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TOMPTOMETER"doesmasterjobforZenith
THE Y O U NG LADY
(right) probably
doesn't realize that behind the golden tones
of her new 1938 Zenith Radio there's an
intricate organization
. with intricate
figure -work problems. Behind every figure
on Zenith Radio dials, there are thousands
of figures on production costs, sales, etc.
And all these figures are handled on the
"Comptometer "!
22 YEARS AGO the Zenith Radio Corporation started using "Comptometers."
Pictured below is one of Zenith's present
"Comptometer" batteries — well - lighted,
pleasant and efficient. Mr. Samuel Kaplan,
Assistant Treasurer, says, "All of our figure
work is handled on the 'Comptometer.' This
includes costs, payroll, expense distribution,
sales analysis, general accounting and statistical work. Our experience with 'Comptometer' methods over 22 years has convinced us that we can turn out our figure
work quicker and at less expense with the
'Comptometer.' "

I? - a

MODEL K "C O MP TOME TE R "

IF YOUR BUSINESS is i n n e e d o f m o r e
economical, fast - moving and flexible methods of
handling figure work, a "Comptometer" representative can show you (in your own office, on your
own job) how modern "Comptometer" methods
save precious minutes and dollars. Telephone your
local "Comptometer" office . . . or write direct
to Felt & Tarrant Mfg. Co., 1715 North Paulina
Street, Chicago, Illinois.

COMPTOMETER
TradeMarkof Felt& TarrantMfg. Co.—Reg.U. Pat. Off.

OU R O P E N F O R U M
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.

THE ADVISABILITY OF MAILING MONTHLY STATEMENTS

Editor, N. A. C. A. Bulletin:
In the January 15, 1938, N. A. C. A. Bulletin, Mr. N. B. Ziegler, in his
splendid article, "Accounts Receivable Records and Methods," says with
reference to the mailing of monthly statements:
"We very definitely make the statement that nothing has occurred,
since we made the change in March, 1933, to indicate to us that there is
any real need for the mailing of monthly accounts receivable statements
to customers. Before leaving this part of the subject, it may be of interest to note that when we were convinced that there was no need for
issuing accounts receivable statements, we were curious to find out what
we were doing with our suppliers' statements. We don't need them
either, and do not use them when we get them; in fact, we have notified
our suppliers that we do not want them."
It has been my experience, during the past seventeen years in which I have
handled general accounting matters, that the vendor's statement is a most
necessary document, and when put to a practical use, saves much time and
expense. I have found this especially true in the discharge of my present
responsibilities, which are threefold, namely, credit and collections, accounts
receivable, and accounts payable.
Notwithstanding an ever increasing disposition on the part of credit men
and accountants to the contrary, the savings to be realized from the discontinuance of mailing statements are greatly exceeded by the increase in expense of the correspondence department. In most cases my experience shows
that the customer who does not use statements, and the vendors who do not
mail statements, offer the greatest problem and require the most correspondence in any attempt to keep accounts clean of delinquent items or
adjustments.
The following will serve to briefly show how we use the vendor's statement
in our company. Insofar as is possible, purchase terms are arranged for a
single monthly payment. After our ledgers are dosed for the month, and
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before our scheduled payment date, a reconciliation is made with the vendor's
statement (when a statement is received) and a complete detail of all items
unadjusted is shown on the remittance advice. This provides a constant
check on the efficiency of our own organization, renders a most valuable
service to our vendors, and gets results without added expense of letter
writing and mailing costs. Surely, if a vendor's invoice has not been received, is not audited, or for any reason cannot be paid when due, he is
entitled to the courtesy of an explanation. If this is not given at the time
the settlement for approved items is mailed, he will be sure to write and ask
for an explanation. To furnish this detail at the right time saves expense
for both the vendor and customer.
Granted, there are certain instances where the statements can be dispensed
with, such as service charges, rents, and other items where a single monthly
billing is rendered. Where shipments are made with any degree of frequency
however, the summary statement is most valuable. Therefore, I seriously
question whether the discontinuance of mailing monthly statements is really
a step forward. I fear, in all too many instances, it results from a lack of
a proper co- ordination of the activities of the receivable, payable, and credit
and collection departments.
JOE J. BRAHAM,
Dayton Chapter.
PERCENTAGE DEPLETION —A REPLY

