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LOOSE-LEAF SUPPLIES

It is the particular exactness of the C.C.C. rulings and printing, and the quality of the material used 
that has made these goods the standard in their line.

We always have ready for instantaneous shipment, stock rulings and regular size binders and 
holders. Besides we stand uniquely equipped to furnish special rulings and binders promptly to order.

Perpetual Ledgers Trial Balance System Legal Systems System for Banks 
Hotel Systems Retail Systems Holders for all descriptions of Loose-leaf forms 

or Magazines. Patent Seal and Lock Ledgers, etc.
The loose-leaf perpetual systems which we introduced absolutely stand alone the greatest time and 

labor-saving methods on the market to-day. The paper used is manufactured specially for the 
work required of it and bears our water-mark as a guarantee of quality.

It doesn't matter what business you are engaged in. Write to us and 
you'll find us prepared with a list of good suggestions in accounting.

COPELAND-CHATTERSON-CRAIN, Ltd.
Head Office, TORONTO, Canada
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John Underwood and Company
are the sole manufacturers of

UNDERWOOD'S
Celebrated Carbon Papers and Typewriter Ribbons. They are

UNEQUALLED IN QUALITY
90 Richmond St. East

TORONTO

RibboN



September 4. 1908. THE OFFICE EDITION. 3

Stop Those Leaks
In Your Pay-roll

Now, when it is necessary tu eut out till waste in the production of your 
goods, is the time to instal AN AUTOMATIC CHECK ON YOUR 
PAY-ROLL, so that you will get, all the labor you pay for, absolutely.

You can find out who are the time thieves, the late comers and the early 
goers, who pilfer time that belongs to you and for which you pay.

•...

The Time
Recording
System
That
Stops
All Leaks.
By this system of time­
keeping each employee 
must be at his work when 
the bell rings or whistle 
blows, and must stay 
there till quitting time— 
or pay for the lost time 
out of his own pocket.

This system has been thoroughly tested and has proven a satisfactory, 
profitable investment in more than 5,000 places, including factories, 
mills, warehouses, stores and financial institutions.

Let us look over your place and recommend to you a system to fit 
it with economy and profit. It will be a pleasure to serve you, with 
no obligation on your part. Drop us a line and we will send you our 
booklet that explains our latest system of labor economy. It’s free.

The International Time Recording Co.
of Canada

Traders Bank Building TORONTO
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PERFECT WORKMANSHIP
Printing Book-Binding
Relief Stamping Engraving

LOOSE-LEAF OUTFITS
The highest standard has been attained in the manufacture of our 

BLANK BOOKS. Any style of ruling to your order.

COMBINATION STOCK LEDGER FOR JOINT STOCK COMPANIES
I ACCORDING TO THE COMPANIES ACT)

FULL BOUND strongly in leather. Price $5.00

MORTON. PHILLIPS & CO.
Stationers, Blank Book Makers and Printers 

115-117 NOTRE DAME ST WEST

MONTREAL

Mk. Subscriiikr:—

We find many of on - clients are 

going carefully over their accounts and 

asking for new reports—some of them 

are sent to our Collection Department. 

Perhaps you may find a suggestion of 
value in this.

R. G. DUN & CO.

Circulars Should 
Be Well Printed.

T It costs as much to send a poorly 
printed circular through the mails as it 
does to send an attractive, business­
getting circular.

11 It takes as long and costs just as much 
to prepare your list and to address 
cheap looking literature as to address 
well-printed matter that is bound to 
arouse interest.

1 Do not, therefore, skimp the printing. 
Insist on good work. The chances are, 
too, that the increase of cost will be 
slight, indeed, if you have your circu­
lars printed by

The Commercial Press
47 Lombard St., - - TORONTO

Phene Main 967
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A. C. NEFF & CO.
CHARTERED ACCOUNTANTS

AUDITS AND INVESTIGATIONS 
A SPECIALTY

70 Victoria St., - - TORONTO

Phone Main 1330

TRY Phone Main 1714

the G RA HAM 
RIBBON AND CARBON PAPERS

Equal to the Finest—Guaranteed

STENOGRAPHIC WORK AND QUICK COPYING 

BUSINESS FIRMS SUPPLIED WITH STENOGRAPHERS

HuflinesH College :
106 Metcalf Street

Phone Up 8936

STANDARD BUILDING
157 St. Janie* Street.

MONTREAL

GET ABOVE THE CROWD
A SATISFIED CUSTOMER IS THE BEST ADVERTISEMENT

<i'M
^EHVELPPES,-^

y.\GH Cor; HIGH CUT 
ENVELOPES 

WILL
SECURELY

CARRY
CORRES­

PONDENCEORDINARY OUR OWN

DON T FORGET- That the Back or Seal 
Side of an Envelope has a large value 
and only from that side can it be opened.

WE AltE

MANUFACTURERS TO THE TRADE
SPECIAL SIZES OF ENVELOPES A SPECIALTY

Knapp Envelope Co.
TORONTO, ONT.

BROWN BROS., limited
Manufacturera of

x ACCOUNT BOOKS
Loose-Leaf LEDGERS, BINDERS and 

SPECIALTIES,
LEATHER GOODS, 

STATIONERY, OFFICE SUPPLIES, 
OFFICE and POCKET DIARIES, Etc.

Dealers in all kinde

PAPER—Printers’ and Bookbinders’ Supplies
51-53 Wellington St. West, Toronto Established 60 years
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CHARLES F. DAWSON. Limited
Manufacturing Stationers 

MONTREAL
Sign of

The Oolden Owl Bookbinding,
Printing,

Ruling,

Embossing',
Engraving,

Lithog'raphing'
S PECIALTIES.

Everything in Account Books and Forms.
Everything for use in the Office.
Complete Loose Leaf Systems for every use.
Special Blank Books and Forms designed for Bank, Railway,

Insurance, Mercantile, Accountancy and Factory work.

P.S.—Our Booklet “ Have You Forgotten Anything?” contains valuable suggestions 
for Office People—yours for the asking.

R. S. V. P.

UNDERWOOD

This is the machine that cuts 
your billing expense in two -

The Underwood Condensed Billing Ty|>ewriter describes 
itself in its title. An invoice (anil as many carbon copies 
as may be required) as well as the salesbook entry, are made 
at the same writing. The salesbook entries are made on a 
long sheet and are condensed, eliminating all waste space. 

Both sides of the sheet are utilized. Disintegration columns may be added to the right of the 
total column upon the sales sheet, in which sales can be classified according to departments 
or ledgers.

It saves 50% in supplies as well as in time.
Write for catalogues of these machines, or see them at our office.

United Typewriter Company, Ltd.
Adelaide Street East 

TORONTO
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LOOSE-LEAF BOOKS
THIS is the age of labor-saving 
* devices and office systems. We 

are manufacturing Loose-leaf Led­
gers, Transfers, Sheets and forms 
of all kinds, and in any desired 
pattern. Our Ledgers are of estab­
lished reputation. They are simple, 
strong, quick acting, neat and of the 
best materials throughout. Every 
Binder is guaranteed.

Special attention is given to mail 
orders.

WARWICK BROS. & RUTTER
Limited

King and Spadina - TORONTO

BOOKMAKING FOR BOOKKEEPERS
have one of the largest and best equipped factories 

in Canada for the manufacture of Books. For years 
we have made a specialty of Account Books, giving 
particular attention to “made-to-order” business, and many 
of the largest Banks, Loan and Insurance Companies, 
Transportation Companies and Commercial Houses are 
numbered among our customers.

Most of our workmen have been trained in our own 
factories and are therefore thoroughly competent in the 
various branches of the business.

We are glad to submit quotations at any time.

WARWICK BROS. & RUTTER
Limited

King and Spadina ■ ■ - TORONTO

PRINTING
WE do printing in all its branches 

and in the best style of the 
bookmaker’s art. Our plant is 

new and our facilities of the very 
best. We print Catalogues — the 
silent salesmen who tell the whole 
story ; Booklets and Folders to reach 
established and prospective custom­
ers, “ lest they forget ” ; Annual 
Reports, Magazines, Books, and 
Commercial Work of every kind.

We should like to place ourselves 
at your service.

WARWICK BROS. & RUTTER
Limited

King and Spadina • TORONTO
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IN YOUR ACCOUNTING DEPARTMENT
—as well as in your factory—work simplified, time saved, and 
efficiency increased all help to earn bigger dividends. We fur­
nish the equipment needed to accomplish this.

OUR NEW LOOSE LEAF LEDGER
is the only Direct Screw Pressure Binder on the
market. It is correct in principle, simple and powerful in ac­
tion—gripping the leaves like a vise and locking with a Yale 
lock—giving absolute security.

THE SMITH COMBINATION 
STATEMENT AND ENVELOPE

saves all the addressing of envelopes in sending out statements, 
and makes it impossible to mail a statement to the wrong ad­
dress. Can also be used for mailing Circulars, Notices-of 
Drafts, Invoices, etc. This envelope is patented, and we hold 
the sole right to manufacture and sell it in Canada.

THE " FRANSO ” ENVELOPE (Patented)
for which we are sole Canadian selling agents, has a trans­
parent section in the front for the address on the letter to show 
through, making it possible to send out letters of any kind 
without addressing.

We are prepared to supply Order Systems, Purchase Invoic ,
Bill and Charge, or any other Accounting Systems suited to 
your business.

Loose Le&f Go., Limited
Head Office and Factory. 115fcYouville Square, MONTREAL 

ST. JOHN, N.E. QUEBEC TORONTO VANCOUVER
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LIBRARY
BUREAU
SYSTEM

in any office or factory will cut down current expenses, 
broaden profit margins, increase efficiency

We are producing these definite results in 
leading Canadian business concerns. We 
ask an opportunity to estimate what service 

we may render you.

Library Bureau desks, in contrast with the ordinary 
piece of office furniture, are distinctive. They are de­
signed primarily as a working tool ; - - a complete machine 

for the busy clerk or executive.

LIBRARY BUREAU OF CANADA
Head Office, OTTAWA. Ont. Limiled

77 Bay St., TORONTO 296 St. James St, MONTREAL
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NATIONAL
BUSINESS SHOW
Massey Hall, Toronto

It is a positive duty you owe to 
yourself to become fully informed 
on the various labor-saving business 
appliances and systems that will be 

exhibited.

OCTOBER
5th to 10th, 1908

TICKETS will be sent you upon appli­
cation to any exhibitor or write direct 

to the Company.

National Business Show Co.
116 Stair Building Toronto, Canada
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OFFICE 
TRAINING....
given in the well known, reli­
able B ieineas Training School 

The

Çhtlal
(glfcge

of Toronto

includes th: use of all modern office devices 
for Copying, Filing, Duplicating, etc., and 
thoroughly qualifies Young Men and Women 
for active duty in up-to-date offices.

Students admitted at any time and office 
help supplied free of charge.

Phones: M W M 140H
Catalogue mailed on request

P. McINTOSH,
Principal

E. R. SHAW, Secretary

W. H. SHAW.
President

Have You
Thousands of Possible 

Customers?
Are there thousands of people who would use 

your product if they knew a little more about it ?

If so, tell them in the one way that will attract 
and hold their attention — through individual 
typewritten letters.

We can print you the requisite number of 
“ imitation” letters—print them through a ribbon, 
so that an expert couldn't distinguish them from 
real typewriting—and on these big runs do it at 
less than a good circular would cost you ! We 
are ready to send you samples and prices.

THE
ACTUAL TYPEWRITTEN LETTER 

COMPANY
511 McKinnon Building TORONTO

WOOD AND 
PHOTO
ENGRAVING 
ELECTROTYPINC 
FOR ADVERTISING 
# PURPOSES #

F* 168 **
6AV STREET 
TORONTO
HEAR TME CITY HALL 
AND TEMPLE BUILDING

fillumwatéÿfdclrdssfs 
►kxfrom
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No. 10 Top No. 10 Top

No. 28 Document No. 17 Cupboard 
File Section Section

No. 52 Bookcase No. 32 Card Index 
Section Section

No. 48 Legal Blank No. 48 Legal Blank 
Section Section

No. 36 Card Index 
Section

No. 78 SlidingShclt 
Section

No. 60 Vertical
Section

No. 6 Leg Base

Record Filing Systems
FILING and Record Keeping Systems is our business. To devise the simplest and 

safest methods of keeping every record used in a business office so that it can be 
instantly located, and to make the strongest, cleverest and handsomest filing cabi­

nets is our Ideal.
We have a system for filing every record used in business.
These systems have been perfected only after long experience in installing busi­

ness methods.
Our Systems save Time, Labor, Money. No matter what the nature of your 

business we have prepared methods for tiling the records.
Tell us your Filing Problems. We can assist you to find the simplest solution.

We will send our Catalogs, or our Representatives, or both.
Our Representatives visit ever; city and Town in Canada. If there is not one of 

our System stores in your city ask us to have our Representative call, or our Corres­
pondence Department will give you intelligent service by mail.

Office Specialty M fg-Cp.
Head Offices. 97 Wellington St. W., TORONTO, CAN.

Factories, NEWMARKET, ONT.
Where we make Filing Cabinets In steel and wood, and paper supplies, for all our systems. 

SIX BIO SYSTEM STORES AT
HALIFAX, 44 Granville St WINNIPEG, McDermott and Albert Sts.
MONTREAL, 269 St. James St. CALGARY, 811a First St. E
OTTAWA, 143 Sparks St VANCOUVER, 410 Hastings St

Resident Representatives at QUEBEC, HAMILTON, BRANDON, RE01NA, EDMONTON

tin iiiiS X

i iSlF:

tf fit ^

» --
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Time Systems in Manufacturing Plants
A Practical Article Written for The Canadian Manufacturer by J. A. T. Dundah.

1 do not intend to write a time system j 
that can lie taken in its entirety and ap­
plied to the individual need of any es­
tablishment, but will describe a system 
that can be adapted with more or less 
change to meet conditions to any class ! 
of manufacturing establishment, Doing 
best acquainted with the manufacture 
of machine tools will use this line to j 
illustrate what 1 may have to write.

The first thing necessary in a manu­
facturing plant is a reliable time re­
corder. There are several reasonably 
reliable ones on the market. Place it j 
in a convenient position at the work-1

I'iM ^ ... »... i.l. j ■<.. l. li

Fia. 1.—Card as Filled out, for First 
Operation.

man's entrance, where each man may 
record his own time, thus making him 
his own timekeeper. If your works are 
large and divided into sections or de­
partments it is then advisable to have 
a recorder in each of these departments, 
bringing your employees into the im­
mediate vicinity ol their work before 
they register in. You can easily see the 
advantage of this. Your pay-roll hours 
are made up from the record each man 
has made for himself. This also pre­
vents any differences between man and 
timekeeper.

Having secured an accurate system 
for checking the pay-roll hours of the 
employees you 1. iw proceed to arrange 
for the time in the manufacture of the 
a :ic.^ you • ^ ufacture, also the time 
taken on th individual pieces and the 
dnferent o* cralions on each of these 
parts. The time can be easily and sys­
tematically taken care of by each piece

JiiLoL,.1-1...1...I-.L.I
TURNINQ

.....

......Mt:...........Mt JLmmJf

j.j
/0

O* Aec.ua*o* Owe i»e!1 --- | Il I k 30
- •'j’ ™ ■ : ; - k "!«■

'i

Fro. 2.—Card ns Filled out for Second 
Operation.

having a number and an “operation 
card" being used to indicate the process 
through which the piece is put. The 
machine to which the piece belongs 
should also have a number, and it would 
he wise to give each job or lot a number 
as well, so that a job or lot going 
through your works would be described 
by the job or lot number, then by the

machine number and the individual 
piece of the machine by its number.

Now to illustrate we will say that you 
are manufacturing machine tools and 
you wish to manufacture twelve 30-in. I 
engine lathes, standard design. Your; 
30-in. lathes are designated by the num­
ber 100. Your last job or lot number! 
was 7,284, so this order would be fori 
job or lot number 7,285; the machine 
number 100; twelve w'anted. Now each 
piece having a number the part to be 
machined would be known as job 7,285; 
machine number 100; piece or drawing 
number 1. The operation is turning, so 
that an operation card is furnished as 
in Fig. 1, upon which the operator 
puts the date, his shop number, his1 
name, the job number (in this instance 
called the order number); the machine 
number and the piece or drawing num­
ber upon which he is at work, also, 
when completed, the number of hours 
occupied in performing the operation. 
The hours are recorded by a check mark 
(V) under the hour of commencing the 
operation (in this case 7 a.m.), and
when completed (say at 4.30 p.m.), he

I morning a new card is used as though 
J commencing a new operation or piece. 

