to -date methods. In handling figure work, as
in mixing the ingredients of "P & G " products,
absolute accuracy is essential. Hence, this outstanding company chooses the "Comptometer."
TRAINED OPERATORS ( b e l o w ) in one of
Procter & Gamble's centralized "Comptometer"
departments handle quickly and accurately such
important figure work as compiling order statistics,
auditing invoices, distribution of sales expenses,
prorating, general accounting and statistical work.
"Comptometer" methods are also employed at
"P & G" branch offices.
"IT'S A PLEASURE to operate
the
Controlled -Key
'Comptometer," ' says Miss Edna Crail (bottom left), "Comptometer" operator at the Procter & Gamble Company's general office at Cincinnati,
Ohio.
"That clever Controlled -Key device enables me to work fast without fear of operating errors. If I
fail to fully depress a key, the keyboard is automatically locked until
I press that key all the way down.
I've operated a ' Compfometer' at
Procter & Gamble for seven years,
and I think it's a grand machine."

IF SPEED, accuracy and flexibility
in handling figure work are essential to the profitable conduct of
your business, permit a representafive to show you (in your office,
on your job) why so many progressive
concerns
have
adopted
"Comptometer"
methods. Tele.
phone the local "Comptometer"
office, or write direct to Felt &
Tarrant Mfg. Co., 1715 N. Paulina
Street, Chicago, 111.

COMPTOMETER
TradeMark of Felt L Tarrant Mfg. Co.—
Rell. U. S. Pat. Off.

OUR OPEN FORUM
This section of the Bulletin is available to all for the informal discussion of technical matters of interest to our members. Included
here will be comments on articles in Section 1, ideas and suggestions
arising out of these articles, and other correspondence in which our
members are likely to be interested. The ideas expressed will be
those of the individual correspondents, and all shades of opinion will
be welcomed to the extent that the ideas expressed are constructive
and of general interest.

A GUARANTEED MONTHLY WAGE PLAN

Editor, N. A. C. A. Bulletin:
Since you have from time to time published descriptions of various
wa g e p l a n s i n t h e N . A. C. A. Bulletin, I am enclosing a copy of a letter

to our employees describing our new guaranteed monthly wage plan with
the thought that it may be of interest to readers of the Bulletin. While we
do not claim perfection for this plan, we feel that it is a move in the right
direction. We are not alone in this idea as Procter S Gamble, Nunn -Bush
Shoe Co., Hormel Packing Co., and some others have similar arrangements.
HOWARD C. ZOOK,

Cleveland Chapter.
Dear Employee:
Beginning December 1, 1937, and continuing to April 30, 1938, inclusive,
While the factory is in continuous operation, we will operate a guaranteed
monthly wage plan. This is for a trial period of five months only. You
are requested to co- operate to the fullest possible extent. The future of
this or a similar plan will depend to some extent on the degree of success
of this five months' trial.
We have divided the employees into three classes, as follows:
C l a s s A — T e n o r m o r e y e a r s o f se r v i c e . . . . . . . . . . . . . 75 per cent gu a ra ntee
Cla ss B — Fiv e bu t le ss tha n ten ye a rs of serv ice ... .. 6 0 per cent gu a r a ntee
Class C—One bu t l ess th a n fi ve yea rs of se r v i c e . . . . 5 0 per cent gu a r a ntee
No bonuses, weighing premiu ms or o t h e r p r i z e s a r e included in the ca lcu la tions u sed to establish the gua ra ntee.
T he gu a r a nt ee is li mit ed to a ma xim u m of $ 1 0 0 pe r m ont h.
You r period of employment ha s been cla ssified a s of November 1, 1937,
a n d y ou a r e i n C l a ss — . You r a ver a ge mont hly gu a r a nte e ha s be en b a sed
on a week of thirty -five hou rs. On t h i s b a sis y o u r g u a ra n t e e i s $ .. . . . . . . . . .
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per month. This means that if your earnings for the month plus any
bonus paid you during the month do not total this amount, the company
will pay you the difference as early as convenient in the following month.
You will realize that any undertaking so far reaching and of such value
must be carefully administered for the protection of the employees and the
employer. Therefore we have placed the following conditions on the
administration of this plan.
1. Any employee working thirty -five hours per week and not earning
his guarantee, whether on time or piece work, is disqualified.
2. Any employee absent from work for any reason whatsoever except
for lack of work, is disqualified.
3. Any employee who resorts to other than honorable means to benefit
under this plan is disqualified.
Please hand to your foreman in writing any question you may have, and
in due and reasonable time you will receive an answer through your foreman.
Very sincerely yours,
THE WOOSTER BRUSH COMPANY.