Editor, N. A. C. A. Bulletin:
I have read with much interest Mr. Fisher's communication on Depletion
which was published in the January 1, 1938, issue of the N. A. C. A. Bulletin.
He confirmed directly to me my understanding that his purpose is to promote
standardization of depletion on the basis of the cost of the assets depleted
in determining profits for taxation, like the charge for depreciation.
It is refreshing to find someone engaged in business who sympathizes
with the efforts of the Treasury Department to collect a larger amount of
taxes from individual taxpayers. The most of us are not so receptive to
such suggestions. However, I think that movement is beyond the scope of
the work of the National Association of Cost Accountants.
Looking at the matter from the industrial point of view, which I think
is pre- eminent, when Mr. Fischer singles out the mining industry as being
especially favored by the Federal government, does he not overlook the fact
that our tax laws are full of exemptions, some of which deprive certain
taxpayers altogether of the blessings of contributing to the support of the
government, that there are graduated rates that discriminate between taxpayers without regard to their size or the industry in which they are engaged, and that the Federal government even deigns to make direct payments
to certain industries in addition to whatever tax privileges they may enjoy?
As an illustration of the latter, consider the bounties by way of mileage
allowances given to railroads and steamship companies.
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If one will give thought to the purpose for which these bounties are
granted, he will recognize that it is to encourage business men to engage in
industries or undertakings in which they can see no immediate return of
profit. And so it is with the discovery provisions in the tax laws relating
to depletion. They are not intended to be rewards for services rendered,
but are instead the means of encouragement to others to undertake the expense and hazards of exploration and discovery of hitherto unknown natural
resources.
In that light, let us look into the effect of the Treasury Department's proposal to do away with the discovery provision (resolving in its favor this
question: Is it intended merely to increase the revenue and not to do away
with alleged discrimination ?). Let us assume that Mr. Fisher and his
associates have expended time and money and have undergone hardships in
order to explore a tract of apparently worthless ground which can be bought
for a nominal sum, and that they discover a vein of ore underlying it. Their
allowance for depletion (if the discovery provision is repealed) will be based
on the nominal sum paid for the tract. The cost of exploration, having been
incurred before purchase, is excluded from the depletion base.
Now, I with some associates get together the funds to buy an adjoining
tract, suspected or known to be underlain by the vein discovered by Mr.
Fisher, but because of his discovery we have to pay a handsome sum for it.
We get a depletion allowance many, many times greater than his because
we pay for the value created by his discovery while he gets no such benefit.
Is there any discrimination in this? He claims there is none, since both
get allowances proportionate to the amounts invested by them. True, in so
far as the depletion base comprises amounts expended after the discovery of
the ore. But what about his expenses in exploration? Do they not contribute as well to the production of his income from exploitation of the
vein of ore as does the cost of my tract? Is it discrimination to reward
him, not only for the expenses incurred but also for the hardships undergone, the courage displayed in venturing into wild and worthless wastes and
for his contribution to the welfare of the nation by developing hitherto
unknown resources? And if he is rewarded for his courage and energy and
hardihood by being granted the privilege of paying no more tax then do
his neighbor exploiters, will not others be encouraged to follow his good
example of pioneering and themselves go to seek other hidden resources?
That, and not discrimination between taxpayers, to my way of thinking,
is the intent of the discovery provisions of the revenue acts. Let us have
more recognition therein of the contribution of industry to the general welfare instead of the shortsighted policy of singling out individual high income
producers and seeking ways and means to deprive them of a reasonable
degree of parity with other taxpayers.
On the other hand, the amount charged for depletion in the books of
account, if a charge is made at all, should be based on the cost of the property (including the cost of exploration and development) regardless of the
deduction allowable for tax purposes. I say "if a charge is made at all,"
for depletion is by no means charged by all enterprises engaged in exploiting
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wasting assets. Some public accountants have been charged with inconsistency in not qualifying their reports on financial statements which do not
contain reserves and charges for depletion. This is not a failure to adhere
to accepted principles of accountancy, but merely a difference in the application of principle to different conditions.
Depletion is the reduction in value of wasting assets such as timber, ore,
minerals, oil, etc., by reason of their exploitation. It is recognized by the
courts as a loss and as such was allowed as a deduction under the 1909
Excise Tax Act by the Supreme Court of the United States in Doyle v.
Mitchell, the deduction of depletion not having been granted specifically
by the Act.
As early as 1889, an English court ruled that a company organized to
exploit wasting assets is not compelled to make allowance for the depletion
of its capital when determining the amount of profits available for dividends.
(Lee v. Neuchatel Asphalt Company, Ltd.) This is by virtue of a common
law tradition too old and well established to submit to analysis, that the
produce of land is regarded in its entirety as income because after its yield
the land remains, even though depleted. (C. C. A. Edredge v. U. S., in a
case involving depletion of an ore body.) The Supreme Court of the United
States ruled to the same effect in Clearwater v. Meredith.
A mining venture is always a speculative undertaking. The sole object
is to exploit a given deposit of mineral and the logical thing seems to be to
have the fruits of such exploitation turned back to the subscribers as quickly
as may be. Moreover, the very purpose of the organization is an argument
against the accumulation of a reserve fund. The officers of a mining company presumably are selected because they know how to mine. This furnishes a presumption against the supposition that they are desirable persons
to keep and to administer a large trust fund. (Hatfield, Modern Accounting.)
It follows, then, that the subscribers to the enterprise are justified, by the
speculative nature of the venture, to deem their first receipts as a return of
capital and the excess over the amount subscribed as their profit. Accordingly, the legal concept becomes the principle in accounting for its operations
by the enterprise; namely, that the entire net receipts are income and depletion has no place in accounting for wasting assets. The need of a
depletion reserve does arise in cases where the exploitation of wasting assets
is not the only business of the enterprise (for example, a steel company
owning ore mines should make provision to retain all its capital intact),
or where the company has decided to retain its capital in order to acquire
other mineral deposits and continue its business after the exhaustion of the
deposit first acquired (in effect, setting up a reserve out of surplus inasmuch
as the entire net receipts constitute income). As stated before, this difference in accounting is not by reason of a difference in principle but of
different applications of an accounting principle.
It may be noted that a charge for depletion can hardly serve to be more
than information and the results must be adjusted by all who may have
occasion to make a further accounting for the profits. Thus, the corporation
itself must add back depletion to its net profit to ascertain the amount it
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may legally distribute unless it should adopt the policy of declaring dividends
out of net profit and depletion reserve, respectively. Original stockholders
must keep records of total net profits, total depletion sustained and total
distributions from the inception of the enterprise unless the corporation distributes its entire net profits periodically. Stockholders other than original
subscribers must calculate, each for himself, the return of his investment by
ascertaining the quantity of assets yet in place when he acquired his stock
and the quantity exploited periodically. It is much more simple to ignore
depletion and to treat the first distributions as a return of capital, as contemplated by both the accounting and legal concepts.
GEORGE REA,
New York Chapter.