There are many pieces that occupy 
but a small amount of time, possibly 
only five minutes. The wish is to keep

Fiu. 3. First Curd Filled out cn Se -end 
I )ay.

record of the time on these while you 
do not charge less than fifteen minutes 
against any one piece, hence when two 
or more pieces of different numbers are 
machined in the fifteen minutes the time 
of commencing and leaving off each 
piece will be recorded the same on each

73 9à

TIME SUMMARY

h WON TUE» | WEU ! TMUR6 |/Ffll »AT ^TOTAL^
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Fio. 5. Summary Sheet Listed in the Office.

places a cross (X) under the hour and 
aiso after the nearest fraction of the 
hour as measured in quarters in the 
line headed “minutes,” the lapsed time 
being 8% hours, which is placed on the 
lower right-hand corner of the card, un­
der “hours on job" as shown In Fig. 
1. The operator then proceeds with his 
next piece, which may be designated as 
order or job number 7,285, machine 100, 
piece or drawing number 5. This time 
he marks the time of beginning on an­
other card (only one entry being made 
on a card), with a check mark (V) as 
before. A card succeeding Fig. 1 is 
shown Fig. 2, where the check mark 
is under the hour IV, and also in front 
of the mimrte 30. If the operation on 
which he is working is not completed at 
the close of the day the operator marks 
his card as though it were completed, en­
tering the hours occupied during that 
day. See Fig. 2. And on the following

card, but the time card for the second 
or more pieces would be marked with 
number—as in Figs. 3 and 4. The card

JiJ..UU«l. .1—)—i.

Fm. 4.—Second Card Filled out on Second 
Day.

suggested also provides for men operat­
ing more than one machine. Thus re­
cord may be kept of the number o' 
hours each machine is kept In operation.
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All cards should be sent to the 
time office each morning for the 
work done the day before, where 
they are first checked with the time

register, then sorted in their respective 
operations and listed on a summary 
sheet. Fig. 5, with an adding machine, 
which lists the hours according to their

Forging. Turning (Cont.) Gear Cut’o (Cont.) Drilling (Cont.)

5,000,006* 54,020 5,302,005 —----------- ---------
12.001} 0,000,010 32,006 85,009
42.001 J 34,007 5,412,000}
50,005 0,808,008 72,004 90,809,133]*
66,007) 92,004 5,500,001 )

0,200,001 ) 7,001,005 6,200,010 Erecting.
34,(X)4t 24 001) 34,003/ 5,000,001
76,006] 30.002 56,007 12,007
89,001) 7,285,002} 60,005) .50,008
90,001 6,301,001] 66,009

6,445,005) 86,560,187 66,005 5,101,001
54,011 75.001 23,004

7,001,001) Planing. 6,445,002 5,302,010
30,003
43,002

5,101,008
23,006

7,285,001 4,007
5,412,006)

85,001) 5,304,004 58,247,083 * 35,002
32,004 72,002

25,317,060)♦ 5,412,004 Grinding. 5,500,008
72.005 5,123,004 5,601,006]

5.500.007/ 5,304,004 5,905,012
5,101,001} 5,601,001 32,001 6,000,007

12,003} 5,905,007 5,412,002 34,002
23,001| 6,000,001 ) 6,000,010 6,200,001 )
-'■>,005 6,234,1X15 «.200,0011 34.002

5,412,004 76,007 «,445,005 89,003)
35,005 90,006 54,002 90,008
72,007 6,301,005 7, 101,001 6,301,001

6.200,007 66,009 7,250,003 66,002
6,301,001) 6,405,006 7,001,005

44,000 7,001 48,821,033}» 30,004)
66,001) 7,001,007) 7,193,001/

6,405,001 43,002] Slotting. 7,250,006
54,002 7,193,004) 5,412,003 58,007]

6,077,008 7,250,009 72,001 85,002
91,001 8,007 5,.500,067 87,001

7,001,003 87,007 5,905,001 ( 90,004
7,193,001) 90,001 6,200,010
7.250.012 —---------------------- 176,007 78,691,142]*

58,009 79,801,125)* *90,009
85,002 7.001,002 Chucking.

58,435,086 * 5,000,004
12,001

30,256,040/* 7,193,002
7,250,008

Turning. 50,004 Drilling. 58,001
5,000,005 «6,009 5,000,001 90,012

50,001) 5,101,006) 42,001 5,000,003
66,007] 5,412,002 66,009 6,200,001 )

5,101,009 72,005 5,101,007 76,006
23.005 5.905,001 23,002 6,445,007
55,006 6,234,007 55,004 7,001,002)

5,302,003 90,001) 5,302,0011 7,193,006]
32,001} 6,301,006 5,304,005

5,412,008 66,007 32,001} 53,507,060)
13,001 6,407,003 5,472,009
72,008 6,600,009 5,500,008 Totals.

5,905,003 6,808,009 5,905,002 25,317,060)
6.000,001) 7,001,004 6,000,005 58,435,086
6,900,010 7,193.003 6,200,006] 86,560,187

34,007] 7,250,008 6,301,001) 79,801,125)
41,001 66,007 75,568,089]
56,006 75,568,089]* 75,004 58,247.083
60,006 6,445,007 48,821,033]

6,301,001 Gear Cutting. 54,002 30,256,040]
6,366,006 5,050,001 ) 6,600,001 90,809,133]

75,011 66,007 34,006] 78,691,142}
6,405,005 5,101,002 6.808,003 53,507,06 1)

7,009 12,004 7,001,009 -tO,013,043 *
14,001) 5,123,005 30,011 Monday, April 6th
42,003! 55,010 7,250,006

Fio. 6.—Table Showing Total of Hours on Time Summary Card.

respective numbers. This gives you 
total hours for each operation for the 
day. as well as the total hours your em­
ployees worked. From these summary 
sheets the time is transferred to a time 
summary card, Fig. G, for each order or 
lot. The hours spent, on that number 
for the day on each operation, such as 
forging, boring, turning, etc., are record­
ed here. This summary card shows the 
total hours on the order to date as well 
as the total hours on any separate oper­
ation. It is compiled as follows: —

From the time summary sheets, Fig. 
5, is checked off, order or job number 
7,285, and on the summary card, under 
week ending April 11th are entered : — 
Forging, 1 1-4; boring, 2; turning, 
2 1-4, etc. The entries for Tuesdays 
sheet are totalled with the previous 
entries. That is if these were 2 1-4 
hours entered under turning for Mon­
day, and the summary sheet called for 
four hours for Tuesday, you would re­
cord 6 1-4 hours on the summary card 
ior Tuesday, thus showing 6 1-4 hours 
total time forging to Tuesday, and so 
on for the remaining days for 
that week. Each operation is car­
ried out in like manner. The week's 
hours are then totalled, giving the total 
hours to date on that job or order. The 
nest week’s entries l>egin in the same 
manner and carried through as before, 
but the total for the previous week are 
added with second week’s totals. These 
summary cards are continued (each card 
being numbered) until the job is com­
pleted. The cost of manufacture is then 
made from the information given.

A glance at this card always indicates 
the total hours to date of any operation, 
as well as the total hours on the whole 
job. Comparisons can also be made 
with former records at any stage of the 
the process. Your time cost being al­
ways up to date much time and labor 
is saved when your stock-taking and in­
ventory season arrives.

[These systems will be fully discussed 
at a later date desirable.]

A Self=Cleaning Pen
The cleaning of a fountain pen has 

been greatly simplified in the “Swan” 
model illustrated herewith.

In this pen all that is necessary when 
it is to be filled is to draw out the ad­
justment valve a sufficient distance to 
clear, and place the dropper over the 
point of the pen. The ink is drawn 
through the feed by gravity. This com­
pletely cleanses the pen and the feed 
by dissolving all particles of thickened 
ink that may have lodged in the feed.

This arrangement makes it unneces­
sary to unscrew the nozzle to clean or 
fill the pen, and saves many inky fin­
gers

The adjustment valve serves a valu­
able purpose in regulating the flow of 
ink, which can be made fast or slow 
according to the needs of the writer.

These pens are sold in Canada by 
Morton, Phillips & Co., Montreal.
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PRACTICAL INFORMATION WANTED
We desire to make this edition of The Canadian 

Manufactukkk of the greatest possible value to the men 
who are responsible for results in the offices of industrial 
and commercial establishments.

To that end we desire to secure for the reading columns 
as much practical information regarding accounting, 
book-keeping, cost-keeping, sales management, adver­
tising, etc., as possible.

We are willing to pay a fair price for all such articles. 
We would be pleased to receive from anv of our readers 
a description of the methods they employ, information 
regarding any new equipment they may have installed 
or photograph showing any arrangement of office equip­
ment which lias proven efficient and satisfactory.

It is not necessary to write a long article in order to 
make it interesting. Just a paragraph or two may give 
other office men valuable information.

THE MAN IN THE OFFICE
A practical knowledge of the business one is engaged 

in is undoubtedly one of the greatest factors in building 
up au industrial enterprise, at the same time it is easy 
for a practical man to underestimate the problems that 
have to lie faced in the office.

The problem of selling has been the stumbling block 
over which many thoroughly practically have fallen. 
The problems of credits when trade is booming and of 
financing a business through a financial crisis have been 
too great for many splendid workmen who have lacked 
business insight and experience The question of cost 
accounting, if given proper attention, may turn a losing 
enterprise into a profitable one. There are a hundred and 
one other problems of the office of which the mechanical 
experts in the factory have no knowledge.

It is the practical man. who understands the mechanical 
processes in his factory thoroughly, but who has enough 
business insight and breadth of vision to also recognize 
the primal importance of the office man’s problems, who 
can hope to build a big, strong, profitable business.

IT PAYS TO KNOW WHERE TO BUY.
Sometimes we meet a man who says: “Oh, I never take 

the time to read trade papers. I am too busy looking 
after my own business.” Such a man does not wisely 
look after his own business. He is neglecting one of the 
most important needs in business, his purchasing.

In the last thirty years trade papers have become a 
great factor in industrial and commercial life and one of 
their greatest values is the information they give the 
buyer regarding what and where to buy.

It pays to know where to buy. By keeping posted the 
shrewd buyer ran always balance the propositions of 
competing sellers and is in the position of being able 
to nail down misstatements or unfair arguments of 
salesmen who are seeking his order.

The limitations of space, however, prevent the ad­
vertiser telling the buyer as much as he is willing to 
or as much as it pays the buyer to know. Hence it has 
been accepted wherever trade papers are read, that the 
buyer is at liberty to ask for further particulars regard­
ing any line advertised and the advertiser has learned 
the wisdom of granting such requests in the most liberal 
spirit.

It pays to sit down ufter every paper comes in that 
is devoted especially to your work, to look through the 
advertisements and write for full information regarding 
every appliance or article you feel you should know 
more about than you do to-day.

HONESTY ALONE DOES NOT SUFFICE.

The honesty of the Treasurer of Toronto, is accepted. 
It has been proven to the satisfaction of all concerned that 
he is strictly loyal to the city’s interest as well as honest 
and painstaking.

Yet this has not safeguarded Toronto from wrongful 
use of the city’s money. The Parks Department investi­
gation disclosed a system there that was far from business­
like or satisfactory. One of the employees in anothe 
department has just been arrested because of shortages 
in 1904, while in a third department a shortage in the 
neighborhood of $25,000 has been disclosed by independ­
ent auditors after the city auditors had failed to discover 
it.

The treasurer of a municipality or of an industrial 
corporation or the bookkeeper in a smaller business 
must lie more than honest. He must be competent to 
devise a system of book-keeping which will entail accur­
acy and honesty or will at least entail discovery in case of 
the dishonesty or incompetence of those under him.

System without honesty would be a failure but honesty 
without system seems little better.
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The Adding Machine : An Investigation of Its Value
Writtf.n for The ('axadiax Mwi fai ti iikh hv H. b. Griffix, B.A.

that is. But. ns hv pointed out, even the 
most expert accountant has to check over 
his additions. When lie does this, he gets 
liehind the machine in time. Mechanically 
correct, it cannot make a mistake in ad­
dition. The only source of error is the 
hitting of a wrong key by the operator, and 
that can In* corrected almost instantly when it 
is discovered.

Totals Pi re (Iold Sales.
At the office of the Pure (iold Manufac­

turing Co., College Street, Toronto, a compara­
tively small office staff, by means of very com­
plete organization, manages a large business. 
The secretary, Mr. Jamieson, is an enthus­
iast on the subject of the economy of the use 
of the adding machine. It is positively 
valuable to the Pure (iold Co. in totalling 
up sales. On the sheets used for the purpose 
vertical columns an* used for different 
classes of goods, while horizontal divisions 
separate the transactions of the various 
firms dealt with.

The machine is employed, of course in ! 
trial balance work, and for many other I 
things. A notable feature about the trial ! 
balance methods of the Pure (iold Co. is I 
the employment of a large number of ledgers, | 
which an* balanced separately. Thus, when 
an error does creep in, the search for it is 
confined to a limited field, instead of being 
spn*ad all over the books of the company, j 
Mr. Jamieson was of the opinion that the 
maximum of economy of a single mechanical j 
adder could probably Ik* obtained in an office j 
employing about fifteen people Indore its 
introduction. Properly used, lie lielieved, I 
the machine would cut down the required 
force in such an office by nearly one third.

A machine designed more for other arith-j 
metical operations than men* adding finds a 
goes! deal of employment, especially where

it is important to assist the bookkeeper in his 
calculations, rather than to make a record of 
the operations. When then* an* a large 
number of discounts or percentages to be 
figured, a clerk once t mined, can do it as well 
as the ex|M*rt bookkeeper, whose time may be 
saved for other work. Some firms, instead 
of issuing new catalogues continually, use a 
system of chain discounts, which an* n*vised 
whenever any alteration in price is to Ik* 
made. In such an office a calculating 
machine, after it is once installed, is con- 
siden'd almost indispensable.
For (’alculatixo Fairbaxm Dwcouxto,

The Canadian Fairbanks C- ., Front St., 
Toronto, may Ik* mentioned as an example 
of a company which has recently installed 
such a machine. Mr. Jackson, the office 
manager, intends to use it for calculating 
discounts, and also for figuring percentages 
in the cost departments. As an adding 
machine it is used to total the entries in the 
loose leaf ledgers.

Kodak Co. Km ploy Two Machines.
At the office of the Canadian Ivslak Co., 

King St., Toronto, where* Mr. Stevens is olive 
manager, a straight adding and listing machine 
is employed as well as a calculating machine. 
The former is used in totalling sales and in 
trial balance work. The latter is a part of 
the very complete cost system maintained 
by the Canadian Ixinlak Co. When ship­
ments of paper or plates are made their area 
must be given on the cost sheets in square feet 
the numliers being cairied out to five decimal 
places. The area, of course, of every stand­
ard size, is previously figured out, but the 
multiplications required an* carried out on 
the machine. It is further employed in 
getting at the jiercentages of various items 
to total cost.

how to Operate a Follow=llp System
By A dam F. Smith, of the Office Specialty Mfc. Co., Toiioxto.

Does it pay the manufacturer to have an 
arithmetical machine in his office? No one 
is surprised at finding such a machine in the 
office of a bank or other large financial cor­
poration, but can it Ik* of sufficient use to 
the manufacturer to justify its large first 
cost? But in another form, this question is, 
will an arithmetical machine justify itself 
in the manufacturer's office to a sufficient 
extent by reducing the cost or increasing the 
efficiency of the office organization?

The very small office of course can not 
afford the expense of a costly machine. At 
the other extreme is the office employing 
enough people to keep one.

An investigation of this problem by the 
writer disclose! the fact that the adding 
machine* has found its way into and proven 
its usefulness to a great many manufactur­
ing concerns.

According to the nature of the office's need 
the user employes an adding and listing 
machine; an adder attachment to a tele­
writer which is thus used for billing or a 
machine which merely calculates, without 
printing either entries or totals.

Wherever additions are to Ik* made, if there 
an* enough of them then* is a field for the 
mechanical adder. If most of the additions 
an* on sales bills, and a loose leaf system of 
bookkeeping is in use a billing and adding 
typewriter may Ik* employed. In this the 
page remains fixed in a bed below the car­
riage, which has a double motion, the usu d 
one from left to right, and one from top to 
bottom of the page, to n*place the usual 
movement of the paper. It is operated just 
as an ordinary tv|K* writer, and the* amounts 
an* posted in the* pn»|K*r columns. How­
ever, an adding register is placed above each 
column to be added and this automatically 
produces the total when desired.

By use of this machine the bill can In- 
typed and added simultaneously with the 
sales n*cord. The record must agn*e with the 
bill, and both totals must be right, so a great 
deal of checking is saved.

The straight adding and billing machine 
has a gn*at variety of uses in the office. 
Trial balances an* taken on it, invoices check­
ed, pay rolls made up. In fact, once it is 
established in the office a gn*at many oppor­
tunities an* sure to Ik* discovered for putting 
it to use.

C. (j. E. Employ Several Machines.
At the office of the Canadian Genend 

Electric Company, which employs several 
adding machines, an interesting method 
is made use of in striking a trial balance. The 
names of the accounts an* kept in permanent 
order on wide sheets. When the balance 
is to lie taken off the various items of the 
accounts are entered in the pn)|K*r place. 
Such totals can Ik* inserted for various ac­
counts, and when the bottom of a sheet is 
reached its total is instantly available.

