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or class of goods ami should lx* ruled to 
show the quantities received, quantities dis­
bursed and balance in stock. While in 
some eases then* may lx* reasons why the 
stoek-kee|x*r should not know the cost of 
goods, it is usually advisable to include 
prices in these records.

For all ordinary stocks of goods and for 
factories es|x*cially, the card shown in 
Form 1 will answer the requirements. It

Another stock card which is especially 
adat|x*d to the needs of a manufacturing 
plant, and in which castings or other parts 
an* received in the rough and afterward 
finished is shown in Form 2. It will lx* 
noted that on one side of this can I is com­
bined a record of rough ston*s, a n*conl 
of finished stores and a record of the parts 
us«*d and for what purpose or tin what 
other number they have lx*en used. This

In any business, this same rule should 
be followed, i.e . some one should lx* made 
responsible for the stock and no one else 
should have authority to go to the stock­
room and help themselves. The stock 
should Im* delivered by the stock-kec|x>r 
only on receipt of projx*rly signet! orders. 
10veil in a retail store some one |x*rson 
should have charge of the reserve stock 
while the stocks on the shelves should be
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will be noticed that one card is used for 
each article in stock anti these cards are 
filed lietween guide cards on which are 
written the indexes separating the different 
classes of material. The cart Is of a given 
class are arranged according to the name 
of the article, the size of the stock num­
ber, as may liest meet the requirements of 
the business.

Referring to the form on the card, across 
the top we find the name of the article, 
the size or kind, the location (meaning its 
location in the storcnxmi), anti at the ex­
treme right, three spaces for high, normal 
and low limits. For every item in stock, 
it is advisable to establish a limit above 
which the stock should not lx* allowed to 
go without lx*ing given s|x*eial attention; 
also a low limit which may also lx* termed 
" the danger limit.” Between these* two 
will lx* the normal quantity of stock.

By merely watching these* limits, when 
goods are* take*n from the storertxnn, the* 
stock-ke*eper can ke*ep in pretty e*le>se touch 
with the general condition of the stock, 
but the use* eif movable metal markers 
tabs in connectiem with the card will auto­
matically indicate* when an item reaches 
the danger limit, be it either high or low. 
When the stock reaches the* high limit, a 
black tab will lx: placed over the word 
“high.” If this stock moves rapidly, bring­
ing the ameiunt below the high limit, the* 
tab will be* moved along to the worel “nor­
mal.” If, by chance, the steick reache* 
the: low limit lxdorc a new supply is re­
ceived, the* black tab will be replaced with 
a re*el tab or signal place*el over the word 
“low.” The: manager eir purchasing agent 
by merely glancing over the files once a day 
will at once have his attention called to 
the items which ne*e*d looking after by the* 
jxisition of these tabs.

form possesses some features, the* value of 
which will lx* recognizee! by any manufac­
turer having need for such records.

Steie*k re*e*ords will not kee*p themselves, 
neither are* those* without responsibility in 
the matter liki'ly to pay much attention to 
such reeorels. I’ideas someone is made 
responsible both for the stock itsedf and 
the* ree*eireling eif that steick, the* system 
will lx* eif little value* In manufacturing 
ami jeibbing houses it has long sine*e* lx*en 
demonstrated that the saving thremgh the 
pre>|x*r e*arc of the steick is much greater

loeike*el afte*r by one clerk in each elepart- 
ment. When we* say that goods should be 
placed in charge of a stock-keeper, we* elo 
not necessarily mean that a person must 
be employed for that purpose* only for the 
duties may be assumed by some other em­
ploye, but the main thing is to know that 
someone is making it a part of his busi­
ness to maintain the inventory system.

We have* alreaely refe*rred to the* fact 
that a stock recorel system is not intended 
as a substitute for an actual physical in­
ventory. While it is assumed that the re- 
corels will be* correctly kept, it is true that 
errors will creep in and the*se can lx* de­
tected only by a frequent check. It is not 
necessary, however, tei take* an actual in­
ventory of every item in stock to e*he*ck 
the* records, sine*e emr ree'ords are made up 
of a system of units, there* is nothing to pre-
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than the salary of a coni|x*tent stockkee|x*r. 
Most manufacturing establishments, where 
any attention is paid to system, place their 
stores in charge of one man, holding him 
responsible* for its prei|x*r storage: and for a 
projxc record of its elispeisition. Under no 
circumstances <lex*s he* allow supplies of any 
character to leave the storeroom without first 
receiving a requisition or orele*r signed by 
some one in authority. From these requis- 
itions he obtains his data for posting the 
items on the stems records.

vent our checking one or more units at a 
time. In other words, instead of counting 
the entire stock we can count certain section 
or certain items.

One method which has lx*ett used suc­
cessfully is to divide the stock into 2<> sec­
tions, one for each day of the month, sep­
arating these sections in the file by a spe­
cial guide card. Each day the items in­
cluded in the corresponding section are 
counted and compared with the records. 
Another method which, in some eases


