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OUTIUT RZGIRD

Daily reports are sent in from each grinding and £illing depariment showing com-
plete detalil of the output as outlined in the U Department 0ffice System. Thia infor-
eation is compiled on grinding slips, Porm s B 1 end 2, showing the number of batches mim-
ed, the number of the mill and the number of hours grinding, together with the nurber of
packages filled and the oan used, These grinding slips are made out in the office at
the same time as the formula is written up and sent out to the department. They are
filed in B number order according to departments, thus retaining in the office a memorandum
of all R's which are out in the factory. As 'soon as all work on the B is completed the
slip is returned to the office showing any modifications which might have been made, the
number of batches which were mixed, the weight per gallon and any stock which mipght have
b;en left over, These slips should invariably be turned in the day when the run is com-
pleted.

The grinding slip which was retained in the office is then taken from the live
file and the information contained thereon is checked up with the B slip and the B is then
figured, After the B is Pigured an entry is made on A 22 output cerd showing the date
of the last manufacture of the run, slip number, the number of pounds or gallons in each
size paokage and the cost per hundred pounds or gallcms, Also the total coat of material
the total quantity of output and the total value of the entire output including packages.
This total material cost is entered for the purpose of facilitating the avarare cost at
tha end of the year, at which time the total quantity of output is divided into the total
material cost to determine the bulk cost per hundred pounds or gallons. The total value
of the formula is at the same time entered in the formula valus journal book #12 under ap=
propriate headings to distribute these formulas under the same olassifications as is shown
on G 9 report. The monthly value of output report is thus worked up by taking the total
from the output cards for sach classification, which total must cheok with the footings
of all B's entered under the corresponding heading in the formula value journal,

. The daily output report Form A 1 b is made up from the total quantity as shown on

the grinding report and entered in the 2aily output repcrt book #21 V. The monthly out-
put report is made up by taking the Pfnotings of the output on the A 22 card and assembling
them under the vroper headings on the A 4 output report, which report muat balance with the
totals of the daily output report book.

A consolidate report:.of the output and a consolidated report of the value is made
up in the General Superintendent’s offios showing the total output and valus for all
factories.

The official file of formulas is kept in the office on A 1 c card, a duplicate
record being kept in the General Manmger's office on A 1 g card, A register of all
formula numbers is kept in book F16, As new {ormulas are maode up they are renerally
vwritten up on an estimate slip Form A 18, The first time the goods are made they are
made on an experiment blank. . Thus the B number is not assigned until the goods are
made in & regular way, When the B numher is sssipgned, proper notificaticn is sent out
on the A 1 e slip to the various departmentas of the Clevelund Factory. . At the end of
each week 2 hulletin is issued from the General Superintendent's office showing all Txper-
iment mumbers and B numhers which have been assipgned during the past week,

0007-SWP-000122026




LINSSED OIL MANTTACTURE

The flax seed is received in steamers from the Northwest and put into the storage
tanks which have a total oapmsity of ahout 400,000 bushels, The seed is taken up into
thése tanks through a marine leg and is not hendled except by machinery. In manufactur-
ing into oil the meed is first cleaned by putting through a revolving cylinder covered with
wire oloth with oblong mesh, All waste and larger grain is ocollected at the end of oylin-
der .and is dispossd of as sorsenings. The seed ia next taken through a conveyor to a bin
placed above the crushing rolls where it passes between five revolving rolls so placed that
the weight of each roller rests on the one below and the bottom roller hears the weight of
the four above it. From there it is conveyed to a sorew conveyor and & shain and bucket
elevator into the steam jaoketed hopper, which by the use of live steam heats this meal up
to 190 degrees whioh darkens it considerahly, Tho soft cakes are then formed in a camel
hair cloth and ares put on the plates in the hydraulic press, On top and bottonm of each of
these plates is a corrugated hair mate, The plates are held in place in a heavy frame by
links ®0 placed that they all hang from the top plate. * Aftar a oake has been put on each
plate the pressure is startsd with about 500§ per square inch, When this pressure is reached
it changes automatically to the higher pressure, running up to 3300F per square inch, which
continues for 535 minutes. There are six pressings made on six presses per hour, thus the
pressure is applied for a little under one hour on each press,

R

The oll is drawn from the press to weighing tanka, then filtered and pumped to
the storage tanks vhere it is kept for several months, The cakes go to the trimmer end af-
ter all soft cake is trirmed from the edges they are packed into begs for export holding
about 350#. The output of & bushel of seod is 36§ of oaks containing 5} to 6% of oil and
20# of oil. The press room has a capacity o” pressing 2400 bushels of sead in 24 hours
getting an output of 125 harrels of oil and 45 tons of oake, Tor this output it regquires
two outfits consisting of three crushing rolls, one heater, one caks former, six presses and
ane cake trimmer for the two ocutfits. This machinery requires & building about 40' x 80'.
It requires a storape capacity of about 9000 barrels to care for this output.