Mr. fogan, assistant general auditor of the 
Canadian General Electric Co. was enthusias­
tic in his account of the economies of tlie- 
adding machine. He did not believe that 
any machine would ever Ik* able to beat the 
x|K*rt accountant for speed, on one adding

The biggest problem that confronts any 
person engaged in business it may be a 
manufacturing, wholesale or retail business, 
an insurance agency, or a real estate office— 
is how to promote the sale of the commodity 
which it has for sale.

There are many ways of reaching the 
people with whom you want to do business.

The first thing to do is to get a line on 
probable customers, and the next thing is to 
sell them something.

It is in connection with the selling that 
a practical and efficient follow-up system 
is of gn*at assistance.

This follow-up system must not Ik* cuiii- 
L'tous, or involve extra clerical work. It 
has « re mission, and that is to bring to your 
attention at the proper time all the details 
regarding every prospective sale.

The equipment of the follow-up system

here described, consists of an oak tray 20 
inches long, Ft inches wide and 111 inches 
high, which is fitted with hinged covers 
which drop down on either side when the 
tray is in use.

The tray contains one set each of daily, 
monthly, and alphabetical guides, and 200 
manilla folders.

Every follow up system is based on time. 
A prospective customer calls in your office ; 
or your traveller reports that a prosjK*ct is 
interested in something, but that he is not 
able to close the sale ; or you receive a letter 
enquiring about something you sell; or you 
select certain people you think you can do 
business with. To all of these people a letter 
is written—say on August 2nd. If you have 
not had previous correspondence with any 
of them make two copies of your letter.

It is reasonable to suppose that if these
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people are interested in your proposition they 
will reply to your letter within two weeks. 
File the first copy of your letter behind the 
daily guide for the 17th and write on one of 
the folders the name of the prospective 
customer and place in the folder the second 
copy of your letter, filing the folder In-hind 
the alphabetical guide I tearing the first letter 
of the name of the person written to.

On this sec -ml copy is marked the date 
under which the first copy was filed, so that 
if you receive a reply before the date on

which the letter is to come up >uU do not 
have to search In-hind every guide in the 
daily file, but locate the first copy alpha- 
Ix-tically, and then immediately find tin- 
second copy by referring to the date written 
on the alphalx-tical copy.

If you have had previous corn ce
or a letter of enquiry, it is only necessary to 
make one copy of your letter, which will be 
filed in the daily file as a reminder, the letter 
of enquiry, or other correspondence In-ing 
filed in the folder in the alphabetical file.

When the 17th comes around you take all 
tin- copies of the letters from In-hind this guide 
for which you have not received replies, 
and write another follow-up letter, filing the

There are comparatively few firms of 
any importance In the industrial and 
commercial world to-day in which the 
mechanical copying out of names and 
addresses, for the purpose of sending 
out letters, notices or circulars t<> cus­
tomers or prospective customers is not 
an important part of the office work, 
and, in many cases, a department pe­
culiarly liable to cause loss through er­
rors and omissions.

As a clerk can write only about 800 
names and addresses a day, or about 
500 on particular work, such as head­
ing statements, this work represents a 
large item of etpense.

Some twelve years ago the Addresso-

copy of this last letter another 10 days 
ahead, and the copy of the first letter and any 
other correspondence in the alphaln-tical 
file.

Thus the details of each p"ospcct is auto­
matically brought to your i.ttention. You 
can write as many follow-up letters as you 
like, and extend the follow-up indefinitely, 
but the matter will always come up for 
attention at (lie proper time.

If a matter pending does not require atten. 
lion for several months, it is filed In-hind th,.

monthly guides, and when the month comes 
around all the papers are taken out and dis­
tributed In-hind the daily guides under tin- 
dates when they should receive attention.

This system is so simple and inexpensive 
that it can In- used to advantage by almost 
every business house. Many heads of de­
partments are using this system for follow­
ing matters relating to their department work. 
Each tray will hold alxmt 3,000 papers, so 
that quite extensive correspondence can In- 
carried on, with the assurance that each 
individual matter will receive attention at the 
proper time, thus relieving your memory 

,00(1 leaving your mind fn-e to consider the 
details of each matter as it comes up.

graph was devised and put on the mar­
ket to relieve the clerks of this drudg­
ery, and the employer of the mistakes 
and a good deal of tluj expense of hand 
work. To-day, there are over 30,000 
Addressographs in use, with lists num­
bering from two hundred to over one 
and a half million names.

The Addressograph machines are 
made in two styles: the chain system 
and the card index system.

In the chain s> tern, the addresses 
are set in links with sliding rubber 
type, and hooked together in the form 
of an endless chain, which hangs sus­
pended on the revolving drum of the 
machine, as shown in the Illustration.

The machine Inks, prints and revolves 
to next address at one motion of the 
foot. It can be set to duplicate, or to 
print one name as often as required. 
Both hands are free to handle the mat­
ter to be addressed.

Two styles of address plates are used: 
in the one, the names and addresses are 
made up of sliding rubber type, set In 
metal holders: in the other, the names 
and addresses are embossed on metal 
plates, giving them a permanent char­
acter. From eighty to two hundred ad­
dresses may be put in one chain, ac­
cording to whether the links are one, 
two or three line size. These chains 
may be conveniently classified and filed 
in specially-made cabinets for c nven- 
ient use.

In the card index system, considered 
by many the last word for convenience 
and practical usefulness in addressing 
machine construction, the addresses— 
either sliding type or metal plate sys­
tem—are set in metal frames and filed 
In steel drawers, as shown in illustra­
tion. This arrangement makes it very 
easy to quickly locate a name in case it 
is necessary to make a change in an ad­
dress or to pick up a certain number of 
names from the entire list for making 
special lists, etc. New names may be 
filed properly, or dead ones removed 
without disturbing the balance of the

Addressograph with Endless t'liain of 
Addresses Suspended on the 

Revolving Drum.

list. Proof cards bearing the impres­
sion of the address plates are inserted 
in the upper half of the frames, and 
have blank space for special printing 
or record notations.

In use, the plates are transferred di­
rectly from the drawer to the maga­
zine of the machine and are returned 
to the drawer, placed underneath the 
machine, in their original order, with­
out handling.

Addressing Letters or Circulars by Machine
The Addressograph and a Few of its Uses.

By A. B. Farmer.

C2-A
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A Record Installation.
Among the first to appreciate the 

value of the Addressograph were the 
public utility companies, such as gas, 
water, electric light and power com­
panies. Then came the manufacturers 
and dealers in every line. After these 
came the fraternal societies, clubs, 
lodges, corporations and associations of 
all kinds, with large memberships, and 
notices to send out weekly or monthly. 
Printers r.ud publishers are also large 
users of the Addressograph.

pressure than this. Then there are di- i 
vidend sheets and dividend checks to 
be prepared. These can be filled in, and 
envelopes addressed with a minimum of ; 
time and labor by means of the Ad-j 
dressograph.

Economy, accuracy, despatch: these 
are the watchwords of business to-day. 
In every department of industry the old. 
slow, inaccurate methods of the past 
are being supplanted bj^ the speedy, | 
tireless work of machines that crmno* 
make mistakes, and the addressing a- 
chine is taking its place with the type-1

• -

u.
•v t

Card Index .System, Snowing Tubs, Sub-dividing the Addresses.

The record installation at the pre-| 
sent time is that of the Prudential Life 
Insurance Company, of London, Eng-1 
land, where an Addressograph plant; 
consisting of fifteen automatic electric­
ally-driven machines, with something 
like one million seven hundred and 
fifty thousand names, all mounted on 
Addressograph endless chains, is being 
installed, that will cost over $150,000.; 
This large plant will be used to fill in | 
and prepare premium notices and re- ! 
ceipts, address envelopes for same and 
making up agents' debit notes for each : 
agency, making an average of 25,0001 
impressions daily and reducing the cler-j 
ical work by fully 80 per cent.

How It Is Used.

writer, adding machine and other clever 
office appliances that have become neces- 
sitles of modern business.

The Library Bureau Office 
Desk

A Description of its Conception and 
Design.

One of the objectionable features of the 
ordinary office desk is the bulky pedestal 
extending to the floor under which stray 
papers or dust can collect, and the base board 
of which so soon becomes marred and stained

idea. These desks are the result of many 
years of study and experiment in a field 
where, heretofore, no advance has been made 
in the last quarter century and combine in their 
style, equipment and devices the crystalliza­
tion of the firm’s best ideas and experience.

Particular attention is called to the design 
and structural features peculiar to Library 
Bureau desks. All desks are of the leg type, 
a style originated by Library Bureau. While 
no bulky pedestal extending to the floor 
under which stray papers or dust can collect, 
yet ample drawer space is provided for hous­
ing all the papers the user may requin*. The 
leg style offers unusual free knee space and 
by eliminating the pedestal the objectionable 
base board which soon becomes marred and 
stained by use, is obviated. A perfect 
sanitary desk is the result.

The desks are massive in appearance yet 
nut over heavy. The lines are simple, yet 
not severe. Panels and mouldings are 
plain yet of a quiet elegance that impresses 
and never tires. There are no fancy mould­
ings or carvings to collect dust and breed 

| disease.
These desks an* made only from sound and 

perfectly seasoned lumber. All oak is white 
quarter sawn stock, carefully selected and 
matched for lieauty of color, grain and 
figure, finished to the L. B. antique oak 
color and hand rubbed to a dull egg-shell 
gloss. Years of severest use will not impair 
their finish. The mahogany is especially 
chosen for color, figure and fire and is finished 
in L.B. colonial finish, bringing out to per­
fection the natural rich Iwauty of the wood. 
Interiors are of hard word throughout and 
in the best grade of desks interiors are of 
solid oak or mahogany as the case may be. 
All dmwer interiors are smoothly varnished.

In these desks are found the same flaw­
lessness of workmanship, the same painstak­
ing attention to small details, that are so 
characteristic of all Library Bureau wood­
work. All writing beds or tops are of special

Many people think of an addressing 
machine only in connection with the ad­
dressing of envelopes, postcards, wrap­
pers, etc. This Is an Important use of 
the Addressograph, but it has been 
found Invaluable in many departments 
of large and small concerns. In the ad­
vertising department, the machine is 
used for tilling in names and addresses 
in imitation type-written letters made 
by the Dupligraph or other process. 
The work of the Addressograph is an 
exact fac-simile of typewriting, and this 
has made it possible to add the appear­
ance of personal letters to circulars on 
a scale never before equalled.

in the pay roll department many con­
cerns have found the Addressograph 
very valuable, because, with its use, the 1 
timekeeper can print all the pay re-| 
cords In only a few minutes, and then 
have all the rest of his time available 
for clerical work.

In the shipping room, when an order 
is received, the address plate is placed 
in the machine, and as many tags or 
labels printed as are required, or tags 
and labels for regular customers may 
be printed in advance and placed in in­
dexed trays for use when wanted.

Corporations having a large number 
of shareholders must frequently lend 
reports, checks, lists, notices, etc., to 
their members. No work requires more 
care, or has to be done under greater

-sSS*-
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by use. It is frequently urged that such 
desks are unsanitary.

To obviate this objection the Library! 
Bureau of Canada have designed a desk 
which is distinctive. They are designed as a 
working tool, complete in itself. Utility 
has been the watchword in their conception 
and development, but at the same time 
beauty of design and architectural detail 
have not been sacrificed for this utilitarian

built up, reinforced constmction, not solid 
or common ply which rapidly deteriorates. 
This is the most expensive constmction for 
table and desk beds known to the arts to-day, 
but is the only positive method of preventing 
warp, check or split. The legs are of built 
up mitred construction, developing the natur­
al figure of the wood on all sides.

All mouldings are coped—cut from the 
solid wood—not nailed or glued on. Panels
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are of solid wood, of large surface and flat 
laid.

Drawers are hand dovetailed front and 
hack. Drawer bottoms are 3 ply, panelled 
into the sides and held in place by a spring 
device, allowing the bottom to adjust itself 
to atmospheric changes without cramping 
the drawer.

The frame is securely held together by 
special threaded rail l>olts, insuring the great­
est solidity. All hardware is of solid cast 
bronze, hand buffed, or rich and heavy 
design.

PERSONAL LETTERS BY THE THOUSAND.

The consensus of experience among busi­
ness men is that o other class of letter or 
circular reaches and influences buyers as 
does the personal letter. Business men have 
for years sought to reduce the expense of

preparing typewritten letters and have 
been quick to appreciate any new system 
by which the cost of actual typewritten 
letters could lie lowered.

By recognizing the possibilities of this 
business and by building up an organization 
by which letters, written from typewritten 
type through the ribbon, are prepared by the 
thousand, the Actual Typewritten Letter Co., 
511 McKinnon Bldg., Toronto, have reduced 
the cost to a figure below that possible to 
any single office not equipped as they are 
to turn out such letters.

This company have been in business hardly 
a year yet have built up a strong connection 
and have received from many customers 
expressions of appreciation of work done.

To the industrial, commercial or financial 
office the existence of such a concern should 
be of interest. Instead of having to wait 
four or five days for one’s own typewriter

to write persona' letters to a big list of 
prospective oust «mere the entire supply can 
lie secured in r few days from this concern, 
each letter being written up to standard and 
at a cost be) jw what it would cost to do them 
in one's own office.

OUR WORK A PART OF US.

HENRY VAN DYKE

We cannot divide our work from 
ourselves, nor isolate our future 
from our qualities. A ship might 
as well try to sail north with 
her jib and south with her mainsail 
as a man to go one way in conduct 
and another way in character. What 
we do belongs to what we are, and 
what we are is what becomes of us.

Perpetual Inventories for Manufacturers
Its Advantages and How it May Be Maintained with least Time and Labor.

By J. 13. Griffith in the Bookkeeper.

To begin with, what is meant by a per­
petual inventory? Nothing more nor less 
than an accurate accounting of all goods 
that come into and go out of the house, 
these records to be checked by an actual 
physical inventory with such regularity and 
frequency that the accounts can safely be 
considered as exhibiting a correct inven­
tory.

Do not misconstrue this definition. We

a physical inventory to prove the records. 
True, it is, but it is also true that all ac­
counts must be capable of proof by a check 
of some description, else the way of the 
falsifier of accounts would lie easy indeed. 
The mistaken idea that a stock record sys­
tem should lie expected to check itself 
seems to be responsible for the misconcep­
tion of the value and function of such a 
system.

Article

do not advocate the. substitution of a book 
account for an actual count of the goods. 
The physical inventory is necessary just ho 
it is necessary to count the cash to verify 
the cash balance, but, generally speaking, 
just as accurate account should be kept of 
stock as of cash. They who pronounce all 
stock record systems impractical and un­
reliable, usually cite in support of their 
claims the fact that it is necessary to take

Manner of Storage.
Wrhen a stock system is installed, the 

first essential is the proper storage of the 
goods. In a manufacturing plant, for in­
stance, there should be one or more cen­
tral storage rooms for materials and parts. 
These storage rooms should t>e located 
with special reference to the departments 
in which the materials are to be used. In 
many plants materials are found scattered

about the shops until needed and then the 
chances are that when a workman wants 
that particular material, it is overlooked 
and a new supply purchased. More time 
is wasted in finding the material for which 
no definite storage place is provided than 
would be required to take it to the store­
room and withdraw it when needed.

The location of the storeroom having 
been decided, the next question is the ar­
rangement of the stock. No arrangement 
which will answer for all classes of stock 
is possible, but the room should lie pro­
vided with such shelves, bins, racks and 
drawers as will best accommodate the 
stock. In storing the goods, the frequency 
with which the various items will be called 
for, as well as the bulk anti weight, must 
be considered. So far as possible the goods 
most frequently needed should be placed 
in the most accessible location, while those 
articles seldom called for may h placed on 
the top shelves, and in the more inaccessi­
ble corners.

The stock should be grouped in classes, 
all goods of the same class being kept to­
gether. A well-regulated wholesale or jobb­
ing house has the various lines of goods lo­
cated on different floors and arranged accord­
ing to sizes, brands or quality so that any 
article can be quickly found.

The Stock Record.
A stock record to be of value should at 

all times exhibit the exact condition of 
every item in stock, therefore, an account 
showing only the value of the entire stock 
will not suffice. There should be a separ­
ate record of each item or class of goods; 

j therefore, a system of units is advisable. 
Since certain items are more active than 

1 others, provision must be made for unlim- 
! ited expansion. For such records, cards 
or loose leaf books are the most satisfac- 

I tory.
One sheet should be used for each article
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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

STOCK CARD

ROUCh

>tkr«d

l

PART» VSLD

Doit lf)$tovs brov.1-, NO Or-d&r ... - --------------------------------- 1
J1

.

Cast 

Sell .

Date Received

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-

o
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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



September 4, 1908. THE OFFICE EDITION. 21

seems to lx» preferable is to call on the 
stock-keeper for a report on items taken 
at random. Every day he is called upon for 
a report on one or more items. Since he 
never knows when he will be called upon 
for the count of a given article, he is very 
likely to keep in exceedingly close touch 
with the stock rather than to be placed in a 
position where he must admit a discrep­
ancy in his records.
The Advantages of a Perpetual Inven-

Aside from the fact that it greatly lessens 
the labor at the dreaded stock-taking time,

a perpetual inventory is of great alue in 
keeping the management in touch ith the 
condition of the stock, By the use of the 
plans already outlined, it would be |k>ssiblc 
for the manager to know just what goods are 
running low and of what articles he has too 
large a stock. If to this is added a monthly 
report from the stock-keeper of all articles 
on which the records have not varied mater­
ially during the month, the manager will have 
brought to his notice promptly all slow- 
moving stocks so that he can take the neces­
sary action, either by reducing prices or 
adding an incentive for the salesman to 
move the goods.