QUESTIONS AND ANSWERS
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.

TREATMENT OF REAL ESTATE TAXES ON NON - OPERATING TIMBERLAND
Question: The writer has a problem that has come up in connection with
establishing a new cost practice for his group of companies.
One company in question manufactures paper. In that connection, it maintains a logging division for its supply of pulpwood. This division is operated
as a separate and distinct company and sells its product to the paper division
at its own total cost. The pulpwood lands are owned in fee, and therefore
the real estate taxes for each year are of considerable size.
Due to economic and other reasons the management has decided not to
log any pulpwood from these fee -owned lands for one year. This gives rise
to the question of whether these taxes should be considered manufacturing
costs as general burden items or as general administrative expenses considered as head office overhead.
From authorities on the subject, we gather that it is customary to consider
such an item as head office general and administrative expense, but in the
operation of the paper mill, with the manufacturing cost plan that we have,
this tax item is a sizeable burden to the extent that if not considered manu-
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facturing, it would have a material effect on the unit cost of the product
manufactured. Thus, at any stage of manufacture not giving consideration
to costs, the tax item would, of necessity, have to be worked with as an
outside and individual item, which is not desirable.
The writer's question sums itself up as follows: "How should real estate
taxes on non - operating timberlands be treated as regards manufacturing
cost of paper"?
Answer No. 1: It appears that we have a situation identical with that of
the member sending in the questionnaire. Our subsidiary owns lands and
timber limits from which it produces pulpwood, but in addition it also purchases pulpwood for us.
We treat taxes and other carrying charges on timberlands as "deductions
from gross corporate income." We purchase pulpwood from our subsidiary
at the market price. This is determined from the price which we pay large
contractors to produce from their own timberlands, plus an allowance for
buying cost. We take the position that in allowing our subsidiary the market
price they should be able to operate at a profit sufficient to cover timberland
carrying charges and interest on their investment. Usually this is accomplished, but of course we have some years when we do not operate or operate
on a very small scale which results in this company having a net loss for the
year. In other words, we feel that Our timber producing operations and paper
manufacturing operations should each stand on their own, and that we should
not vary our paper manufacturing costs because of some unusual factor entering into our timber operations.
Answer No. 2: Fundamentally, it would depend on the attitude of the
management as to whether they wanted to take the taxes as an income tax
deduction, in which case it would be charged to manufacturing expense; or
whether the earnings were such that they would rather save the additional
cost and write it off in high depletion charges in future years, in which case
it would be capitalized.
Theoretically, I do not think that taxes on standing timber are an operating
expense because standing timber is not a current asset, and therefore any
charges for maintaining the tract of land or taxes thereon should be capitalized. These additional taxes and other upkeep expenses would then be
absorbed as the land was curt.
In summing up the answer to this question, I would say that real estate
taxes on standing timber should be capitalized and only that amount applicable to the land cut in any one year should be absorbed in operation. In the
event that management desires to withhold logging for one year the amount
of taxes for that year should be capitalized and should not effect the cost
of production of paper or pulp.
As I have stated, this is the theoretical view. In this day and age of
high income taxes the more practical thing to do would be to charge it into
administrative expense, where it would show up as the result of an administrative policy and not in any way effect the manufacturing cost.
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Answer No. 3: I am afraid I cannot help very much because our company owns no timberland and purchases all its pulpwood from others. I am,
therefore, quite unfamiliar with the general practice on accounting matters
affecting the ownership of woodlands.
It would seem to me, however, merely as a theoretical problem that the
decision as to how the tax payments should be entered would rest somewhat
on information you have not given. For instance, the reason why the company is not cutting any pulpwood for a year on the lands in question, would
seem to me to be quite a controlling factor in the problem. If the reason is
that an excess supply of pulpwood was cut last season, and the restricted use
of pulpwood because of the business recession makes it unnecessary to cut
any more for a year, it would seem logical to apply the tax payments for
two years against the wood cut in one year, and inventory the one year's
remaining supply at such a figure as would absorb the taxes for the second
year during which no wood will be cut.
On the other hand, if the reason the wood is not to be cut for a year is
because it is not yet of sufficient size, is it not a proper procedure to charge
the taxes on the asset value of the property and then absorb them when the
wood is cut, because of a larger quantity of wood available after waiting
for the year? It seems to me that my first approach to such a problem
would be to find the proper way to include tax payments in the cost of pulpwood removed from the land, because if the company were to purchase the
wood from others they would naturally expect to pay a price sufficiently
large to absorb tax expense. I cannot see why such an item should be
charged as an overhead expense when it would seem to be a factor entering
into the cost of the pulpwood used from the land. If the market price of
pulpwood recedes so that a cost including the taxes would be too high, the
cost factors do not change; there would merely be a necessary inventory
price adjustment because of the market being lower than cost.
Answer No. 4: The question as submitted does not give all the information one would require to have in order to give a proper answer. However,
I am giving you herewith my opinion on the various phases of the question
as I see it.
Let us take first of all the first paragraph of the problem which reads:
"One company in question manufactures paper. In that connection, it
maintains a logging division for its supply of pulpwood. This division
is operated as a separate and distinct company and sells its product to
the paper division at its own total cost. The pulpwood lands are owned
in fee, and therefore the real estate taxes for each year are of considerable size."
Inasmuch as the logging division is a distinct and separate company and
sells its product to the paper division at its own total cost, such total cost
must of necessity include all taxes and would, therefore, form a part of the
cost of the pulpwood sold.
It must be assumed that the pulpwood lands were purchased for the primary
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object of having the paper company own a source of raw material in the
form of pulpwood, and not for speculative purposes. On this assumption the
real estate taxes on all pulpwood lands whether fully operated or not, should
be charged into the cost of pulpwood sold to the mill.
The second paragraph states in part as follows:
"Due to economic and other reasons the management has decided
not to log any pulpwood from these fee -owned lands for one year."
It must be assumed, inasmuch as the information is not given, that the
reasons for not operating are one of the following:
1. The paper mill having large pulpwood inventories on hand, desires to
use up this pulpwood before making further commitments. In this case, I
must assume that the logging company have no means of absorbing the
taxes other than into the cost of wood, as they charge the total cost of such
wood to the paper mill. In consequence they do not have any surplus account
against which taxes payable during a non - operating period could be charged.
Therefore, there are two ways in which the taxes could be handled for the
period during which non - operations are necessary:
a. The taxes could be deferred and absorbed into future wood costs.
b. The charges could be transferred to the paper company which
would have to absorb such charges. These charges should not be absorbed into the wood already on hand but should be shown as a separate
item in the profit and loss account under the heading of "Carrying
Charges on Non - operating Properties."
2. The logging company is able to obtain pulpwood cheaper by purchasing it than by making it. In this case, where pulpwood is being purchased
rather than being cut on the pulpwood area, the taxes should be included as
part of the cost of the purchased wood.
Referring to that part of the second paragraph reading:
"This gives rise to the question of whether these taxes should be considered manufacturing costs as general burden items or as general administrative expenses considered as head office overhead."
As already stated, I am of the opinion that the taxes in question should
not be considered as a manufacturing cost, as a general burden item or as
a general administrative expense item. If these taxes are included in either
of these accounts, it will throw out comparison with past and future results
both in total dollar value and in the unit cost per ton.
In summary, I consider that taxes on pulpwood lands owned for the purpose of obtaining pulpwood requirements should be included as an item in
the cost of wood. Where, however, no operations are being carried on or
pulpwood being purchased, and inventories already charged to the mill are
being used up, then the taxes should be shown as a separate item in the
profit and loss account under the heading of "Carrying Charges on Non Operating Properties."
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Notes
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*