These presses are operated by one superintendent who works 12 hours, two shifts
working 12 hours composed of seven press men at 2,25 per week, one caks packer 2,25, one
engineer ~ 3,00 for day engineer and 2,50 for night enginaer, ons fireman at 2.00. In
‘sddition to this Torce there is smployed in the day time for ten hours one laborer caring
for the seed at 1.85, one cooper at 2,00, one laborer pumping, blowing and boiling oils
12 hours at 2,50, one millwright 10 hours at 3.50, one janitor 10 hours at 1.75, six laborw
ers 10 hours at 1.75, one office clerk 10 hours at 1,50 and one nisht watchman 12 houra at
2.10. There are also six other men employed in the work of refining oils and making
3lack Varnishes who are not included in the ahove complement of ¥4 men which is the entire
Poree necessary to run the mill for 24 hours.

W\
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COLD FRESSED OIL

In the manufaoture of Cold Prewsed Linseed 0il the whole seed is fed into the
preas. This press consists of a broken worm inside of a cylinder mnde of chilled steel
bars with a very narrow slit between the bars. The cake is worked sgminet a plug in the
) end vwhich adjusts the presaure. The o0il ooxes dut between the hars and is collected in a
trough, The oake works out of the end, The power is apnlied to these presseas through
a tight and loose pulley run from a line shaft requiring about 7 to 7 H.P. per presa.
A pressure of ahout 10,000 per square inch is attained, The output per press is ahout '
150 bushels of seed in 24 hours, The yield is % harrels of oil averaging from 1T# to
16# of oil psr bushel. The cold preassed coke conteina 12 to 14% of oil,

These presses occupy much leass floor space than the pot presses,requiring a space
of ahout 15' long by 10' wide, In a building 50' x 90' there will be a capacity for 36
presses, The outfit Just installed consists of two amall rolls, 10 presses and heaters
combined whish will give an output of from 75 to 80 harrels of oil in 24 hours, it requir-
ing only one man to operate these 10 presses on each shift, This newer press requires
that the ased be warmed slightly to about 140 to 160 degrees after the seed has been crush-
sd somewhat, The heaters are open and are a part of the presaes, Through its use a
ruch better yield can be secured, gstting 20§ of oil per bushel and leaving 1T% of the o0il
in the cake.

The particular advantage in the cold pressed oils is that the cale is not discol-
ored and consequently both the cake and 0il are very much lighter and the oil can be hesated
up to the flash point of at least 800 degrees without any sign of breaking,

In the manufacture of blown oils this cold pressed oil also takes up more body
than the hot preased, It oan be readily hleached through the blowing process, making a
vary fine bleached o0il for use in white paints,

(‘_, BLOWN OIL

Our blowing tanks hold about GC barrels nond are 7' diameter and 10' high, These
tanks were originally intended for.storage tanks and we are only able to blow aubout 20
barrels to advantage, A shallow tank preferred,

Steam Coil = Scuare coil mande from 1" pipe and 10 coils high. Use live steam.

, Air Pipe = We took & 2" pipe and ran it within 2" of bottom of tank, plugged the
end and drilled 80 - 3" holes at the extreme end.

Put in 20 barrels of &Y or @, a much lighter and clearer oil can be made with 9%
Turn on steam and air heatinpg to 140 degrees, Turn off steam and watch carefully to see
that it does not run hircher as excessive heat will darken the oil. %“hen the oil is once
heated it requires very little steam to keep it warnm enough, If temperature rimes while
stean is turned off the air should %he stopped until sufficiently cooled. It takes about
300 hours to make @LY from {37

BOILED OIL
Tank holds about 60 Barrels cnd is 7' diam, by 10' high.
. Steam and Air Coils - Same as for 3lown 0il
We pump 41 barrels of @ into teank, turn on steam and heat to 180 deprees (10 or 20
(\ Ydegrees more will not hurt it) them add 5% of () which has been previously heated to about
180 degrses, The air is then turned on to thoroughly mix the o0il and drier and is con-

tinued umtil all taken up which will be in ahout one hour,

The boiled 01l will be much imnroved if allowed to settle a faw weeks before send=-
ing out to customers,
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LITHOGRATHZRS ¥..RWIGH

This can be made from &3 or (YT ~ Cold Pressed. «Cold pressed much preferred,

“hen made from J9M the varnish is much clearer and lighter in color. “o have
sent out hoth kinds and have pood reports on both so that I think it is immaterial which one
is used, "The 3ritish 0il and Cake Mills", London, have bourht some of the Ainderson

presses whigh are now running so that you may be able to get the same quelity of oil from
them as used by us,

We put 125 gnllons of @3 ot (9% into a copper kettle. Put it on the fire and
run it 590 degress am soon am possible, tuke from the fire as few minutes and i temper=
ature does not raise put on the fire again and let it ra to 600 degraes. Take it off the
fire and let cool to 560 degrees and hold at that temperature until the desired body is ob-
tained, We do not burn our 0il at present, “hen we did burn our Litho Varnish it was
heated at least to 560 deprces when we put a lirghted stick into the oil, if it does not take
fire then w2 run it higher until it does but not above 600 depgrees unless 57 is used. It
may take a few degreea higher heat, It will burn with a bHlue flame for 3/4 of an hour
vhen made from @3 Yhen the flame grown yellow and stronger a cover should be put on the
kettle and left for a short time, If QU7 is used the oil canmot be burned much over Pif-
teen minutes, In making the heavy Nos, 4 and 5 which cannot be made in one day, care
must be talken to have it off the fire an hour or so hsfore quitting time, stirring it con-
tinuously so that it will not tubber in the kettle over night.