The Science of Book-Keeping
A Paper Head Before The London Society of Bookkeepers by Mr. H. J. 

Eldridge, F.S.S., E.S.A.A.

The subject of this paper is one that 
I feel must interest all associated with 
the pursuit of bookkeeping, it is. how­
ever, a very wide subject, for the var­
iety of uses to which practical book­
keeping can be adapted are legion. I 
purpose devoting this paper to the con­
sideration of practical bookkeeping as 
practised by merchants, manufacturers, 
and others who are able to follow the 
principles of bookkeeping on general

Practical bookkeeping implies the 
adaptation of scientific and theoretical 
bookkeeping to practical use. Theoret­
ical knowledge is essential, but theory 
without practical experience is inade-

What are the essential qualifications 
of a practical bookkeeper ? I would 
suggest, firstly, a sound knowledge of 
doulile entry bookkeeping; secondly, in­
telligence; thirdly, neatness and accu-

Thb Advantages of Correct Bookkeeping

Let us for a moment consider the ad­
vantages to be derived from correct 
bookkeeping. It is a great preventive 
of losses either by fraud or wastage. 
Facts are recorded and comparisons be- 
tween different periods of trading are 
available, so that the Increase or de­
crease of incomings and outgoings can 
be watched, and advantage taken of the 
knowledge gained. In the case of a 
business with several departments or 
many branches, the principal can read­
ily ascertain the trading results of each 
department or each branch, and by this 
means losing departments or branches 
can be improved or closed. In this way 
the principal can see In what direction 
his energies and those of his assistants 
can most usefully be employed. Small 
expenses should be carefully watched, 
for a little leak will eventually sink a 
great ship.

Correctness in bookkeeping is also 
necessary for income-tax purposes. With 
Income-tax at its present figure it is es­
sential that the bookkeeping of a busi­
ness is such that facts can be accurately! 
stated and proper allowances claimed 
for depreciation, bad debts and other 
Items properly chargeable before the 
net assessable profit is ascertained.

Then look at our bankruptcy courts.
I verily believe that at least one-half of

the failures in business would be 
avoided if accurate bookkeeping were 
universal. How is it possible for a man 
to conduct his business properly with 
books slovenly kept ? It is the duty 
of every man engaged in business to 
keep a full and correct record of his 
transactions, and our judges often ex­
press this fact in the judgments they 
deliver. One frequently sees the dis­
charge of a bankrupt suspended when 
his affairs have been allowed to drift 
into a state of chaos, while a bankrupt 
with properly-kept books (who is a rar­
ity) easily gains his discharge. The 
Bankruptcy Law Amendment Commit­
tee which recently sat, recommended 
that proper boqks of accounts should be 
made compulsory by all engaged in 
business.

Adaption of Books to Business.
There is one fundamental system 

which governs all correct bookkeeping, 
namely, double entry. As you know, 
this means the creation of a debit for 
every credit, and vice versa.

It is not the duty of a bookkeeper to 
adapt the business arrangements to suit 
the books, he must adapt the books to 
suit the business.

Almost every business has its own 
particular needs and requirements and 
it is the duty of a competent and prac­
tical bookkeeper to see that the system 
in force is adapted to the requirements 
of the business, and that time and labor 
are saved to the.utmost extent without 
detriment to the results obtained.

A point to be borne In mind is: What 
final results are required ? That is a 
question which each bookkeeper should 
consider. Detailed results of particular 
departments may be advisable. A wise 
bookkeeper will adapt his subsidiary 
books to the requirements of the final 
results, and the discreet assimilation of 
the final figures will greatly facilitate 
the conduct of the business.

Bought and sold day books, for in­
stance, can be arranged on analytical 
principles, and the totals posted period­
ically to the various departments, thus 
saving tedious analysis at balancing

The cash book and other books would 
have to be similarly treated so that 

| completeness could be attained. Adapt 
| the system to the requirements of the

business. Think out the details to suit 
tlie business, thereby saving time and 
labor, and giving the fullest results.

Accuracy Essential
I cannot impress upon all too strongly 

the value of accuracy. Errors are of 
two kinds—errors of principle, and 
clerical errors. Errors of principle can 
only lie avoided by the acquisition of 
knowledge, and the exercise of intelli­
gence and common sense. Clerical er­
rors are mainly traceable to want of 
care and adherence to method, and want 
of care is said to do more harm than 
want of knowledge. Still, we are all 
only human, and slips will occur. It 
has been truly said that a man who 
never makes a mistake never makes 
anything, but I venture to think that a 
mistake Is made even then, by doing 
nothing. To ensure accuracy in our 
work, the figures must be systematically 
and exhaustively checked, so that we 
may know that our books are correct. 
Banks supply an example of prompti­
tude and exactness. They have to be 
particularly prompt In the verification 
of their work, and the correctness of 
the day's entries Is ascertained at the 
close of each day’s business.

Promptness in checking and calling 
back is most necessary. Here I would 
point out that it is not only essential 
that the calling back be accurate as re­
gards amounts but that the names of 
the accounts to which items are posted 
must be verified. Again, the greatest 
care should be taken that the original 
entries in the subsidiary books are cor­
rect. If the business be that, say, of a 
contractor, see that no work is done or 
materials used without an entry event­
ually finding its way into the outwards 
day book—In short, see that no work is 
done or goods sold without a charge 
being properly made for the same.

The prime cost ledger requires care­
ful examination, so as to see that all 
entries which can be charged outwards 
are so dealt with. Wages sheets must 
be analyzed, and all items exhaustively 
dealt with by charging them to some 
job or account. Materials must be sim­
ilarly treated, whether coming from 
stock or being purchased specially for a 
particular job. By such a system of 
treating all Items In detail, omissions 
should be prevented; in fact, the totals 
of the materials, wages, and other col­
umns in the prime cost ledger, should 
lie in agreement with the impersonal 
accounts in the general ledger.

The Cash Book.
In every business It is strongly ad­

visable that all cash received, from 
whatever source, be paid into the bank, 
and that no payments of any kind be 
made out of any cash that has not 
passed through the bank. For general 
use, a three-column cash book Is suit­
able; the first column on each side be­
ing f. r discounts, the middle columns 
for ca: receipts and payments, and the 
remaining columns for “bank.” A pay­
ment to the bank will, therefore, be 
credited in the middle column on the 
credit side, and debited in the third col­
umn on the debit side, while a with­
drawal from bank for the purpose of 
making payments other than by check, 
such as wages, etc., will be credited in 
the third or bank column of the credit 
side, and debited in the middle or cash 
column on the debit side.

The cash book is an all-important 
book. The bank column should be
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agreed with the pass hook as frequently 
as possible, and a reconciliation state­
ment between the cash book and the 
pass book prepared and periodically en­
tered in tiie cash hook, preferably in red 
ink. A reconciliation statement is set
out this wa :

£ s. d.
Balance as per pass book.......... 0 0 0
Add lodgments not cleared ... 0 0 0

0 0 0
Less checks outstanding.........  0 0 0

Leaving balance as per cash
book............................................. £0 0 0

Regarding petty cash, it is very de­
sirable that the petty cashier has a 
floating balance sufficient for his needs 
as petty cashier, and that a check be 
drawn periodically for the exact amount 
oi his expenditure during the period ar­
ranged. which will recoup him so that 
In- may again have his full floating bal­
ance. Most firms adopt this principle, 
and draw weekly checks for petty cash 
expenditu re.

As to discounts, it should be remem­
bered that trade discounts should go to 
purchases and sales accounts, while 
cash discounts are posted to discount 
account, the balance of which is carried 
to the profit and loss account.

Proving of Ledgers.
I will now pass on to the subject of 

verification of work. The adoption of 
self-balancing ledgers is very advisable. 
The subsidiary books must be arranged 
on analytical principles and monthly, 
bi-monthly, or as often as can be ar­
ranged. each ledger should be balanced 
separately. As a simple instance, let us 
take a business which closes its books 
on December 31st. On January 31st 
the summary of the bought ledger post­
ings may be as follows:

Bov<»ht Ledger.
Cash Ho .k.

Bring tlie total of the 
It !.. Column on the 
Vreilit si<|e of the 
L’ish Hook 1.1 il in

Discounts allowed in 
connection with the 
above payments. . . . 100 

Bought Returns being 
the total of the B. 
Returns Book 2 HI

Leaving Balance . 1,700

Ledoi h Balances.

At 1st January . 5,000 
Bought Day Book 
being the total of 
entries in that bookl.OOO

A schedule of the bought ledger bal­
ances at January 31st should, therefore, 
be £1,700. The same check may be ap­
plied to every ledger. But this is a 
somewhat elementary way of dealing 
with the principle of self-balancing led­
gers. although sufficient in many cases. 
To complete the system, every ledger 
should contain material within itself 
for a trial balance. Each departmental 
ledger should contain a general ledger 
adjustment account, while the general 
ledger should contain an adjustment 
account for each of the departmental 
ledgers. By the adoption of this sys­
tem the detection of error is greatly 
aided, and mistakes can be promptly lo­
calized.

It may here be useful to refer to the 
subject of bills—bills receivable and 
bills payable. These should be entered 
in the bill book under the proper head­
ing, each item being posted to the per­
sonal account in the ledger, and the to­

tals of the bill book to the debit of bills 
receivable account, or to the credit of 
tin- lulls payable account. The postings 
from cash clear the accounts automatic­
ally. Dishonored hills should be at 
once debited to the customer, and never 
left on bills receivable account.

Stock Taking.
One of the most important events in 

regard to the figures of a business is 
stocktaking. Too often this is not only 
hurriedly but incompetently done. 
Stocktaking is a serious business, which 
should in- most carefully watched. Er­
rors made during stocktaking are liable 
to remain undetected, and an incorrect 
result of the trading profit is necessar­
ily the consequence.

A careful watching of percentages 
may point to an error which may be 
traced to stocktaking, but the . er­
ror to make a noticeable fluctuation in 
the percentage of gross profit, would 
have to be of considerable magnitude. 
In stocktaking goods must be taken at 
or under cost, and it is often advisable 
that a small percentage to provide for 
wastages, etc., be deducted from the 
total of the stock sheets before the final 
stock figure is arrived at.

Trial Balance.
The trial balancing period is of par­

ticular interest to the bookkeeper, al­
though sometimes it is one of consider­
able anxiety. The correctness of the 
work under his control is to be ascer­
tained. Too often the figures at first 
attempt do not agree. It then requires 
all the intelligence of the bookkeeper 
to decide what course shall b<- pursued 
to promptly ascertain in what direction 
the error or errors can be t raced.

There is no golden rule for this. Ex­
perience only will enable the competent 
man to know where to look for the mis­
take. It may be that a balance of £8 
10s. in the ledger has been brought 
down at 8s. 10d. A cast, an indistinct 
figure, an omission of a ledger balance 
in the schedules may prove to be the 
cause. On the agreement of the two 
sides a certain relief is attained. The 
result has proved that the debits in the 
trial balance equal the credits. It has 
not, however, proved more than that. 
An error in posting to a wrong account 
may still exist, although if reasonable 
care be taken by the clerks in posting, 
and all items are called back, the pos­
sibility of error should be small. When 
the process of calling back is taking 
place it is well that ordinary blacklead 
pencils be used, and not ink, as other­
wise the marks might Interfere with the 
work to be done by the professional au­
ditors in their attendance at balance 
sheet time.

Cost Accounts.

I may here just touch upon cost ac­
counts. These are of great importance 
to a business. It is by economies in 
production that profits can be improved.

True and correct records of prime 
cost are essential in all manufacturing 
concerns. A firm cannot enter into a 
contract or give an estimate with 
any confidence of accuracy without hav­
ing a detailed knowledge of the cost of 
the work to be done, and this knowledge 
cannot be correctly obtained unless a 
proper system of prime cost Is in force.

By a complete analysis of the wages 
sheets, unproductive wages can be care­
fully watched.

Final Results.
We are now coming to the ascertain­

ment of the final results. The trial bal­
ance agrees and preparatory to drawing 
up the trading and profit and loss ac­
counts we examine the various accounts 
comprised in the trial balance, to see 
that ail have received correct treat­
ment. Rent, rates and taxes, gas and 
electric light, and insurance accounts 
must be checked so as to see that the 
correct apportionments of rent, etc., ac­
crued, and insurance unexpired, are 
taken into account and brought down 
as debit and credit balances (i.e., assets 
and liabilities), as the case may be, so 
that the balance carried to profit and 
loss account is actually and correctly the 
amount chargeable to that account.

In the case of fixtures, furniture, ma­
chinery, plant, etc., proper allowances 
must be made for depreciation. The 
amounts to be written off vary accord­
ing to the estimated life of the pro­
perty. Brooms and brushes wear out 
more quickly than mahogany desks, 
while horses must be dealt with accord­
ing to their age and utility.

In writing off a percentage for depre­
ciation, the calculation should be on the 
original amount and not on the balance 
of an account, otherwise, theoretically, 
the account could never be closed. With 
plant and machinery, and especially 
horses, fresh valuations are advisable 
as frequently as circumstances permit, 
and in many concerns preferably by 
high-class professional valuers.

Proper reserve must also be made for 
bad and doubtful debts. Debts should 
always be collected as promptly as pos­
sible, consistently with the business cus­
toms of the parties to the transaction.

The capital of a business is the sur­
plus of the assets over the liabilities. 
If the reverse is the case, the capital is 
overdrawn and the business is insolv­
ent. It will, therefore, be seen that the 
assets (that is, the stock, book debts, 
machinery, plant, etc.) must be stated 
at their correct value, otherwise any as­
sets wrongly stated or any liabilities in­
correctly recorded must of necessity af­
fect the capital of the business.

I have not yet referred to the journal. 
Some have extensive use for the jour­
nal: others believe almost in its aboli­
tion. Personally, I think there Is no 
necessity for many entries frequently 
found in a journal. For example, 1 fail 
to see that any advantage is gained by 
carrying the totals of the day books 
through the journal. Time can be saved, 
and equal efficiency secured, by posting 
direct from the day books. In opening 
the books of a business the journal is 
most useful and also at balancing times 
its necessity is very apparent. Entries 
In the journal should in each case be 
accompanied by a short explanation. De­
preciation, reserves, and such like items 
should be journalized; the trading and 
profit and loss account figures should 
also go through the journal.

The objeci of the trading account is 
to show the gross profit of a business. 
The trading account may be regarded 
as the first se- tion of the profit and loss 
account. The profit and loss account 
proper includes the balance of trading 
account, and all items of income and ex­
penditure relating to the business. The 
balance sheet should be arranged as 
simply as possible, and with a clearness 
which will render misapprehension Im­
possible.
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A Simple, Yet Accurate Cost Keeping System
Article I.—A Description of the Dey System of Cost Keeping.

To obtain the actual cost of produ - 
tion in factory or mill is the ideal of 
progressive factory managers and ac­
countants, for by securing this, and only 
by so doing, are they able to figure out 
whether they are actually making a pro­
fil each month.

Three items enter into the cost of a 
manufactured article. These are: raw 
material, labor and burden expense, the 
last-mentioned including all fixed 
charges, office and selling expenses, ma­
terial consumed in manufacturing, such 
as oil. waste, etc., non-productive labor 
(which should be determined by divid­
ing the pay-roll into two parts, produc­

tive and non-productive). This item of 
burden expense amounts to a large sum, 
yet none of it contributes to the actual 
production of the factory's output. How­
ls this to be charged ? It cannot be 
charged to raw- material, as it has not 
caused any of this e<pense. It must, 
therefore, be averaged and added to tin- 
expense of productive labor.

The moment work is started on raw 
material production begins, a^d it is 
not until something is produced can the 
money be charged that was paid out 
for burden expenses.

How can this burden expense be pro­
perly distributed ? At first glance it 
seems reasonable to add a fixed charge 
to the cost of each man’s labor. But 
this will not do.

For example, two men working side 
by side at the bench : one is paid 45c. 
lier hour, the other man 20c. per hour. 
Kach man works on his respective piece 
of work eighteen (18) hours. By the 
percentage method you charge say 40 
per cent, of labor cost on each man’s 
work to cover burden expense. On this 
basis, for the first man’s share you 
charge $3.24 and only $1.44 for the sec-1

ond man, and there is nothing to show 
where the first man consumed more of 
iln- actual burden expense Hum the 
other, and yet you are charging over 
twice as much to the first man’s labor.

