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Exclusive Loose Leaf Devices

A necessary part of any
office equipment is a pro
per set of Loose Leaf Ap-
pliances—Statement Hold
ers, Files, Memo Holders
and Binders,

You may figure out your
self just how these devices
will assist you in your office
work.  Write us for our
catalogues and you can lo

cate the binder you require.  Our name guarantees the goods as being the most

perfect and lasting on the market.

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, ete.

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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The Perfect Duplicating-
Typewriting=Printing Machine

BOUT every office that has a typewriter should own a duplicating machine, especially

the Polygraph kind, which costs a great deul less than the $150,—$200,—$350

devices, and. can be surpassed by none of them in quality of work or general
all round use.

The Polygraph is a new duplicator on the market and was evolved after persistent
study on the part of the iuventors to discover a device that combined the essential
features of SIMPLICITY, STRENGTH, DURABILITY, EFFICIENCY and PERFECT
WORK, with that absolutely necessary qualification — A MINIMUM COST. The
Polygraph meets all these requirements and is a practical machine at a practical price.

A duplicating machine not only is an office
appliance that is labor and money saving, but it
will increase the business, in this way—Dby doing
your advertising by circular letters, sending
them to your customers and prospective cus-
tomers and informing them of your prices,
goods, facilities, etc., from time to time.

A printer can do this for you, but there is
the circular letter appearance that you should
: avoid, and the printer’s bill will soon pay for a
Ol r‘uxph lll:l.(']"lll(‘. The Polygraph Does :l.('tuul. type-
writing and has the exact typewriter impact,

and produces a letter with individuality.

Write for Booklet and : . : :

Samples of Work Some of the lul_\';_:r:l[th foau'u'('s s.pw-(l,
about 1,000 an hour, all perfect copies, a ribbon
The machine is always sold with the under- moving automatically, insuring uniform wear,
standing that unless it is as represented, full purchase standard type, electros, zine (‘(Cllillgs. etc., used,
price will be refunded. Here is the sum of our gearing device on handle lllilkillg less than

claim : Zhere is no machine of any nature whatever half turn necessary. a (‘()lll])l(‘ft‘ outfit that
i ssary, ¢ J i

that will do the work of the Polygraph at the price, bl briel
and there is no machine that will do the same char- enables a brignt h“.‘ to set up a letter and
acter of work any better or easier. operate the machine.

FRED. W. TENNEY, Canadian Sales Agent

Room 116, Stair Building, TORONTO, Canada

Manufactured by N. WALDO HARRISON COMPANY, Williamsport, Penn.

When Writing Advertisers Please M. i1 The © 1{ rer.
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PRACTICAL BUSINESSMEN USE

che (Uriterpress

BECAUSE IT PRODUCES ACTUAL TYPEWRITTEN WORK IN

CIRCULAR AND FOLLOW-UP LETTERS

BECAUSE it is so simple in construction and easy of operation that ordinary office help with a few minutes
instruction will prepare a 3o line letter for printing in less than an hour and will print as fast as 100 typewriters

The machine has few parts, none complicated.  There are no difficult adjustments or confusing movements for
the operator. Every part is built to stand heavy and steady work without breaking or becoming disarranged

Write about it to-day “ The most perfect office dupli-
Y g device v arketed."”’
and let us show you why Hing devs v markel

say its users.

there are e 1
More than
1,000
Wrii:rpresses
in actual use
to-day.

A Mechanical Wonder

Have you seen
The WRITERPRESS ?

A Howling Success Dealers Everywhere

Above we show a WRITERPRESS with which your help can prepare one form,

distribute another, print another—all at the same time. This is a valuable asset for Writerpress
users when confronted with * rush” work,
OTHER WRITERPRESS ADVANTAGES ARE

In addition to producing form letters, is used in printing order blanks, price lists, card index
supplies, or other office forms at one-half the expense charged by the printer

Any size or style of type, cuts, electros, ruling or linotype composition.

Any number of forms may be held intact, ready for instant future use, 30 seconds only being
required to change one form for another on the machine

Printed sheets are automatically removed, piled and counted.

Each outfit consists of the Writerpress, combination type and operating cabinet, type and
accessories.  Send your name for samples of work and complete information

" for Canadian users.

Are You a Writerpress user?

‘“ Made in Canada

Manufactured by

The Canadian Writerpress Company, Limited

30 James Street South, HAMILTON, Ont.

When '‘Writing Advertisers Please Mention The Canadian Manufacturer.
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SEAL YOUR ENVELOPES BY MACHINERY

The “THEXTON” Envelope Sealers have proved
themselves with eight thousand satisfled users.

At the Hand Model, - $25.00

Business Seals 2,500 per hour

g Senior Electric, $80.00

Nov. 16th to 21st
Seals 8,000 per hour

Sent to responsible firms subject to ten days’ trial,

Absolutely guaranteed

WO0O0D, GREEN SALES COMPANY

123 Bay Street 341 Main Street
TORONTO, Canada WINNIPEG, Canada

UNDERWOOD

High speed properties in a typewriter are the result of perfect
mechanical construction.

The Underwood has won the speed championship of the world
in eleven successive contests: and its speed possibilities have not
heen reached

[t is the pioneer visible-writer, and the model for a score of
imitators.

United Typewriter Company, Ltd.
Adelaide Street East - TORONTO

Whes Writing Advertisers Please Mention The Canadian Manufacturer.
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A. C. NEFF & CO.

CHARTERED ACCOUNTANTS

AUDITS AND INVESTIGATIONS
A SPECIALTY

70 Victoria St., - - TORONTO

Phone Main 1330

THE OFFICE EDITION

Phone Main 1714

me GRAHAM
RIBBON AND CARBON PAPERS

Equal to the Finest—-Guaranteed

STENOGRAPHIC WORK AND QUICK COPYING

TRY

BUSINESS FIRMS SUPPLIED WITH STENCCRAPHERS

STANDARD BUILDING
157 St. James Street

MONTREAL

Business Collge
109 \wtenlf Street

GET ABOVE THE CROWD

A SATISFIED CUSTOMER IS THE BEST ADVERTISEMENT

W

“LENVELOPES .~
]_m.}ﬂ, M j
oW Cup HIGH CUT a\GH Cuy
NN ENVELOPES e
— WILL =)
Ny SECURELY } / \
o™ CARRY i
.| CORRES- |
e PONDENCE e

ORDINARY
DONT FORGET - That the Back or Seal

Side of an Envelope has a large value
and only from that side can it be opened.

OUR OWN

WE ARE

MANUFACTURERS TO THE TRADE

SPECIAL SIZES OF ENVELOPES A SPECIALTY

Knapp Envelope Co.

TORONTO, ONT

MR. SUBSCRIBER :

We find many of our 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.

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 letiers,

We can process you the requisite number of
typewritten letters process them through a
ribbon, so that an expert couldn’t distinguish
them from r:al typewriting—and do it at a cost
that will be small in proportion to the results

you will receive. We are ready to send you

samples and prices.

THE
ACTUAL TYPEWRITTEN LETTER
COMPANY

511 McKinnon Building TORONTO

When Writing Auvertisers Please Mention The Csnadian Manufacturer,
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The Other
Fellows on Your

Pay Roll

Make it necessary for you to have
absolutely accurate cost records.
The production of an automatic
machine can be gauged with pre
cision—but can you gauge the
workinug speed of your employees
with accuracy from day to day?
Do you know their record ? Do
you Know their variations ?

To be on the right side of the

ledger you must KNOW.,

The mechanically accurate
v|;l||.~m| time records made on the
“Chronograph” guarantee your
know above any other means
that it is possible for you to
employ. It clerical
errors.

avoids

Information and facts in re-
Write

gard to it cost you nothing.
and find out to-day.

WOOD, GREEN SALES COMPANY

123 Bay Street, TORONTO, Canada
341 Main Street, WINNIPEG, Canada

Representatives in Montreal and Quebec

If You are a Buyer

Of ofhce equipment of any
kind, if you are responsible
for results in the office of
any class of industrial con-
cern, it will pay you well to
read this paper closely—
read the advertising pages
as well as the reading
columns, as the advertisers
are constantly bringing out
new devices and equipment,
which may effect

saving for YOU.

great

If You Want to Sell

Ofhice specialties or equip-

ment of any kind, use the
advertising pages of this
edition, for it reaches the
men in authority in hun-
dreds of the big factories,
warehouses

mills and

throughout Canada.
Advertising rates on application.

THE

CANADIAN. MANUFACTURER PUB. CO.

408 McKinnon Building - TORONTO

When Writing Advertisers Please Mention The Canadian Manufacturer.
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A. W. FABER’S
"CASTELL”

The Best Pencil Made

H Hard
6B Extra Soft and very deep black 2H Harder
. . l 5B Extra soft and very black 3H Very hard
Draw!ng PenC]lS 4B Very soft mu|l\~1\ black H Extra hard
3B Very soft and very black 5H Extra hard
16 Grades 2B Very soft and biack \ Best 6H Extra extra hard
Unsurpassed for purity, smooth- B Soft and black for TH Extra extra hard
ness, durability or grading HB Less soft and black | Writing SH Specially extra hard

Copying Pencils -- Hard, Soft and Ink

Price 10 cents each, $1.00 a dozen

MORTON, PHILLIPS & CO.

Stationers, Blank Book Makers and Printers

115-117 Notre Dame St. West MONTREAL
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B8] Circulars Should
OFFICE ’
TRAINING.... Be Well Printed.

given in the well known, reli-
able Business Training School

G000 00R000000R00000000000000000RRNRRRRRRRPRROPRIRRRRRRRRRRS
P 0000000000000 000000 000000000000 PRRRR0R000R0R00RRRRIRRRGY

¢ It costs as much to send a poorly

R o printed circular through the mails as it
The does to se.d an attractive. business-
mml getting circular
N S 9 It takes as long and costs just as much
@W to prepare your list and to address
cheap looking literature as to address
of Toronto well-printed matter that is bound to
includes the use of all modern office devices arouse interest,
for Copying, Filing, Duplicating, etc., and 4 Do not, therefore, skimp the printing.
thoroughly qualifies Young Men and Women Insist on good work. . he chances are,
for active duty in up-to-date offices too, that the increase of cost will be
Students admitted at any time and office slight, indeed, if you have your circu-
help supplied free of charge. lars printed by

Phones: M 2388, M 1408
Catalogue maliled on request
W. H. SHAW. P. MoINTOSH. The Commercial Press
President Principal 47 Lombard St., - - TORONTO
E. R. SHAW, Secretary Phone Main 967

When Writing Advertisers Please Mention The Canadian Manufacturer,
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STOCKTAKING ?

When closing your books
for your financial year, you
will probably require some
new supphes, — a Ledger,
Cash Book, ill Book, or
something of the kind.

Perhaps you are planning
some iImprovements to keep
up with increasing business,
or have in view the instal-
lation of a loose-leaf system
to take the l)]‘l\(‘ of the
bound books hitherto used

In any event, we should
like to place ourselves at
your service. \We are manu-
facturers of Account Books
of all kinds,—bound and
loose-leaf.  Our Printing
and  Bookbinding plants,
which are among the largest
in  Canada, are equipped
with every facility for the
manufacture of books, and
most of our workmen have
been trained in our own
factory.

(‘()I'I'(‘,\]Nbntl(‘]](j(; solicited.