& Yol v oraon amge Kore o Lol wntl (g3y Horimrg ~f o
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GUNRAL ACGOUNTING Department o A e

Bulletin No. July 6 190 %’

Subject yeupry INVEITORY For . 1 ety

The -ethod to be pursued in taking the inventory at the close of sach
business year ls as followa:

1 The inventory will be taken on {he morning of Cept, 1lst, amd all
. business up to and including Ausust 3lst, 18 to go Into the year's ac—
counts,
2 - At some time within the weck bafore the inventory is taken, one

of the small A-26a blanks shauld be mrde out for each item of goods in
stock- one lot only to each slip, (Case goods should te counted and
tagred at leaat two weeks prior t: taking of inventory!. If amy goods are
remcved from the lot after the slip is made out, = correction must be
made on the slip accordingly.

K On the moyning set for taking of inventory, these slips mmsat de care-
fally cheo<ed as to quantities, sizes and I'x T0's and collectad by one of
the office staff working with the foreman of the .lepartment.

- 4 “hen collected, sort up the slips in Rx mumber orlrr nnd enter the
particulars on the A4-26 Inventory sheet.

v5 > In collecting the n~26a Inveniory slips, se that:
A 8lip is taken fer esch lot of goods,
No pocds ure misged.
Ko 1tes duplicated.

-8 Preserve the i-26a #8lips until October lst, for reference In case
of questioning,

In writing up the A=Z€ Inventory sheets:

7 “'rite but one item on esach line of the sheoet and leave oue blank
line between ix numbers,

* 8 Separate the different classes of zoods; ons class to a page, or
leave seversl blank lines before starting another classifiesation.

.9 For paste Paint, .,D, (olors, Leasds, etec., specify tre kind of paock=
aze as well as sixze, whether ®.0., cans, palls, kegs, ste,

1o Keep Rx's in numericzl order and k-ep the varnish nmumbers separate
from and following t}e paint nurbera.

12 ¥Fake but one entry for 411 lots 0f the owme 3lza package where they
belong to the same 2x numbar,

1z :how smallest size pucliaies of oach 3Ax Tlrst; i€ there is no stock
of any size, do not omit, but mark "Gut”.

Forward
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GINZRal ACUOUNTIRG Department
Bulletin No. July 6, 190§
Subject YZARLY INVNTORY (Continued)"2" For
~ 13 For quantity on Taste “aints, show both number of packages and pounds.
- 14 For quantity on T.iquid Paints, . helf Goods and Varnishes, show only

number of packages ~ except for barrels and half barrels, when total guantity
in 3ll barrels or half barrels rust be shovmn., Individual gaugem are not

required,
15 %11 tubes mst be shown ir .ackezes and not in pounds.
+6 Leaky packages and unsalable stock are to bs shown as 1f in good con-

dition, and repaired und taven care of after inventory. uch goods posi=-
tively mist not be returned to factories until after inventory.

17 Number all sheets consesutively an' £ill in all headings ~ marking
the final sheet "Last sheet,

18 The 1nitials of the parties writlng up, checking, prieing, ete. these
shects, must be shown in the lover left-hand corner as provided for.

19 Goods in transit should be i'ntered exactly as on the memorandum od
shipwents you receive,

20 Unmanufactured goods should be Inventoried separately, snd rmst he
priced,

21 In prieing, costs on mamfuetured goods should he stated at the near-

est 10, i.e. 19,83 woulr be prised 19.80; -'7,98 would be $10,00 and =0 on;
raw matorial, and all umsed supplies of 2 present markotable value., Thene
rast be prieed at cost before being sent in,

22 Iaventory separately all raw materials, :nd such items as fhel, pack-
inz materials. and all unused supplies of a3 present marxetahle valua, These
must be priced at cost before belng sent in,

23 In makinz up the final expense report for the f ctories, only such
packing materials mm supplies s have be=n used will be taken Into con-
plieration, or in oth~r words, the amount of the inventory wil! he deducted
from the total sharce ‘for the year.

{Factory Tupts, should try to keep as :mwch as possible of thelr sun-
dry supplles in the store-room account, leaving 1little, if :ny, outside
of store-room or distributed around tre factory needing to be inventoried),

24 Divisions (and Factories, so far as they have such items) will inven-
tory their unexpired Building or “arshouse _enrt, Insurance, Taxsas, =clephone
Yental, and any othor items of similay expense which rav.: heen pald but
are not entirely expired. Iikewise, if there are items o° that class due
to be paid at the present or some future time, they imst be charj;ed to the

- proper accounts in fupgust and credited to a personal or suspense saccount
until the bills ars roceived and paid. 4
Forward
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Bulletin No.