To get the proper amount to add to 
this labor to cover this expense, you 
should divide the total amount of the 
burden e<pense for the month by the 
total number of productive hours. Say 
your burden expense is $720.00, and 
your productive hours ire 3,600. This 
gives you a rate of 20c. a productive 
hour, therefore, to the first man’s wages 
of $8.10, you add the burden rate of 
20c. per productive hour, eighteen

I hours $3.60. making labor $8.10, bur­
den cost $3.60, material $4.50, total 
$ 16.20, the absolutely accurate cost. To 

I the second man’s wages of $3.50 you add 
j the burden hour rate of 20c per pro­
ductive hour, eighteen hours $3.60, 
making labor $3.60. burden cost $3.60. 
material $1.60. accurate cost $8.70, and 
to this you add what per cent, of profit 
you intend to make.

By the percentage basis add 40 per 
cent, or $3.24, to the first man’s wages 
of $8.10, material $4.50. making cost 
$15.84, a difference of 36c. short, of ac­
tual cost. To the second man’s wages 
of $3.60 add 40 per cent., or $1.44, plus 
cost of material $1.50, making a total 
of $6.54, a difference of $2.24 short of 
actual cost. This is where you fail 
short of making the profit you had fig­
ured on. If you will give this careful 
thought you will see it is the only way 
to arrive at the accurate cost. f

Take another example. Say we have 
three men working by the piece. The 
first man we pay 40c. per 100. In six 
hours he turns out 475 pieces, $1.90. 
The second man we pay 50c. per 1,000. 
In^ six hours he turns out 6,000 pieces,

$3.00. The third man we pay one cent 
a piece. In six hours he turns out 225 
pieces, $2.25. If you add 40 per cent, 
to labor cost, you will add 76c. to the 
first man, $1.20 to the second man and 
90c. to the third man, when each and 
every one of them took six (6) hours 
and consumed an equal amount of the 
burden expense, and should be charged 
an equal amount, but on a percentage 
basis you would charge each man a dif­
ferent amount for burden expense. It 
is necessary to keep a record of the 
hours that piece hands work in c vder to 
obtain the accurate burden their product 
should bear.

Another example. A piece worker 
starting to work in the morning and 
working only a half day, five (6) hours, 
earning $1.00. By the old method they 
would charge 40 per cent, to this to 
cover burden expense, making $1.40. 
This burden expense keeps right on the 
other half of the day, but what bears 
it ? If she had worked the rest of the 
day she would have earned $2.00, and 
40 per cent, burden expense makes 
$2.80. Although the burden expense 
went on just the same, but as she did 
not work and you could not, according to 
your methods, charge it to her labor, 
where does it come in: If you had ob­
tained a productive hour rate by divid­
ing the total burden expense bv the to­
tal productive hours, the burden ex­
pense for this half day she did not work 
would be properly and accurately taken 
care of.

It is comparatively easy to obtain the 
cost of material that enters into your 
product, but the time or labor element is 
the difficult element in cost.

To get the exact elapsed time on every 
operation, every job, exact labor cost to 
a cent on every order that goes through 
the works, also the productive hours, 
which gives the proper burden rate and 
absolute accurate distribution of burden 
expense, is to save thousands of dollars 
each year.

To accomplish this the International 
Time Recording Co., Traders’ Bank 
Building, Toronto, have placed on the 
market the “Dey” special cost keeper, 
Fig 1. By this clock elapsed time on 
and off a job can be registered as often 
as necessary, so that the individual 
operation can be kept. If when an order 
is issued it is desired to start a job 
ticket and to have it accompany the 
order through the works, this clock 
will record the elapsed time of each 
man working on the job right opposite 
the operation lie performs, so when the 
order comes through It will have with 
it one ticket with the exact amount of 
elapsed time of each operator, multi­
plied by their rate, giving the exact 
and entire labor cost on this one original 
ticket, if the business is such that it 
is desired to have a coupon tag to fol­
low the work, each operator detaching a 
coupon to show what work he did. this 
clock will stamp the elapsed time on his 
coupon, showing (if it is piece work), 
the comparison of the piece price with 
an hourly rate.

If you prefer to keep a record of the 
various jobs a man works on in a day on 
one card or sheet, this clock will give 
you the elapted time of each job on 
that same sheet, directly opposite the 
order he is working on, so that the total 
elapsed time will foot up to the exact 
working hours of the day. multiplied by 
the rate per hour will give you the

ey ” Special Cost-Keeper No. 303.
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amount of wages you are paying the 
workmen, thus proving first the produc- 
t.ve hours and minutes, second the 
wages you pay, third the absolutely ac­
curate labor cost, fourth the accurate 
burden hour to figure the burden ex-

in a subsequent article the writer 
will give diagrams showing how this 
system is operated.

National Business Show
From Monday to Saturday, Octolier 5 

to 10, a business show will lie held in Massey 
Hall, Toronto, tuuler the direction of Messrs.

Hew 1$. Wood and Stewart Houston, of 
that city.

It is proposed to devote the main Hour of! 
this spacious building to the display of loose 
leaf devices, time recorders, typewriters, 
adding machines, duplicating machines, check 
protectors, office stationary and specialties 
of all kinds.

Though the show is still a month away 
Mr. Woods states that several prominent 
office equipment concerns have contracted 
for space while several others have reserved 
locations.

Tickets of admission can be secured by 
application to any of the exhibitors or to 
either Messrs. Wood or Houston.

System in the Order Department
By 1'. Harcourt, Manauim; Director Canada Loose Leak Co., Limited, Montreal»

Loose Leaf Systems an* at present so much 1 
in vogue in our large mercantile offices in I 
Canada, that a word on the method of 
operating some of the most important sys­
tems might not l>e out of place. It is doubt-1 
ful if any part of the routine work in an I 
industrial or mercantile business is of so 
much importance as the order department 
and certainly if this department is badly 
handled it is safe to say all other departments ! 
will lie more or less affected. On the other
haml if this department is working har­
moniously it is also safe to say that all other 
departments will be doing likewise.

The order department is so wrapped up 
with the selling end of the business that it is 
necessary to solicit the co-operation of the ! 
selling staff in order to make either successful, 
in fact harmony must exist In-tween the two] 
forces. Then- is no surer way to obtain these i 
n-sults than a well organized order depart­
ment. No other medium perhaps is more 
successful in dam|K-ning the ardor and en­
thusiasm of the salesman than the bad hand­
ling of orders which he has entrusted to his 
firm. Delays are dangerous and there is 
no more fruitful source of delay than a poorly I 
organized and equipped order department. 
It puts the salesman in bad humor and it is 
sure to drive customers away and in nine 
cases out of ten the order department and j 
not the factory or the warehouse is the guilty
party.

A great percentage of the large- wholesale 
offices of Canaela can now endorse the benefit! 
to be derived from operating the orde-i 
department on a well devise-el Ixiose Ia?u: 
Method. Not only from an actual economic 
standpoint but from the standpoint en 
expedition.

The methoels obtaining in nearly all office! 
in this department only a very few years age 
are to-day antiquated so far as this country 
is concernée!.

It is not my desire? to here outline a plan 
of order system for any particular busincse 
but simply to point out in a general way the 
necessity for more progress in this direction.

Each different business or at least each 
different class of business must have 
its own distinctive method of handling its

orders. Them are at least three reliable loose 
leaf companies in Canada to-day whose entire 
business it is to instal and manufacture these 
systems and in all eases these firms give the­
se r vices of their accountants for the purpose 
of installing these systems free- of charge. 
This is an advantage that the business public 
did not dream of fifteen years ago. There is, 
therefore, no good excuse which the party in 
charge of the order department can render 
to the management of his concern for not 
having an up-to-date method of handling 
his department.

So many so-called good business men 
men shrewd in the financial end of their 
business an- willing to shut their eyes to the 
advantage which might lie gained in a more 
up-to-date method in the order department. 
This procedun- < eitainly ends sooner or later in 
such houses falling In-hind in the race—in these 
days of keen conqietition. Only the house 
which is pn-pan-d to give quick and efficient 
service in its delivery of orders can hope to 
win in the race.

THINGS TO FORGET.

If you see a tall fellow ahead of a crowd
A leader of men marching fearless and 

proud,
And you know of a talc whose mere 

telling aloud
Would cause his proud head to in 

anguish lie bowed,
It is a pretty good plan to forget it.

If you know of a skeleton hidden away
In a closet, and guarded, and kept 

from the day
In the dark; and whose showing, 

whose sudden display
Would cause grief and sorrow and 

lifelong dismay,
It’s a pretty good plan to forget it.

If you kno\ of a thing that will dark­
en the joy

< )f a m^in or a woman, a girl or a boy,
That will wipe out a smile, or the least 

way annoy
A fellow, or cause any gladness to cloy, 

It’s a pretty good plan to forget it. »- 
—Ex.

The History of Envelopes
Br H. K. Knapp.

The first record of the use of envel­
opes that lias come to our knowledge is 
contained in the following lines from a 
satirical poem written by Dean Swift 
In 1726: —

"Lend these to paper sparing Pope 
And when he sits to write

No letter with an envelope 
Could give him more delight."

In the British Museum there are pre­
served two envelopes, one of which is 
dated. Stockholm. April 24th, 1755, and 
It is known that in 1760 Madame de 
Pompadour sent a letter In an envelope 
to the Duchess d'Aiguillon.

Envelopes were used in England soon 
after 183 0, and are referred to in a 
paper written in 1 839 by Sir Rowland 
Hill, the father of modern postal sys­
tems, as "the little bags called envel­
opes."

They were without gum on the open 
flap, which was secured by wafer or 
wax. It is evident, however, that the 
use of envelopes at that time was far 
from general. The English postofflci- 
made a doable charge for letters en­
closed In them, and they were a refine­
ment largely confined to those In easy 
circumstances. A letter written by an 
English lady in 1840 Is still preserved, 
in which the asks for "a quire or so of 
small colored notepaper, and a paste­
board pattern of the little envelopes."

Soon after 1840 Warren de la Rue 
and Edwin Hill, brother of Sir Rowland, 
Invented a machine for making envel­
opes which attracted a great deal of at­
tention in the Crystal Palace Exhibition 
of 1851. Envelopes rapidly came Into 
general use. and an Englishman named 
Dangerfleld became in 1845 the first en­
velope maker In New York. The first 
American patent for envelope machin­
ery was granted in 1853 to a Philadel­
phia Inventor.

The early machinery folded envelope 
blanks which were cut by steel dies, and 
on the open flap of which gum had been 
spread by hand and allowed to dry. 
Modern machines are more than twice 
as fast, and require no hand work, the 
gum being applied to the open flap and 
artificially dried on the machine. For 
■ome years after tin- Introduction <>t 
machines, envelopes were made by hand 
in large quantities, and business men 
now living can remember when the 
ability readily and surely to distinguish 
hand-made from machine-made envel­
opes was a mark of the expert.

Within recent years there has been a 
remarkable development in envelope 
machinery, and every first-class factory 
keeps Its machine shop busy repairing 
its machinery or fitting it with improved 
devices.

PUBLICATIONS
Heaton’s Annual—-the commercial hand 

book of Cana. 11 and Boards of Trade Register 
fourth edition, 1008. This book contains a 
great amount of condensed information of 
value to persons doing business in Canada, 
such as cable regulations, postal information, 
customs tariff, commercial law, regulation of 
trust companies, transportation, shipping, 
business opportunities, statistics, etc., etc. 
Price $1.00 from the publishers, or Morton 
Phillips à Co., Montreal.
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Extending Credit and Handling Accounts
I’iik Essential Equipment of a Good Credit Man, with Some Examples of Tactful and Successful Letters

to Delinquents.

By S. Roland Hall, in Selling Magazine.

In this day of ready transference of I One large, successful firm, selling di-1 How does the Pepperoid sell ? Some 
money through hanks ami other ave- rent to grocers all over the United of the trade are finding It a first-class 

', , . • f States, allows its salesmen to extend seller, not only on account of its good
J‘y ; .ar... 1, ü'üt-JL l,r0J!a0r.!°." Hi. credit almost entirely on their own re- quality, but because of the large amount

sponsibility; to safeguard against worth- of advertising being done by the maim­
less accounts, it requires the salesmen facturera. We ordered a good stock of

business transactions are conducted on 
the confidence of the seller in the buyer. <
1 he extension of credit is a necessity in«i„ ,,ay ten |ier vent, of the amount when. Pepperoid in anticipation of duplicate 
most selling enterprises, and properly one ()f |liK ac(.0unts is lost. The plan orders. If you would like to have an-

works well. j other gross, let us know and we willso. Debt, however, is a subject to be
handled delicately r often the humble some mail-order concerns require new ship on the day ordered.
huiilnuniun fur n vi cr Iwtu* in null nmnt ...... . .iradesman figuring how he can meet (omers the signatures of
all bills that are due, becomes offended, . , „ , . , several neighbors or business acquaint-,
at a harsh or hasty demand for money. a to (.evllflrale „„ ,he order blank1 
and turns his patronage elsewhere.

With best wishes, we are,
Faithfully yours,

if a letter of this kind brings no re- 
to the effect that the one ordering is| spouse, and there still seems no reason 

Retain the Good Will, But Get the trustworthy, able to secure an equal for alarm, it would be well, after giv- 
Moxky. amount of credit at the local store, etc. ing a reasonable length of time for at-

... , Uoa . Other concerns send goods on approval, tent ion to the first letter, to send a sec- Thu correspondent who has charge ............... „...... hi,,» iiv., ,his- .
of the work of collecting dilatory and 
delinquent accounts has a highly im-

to only those using a business letter-jond, something like this: 
head ; but advisable as this might be in Gentlemen :

portant work. He has need for as much h „bv,ô, 8ly Um cd 
tact and judgment as the correspondent
who adjusts complaints: for there is1 The Salesman Not a Colleui

| some instances, its usefulness as a plan I As you know, your account has run
| for some time over our usual limit. We 
! have to collect money to run our own 

... i . business, and we hope you can give the
a time to be severe and a time not to be While the services of a salesman are | il(.(.ount attention without further de-
severe. Because extreme measures are exceedingly valuable in collecting, be- jav
sometimes necessary, credit men and cause he can act understanding^, it is py the way* we have not received an
collecting departments often make the doubtful that it is good policy to have (l|.de*r of any kind from you for a month
mistake of using too little tact. On the, salesmen collect regularly if it is pos-|or more we trust nothing about the
other hand, it is, of course, necessary | sible to arrange collections in any other
to collect money promptly, in order to 
conduct a business properly. Those 
who sell have their own obligations to 
meet. Accounts cannot and should not 
be allowed to run indefinitely without

way. Collecting and selling do not go 
well together: the service that a sales­
man renders in collecting will usually 
lie offset by a loss in s" ling. It is bet­
ter that the salesman should not, ex-

Short credit makes long cept in extreme cases, e a part of the

last shipment was unsatisfactory, or 
that anything has happened to cause 
you to place your orders elsewhere. If 
ever there is any fault in our service, 
remember that we deem it a favor to be 
advised.

With the expectation of hearing from
you at once, we are,

Faithfully yours,
Drafts to be Used with Caution.
If a letter like the second brings no 

response, a firm is certainly justified in 
drawing on a customer. If the custom­
er refuses to pay, or there seems dan-

system .
friendships." says the credit man of a I active collecting systen . He should 
great Pittsburg concern. The collect-1 contribute to intelligent tion by keep­
ing work must be under the manage- ing the firm informed. flier? should
ment of a man who, while using tact be close co-operation bet jen the sales 
and retaining the good will of custom- force and the credit depi vtment. 
ers, still keeps up the collections. Let us suppose that w • are running

There must be some eiceptions to the collecting department of Brown &
all rules. Few, if any, firms could Co. Jones & Co., of Elmira, N.Y., re­
force all customers to live up to an iron- tail grocers, owe us two hundred dol-1 g*er* of* losing the account* by~fal*iurer*lt 
riad rule regarding the time of ;my- lars We require all accounts paid In la then time to act quickly, and perhaps, 
ment, and retain them. In some lines thirty days, and the account is already to sen,i a personal representative. Busi- 
of trade and in some localities, it is the a day or so overdue. It is obvious that ne88 men jn sniau towns often object 
custom to discount nearly all bills. In previous dealings, if there have been | seriously to drafts. Therefore, draft- 
other places, tradesmen in excellent any, govern action in any given case. ng ls a method to be used with can- 
standing are accustomed to pay bills It is the first of the month, and we find ;‘tjon
only at the end of thirty, sixty or ninety that Jones usually pays his bills on the | jt" js difficult to lay down rules, be-
da>s. Therefore, a film desiiing to 10th : so it is business policy to wait -, cause what would hold good for one 
have all bills paid in thirty days must, until the 10th has passed. The 10th ! business and one class of debtors would 
if it does business all over the country, comes and goes without hearing any- not hold good for another, because, also, 
be tactful and allow its rule to stretch thing from Jones. If this were the proper action must be determined large- 
at times. first time Jones had let his account run jy py tpp circumstances of each case.