Special attention paid to
orders by mail.

WARWICK BROS.
& RUTTER, Limited

PRINTERS, BOOKBINDERS and
MANUFACTURERS OF ACCOUNT BOOKS

KING and SPADINA - TORONTO

WOOD AND

ENGCRAVING

ELECTROTYPING

FOR ADVERTISING
PURPOSES

r* 168 Y |

BAY STREET |
TORONTO

NEAR “THE-CITY - HALL
AND TEMPLE BUILDING

Slluminate) Horesses

When Writing Advertisers Please

Mention The (apadian Manufacturer,
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THE CANADIAN SP:CIAL

THE (INEST SAFE BUILT

Wouldn't you

have a greater feeling of security if you knew your funds, documents, ete.,
were protected in a safe that is safe ?

HERRING-HALL-MARVIN SAFES ,
are safe,
They embody 22 Distinctive Features, the real value of which any thinking
man will appreciate.

Investigate their merits before you buy a safe, then you will have no need
to do so later.

- TdE CANADIAN FAIRBANKS CO., Lo

MONTREAL
TORONTO ST, JOKN, N.B. WINNIPEG ~ CALCARY VANCOUVER

When Writing Advertisers Please Mention The Canadian Manufacturer,
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Office Routine Must be Simplified

EORGE Waestinghouse, the Make your Office Inviting. We can show you how to make your
famous inventor of the air Ommoce mora attractive to your customers and yourssif, and more than
\ ) " . that -our suggestions may accomplish a mors orderly arrangement
wake—so the story goes

and systematic conduct of your business records.

gained the wonderful idea of

applying compressed air for
the stopping of trains from a
magazine article about  Alpine tunnel

drilling with compressed air

His subscription to the magazine was
purely incidental —the rosult of solicitation
by a little wirl one summer day. The
magnitude of the result all the world

Knows,
Now for the parallel

Each month you will see here on this
page an announcement of some kind about

our Office Filing Svstems and cabinets

If—in pace =vou discover ¢
single Vuahle v about Office ]HT
Methods 5 it—=through illustration or d¢
serintion here—vor one single piece
f * Office Specialty " Filing equipment that will reduce effort and exvense in your offi you will indeed have been we
epaid for the minutes spent in reading what we have 1o say
One thing vou must reali That the sum of money we are going to spend in this way would not be paid ou
unless we were su “Om Specialty ” Filing Svstems will appeal to your best judgment in their time and money
saving o s. Nor do w naintain th nost complete Filing Equipment stores in the large cities in
Canada nply v reduce our bank balance v pride i your own business vou will concede to us some
wisfaction in the fact that we are to-day the he largest and most varied line of filing systems and cabinets
in the British Empire

One word more —We have competent in
A stack of Sectional Filing Cabinets lends dignity to the private office teresting and well-printed catalogs describing
and places within arm's reach the records vital to the work of the indi- “Office Specialty evsioms and cablnsts In
vidual. The cost is small compared to the saving in time and effort

detail.  We have also competent representatives
who understand that papers and records should

be indexed and filed to meet exact needs

Both Catalogs and Representatives are at

your disposal A request for either or both

will not obligate you, nor will you be importuned
o buy

OFFICE SPECALTY MFG.Co. |

Ltd.

Head Office, Toronto

07 Wellington St. Wesl
Factories, Newmarket, Ontario

Branches Montreal, Ottawa, Winnipeg and
Vancouver.

Resident Representatives — Halifax, Hamilton,
Brandon, Regina, Calgary and Edmonton.

When Writing Advertisers Please Mention The Canadian Manufacturer.
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The Buying End: Creative Supply Man

A Graphic Story of the De

facturing Concern,

By James

One of the ablest purchasing
agents in this country is at the
head of the supply department of
a large corporation in the electri
cal held.  His methods of pur
chasing are so broad and human
that it is worth while to go back
and see where he started.  When
this supply man entered the com
pany’s service as a youth, neariy
twenty years ago, 1t was just
struggling into 1its own, after a
long, doubtful period of experi-
ment and missionary work.  Lif
teen years before that the inven
tion upon which the company is
based had been a scientihic mar
vel, and nothing more,

“Very interesting,”” people said;
“but what can vou use it for?"

Then it was developed into a
scientific toy, exhibited alongside
the living skeleton in dime mus
eums, and was not much more
practical commercially. Then some
promoters broke their hearts trying to finance it, likewise
their stockholders, until the thing had been brought to a
point where the very rich could afford it as a luxury
about the same sort of luxury as having a living skeleton
do the chores. Presently the very rich found this inven
tion genuinely useful, and the merely-rich wanted it, and
then the well-to-do, and so on, until, by steady experiment
and improvement, it began to grow into an every day
necessity at anevery-day price.  And then, suddenly, the
public swept down upon this corporation with a demand
that turned its organization and methods upside down
or perhaps right side up would be a better way of putting it

Until then the company had drawn its men from other
indu One department head was an old telegrapher
and another an ex-railroader. Each worked pretty
much his own way. Some held jobs through stockholder’s
influence. Few of them realized what a vast potential
industry they had got into.

By the time the real public demand began, however,
the company was getting graduates from the technical

schools, specially trained in that industry, while other
youngsters coming up in its own organization were
beginning to crowd out the old generation. It was about
this time that our future supply man entered the com-
pany’s service as a clerk.

Out in the warehouse there was a little boxlike office in
charge of a cantankerous old fellow, Unecle Bill Upright.
That little box was the supply department. Uncle Bill
was the purchasing agent, and his queer storeroom of
those early days is still remembered by officers of the com-
pany. Rows of brooms, mops and buckets hung from the
low ceiling, while in some neglected corner would be piled
the whole stock of insulated wire—about enough to last
the company one working-hour to-day.

ries

Tue Downriaur Honesty or UncLe Brun.

Uncle Bill considered insulated wire a nuisance, and

t of the Purchasl
and the Methods Followed by the Purchasng Agent.
Reprint from Saturday Evening Post,

Unecle Bill Said, in His Haste, All Men Are Liars

Department of a Manu-

Copyright by Curtis Publishing Co.

H. CoLrLing

would
His heart

buckets
Shrewdness and old
fushioned honesty were his chief
chi All
were conducted in suspieion, and
he regarded everybody with goods
to sell as corrupt. Unele Bill said
in his haste, that all men are liars
And very properly. For he
so ostentatiously honest, and so
dryly shrewd and his ways of buy-
ing were so devious and unpleas-
ant, that really nobody but a liar
or sycophant could do business
with him at a profit

Now, the purchasing situation
of this company was peculiar
for nothing that it buys itself i
ever sold to the l:H|‘l|r
a railroad buys enormous quanti-
ties of physical property and sells
only transportation, so this elec
trical company bought apparatus
and supplies and sold only service.  When the public woke
up to the value of this service its plant had to be doubled
almosty early. That put high pressure on the engineers and
construction men, They had to devise new apparatus and
solve hundreds of technical problems. The engineers, in
turn, brought pressure on the purchasing department
Instead of buckets, there was complicated
electrical machinery to be built on their specifications
I'he purchasing department, again, brought pressure on
manufacturers of such apparatus, and had to be widely
informed about concerns capable of building it.  The sup
ply men also needed comprehension of the engineering
department, and sympathy with its point of view

Uncle Bill regarded the engineers as a lot of pests, and
had no friends among progressive manufacturers. So, like
many another shortsighted man who has blundered in on
the ground floor of a vast new industry without realizing
where he had got to, Uncle Bill blundered out again. They
dropped him into an easier job, and the clerk who is still
the supply man of that company was
tunity.

The youngster started purchasing with little more
than a well-developed bump of curiosity concerning men
and methods. He was just the sort of chap whe could
smoke a cigarette with the president’s son and talk
football, or smoke a pipe with Pop Thomas, the time
keeper, and listen to a description of the battle of Gettys-
burg. He could hold the hand of the shallowest girl at a
porch party and drink in her chatter, and this same fine
gift enabled him to wind up a trade with a salesman by
saying, “Well, now, tell me something about yourself.”

During his first year in that work he could not have
distinguished the insulation of a multiple cable from its
electrostatic capacity, nor told the difference between a
magneto and a lightning-arrester. But he didn’t need a
knowledge of electrical engineering to comprehend the
engineering department. That was just a human pro-

that the busine
eventually outgrow it

was in the purchase of
and brooms

'mlvl'il

3

acteristics

his bargains

was

Just as
7 S

Tl
>

brooms and

given his oppor-



position.  He began his study of teehnical problems by
listening to their trouble

Unele Bill's method of buying had been bhased on
SCCTeCy Bidders were pitted one against another I'hen
the cheapest man was told privately that he would have
to meet a price still a purely fietitious figure
which he believed a real quotation,  When it came to
trimming prices, Unele Bill could pull the last tail-feather
off the eagle on adollar, But Unele Bill's successful bidder
was usually the vellow dog in his line, with indifferent
manufacturing facilities,  Quality would not be main
tained.  Deliveries would be delayed, ecausing costly
suspension of the company's construction work, and loss
of revenue from customer's waiting for service

When the new man took charge of the supply depart
ment he found that most of the progressive manufacturers
of electrical apparatus had been alienated, and no longer
entered Unele Bill's guessing contests

Ihe new man dealt in absolute openness from the out-
set I'here was only one detail in purchasing, he found,
that really called for seerecy  that was price.  He quickly
learned, however, that prices must be subordinated to
quality of apparatus and eertainty of delivery. The
manufacturer who could be serewed down to the lowest
bid rarely the one who could deliver high-grade
apparatus at the time prnlm\ml

lower

wis

WieN Cuear Tuings are Dear.

I'o be in position to buy the best stuff, laying it down
when the company needed it, he went to the leading
manufacturers, got acquainted, invited their bids. Manu-
facturers and salesmen were transformed into personal
friends.  He read the trade press, visited factories, fol
lowed processes to learn how things were made, got
acquainted with superintendents and foremen, felt the
temper of each organization, and formed his own estimates
of a factory’s facilities for turning out work. Thus, when
bids were opened, his knowledge of the lowest bidder’s
plant might lead him to place a contract elsewhere at a
higher price.  The lowest bidder might promise, in good
faith, to deliver supplies on time and up to specifications
But he was promising what he could not perform, and the
supply man knew it, and considered even the risk of
delay worth insuring against by paying a slightly higher
price. Those were piping times of expansion in that
industry.  The price paid for apparatus had nothing
whatever to do with the possibility of getting it when
promised, for the best manufacturers were working night
and day, and had difficulty in securing sufficient raw
materials

Open dealing on quality and delivery soon led him to
be entirely open concerning prices
manufacturers bidding
contract. The supply man sent for
of one of them

“Your people can make this stuff to our satisfaction,”
he said, “but I want vou to go over your prices a

For example, several
for an important
the represer..ative

large were

in. "’

“Not low enough?” said the manufacturing man in
surprise.  “Why, we made up those figures with unusual
care. We want this business. Our folks say they are

the lowest prices anybody ecan give. But if it's possible
to figure it out we'll give you a still lower it

“I'm not asking you for a lower bid,” said the supply
man. “Your prices are the already. You're
going to get this contract. The trouble is, your prices
are too low. You've made an error somewhere, and I
want vou to put in a new bid. for if you take this contract
at a loss there will be no inducement to push it through
your works."”