Subject yopgry 1 TNTOTY (rontinued) wgw
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GINRAL £CCOUNTING DEpartment

190

For

Divisions must take complete inventories of all Advertising and ta—
tionery stocks, postage stamps and other items of exvense for the purpose
of verifying or making necesusary szdjustments of those items on thelr 39-K
Gencral “xpense Reports and 39~ Comsolidated “xpenss “eport. (See :ccount=
ing No.4*.

Unused Iunch Room supplies amd provisions will not be inventoried, as
they are of too amall and transitory a value %0 he takemn into acoount.

Every possible effort should be made to have no more zoods in transit at
inventory time than is absolutely necessary, although stocks should mot
be allowed to run down too low, In many previous years the 'amufacturing
Deyt. at Cleveland has been comsider:dly inconvenienced on account of the
many rush shipments ordered immedistely after inventory.

1t 1s better in compiling these A-26 sheets to have them typewritten,
that a carbon copy may be taken and kept for reference after the original
sheeta are sent in here, The carbon copy should, however, be on plaln pe~
per, snd not on Inventory blanks,

Weo request that all possible care be used in writing np the sheets so
that it may not be necessary Tor us to correspond ahout doubtful entries,
and also request that every effort be usad to forward the sheerts at the
aarliest possible moment — malling them by speclal dslivery, asddressed to
the Auditor personally,

If these instructions sre carefully followed, it will enables us to
corpile the inventory in & uniform manner with the least amount of lsbor
and in the shortest possible *ime,

A-26 and 26-a Inventory forms will be ready for diastribution about
July 15th and all requisitions shonld be sent to the Dept, of Publicity
by that date for whatsver gquantity ie required.

ATT Yoctories, Divisions snd Depots should, by Awust 10th, see trat
thay have recelived the necesszry lnventory sheebtes and slips, so that they
will not find at the last minute trat something ia lucking in their prepar-
ations,

The various depots will be supplied with forms as follows:

Buffalo and Cinc¢imnati By Central Division

*inneapolis Chicago Factory Cu pt

Savannah " Newark "

Dallas " Southwestorn Division

Portland " Central Pscifie Divuhn

Oan Diego " Southern "

Tokonte & “'innepeg " dontreal Factory unt,
Forward - o=
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GENERAL ACCOURTING cpartment
Bulletin No. ' 190
Subject YZARLY INVENTORY (Comtimued) 4" For
34 Divisiona havisg loeal distributing stocks, swch as the Central

Division at Detroit and Pittsburg, the Middle West Division at Omaha and

the Sonthwestsrn Divisien at Sal$ Lakxe City will see that the inventories
are furaished en the rogular sheets in the same manner as for sakiaxx stoeks
ia waretiouaes. These invemleriss should be carefully ohweked in the Divisien
offioces before sending to the C.:oral Aoeonu-c Dapt,, wmd met u,gdx mat
D-,p; b:p.&-t. KXbe . Do-anieniokly emetil o SV T VRS b0 ravh

a5 . When the figuring of the inventory has deen sewmpleted, the samsunt of
freight paid on the goods in ateck at warehouses will B ﬁ:mnl and ad—
vice given eash division se that they can dedmet from 'l'rn-po:rhtion ox-
pense and carry forward to the nex year's Transporiation aseommt the por-
tiom of that scoount covering goods remaining en hamd at time of inventory,

36 It has Deen possidle for most of the warehouses, during the past twe
or three years, to mall their sheets complete sn the days the inventory is
t ken, and all should, therefere, be particular to mail their sheete early,
sa all the Cleveliand figures vf.n be aomplled by the night of Sept. 1wt.,
and ths Gemeral Accounting Dept, will be resdy aud waiting for the shests
from the other warehouses on the morning of Sept. 2ad,

- We deslire each yesar to sstablish a new reoord on inventory work, in both
acourady and spesd, and although the present record is an exoollent one, it
wan be beaten and everyons should do the best he car towards the accomplish-
men¥ of that result.

28 The 1904 Invantory covered B840 shaets, with £rem 25,000 to 35,000 itcm-
and ropresanted sopy 1500 hmixe® work an the. mﬂmmw
apd’ oomtometer sperstors,. 1t was started om the lst of Septeaber and com-
pleted en the 10th, requiring ten days; the 1905 inventory covered

901 sheets snd was finished dy Sept. 7%h, three days bvetter thanm the pre-
vious year.

39 You can appreeciate vhat it would mean in this work if all the ware-
housss did not respond gemerously with thair smpport in gettimg the sheets
to Cleveland promptly and correotly, and you are looked te for the same
hearty co-opsration rendered in the past.