The National Industrial Conference Board, 247 Park Avenue, New York,
N. Y., has recently issued as Number 1 of its Studies in Administrative
Control a research report on "Prevailing Practices in Inventory Valuation."
The report summarizes the answers received from the executives of 826
manufacturing companies to ten questions on inventory valuation practice.
The questions relate to the figures at which raw materials are charged
to process, the use of actual and average costs, the bases used for balance
sheet valuations of raw material, goods in process and finished goods inventories, the use of inventory reserves, the method used in reducing inventories to market for balance sheet purposes, and changes made in or contemplated methods of charging raw material to process and valuing inventories on the balance sheet. Copies of this study can be obtained from the
above address at $1.00 each.
The Bureau of Business Research of the University of Michigan has also
begun the issuance of a new series of publications called Michigan Business
Papers. Number 1 of this series is a report on the "Technical Program
of the Thirteenth Annual Michigan Accounting Conference." The report
contains the following papers with accompanying discussion:
What Are Accepted Accounting Principles. Howard C. Greer.
Some Practical Aspects of Federal Income Tax Procedure. George
M. Morris.
Problems Incident to the Certification of Financial Statements Filed
Under the Securities Act. Grant Chandler.
Current Trends in Government Control of Business. Corwin D.
Edwards.
Copies of this report can be obtained from the Bureau of Business Research, 208 Tappan Hall, Ann Arbor, Michigan, for 50 cents each.
The Business Historical Society, Inc., Baker Library, Soldiers Field,
Boston, Mass., has - made a contribution to the business and accounting
world which will be appreciated by many who have been troubled with the
problems involved in deciding on the destruction or preservation of business
papers. In a pamphlet entitled "Preservation of Business Records," recently
issued, answers are supplied for the following four questions:
1. Why should business records be preserved?
2. What material should be selected for preservation?
3. How should records be preserved?
4. When should preservation be undertaken?
In addition, the pamphlet contains an appendix given over to a discussion
of the actual practice of firms in selected industries with regard to the
preservation of business records.
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Recent Additions to Our Research Library
HOW TO KEEP ACCOUNTS AND PREPARE STATEMENTS.
Earl A. Saliers. The Ronald Press Co., 15 E. 26th St., New York,
N. Y. 1938. xii, 481 pp. $3.00.
STATEMENT OF ACCOUNTING PRINCIPLES, A. Thomas H.
Sanders, Henry R. Hatfield and Underhill Moore. American Institute
of Accountants, 135 Cedar St., New York, N. Y. 1938. xvi, 138 pp.
$.75.