When the manufacturer looked
again, however, he decided to let

lowest

into his figures
the original price
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tand But at the suggestion of the purchasing agent
strict cost records were kept of factory operations, and
those records showed, sure enoagh, that the contract had
been unprofitable.  Here wue a case where the supply

man had to choose between trimming prices still further

by a cheap trick or making a friend by decent, open deal

ing.  He took the latter course, and that has always been
his policy
A capable salesman left the road about a year ago,

taking an executive position in a New York house, At
home he has several filled with names and
addresses.  There must be five thousand of them, and
they are names and addresses of people to whom, at some
time during ten years'

notebooks

traveling, he has sold goods that
give satisfaction, as he said they would, What if to
morrow some emergency threw him out into the world?
He might start afresh vith only those names, looking up
his old customers and selling them again

Dirnomacy A Busingss Asser.

Our supply man, by fifteen years’ open dealing in his
purchases, has built up a similar constituency among
makers and sellers.  He knows all the manufacturers, big
and little, and their facilities, and they know him as a
good man to do business with. The average purchasing
agent, bent on making a fine yearly showing in economy,
often takes very small advantage, erowding the seller in
misfortune. This supply man, however, has worked
chiefly to build up a steady relation, foregoing sharp
practice to make friends. That counts as much with
sellers as with purchasers. To-morrow our supply man,
thrown into a new industry, could probably make a better
showing in dollars and cents, through his manufacturing
friends, than could the shrewdest
depending on sharp practice

He has worked just as closely in co-operation with the
company’s engineers, finding out what they were trying to
accomplish, getting the technical men’s broad outlook
into the future, and their detached, professional way of
looking at solidity of construction. He has read their
proceedings, attended their conventions, and acquired
enough engineering knowledge to be able to correct them
oceasionadly

The company's engineers designed a new switehboard
and sent specifications to the purchasing agent. The
engineering department had all the ereator’s pride in those
specifications.  They only embodied new ideas in
theory and practice, but called for the largest switch
board ever built up to that time

The contract was let. When construction was under
way the manufacturers came to the supply man, as a
friend, and explained that they were likely to lose all their
profit on the job because of an unforeseen difficulty with
certain tiny insulated wires. Those manufacturers would
never have looked for help from Uncle Bill Upright, If
they had Uncle Bill would have said: “Rot! Carry out
your contract—it's in black and white, ain’t it?” This
supply man visited the factory and investigated the
difficulty, It was found that in any one of three separate
operations on those tiny wires the metal might be weaken-
ed or broken inside the insulation. Granted that the
switchboard could be built suecessfully, it would still be
defective in operation. Breakages in those wires would
entail constant repairs and frequent interruptions of
service,

Back came the supply man to the engineers,

Now, after the chief engineer has read an institute
paper on “Modern Switchboard Practice,” and his juniors
have written on the same topic for *he professional jour-
nals, it isn't agreeable to be asked to eat one of his pet
ideas.

purchasing agent

not
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The supply man knew that. He threw the burden of
failure, not upon the engineers, but upon the manu
facturers, That design was precisely what the engineers
ought to expect to have built to specifications in an ideal
industrial world, he told them. But unfortunately, you
see, it was too far advanced beyond current manufactur
ing conditions, So the engineers handsomely made
allowance for imperfect manufacturing conditions and
drew new specifications embodying larger wires, Thus,
in a perfectly agreeable way, the company got a monster
switchboard that would be eflicient in operation and cause
very little trouble through breakdowns, while both the
manufacturers and the engineers took eredit to them
selves,  As for the supply man, if he had any notion that
the eredit was due him he said nothing about it

T

common-sense

Ieonomy oF LOOKING AHEAD

By a technical knowledge of both
engineering and manufacturing conditions, and a wide
acquaintance among the many departments of his own
company, this purchasing agent has worked important
economies. Almost his last resource in saving the
l'”l“l“llly IHUIH‘}', ll(l\\"\'('r‘ 15 1'1:\( “f (']“\'" “II“I‘I'“\'I'I[IK
for low prices on the first cost of supplies. What he has
always in mind is service and low cost of repairs

One year a parsimonious director complained of the
constantly increasing cost of certain supplies, showing by
statistics that the price per pound, per foot, per unit, had
steadily advanced during several years. The purchasing
agent’s explanation of that might have been a table of
contrasting figures, proving that there had been general
market advance on such supplies. But, instead, he sub-
mitted a statement showing steady reductions in cost
of repairs—savings that doubly offset the larger outlay
in good materials.

Other important economies were brought about by
a little pressure on the company's departments to make
them look ahead and anticipate their needs in supplies.
It had been the custom to run pretty much by rule-of-
thumb. The construction gangs strung wire zealously,
perhaps, drawing on stock as though some invisible
connection existed between their storeroom and a big wire
factory. Suddenly the wire ran out. In came a requisi-
tion for more marked, “Rush! Rush!! RUSH!!!”
That threw the supply man into the market for wire under
unfavorable conditions. He might have to purchase
doubtful quality to get immediate deliveries. As soon as
his order was placed the construction department began
to say, “Rush! Rush!” to the manufacturer of its own
accord, causing confusion. Frequently the construction
department took a little shopping tour of its own in search
of wire, and got deliveries of small quantities. The bills
for these independent purchases then came into the
supply department and were returned to the seller un-
paid.  The supply department knew nothing of the
transaction

In the end, all this trouble was done away with by a
system of daily supply reports in each department, show-
ing what stock was on hand every night, and the rate at
which material was being used up, and about when the
supply man ought to go into the market for more.

These daily reports accomplish something else. They
enable the various departments not only to have adequate
stocks on hand at all times, but also to run on a moderate
stock. That diminishes supplies necessary to have on
hand, and affects great economies through the whole
organization. For supplies piled in warehouses, waiting
to be used, represent, with a company of this magnitude,
large amounts of capital tied up, loss of interest, loss
through depreciation, cost of storing, handling and
insurance.
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Moreover, the company is to-day so large that its stocks
of supplies are carried in several branch storerooms

ecach complete in itself.  From one of these branches
comes to-day, to the supply department, a requisition
for material worth twelve to fifteen thousand dollars

A report from another branch shows that sufficient of that
material to fill these requirements has lately been taken
out of service in reconstruction work, and has been put
back in stock There are
supply departments run so loosely, though, that such a
purchase would be made for one department, and the
material on hand sold for junk by another,

These daily reports might, in many lines of business,
serve ad o valuable market guide to the purchasing agent

ag in a manufacturing industry where quantities of
raw material were being made up into goods for sale
With an accurate daily gauge on needs, the purchasing
agent could sometimes buy on favorable fluctuations of
the market

This supply man has found by experience, however,
that playing the market in the purchase of his own class
material is only a hazard. If persisted in as a policy it
results in about an equal balance of losses and gains
S0 his contracts for materials subject to fluctuations are
made on basic prices, with an arrangement whereby
variations can be adjusted between himself and the
manufacturers as the market rises or falls during the life
of the contract. This plan has two marked advantages
First, the purchaser gets his supplies at the market price
whatever the variations. Second, the seller cannot lose
the profit on his contract through an unforseen rise in the
cost of his own materials. Thus, if prices go up the
manufacturer will not be tempted to delay delivery o}
goods while he runs his plant on more profitable orders;
nor, on the other hand, will he slacken manufacturing in
hope that a drop in materials may give him a larger profit
than he anticipated.

So no ]”ll""l:l’~1' IS necessary

Wihar ONe Buyer ACCOMPLISHED.

There came a time in the development of the supply
department when its chief found it advisable to become
a manufacturer himself in a small way. Much of the
il]")v’ll‘il“li in l'\'l‘r}'*‘l:\_\' use came in f“r minor repairs
adjustments, new attachments, cleaning, replacement of
missing parts. Until then it had been permitted to
accumulate for shipment in lots to the manufacturer
who made repairs and shipped it back. A small repair
department in the storeroom, however, saved delays, and
shipping charges, aided the construction men, and affected
other economies. To-day each branch storeroom has its
repair department.

About that time, too, the supply men became a sales-
man. As the company’s business grew, and improve-
ments in plant were introduced, much old apparatus had
to be discarded for better types. It was by no means
worn out or obsolete. Most of it could be used by smaller
companies throughout the country. So the detail of
selling it was given in charge of a subordinate, who sought
the best markets through advertising in electrical jour-
nals and correspondence. What was formerly disposed
of as junk now brings in several hundred thousand dol-
lars yearly.

From the original little old storeroom, run by Uncle
Bill, this supply man has built a department with nearly
three hundred people under him—assistant buyers,
storekeepers, repair men, clerks, messengers, inspectors,
As the department has grown, each new man added to the
actual purchasing staff which now numbers half a dozen
assistant buyers, has been a man valuable not for shrewd-
ness or trickery in his dealing. but a man with technical
knowledge, able to estimate with the manufacturers and to
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check the specifications of the engineering department
All the results accomplished by sharp practice in other
purchasing departments are achieved by the open policy
Ihere is a solitary clers who files catalogues price lists
and every other scrap and information bearing on prices
and deliveries, and these records are consulted in placing
orders. The company’s reputation for square dealing
and progressiveness, on the other hand, brings to the
supply department from outside everything in the shape
of improved material, unusual discounts and favorable
rates of delivery. If a manufacturer is pressed for money
and willing to offer favorable concessions to keep his plant
running, this company is naturally his first resource. He
comes to its supply department in frankness, knowing
that its head will not take pett

while he is working under d.fficulties

No amount of sharp p-a tice in serewing down prices
or manceuvring for discoun.s could ever have effected
for this company the economies that have been brought
about by the one item of intelligent interchange of infor-
mation between its own departments,

This exchange of information is now reduced to a rout-
ine system taken care of to a large extent by forms and
reports. But it originally grew out of the supply man'’s
prime qualities as a “mixer.”
struction men

advantages of him

The engineers, the con-
the clerical and financial departments,
the men who operate the plant, formerly worked in blind
disregard of one another. Some ran on stocks of supplies
that were too slender, while others were overstocked
Some failed to anticipate important improvements in
apparatus, and were caught one fine morning witl. a lot
of obsolete stuff. Others put too firm faith in some new
device that lacked permanent worth, and built too much
of it into the plant. All purchased supplies on their
own account, from time to time, because they assumed
that they could do it to better acvantage than the supply
man. These purchases weie fairly certain to be made
with the idea that a low price is the chief thing, and so the
quality was inferior or the delivery slow
man has changed all that

But the supply
Practically every purchase
large or small, is to-day made through his department
because he has impressed upon other departments the
value of co-operation; and, finding co-operation excellent
inside his own organization, he saw no reason
should not also be beneficial outside as well
Selling is all positive and affirmative, and be-ause it is
s0 many purchasers assume that buying should be just
the opposite

why it

Because one is aggressive, it is supposed
that the other must be negative and defensive. Never a
salesman walked in shoe leather, however, who was more
affirmative than this purchasing agent, and he holds that
it is contrary to the principles of true buying to think for
a moment that the purchaser must ever resort to smallness
or trickery or secrecy. Frankness of speech, liberality of
spirit, truthfulness of utterance are the only weapons
needed in a successful purchase, he maintains. Press
price too hard here, and it is certain as Fate that the seller

will find compensation in some more vital essential

Reading Him the Riot Act

Although a soft tongue may often turn away wrath,
smooth words do not always win for a salesman a large
order. In fact, efforts to conciliate a grouchy buyer
by smiles and pleasantries are not alwavs ecrowned with
success as the experience of numerous salesmen proves
Sometimes it is necessary to read the riot act to the buyer
to force him out of his shell. This method of gaining s
profitable audience is effectual at times when dealing

with the periodical grouch, as the following incident will
show.
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While on one of my recent trips I called upon one of
these grouchy specimens, who was the head of a medium
sized firm. He had never bought a dollar’s worth of _ oods
from our house and 1 had come this time determined to
find out definitely the reason for his refusal to turn a trial
order my way

By the sheerest good luck 1 managed to break into his
private office, and there we had our pitched battle of
words after | had bowed a good morning and asked him
point blank for an order to bring the matter quickly to a
head

“1 am not looking at goods this morning,” he growled,
“and furthermore, vour concern never seems to carry
anything we want, so don’t trouble yvourself to take out
vour samples

He was not the kind to be smoothed over with a soft
answer and [ resolved to read him a few rules

“Now, Mr. Scott,” [ came back, “what kind of con
sideration is this to a:cord to the salesman of a reputable
firm? You are the employer of a large force of salesmen
who go out into the business world daily to meet men
whose time is just as’ valuable as vours.