40 Any polnts not sufficiently clear, will be explained in greater detall
on request addressed to the UYenmeral Accounting Dept,

7(4 CQ( ﬁ;l—ém.,:;r’z >
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INVIKTORY SYSTaM

o later than July lst 2ll blanks whieh will he requirsd Tor the invenmtory work
should he ordered, These should be in the factory O0ffice no later than thz 1lst of Aug.
and better by the 15th ol July. At some date Trom the 15th ol July to the 1lst of Aug,

a bullztin should he written to each warchouse setting the exact date to toXke the stock,.
This bullatin should outline the method of teking inventory in detail so as to insure rll
renorts coming to the ofiice in uniform monner. The atterntion o? the warehouses should
be particularly called Lo ths Tact that the stocl should not "o nlloved to run away down
below the limit on zeecount o inventory and precautions shnuld he talzen to not have any more
goods in transit at inventory time than are absolutely necessary, The matter of distri-
buted stocks at other warehouses should be carefully looked into and definite arrarzements
made to report these stocks, Ilext all of the A9 cards should me prepared, mokineg out
one card for each item which has been manufactured during the year Zor the pur)ose of con-
solidatinz all inventories,

The A 0 sheets 3hiuvld “e written up showing the last ynar inventory in the first

colunn, These are used latar %o compils the inforrotion ahout manufacture at difTerent
factories, inventory at the end of the year und the sale, The averare costs for all
marufacture up to Aug, lst should e Pigurad. These m:st all bHe completed by the £5th
of Aug. It will require about 100 hours work for ihe costs of 2000 formlas. All
averaje costs for varnihs filled must he Tigured as well, The average cost book should
Le written up with the B nmumbers urd names so that uftar the Tirst o the month it will be
necessary to mnaraly write ir ihe costs or tho full year ., Arrange definitely to hrve
all of the pacliage additions used at the other factories so as to have all necessary in-
formtion when fisuring the averupe costs, The A 22 Output Card, B 15 Stock Card, A 25

Tay Roll Cards and all other such card systems Tor the new year should be prevared bofore
Sept. 1st »

Arrangements should be made Tor the services of a sulficiert nuiver o? cuomtoneter

operators to Ticure the inventury, The work will requirs the services o three exvert
operators wha should start work on the lat as experience shows that their best output is
ahout Pour complete sheets per hour. This includes the extensions end footing and check-

ing of both,

Definite arrangements should be made to get all of the work which can he completed

hofore the 1lst of Jent, done before that 4ime, It is particulorly trus of the Returned
Goods records of Cleveland and the other Pactories, which is likely to be overlooked. A

short tims besfars the lst of 3Sept. a memorandum should be made of all items which have just
been received and not yet invoicsd and the Furchasing Dept. should muke particular e®Zort
to get all such invoices in promptly. It is well to see the foreman of every department
and arrange to et all B's turned in very promptly, cleaning up at that time all that is
possible.

About the 15th of Aup. the 4 20 a inventory slins should bz sent out to the differ-
ent departments in the factory and it is well to see each foreman personallr ond instruct
him as to just how the detail of the inventory should be handled. Also arranpe definitely
Por the taking of the sundries in the G.O.

How that these preliminary instructions have heen issued the office force should
»e well orpanized, All vocations should he Tinished “efore Sept. lst if joassible or if
not, none should be allowed until the lattsr part of Sept, It is not well to have too
many claris away on vacations during the nonth of Aug, It should »e arrarsed to get as )
much assistanrce as possills Trom the department c¢lerks, Ths office force sihould consist y
of somewhare {rom 16 to 20 eclerks in addition tc the comptometer operators, The sxtra :
time which apnlied on this inventory work should »egin the night before taking inventory i
and should be definitely arranped that this work should continme until 10 oclock, the ladies
all to »o excused at 9. This extra work must extend over Saturday afternoons znd on
Labkor Zay. This night work should not be continued any longer than is ahsolutely neces-
sary and at the earliest npssible moment it should he atopped altogsther.

0007-SWP-000122034




In the taking of stook the most satisfactory method has been found to definitely
arranpe to have all stook of manufactured goods counted and ready late in the afternoon of
Aug, 31st, Four clerks will be able to ocollect all slips for manufactured goods between
4 and 5:30 P.M, These slips should he sorted up and entered on the A 9 a carda at once
and it will be ocasible for the force to get almost all of them entered that evening. The
next morning (Sept, 1st) at least six of the best oclerks shovld take the stocks in all de-
partments, This shoudd take from 15 to 20 hours of work, thus taking all stook of manu-
factured goods and raw materials ir from 20 to 25 hours. A definite plan can he arranged
for the clerks to meet the Poremen at a certain definite hour, During this time the
Chief Clerk should remain in the office to be able to direot the force in the offioce and to
handle the material just as soon as it comea in, Particular effort should be made to get
the informetion on these 8lips transcribed to the A 26 sheets or the A 9 cards at the earli-
eat possidle momant so that all items may be checked before the stock has been disturbed.
It is also very important that all of this Cleveland stock be written up in permanent shape
by the night of Jept. lst 20 as to have this mass of papers out of the way al the time vhen
the sheets bagin to arrive from the other warehouses, which will be at least on the morning
of the 2nd, The stock from the Store Room and ‘echanical Dept. should “e written up com=—
plete on the A 25 sheets by the department office, The priecing of these A 20 sheets
should nlao be donc immedintely and enough sheets of manufactured goods should he priced on
the nirht of Aug, 31st so as to have something for the comptometer operators to start on
when they report on the morning of the lst,

In prioing the inventory the cost should he reduced to the nearest even 5 or 10
t> get oven fisures, thus: Cost 219,98 should Ybe priced 720,00 - Cost 519,33 should be
priced 719.80. All stock at the warehouses should he priced with the cosat of the factory
supplying them, thus : DBoston stook would be priced at hewark costs, The cost to he
uged for the other warehouses should he decided upon »efore the lst of the month and averape
costs on all goods manufactured at other factories should he reported to Cleveland office no
later than the 25th of August, “hen the inventory at each warehonuse is figured an item
shoulgd be added to the total covering the cost of freipght shipping this stock to the ware-
houses.