Notes on Current Literature
BUSINESS AND THE ROBINSON - PATMAN ACT. Edited by Benjamin Werne. Oxford University Press, 114 Fifth Avenue, New
York, N. Y. 1938. xiv, 296 pp. $2.50.
This book is a symposium dealing with the origin, objectives and probable
effect of the Robinson - Patman Act. The several parts have been written
by experts in their particular fields; some of the contributions are abstracts
or reprints of addresses or material published elsewhere. Since the value
of this volume can best be judged on the basis of the topics considered and
the authors who have written on these subjects a complete list of subjects
and authors is listed below.
1. Anti -Trust Laws and Regulation of Price Competition. Arthur
Robert Burns.
2. Economic Aspects of Some Recent Trade Legislation. Paul T.
Cherington.
3. The Robinson - Patman Anti - Discrimination Act. Thurlow M. Gordon.
4. Basing Point and Freight -Zone Price Systems under the Anti -Trust
Laws. James R. Withrow, Jr.
5. Business under the Act. Edwin George.
6. Legislative History. Wheeler Sammons.
7. Retailing. Edward S. Kaylin.
8. Cooperatives. Hector Lazo.
9. Trade Associations. Calvert Judkins.
10. Marketing under the Act. Malcolm P. McNair.
11. Food. Grant Gore.
12. Paper. J. K. Javits.
13. Cost Defenses under the Act. A. S. Aronson
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14. Effect of Two Pioneer Decisions under the Patman Law. Blackwell
Smith.
15. Substantial Lessening of Competition. Dennis J. Walsh.
16. Remoulding the Anti -Trust Laws. W. H. Crichton Clarke.
MUNICIPAL ACCOUNTING PRINCIP LES AND PROCEDURE.
Charles H. Langer. Walton Publishing Co., 332 S. Michigan Ave.,
Chicago, Ill. $3.50.
This textbook is a valuable contribution to a field of accounting concerning which relatively little has been written. It is prepared in a series
of lectures, so arranged that it is possible to proceed from the fundamentals
to a logical development of the more complex phases of the subject.
The first lecture is a summary of the financial organization and budgetary
procedure of a municipality, and with the foreword provides a background
for the principles of municipal accounting which are developed in the subsequent lectures. The foreword to Lectures 2, 3, 4 and 5 provides an effective
reconciliation between municipal and commercial accounting terminology,
and indicates clearly the extent to which municipal accounting is influenced
by legal terminology.
Lectures 2 to 5 inclusive are concerned with the accounting requirements
connected with the various municipal funds, such as the general fund, special
revenue funds, revolving funds, bond funds, special assessment funds, sinking funds, trust funds, public service enterprise funds, etc. The relationship between the various funds is clearly indicated in a chart which summarizes the more important entries which are made in recording the financial transactions of a municipality. This is followed by a concise statement
of the basic principles of auditing as applied to municipalites. Fnally, there
is an extended list of municipal accounting terminology and a series of
practical accounting problems to supplement the text.
The book is illustrated throughout with the numerous records which are
to be kept and the statements which are to be prepared.
THE PREPARATION OF REPORTS. (Revised Edition.) Ray P. Baker
and Almonte C. Howell. The Ronald Press Co., 15 E. 26th St., New
York, N. Y. xv, 578 pp.
"Today writers of reports are often more than recorders and interpreters
of statistics; they are creators of vast industrial enterprises and originators
of significant social changes which may affect the lives of countless people.
As such, they are under obligation to be constantly alert to their responsibilities and high - mindedly determined to think clearly and to write honestly
and effectively." Accountants, as specialists in the writing of reports, are
in a position to recognize the importance of this statement which appears
in the preface of this book. With this point of view, the authors have
presented a systematic analysis of numerous types of scientific, engineering,
administrative and business reports.
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The introductory chapters outline the fundamental elements involved in
the structure of a report. Reports are classified into four main groups,
namely, the information report, the examination report, the recommendation
report and the research report. The remainder of the book is devoted to
the problems and procedure connected with each of these types of reports.
The authors have attempted to deal with the subject from as many points
of view as possible in order to make the material adaptable to various types
of executive work. A noteworthy feature is the illustrations of extracts
of actual reports drawn from numerous sources. Throughout the authors
stress those qualities of sound organization and effective composition which
are essential to success in any type of literature.
Although the plan of the first edition has been retained, a large portion
of the text is entirely new, and most of the illustrations have been replaced.
Of particular interest are the sections on the use of statistics, the annual
report and the market survey.

Employment

Men Available
Listed below is a short summary of the employment records of two of
our members who are now available for employment. A complete file of
men is maintained at Headquarters. Upon request, digest of the records of
men available and qualified for the positions to be filled will be furnished
employers.
No. 1382— Accountant who has specialized in sales accounting, receivables
accounting and general accounting, desires position in one of these fields.
Some cost accounting and statistical experience. Age 37, moderate salary
to start. Metropolitan area preferred.
No. 1383 -- TEXTILE EXECUTIVE —Due to closing of mills of present
employer, man with 25 years experience in New England in cotton, silk and
rayon textiles, covering cost and general accounting, production schedules,
raw material purchases, office administration, plant efficiency and finances,
desires suitable position with sound progressive mill. Excellent references
and proven ability. Willing to locate anywhere.
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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.
ACCOUNTANCY
Stewart, A. Accountancy and Regulatory Bodies in the United States.
Journal of Accountancy. January, 1938, pp. 33 -60.
A brief review of the most important developments emanating from
regulatory bodies, which have affected the practice of accountancy during the past fifty years.
BUDGETS
See Lumber.
COAL MINES AND MINING
*Broadway, J. W. Present -Day Mine Accounting. Illinois Mining Institute
Proceedings, 1937, pp. 116 -20; discussion, pp. 120-2.
Accounting as performed at mine and local mine office; payroll; cost
statement; compensation department.
CORPORATIONS
Byerly, F. P. Determination of Earnings and Dividends Under Federal
Tax Law. Journal of Accountancy. January, 1938, pp. 17 -28.
DEPRECIATION
See Electrical Trade and Power.
ELECTRICAL TRADE AND POWER
Scharff, M. R. Depreciation Accounting Problems. Edison Electrical Institute Bulletin. December, 1937, pp. 496 -8.
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At o n e w r i t in g , t h is n e w lo w - p r ic e d B u r ro u gh s De s k Bo o kk e e p i n g M a c h i n e prod u c e s p a y c h e c k (or p a y e n ve l o p e ) ,
e m p l o y e e ' s s t a t e m e n t a n d a r e c o r d of t h e
em p l o y ee 's e ar n i n g s an d d e d u ct io n s .

