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A& Ci CODE USED
1,‘,1& WIN-MLLIANS Co. ENGINEERING & CONSTRUGTION DEPARTMENT
 Maxeps F. W. BALLARD, MaNAGER
g cuv(:u/v, ! " NEWARK,

KANSAS CITY,  NEW YORKN, SAN FRANGISCO. MONTREAL,

OAUAS,TEX,  BOSTON,  LOS ANGELES,  TORONTO, >

MINNEAPOLIS,  SAVANNANH.  SAN DIEGO, WINNIPES, 01 canat roav. w. w, CLEVELAND

CINCINNATY - BUFFALO, PORTLAND,ORE, LONOON,ENG.

Oct. 4, 1507
ir. W. R. Sieplein,
The Sherwin-Will;mns Co.,
London, Rngland.
Xy dear Mr, Sieplein:.

I have your favor of Septomber 18th and was very glad indeed to receive such a
cordial and f*iendly letter from yourself. It reminds ma of the old times when we were
running the liechanieal Department here together,

I am very glad indeed to Jmow that you are getting along so well in London
and that you are making 2 big success of the business there.

I have been looking cver the photographs vhich you sent to Xr, Tandy with 2
great deal of interest and can see some of the results of your Cleveland experience in
the different layouts of machinery shown therein.

You will, of course, be very glad indeed to know of the increased respobsibili-
tiles which have come to my Department. I suppose Mr. Cottingham has no doubt told you
81l sbout the organization along these lines, and anything I might say wuld probably dbe
suverfluous, I am, however, ‘enclosing herewith a blue print showing the organization
of my Devariment in which you will no doubt be interssted.

1 was very much lnterested in your account of the way you have been spending

your holidays and hope some day to be able to be with you on some of your trips over some
of the many interesting jcurnmeys which are, no doubt, to be had in your Country. I do

not know, however, when it will be possible for me to get away. 1 seem to be tied pretty
¢losely here now, and it is very difficult for me to leave lorng enough to make the necessary
trips around to the braanch factories, I did, however, spend two weeks of the summsr at
Lake Temaganie in the heights of ilorthern Ontario, and made scme syplendid catches of the
finny denizena of that country. I will not try to tell you ¢f the weight and size of

some of the fish we caught; I only wish I could show {ou some of their photographs, which
it has been necesaary for me to use in 0en3unctlon with my stories around heve,

Wishing you all the success in the world, I am,

Very sincerely yours,
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CLEVELAND FACTIRY ORGARIZATION

The Cleveland Tactory is divided up in the followinz De;ariments:

Pactory Office All Factory Records

A Dept. Manufacturing all 0il Poste Paints.

3 " - * * Iiquid Paints,

c " . * Japan Colors

» " . ® Varnish Paints

0il & Japen Dept, . % Speciel 0ils & Japans
Varnish b . ®* Varnishes

Practiocal Testing Lawratory inoclwding Zxperimentel Dent.

Stores & Receiving Dept. covering all raw material supply,

Hachanienl Dept, including Tower Jept., Maintenance ol Flant.

Tin Can Dept. Fanufacturing all tin cans

Tinishing Dapt.~core of all manufactured stock and filling of orders.
All of these depurtments are under the direct charsme of a Soreman,

These depurtments are under a 3uperintendent in direct charge of all peint und
varnish manufaoture, exercising direct supervision over the Varnish Dept., 0il & Japan Dept.,
3 Dopt. ond with an assistant in charge of the practical Testing Laboratory, A Dept,, C Dept,

D Dept., and Experimental Dept. At present the auxiliary departments do not report to
this superintendent but instead the Receiving & Stores and Finishing Dent., report to the

General Suparintendent’s o7fice. The Factory Office is under the genersl direotion of
the auditor. The Tin Can Dapt, is under the direct supervision of the Mechanical ingi-

neer who 1s also in direct charge of ;.he Power & Mechanionl Depts. and reports to the Gener-
al Superintendent, | ¥aus 2 Ur.bCuadany