As the work is progressing the initials of each clerk working on a sheet should be
noted in the space provided for this purpose. Care should be taken that this is not
overlooked on any sheets from the start. Every sheet shounld bhe anproved personally by
some one in authority. (Proper space should be provided on the sheet Tor - Apnroved ——-——
This did not appear on 1904 sheets.) A3 soon as the sheets are priced and entered an
the A 9 cards the A 9 cards should he footed and entered on the A 9 sheet, This work
should he crowded forward as rapldly as possible as it reveals any errors which may exist
and these muat he settled promntly so as not to delay the closing of the inventory. “here
aver necessary it is worth while to pet any doubtful entry explained by telegraph.

The taking of inventory requires about 9 days work. In 1904 it required six clerks
20 houra to talke all atock in the Cleveland Tactory, It required ahout 725 hours on the
part of 16 clerks to compile all of this information on the sheets, The fipuring was done
in 225 hours by three comptometer operators, The work covered 840 sheets representing
from 25,000 to 30,C00 items, It was started on the 1st of 3ept, and entirely comnleted
on the l0th, requiring 9 days, In order to acoomplish this it requires the close con-
centrated ePfort of every one connected with it until it is completed. Zverything possi-
ble must be prepared hefore the 1st of Sept. so that nothing which might have been Tinished
before that time remsins to he done, With a good organization and the right kind of energy
put into the work, the inventory can ba completed without exhausting the office force.
As soon as it is complete the same energy should be continued on the annual work which should
require perhans seven or ecight days longer. 3y aorganizing this part of the work and set-
ting a definite date for the completion, all of the inventory work and most of the annual

viork can bes completed in two weeks time with the entire force, After thot time it may
require another week or perhaps a little longér on the part of hal® a dozen of the best
olerks working, say lionday, Tuesday, Thuraday and Triday nichta, It will be found diffi-

cult to k=ep up the interest in the annual work after the inventory is finished, though by
setting a deTinits date for the comnletion of this work the intereat can be kept up and the
night work stonped earlier.
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Ls soon as the inventory itsell is completed the sales and output, A 9, should he
finished up at the earliest possible moment, The output records {rom the liewark and Chi-
cago factories should he reseived in this office no later than the 1Cth or 12th of the montlh.,
This information is then transferred to the Cleveland output record cards and the average
c¢ost -on the entire manufacturing et all factories Tigured. The Lewark and Chicago output
cards should he returned just as soon as possible. I+ is quite important that the aver-
are costs he finished promptly so that the statements showing the costs compared with the
selling price ean he completed by the 1st of Jct. In order to do this the statements
showing the lists and selling prices shculd be received from the Sales Office no later than
the 15th of Sept. At this same time the statement showing the packases Tilled in each de-
partment should be compiled for use in figuring the filling expense on the General 3xnense
Jheets, In compiling this statement particular care should he used to halanse each line
with the output report carefully cs the work is proceeding. A statement showing the net
cost of manufactured goods sold should receive prompt attention, This necessitates the
early cormletion of the Returned Coods Decord fra Cleveland and other factories. Work
on the General Ixpense Sheets should he begun promptly and they ought to be completed by
the 30th of Zept. The new system of G.S. reports renders this very much easier than it
has heen in the past. The packape additions ought to be finished by the 30th of Sent. as
should the consumption of raw mmterial. Thias makes it possible to start figuring limite
on raw material and manufactured goods by the lst of Oot, The 4 9 sheots showing the
sales of ranufactured goods and the A 9 a cards should now be earefully chacked over by the
stockkeeper with some competent clerk, the manufactured goods limit made up and the overa
stock carefully »ut on record and disposed of as much as possible.

0007-SWP-000122036




/‘1’::41 rLir

sCam N
\\M\_ L SR

0007-SWP-000122037



e m mrevn . e

Inn \Ju.h\ -'—Jl- I.uin'_.-.tu CC&. i.. LS
Sovaraine Time Reening of Tactury Employses,
Iin Effect Zebruary lst, 19¢l1 - levised Tecsnhar 6th, 1504,

Rule I -

The time-kesner will hn reqiirad to ke in his o~Pice at 6:0C A.M. each day,
and remain until 6;30 AM,

Rule IT =
The time-kerner will not he pornitted to hand out or receive any Lime cards
to or from ary employee o® The Sherwin-7illinms Co. except the onez hanring tha rumber up-
on the na;—roll aaaigred to thot e1v10yee. The onlr exception to this rile would be
in case of zacident or sudden illness vwhare 31 would “e inmosaible ®or the ~nplnyes to
tand in his or her card.