La r ge con cer n s fi nd t ha t cer ta i n acco u nt i n g j o b s
in different depa rtments ca n now be mecha nized
a t ex t r e m e l y low cost wi t h th i s n e w B u r r o u g h s.
Smal l con cern s fin d t ha t it gi ves t hem th e a dv an ta ge s of c o m p l e t e m a c h i n e rec or d- k ee pi ng with
a mini mu m i nvestment .

B e c a u s e it w r i t e s d a t e s , a d d s d e b it s , s u b t ract s cred it s an d ex t en d s t h e n e w b alan ce,
t h is m o d e r n B u r r o u g h s p o s t s a n y l e d g e r s ,
writ e s m o n t h l y s t at em en t s , an d h an d les all
m i s c e l l a n e o u s f ig u r e - w o r k in e x p e n s i v e l y .

L e t t h e B u r r o u g h s r e p r e se n t a t i v e d e m o n st r a t e t h e
ma ny fine fea tu res of th is new ma chine for you .
T e l e p h o n e t h e l o c a l B u r r o u g h s o f fi c e , o r m a i l t h e
co u p o n fo r fr e e , d e sc r i p t i v e fo l d e r .

MAIL

COUPON!

Bur rou gh s A ddi ng Machi ne Com p an y
6252 S e c o n d B l v d . , D e t r o i t , M i c h .
S en d m e y o u r fo ld e r d es c rib in g t h e n ew Bu r ro u gh s D es
Bo o k k ee p in g M a c h in e .
Nam e

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

_
-

Street
-

Th e f a m o u s Bu r ro u gh s Short -Cut Ke y b o a r d p r o v i d e s t h e f a s t e s t m e t h o d f o r li s t in g, a d d i n g a n d s u b t ra ct i n g a m o u n t s .
S u b t r act io n is as fa s t an d eas y as ad d it io n .
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FOUNDRIES

*Gellenkirchen, T. German Foundry Industry. Foundry Trade Journal.
January 13, 1938, pp. 61 -2.
Notes on raw material shortage, scrap iron, rational distribution, increasing use of magnesium, reaction on iron and steel castings, economizing iron, waste reduction and elimination, cost control, and price fixing
decree.
LUMBER
Nix, L. A. Lumber Camp Estimates. Pulp and Paper of Canada. December, 1937, pp. 890, 892 and 894.
MANAGEMENT
Fiske, W. P. Cost Characteristics and Business Policy. Mechanical Engineering. January, 1938, pp. 51 -2.
A review of The Mathematics of Management by P. Kellogg.
McCormick, C. P. Multiple Management. Oil, Paint and Drug Reporter.
December 20, 1937, p. 5-I-.
Advantages of a four -board plan; abstract.
Wylie, H. L. Control Reports That Lead to Better Management. American Business. January, 1938, pp. 11 -3.
MATERIALS CONTROL
Baron, C. Supply Costing.
1937, pp. 854 -5.

Electrical Review (London). December 17,

MECHANICAL DEVICES
Butz, R. H. Cuts Office Costs with New System for Handling Charge Accounts. (abstract). Management Review. December, 1937, pp. 408 -9.
Pim, Harold E. Use of Machinery in Business and Industry. N.O.M.A.
Forum. February, 1938, pp. 10 -6.
Mechanization of procedures and processes in business and industry
regarded as a favorable trend for labor, industry and the general economic situation.
POWER PLANTS
*Lammers, H. B. Complete Cost Record for 8000 Kw. Power Plant. National Engineer. October, 1937, pp. 566 -8; November, 1937, pp. 616 -7;
and December, 1937, pp. 675 -7.
Complete system of power plant cost records which can be adopted in
full or modified form for and power plant; step by step instructions for
setting up of adequate cost records and final annual report, together
with departmental cost breakdown given.
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W r i t e a n d sign a check
with a single stroke
Aft er set t i n g u p t h e a mo u n t o n t h e
keyboard of the National Check Wri ti ng a n d Signing Ma c hin e, the
m e r e p r e s s i n g of t h e o p e r a t i n g b a r
wr i t e s a n d si g n s t h e wh o l e c h e c k
( except the pa yee 's na me ) . Si mul t a n e o u sl y , t h e a m o u n t is a d d e d i n
a u d i t o r -c o n t r o l l e d l o c k e d t o t a l s a n d
THE

•

'

�

I

a ch ec k r e c o r d p r i n t e d . T h e ma chine, signatu re plate and check are
fu l l y p r o t e c t e d a g a i n s t f r a u d u l e n t
u s e of a n y k i n d . T h e d e d u c t i o n
fe a t u r e i s o p t i o n a l .
T h e n e a r e s t N a t i o n a l r e p r e se n t a ti ve will b e g l a d t o tell y o u m o r e
a b o u t th i s m a c h i n e .
�

DAYTON,
Cash Registers
Po s tin g Machi nes
Po st age Met er Machi nes

•

L I U .