All of the furenen arc on the monthly roll, The men in the departments are
peid st a definite rate per hour, In the Crinding Depts, the rate is {rom 3 to 10¢ per
hour for boys who start in as apprentices and remain at that rats until their ability is
Proven vhen they ur» increased from 12%_5‘ to 15¢ per hour for all ordinary work. As thsy
develap further their rates are ineresascd to 15 to 1'!-'}5!! per hour whlsh would cover all or-
dinary work Tor grinding and {illing paste paints, The men in charge o g line of
materials who act as gub-foremen carn from 20 to 27.# per hour, The general rate Tor nix-
ins is from 15 to 17_'_?’ per hour for the ordinary work in starting and as a man hecomes more
expert the rate iz increased from 17%f to 20§ per hour. The mixer sub-Zureman carn from
20 to 307 per hour, The Liquid Paint fillers earn from 15 to 205 per hour and the sub-
Toreman ‘.Bz;j per hour, The general rate for solderers ia 115—# per hour with »iece work.

The Oil & Japan Dept, rate is from 1%F to 18%F per hour. The Varnish ionufec-
turing is from 15 to 2247 for the men engaged in the oooking, thinning or Tiltering of Var
nish, The zeneral men earn from 15 to 127, The mum sorters from 133f to 163F per
hour, The men engeged in the Varnish £illing and storars rooms earn from 15 to 132:;—5"' per
hour, The sub-foremen 207 per hour,

. ) Th? Receiving & Stores Dept, men earn at tha rate of 15 to lG;j' per hour =t start-
ing and ar2 incremsed as thay heeome mor: familiar with the worl to 17 and 13}F, the sub-
Toreman sarninn 22{ 5,

. Th?‘ genern} rate in the Finishing Dept, is 15¢ per hour at starting which is in-
crzased to 19; to 13»5-5"' and later to 207, For sub«Toremen who may ot as mmwch as .‘3:{3#.

Laborers earn 107 per hour on piece work,

__The equipment in A Dept, consists of 22 - 36" mixers, 2 - 20" norichle mixers, 1
rollar pill, 21 = 30" mills and 2 - Z1* mills, The capacity ol this depurtment is frox
25,0C0 ta 30,00CF of raste Paint per day. The organization ncoessary to overate thls de-—
por‘tman}'. condists of ono foreran and a clerk, 1 head miver at 23 F, 6 mixers - 2 at 175,

3 at 18} and 1 at 207, 1 janitor at 157, 1 grinder at 223F, 1 ess't grinder at 208, &
fillers or mill men — 2 at 15f, 3 at 163 and 3 at 1%F, 1 mill dresser at 1%F, 1 solderer
at 17.F, 2 coopers - 1 at 22 ¢ and 1 at 1730, 1 cap stomper at 1217 and 1 jomitor at 1%/,
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The o Dopt. equipment, consists of 14 - 30 millas, 28- 30" mixers eguipped with
measuring tanks, 14 - 300 gallon thinning tubs operated in connection with 37 mixing tanks
of from 3C0 tn I5C gallona capacity und 35 tanka - 180 gallons oapneity, The total cverage
cavneity in this department is from 3000 to 3500 gallons of Liquid Pnint par day. The
number of men neocessary to handle the department are 1 {oreman, mixers at 20f per hour,

}1 at 22if, 2 men to leok after ths grinding at 223f, 1 man to do 4he shading of colors at
22,7, 1 janitor and caneral wman st 15 or 16LF par hour.

3 Tillinz Dept. is undér the charge of a foreman and requires 4 fillers = 1 at 22—;";-#
2 at 16iF and 1 at 1707, 1 solderer at 17&? vorking on plece work, 1 cap stamper at 10f and
1 man to put on caps at 133f per hour.

The C Dept, eguipment consists of 10- 30" stationary mixers, G - 24" portabls mix-
ers and 6 - 20® portadle mixers. 33 - 21" mills with honvers, 5 - 1G" iiills wiil hogpors
and 2 = 12% iron wills. The averare daily capacity for the averaze line of 3, D. goods
is 5000§, The number of men to operzte the quipr-wnt ara 1 foreman and 1 clerk,