Rule IIl -
when the time-keeper lsaves his office he will teke with him to the Tezctory
O7fice all tima onrds not already civen out ard all employess cominz in lete will h2 re-
guired to apply there “ar time curds.

Rule IV =
Tha time-keeper will he required to »= in his office from 5 P, i, to 5:3C P.Y,
each day excent Saturday, whan he will he there from 11:3C A.V. S0 12 L,, to receive and
proparly stamy the cords a3 tkey ere turned ir cach day. de will then redistribute and
plres tham in Lhe boxea or pigeon-holes aasismed in th2 different denurtments of i
fhctory so thal ther ray he secured hy the ’nrewen of thease deanr‘ﬁents a3 they come in
the Tollowirns morrning.

7 Rdle V -
The time-keeper will nut enter sny time on the pey roll until the cards are
apnnrovad hy the Toremen of the departnents and by the Zuparintendent.

Rulz VI -
The time-keener will not snt2r many over-iime on the pay roll exzent such os
is ra2corded and turned in on rerular "Jvertine" cards, TRACTIJNG 27 HIUIG, =xexst
svch a3 nmay he approved as overtime, will not te nllowed.

Rule VII -

Employces leavins the Pastoryr for ary causs hefare the day's work is com-
pleted, will b= required to get permission from and turn in their time cards t{o their
Toreman, who will mark the time turned in, approve and s~nd such onrds direct to the desh
o® the CZuperintendent, with axplanation, '

Rule VIII -
Implayees entering the Pactory leie will 1ose one hour, and parsisternt itardi-
ness will he dememed suffiniant causs ©or dismissal Trom the sarvies of The Sherwin-iilliams C

Rule IX -
Lo orartime will bhe allowed a2xeept such as ey be absolutely necessary frox
J 4 v
time to time, and for the hest intarest o7 the Tompany. YOvertime Cards" will bz pro-
vided ?5r the foremsn o sach department,

Rule X = . .
- Tha periods 57 pay will elose on the evening of the 15th and th~ luasi do of '
; the sonth and the pay day will »e on the 17th and 2nd a" the month, wiern the 15th or
tha last day of tha ronth falls on Scoturday it .111 raq tre the Tollovines Nonday oand
Tunsday to =uke up the may roll and at such times employees will »o paid on Tuesday
eveninr~,
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PAY ROLL SYSTEM

Tor each employee entering the service of this Company, a notice of theemployment
is sent to the Paciory Office on Torm 47 Hx showing the complete information about the res-
idence, occupation, rate psr hour, ete, of the new employee. This name is then enteread
on & card index which is used as the direatory o2 all employees. A cheek number is asw
signed to this new employes and the name is then entered on the pay roll ecard Form A 25.

To record the time worked by all employees a time card is used having different
blanks for different departments = E 5§ - E 6 -3 7= E B, A time card for evary emnloyee
is made out and sent to the timekoepers office the last thing each alternoon, In the
morning as the employees come in, each card is stamped with a time stamp to show the time
the employee has entered, After the starting time such cards ha have not b=en called
for ars recorded on the daily report of employees absent and tardy which is used as a
basis {or our Promptitude Report system, These time cards are Tilled out by the in~
dividual a8 explained further in the cost basis, distributing the time to the material
worked on, As the employees pass out in the evening these cards are left in the time-
keeners office and are agein stamped with the time out,

The cards for each departnent are then assembled and are pgiven to the foreren the
first thing the following morning. They are then appnroved by the foreman and returned
to the Factory Office promptly. All piece work is carsfully cheeked up with the de-
partment reports and the time is then entsred on the pay roll card, distributing it between
the various service accounts and showing the total amount of pay Tor that day,

The pays close on the 15th and last days of the month and the pay day is invariatly
two days after that, Nothing is ever allowed to interfere with the regularity of the
pay day and the only case in which it is more than two days after the close of pay would
be that if the pay olosed on Friday nizht or just before a holiday, it is three days after
the close as it requires a day and a half or two days to mske up the pay roll. If the
pay closed on Thursday the pay day ias invariably Saturday at noon,

In making up the pay roll the A 25 card is Pirat footed arnd the footings carefully
checked. The comptometer is not used for this. Two sets of pay envelopes, Form 30 b
are then written up showing the check nurber and the date and on one set the rross amount
of pay. At the same time the pay roll receipt is written up on Form 37 b, To deter~
mine the total zmownt of the pey roll the & 25 cards are footed on the comptonmeter, class-
ifying Tur each department, recording the total Tor each department on Pay Roll Sumrnary
Torm A 24, These totals are checred by foobting the amounts shown on the pay roll re-
ceipts on the comptometer in the same way. These two footings must balance showing that
the work is corract. Next %12 pay reeceipts are enclosed in the set of ervelopes show-
ing only the check numbercomparingthe amounts with the amount shown on the other set of
pay envelopes,