W
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QUE STI ON S A ND AN SWE RS
The Research and Service Department at National Headquarters
conducts a Question and Answer Service for the benefit of N. A. C. A.
members. Practical accounting questions which cannot be answered
from our research files are submitted to a number of our members for
answer. The replies with names deleted are transmitted to the
original inquirer. In this section of the Bulletin will be published such
of these questions and answers as appear to be of general interest
to our members and worthy of their consideration.

INTERNAL AUDIT OF TRAVELING EXPENSES
Question: I believe it is customary to require salesmen and other traveling employees to submit reports of traveling expense in considerable detail,
usually classified as to railroad, boat, or bus fares, hotel, meals, sundries,
and auto expense. The question in which we are interested relates to the
extent of internal audit of such reports.
Specifically, are the employees required to turn in receipts for:
a.
b.
c.
d.
e.

Hotel bills
Gasoline and oil
Auto repairs
Garage bills
Miscellaneous expenses?

If so, is a continuous audit of such reports maintained? What means,
if any, are taken to insure conformance with requirements, e.g., disallowing
unsupported expenditures; allowing them but writing to the employee or
to the hotel to obtain receipts; or passing occasional omissions but checking
flagrant or continuous omissions of receipts. Does the salary bracket of the
employees involved affect the requirements?
The foregoing questions apply particularly to situations where the
employee is reimbursed or credited for his actual expenses. In addition,
we are wondering what data are required from the employee when he is
reimbursed for expenses at a per diem rate (or, in the case of personally
owned cars, a per mile rate), and what supporting receipts, if any, are
required, in order that the company may make the proper deductions and
accruals for Federal Old Age Benefit and Federal and State Unemployment
Insurance Taxes on any portion of the allowance which may exceed his
actual expenses. (See S.S.T. 28, I.R.B., Aug. 7, 1936, xv -33- 8247.)
Answer No. 1:
a. Except in a minor number of cases, receipts are not required for hotel
bills.
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b. As the company is engaged in the manufacture and sale of gasoline
and oil, the company's own products are consumed where available. In
instances where company products are not available and oil and gas must
be purchased, receipts are required.
c. In most cases automobile repairs to company -owned equipment are
approved before actual expenditure is made and billed. Repairs of a minor
nature are made without prior approval and as required, for cash. Receipts
are submitted.
d. Receipts for garage bills are required.
e. Generally speaking, receipts are not required for such miscellaneous
expenses as telephone calls from personal residences, taxi charges, telephone
and telegraph, hotel, meals, railroad transportation, etc.
Expense accounts are usually submitted on a semi- monthly or monthly
basis and are subject to the approvals of the operating executives or their
assistants. Independent of the operating departments and the accounting
department, an auditing division audits these traveling expense reports, generally prior to reimbursement, developing the explanation for any abnormal
or unusual items. In instances of disallowed expenditures or items subject to doubt because of apparent departure from a defined policy affecting
all departments or a particular department's rules and regulations, they
are deleted from the expense report, usually at the time they are being
reviewed by the aforementioned approvers.
Traveling representatives are reimbursed on the imprest system for
expenses actually incurred. We have little or no experience with employees being reimbursed on a per diem basis. For individuals who occasionally use personal cars on company business there exists a graduated
schedule decreasing in rate per mile as mileage increases.
Answer No. 2: Following is a brief summary of our method of auditing
traveling expenses, in our marketing department.
Receipts are required for gasoline and oil. Receipts are not required
for hotel bills or miscellaneous expenses except unusual items. Auto
repairs and garage bills are payable by the salesmen.
Salesmen are given a flat allowance per month as "Car Allowance" to
cover use of their cars, including depreciation, insurance, taxes and licenses,
and repairs. Actual expenses for gasoline, oil, anti - freeze, and lubrication
are reported on expense reports. No special data is required for Federal
O.A.B. or unemployment insurance and no deduction is being made, our
allowance being estimated to cover the average car expense as above
itemized.
Expense reports are audited by distribution clerks and coded by man
number, a distinguishing number assigned to each salesman, further coded
as to expense "feature," namely, telephone, telegraph, membership dues,
automotive expense, and other traveling and living expenses. Reports are
further checked and approved by an executive assistant.
For each calendar month a comparative statement is made, by salesmen,
by expense features, separated and totaled by divisions so that each division
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managers may investigate any unusually large expenses. Copies of each
statement are sent to the vice president in charge for comparison of divisions as well as individual salesmen.
Usually salary bracket of employee has no bearing on requirements.
Where required receipts are not furnished the amount is reduced. The
expense may be added to the next report supported by proper receipts.
Answer No. 3: Employees of our company who incur expense in traveling on company business are required to submit monthly an expense report
in the following detail:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Date of trip.
Points betwen which the trip was made.
Starting time.
Actual mileage if by automobile. If by train, railroad fare and Pullman fare must be shown separately.
Name of hotel.
Amount paid for room.
Cost of meals.
Cost of miscellaneous transportation such as taxis, street cars and
buses.
Cost of telegrams and telephone.
In the case of entertainment, attending exhibits or general meetings,
such expense must be explained in detail.