Mixing = 1 head mixer at 50f, 10.mixers - 1 at 15¢, 2 at 15¥, 2 ot 20F and 5 at 2237, 1
delivery man at 16f and 1 janitor at 15, ,
Grinding & Filling - § grinders - 1 st 20F, 1 at 257 and 1 at 2%, 6 nill men - 1 at 124,
1 at 13F, 2 at 15¢ and 2 at 17, 1 mill dresser at l;:‘;#. 1 hoapar “iller at 1%fF, 1 cap
1
14

stamper at 124, 1 solderer at 16t7, 1 collector at 15 janitor at 153F and 1 elevator
men at 157,

The D Dept. eguipment 27msistas of 76 - 30" mixer tubs, 8 - 50 gallon thinning tanks,

15 = 200 gnllon thirnins tonks, 15 - 200 gallon filling tanks, 4 - 5 gallon Tfilling taris,
17 -« 21°® mills, ond ¢ - 20" mills. The capacity on packares daoily is 15,000 and on Gol-
or Varnish 1500 gallons, The mumber of men to operais thiz equipment ore - 1 Joreman
and 1 olark, Lixing & Grinding - = 1 heed niver at 22;F, 1 grinder at 20f , 12 mixers -

G at 157, 3 at 167, 1 at 1G3F, % at 17,f and 2 at 207, 1 head filler at 223#, 1 assistant
filler at 21F, 8 fillers - 2 at 15f, 2 at 164, 3 at 172F and 2 at 18}#, 2 cappers - 1 at
)15._.;-’ and 1 at 107, 2 solderers at 17 and 2 janitors at 15 and 1G37,

The ¥arnish Dept. equipment consists of B fires, 1t couper kettles 180 gallona
each, 4 small copper keitles 50 to 10C gallons, 3 steel kettles 250 gallons, § reducing
tanks, 2 - 24" filter npesses, The capaeity of the department is about 2500 gallons per
day, The storage oopecity aggregating 250,000 gallons, is provided by tanks of ¢ = 12 and
25 barrels capacity, The fores in the depertmont consists of 1 varnish maker, 1 clerk,

1 sub foremnn, 4 men mslting mum- 2 at 15¢ and 1 at 17:@ and 1 at 2]:};! 2 reducing varnish
at 20, 2 filtering varnish — 1 at 1637 and 1 at 20¢, 1 pump men at 17§, 1 janitor at 17.¥
3 sorting gum = 1 at 114, 1 ot 15F and 1 at 16§

Varnish Tillin: & Storage Deut. is in charge of a sub-foremen vho earns 20, per
hour, 6 men ar engnped in the 2illins of vornish - 3 at 15¢ , & 8t 16;{—’ and 1 at 1'4’-&{-’.
2 men engaged ir the blending of varnish = 1 at I?T-F-' and 1 at 18;?’. 3 men arc engoged
in the proper care of the storaes tanks - 1 at 15¢, 1 at 1%L and 1 at 15:%, 2 men are
engaged in the codpering and finishing of varnish barrels = 1 at 173 and 1 at 23;%,

0il & Japen Dept, equipment consists of 8 =~ 260 pallon brick set stocel koitles
;:lu?ed over a3z lires witl Turther necescary equipment for the centrel pumping station which
delivers oils to all parta of the Tactory. The capacity of this department is practienlly
12,000 gellons of Japan similar to @ or 2600 gallons of Japen similar o (J_ per day. There
are 4 men engaged in the cooking of Japan - 5 at 173¥ and 1 at 164F s and 3 men are engaced
in the pumping of Jils & Japans at 1%,

The '.-'.?ceiving t Stores Jepartmont has one storekeeper, one stors room clerk and one
s&orc room deliver boy, 1 forewan at 22 F, 8 men at 18;¢, 5 men at 1%5F, 4 at 16;f and 1 ot
P57, This includes 1 elevator zen, 3 men at cleaning barrzls and 2 janitors,

The Tinishinz Dept, 3¢ ¢ividel into 4= B - C = D and Varcish Packing Jepts. and re-
quirss thz ®ollowinz men in emch dept.