“How would vou relish having one of them treated in
this fashion? Even a live salesman does not mind being
turned down occasionally for good and sufficient reasons
but he does resent discourtesy as you have shown this
morning. | can see no excuse for it whatever

“You want your representatives to be treated with
common decency at least.  Put yourself in the salesman’s
place. Then ask vourself how you would like to be out

on the road and meet such a frost as was just visited on
me.”

Instead of going into a rage, the man changed front
entirely after this volle He smiled rather sheepishly,
admitted he was at fault and pleaded ill-health as an
excuse. He ended by giving me a $200 order, and on
all mv visits since has reeived me verv cordially, never

once refusing to listen to mv selling talk. —Svstem

Anxious to Understand

[ronmonger (to eustomer, just entering): “Good morn-
ing, sir.”

Customer: “1 want one of those things that you
fasten on a door to make it shut itself.”

Ironmonger: *“Oh, yes; an

automatie door-closer?”’
(‘ustomer

“That’s it; and not too ||igl|—l)l‘i<'t'll u

[ronmonger: “Yes, sir; a cheap automatic door
l']l'\l'r .

Customer: “And not too complicated, either.”

[ronmonger: “[ understand. You want an automatic
door-closer of simnle design and smal! cost?”’

Customer: “Exactly. But not one of those confound
ed things that slam the doors to with a bang.’

[ronmonger: “That would be a nuisance, of course
You want an automatic door-closer of simple design
small cost, and with an easy spring?”’

Customer: “That’s right. But I don’t want it to
close the door too slowly, either.”

[ronmonger: “Briefly, what you are looking for is an
automatic door-closer of simple design and small cost
that is neither too slow nor too fast?”

Customer: “That’s all right. And, besides, it mustn’t
be like some I have seen, where a man needs the strength
of an ox to open the door.”

[ronmonger: “Now, let us understand each other
You want to buy an automatic door-closer, simple, cheap
neither too slow nor too fast, and easily operated?’

Customer: “Correct. Show me one.”

[ronmonger: “I'm very sorry, sir, but [ don’t deal in

automatic door-closers.”
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WHEN THE SYSTEM SPECIAL'ST CAN HELP.

One of the chief reasons for the adoption of a well
defined system in the office or tactory is the recurrence
of mistakes which impair the quality of product, add to
the cost of making it or cause delay in deliveries, any of
which are bound to cause annoyance to customers.

These mistakes force themselves upon the attention of
the manager or superintendent. He probes the matter
to the bottom and finds that the mistakes are due to lack
of definite orders or understanding between various
departments

To place responsibility for mistakes on the proper
shoulders, to ensure harmony and understanding between
different departments and to see that neither time, labor
This system
must be comprehensive yet so definite that each person

nor materials is lost, system is necessary.

affected will receive full and accurate instructions regard-
ing his share in the duties involved.

The owner or manager of the company might devise
a system to cover the needs discovered, but in nine cases
out of ten he will arrive at the conclusions desired more
quickly if he calls in for consultation the system experts
employed by one of the companies which make a specialty
of this work and whose experience has probably covered
a need very similar to that under consideration,

It is not advisable to let the system expert have too
much authority. He is of greatest value as a specialist
whose advice is to be carefully considered and adopted if
it covers the full range of needs exposed when the mistakes
under the old methods became apparent.

If, however:
the owner or manager of the company is not willing to
take the time to fully investigate the cause of these
mistakes he should give the system specialist full author-
Then when the remedy
is ‘proposed, a conference between the foremen affected,

ity to probe into the matter.
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the superintendent, the accountant and any others
interested should be held. Such a consultation will
bring out any defects in the system proposed and in a sub-
sequent talk with the expert the owner or manager can
secure such amendments to the system proposed as will
secure the results desired

THE CONTENTS OF THIS EDITION.

I'he men for whom we are building the Orrice Eprrion
are managers of large and small concerns, superintendents
of manufacturing plants—practical men
purchasing agents, sales managers

office managers,

In this issue there is something of intrinsi¢ value to
every one of these men. For the manager, whether of a
large or small business, practically everything in the issue
is of direct or indirect value. If not in his own particular
work, in the work of the departments under his control

I'or the purchasing agent, the article “The Buying
Iind ”” will prove of absorbing interest. It is a story of
the development of a successful purchasing department.
The methods are very different from those employed by
many purchasing agents. Perhaps there is a lesson in
it for many

For the factory superintendent there are two or more
articles of direct value, one on the cost system used in
a large Canadian machinery manufacturing plant, and
the other a story of the search for and the finding of the
flaw in the system of manufacturing and cost estimating
in a manufacturing plant and the
manager of the plant knew there must be something wrong
but it took an expert to find out what.

The superintendent

This article is
called “The Quest for the Leak in Factory Costs.”
The article “The Science of Office Salesmanship’ is
written specially for the sales manager. There are
without doubt new ideas in this arti:le for every sales
manager; and if only one good suggestion is obtained
the time taken in reading the article has been well spent
Such material as descriptions of new office equipment
will appeal directly to the office manager. This issue
contains several such articles
Other articles such as “System in Contractor’s Office,”
“Collecting Accounts by Form Letter,” and “ Addressing
Shipments Accurately,” are of general and specific value
It will pay every one of our readers to go over this issue
carefully; and in doing so we hope they will eriticize
to themselves. and afterwards to us in a letter. We
would like to hear about the articles which are appraciated ;
and we particularly wish to know our readers ideas as to
to how we can improve.

GO FORWARD OR FALL BEHIND.

A business office equipped five years ago with the most
modern and effecient equipment of that day but into
which no new machinery had been added, would to-
day be far from up-to-date. So many new devices are
brought out, each making possible greater efficiency in
the office, that the business man must continue to improve
his equipment, to prevent it becoming old fashioned,
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The Quest for the Leak in Factory Costs

An Elusive Factory Error Resulting from a Pallure to Classity the Machi-

nery and Labor.

The Trouble was Duplicati

h for the Same Operation

Departments which in

Br C. H. Sruson v Sysram

“Well, Downs, what do you make of it?”’ Brinsmade
put the question impatiently. He and the chief account-
ant had just completed an exhaustive audit of the shop
accounts for two years; the latter had footed up the last
column. He handed the balance-sheet to his superior,
whose eager eye instantly grasped the significance of the
totals.

“Forty thousand dollars!”
frowning with astonishment.

“Yes,” the other assented. “As you suggested, I
figured the profit we should have made on last year’s
shipments, assuming regular prices and deducting for
all cuts. You have the results in these three columns,”
indicating their position on the sheet with a thin fore-
finger. ‘“Here, in this column, you have the actual
profits.”

“I see, I see,” muttered the manager, visibly dis-
heartened.

Downs at his elbow, he went over again the discouraging
figures before him. As the minutes passed, perplexity
deepened the lines on his brow.

For two years he had directed all his energy towards
developing a perfectly organized factory. So marked had
been his success that a fortnight before increased dividends
had seemed assured. Very little room for improvement
in the organization he had built up was left, he felt. He
had done his best—and his best was good!

Then came the hint, from Downs that the ledgers, on
balancing up for inventory, indicated a serious deficit.

“Your books are wrong!” he had protested. “We'll
go over them together and find the mistake.”

He did so, in the week that followed. He walked the
factory from end to end in eager search for the treacherous
spot, the loop-hole through which the dollars were slipping
away. To no avail. And now, the final survey of the
books proved that elusive leaks threatened the life of the
business.

From this analysis, he turned at last heavy-browed
with determination. Pride was in the dust; the manager
was uppermost; personal feelings were subjected to the
welfare of the company.

“Downs’’—his chagrin was evident—“I'll have to give
it up. The trouble’s in the factory, but I don’t seem
able to find it. 'We must have expert help from outside.’

Il

“Where do you think we’re wrong”’’ Prescott, the
smart junior of a firm of production engineers, smiled at
the manager’s anxious question.

“I'm here to learn, Mr. Brinsmade,” he parried. “If
we could have made a long range diagnosis of your trouble,
yvou would have saved three-quarters of our fee. Give
me a week and I think I'll have the answer.”

“However,””—the manager’s face had lengthened—
“from what you wrote us and from what you've told
me here, I'm quite sure that it’s not lighting of details
that has caused your losses. More likely”’—he paused,
but went on quietly—*it has been disregard of some basic
principle of production or organization.”

Brinsmade flushed as he met the other’s eye.

Brinsmade whispered,

The

suggestion that he lacked complete knowledge of the
essentials of management was not pleasant. After a
moment’s silence, however, he smiled at Prescott.

“I almost resented that statement,” he acknowledged,
rising and taking his hat from its hook. * Let me show
you over the plant.”

In the walk through the shops, Brinsmade pointed out
with pride each detail of the organization which he had
wrought from confusion with such care ano personal in-
terest.

An hour or so later found them seated elbow to elbow
at the manager’s desk, Prescott listening with knit brow
and thoughtful eye to the other’s rapid and comprehensive
description of the cost and order systems used in the shop

“You have a splendid organization,” Prescott said at
last. “But ['ll need to spend a few days looking about,
before I can say definitely where the trouble lies.”

I1L

For five days Frescott haunted by turns the offices
and the factory. No fault was to be found with the
accounting. Each shop and department had a separate
account under which was recorded weekly the total of
productive and non-productive wages; and all expendi-
tures for maintenance and repair.

The strictly non-producing departments had their
separate accounts as well, which allowed an accurate cal-
culation of the ratio between general expense and legiti-
mate production expense. No item escaped, no expense
falled of proper recording.

In the factory, the general shop conditions were ex-
cellent. Economy in the use of floor-space was every-
where apparent. Individual motors in each sub-depart-
ment pointed to efficient power transmission. Modern
coal-handling equipment in the power house eliminated
all chance of losses in power generation.

The atmosphere of good feeling and contentment among
the workmen, easily recognized by Prescott as he passed
through the departments, assured good workmanship and
generous production; while a careful inspection force
made certain a fixed standard for finished product.