OHIO

Typewri t i ng - Boo kkeepi ng Machi nes
Check - Wri t ing and S ign in g Mach i n es
Acc ou nt i ng Mach i ne D e s ks

Ba n k- Bo o kke ep i n g Machines
An a lysi s Ma ch i n es
•
Co rrect Po st u re Ch ai rs
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PRINTING

Pickering, D. H. Some Aspects of Printers' Costs. The Australian Accountant. December, 1937, pp. 352 -3.
Summary of a lecture relating to the advantages of a complete costing
system for printers and the basic principles and procedures involved.
RET AIL TRADE
Hicks, O. J. Wage Methods in Retailing. Personnel. December, 1937, pp.
206 -11.
SHOES
Williamson, Rutherford. Costing and Control in a Shoe Manufacturing
Business Which Operates its own Retail Stores. Canadian Chartered
Accountant. February, 1938. pp. 81 -92. Outline of the methods of
control in manufacturing department, in -stock warehouse and sales
distribution department; monthly information to management.
TAXATION
See Corporations.
TEXTILE MILLS
Pratt, H. L. Departmental Cost Records. Textile World. January, 1938,
pp. 100 -1.
See also Wages, Salaries, Fees — Incentives.
WAGES, SALARIES, FEES — INCENTIVES
Bass, A. W., Jr. How do Your Wage Rates Compare with Those of Your
Community? Iron Age. December 16, 1937, pp. 36 -9.
Point system of job evaluation.
Howell, William R. Measured Day Work vs. Wage Incentives. Society
for the Advancement of Management Journal. January, 1938, pp. 53 -7.
Wage incentive system regarded as outmoded. Measured day work
favored as carrying on the principles of Taylor, adapting them to
changing conditions of modern times, and giving management definite
responsibility in regulating economic and social life for the common
good.
WOODWORKING
*Scribner, C. F. Controlled Costs in Woodworking Plant. Wood- Worker.
January, 1938, pp. 35 -6.
Preparation for making of cost summary should be started at beginning
of first month in which new plans are to be operated, by means of
handling expenses which will retain identity or purpose of such expense.
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You,
cleaj
saving, by standardizing on
\

TAX RECEIPTS, income
s t a t e m e n t s , offi ci al

re ports, s t a t e do cu me nt s —t hes e form
t h e day -t o -day hi sto ry o f T e xa s. Fo r mu ch o f th is i mp or tant information the Lon e S tar State
ha s e n t ru s t e d i t s r e c o r ds t o H a mm e r m i l l
L e d ge r . I t s s t u r d i n e s s , d u r a b i l i t y a n d
e c o n o m y m a d e i t t h e l o gi c a l c h o i c e f o r
su ch an im p or t an t s e rv i ce .
HAMMERMILL LEDGER s a v e s e y e s t r a i n
w i t h i t s n o n -gl a r e s u r f a c e — a s u r f a c e
t h a t s p e e d s u p w o r k w i t h p e n , pe nc i l
a n d t yp i n g; m a k e s it e a s y t o corr e ct
e rr or s be ca us e i t e r as e s n e at ly wit ho ut
s c u f f i n g, d o e s n o t f e a t h e r o n r e w r i t i n g.

HAMMERMILLLEDG

IT S RU LI N G and pri nt ing qual i t ie s e nabl e
yo u r p r i n t e r t o gi v e yo u b e t t e r f o r m s .
T w e n t y - s i x ye a r s o f u s e h a v e p r o v e d i t
has t he s tre ngth a nd du rabi lity to s tand
up u n de r c o ns t a n t h a n d l i n g a nd t o re t a i n
i t s l i f e i n you r fi l e s.
THE HAMMERMILL LEDGER WATERMARK
i n e v e r y s h e e t t a k e s t h e gu e s s w o r k o u t
o f p a p e r b u yi n g.

MAIL
COUPON
FOR FREE
SAMPLE
BOOK

HAMMERMILL LEDGER is
low in co st. Y o u c a n ge t
i t q u i c k l y t h r o u g h yo u r
local printer or stationer.
Se e th e qu al it y bu il t in to
H a m m e r m i l l L e d ge r . M a i l
coupon for sample book
o f H a m m e r m i l l L e d ge r .
____– _____–
Hamm Pleas Paper Company, Eri e, ati
NCA

�

P le a s e send m e w it h o u t o b l ig a t io n t h e s e
bo o k of Ha m m e rm ill Led ger an d t h e f
" 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