A Packing = 1 sub-foreman st 213F, 3 labelers - 1 at & and 2 at 107, 5 other nen -
2 at 16}F, 1 at 15,7 and 2 st 15/,
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oy B Packing - 1 sub-foremen at 2117, 2 labelers at 10f,1lmen - 1 at 15,7, 7 at 16}/

1 at 1%F, 2 at 20/,

‘e Packing - 1 sub-foreman at 207, 2 labelers = 1 at 9 and 1 at 10F, 2 men at 17:7.
D ;ncking - 1 aub-foremsn at 20¢, 1 labaler at 87, % men - 1 at 121F, 1 at 16}¥

4 .. and 1l at 17f, . )

1’ ! n) Varnish Packing - 2 labelers - 1 at 87 and 1 at 10f » 2 men = 1 at 157 and 1 at 16,F

5

biy )
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GENERAL MANUPACTURING TFROCESS

In the process of manufacturing the first thing is to establish satisfactory
' standards of raw waterinl and standard formulas, These raw material standards are decided
~ upon after the Purchasing Dept. searches the market for suitable materials and for anything
( /'y A nsw which may develop. The chemical laboratory, testing room and experimental depart-
ment are maintained for the purpose of ressarch and teating of these raw materials, After
a material has passed satisfactory tests it may he accssted as a standard,

The next step is to make up a formula which is then made up in a small way and the
Pinished produot subjected to careful tests in every way. Vhen the formula is once de-
cided upon it is conmidered as the standard and no deviation from this Pormula is allowed
except on the approwal of the factory mmnapgement. All formulas are assismed and nmum-
bered which is the name by which the goods ars always knownm, All of the raw matasrials
are also known by a system of numbers using a number in a cirecle to desirnate the oils,

The raw material stock is kept in the Stores Dept. Orders are placad as described in the
Raw Material Supply, As ths soods are received they ars tested in both a chemical and
practical way and inless they are equal to the standards in every respect they are rejected,
The various grinding departments draw from the stores such materials as they require,

The manufactured stock is all under the charge of the stockkesper who is the head
of the Tinishing Dept. This stock is kept up to a limit based upon the sale Tor last
year whioh is generally 1/6 of last years sale. Orders ars placed an the factory to re-
plenish this stock or to mal:e special poods for some poriicular pursose, These orders are
sent to the Superintendent who after approving them passea them on to the department vhioh
is to grind the poods. In oase of a stoclk order this department holds the order until
sufficient quantity has nccunulated on order to manufacture a larce enough *un or as soon as
a mill is available, In case of an order holding the goads are placed on a mill ai onece.
The departrent then calls for o formula and on its recelpt the foreman givea instructions in
writing to the mixers, When the batch is mixed the color is passed upon by the Corermn
and then sent to the Superintendent for final approval, Nothing is allowed to be filled

. auntil it has passed the approval ol the Zuperintendent and in every way has come up to the
- standard, This frequently nocessitates practical working tests so that the material is
not filled until the result of this test may be Xnownm, The goods are then srovnd, Tilled
into packages, soldered and sesnt to tle Tinishing Dept. whore they are caref:1lly checked,
the T“inishing Dapt, receipnt checking against the output. They are then labeled and the
report of the labeling carefully checked apainst the delivery from the department,

The finished material is kept in stock as outlined in the stockkeepins mathod.
The orders arc packed up as outlined in the”system for handling orders in the stoclkeeping
dept,” Porticular atress is laid wion ihe prompt and acourate £illing o all orders,

|d )

- s — ———
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MORTHLY FACTORY RTIORTS

NAME

Faetory Output
Ji1 & Varnish Qutput
Factory FNxpense

" Service

. Balance Shaet
{Year to date and for month)
Attendance & Promptitude
Mfg, Dept. Service Fx, & Output
Flant Account
Raw Material Consumption
Consump, & Avg, Coat L,0, & Turp.
Valus Nfgd. Goods Tactory Cosats
Monthly Inspesction
Admn, & Gen'l, Supervision
Factory Office & Gen'l. Txpense
Receiving & Stores
Power Cept,
All ¥fg, Depts,

" Dil & Japan Dept.

Varnish Dept, 1 Var. ¥fg.
1 Var. Pill,
Tin Can Dept.
Pinishing Dept.
Mechanical Dept,
¥aintenance of Flant
Units of Output
Report of Vapes
» -

Pay Roll Remort

Mechanical Dept. Report of meter
readings

Job Orders Issued

Unfinished Job Orders

Job Order laterial on Hand

Tin Can Dept, Monthly Report of
wanted oan parts

Report of Store Room Account

Yeekly Report of Orders

" " " Filled

Monthly * . "

Sales & Output

Consmmption & Stock of 112 & 113

Pire Inspection

VNN

NN = OF OB CA = bl 2 HUAMMNDOU OIGAON MR LAdGNNMNOINMDHOUN

corIng

Complete~1l Reoap.
n

1

WHEN DUB

6th
.