Ordinarily, in such investigations as this, Prescott was
able to pick out, at once, a number of weak spots contribu-
ti'g to the general loss. But here he found an efficient
accounting system, and, at first glance, an admirably
organized factory. It was hard to believe that disease
existed anywhere in such an organization.

In a quandary, he turned to the records of actual
and estimated costs. Here he found enough to convince
him that he was on the right track. Further comparison
of estimates and actual outlays gave proof that he had,
at last, discovered the subtle cause of the year’s losses.
This new development in mind, a swift survey of the
various departments confirmed his decision.

Brinsmade had failed to classify his work and ma-
chinery.

V.
At once he sought the manager’s office, stopping for

Downs on the way. Together they entered the office.
“T have found the trouble,” Prescott announced to Brins-
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made. “As I suspected, you've overlooked one important
princip'e.”

“What principle?” Brinsmade demanded, intently.

“(lassification,” answered Prescott. “To get results
you must classify machinery and labor. You carried
neither far enough.”

“Just what do
manager.

“Every department in your plant is a little, independent
factory,” the engineer answered. “In your largest room,
I notice, you carry out a dozen operations that are
duplicated in other shops—blanking, sorting, assembling,
knurling. In fact, I don’t remember a single class of
work which that room has not tackled within the last
three months. In lesser degree the same thing is tiue
of the other departments.

“Yes,” Brinsmade granted, “what of it?"”

“] am going to show you,”’—the other glanced at a
tablet in his hand—*that your errors have come from this
scattering of operations, ‘his failure to limit each operation
to one machine or series of machines. The percentage
ratios between departments, productive and non-produc-
tive expenses have been accurately figured, vet your
failure to classify your work renders these percentages,
although accurate, unsafe to use. Let me illustrate.
What is the percentage for overhead charge in your big
room?”’

“Ninety-five per cent,” he replied.

“Just so,” Prescott hurried on, “and for every dollar
paid to the productive help in that room, you charge
the customer an additional ninety-five cents, whether the
work be running eyelet-machines, or piercing tin washers
on a foot press?”

+ The manager nodded his assent.

“Has it occured to you,” the young man put the
question directly, “that ninety-five per cent. was too
low for eyelet-machine work, and too high for foot-press
work?”’

“T can’t say that it has,” admitted the other reluctantly.
“In figuring prices [ have simply added %o strict produc-
tion costs the percentage for the room in which the
work was done.”

“And in consequence,” Prescott countered, “you
have about as many prices for a single operation as you
have departments in the plant. I found several instances
of it in these estimates.” He picked up two from a
number he had brought in with him. “Both of these
involve the operation of ‘blanking and forming.’ In
one case you use a non-productive of 95 per cent., in the
other 230. Here is another: ‘buffing’—65 per cent. on
one, 175 on the other. Both prices can’t be correct.
Whether either is correci remains to be seen. You
get my point, I think.”

“Yes, I see the logic in what you say,” admitted
Brinsmade. his eye: dilated by the breadth and newness
of the problem.

“Your only course,” the young man hurried on, “is
to immediately re-arrange your factory departments.
Put all your blanking-presses, all your cutting machines
together—have all your blanking and cutting-up done in
one department. Have all your sorting done at one
place.

“@Gather all your tool-makers and raachinists, now scat-
tered here and there in the different rooms, into one
large machine room.

“Then,” he swept on, “the non-productive percentages
you obtain from the departments so arranged will be
true for the class of operations done therein.”

The manager nodded comprehension.

“You're right; no question about it,” he admitted.
“Tt means tearing the factory to pieces, but there’s no

you mean?’”’ asked the perplexed
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other way. Come on out into the shops and we'll get ou~
bearings. Then we’ll work out our programme of change
before we move a machine.”

V.

Reorganization of the factory was no mere matter of
classification, calculation and millwright work. The
human element, the reluctance of foremen and job fore-
men to surrender ‘heir virtual independence, promised
to be the stumbling block in the way of Brinsmade’s
programme. Prescott, at the first conference after their
joint survey of the shops, suggested as much.

“This must be your personal affair,”” he told the man-
ager. “For me to mix in it would simply embarrass
the work and stir hostility among your bosses. You know
them; they have confidence in your judgment and friend-
ship; while I'm an outsider and therefore a theorist and
a meddler. So we'll lay out this thing to be done and I'll
hike back to town. [t’s up to you to carry ouf, the changes
we decide on.”

The second day sufficed for the rearrangement of the
shops on paper. When the last pencil sketeh of the floor
plans had been completed, Brinsmade was master of every
detail, had foreseen well nigh every contingency with
which he must deal. Prescott’s train had hardly started
before the manager was facing a meeting of foremen
and assistants.

The interest which his account of the discovery of the
deficit, the summoning of Prescott and the expert’s
investigation evoked turned to apprehension as he
explained how the cause of the losses had been found and
the remedy determined. Opposition he had foreseen;
tact and diplomacy, he knew, must mark every step
of the reorganization if he was to prevent disorder,
confusion and ill will,

“I want vou all to feel,” he urged, “that vou've got
a family interest in the changes we are going to make.
If the factory can’t be put on a sound. paving basis,
the company, of course, must close it down. That
means no jobs for any of us. 1 know yvou've been satisfied
with conditions here, and [ want to keep vou satisfied.

“(@Give the new plan a chance, help to make it a success.
Put your shoulder to the wheel and help us out of the
rut we're stalled in. We’'ll win out, all right, if we just
boost together.”

A blanking room was the first innovation. It was
placed on the greund floor because of the weight of the
machine; near the store rooms in accord with his plan
to make manufacturing a continuous process, without
retrograde movement, from raw material to finished
product. Every department was stripned of its punch
presses; all were gathered together and a job foreman
promoted to boss the room. In the same way, the foot
and dial presses were withdrawn from the various shops
and concentrated in one place; in turn followed the
buffers, the milling and screw machines, the drill presses.

Chagrin followed each of these withdrawals and the
shifting of foremen consequent on the establishment of
the new rooms, the gradual disintegration of the clder
departments robbed of machines and men. Chapman,
the brusque, but capable foreman of the largest shop
rebelled when his eight tool makers were ordered to the
consolidated tool room.

“You may see some sense in all these changes,” he
complained bitterly, but for my part T think you’ll
ball things up.”

“How's that?” asked the manager.

“Why,” gave back the other impetuously, “how do
vou expect me to turn out goods as I lave in the past,
when a half-dozen other men, who know nothing about
tham, are making most of the parts for me? I know
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exactly how to make the tools for each part; now some
other fellow has got to learn it all over again. And look
ui the delay there will be waiting for parts

“Besides,” he concluded, with emphasis sufficient to
indicate that this was his chief grievance, “vou've taken
all my tool-makers. How do you expect a man to make
any suggestions for special tools when the tool-room
foreman will get all the credit?”

Brinsmade was confronted by many such complaints
Chat justice would be done he assured each and per-
suaded him to work in harmony with his design.

In three months the entire factory was working on the
new basis. [mpatiently, he waited for a complete list
of the new department percentages; he wanted to com-
pare them with those of the old regime

Each department now contained only the non-productive
help absolutely necessary to conduct the one line of
work undertaken therein. The ratio between producing
and non-producing expense in the sorting room, for
example, would now be the true ratio for sorting; in the
buffing room, for buffing; likewise in other departments

When Downs handed him the list of percentages,
however, surprise preceded enthusiasm. Comparison
with his old records showed how widely his old standard
costs had departed from actual costs. Prescott had
indeed been correct Loading the average percentage
of non-productive expense in a room where many different
classes of work are undertaken on each article produced
is dangerous practice. Operations which require little
attention from a tool setter bear an unjust share
expense of operations requiring constant attention
from a tool setter or tool maker. For the same reason
these latter operations escape part of their just burden
of expense

Comparing the old and new percentages, he found
variations so wide that for his own information and for
the convincing of his department heads, he drew up a
table covering some of the more important processes,
the old percentages in parallel columns with the new
With this result:

The Mission of

THE CANADIAN MANUFACTURER

November 13, 1908

Former Percentages for New Percentages

Operations Various Rooms Consolidated Rooms
Assembling 9577 15077 50,
Blanking 509 095, 709
Buffing 607, 959
Forming 959 707, 1259
Knurling 95 :

Painting 307
Piercing 057,
Setting-up. G597
Sorting 1 4

Stamping 3097

In some cases the revised percentage was almost an
average of the old ones. On all the simpler operations,
however, like sorting, setting up and packing, he perceived
that the margin of error had been so large that the cal-
culated cost was farther from reality than the wildest
guess work, though involving no money loss to the
company While on operations involving tool work,
the departure from the real cost had been so wide that
losses had attended every contract undertaken. Per-
centages of 50, 70 and 95 had been emploved when the
a'tual figure ne-essary to insure a profit should have
been 153 per cent

Brinsmade smiled grimly as he finished his analysis
To have used three such divergent prices for the same
operation was inexcusable; but that all should have
involved serious losses on every job turned out made
his management seem farcical

Resolutely he folded the seribbled sheet, tore it across
in and again, then flung the fragments into his waste
asket
“That’s done,” he said aloud “spilt milk churns no
butter.”
answered:

“0 Parker, come in. [ want to talk to vou about the
Whibley and the Gross and the Tavlor jobs., We've
got the factory where we can go after that business again

and quote prices that will land it.”

Then, into the telephone as the sales manager

the Catalogue’

The Catalogue Must be Your Personal Representative, Duly Accredited,
Backed Up by Your Word, and Vested With the Authority of Knowledge

By CaarLES

It '.as been said that “Men are like stone pitchers
you may lug them when you like by their ears.” The
main trouble, however, is, that this is a short-eared
generation,

Now, one of the uses of a catalogue is to get a man’s
ear. Its written words must take on life and color to
bear the significance of a spoken message.

There’s a current understanding that .the world
learns very, very slowly by argument, but quickly indeed
by experience. Now the mission of the true calatogue
is not so much one of argument, as one of experience
what things will do; not always why.

This is an age of try and buy—satisfaction or your
money back. While the catalogue is a listing of classes
and kinds and prices with the necessary deseription and
technical data, it can be a great deal more,

* Extracts from an Address by Chas. W. Beaver, before the New York
Advertising League. Reprint from " Brains,”

W. BEAVER

A catalogue can be a monument to the stability of a
house., A record of its achievements, its willingness to
put into irrevocable print, pucposes and claims of merit.
It must go further, however. It must be an educator.

When a government is established, ministers and repre-
sentatives are appointed to the various nations through-
out the world

Any business is a government on a small scale, Mr,
Manufacturer must secure the service of an ambassa-
dorial staff to represent him to the public at large

Now right here is where the catalogue comes in. Not
a mere price book, but a catalogue. It may be interpreted
at the hands of a large travelling sales force, or it may
be sent out into the highways and byways alone. In
either case, it must be your personal rapresentative duly
accredited, backed up by your word, vested with the
authority of knowledge, and lacking nome of the polish
essential to the most profound courtesy,

-y~
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I don’t approve of the universal likening of a selling
campaign to a battle with its scouts and skirmishes and
action, its musketry and its heavy artillery. War at
is little short of Hell. Selling campaigns are not
\Ilm‘l'“fll”_\' built on that basis, unless those of the Baxter
Street shop, which knocks a man down, and drags him
in, if he won't buy any other way he up-to-date
selling campaign is a masterpiece skillfully blending
equal portions of diplomacy, courtesy and common sense.