Receipts are not required except in the case of automobile repairs and
garage bills.
All expense reports are approved by the employee's immediate superior,
indicating a knowledge of the trip and expense properly made for the company. The reports are further checked by the auditor of the plant or office
in which the employee is located. The latter check includes verification of
extensions and additions, railroad fares, mileage, and such similar information as can be reasonably checked.
At the end of each month all reports from all points are sent to the headquarters office of the disbursements auditor where they are reviewed in
considerable detail and any questionable items are made the subject of
special investigation. In such cases the inquiry is first addressed to the
manager of the department in which the employee is located and if a satisfactory explanation is not available, further investigation becomes the
responsibility of the disbursement auditor whose decision as to means of
making a further check varies with the individual cases.
Our procedure contemplates reimbursing the employee for only the
actual expense incurred on behalf of the company and, therefore, the question of deductions and accruals for old age benefits and unemployment
insurance taxes does not become involved.
Answer No. 4: In our company employees who travel, including salesmen, are not required to turn in receipts for hotel bills or gasoline and oil.
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However, we do require receipts in all cases for auto repairs, garage bills,
and miscellaneous expense.
A continuous audit of all travel expense is maintained, all travel reports
of the parent company and domestic subsidiaries flowing through the auditing department daily. Expenditures not conforming with company policy
or a standard regulation are referred back to the individual for correction.
The same procedure is followed with regard to unsupported expenditures,
although an occasional minor omission may be passed with the request to
the individual to supply the proper supporting records on future occasions.
While we do not set specific limits for hotel rates or meals, unusual or
apparently unwarranted expenditures for these items are called to the
attention of the section or division head to whom the individual reports,
since it is the responsibility of such heads to approve travel reports of all
individuals reporting to them. In our company the salary bracket does
affect the allowance for such expenses as hotel, meals, and entertainment,
inasmuch as major executives are naturally subject to conditions which
would require expenditure of larger amounts for such items than the rank
and file of our travellers.
When personally owned cars are used on company business an allowance
of 4 cents per mile is granted to salesmen and branch managers. In the case
of general office travellers, the allowance is 5 cents per mile, due to the
fact that such cars are more infrequently used than the cars of salesmen
and branch managers. The allowance in each case covers all operating
expenses, including nightly storage, with the exception of bridge or ferry
toll.
With regard to the last paragraph of your question, all of our employees
are reimbursed or credited on the basis of actual expenditures, and I am,
therefore, unable to supply any information with regard to employees
reimbursed for expenses at a per diem rate.

Notes
Another contribution in the application of standard costs to specific industries has been made by the Uniform Accounting Committee of the National
Electrical Manufacturers Association in a manual entitled "Standard Costs
in the Electrical Manufacturing Industry." It is the purpose of this supplement to present a comparison between job costs and standard costs, discuss the advantages of standard costs, outline the sequence of, steps in the
installation of standard costs, and illustrate the resulting reports and procedure. This manual may be obtained from the Association at 155 E. 44th
St., New York, N. Y., for the price of $1.00.
Among the recent publications prepared as the result of surveys by the
Policyholders Service Bureau of the Metropolitan Life Insurance Co. is a
manual entitled "The Cash Budget," which contains an analysis of the scope
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of budget activities, the cash budget period, forecasting methods, and the
daily cash report. The material contained therein is the result of a survey
of the methods followed by forty-five companies engaged in twenty industries, and presents a comprehensive outline of the cash budget principles and
practices in effect in representative concerns.
"Controlling Employees' Traveling Expenses" is the title of another of
their publications, which includes an outline of the manner in which company travel is authorized, the nature and amount of expenses incurred or
allowed, and the method of accounting for and approving these expenditures.
The extent to which policies and practices differ as between employees of
different status, different territories, etc., is also considered. Both these
pamphlets may be obtained on request from the Policyholders Service
Bureau, Group Insurance Div., Metropolitan Life Insurance Co.
The results of a survey on budgetary and accounting procedures for
organized industrial research, were issued recently by the Department of
Manufacture, Chamber of Commerce of the U. S., Washington, D. C. The
report is a compilation based upon information supplied by twenty-five
companies engaged in fifteen industries, and refers specifically to fundamental product research.
One of our members is anxious to secure a copy of Section I of the Bulletin for September 15, 1933. Any member who can supply this Bulletin
is requested to send it to National Headquarters, 385 Madison Avenue,
New York, N. Y.