5th
6th
»

2nd

8th

6th

2nd
.

18th

Day after Inspeotion

8th

6th

]
*
]
]
t
"

10th

3 Days after close of

2nd

6th
L]
¥onday
. ]
2nd

8th
1st
R
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€OST DASIS AID G, 5. R3IORTS,

The new basis for “isuring costs has just been put into effect in the Cleveland

Faotory beginning the 1st of larch, The fundarmental prineinle in this ia to charge di-
rect to the product all possible service and expense, It has Doen arranped to charge all

) productive service to formulas by having the workmen report this on their time cards as out-
1lined in the Pollowing pages, covering the distribution of time in the Grinding, 0il & Japan
and Varnish Depts. The general supervision cost which covers that of the General Super-
intendent, Laboratory, Sxperimentul Dept., Testing Room and local Superintendent are divided
up on a basis somewhat arbitrary but based upon the non-productive servioe of the department.
This may be changed slightly and it is possible that later mey definitely decids to divide
such burden as a definite peraentaze of the entire department of productive end non-productive
service, The difficulty in dividing this up lies in the fact that the Laboratory, IZxper-
imental Dept. and Testing Room which costs are all for research, and testing rew naterials
certainly do not apply to the Tin Can Dept., Finishing and Fower Depts, This and the
sub~division of other charges ia shown in detail on the following pages.

The office and general expense is divided up an an arbitrary basis, considering
the quantity of output and the amount of labor applied, The Purchasing Dept. and Receiv-
ing & Storea expense are added as a definite percentage to the valus of the raw material.

This figures 1% in the Cleveland Tactory, = This 1% 1s added to the delivered cost of raw
meterial when making up the raw material coat chart card, Theae three items cover the en-
tire quantity of burden figured into the prime factory cost of output, They are assem-

bled on monthly G, S. Heports showing full detail of the month and year to date compared
with the same firures for last ya2ar and in the case of General Superintendent - Office &
General are distributed over the productive department renorts every month., The cost of
the DPower Dept. is accounted Por in the same way and is distributed Letween all depariments
as shown on the Power Jept. G. 5. Report. This power is charged out at a fixed rate per
¥.¥. at present 37 per K,W. hour, This makes the cost in the departwent vary only as the
consumption varies, The Power Dept. therofore showing s surplus or deficit,
» 4 similur resort is made up Tor each productive department showing the productive
service of grindins and £illing. This statement also shows the non-productive or undis-
tributed service in the depariment to which is added the item from the monthly roll covering
the cost of service for the foreman and depertment clerk, To thia is added the further
burden of Genoral Supervision and Office & Genéral Expense making & total cost of fixed
charge in the department which is figured as a definite percent against productive service
thus showing immediately whethzr or not the percent in force decided upon et the bepinning
of the year is correct.

. . The grinding cost in each department is determined by taking the cost for power
u.uoludmg light and heat and grinding expenase (11 Acet) to get the totel cost for running
m.llg. This divided by the number of mill hours shows the cost per hour which can thus
x"eadz}y be compared with the coat descided upon at the beginning of the year, thereby showing
immediately whether the sstimates in use are approximstely correct, This method elimin-
ates from the grinding cost everything except the actual cost of rumning the mills and is

a muok<lre fair basis than to inmclude any service in the grinding rate, ’

B The cost for soldering and handling packages is so much the same with all different
materials that it is considersd unnocessary to charge this directly to each run, This is
therefore averaged by putting togather the entire cost for handling packages and the filling
expense ( J_.Z Acat) At the end of the year the coat of handling and eloaing up per hundrad
packages is determined by reducing cans and pails to the unit equal to cans and thus firding
the oost‘ per hl.mdred units, In 3 and D Depts. as thera is no solder used on the ammll
sizes this %asis should “e onz unit Zor cans and two units or pails and 5 gallon cans. In
A and 0 De ts._where the smaller mans use.solder the basis is one unit for all cans and press