Next the amount of henelit dues is entered in the ledrer for recording these, two
clerks working together, one calling the total amount of the pay from the envelope, the
other calling the amount of dues (175 of the wapes up to 310,00 per week or half pay roll
perind) in this ledrer back tuv the first clerk who notas this omount of duss on the pay
envelope, there heing no other receipt made. All charges Por paint, atore room items
or any other charges arainst any employee are notsd on the envelope, Thesc various de=
ductions are then taken from the gross amount of pay to determine the net amount of cash
to be paid to each individual. The total amount of charpes of various kinds to all in-
dividuals is deducted from the gross amount of the pay roll to determine the net amount of
cash to be paid, The net pay to each employee is then checked up against the net total
and on halancing it proves that there has been no errors in making up the roll, The
pay envelopes are then sent to the cashier who puts the cash into the envelopes, making
the total amount of cash put up balanes with the Pay Roll Summary statement Form A 24,

A Tew minutes befors closinys time the pay-master sets the envelopes from the cashier, tak-
ing them to the time office to'be prepared to ‘pay off the moment the factory closes,

The workmen present their receipts, Form 37 b which they have sipned, to the pay-master
who compares the check number and amount with the pay envelope and gives the envelope to
the man, This method of paying has nroven eminently satisfactory and through its use

ghe(pa -master with one assistant, can pay off without the slightest difficulty 100 men in
minutes C
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Immediately after the pay it is the duty of the pay roll clerk to distribute the
smount ol serviece to the varlious accounts and to write up 2 Porm A 25 b for each denartrent
which shows ths chack number, name, hours worked, the total amount prid and the amount
distributed between the various eccounts at which the man worked. The first and second
pay cre hoth shovn on the same sheect, At the end of the month the amount of monthly
pay is added to determine the total paid to all employees in each department. This also
shows the nurber of employees in the department and the average rate of wares par hour.
From this is made up a sumary report of wasess, Torm G 23, The total of the A 25 b
pay roll statement is assembled in the old pay roll journal book now void to determine the
total amo'int of service to he charged to each service account. Prom this is written up
the monthly fService Report, “orm A 17 a showing the total for the month, ysar to date and
last year to date.

Vhen an employee lsaves thn service for any reason a notice of this dismissal is
sent to the office on Torm 47 Hx showing the date and cause for dismissal or resignation.
Thesa are filed in the pay roll clerks desk in date order. The directory card is then
taken from the file of present employeem and nput into the Pile of past employees. The
pay roll card is taken from the cards in use and put into the file in alphabetical order,
care being taken to kcep all cards for each individual together in date order, thus making
a complete record of all information regardins each smployee on a few cards, requiring only
two cards for a years record. This {ile is consulted at the time when mking any ad~
Justment in wages and presents the employees record in the most condensed -ossible form.
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TOWTHLY RETORT OF PROMTTITUDE & ATTENDAKRCR

A very careSul record is kept of the Tromptitude & Attendance of all factory em-
ployees, Every morning just after starting time the timekeeper makes up a list on
Torm & 19 showing the men who have not ealled for their time cards, These names he can
readily determine from the fact that the time cards which had been numbered the day before
had not been called for, This list is then sent to the Superintendent thereby giving
him immediate advice 02 the men absent or tardy in each department, This report comes
back to the timekeeper during the day and he then finds out from the foremen the ocunuse of
the tardiness or absence using the following letters to designate the various reasons:

T Tardy

AX  Absent-excused

5 Sick

H Hurt

I® laid off

Q Quit
Zach day this report is drawn off on Form & 19 a thus commiling all of the information for
the month, Promptly on the lat of the month the figures are compiled in the following
nanners:

The number of actual working days irn the month (deducting Sundays and Holidays)

is figured, Then is fisured the numher of days each man appears on the pay roll, In

case a man is discharged or laid off before the end of ithe mnnth or his emplovment doea nat
bepin until during the month sume time, only the exac! number of days during which his name

was on the roll is used. In this way the correot possible numhsr of working days Zor
each denariment is determined.

Yext is figured the percentase of attendance by deducting from the possible days
worked the number of days missed on account of absence, This shows the actual days
worked which is figured as a pnercentase arminat the possible days. The actual days
worked ia then taken as the hasis for fipuring the promptitude report, The number of
casea of tardineas scre deducted Prom the actual days worked and thus is fisured the per-
eentage of promptitude. Note - this is figured apainst the actual days and not the pos-
sible days worked, This information is shovin on Form A 19 b, For the benefit of
the men a copy of this renort is sent out by the Superintendent showing the order in which
the department stands each month end all of the data rerarding the number of men late,
percentage, etc, This renort is pasted up on the bulletin boards by the foremen Jor
the general information of the vworkmen.

% consolidated report is made out in the General Superintendent's ufice on Form
A 19 o showing the record of all factories, The promptitude of the employeces in all
of our factories is something remarkable, This huas been attained larsely through the
use of this report. During the past year our record has never fallen below 98% in all
factories and almost every month was over 9973, June 1904 being 99,45 of promptitude for
12403 working days. A record of the office people and foremen is kept on a Bundy
time rscorder and compiled on an A 19 b blank.
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