Notes on Current Literature
MANAGERIAL CONTROL. John G. Glover and Coleman L. Maze.
The Ronald Press Company, 15 E. 26th St., New York, N. Y. 1937.
xviii, 574 pp. $4.50.
"How can future profit margins be maintained without relative increases
in selling prices, when social and economic changes are not only forcing
increases in current operating costs but are also producing such fundamental changes in the basic structure of business that both fixed and variable
costs of future operations must inevitably increase ?" The authors of this
volume have attempted to supply at least a partial answer to this significant
management problem, as stated in the preface. They believe that the solution lies in the reduction of costs through the use of improved techniques
of managerial control.
Their recommendations are based on the increasingly popular principle
of setting standards and measuring actual accomplishment as a necessary
basis for control. They discuss methods for analyzing intelligently the
variations between planned and actual accomplishments and point out those
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instruments and techniques which are proving successful in bringing variations under control. In this connection the technique of planning and coordinating cost reduction work is outlined in detail.
Part I, entitled Organization for Manager Control, covers the managerial concept of organization as it is related to the various executive
functions, such as standardization, classification of accounts, diffusion of
expense, depreciation control, production control, cost control and planning
of wage systems. The budget is stressed as a valuable tool for managerial
control. A chapter is also devoted to the preparation and presentation of
reports for executives.
Part II is devoted to the managerial control of manufacturing costs.
Special chapters contain detailed discussions of the technique for the control
of material, labor, power, maintenance, inspection and other costs incidental
to production. In Part III, traffic department, marketing, advertising and
general administrative costs are effectively analyzed from the control aspect
and suggested forms are illustrated. An appendix is devoted to the general
accounting and cost accounting procedures. The authors regard the accounting system as `one of the most important tools which management has at
its disposal, as most managerial decisions are formulated on the basis of
records."
Of particular interest is the chart at the conclusion of the book which
clearly illustrates the bases of managerial direction and control, points
out the physical movement of materials, or documents, within the organization, and may serve to correlate the physical activities with the records
on the books of account.
MOTION AND TIME STUDY. Ralph M. Barnes. John Wiley & Sons,
Inc., 440 Fourth Ave., New York, N. Y. 1937. ix, 285 pp. $3.75.
This volume offers a thorough analysis of the numerous techniques involved in motion and time study, a subject which is closely allied with
the long -time trend toward increased efficiency in all types of work. According to the author "motion and time study provide a technique that is unequalled for finding methods of greatest economy and for measuring labor
accomplishment."
There are twenty -two chapters each of which is concerned with a principle or technique, and outlines the tests and devices which may be used
in connection with it. Throughout the author regards motion study and
time study as inseparable, as is demonstrated by their combined use in many
factories and offices.
Particular emphasis is given to the technique of micromotion study which
is defined as "the study of the elements of an operation by means of a
motion picture camera and a time device which accurately indicates time
intervals on the motion picture film." If administered properly, this technique is a valuable aid in analyzing and improving physical operations. The
findings of engineers, physiologists and psychologists bearing on manual
work have been adapted to this study in three chapters on the principles
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of motion economy as related to the use of the human body, the work
place, and the design of tools and equipment.
Among other techniques and principles which are discussed are the stopwatch study, determination of rating factor, allowances, and time standards, the relation of time standards to wage incentives, and the determination
of time standards from elemental time data and formulas. The techniques
considered are amply illustrated with case material drawn from numerous
fields of manual work. In the concluding chapter specific methods that
have been found useful in training operators to a particular job, are
discussed.
The nature of the case material presented should make this volume a
useful and practical source of reference for production engineers, as well
as a valuable textbook.
PROCEDURE FOR HOSPITAL COSTS. William A. Dawson. United
Hospital Fund of New York, 370 Lexington Ave., New York, N. Y.
1937. 30 pp. $1.00.
Approved by the New York Conference on Hospital Accounting, this
volume has been prepared as a sequel to the working manual issued in 1933,
entitled Accounting and Business Procedure for Hospitals. It is particularly
concerned with the determination of departmental and service costs. For