) cans and units Zopr all pails,

This cost is added in with the packape cost which is figured by taking the ean and

adding to it the cost of tie eap, the lebel, labeling, filling or handling expense, cnd pack-
ing expense, thus getting the total cost for everything that enters into the packare.
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The 0il & Japan Dopt, and Varnish Dept, costs are Tigured in practically the same
way as other productive departments except that the departnent sxpenses ers added with the
non-productive and the burden and fisured as a definite percentage against the productive
servioce,

) Thé Tiridhing Dept. cost is Cigured by takirng the total expense and service in the
department and the cost of packing materinls and dividing it by the totel factory output re-
duced to a hasis of units equal to 1y of Paste Faints or 1/4 Pt. of Liquid Paints. It is
considered thet the finishing coast will be practieally the sams with all colors and therefore
it is quite as satisfaotory to average the cost,

This basis is Pizured at the end of the year and the actual coatu determined ir
this was way 1s used for the estimate of all coat figuring Cor the following year, unless

therc is some very radieal change in conditions which necessitates z readjustment. 43
this same basis continues to he figured every month it makes it possible to see how close
the entimate in use compares with the actunl expense of the department. It is in overy

way a much more simple, direct and accurate way of fizuring costs than the methods previous-
ly employed. The formulas are figured as ouwtlined in the following pages showing first
Lhe cost of all material used and in the case of varnish lformulas, also showing the cost of
coke used. To this is added tha cost Tor grinding and the productive labor which was ap-
plied direct and to which is edded the percentage of non=productive service and fixed charge
in the department, thus petting o total cost of all material and expenss applied up to the
time the goods are filled thus showing the bulk cost per hundred pounds or ralloms, To
this is added the package cost determined upon as explained above to get tho Pactary cost.
In reporting such costs to the Snles Dept. a percentaze (33-1/3) is added to cover reneral
expepae,
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feneral Accourting Department -

)
. Bulletin No. 157 - Tuly 2y 1906 |
Subject FIGURIKG COSTS FOR CLEVILAND For S
CHICAGO AR NEWARK PACTORIRS : P A~
IN AENUERAL ACCOUNTING DEPT. Vb;a ’900 ;
i
Dear Sir: ' /’i
From Sept. 1st; 1906, thé fi-uring of Paint and Varnish costs
for Cleveland, Chicapgo and Newark Factories will be done In the General -
Accountin~ Depty accordins to the followins plsn:
1. The above factories will make out their Al Liquid Taint, A2
taste Painy, A2 Vm Varrish Manufa turing and A2 V£ Varnish Filling Formula —
or Rx nlips and the Bl, B2 and B2 Ff grinding or £illinz slips as at '4&
rresent. 3
A

2, The time charzed on the workmens' time caxds amainst each
Forrmla or alip will be entered on the filling mlips at each factory
as at present: the output reported each day on the department mixing,
orinding and filling reports and the mill hours will also be entered on
the fillin< slipe as at the present time,

3. Then the Rx slips are turned in at the fartorr office, com-
pleted, the latter shall foot the output shown on the f£illins slipe and

+ gee that it halances with the total 8uantity of materials reported mmik
as used on the Rx slips.

’

4. The onuentities of each gize packase filled will be =fMered from
the £illing slips to the backs of the Rx slips, the total amount of pro-
duetive labor and mill hours entered on the face of the latter, and the
prices of raw materials used will be entered from the 316 Stook cards,
after which the Rx slips will he sent to the Reneral Accounting Dept.

5. The factories will also send the Teneral Accounting Dept. a

carbon or cther oopy of the daily mixing, srinding and fillino reports -
and Al6 Dally Factory Output revort. "

(After this plen has heen running for a short time we feel pafe
in saying that the copies of the mixinz, ~rinding and filling reports csn
be discontinued, but for the tirme hein~ we wish to he on ‘he safe side in
order to met a clean start. The foremen mayr he instruated to make carbon
oopies of their reports or the copies may he rmade in the office, but in
either case be sure they =are codrect).

6. The R1E Daily Feetory Output re-orts, when received, will be
entered in the To. 21 Daily Works Output book, thus making 1t no lonmer
necessary Tor the faostories tc keep this reaord.