V/1

Nam
LOOK FOR TH IS WA TER MA R K

P o s it io n
(P le a s e a t t a c h t o y o u r b u s in e s s l e t t e r h e a d ;
- - - - - - - - - - - - - - - - - - - - - - ! = _
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ADDRESSES OF PUBLICATIONS LISTED
American Business, 4660 Ravenswood Ave., Chicago, Ill. (250)
Australian Accountant (The), 314 Collins St., Melbourne, Australia.
Canadian Chartered Accountant (The), 10 Adelaide St. E., Toronto, Ont.,
Canada. ($2 per year)
Edison Electrical Institute Bulletin, 420 Lexington Ave., New York, N. Y.
(250)
Electrical Review, Dorset House, Stamford St., London, S. E. 1, England.
Foundry Trade Journal, 49 Wellington St., Strand, London, W. C. 2,
England.
Illinois Mining Institute Proceedings, B. E. Schonthall, Secretary, 28 E.
Jackson Blvd., Chicago, Ill.
Iron Age (The), 239 W. 39th St., New York, N. Y. (250)
Journal of Accountancy (The), 135 Cedar St., New York, N. Y. (350)
Management Review, 330 W. 42nd St., New York, N. Y. (500)
Mechanical Engineering, 29 W. 39th St., New York, N. Y. (500)
National Engineer, Nat'l. Assn. of Power Engineers, 509 Fifth Ave., New
York, N. Y. ($1 per year)
Nat'l. Office Management Assoc. Forum, W. H. Evans, Secretary, Peirce
School, Philadelphia, Pa. ($1.25)
Oil, Paint and Drug Reporter, 12 Gold St., New York, N. Y. (250)
Personnel, 330 W. 42nd St., New York, N. Y. (500)
Pulp and Paper of Canada, Gardenvale, Quebec, Canada. (500)
Society for the Advancement of Management Journal (The), 29 W. 39th
St., New York, N. Y. ($1.00)
Textile World, 330 W. 42nd St., New York, N. Y. (350)
Wood- Worker, 701 Wulsin Bldg., Indianapolis, Ind. ($2 per year)
NorE: The prices given above, unless otherwise indicated, are for single
issues only. When the annual subscription rate appears, the price of single
issues is not listed. Where no price is given, the rate may be obtained by
writing direct to the address listed. No attempt is made to price foreign
publications because of fluctuating rates of exchange.
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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.

Atlanta
Robert D. Powers, Int'l Business Machines Corp., 293 Peachtree St.,
Atlanta, Ga. (Company Transfer from A. L. Miller)
Binghamton
Leland J. Brown, International Business Machines Corp., North St.,
Endicott, N. Y.
Birmingham
Arch B. Newton, Monroe Calculating Machine Co., 416 Chamber of
Commerce Bldg., Birmingham, Ala.
Boston
John M. Berglund, 103 Copeland St., Brockton, Mass.
Fred A. Carlson, The Holliston Mills, Inc., Lenox St., Norwood, Mass.
LeBurton D. Webster, H. P. Hood & Sons, Inc., 500 Rutherford Ave.,
Boston, Mass.
Chicago
Raymond J. Glynn, 1135 Lunt Ave., Chicago, Ill.
Cleveland
David M. Lippert, Allied Oil Co., Inc., 1700 Standard Bldg., Cleveland,
Ohio,
Indianapolis
Franklin C. Schimpf, Link Belt Co., 220 S. Belmont Ave., Indianapolis,
Ind. (Company Transfer from J. A. Saltzer)
Kansas City
Fred S. Himebauch, Victor Adding Machine Co., 216 E. 10th St., Kansas City, Mo.
Louisville
Henry J. Anderson, Louisville Gas & Electric Co., 311 W. Chestnut
St., Louisville, Ky.
Minneapolis
Otto F. Meyer, 2172 St. Anthony Ave., St. Paul, Minn.
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Newark
John U. Allen, 262 N. Grove St., East Orange, N. J.
Walter C. MacLeod, Burroughs Adding Machine Co., 92 Washington
St., Newark, N. J.
Richard B. Tench, 15 Erie Place, Nutley, N. J.
New York
John Dassau, New York Stock Exchange, 11 Wall St., New York,
N. Y.
Frederick P. Kessler, The Nat'l Cash Register Co., 205 East 42nd St.,
New York, N. Y. (Company Transfer from F. O'Leary)
Arthur G. Nelson, Motion Picture Merchandising, Inc., 801 Second Ave.,
New York, N. Y.
Pittsburgh
Forbes M. Johnson, 5886 Burchfield Ave., Pittsburgh, Pa.
Providence
Harold C. Johnston, Toledo Scale Co., 334 Broad St., Providence, R. I.
(Company Transfer from A. E. Clayton)
Rochester
John N. Lambert, Snider Baking Corp., 40 Franklin St., Rochester,
N. Y.
Scranton
Russel E. Achy, 526 W. Main St., Bloomsburg, Pa.
Robert P. Corcoran, Staples & Bell, Inc., 303 Mears Bldg., Scranton,
Pa.
Haydn M. Davies, 66 Myers St., Forty Fort, Pa.
Worcester
Herbert A. Oliva, Hillcrest Dairy, Inc., 496 Park Ave., Worcester,
Mass.
Outside Chapter Territory
Daniel Borth, Jr., College of Commerce, Louisiana State University,
University, La.
Hermann Hansen, Adam Opel A.G., Russelsheim am Main, Germany.
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BUSINESSDEPENDSONMONROE
FORFIGURES
1 _
BURNS . . When
you thi nk of burns,
you thi nk of Un guentine made by
Norwi ch Pharma-

.
I

machines.

cal Co. A Monroe
u s e r f o r ye a r s ,
N o r wi ch owns
adding - calculators, adding - listing
an d bo o kk e e pi n g

In every type of business, everywhere, Monroes are turning out the
greatest volume of accurate figures
at the lowest cost. They are also
saving strain and fatigue for tens
of thousands of figure workers.
Among the 200 Monroe models
is a machine for any type of business figuring.
P O STIN G .. Wi t h t hi s compact and convenient Monroe Bookkeeping Machine work
is ne ar ope rator. You can use a M onroe on
several different posting jobs, changi ng
from one to anot he r in a fe w se conds.

INK .. Formulae, cost s, statisti cs, as we ll as t he
daily business figures are speeded by Monroes
for Int ernat ional Print ing Ink Corp. at both
he adquart e rs and branches.

NIaNKOE
CALCULATINGMACHINECOMPANY,INC.
GENERALOFFICES• ORANGE, N.J.