the purpose of showing that any size or type of hospital can apply the procedure, a hospital using only a cash book and recording few statistics is
used as a model.
To produce departmental and service costs, two steps are used. They are
entitled (1) Preliminary and (2) Final Apportionment. The term "apportionment" as used means the allocation of the expense of each department
or operating unit by the use of a related statistical base. Preliminary
Apportionment is the distribution of indirect expense to departments.
Final Apportionment is the distribution of departmental cost to patient
services. The book shows how each statistical base was worked out and
how these bases were used to determine the departmental costs. When the
departmental costs are established, such costs are distributed, in Part II, to
patient services.
As an illustration of the results which can be obtained, there are numerous
questions and answers. These questions cover costs, and, in addition, statistics which play an important part in the financial operation of a hospital.
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CURRENT COST LITERATURE
This listing, published on the first of each month, contains all the available references to cost articles and cost material published for the most part
during the past month. Those references marked with an asterisk ( *) are
obtained from the Engineering Index Service. Other references are secured
from the Industrial Arts Index, published by The H. W. Wilson Co., 950
University Ave., New York, N. Y., and also from periodicals received at
National Headquarters.
Arrangements have been made with the Engineering Societies Library to
furnish photostatic copies of any of the articles preceded by an asterisk ( *).
The price of each print, up to 11 by 14 inches in size, is 25 cents plus postage. Orders should be sent direct to the Engineering Societies Library, 29
W. 39th St., New York, N. Y., and should include all details as to volume,
number, pages, etc. Photostatic copies of articles not marked with an asterisk cannot be provided.
To secure a copy of any of the publications here referred to, order
direct from the publisher. Addresses of periodicals referred to will be
found at the end of the references listed.
BREWERIES
Reitell, Charles. Hold Your Prices for Continued Profits. The American
Brewer. December, 1937.
Complete budgetary control essential to scientific brewery management;
break even chart shown; importance of standard cost accounting.
BROKERS
Greenwood, Kendall E. Audit of Brokerage Houses. The Canadian Chartered Accountant. January, 1938, pp. 20 -6.
A plan devised to reduce the routine involved in the preparation of an
exchange balance sheet, by the use of the "Paramount System."
BUDGETS
See Breweries and Standard Costs.
BUSINESS CYCLES AND FORECASTING
Selman, Samuel N. Going to Make a Profit! Factory Management and
Maintenance. January, 1938, pp. 92 -3.
Illustration of a suggested procedure in forecasting future operations.
COST ACCOUNTING
Cost, but is it Accounting! Railway Age. November 20, 1937, pp. 727-8.
Value of service is an economic consideration which costing theorists
overlook.
DEPRECIATION
See Taxation.
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ELECTRICAL POWER
*Davidson, H. C. Cost Allocations in Combination Companies. Edison
Electrical Institute — Bulletin. December, 1937, pp. 493 -5 and 498.
Description under heads: fixed capital; taxes, commercial expenses;
chemical department; administrative salaries; advertising; payroll and
personnel expenses.
*Endres, H. W. Original Cost Determination. Edison Electrical Institute—
Bulletin. December, 1937, pp. 491 -2.
Outline of methods of recording "Original Costs."
FOREMAN
Detweiler, E. M. T h e P r e s e n t a t i o n o f C o s t I n f o r m a t i o n to F o r e m e n . Co s t
and management. December, 1937, pp. 314 -18.
Performance standards; determination of standards; incentive control;
reports, e.g., indirect expense budget report, weekly shop control
analysis, shop labor follow -up analysis, departmental graphic chart of
operator effectiveness.
GLASS
*Relieving Pressure of Production in Glass Bottle Plant. Ceramic Industry.
October, 1937, p. 262 and 267.
Methods at Latchford Glass Co., Los Angeles, include unique underground cooling system, keeping spare feeder parts hot in special furnace, and emptying tank quickly with water stream.
MANAGEMENT
Childress, G. L. We Found Many Ways to Cut Expenses. American
Business. December, 1937, pp. 17 -8.
Feather, W. Key t o 1938 Profits. American Business. December, 1937,
pp. 11 -3.
OFFICE MANAGEMENT AND EQUIPMENT
Environment and Employee Efflciency. American Management Association
—Office Management Series No. 81. December, 1937, 28 pp.
Reduction of noise; air conditioning; lighting the modern office.
Significant Developments in Office Management. American Management
Association —Office Management Series No. 78. December, 1937, 39 pp.
Trends in office organization and methods; office mechanization; what
the senior executive expects of the office manager.
See also Standardization.
PERSONNEL
Office Personnel Practices. American Management Association — Office
Management Series No. 79. December, 1937, 40 pp.
Making fullest use of present personnel; practical rating plans for
payment of office workers.
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NEW ELECTRIC