7. The Genersl Aceounting Dept.when the Rx slips are received from .
s the factories, will extend the values ofmaterials umed and fi-mxre the face "
of the slip to the Bulk cost, which will alwags he nompared with the record |

of previous slips of the same Rx number, after which the backs of the slip:
will bq fisnred mnd halanoced.
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The quantities, cost sand value will then he entered on the
A22 and Bl6d output oardg and néxt on the Ald Analysis of Forrmlas
sheets, after which theilFsliprs will be returned to the local faatory
for filinz, ¥nich will he done aceordire to mikhers,

The fnetoriea will file the fil}in~ slipa (Bl, B2, ete.) in
8 "hclding file" until the return cf the fi¥fmlips, whan&he £il1ine alipn
will be filed in*slip number4order and kept for one year,

9. At the time of fimuring and entering the oosts the Genersl
Aagcountiny Nept. will report all chanses of conmequence to 1he Seneral
Superintandent

10. At the alose of each month the General Asaounting Tept. will
make the A4 and A4v Output Reports from the A22 and Bl6b output cards,
oheoking the gunantities amainst the No, 21 Daily Yorxrks Ontpuz book: the
G9 Valug report, checkin= the values apainst the Ald Anakveir of Formulas
sheets e G8 13 Unitas of putput report, and will Porward acpies to the
ffencral Supt., Looal Factory Supts. and feneral MAnarerg, a8 regquired,
The General Accounting Dept. will also mske ont suoch spscial reports for
the General Supt. as may he found of vn}:i.

at .n.
1i. The Tin Can costs,will bP handlef in the same general way,

Yours very truly,

Rudits,,
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INSTRUCTIONS RECARDING THE HAIDLIKCG OF TINE GARDS ‘
AND CHARGING OF TINE TO B's.

1 The workmen, after ontering their time on the hacks of the time cards aszainat
. tae B's on whiech the,,r have worked, will turn thew in to the Timekeever at night, and
they should then be arrarzed so that the foreman can go over and asprove them the first
thing the Tollowins morning.

They should bo returned to the office not later than 10:00 A.!,, and in case

any are delayed bsyond that time, the timekeeper should follow them up to see that they
come in at onoe.

2 Inter on the face of the time cards, the rate per hour and extend the total
wases carned,

Extend on the back of the cords the value of the time charpged 4.0 each B and
ma%e this balance with the productive time shown on the front of the card. Also ex~
tend the non-productive "job order', and "package cost” on the face of the card, so that

the total emount chareed on the front of the card equals the total amount of tha day's
wages,

3 Check the distribution of time on the back of the card with the grinding slips
ol the several departments, as it will be found thot very often the worlkmen malie errors
such as transposition, ete. in reporting the B on which they have worked.

4 Enter on the grinding slips 3 1 and B 2 the labor charged epninst each §,

E 5 When the I} is completed and the formula slips received in the office, Iisure
the raw matsrial coat, )
. 6 Total the labar coat on the slips 3 1 or B 2 and charge to the forrmla slips.
. 7 : Add to the labor charged on the formula slips (A 1 or A 2) the percentage to
‘ cover non-produotive service and expense of the denartment,.
F 8 Charge on the latter slip the grinding cost or mill expense,
) 9 Figure the bulk cost per 100 gellons or 100 pt;unds, ete,

10 Figure the packing cost.

11 Ficure the total ooat, 4

12 Draw off oosts onto package cards,

13 Enter in Formula Value Book,

vy

“
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DISTRI3UTION OF TIME IN A, B, C, D, AND EX7URLTETAL DIFTS,
Kgnufecturing:

All tims apent in mixing, grinding or £illing ia to be specified on the front
. of the time card by each workman and to be charged on the back of the ecard to the parti-
cular B to which the time was appliad, The minimum charge to eany B is L/4 hour,

All time which cannot be distributed to particular B numbera, should be report-
ed on the front ol the time card as non-productive or general work.

In specifying the time on the back of the time card, it is not necessary to show
the alip nucer except when work is done on two 3lip numbars for one B on the same day.