You expect vour catalogue to get business whether
posting a travelling sales force, educating an army of
retailers, crystallizing the ideas o1 a body of college stu-
dents or selling straight to the user. You expect this
silent little messenger, unaided by the magnetism of the
human voice—unable to put on a cheery smile, to get
business. Its cold type must be infused with a message
so intimate, so true, and its every page so suggestive of
uses and applications, that the prospect is made to see
each article his own, It is expected to be broad enough
to fit the peculiarities of a thousand different kinds of
men, and narrow enough to mean a business proposition
to each of those men. There is one way to make a cata-
logue do all this, That is to make it a condensation of
your eighteen-carat selling points, with occasional gaps
for the customer to use his imagination. Make it more
than a mere price book

Tell your story in an optimistic way, but stick to the
truth. [If it is dangerous for a salesman to exaggerate
how much more dangerous is exaggeration when printed
and ready for comparison at any time?

A salesman can study his customer, bring into play
the magnetism of a personality, be forcible or tactful as
the moment may decide, withdraw to advantage, or pro
long the interview, as his judgment may indicate

Not so with a catalogue. It must extend your personal
associate itself with vour needs
impress itself on his mind and create in him a feeling of
indebtedness, all in the space of a few moments. The
real of success, however, is the strong evidence
of reserve power. This in most cases is the “al reason
that keeps it out of the waste basket

Then again, a catalogue is going to indicate to your
customer your extravagance or frugality. The happy
medium-—a prosperous-looking book neither cheap nor
overdone—is the one worth while

We don't write catalogues to give some printer a chance
to display his high art ideas, striking cover designs or
unique display effects. These are merely incidentals

all after considerations.

Clothes make a whole lot of difference in a man until
he opens his mouth

Just so with catalogues.

A great many catalogues are like the fellow with the
good tailor, they are masterpieces when it comes to the
printing, but the copy is the limit. It’s prepared in a
perfunctory, do-it-because-the-other-fellow-does-it, sort
of a way, or some high-browed young man just out of
college is put on the job.

The average beginner decides that this is a great
literary stunt, an opportunity to display rhetorical
beauties and grammatical fitness

What is the result?

A lot of good paper is spoiled, waste baskets are glutted,
and a good many people don’t get the chance to realize
the possibilities of a correct catalogue

There is just one thing which is worse than the exagger-
ated over-descriptive and lying catalogue. 1t is the loosely
written pretty book, good publicity only for the printer
who made it. You know that all catalogues start as
dummies. The sad part of it is that some of them never
get to be anything else

There is getting to be so many kinds and methods of

best

greetings customer’s

secret
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publicity that it is confusing
overlook the relative importance of the catalogue in the
general scheme of publicity. 1 wart to say right here
that the catalogue is the foundation of the whole scheme
On it are builded all the other phases of advertising

There are two things we need more than anything else
First: to realize that advertising is a profession, requir-
ing the most careful study just iike law or medicine
Second: boldness, diligence, and originality on the part
of those who are giving their time to this study. The
very fact that so many men are going into the field as
advertising specialists and publicity engineers, indicates
that special knowledge along these lines is fast becoming
recognized as the main thing to comypel
The fact that so many advertising clubs are springing
up in all parts of the country, further indicates th thirst
for special knowledge of this character. It's getting
so that each man realizes that his own case must be stud-
ied on its merits, and that
has made a sueccess by some particular publicity method,
is no sign that he is going to reap success by following
suit,

I'hus a good many people

one Suceess

because some other fellow

How the “Big Contract” was Won

The contract for furnishing the exterior granite work
for the new Wisconsin State Capitol is the largest of its
kind in the history of the cut industry in this
country, and its award came as the result of a long battle
in which the arts of salesmanship and perseverance had
full play

About a vear when it was first announced that
bids would be for the granite work for the
new capitol, stone dealers throughout the country began
tosit up and scheme, At the daily conference of the heads
of departments of the company, one of the chiefs spoke
up: “We must have that contract, and Hardwick white
eranite is the material in which we want it. Joe had
better go out to Madison and look over the ground.”

The next day “Joe” went. His full name is J. B
Reinhalter, and he is the western representative of the

stone

0go

u,u-m-l]

company

His first telegram when he reached Madison was
“The commission favors Georgia marble, Shall [ fight?”
The response came from the general manager’s office

“Stay there till you win!”
and Reinhalter was still on the

in Vermont:
Six months went by,

ground, meeting the commissioners daily, and submitting
samples and analyses and testimonials, and practising

all the arts of an experienced salesman. Finally he
wired to the home office: “Commission leaves to-niorrow
for an investigation of the eastern quarries. What shall
[ do?” “Go with them! Stick to it till you wii

One month later the salesman wired for help, and
the general manager went to Madison. Another month
dragged by. The commission had opened the bids and
then adjourned from time to time. One day it was
decided to hold no more meetings for two weeks, and the
representatives of the other stone firms who were fighting
for the contract promptly left for home

That evening the late Senator Vilas, one of the com-
mission, came across two determined looking men sitting
in the hotel lobby at Madison, waiting. He recognized
them as the granite general manager and salesman.

“Why, I thought you fellows would have left town
three hours ago!” he said.

The manager looked up. “Senator,” he said, “when
the company goes into a fight, it fights to a finish; and
we're here until that contract is awarded.”

Two weeks later the company won, and the new Wis-
consin State Capitol is now being erected of glittering
white granite,—System.
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By JLA.T, Dunpas

A cost system is of necessity interwoven
with the time and material systems, and con-
sequently is a part of them as they are a
part of it, together with a division of the
general expense, and a sub-division of

of any part costing more than is necessary.
The fault can then be rectified, and each piece
made at a reasonable profit,

The material must also be earefully guarded
as to condition, quality and price; also

Maching ‘ Piece Comparison Card
onew 000 Mo [ Guoeao. | Onoen o, [owon
No. | u:. T TOTAL | ':E; ::: TOTAL

COST

sopoohell s abars

LL . —T*
L B st Sl e e e S e e il St S | IS (R R
B el T e i | e e p S| I, (SR S S | PR SN——— S | A SR S S
AUURUIIOY A A
B P T or o o I S o B AR S

Fig. 1

departmental expense; and until it is this,
it cannot be properly called a system.

Then again, as in the time system, a cost
system that may be entircly satisfactory
to one plant cannot be used with an equal
degree of success in another works, even

expense of handling this material together
with all other shop expense such as light,
heat, power, non-productive labor,

In Fig. 1 we have provided a ecard, called

well-rezulated plants, while details must be
carefully worked out and taken into account
individually.

Any system, however efficient, will become
valucless if we expect system to do the work,
for it will not do it; but will enable us to do
the work expeditiously and with profit to GPARCUTTING
the firm. ) - 9 e—

; K1V SEATING
Some will complain of the expense of B S —

MILLING

operating such a system. It will certainly GRMLING )

be something, but the money spent in operat- :

ing a good cost system returns many fold. # .1 ——
What manufacturer to-day is satisfied SUYTING OFF . (—

with an estimated or averaged cost of the FITTING
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material and labor of a machine he builds.
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An Efficient Manufacturing Cost System

Third of a Series of Articles Written for The Canadian Manufacturer
on Manufacturing Systems. The First Was on Time Keeping and the
Second on Material and Stock Keeping. This is the Last of the Series

pieces on previous lots. In Fig. 2 we
have provided a cost summary card giving
total time and cost of each operation on the
lot, this time being taken from the time
summary card in article on time keeping,
which appeared in the Orrice Epimion of

I'ne CANADIAN MANUFACTURER, Sept. 4. On
the reverse side of this cost summary card,
Fig. 3, we have provided for material
costs totalled from the material cards as
mentioned in article on material or stock-
keeping, which appeared in the Orrick
Eprrion, Oct, 16, to this is added a percent
age for handling, store-keeper, store-room
share of light, heat, ete.,while to the total shop
labor is added the proper percentage of ex-
pense incurred by shop labor, light, heat
ete. These percentages are of course cal
culated in proportion to the amount of
non-productive labor, and other expense
particularly relating to that department
in which the parts are machined or kept,
We also provide on this for other information
such as invoice number when sold, to whom
it is sold, date shipped, also a serial number
given to the machine when completed, by
which it is kept track of even after it is ship-
ped; also to list them, ete.

Other items of expense such as insurance,
taxes, ete., should be kept separate from the
expense mentioned above and dealt with
after all other matters are disposed of as
they do not enter into the manufacturing
account

though the same class of goods be manufac- DATE | COST RECORD | omon o | MACH N0
tured. Conditions are so varied that the " J ‘(

system must be made to suit the conditions; ARTICLE re— - — ——
not the conditions to suit the system. There

are, however, principles that will govern all N

In these times of keen competition he not

only requires the exact total cost of pro- s
duction and material, but wants it item-

each operation on each part,

An up-to-date system with an up-to-date
clerk (for an up-to-date clerk is a necessity)
will always have this immediately at hand;
and your foreman is immediately notified

a piece comparison card, upon which is the
total cost of each piece or number of pieces
of the same kind on any separate job or lot
compared with former cost of same piece or

: Fig.
ized, giving him the cost of each part and '€

2

Let me say again; do not let the little
finger of cost of operating some such a
system hide from you the mountain of
increased production and profits.
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Science of Production Engineering

The Science of Industrial Organisation. A New
Profession of Interest to Manufacturers and Others

By A. B.

In these days of stress and strain, many
& wise business man has learned the value of
retaining the services of a competent phy-
sician not only for treatment in time of sick-
ness, but rather for that timely advice and
warning that, if followed, will usually avert
disaster. One who is constantly carrying
his health or lack of it about with him,
becomes accustomed to himself, he has
little opportunity to make ecomparisons,
and anyway too much introspection tends
to make one morbid, while a specialist will
readily observe the warning signs and per-
haps correct the little mistakes of living that
may lead to physical or nervous breakdown.

The same philosophy applied to business
has in recent years led to the development of
a new profession, which goes by the name of
Production Engineering.

One definition of Production Engineering
is the science of securing in productive or-
ganization the maximum possible output
of a given quality at a minimum expenditure
of time, material and labor.

The production engineer, by the above
definitions, undertakes the study and control
of all manufacturing problems. This is a
big contract, and at first blush it would
appear hopeless for one man to attempt to
understand all the details of every branch
of production. But, when we learn that a
firm of this kind have a staff of men, all
specialists in different lines, from the making
of a brass casting to the development of an
accounting system, the case begins to take
another aspect.

Efficiency in the factory, the final measure
of which is, of course, net profit, depends in
the first place, on the efficiency of each ma-
chine and each employee; and the economical
systematization of the work., In this, the
aid of the practical mechanic, and the man
familiar with the particular line of manu-
facture is required.

In the second place, efficiency depends on
organization, the fixing of responsibility,
and the elimination of the friction, ill-
feeling, and loss of time that results from
conflicting authority. It is absolutely es-
sential that each man shall know to whom
he is responsible, and for what. This
requires definiteness of organization a ne-
cessity best met by an organization chart
prepared by one conversant with many or-
ganizations in a variety of industries, and so
in a position to adapt those features best
suited to any particular case.

