
BOOK-KEEPING SYSTEM AND OFFICE PROCEDURE
Tlmt usclt'ss duplications and the contiinicd followinji of jjioccdurt'

adopted years afjo without tai<in>!; cognizance of modern conveniences and
facilities liave combined to make tlie jJiesent system wasteful, is in effect what
the auditors say.

Duplication of Treasurer's and Comptroller's Records

Numerous instances of duplication of records are H'ven, of which the fol-

lowing is l)ut one exami)le

:

It is contended that much uiuiecessary clerical labor is occasioned in the
operations incident to the preparation of accoiuits for i)ayment and the sul>-

secpient records. When vouchers (invoice.s and the like) are certified, a vouclier
form is at present jnepared l)y hand—this voucher form containing numerous
particulars usually associated with such documents. When these are passed
for payment, a warrant is issued on the Treasurer (these warrants lieinj;; similai-

to haidv ch(<(iues and in stul) form) thereby occasioning another ojieratioii.

dui)licative on account of tlie stub having to be filled out. The checpies (also

in stul) form) are thereafter issued from the Treasurer's Department. The
auditors reconunend that these three operations be combined by the adoption
of suitable forms jjroviding for carbon copies.

It is furtlier stated that dui)licative work in the above connection does
not end here, for a record of vouchers is kept by the Treasurer and a^ain in the
Comptroller's I)ej)artment.

The larjie numlier of payments made by the ( 'ity, t he auditors state, render
possible considerable savings in clerical labor by the ado])tion of the scheme
outlined by them. The auditors give other detail suggesti<ms which they claim
would effect material savings and benefits in the routine of the Comptroller's
and Treasurer's Departments.

Lessening Detail in Tax Collector's Office

The reduction of the volume of clerical labor in the office of the Tax ( "ol-

lector is .also recommended in the rei)ort. Tiie auditors claim that unnece~>ary
delail is maintained in the matter of recording Tax payments and outline
the imx-edtne to be followed with a view to a saving of time and labor. The
preparation of the Tax notices is instanced as also affording opporttinity for
improved methods— it being maintained that by utilizing mechanical .aid and
by providing a coating of carbon instead of the separate carbon sheets, sul)-

stantial savings would be possible.

Suggestions re Assessment Department
While changes are not definitely reconunended in the Assessment Depart-

ment, the auditors suggest consideration of a card system as a possible means
of reducing the heavy clerical work in this department. The cards could be
ruled to cover from five to ten years' o];era1 ions. ( )nce written tij), a permanent
record would be obtained, upon which sundry changes relating to ownershi]).
etc.. could ea-ily i)e given etTect to, as contrasted with the laborious methoil
of rewriting the assessment roll each year in cumbersome books. The auditors
admit that a frecpiently voiced objection to card records is that the cards get
lost. They cite, however, the instance of the Water Work.s Collection l)ei)art-
ment where signal success has resulted from a well plannetl and well conducted
card svstem.*
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