(•(IMMKHIIAI. IUtincia Not Always Rei.iabli: overtime, we should probably Inquire miess there ls Imminent danger of
of our salesman or send a statement failure, every effort should be made to
ennHneml '* lint It- onnmo tli.it Tonoc .... . , , , ,An important requisite to intelligent rendered." But it seems that Jones

collecting correspondence is a good un- has only a fair standing, and that he has
derstanding of the condition and re- several times been slow in paying. The
sponsibility of customers. The com- balance now due is larger than usual. ____ ___ _____ ____ _______
niereial agencies afford ratings, but It seems important to secure payment,! |n paying, and are not sensitive to hints,
these ratings—important as they are and yet we do not want to endanger the with such persons, firm and formal re­

ascertain the cause of delay or refusal 
of payment before proceeding to ex­
treme measures.

Some tradesmen are notoriously slow

when no other information is available trade of Jones & Co. A letter some- 
form only a part of the information thing like this would do: — 

which a collection department should Gentlemen :
have. A firm on the verge of failure We are sending statement to date, 
may sometimes have a good rating, and and we trust you can let us have this 
a new concern to which credit may be amount at once.
safely extended, even beyond usual lim- We dislike to inconvenience our cus- 
its, may not be rated as being safe, or tomers, but we have bills of our own to 
be rated at all. Information of a gen- meet, and for this reason it is some- 
era 1 and personal nature, and private times necessary to press our friends for 
reports from salesmen are of great ser- payment earlier than we otherwise 
vice. A salesman who calls often at a would. It will be a favor to us if you 
place of business is in a position from will give this statement immediate at- 
observation to make a safe estimate, tention.

quests, drafts, and threats to sue may 
be used earlier than with others. In 
all cases, the correspondence should he 
courteous.

Legal Steps the Last Resort.
One prominent New York firm sends 

out with each of its monthly statements 
a brief letter that requests the custom­
er to inform the house at once in the 
event that there should be any error. 
If payment is not received within a rea­
sonable time, a correspondent writes 
suggesting that there has undoubtedly
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liven some good reason for the delay, 
and urging if the delay has been caused 
by anything for which the house is re­
sponsible, that the customer will be 
kind enough to write immediately. A 
third letter is a little more insistent, 
though courteous; and the fourth takes 
up the matter from an ethical point of 
view, appeals to the customer's sense 
of fairness, his pride, etc. If none of 
these has the desired effect, an attorney 
in the employ of the company takes the 
case. It is worthy of note that a letter 
over the signature of an attorney is of­
ten all that is necessary w th obstinate 
and indifferent debtors.

Flattery is a subtle weapon in col­
lecting accounts, as it is in other deal­
ings. One very successful correspond 
ent has a plan of writing a personal let­
ter to a delinquent, saying that his firm 
has decided to draw on an delinquents 
in a few days, that he takes the liberty 
to write to Mr. Plank, believing that he 
prefers not to he drawn on, and sug­
gesting that if a check is received by 
the 23rd the drafts will not he executed. 
Showing an Interest Besides the Dun

Many firms hold to the policy of 
writing letters the day after accounts 
are due. and making formal request for 
prompt payment. Some do not like to 
plead the need of money as an argu­
ment for payment, and perhaps it is not 
always a good plan; perhaps, occasion­
ally. any excuse for pressing payment 
weakens the demand; but in most lines 
of business it is better to incorporate 
some manifestation of interest that will 
take away from the dunning letter all 
the disagreeable effects, while retain­
ing all the usefulness of its mission. A 
resourceful correspondent can always 
find a logical and pleasant way of press­
ing collections.

The following are some paragraphs 
selected from letters used in the col­
lection departments of a wholesale con­
cern and a publishing house selling on 
the instalment plan: —

I shall esteem it a personal favor if 
you will write to me fully and frankly 
by return mail.

I trust you will not compel me to re­
fer the matter to a local attorney for 
attention. Let me hear from you

If we do not. hear from you within 
ten days, your contract will, in the reg 
ular order of things, pass over to our 
attorney, and I am really eager to avoid 
that.

As soon as your account is placed in 
good standing by at least one regular 
payment, 1 will send you any one of 
three books described in the enclosed 
folder that you may select. When send­
ing your payment, he sure to tell me 
which one of the books you want.

According to our rule, we shall have 
to draw on you next Thursday for the 
amount of your account due on the 
10th. Can you send us your check be­
fore Thursday ? We hope so.

The Watchdog of Dividends
By H. P. N. in System.

Frequently a department head, long in the 
service of the house or with some special 
claim to consideration, will he indulged in 
his whim by the management and allowed 
to block installation of labor-saving devices 
in his immediate province. Such a case 
requires tactful handling. I n all an in­

stance where I had to enlist the president in keeping down expenses. “ We’ll have 
and chief owner of an important New York him in and see if we can’t sell him.” 
concern as an unofficial salesman «efore I j The manager showed his vexation, but 
could convert his office manager to \ «"chase the president handled him as gently and 
my appliances. tactfully as though he were a big customer

It happened that the office manager had a just complaint, 
a small share in the business, having received * wondered if Mr. Blank, here,’ he 
the stock when the concern was struggling I'cKan, indicating me, “showed you how he 
to make headway. The pieekleet was a eouW "P"** ,hr r,Ms of ins appUaoeee over 
kindly, bighearted man who gave him full i u " ‘>r tw°nty years and make them paj­
amas’ in the recording ami accounting end i I°r themselves several times over.’ It was 
of the business, overlooking the fact that he !an argument I had use,I on this office man 
was wedded to old-time methods and made | as WI>11 as the president and this “old man’ 
a showing only by the most niggardlv econ- developed it beautifully. With pencil and 
omy * | paper, adding interest charges and allowing

... , ... , ,, ,I for depreciation, he showed that his devices1 he office manager admitted the worth of , , „ ,, . , ,. . . ... . . . m twenty years would cost only twenty centsmy device after a demonstration, but made . J J* 1 '• day. He was a natural salesman—wasthe price his excuse for flat refusal to pur­
chase the two he needed. 1 lis little dividend, 
he conceived, would be cut down by the 
unusual outlay and he may have needed the 
money, for all I know. At any rate he said 
“no” with emphasis.

Naturally I carried it up to the president, 
expecting that a word from him would alter 
the “shadow’s” decision. His eyes twinkled 
when 1 told him frankly why the office man­
ager balked.

He’s the watch-dog of our dividends,”

the president—and he made the thing clear 
as rock-crystal.

“They’ll cost you, |iersonally, Jim,” he 
wound up, about two dollars a year. Don’t 
you think we can afford that for the clerk’s 
sake, even if they don’t make the savings 
they seem to promise?”

Stumped, the “shadow” fenced a little 
longer and finally gave in. But he didn’t 
wait twenty years to get his squandered 
dividends back. The next time I called I 
found he had dropped one clerk and was

he said and explained the other’s interest figuring on letting out a second.

Organization in Manufacturing Plants
Before the InstituteExtracts From Paper Bead by Eustace Thomas, B.Sc.

of Electrical Engineers

Everyone who has visited a number of 
simps, some working oil day work sys­
tem and some on the premium system, 
must be impressed with the difference in 
the atmosphere of the two. With piece 
or premium work there is not only a 
brisker air about, but also the author 
seemed always to notice a more cheerful

sary. it should be insisted on that a price 
and time are estimated for each job, 
even although these are not made 
known to the men. The actual price 
and time must be compared later with 
this estimate. The effect is to force at­
tention to all day work jobs, and in 
some measure to bring about the other

atmosphere. Probably the reason is that advantages enumerated under premium 
with either the piece or premium system and piece work. But, further than this, 
the man feels that he is working for his it must eventually make the foreman de­
own benefit. The following are some dis- sire to get piece or premium work in 
advantages of day work, especially in where he has been accustomed to give 
general shops. The men slack off as soon out day work, for, if a price has to be 
as the foreman's vigilance relaxes at all. given in any case, it is easier for him, if 
Some men regard it as a matter of prin-, it is given to the man outright and the 
ciple to make jobs last as long as pos- man is working with him, to keep the 
sible with a view to increasing employ- time down. The simplicity, comfort and 
ment. The men are quite content to wait general advantage of piece or premium 
for material. The handling of material work cannot be sufficiently proclaimed, 
by the foremen is always less efficient. So much so that where appreciated 
Costing is uncertain and unsatisfactory, every manager of a general shop will 
Some advantages of premium or piece find means to introduce it to a much 
work are : Each man has an interest in greater extent than Is at present com- 
the work. The men press the foreman mon. 
to give efficient delivery of material, and ,, w
the foreman is thus placed between two remivm vxork
flrpB. Each Job must have careful ran- lt was w,,u known that wlth ,ece 
sidération before being committed to a work a num seidom attempts to earn 

! p,r*ce or ^'hich may be hard to more than about time and a quarter 
change. Each job makes the estimation for fear of getting the rate cut. This 
n* Mvw w°rk easier. The foreman ha* caused an uneasy feeling In the em­
mure time to plan his jolts, and Is better ployers that they were not getitng the 
aid’ to estimate for and keep correct ,,est efficiency. and It was hoped by the 
promises of completion. If the assent- introduction of the premium svstem 
biers are on piece or premium work. ,hat this difficulty would lie got over, a 
they draw attention themselves to any promise being made that the time al- 
naccurate manufacture of parts coming lowed should not be altered unless a 

|\° ,!?' „ n. . new me,hni! "ere adopted. In fact, the
i)AV Work to Have Time and 1’rice masters hoped that they might be able 

Estimated to relax some of their vigilance, and
In cases where day work seems neces- that the men would of their own accord
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Send out Circulars GEORGIA LOCOMOTIVE COMPANY.

One of the most direct 
and profitable ways of 
advertising any com­
modity, especially when 
the number of prospec­
tive buyers is limited, is 
by sending circulars per 
sonally addressed to the 
firms or persons one de­
sires to reach.

For instance, a manu­
facturer who has some­
thing important to say to 
the five hundred retailers 
who have his exclusive 
agency, can, by the use 
of modern appliances, 
reach all of them at very 
low cost, and yet in most 
effective manner, by 
sending a circular letter 
to them.

A few years ago this 
meant large expense, for 
it entailed having each 
letter written and ad­
dressed on a typewriter. 
Now he can have the 
letters so well written by 
duplicating machines and 
so well addressed by ma 
chines for that work that 
each letter looks so like 
a typewritten letter that 
the agent who receives it 
cannot see the difference.

An
Actual

Example
of
A

Saving 
of 50% 

over 
Printers 
Charges

A llama. Georgia............................ 190
To Georgia Car Company.

Fiessc furnish l.ebor «ml Material, charging to our account, for account of Fng ie

Georgia Locomotive Company

The above order when O.K'd by Mn Harms or Mu Yancey commutes order to 
Foreman of Department for work to be done.

INSTRUCTIONS:

By the

Qammeter Multigraph
Office Printing Machine and Multiple Typewriter

The Muhiyr.t|>h dues guod office printing .it practically the cost of the paper and an office boy's time. 
Small quantities are produced at the lowest rate, instead of according to the printer’s sliding scale which 
increases the rate as the quantity is decreased.

The Multigraph not only saves 50",, of the cost in printing, but it saves time and keeps confidential 
matter private. The work is produced with twice the speed of a printing press, and ordinary runs can lx* 
finished on the same day as started. The Multigraph will handle forms up to S'2 x 17 inches in size. (The 
actual size of the form shown above is 8x11 inches.) Electrotype? may he used on the Multigraph and a 
direct inking attachment is supplied tor straight printing purposes.

As a Multiple Typewriter
The (.ammeter Multigrapli typewrites (0011 letters that are iden­

tical with tlte work ol a regular high guide typewriter. It turns out 
copies faster than any duplicating device, and each copy is a perfect 
ribbon-printed original.

The («ammeter Multigraph has an automatic type-setting-and-dis- 
tributing device which avoids all touching of type with lingers; only 
a minute to a line is required lor setting up a full-width letter form.

LET US SEND YOU SAMPLES
ol forms printed on the (iamineter Multigraph. together wiih .1 
Mulngraplied typewritten letter addressed to you personally. Sim­
ply send us your name, the name of your firm, and position you 
occupy. We'll also send descriptive booklet or c.ualof

The American Multigraph Sales Co.
Canadian Office :

28 Adelaide St W , TORONTO, Canada

This is but one of a score of ways 
in which manufacturers and other large 
business concerns will find circulars 
exceptionally effective.

It is by keeping in touch with all 
such labor-saving equipment for office 
work, that the general manager, the 
accountant, or the sales manager can

hope to keep the efficiency of his office 
staff and of his sales force up to the 
highest standard. The office manager 
should make a point of keeping on file 
the catalogues, bulletins, etc. issued 
by the various firms who are selling 
such equipment and to also have full 
information re the first cost and the 
operating expense in connection with

these modern appliances. Having 
such information makes it easy to 
calculate the saving effected by in­
stalling any of them. By such saving 
or rather by such increase of efficiency, 
it is possible to very materially in­
crease the ratio of net profits and to 
thus swell the dividends.
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do their best in their joint interests. 
Such a golden vision was not likely to 
he realized. The men know quite well 
that if they make too much premium a 
new method will always be found. The 
author has been amused to find that 
the managers of some of the works vis­
ited have declared that the rate was 
never cut. Their responsible assistants, 
however, have usually acknowledged, 
on being pressed, that practically the 
same result was obtained by this plan 
of '•finding a new method.” The prac­
tical result is that the premium system, 
after all. requires just as much vigil­
ance as the piece work system. It has 
the disadvantage of requiring rather 
more bookkeeping, and of rather more 
difficulty in adjusting the price when 
a mistake has been made. If there had 
never been any cutting, the older firms 
would have been placed at considerable 
disadvantage as compared with newer 
firms, and would find that they had 
been pioneering for such newer firms, 
who are enabled to take advantage of 
the improvements effected and set 
shorter times to start with. In actual 
practice, however, it is probable that 
the greater proportion of the rates 
fixed, especially in large machine work, 
are pretty correct and there is not per­
haps so much scope for any undue bonus 
to be earned.

Expert Check on Times Set.
Where it is considered that the best 

results are not being obtained, the au­
thor is convinced that the only way to 
improve matters is to have enough ex­
pert men who are jpaid well, and can 
be relied upon to work in the employers' 
interest. Such men, for example, may 
act as rate fixers. One or more of them 
can work on such of the jobs as seem 
to require checking, and they will ad­
vise on any changes that seem likely to 
be profitable. In particular, they seek 
economy in “non-cutting" times. It 
seems very desirable that the rate fixers 
should keep their hands in in this way, 
otherwise some stagnation is probable. 
Also if some system of remuneration 
for improvements they effect can be 
introduced, it will probably yield a very 
profitable return.

On small work especially the propor­
tion of non-cutting time is sometimes 
very great. In a certain rather tricky 
job a very experienced rate fixer set the 
following time: Cutting, 16 minutes; 
changing tools, 10 minutes; gauging, 20 
minutes; setting up and fixing, 30 min­
utes. This, of course, was not quite an 
average job, but in particular the item 
for gauging is to be noticed.

Gauging.
There happened to be a number of 

surfaces to machine, and each to exact 
dimensions. “Gauging" included the 
actual measuring and the successive 
short cuts necessary to get down to the 
exact depth for the final cut. A little 
thought will show how antiquated and 
wasteful are the ordinary methods of 
doing this. A cheap gauge or micro­
meter is badly required, which will tell 
in a second or two to ordinary men Just 
how far they are off the final dimen­
sion, and then means are required to 
set the tool forward just that amount. 
Micrometer heads on lathe screws are 
useless without the micrometer or 
gauge for showing how much remains 
to be taken off. The introduction of 
some cheap device of this sort will eas­

ily effect an appreciable percentage 
economy.

Changing Belts.
With belt-driven machines and cone 

pulleys the speeds usually change in 
not less ratio than 1.75 to 1 or even 2 
to 1. In the latter case we shall on the 
average be working at just three-quar­
ters of the correct speed, and the cut­
ting time is increased one-third. This 
is a very serious loss, and argues strong­
ly the advantage of a gradual speed 
change device; also of some cheap speed 
indicator to be applied to the work and 
show instantaneously the rate of cut­
ting. But in an even simpler way losses 
constantly occur. It is usually not 
quite easy to change from on»1 speed to 
another, and the tired man in particu­
lar will not take the trouble to speed 
up and down as often as perhaps he 
should. One large firm doing very ac­
curate work, provides a handle which 
automatically shifts the belt by pres­
sure to right or left. There is no doubt 
the cost of this has been repaid many 
times.

Quick-Change Drill Chucks.
A quantity of W'ork comes under the 

radial or single spindle drill, and re­
quires fairly frequent change of drills. 
Quick-change drill chucks, which en­
able the drill to be changed instantan­
eously without stopping the spindle, 
may easily save anything from 10 to 
50 per cent.

Setting Work in Jigs.
In small and thin work the cutting 

time is often very little, and the setting 
and handling of the jig may be a large 
percentage of the whole. In one shop 
where the work was all repetition, and 
large numbers of very expensive jigs 
were used, the foreman estimated, at a 
rough guess, 25 to 75 per cent, of non­
cutting time, a multiple spindle drill be­
ing used, and very good jigs.