With regard to the office, the aim of the
production engineer is to devise a system for
each particular business that will most
clearly reflect the actual condition of affairs,
affording ready comparisons at stated per-
iods with previous periods. It must also
show clearly and accurately the total pro-
duction of each branch, and the total cost
of production, with all essential details.

The injury that is done to business by the
lack of efficient cost systems is inestimable.
Nothing facilitates trade more than a sure
knowledge on the part of both buyer and

FArMER

seller of the true value of the goods dealt
in. All business talk has this one object
in view—or should have. In the case of
commodities generally, commodities where

MATERIAL TOTAL
T
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which the “daily routine of the paper-buried
desk” so often leaves the responsible brain
too weary.

Of course every manufacturer has a more
or less deep-rooted belief that his organization
and system is just a little better than his
competitor's. Of course it is always the other
fellow who is cutting prices by unfair and
ignorant competition. But the number is
increasing who take a mirror to themselves,
and among these the productive engineer
is coming to be a regular and welcome visitor.
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the monopoly element does not enter, value
is fixed in the end, by cost of production. If
then, some fool manufacturer with the best
of intentions perhaps, but lacking an efficient
eost system, sells his product for less than the
actual cost of manufacture, he spreads a
false idea of the true value of the goods he
sells, and apart from his own financial loss,
he is a real hindrance to trade. He spoils
the market.

One manufacturer, after an examination
of his business by experts, found that the
previous year he had made five thousand
dollars in one part of his business, and lost
three thousand in another. Asked later
if he would be displeased at the same firm of
production engineers overhauling the affairs
of a competitor, he replied, “By all means
do it. That fellow is selling below cost and
doesn't know it!”

The man who ignorantly sells below cost
injures not only himself and his competitor,
but also the buyer, who, while saving per-
haps at the moment, loses that correct esti-
mate of relative values on which successful
business must be based.

The production engineer is a friend of
business. He has nothing to sell except his
services. He is not necessarily bowed down
to any particular system of book-keeping
or organization. His one aim is results.
Passing from one plant to another, studying
mines, factories, insurance, even colleges and
theatres, he becomes familiar with funda-
mental principles of organization in all their
varied applications, and being free from
administrative responsibilities he is able
to take a comprehensive view of any situation,
and devote to it that extended thought for

TOTAL COST

LABOR COST
MATERIAL COST
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A NIGHTMARE IN HARDWARE.
ANonyMOUS,

To-day I drove the pigs of lead
Down where the tailor's goose
Was drinking from the old spring-bed,
As was its wont and use.

The sad-iron stood in sorrow by;
The weight had lost its scales,

But the harrow showed its grinning teeth,
And the keg its tenpenny nails.

The auger cried, “Life’s one long bore;”
The plow said, “I"ve my share;"”

The copper whispered, ““All is ore;”
And the hair-spring tore its hair,

Though the monkey wrenched nut after nut
From the rods that tried to bolt;

Though the cross-cut saw bad-tempered got,
Seeing the stop-cocks molt,

No game the chains put on their links,
Where the planes were smooth as glass;
A heaviness fell on the zincs,
A dulness on the brass,

What strange, hardwaring sights there be;
The jack-screw turned away,

A saving thought came unto me—
1 need not weight to-day.

The thing I could not understand;
I turned my pigs of lead,
And drove them with an iron hand
Back to the smelting shed.
—Exchange.




Models 10 and 11 of the Remington Typewriter Comprise Many
New Features, the Chief of which is the Adoption of the Front

Stroke Typewriter

One of the mos

in the typewriter ield for some years is the ©ver made in the mechanies of the type-
. writer.”
production of a visible typewriter by the
: 5 It is pointed out that the speed of
Remington Typewriter Co. Though these machine and its ease of operation depend

models have been on the market only a few

weeks the demand for them has been

interesting developments

such

A Detalled Description of the New Models.

ington company to be

single factor importance of an

No.

that it

ington have

is evident many friends of the Rem
been wishing that the company
would put a visible typewriter on the market

I'o all familiar

with typewriters it is at

once apparent that though the new models

are front stroke machines they are built
along the distinctive Remington lines. They
have the spacious type well, forged type
hars, pivot bearings, and solid general
construction which have been a feature of
Remington typewriters

An important feature of the new model

is the mechanism of the type bar, which had
to be of such construction as to permit the
use of a drop forged type bar up to the full
standard of Remington strength. The type
well is of great width and spaciousness and the
forged type bars are of corresponding solidity
and strength I'his large well, however,
accounts for only a part of the space which
is gained for the type bar mechanism. The
really salient the of the
type bars in a double row, so that twice the

type

eature is hanging

space is obtained for each bearing., The
double row of type bars permits the retention
of broad, pivotal bearings, a well-known
temington feature

I'he new feature referred single

dog escapement, is considered by the Rem

to as the

10 Remington Typewiter

provement in this feature is at once apparent
Instead of a pair of dogs operating on one
wheel the new model has a single dog operat
ing wheels. It is not to

change any parts when altering the machine

on two necessary
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New Remington Visible Typewriter

the greatest ad vance

the

upon the eseapement more than on any other
I'he

im
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from direct to reverse action. This is accom
plished by altering the relation between the
teeth on the two wheels, which is done by
simply loosening the three serews which hold

the wheels together. The two escapement
wheels are so set that they cannot be dis-
engaged while on the machine. Operators

therefore can adjust the action of the machine
to suit their Another new
feature is a mechanism by which the escape
ment “timed” for erratic
operation. The improvement in speed and
in lightness of action is surprising

This new#8pement, it might be noted
in passing, has been introduced on the present
under-stroke Remington models

Another new feature, applied on the No
This
device (black keys in illustration) enables the
operator, hy the single touch of a key, to
bring the carriage to any one of five different
positions on the line, these positions being
determined by means of a reversible rack

This rack four which permit
the setting of the stops for no less than four
different classes of work The distinetive
of the new Remington ecolumn
selector is that the operator may bring the car
riage instantly to any one of the columns
in other words, any or as many of the eolumns
may be skipped

own ideas

can be the most

10 Remington, is the column selector.

has sides

leature

s the operator wills

I'o those who desire to use the typewriter
for billing Model 11 is particularly designed
It has the complete Remington decimal
tabulator built into the machine, forming
part of it. The keys are operated vertically
like the keys of the column selector
ire 80 placed as to form virtually a part of
the keyhoard, although above and
out of the way of the letter keys

indd

entirely

[he extension of the use of the typewriter
for billing and other forms of tabular work
method for the
tabulation of figures an essential
typewriter and this vital
the tabulating mechanism
ington represents therefore a

renders some wutomatic

for every

improvement
of the Rem
new factor of
importance in the efficiency of the writing
machine

n

Several other improvements in typewriter
mechanism are referred to in the booklet

I'he Remington Typewriters,”” which
will be sent to any typewriter user or operator
who desires same

new e

Addressing Shipments Accurately

A Description of the Diagraph Stencil Cutting Ma-
chine, Value of a New Stencil for each Shipment.

By A. B

Jusiness profits in these days of strenuous

competition, depend a good leal on repeat

orders, and repeat orders are influenced more

than is often realized, on the neatness and
accuracy of the work of the shipping room

Most railways

require that, except on
parcels that are too small to make it pos-
sible, all packages of freight must have
the name and address of the consignee

clearly marked with brush or stencil, A

FArMER

recent circular

to shippers from a large

Canadian  railwe omits to mention the
brush as an alternative

Possibly the omission is intentional, for

brush addressing is at best rough, unfinished
and requires a great deal of space, and it is
often illegible and frequently makes work
for the claims department

I'he brass stencil has drawbacks, however,
as serious as those of the
steneil costs ahout fifteen

brush
cents; a

Each
new
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stencil is required if any slight change in
and
difficulty of keeping track of a
stencil for each of perhaps thous

name, address or route is to be made;

there is the

separate

I'he Diagraph

ids of customers and danger that the
wrong steneil may once in a while be used
I'nese drawbacks to the brush and brass

steneil methods of addressing shipments have
v more efficient method
No Error’
“ Diagraph”
Wm. Stewart & Co
Montreal

which is

created a demand for
v demand which is met by the ¢
used
in Canada by
Irade Buildi
Diagraph
illustration, is a machine for

systen with the which

is sold

Board of
I'he
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shown in the

cutting pasteboard stencils in the office or
room. The
is practically fool proof in

shipping machine is easily

operated con

struction, and in the hands of a small boy
will eut forty stencils an hour at a cost of
about one-tenth of one cent apiece. This

makes practicable the plan of cutting a new
stencil for each shipment direct from order
or from the shipping tickets, insuring accur
ey every A stencil may he cut for
one package and the pack
about the same time a brush address would
require, while where there are several pack
ages in one shipment for the same destina

time
addressed ia

tion, the saving of time is considerable

T'he diagraph is made in two sizes, the
“Regular,” making a letter 2 inch high
and the “Baby” making a } inch letter
In all other -respects the two machines are
identical.

I'ue DiaagraprH IN OPERATION,

The use of the “Diagraph” is well illus
trated by the system in operation in a large
concern, 800 to 1,200
are shipped every day.

After the order blank has been filled out
with a list of goods and the necessary address
and shipping instructions, and has passed all
the checking and credit departments, it is
given a number, and is placed in an order
binder, which has on each of its eight corners
the number or letter of a floor or department.
I'he binder is inserted in a pocket at the end
of a basket track, with the corner projecting
which has on it the number of the floor to
which it is to go for the first selection of
goods. It goes from floor to floor and de-
partment to department in this way auto-

where from orders
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matically until the entire order has been
filled

I'he baskets are numbered, and if more
than one basket is used, the number of each
basket is entered on the order itself, so that

they can be assembled by the packers without
difficulty

When the entire
the last basket
“P"” gshows on the corner of the order
that
I'he

with the order binder in it is not sent at once

order has been filled

ind stands on the elevator

binder to show its next move is to the

packing room. last basket, however

to the packing room but is first shunted into

a special runaway, where it passes the
tencil cutters. Here are located three
“Diagraphs” each operated by a boy who

is eapable of cutting 40 stencils an hour
I'he order binder is taken from the basket
a stencil for marking the goods is cut and
placed in the order binder and put into
the basket, which is then run into the pack

ing room. The packers take the order and
look up the other baskets, the number of
each of which appears on the order, thus

Canadians Carry Off

Remarkable Record Shown by Canadian Contestants

furnishing a complete check against error
ind there
order

As fast as the goods are packed

may be a dozen b single

es in a
each box is marked and the number of boxes

packed is noted on the order by the packer
T'he stencil is then used and the box is
carted away to the shipping room. When
the order has been all packed the order

binder is sent to the shipping room where
wble to the

order blank.

the shipping clerk is wssemble

boxes from the notations on the
I'he stencil is destfoyed at once

It will be noted that
guarding against the

in every stage of the operation, by the system

there is a ecareful

'n--u}nh!_\' ol error

of numbering the orders, baskews, and boxes
and especially by the use of a special steneil
cut for each order, which stencil goes with
the order to the packers and is used by them
ind is then destroyed
mistake I'he
cut 18 a matter
wljustable to the system of shipping followed
office and
the order from the beginning

on every box packed
to prevent further
when  the

use by

time stencil is

It may be eut in the Accompany

Prizes

in Amature and

World's Championship Typewriting Contests at New York Business Show.