Tube Tilling:

Pilling ond closing of tubes to be charped directly to the B on which the work
is anplied,

Working Foremen & Sub-Toremen:

Sub-Poremen such as Clarence Prosius and others having charge of a line of wmills,
should charge 1/4 hour to each run started on & mill and the balance of their time to be
distributed in nronortion to the total rumning time of the mills,

i All vorking foremen should use time cards and distribute as much of their time
as possible to B's in order that such time can bs fipured directly into the coat o® the -
output, thus reducing the per cent ol Non=lroduotive time and increasing the Iroductive,

Cleaning Mills:

*. Any time spent in cleaning & mixer, mill or filling tank for a particular col=-

or, should be charged directly to that B, but general cleaning of mixers and mills should
L be charged to Kon-Productive or genernl work,

3 This general cleaning of mixers, mills and tanka is to cover the cleaning of
mills and spouts at the close of the day and also the general cleaning up of & mixer,
mill or tank after a long period of continuous running.

: “ Hopper Filling:

The hopper filler should charge what time he can direct to 2's and the balance
should 50 into Non-Productive or general work,

Coopering:

Time spent in caopering should be chargsd directly to the B's,
Capping, Trucking, Solderings:

These ure not charged dirsotly to the B's but will bs-charged under the classe
ification o” Handling lackages" which will appear on the time cards printed in future,

and at the end of the year will be divided by the numher of packases handled to Tind the
net cost psr pockare.

N g T 7 v ey

Dressing 1illas

, . This is to be charged to a job order, which is then charged at the end of the
: mouth into the expense aoovunt of Ygrinding sundries®, (11 - 2 a/e)

; Janitor, Elevators, Cleaning, etc:
e .
¢ This work to be charzed to Hon~produdtive.or general work,
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R'otumod Goods:
All work done on roturned goods is to hs charged to the job order covering
such work and expense,

@ Finishing in 3 Dept:

In this department there 1s also the finishing of 5 gallon oans and barrels
which should be charged directly to the B's on which the £illing is done.

Painting of barrels for stock to be charged to the job order covering sams.
Tilling Paste Paints:
The time o filling paste peints is to be oharged as dirsctly as possible to

the B's but where this is difficult the distribution should be mede on the basis of the
number of peckages filled on each B,

TR T EERRG

|
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r BDISTRIBUTION 07 TINE IN VARJUISH ARD OIL & JAFAN DECARTZRTS,

lanufacturing -
All time spent in manufacturing Varnishes or Oils and Jopens to be specified
as Imnufacturing and charged on the back of the time card to the particular B on vhich
‘ the times was epplied,

Ang time which cannot be charged to a particular formula should be charged
to Ygeneral work" on the front of the time card. This is to include all iime of var
nigh Tiltering as well. )

Sub-foreman - P, Gaf'fney shall charge as muoh ol his time as possible on a
time card to specifio B's,

All coke used shall be charged dirset to the B on which used,

Storage =
A1l time spent in £illing the storage tanks to be specified as storase and
charzed directly to the B's on which the work was applied, showing the alip numbers,
All time for cleaning out tanka should be charged to the B number which the
tank contained.
Any general work in connection with the storage to be put under the heading
of "general work" on the front of the time card,

Blending =

All work of blending is to be reported as such on the time eard and to be dis~
tributed on the back of the card direct to the “0® number blended. It is not necessary
to apecify the slip number,

. Filling -

All time of filling is to be distributed on the back 0f the time card direct
to the Y0' number {illed, The slip number is not to be reported except in such cases
where the illing may be done from two different tanks in any one day.

All time spent in Pilling turpentine, raw or boiled o0il, should be oharged to
Job Order for filling varnish for Factory use,

Samples -

All time filling small samplas to be charged to "general work® on the front
of the time ocard,

Smnll Orders -

All time spent on filling small orders to be reported as "f£illing" on the time
oard and to be diatributed on the hack of the eard direct to the *O" number,

Each man illing an order ahould report on the [illinz slip the time spent in
filling, These slips ahall then he ohecked with the time cards in the department office,

Cepping & Trucking -

All time spent in stamping cans, ompping oans and delivering trucks to the
elevator should be charged to this account and it is not necessary to spanify the *O® num=-
ber upon which this work was applied,

. Janitor Work and Claaning up the Vork Rooms -
To be charged to "general work" on the front of the card, to go into non=productivi

Handling Oils - :
To be reported on the front of the time card as such,
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