DUPLEX CALCULATOR
GRAND
or the Net Result
Any amount In lower dials
may be added to, or subtracted from , the amount
In upper dials by touching
the plus key or minus key.

I N D I V I D U A L w.

TOTAL

M

or
of
Single Calculation

Direct to the Net Result!
Th is n ew Bur roughs E le ctr ic Dup le x Ca lcul at or — compl et e wi th d ir ect
su b t r a ct i on a n d t wo s e t s of a ccu mu l a t i ng d i a l s — sa ve s n e e d le s s s t e p s
i n h a n d l i n g a n y c a l cu l a t i n g j ob . T h e l o we r d i a l s s h ow t h e r e s u l t of
ea ch in di vi du al ca l cul a t ion ; t h e u p p e r d i a l s sh ow t h e gr a n d tot a l ,
or n e t r e s u l t . T h u s t h e c omp l e t e c a l c u l a t i n g j o b c a n b e d on e o n t h i s
r e ma r k a b l e ma c h i n e wi t h o n e h a n d l i n g of t h e fi gu r e s . T h i s m e a n s a
s u r p r i s i n g s a vi n g i n t i m e , mo n e y a n d e ff o r t . F o r a d e m o n s t r a t i o n ,
or for com p l e t e i n fo r m a t i o n , te l e ph on e t h e local Bu r r ou gh s office.
B U R R O U G H S A D D I N G M A C H I N E C O M P A N Y , 61 41 S E C O N D B L V D . , D E T R O I T , M I C H .
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POWER COSTS
*Henry, R. A. C. Hydro - Electric Power Costs. Electrical Nekvs. November 15, 1937, pp. 19 -21 and 30.
Fundamental analysis; generation; relation between installed horsepower
capacity and effective Capacity; transmission and distribution; energy
losses; capital costs; annual charges; operation, maintenance and administration charges; taxes; depreciation; servicing capital..
a

PRINTING AND PUBLISHING
Herbrand, D. A. Costing Daily Newspaper. The Australian Accountant.
November, 1937, pp. 245 -8.
Preparation of the daily cost statement.
PRODUCTION CONTROL
See Glass.
PUBLIC UTILITIES
Madden, J. T. Accounting Jurisprudence. Edison Electrical Institute —
Bulletin. November, 1937, pp. 447 -51.
What are Your Figuresf Transit Journal. December, 1937, pp. 496 -8.
Statistical data pertaining to maintenance costs and performance for
1935 and 1936, with reference to transit industry; comparison of car
and bus pull -ins.
RESTAURANTS, CAFES, ETC.
Hendry, J. R. Food Cost Accounting for Hotels and Restaurants. Cost
and Management. December, 1937, pp. 298 -308.
Accounting for materials; accounting for revenue; special methods for
hospitals; useful life of equipment; bibliography for reference.
RETAIL T RADE
Kelly, C. K. Classification and Allocation of Expenses. The Australian
Accountant. November, 1937, pp. 259 -70.
One of a series of lectures on retail accounting procedure; expenses
budget; recording the expenditure; classification of expenses; specimen
forms.
ROBINSON - PATMAN ACT
Smith, Blackwell and McConnell, Joseph H. An Analysis of FTC Action
on 66 Robinson- Patrnan Act Cases. Dam's Review. January, 1938, pp.
7 -13.
The Kraft Cheese, Bird and other cases which have been presented
before the Federal Trade Commission, throw new light on the constriction of the Robinson - Patman Act.
STANDARDIZATION
Standardizing Office Procedures. American Management Association —
Office Management Series No. 80. December, 1937, 42 pp.
Developing and applying improved office methods; planning and production of the office manual; training for better letter writing.
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For accounts - payable work
This National Typewriting -Bookk e e p i n g M a c h i n e is p a r t i cu l a r l y
adapted for dep ar tment s tore use.
These are some of its features: Wide
ca r r i a g e fo r p u r c h a s e j o u r n a l s . . . .
Front -feed insertion for vouchers.
... Two automatic daters for posting
and invoice dates. . . . Sta nda rd
TN B

•

typewriter keyboard for detailed
description. . . . St an d ar d amoun t
keyboard for fast operation. . . .
Upwards to six totals (including two
crossfooters) available. . . . Flexibil.
ity for convers ion t o an y oth er job.
Phone our local representative for
a demonstration of this machine.

I � ^�
� � � � �

a
W

D A Y T O N ,
Ca sh Regist ers
•
P o s t in g Machi nes
Po st a g e Me t e r M a c hi n e s

•

O H I O

Typ ewri t i ng - B oo kk ee pi ng Machi nes
•
Check - Wri ti ng a n d S ign in g M a c h in e s
Ac c o u nt in g Mac hi ne De s k s