Picking Up Tools
In one very accurate and tricky job, 

requiring a number of operations to be 
performed from the same setting, and 
requiring a number of tools in succes­
sive use. the author was impressed with 
the small cutting time, and also with 
the loss In finding and picking up the 
ecact tool required. A large block, 
having exactly as many holes as tools 
and gauges, and with these arranged in 
suitable groups, will save its cost many 
times over. A careful study of this par­
ticular job enabled the time required 
for it to be halved, with considerably 
greater satisfaction in the character of 
the work turned out. and all by atten­
tion to these small details. The above 
details will sufficiently emphasize the 
point that there is a large field open at 
present for improvement to reduce the 
non-cutting time, as well as the cut­
ting. and that employers may often pro­
fitably take obvious opportunities of 
economizing which lie ready to their 
hands, instead of looking abroad for 
new tools.

Visiting Consultants.
In America, and in a few cases in this 

country, visiting consultants are called 
in to examine the works, its lay out, its 
organization, and to suggest improve­
ments. Such men must have an ex­
perience which no one attached to a 
single works can possibly attain to. and 
should be able to exercise it without 
breach of confidence. In any single

concern there must be some tendency 
to stagnation, and there seems as good 
reason for the visiting consultant as for 
the visiting auditor, whose services are 
now regarded as essential, and taken as 
a matter of course.

In a general shop having many small 
jobs in hand at once, it requires a very 
c’ever foreman to give times of com­

mon of all work in hand which he 
can adhere to and yet not have too 
much labor employed. The author has 
devised a special indicator for the pur­
pose, which gives the foreman a bird's- 
eye view of the work in hand and of the 
capacity for work. It requires that time 
shall be estimated on all work in de­
tail, whether on the day, piece or pre­
mium systems. One or more suitable 
boards are laid out with horizontal 
grooves to represent the different men 
in classes according to employment, 
wages, etc.; some spare grooves are also 
allowed to each class. Vertical lines 
are drawn to scale to represent hours, 
days and weeks. Fairly narrow strips 
of card are cut off for each job, of 
length equal to the number of hours 
estimated, and marked with the job 
number and date by which completion 
is required. These are then set up in 
the grooves, always to the left of the 
date marked on them. If there is more 
work in hand than capacity in men, 
some cards must go into the spare 
grooves. The card to the left in each 
groove is always the job in progress at 
the time with that man, those to the 
right being arranged in the order of 
present urgency. They can be reshuffled 
later as altered circumstances may seem 
to require. Thus the foreman or man­
ager can see at a glance what work is 
likely to be late, what is the present 
capacity for new work, stock work, etc., 
what jobs are hanging, and where it is 
desirable to take on oi* discharge men. 
The material laborer can also see what 
materials, tools, etc. are likely to be re­
quired soon and get them ready. The 
cost of keeping up is small and amply 
repaid by the advantages.

In conclusion the author would re­
capitulate a few of the points which 
stand out most strongly before him : 
fa) Make it unnecessary for the work­
man to think or remember what can 
be committed to writing, and he might 
forget, (b) Some red-tape Is neces­
sary and cheap. Remember that dis­
cretion may also mean indiscretion, 
(c) Use routine books arranged for 
easy weekly Inspection, (d) Give every 
piece made a carefully-chosen catalogue 
number, and use this everywhere, (e) 
Provide an auxiliary stores for each 
foreman where there is much small 
work, (f) Make use of the list of ma­
terial in the numerous ways suggested, 
fg) Drawings should be divided up, and 
each detail given a list of operations 
and tools, fh) Get as many men as 
economically possible on to each order 
in progress, and so have as few in hand 
at any one time as possible, and finish 
each quickly, (i) Check standard jobs 
by expert labor, and reward improve­
ments made, (j) Insist on an estimate 
of the time required for each day work 
job. fk) For the sake of comfort, as 
well as for economy, displace day work 
as much as possible. (1) Keep the at­
tention directed to the "non-cutting" 
losses, especially with small work, (m) 
Keep the whole of the work under gen­
eral view by means of a suitable fore­
man’s indicator.
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HOTEL TOURAINE
£Uff^lo, t\V.

Delaware Avenue at Chippewa Street 
ABSOLUTELY FIREPROOF

250 Rooms with Hath 
and Long Distance Telephone

EUROPEAN PLAN 
•1 BO per Day up
With Bath connection

EXCELLENT MUSIC AND OEILL ROOM
C. N. OWEN, Prop.

Send for Booklet

EEL NORMANDIE
Congress Street
Near Woodward avenue

DETROIT, Michigan

American Plan,
$2.50 per Day and upwards.

European Plan,
$1.00 per Day and upwards.

Hot and Cold Running Water in all Rooms. 
Rooms with Bath extra.

A High Grade Cafe

Restaurant and Buffet in connection.

QEO. FULWELL

A TIP TO
Travelers

Why pay $2.00 for a 
stuffy room in a second- 
class hotel, or $4.00 for 
a cheerless apartment in 
a first-class hotel

in Chicago
when you can secure 
comfortable lodging, 
supplemented by a 
Turkish Bath, a scien­
tific rub, a shower and a 
plunge in the finest 
swimming pool in 
America for

One Dollar
Moral : When in Chicago stop at

The New Northern Baths 
and Hotel

Sylvester J. Simon, Pres.

14 QUINCEY STREET, Near State
In the very Heart of the City.

NEW YORK CITY

Cht Hermitage
A CLUB HOTEL FOR MEN

The. name tell* the story

Seventh Ave. and Forty Second St.
Junction of Broadway

Restaurant on 
the street floor, 
— a restaurant 
where ladies are 
welcome.

Every other 
part of the house 
exclusively for

Telephones in 
every room.

Respectful, 
quiet, obedient 
and alert Japan, 
ese servants.

Bedroom and bath, $2.00 a day 
upward.

Send for Booklet.

T. F. PADDELL, Proprietor

. 'JftiT

M lu I |i 'ii
111 irH
». @1
ii E«
Mm

NEW YORK

hotel sen
57 to 63 West 45th
Between 6th and 6th Aves.

Most satisfactory accom­
modations for tourists ; 
center of shopping and 
theatre district; rates 
ranging from $3 to $5 
per day, with board, or 
sitting room, bedroom 
and hath at $2 to $4 per 
day, without hoard.

M. LUEZ

Established 1849

BRADSTREET’S
Capital and Surplus, 81,600,000

Offices Throughout the Civilized World.
EXECUTIVE OrriOEE,

346 $348 Broadway. Hew York City,U.S.À.
CORRKBPONDENCB INVITKD.

OFFICES IN CANADA :

Halifax, N.E. Hamilton, Ont.
London, Ont. Montreal, Quo.

Ottawa, Ont. Quebec, Quo.
•t. John, N.B. Toronto, Ont. 

Vanoouver, B.C. Winnipeg, Man.

THOMAS C. IRVING, Cen'l Manager Western Canada

TORONTO.
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CAPTAINS OF INDUSTRY
The following Items of i nformation. which 

are classified under the title "Captains of 
Industry," relate to matters that are of spe­
cial interest to every concern in Canada in 
terested in any manufacturing industry 
whatever, this interest extending to supply 
houses also.

The W. R. Hearst newspaper syndicate will 
erect a large pulp mill at Norman, Ont,

The Martin & Stanworth Co.'s stone cutting 
plant at Port Arthur, Ont., is beinj. enlarged.

The Dominion Engineering Co., Toronto, 
expect soon hi make a start on the construc­
tion of the Central Railway which will run 
from Midland, Ont., to Montreal.

The Eureka Refrigerator Co. have pur­
chased a site in Toronto on which they will 
erect a factory.

The Brantford Emery Wheel Co. is a new 
concern starting in Brantford. A new plant 
is lieing erected and machinery installed.

The Canadian Northern Ontario Railway 
purpose commencing construction of their 
line to Orillia right away, so that cars will be 
running into that town before winter.

The Electric Railway Commission, Port 
Arthur, Ont., will proceed with the double 
tracking of the railway line between Current 
River Park and the southern boundary of the 
city.

Alterations and enlargements will be made 
to St. George's church, Owen Sound, Ont.

The town of Petrolea, Ont., will lay 6,000 
square yards of brick pavement.

The transformer house of the Falls Power 
Co., St. Catharines, Ont., was struck by 
lightning and badly damaged.

The New Ontario Publishing Co., Limited, 
Sudbury, Ont., have been incorporated with a 
capital of $50.000, to engage in a general 
printing and publishing business. The pro- 
ision.nl directors include C. R, Willmott, 
I N. McKay and C. H. Meredith, Toronto.

The St. Lawrence Pulp and Paper Co., 
Limited, Ottawa, Ont., have been incorporat­
ed with a capital of $300,000 to manufacture 
pulpwood, and lumber. The provisional 
directors include L. W. Stone, C. B. Ross 
and J. J. O’Meara, Torqnto.

A $15,000 foundry and machine shop will 
lie erected at Toronto by the Bigley Mfg. 
(k>. of that city.

The Grand Trunk Railway purpose erect­
ing a $150,000 car shop anil repairing plant 
at Barrie, Ont.

The Brabant's Brass Works, Detroit, are 
considering the establishment of a branch 
in Windsor, Ont.

The Hamilton Steel & Iron Co. Hamilton, 
Ont., are making preparations for the erection 
of a new office building for their east end

The James Smart Mfg. Co., Brockville, 
Out., are building a new brick machine 
shop.

The Toronto Electric Light Co. are extend­
ing their undeground service in that city.

A sawmill will be erected at Guelph, Out , 
by A. Todd, Walker ton, Ont.

McAllister’s stave and heading factory at 
Hawkesville, Ont., has recently been burned.

The Canadian Steel Specialty Co., Graven- 
hurst, Ont., who now make a specialty of 
bent steel, furniture, counter stools, etc., 
intend going into the business of making 
wooden chairs as well.

An electric railway is proposed to be built 
lietween Dunnville and Beamsville, Ont.

A new school building will lie erected at 
Windsor, Ont.

It is probable a new bridge will soon be 
erected at Market Street, Brantford, Ont.

The waterworks plant at Brantford, Ont, 
was struck by lightning and badly damaged.

The Canadian Shipbuilding ( have de­
cided to builda new 600 foot dry ock in the 
slip at the foot of Hurontario Street., Colling- 
wood, Ont.

An armory is to he erected at. Durham, 
Ont.

The armory hall at Elora, Ont, is soon to be 
extensively improved.

Street pavements to the extent of $150,000 
worth will be constructed at Brantford, Ont.

A steel highway bridge will be erected over 
the Credit River, Caledon, Ont.

Sanita Hotel, Chatham, Ont., will be en­
larged shortly.

A new planing mill and Wood working 
factory will be erected at Fort Frances, Ont.

A new wheeling factory at Goderich, Ont,, 
was recently damaged by storm.

A courthouse and jail will be erected at 
Fort Frances, Ont.

It is probable that a flour mill with a 
capacity of 20,000 bbls. a day will lie erected 
at Fort Frances, Ont ., by the Ogilvie Flour 
Mills Co., Montreal.

The congregation of the Ryerson Method­
ist Church, Hamilton, Ont., intend erecting 
a new church building.

The school buildings at Kemptville, Ont., 
will lie repaired.

The Grand Trunk Rialway are purchasing 
property at London, Ont., preparatory to 
the elevation of their tracks.

The Agriculturnl Association at Port 
Arthur, Ont., will proceed at once with the 
erection of new Fair Buildings.

The work of connecting the Niagara, St. 
Catharines and Toronto line with the T. II. 
& B. Railway at Welland, Ont., will be pro­
ceeded with as soon as the Government 
approves of the plan for the bridge.

The Campbell Press, Limited, Toronto, 
have been incorporated with a capital of 
$40,000, to carry on the business of printing, 
publishing and book binding and to manu­
facture office stationery. The provisional 
directors include W B Campbell, R. F. 
Davey and H. E. Davey, Toronto.

The congregation of the York Mills Bap­
tist church, York Mills, Ont., will erect a new 
edifice.

St. George’s church, Owen Sound, Ont., 
will enlarge and alter its building.

A new public library will be built at Mit­
chell, Ont.

A fire broke out recently in Gore Bay, 
Ont., and destroyed eight residences and 
fifteen places of business including two 
printing offices.

A new public school will he built at Picton, 
Ont.

The Freeborn school at Stratford, Ont., 
will be rebuilt at once.

The Ontario Government power trans­
mission lines from Niagara to St. Thomas, 
Ont., in the West and Toronto in the east 
will be constructed.

The hardware store of Rice, Lewis & Co., 
Toronto, was damaged by fire recently to 
the extent of $200,000.

A new School building will lie erected at 
Fort Erie, Ont.

A new post office will be built at Welland, 
Ont.

A new Grand Trunk Railway station is 
lieing built at Vars, Ont.

St. Matthew’s Evangelical Lutheran con­
gregation, Brwtford, Ont , will erect a new 
church.

St. Clement's Mission Church, Toronto, 
will build a church.

A $25,000 addition will be built to the 
Toronto post office.

Inter-Agents, Limited, Toronto, have been 
incorporated with a capital of $40,000, to 
manufacture stoves, hardware, etc. The 
provisional directors include G. Noble, G. R. 
Spro.it and H. Ferguson, Toronto.

The W. A. Moore Co., Meaford, Ont., 
have lieen incorporated with a capital of 
$40,000, to manufacture mantels and high- 
class woodwork. The provisional directors 
include W. A. Moore, W. Johnston and H. R. 
Clelland, Meaford.

A waterworks system will lie installed at 
Chesley, Ont.

The Canadian Silk Co. will erect a $10,000 
factory at Toronto.

The Inqierial Steel & Wire Co., of Toronto, 
are shortly to erect a factory building at 
Fort William, Ont.

A plant for the manufacture of concrete 
for building purposes, chimneys, etc., is being 
erected at Ventnor, Ont.

The Grey & Bruce Cement Co.,Owen Sound, 
Ont., will close down the plant for some time 
on account of the present unsatisfactory 
ftate of the market.

The Canadian Tap & Die Co., Limited, Galt, 
Ont., have opened up a store at 106 King St. 
West, Toronto.

The Dodge Mfg. Co., Toronto, have shipped 
about 300,000 pounds of machinery of their 
manufacture to the Grand Trunk Pacific 
elevator at Tiffin, Ont.

Prospects arc good for the beginning of 
operations at the Leason copper mines at 
Stoney Lake, Ont. Some rich ore has been 
found and a building will be erected over the 
whole plant.

The tunnel under the bay, in connection
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Thos. Jenkins, F.C.A. (Can.)
Jas. Hardy, F.C.A. (Can. and Ont.)

Established 1857
Chartered Aeeountante and Eetate Agente

151 TORONTO 8T.

Chartered Accountant, Auditor, 
Araignée, Liquidator

McKinnon bldo Phone Main 1645

Wilton C. Eddis,F.C.A.
Chartered Accountant

Telephones
Office, Main 294 House, North 1628

Office 9 TORONTO STREET

JOHN MACKAY & CO. 
Chartered Aeeountante, ate.

7 and 9 King St Knit. TORONTO 
Tel., Ofllce Main 2732 Private North 2»

Cable Address, “ Capital ”

CHARTERED ACCOUNTANTS
1S-20 King •♦. Want, Toronto

Phone Main 1168
EDWARDS A RONALD, WINNIPEG

OSCAR HUDSON & CO.
CHARTERED ACCOUNTANTS 
ano BUSINESS SYSTEMATIZERS

a nine at weat 
TORONTO

CANADA'S MANUFACTURERS 
1909 - Industrial Blue Book -1909 

BUYERS GUIDE
Published on Subscription only

THo Manufacturers List Co.
Montreal and Toronto, Canada.

ANY COLOR OF CRAYON
that you want can be obtained from us.
We are specialists for Cotton, Woolen 
and Worsted Manufacturers. No trou­
ble to send samples.

LOWELL CRAYON CO., - Lowell, Mass.
Original Manufacturers.

WM. BARBER & BROS.
Georgetown, Ont.

Manufacturers of . . .

Book and Fine Papers

Toronto Paper Manufacturing Co.,
Cornwall, Ont.

Manufacturers of Engine Sized Superflue 
Papers, White and Tinted Book Papers, Blue 
and Cream I^aid and Wove Foolscaps, Account, 
Envelope and Lithographic Papers, etc.

The ROLLAND PAPER CO.
HIGH GRADE PAPER MAKERS 

Makers of
“ Superfine Linen Record ”
" Karnscliffe Linen Bond '
" Empire Linen Bond "
“ • olonial Bond ”

Grand Priit, Paris, 190 0. 
QUEBEC MONTREAL TORONTO

gnSe™»asgga£=^
mutiTmtnnuctFOR CftlP*

PRESTON 
\ ONT

THE MERCHANTS BANK
OF CANADA

Issues Letters of Credit
To Travellers, Available In All Parte of the World

MAIN OFFICE i Corner St. James and St. Peter Street».
CITY BRANCHES: 1285 St. Catherine Street East. 320 St. Catherine 

Street West, cor. University. 1830 St. Lawrence Boulevard, and 
Town of St. Louis.

............. i ........... ..................... i

JUDICIAL SALE

MACHINE SHOP & EQUIPMENT
Pursuant to an order of the High Court of Justice 

made by James 8. Cartwright, Esquire, Official 
Referee of the High Court ol Justice in the matter 
of the Winding up of The Canadian Mc\ icker Engine 
Company, Limited, sealed tenders will be received, 
addressed to the said Official Referee at his office, 
Osgoode Hall, Toronto, Ontario, and marked "len­
der re Tlie Canadian MeX icker Engine Company, 
Limited,”
Up to 12 o'clock, noon, of the 23rd day of 

SEPTEMBER, 1908
for the purchase of the following assets of the said 
Compu uy,—

Parcel No. 1.
Real Estate and buildings (.Book Value;. 812,.lull.UO 

This parcel is subject to a mortgage for about 
$6,000.00, but will be sold free frem encumbrance

Parcel No. 2.
Plant, Equipment, Stock iu trade and certain 

patent rights lor manufacture of gas and gasoline 
engines (lull information in respect of such rights 
will be given on application to the Liquidators; 
including the stock in trade of finished and partly 
finished gas and gasoline engines and parts thereof 
lenders should be made on the basis of:

1st. En Bloc.
2nd. la lots as follows: -
"A” comprising machine, tools and equipment. 
"B" Machine shop supplies, consisting of cold 

rolled shafting, bolts, screws, files, etc.
"C" Electrical equipment.
" U” Pattern shop machinery and equipment. 
“ E" Shafting, hangers, pulleys and belting.
”F” Standard brass goods, and iron pipe and 

pipe fittings.
"G” Stock in trade, including engine and engine 

parts, finished and in process of manufacture. 
Canadian Patent rights, patterns, blue prints, etc. 
The Book value of parcel No. 2, exclusive

of value of patents and patterns is...... $36,908.2D
Parcel No. 3.

Office furniture, fixtures and supplies
(Book Value)-------- $300.83

Total $49,709.12
The property is situated in the Town of Galt, 

and is suitable for any class of machine shop work, 
and is especially adapted to the manufacture of 
natural gas engines, a large demand for which is 
created through the I act that Galt is centrally locati 
in the Great Natural Gas District of Ontario I he 
buildings and machinery an practically new, tin 
plant having been in operation less than two years. 
Good shipping facilities are provided.

Tenders wnl be received for the purchase of all the 
assets of the Company en blue, or for the purchase 
of either of parcels No. 1 and No. 2 separately, or 
for the purchase separately of any of the lots com­
prising parcel No. 2.

The inventory prepared by the liquidators under 
the direction of the Court may be seen on the premises 
of the Canadian McVicker Engine Co., Limited, 
at Galt, Ont., or at the office of 1 lie Trusts Vfc Guar­
antee Company, Limited, 43-45 King Street West, 
Toronto.

Terms of Sale -10 per cent, with tender, and 
balance within ten days after acceptance of tender, 
without interest.

The tenders will be opened and considered at the 
office of James S. Cartwright, Esquire, Official 
Referee at Osgoode Hall, Toronto, Ontario, at 12 
o’clock noon on the 23rd day of September, Mills, 
whe" all tenderers should lie present, <>r represented.

i i ders must be accompanied by a marked 
,ue payable to the order of the Liquidators, 
10 per cent, of the amount of the tender, which 

w. i be returned if the tender is not accepted. The 
highest, or any tender, not necessarily accepted.

The Conditions of Sale are the standing con­
ditions of the Court as far as applicable.

The purchaser shall search the title at his own 
expense and the vendors shall not lx* required to 
furnish any abstract or produce any deeds, declara­
tions or other evidences of title, except those in their 
possession.

The purchaser shall have ten days in which to 
make any objection or requisi ions in respect of the 
title, and in ease the purchaser shall make any 
objections or reuuisitions which the vendors shall 
from any cause be unable or unwilling to answer, 
the vendors may at any time rescind the sale. In 
that case the purchaser shall be entitled to a return 
of the deposit, without interest, costs or compensa-

TheTrustsA Guarantee Company, iimitra

James J. Warhen, Managing Director,
Liquidators of The Canadian McVicker Engine 

Co., Limited.
Macdonell & Boland, 2 Toronto St., Toronto,

Solicitors for the Liquidators, Toronto, Ont.
Toronto, August 24, 1908.
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with Toronto's waterworks system, is now 
completed.

The Hamilton Brick Co., Toronto, have 
l»een incorporated with a capital of $40,000 
to manufacture bricks, tiles, etc. The pro­
visional directors include S. Thompson, (1. E. 
Bevan and A. F. Caldwell, Toronto.

The Ontario & Manitoba Flour Mills, 
Ottawa, have been incorporated with a cap­
ital of $40,000, to manufacture flour, etc. 
Provisional directors include A. \V. Fraser, 
H. H. Williams and N. O. Mather, Ottawa.

The Seymour Power & Electric Co., Camp- 
l>ellford, Ont., have been incorporated with 
a capital of $1,000,000, to produce and 
accumulate electricity. The provisional direc­
tors include A. (1. Ross, M. L. Cordon and 
W. S. Edwards, Campbellford, Ont.

The Ontario Raihvay Signal Co., Toronto, 
have l>een incorporated with a capital of 
$40,000 to manufacture air compressors, 
electrical machines, cars, etc. The provision­
al directors include G. Russell, E. Lindsay 
und V. Waldoek, Toronto.

The Canadian Weber Gas Engine Co., 
Toronto, have been incorporated with a 
capital of $300,000 manufacture producer 
gas and gasoline ei.to;nes. The provisional 
directors include R. J. Goudy, H. Mac­
Donald and H. Kittley, Toronto.

A $40,000 factory will be erected at 
Danville, Que., by the Asbestos & Asbcstic 
Co.

The Belgo-Canadian Pulp Co., Shawinigan, 
Que., have recently made additions to their 
plant, increasing its capacity from fifty to 
eighty tons daily.

A new rubber factory will be erected at 
Granby, Que.

The Ouiatchouan Pulp Co., Ouiatchouan 
Falla, Que., will instal machinery at their plant 
for the manufacture of paper.

A jridge will be constructed across the 
Magog river at St. Johns, Que.

The J. H. Hanson-Tilley Co., Montreal, 
Que., have been incorporated with a capital 
of $145,000 to manufacture refrigerators, 
screen doors and milling tools. The pro­
visional directors include A. Tilley, R. La- 
pierre and J. W. Blair, Montreal, Que.

A new rubber factory is nearing completion 
at Granby, Que.

A new Grand Trunk Railway station is 
being built at St. Louis, Que.

L. A. O'Brien & Co., Montreal, will carry 
on a business as sash and door manufacturers.

Taylor & Jamieson will rebuild their 
sawmill at Scotstown, Que., which was 
burned recently.

The Canadian Pacific Railway will likely 
spend about $125,000 in improving their 
terminals at Hull, Que.

It is proposed to erect another school 
building at Buckingham, Que.

The Matane & Gaspe Railway will build 
35 miles of line from St. Flavie to Matane, 
Que.

The Vulcan Portland Cement Co. arc es­
tablishing works at Longue Pointe, Que.

The big Carrier, Laine & Co. factory at 
1-evis, Que., has been purchased by the 
Bank of Montreal.

The Improved Paper & Machine Co., 
Nashua, N.H., manufacturers of pafier and 
pulp-making machinery, will erect a plant 
at Sherbrooke, Que., under the name of the 
Sherbrooke Machine Co.

L. H. Gaudry & Co., Montreal, have lxien 
awarded subcontract for ornamental iron 
work in the new Montreal General Postoftice. 
Peter Lvall A' Co. arc the general contractors.

Contract for structural steel and orna­
mental iron for the addition to St. Joseph’s 
Academy, Hochelaga, P.Q., has l>een awarded 
to L. II. Gaudry & Co., Montreal. Jos. 
Venue, Montreal, is the architect.

The St. Lawrence Lumlier Co. will build 
a sawmill at Dalhousie, N.B.

A woodworking factory will be built at 
Ryan’s Brook, N.B., by the Stanley Railway 
& Manufacturing Co.

A sawmill will lie erected at Oromocto, N.B.
Enterprise Foundry, Sackville, N.B., was 

struck by lightning and completely des­
troyed.

The New Brunswick Telephone Co. arc 
considering the extension of. their line from 
Prince William to Harvey Station, N.B.

The Ferry House at St. John, N.B., will be 
altered shortly.

An armory will probably be erected at 
St. John, N.B.

The Marine & General Engineering Co.’s 
foundry at Sydney, C.B., is lieing rapidly 
erected. The forge department is now 
working and machinery is being placed in the 
machine shop.

Part of the plant, of the Nova Scotia Steel 
& Coal Co., at Sydney, C.B., has resumed 
ojierations. The coke ovens and blast 
furnaces opened on July 20. The latter will 
manufacture foundry iron.

J. & D. A. Harquail, Campbellton, N.B., 
are rebuilding their woodworking factory 
recently destn ed by fire, 
tReports to the Ottawa Government from 
N.S. and N.B. are to the effect that the 
gypsum deposits of N.S. and N.B. probably 
exceed anything known to the world both 
in quantity and quality.

A planing mill will be erected at Beaver 
Cove, N.S., by M. W. White & Co.

The sewer system of Dartmouth, N.S., is 
tr be improved and extended.

The county court house at Port Hood, 
N.S., will lie remodelled.

Manganese has been discovered in Beres- 
ford parish, Gloucester County, N.B.

An immense body of plaster has been lo­
cated at St. Martin’s, N.S. Marked activity 
in the development of the quarries is looked 
forward to for next year, when railways 
will be extended to the different quarries 
on the shore.

Abrams & Sons, Moncton, N.B., have built 
a new machine shop.

Tenders will lie received by G. C. Smith, 
secretary-treasurer of Boisscvain, Man., until 
Sept. 15th for 30 town debentures.

The waterworks system at Carman, Man., 
is soon to be completed.

A by-law will be submitted in Mordcn, 
Man., to raise $10,000 for electric light 
purposes.

The Government will expend $25,000 in 
improving the telephone system at Portage 
la Prairie, Man.

The Canadian Pacific Railway are erecting 
a bridge across Highwood River at Menton,

The Arden, Man., flour mills and elevator 
were burned to the ground recently.

The public hospital at Banff, Alta., will 
probably be enlarged soon.

The School Board of Estevan, Snsk., are 
asking the council for $7,100 for school 
purposes.

The Saskatchewan Provincial Government 
will build four stool bridges across the creek 
to the south of Prince Albert.

An Anglican church will be built at Blu- 
clier, Sask.

A sanitarium and academy are proposed 
to lie built at Lacombe, Alta.

The new Prague Flour Mills, Moose JaW, 
- a>k., will lie enlarged from a 300 to a l,0(k) 
barrel mill. A new elevator and a new oat­
meal mill will also be erected by the company.

Grain elevators will be erected at Delisle, 
Sask.

The Empress Hotel at Victoria, B.C., is 
soon to be enlarged.

The Carbolinium Paving Co., Vancouver, 
are removing their plant from that city to New 
Westminster.

A plant for the manufacture of launches 
will be erected at New Westminster, B.C.

Despite decreased building returns from 
almost all other cities of Canada, Vancouver 
reports for the half year just ended show 
an advance of over fifty per cent, on the 
amount of business done during the same 
period last year. Permits for that city 
issued during the six moinhs to June 30th, 
totaled $3.351,550, as against $2,168,015 
for the same time a year ago. The greatest 
activity was shown forth in April when per­
mits totaled close up to a million and a half.

The city council of Nelson, B.C., will 
purchase an additional 500 feet, of fire hose

The city wharf at Nelson, B.C., will be 
repaired and improved.

A bakery to cost about $30,000, will be 
built at Vancouver, B.C.

The Western Bridge & Equipment Co., 
Chatham, Ont., are thinking of locating at 
Vancouver, B.C.

Rapid construction work is lieing done in 
the new Victoria Machinery Depot's buildings 
at Victoria, B.C.

Devey & Owen’s sawmill at New West­
minster, B.C., has been destroyed by fire.

A new fire hall will be erected at Chilli­
wack, B.C.

A Government building will be erected at 
Grand Forks, B.C.

The Hotel Vancouver, Vancouver, B.C., 
will be remodelled next spring.

Alex. McKay, Montreal, has just com­
pleted installing a 700,000 gallon oil tank for 
the gas works of the Montreal Light, Heat 
& Power Co., Montreal.
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The No. 1A Folding Pocket Kodak
SPECIAL

JUST AS GOOD AS A CAMERA CAN BE MADE.
SO SMALL AS TO NEVER BE IN THE WAY.

There has never before been so much quality put into so small a camera—in lens and shutter and 
mechanical precision it is right. Making the popular 2% x 4% pictures, the camera itself measuring 
but 2 x x 8 inches and with a high speed lens and shutter equipment it fills every requirement of 
those who demand a perfect combination of convenience and efficiency.

No- 1 A Folding Pocket Kodak Special, with Rapid Rectilinear Lens, speed 18 and F.P K. Automatic Shutter - $15.00

CANADIAN KODAK CO., Limited
TORONTO, CANADA

CATALOG OF KOIMKS FREE AT THfJdBALERS OR BY MAIL.
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GLOBE TIME 
RECORDERS

Rapid — Durable - Legible - Reliable
Register consecutively on the one sheet in clear type to 

the minute. No Keys. No Cards. No Checks.
No Pin holes. No Lines.

YOUR payroll is the largest single item expenditure in your 
establishment and is the one expenditure most profitable to 
keep a good check on. ^|You are buying this labor every 

day, every week, every year. Are you getting all that you pay for ? 
The experience of many firms is that before they had a good 
mechanical time register, they did not. ^IWe can reduce your pay­
roll by compelling employees to be on time and to work until quitting 
time. We show you the exact time your employees arrive and de­
part. and do it in clear, legible TYPE to the MINUTE. It en­
forces punctuality and eliminates all time disputes. The machine 
shows no partiality. These machines, made in Montreal by VV. A. 
Wood, have stood the test for years and many firms throughout the 
country cheerfully recommend them. We have saved them money ; 
we can do the same for you. 1fLet us have your time-keeping par 
ticulars, i.e., hours of labor, your pay periods, number of employees, 
and we will submit specimen sheet from the machine best suited for 
your requirements. Our experience in this line is at your service.

HEAD OFFICE AND FACTORY :

W. A. WOOD, 15 Bleury St., Montreal
SALES OFFICES :

Ontario—D. Fleming, 116 Stair Bldg., Toronto 
Manitoba— F. H. Brydges & Son, Northern Bank Bldg.. Winnipeg 
British Columbia—Frank Darling, Molson's Bank Bldg., Vancouver 

New Brunswick—Tilley & Fairweather, St. John
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The “Simplex” Makes Men Careful
About Getting to Work ON TIME

Start recording the time that every mail in your «hop gets to work and note the good effect. When there 
i' no •• time s>«tern " men gel careless, and from to l.i minutes late " is a frequent occurrence Fact is, 
without knowing the time men lose you pay for the time they don't work.

THE “SIMPLEX” TIME RECORDER
records thy the ximplv push on a button!, the exact time of every man in every department where there is a 
Recorder. If your shop force numbers bet ween .'to to 100 people one Recorder will probably answer require 
meats. Some concerns are using as many as loo of our Recorders. The " Simplex ' is the only Recorder on 
which an ii nl i mill'd number of registrations can be made by an employé, with absolutely no setting of the 
Recorder for "in'' or "out.'' The “ Simplex " is aim pie. practical and durable. It will last a life time.

Made in 3 Sizes for 30, 50 and 100 People
ANY RESPONSIBLE CONCERN MAY HAVE A “ SIMPLEX ” ON PRACTICAL TRIAL

You ought to have our latest booklet entitled " The Timekeeper," May we send it l

SIMPLICITY ACCURACY RAPIDITY LEGIBILITY
TH018ANÜ8 ARK IN CONSTANT UBK. NOT UNK HAS KVKIt COM F HACK FOR REPAIRS.

51 Victoria Sq. MUNDERLOH & CO. MONTREAL

Advertising by mail to receive attention must be address 
ed like business correspondence — with a typewriter

The Addressograph prints exactly like a typewriter

Albany BM M no & Supply Co.,
. 137b Washington Ave.,

Albany,N.Y

30,000 in use
Indestructible type.
Perfect typewriter face.
Set your addresses in your office and 

make additions and changes as they occur with
sliding type.

Anyone can slide it without practice. 
Cannot be set wrong.
Cannot fall out.

L
Tbe Cwd-lodex Addressogr*pb

3000 per hour
Combines all the features of a complete card index and a 

perfect Addressing machine. Addresses Envelopes, Tags, State­
ments, Wrappers, etc.

Fills names in imitation typewritten letters, mimeograph or 
neostyle work, pay sheets, time clock cards, time tickets, pay 
envelopes, etc.

Reference cards have ample room for rating, prices, terms, etc.
The address plates are transferred without handling from the drawer 

to the magazine on the machine, and after addressing return automatically 
to the same drawer (placed under the machine) in their original order.

30,000 Machines in use. Write for Catalogue and Sample Plates.

ADDRESSOGRAPH COMPANY
868 City Hall Avenue = MONTREAL, Quebec