Ba n k - Bo o kkeep i n g Ma ch i n es
An a lys i s Ma ch i n es
Co rrect P o s t u r e Ch a i rs
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STATEMENTS — FINANCIAL
Hensel, Philip H. Analysis of Financial Statements. The Canadian Chartered Accountant. January, 1938, pp. 27 -39.
Discussion of the three methods of analysis: trendsi ratio analysis, and
sources and application of funds.
SUBSCRIPTIONS SALES
Davidson, Merrick B. Accounting System for a Subscription Book Company. The Canadian Chartered Accountant. January, 1938, pp. 8 -20.
Accounting system covering various features of the transaction when
a set of books is bought from a reputable subscription book company.
TAXATION
Smith, Frederick A. T. D. 4422. Factory Management and Maintenance.
January, 1938. pp. 86 -7
Many firms feel the practical effects of T. D. 4422 as Treasury Department disallows a considerable part of depreciation claimed. A detailed
plant register, well fortified with provable data is suggested to insure
more favorable action.
TIME AND MOT ION ST UDIES
*Hall, G. M. Time and Motion Study. Institution of Production Engineers
— Journal. November, 1937, pp. 595 -608 and (discussion) 609 -16.
Comprehensive review of both subjects and their application to present day needs.
Conveyor Time Studies. Mining Congress Journal. December, 1937, p. 37.
Limits to the Use of Time Studies. Mining Congress Journal. December,
1937, p. 20.
ADDRESSES OF PUBLICATIONS LISTED
American Brewer (The), 202 E. 44th St., New York, N. Y. (50c.)
American Business, 4660 Ravenswood Ave., Chicago, Ill. (25c.)
Australian Accountant (The), 314 Collins St., Melbourne, Australia.
Canadian Chartered Account (The), 10 Adelaide St. E., Toronto, Ont.,
Canada. ($2 per year)
Ceramic Industry, Industrial Publications, Inc., 59 E. Van Buren St.,
Chicago, Ill. (25c.)
Cost and Management, 50 Harbour St., Toronto, Ont., Canada. (50c.)
Dun's Review, Dun & Bradstreet, Inc., 290 Broadway, New York, N. Y.
(35c.)
Edison Electrical Institute — Bulletin, 420 Lexington Ave., New York, N. Y.
(25c.)
Electrical News, 347 Adelaide St. W., Toronto, Ont., Canada.
Factory Management & Maintenance, 330 W. 42nd St., New York, N. Y.
(35c.)
Institution of Production Engineers — Journal, 40 Great James St., Bedford
Row, London, W. C. 1, England.
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FOR TWENTY -SIX YEARS H a m m e r m i l l
L e d ge r h a s b e e n s e r v i n g t h e a c c o u n t i n g

strength a nd du ra bility to sta nd u p

and record needs of America n bu siness
with stea dy endu ra nce.

its life in your files.

HAMMERMILL LEDGER s a v e s e ye s t r a i n
w i t h i t s n o n -gl a r e s u rf a c e . I t s p e e d s u p

sh eet o f Ham m erm ill Led ger take s th e

yo ur of f i c e w o rk wi t h a s u rf a ce su i t e d t o
p e n , pe n ci l a n d t y p i n g . A n d i t m a k e s
i t e as y t o co rr e c t e rr or s b e c au se i t e ra se s
n e a t l y w i t h o u t s c u f f i n g.
THE RULING a n d p r i n t i n g qu a l i t i e s o f
H a m m e r m i l l L e d ge r e n a b l e yo u r p r i n t e r
t o gi ve yo u b e t t e r f o r m s . T we nt y -s i x
years of use have proved it has the

u n d e r co n s ta n t h a n d lin g a n d to ret ain

MA IL
COUPON

TH E H A M M E R M I L L W A T E R M A R K i n e v e r y

FOR FREE
SAMPLE

gue ssw ork ou t o f p ape r b uying.

BOOK
H A M M E R M I L L LE D GE R i s l o w i n Co s t .
Yo u

can

get

it

q u ick ly

th r o u gh y o u r lo ca l p rin t er

o r s t a t i o n e r . S e e f o r yo u r se lf t he qu al it y b ui lt i nt o
Ham me rm il l Le dge r . M ail
coup on for t h e sa mpl e b ook
o f H a m m e r m i l l L e d ge r .

Z'
r

% .

b

------------------------------------Ha m m e rmill P ap e r C om p a n y , Erie ,
NCAI
�

LE

A.1

G 1

L O O K F O R TH IS W A TE R M A R K

P le a s e s e n d m e w i t h o u t obliga t io n t h e s e n
b o o k o f H a m m e r m i l l L e d g e r a n d t h e fol
" T h e E n d u r a n c e of H a m m e r m i l l P a p e ,

Position
(P lea s e a tt a ch to y o u r b u s in e s s let t er h ea d )

February 1, 1938

N. A. C. A. Bulletin

Office Management Series — America n Ma nagement Association, 33 0 W. 42nd
St., New York , N. Y. (N o. 78, 79 a nd 8 1 -5 0 c.; No. 80 -75 c.)
Ra i lwa y Age, 3 0 Ch u rc h St. , N ew Yor k , N. Y. (25c.)
Tra nsit Jou rna l, 3 3 0 W. 4 2 nd St ., N e w Yo r k , N . Y. (35c.)

NOTE: T he prices given above, unless otherwise indica ted, a re for single
issues only. W h e r e t h e a n t r a l su bscription ra te a ppea rs, the price of single
issues is not listed. W h e r e n o price is given, the ra te ma y be obta ined by
writing direct to the address listed. No attempt is ma de to price foreign
publications beca use of flu ctuating rates of exchange.

Applications for Membership
The Executive Committee has ruled that the names and addresses of all applicants
for membership in the Association shall be published in the Bulletins for two weeks
in advance of the date on which they are sent to the Director in charge of Membership for approval. The following applications will be forwarded to the Director two
weeks from the date of this Bulletin. Comments in regard to these applications which
are received from members of the Association during this two weeks' period will be
attached to the application before they are forwarded to the Director in charge.

Ba l ti m or e
Wa lter E. Reitz, Jr., Au to Cru iser Co. of America , Inc., 4 4 0 1 York Rd.,
Baltimore, Md.
Birmingha m
Ja mes F. Ca sa le, 18 15 -3 0th St., Ensley, Ala.
Bo st o n
Wa l ter F . Matson, New England Whiting Co., 268 Border St., Ea st
Boston, Ma ss.
Ka r l M. Pl a c e, 1 2 Ha wthorne Ave., Arlin gton, Ma ss.
Chi ca go
C. C. Lay, Commonwealth Edison Co., 72 W . Ada ms St., Chicago, Ill.
Clevela nd
Ea rl R . Mitchell, 25 62 E. 130 th St., Clevela nd, Ohio.
De t ro i t
Cla rk O. Pera ult, America n Sales Book Co., 1001 Pa r k Ave., Bldg.,
Detroit, Mich.
Erie
C. O. Sta nger, T h e Griswold Mfg. Co., 1055 W. 12 th, Erie, Pa . (Company T ra nsfer fr o m E a r l C. Snell)
H a r t fo r d
Frederick N. Jones, Ea gle Lock Co., Terryville, Conn.
Ha rold B. Y ou ng, Unio n Mfg . Co. , New Brit a in, Conn.
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Indianapolis
Thomas R. Kackely, Red Cab, Inc., 739 E. Market St., Indianapolis, Ind.
Harold G. Lanham, Tanner & Co., Indianapolis, Ind.
Horace M. Read, Basca Mfg. Co., 3001 Roosevelt Ave., Indianapolis,
Ind. (Company Transfer from H. R. Gabbert)
George N. Ross, Allen A. Wilkinson Lumber Co., 907 E. Michigan,
Indianapolis, Ind.
Jamestown
Earle S. Hale, 112 Hickory St., Falconer, N. Y.

Kansas City
John E. -McNulty, Jr., 4401 E. 54th Terrace, Kansas City, Mo.
Memphis
Graham H. Hicks, Burroughs Adding Machine Co., 5 North Third St.,
Memphis, Tenn. (Company Transfer from F. B. Nisbet)
Claude N. Taylor, 912 Stafford, Memphis, Tenn.
New York
Harry G. Beggs, Stevenson, Jordan & Harrison, 19 West 44th St.,
New York, N. Y.
Joseph Dengler, Geo. Ehret Brewery, Inc., 193 Melrose St., Brooklyn,
N. Y.
Henry M. Garsson, 32 Broadway, New York, N. Y.
A. McOwen, 131 Purchase St., Rye, N. Y.
Calvin A. Nichols, American Meter Co., 60 East 42nd St., New York,
N. Y.

St. Louis
Henry C. Helm, W. A. Helm & Co., 901 Ambassador Bldg., St. Louis,
Mo. (Company Transfer from W. A. Helm)
Russell F. Rose, Grove Laboratories, Inc., 2630 Pine St., St. Louis, Mo.
(Company Transfer from Richard W. David)
Syracuse
Anton B. Lind, Beacon Milling Co., Inc., Cayuga, N. Y.
Worcester
Douglas L. Brennen, Reed Prentice Corp., 677 Cambridge St., Worcester, Mass.
A. Everett Cameron, 59 Davidson Rd., Worcester, Mass.
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Compact
Desk -size
Portable

The Keyboard -Check Writer

T

HIS latest addition to the Monroe line

makes the writing of checks as simple and
rapid as using an adding machine.

The operation is extremely easy and speedy.
Amounts are set up on the Monr oe "Velvet
Touch" keyboard, the figures being instantly
checked by the sha dow-ring a round each depressed key. Then when the check is inserted
it is automatically impr inted and ejected .
Printed amounts are in large, clear figures that
are quickly read.

ONROE
CALCLZ AT ING MACHI NE C01 1PANY, INC.
Ge n e ra l Of f ic e s : OR AN GE , NE W JE RS EY

Write for
descriptive

literature