In the typewriting contests at the National
held at Madison

York during the

Show

New

Business Square

Gardens city third

week 11 Oectober, Canadian contestants
carried off the laurels. In the amateur
contest, L. Coombes came first, F. Jarret

and R. LePard fourth All three are
Canadians, all three being graduates of the

second

Rose L. Fritz, a Canadian, Winner of the
$1,00) Silver Trophy in the World's
Championship Typewriting Contest.

Kennedy Shorthand School, Toronto. The
prizes in this contest were gold, silver and
bronze medals.

In the contest for the championship of
the world, a Canadian came first and Cana

dinns fourth, fifth and seventh. The eontest
consisted of one hour copying from difficult
matter Ihe prize was a $1,000 silver
trophy, and there were as well gold, silver
wnd bronze medals for first, second and third
places respectively I'he record of the test
is as follows
Net
Gross Pen per
Words Err. alty Net min
Rose L. Fritz H838 119 5243 87
Emil A, Trefzger S818 126 630 5188
H. O. Blaisdell 5900 223 1115 4785
F. Jarrett 18502 74 370 4432
L. Coombes 1800 80 400 4400
Adella M. Fowle 149 745 4328
R. LePard 187 935
Edith Varian 1720 216 1080
0. G. Wechsler 1364 151
Carl W. Schwenk 1900 329 1645 ¢
M. A. Lang 1710 327 1635 3075
Rose L. Fritz, the winner of the trophy,

is a Canadian, as are also Jarrett, Coombes
and LePard, the three winning first, second
and fourth places respectively in the amateur
contest All four are graduates of the
Kennedy Shorthand School, Le Pard having
had only one year's experience. It will be
noticed that Jarrett made the least number
of errors, and Coombes eame second in this

respect,

COULDN'T LOSE HIM.

Indian” strayed away from his
camp and got lost. Inquiring the way back
he was asked: “Indian lost?” “No,”
he disdainfully, “Indian no lost
lost.” Striking his breast, he

“Indian here!”

A “Big

said
wigwam
exclaimed,
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CAPTAINS OF INDUSTRY

Opportunities for Busi
Factories, Mills, Power Plants, Etc.
Construction—News of Municipal Undertakings

BUILDING NEWS.
Ontario.
HAMILTON.—The Banwell Hoxie Wire
Fence Co. here are preparing for the erection
of an addition to their plant to cost $5,000.

HAMILTON.—A large concrete warehouse
will probably be erected here by the Govern-
ment on the proposed concrete dock.

British Columbia.

FERNIE.—The Canadian Pacific Railway
are taking tenders for a new station and
freight sheds.

Quebec.

RICHMOND.—A three-story brick ware-
house will be erected here by the Richmond
Furniture Co. W. A. Catton
dressed.

MONTREAL.—Fire broke out in the dry
goods store owned by Jette & Lemieux and
did considerable damage to the dry goods,
the damage amounting to $15.000.

MONTREAL.—An observation ward will
be added to the Alexandra Hospital. Messrs,
E. & W.S. Maxwell are the architects, and
Reid, MacGregor & Reid the
eontractors,

MONTREAL.—Mr. Isidore Crepeau, New
York Life Building, will erect an apartment

may be ad-

are general

house on the corner of Park Avenue and
Young Street, at a cost of about $20.000
Mr. C. Bernier, 70 St. James St., is the archi-
tect.

MONTREAL.—The Morgue, recently burn-
ed, will be replaced by a modern and up-to
date one which Mr. L. Theriault will erect
at 24 St. Urbain St. The matter is in charge
of the Hygiene and Statistics Committee,

MONTREAL.—It is reported that James
A. Ogilvy & Sons, dry goods merchants, will
erect a new building on the Prevost property
corner of Montealm and St. Catherine Streets,
which they purchased recently for $227,500.

MONTREAL.—The Mount Royal Spinn-
ing Co. will erect a bleacher building at their
works at Cote St, Paul. Contract for con-
crete foundation has been let to O. G. Loomis
& Sons, Montreal. Messrs. Finley & Spence,
Montreal, are the architects,

THREE RIVERS.—Tenders are heing
called for the erection of a new market build-
ing. All information may be obtained from
Messrs, Daoust & Lafout, Three Rivers, Que.

MONTREAL.—A presbytery for the St.
Thomas Aqui Church will be erected
soon. J. A, Karel, 17 Place d’Armes Hill, is
the architect.

MONTREAL.

G. 8. Manny & Co., Power

Bldg., Montreal, have been awarded contract
for heating 35 dwellings at the corner of
Sherbrooke and St. Denis Streets, which are
being erected for Dr. Ed. Dinbeau.

News of Build

g or Enlargement of
News of Rallway and Bridge

Mining News.
Sagkatchewan, MILL AND FACTORY EQUIPMENT.,
SASKATOON.—The Saskatoon Tent & Ontario.

Mattress Co. will erect a warehouse to cost
$8,000.

Manitoba.

The Secottish Co-Operative Society, Glas-
gow, have decided to erect six new grain
anitoba along the Grand Trunk
Pacific Railway to handle wheat for their
Glasgow mills.

BRIDGES AND STRUCTURAL
Ontario.

OTTAWA.—The City Solicitor have made
an application to the Railway Commissioners
for the extension of the Preston Street bridge

STRATFORD.—The City Council have
accepted the offer of the Grand Trunk Rail
way to straighten the Erie Street bridge by
the addition of steel supports.

TORONTO—A new bridge has been recom
mended by ¢ty engineer Rust to replace the
present struct ire on Winchester Street and a
new steel at
Street.

STEEL.

or conerete bridge Crawford

New Brunswick.

KESWICK.—Tenders will shortly be taken
for the rebuilding of the Keswick bridge here

WATERWORKS,
Ontario.

OWEN SOUND.—Owen Sound will vote
on a by-law to expend $100,000 on the ex
tension of its waterworks system,

NEW LISKEARD.—Mr. H. Hartmon
town clerk, wants bids for the purchase of
$15,000 bonds to be
of the waterworks

Quebec
MONTREAL—J. R. Barlow, city surveyor

is receiving tenders for a sewer on Notre
Dame St. East to cost about $2,430

SEWERS, SIDEWALKS.

used for the extension

POWER PLANT OPPORTUNITIES.
Ontario.

ORILLIA.—The Town Council here have
decided to heat the power house at the
Ragged Rapids by electricity, the eleetric
water to cost $1,000.

PETERBORO.—The electric wiring
being done in the new armories here accord
ing to the improved plans. A large switch-
board will be installed to control the light-
ing in the whole building.

OTTAWA.—A project to connect Ottawa
and Morrisburg by an electric railway, which
will use about 20 miles of the present line
of the Ottawa & New York Railway.

ALTON.—The Beaver Woollen" Mills here
were totally destroyed by fire, the loss
being estimated at $20,000,

SUMMERTOWN The Royal Cheese
Factory owned by H. N. McLaren, has been
totally destroyed by fire.

PEMBROKE.—~Fire caused a loss of
$500,000 in the business district of this
town, the loss including the National Manu-
facturing Co., a brick factory and the Wright
tannery

DESERONTO.
ed by the
struek by

I'he smelting works own-

Deseronto Tron Co., which were

lightning and burned down last

September, are being built up again. The
company expect to have the works in full
operation by April next
Quebec.

MONTREAI I'he General Fire Ex
tinguisher Co., 620 St. Paul St., will erect a
factory on McCord St., at a cost of about

$17.500. Robt. Findlay
I'hackeray & Co.,
tractors

MONTREAL.—H. C. Stone, architect, is
preparing plans for a carriage factory in
Delorimier municipality for the E. H. Heney
Co., Limited. A bonus has been voted by
the council for the company

is the architeet and

Chas are the general con-

COMPANIES INCORPORATED.
Ontario,

MILLBANK. —~The Millbank Cheese &
Butter Mfg. Co., Limited, have been incor
porated with a capital of $3,000, to ecarry

on the business of manufacturing buying and
selling and dealing
I'he provisional

in cheese

direetc

butter
D. W

and
s include

Chalmers, W. H. Henderson‘and G, C
Rannie

MARKHAM.—~The Ontario Yarn Co
Limited, have been incorporated with a

capital of $40,000 to earry on the business

of manufacturing and dealing in wool, silk
and cotton I'he provisional directors in
clude H. D, Petrie, H. G. Ogg and G. C
Ellis.

FORONTO.—The MeKillop Logan & Hib
bert Telephone Co., Limited, have been in-
corporated with a capital of $1,500, to
carry on the general business of a telephone
company. The provisional directors include
W. W. Sadler, David Bruce
Norris

TORONTO.—National Press, Limited, have
been incorporated with a capital of $40,000
to carry on the business of general printers
lithographers, ete. The provisional directors
include W. D. Wilson, W. 8. Scott and H. J
Prescott, all of Toronto.

and James
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Typical

chants, Vancouver,

In the accompanying illustration is shown
of the best
business offices in Vancouver

one cheeriest and wrranged
I'he location
of desks, filing cabinets, not only presents an
attractive the
lighted room, but facilitates the work of each
individual to the greatest degree,

I'he desks, which were imported, are much
I

appearance in large, well

similar to those in common use, the one new
feature being the disappearing inkwell, In
and to the right
of illustration the inkwell is closed, leaving a
flat surface, while in the desk next this the
baek of the inkwell ean be seen As it stands
thus it is ready for use

At be
full complement of sectional filing cabinets
installed by the Office Specialty Mfg. Co.
On the left are shown three stacks of filing
for the
filing system being according to geographical
of The vertical
tray in the centre of background is used for

the business desk in centre

the back of the view may seen the

cabinets general correspondence,

location correspondents.

filing statistical reports and stock records

On the right hand sid¢ the
first is made up of a base, four one letter size
one I“Lf,ll size \AIH L P A

book-case section and a top, and is used for

are two stacks

ind one cabinet, on

filing ecatalogues. The index ecards to the
catalogues are contained in the small tray
shown on the desk in front of the stack

Filing System

A View of the Office of Crane & Co.,
vith Desciption of Filing System Irstalled.
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Installation

Wholesale Hardware Mer-

are all
other

branches. These
in sectional construction

other cabinets
made and
sections can be added to each of the stacks
by simply removing the top and placing the
section in position.

Table Rack for Drawings

By A, K. Reapina.

I'he appearance of many small drawing
rooms is often marred by carelessness in
scattering around prints and layouts, which
a draftsman needs for reference, but which
are not in constant use, making it necessary
to pile them on the floor if the size of the
drawing table is that which is usually found.
A\ handy device to overcome this trouble

A TABLE RACK FOR DRAWINGS

can be made easily with some heavy wire and

a few staples, by bending the former into

|
o

THE VALUE OF A SMILE.

A smile is the visual language of the genial.
It radiates warmth of the heart.

It is the trade-mark of dealers in the spirit
of doing unto others as if you were the others,

Yes, and that trade-mark is protected by a
natural copyright; for the commodity can
not be made, it can not be adulterated and

offered to the consumer as *

‘just as good.”

Like flowers it is sometimes produced in
imitation, but it lacks the fragrance of the
genuine, and is perceptible to the discerning
a little way off,

Like a bottle that the
accepted standard article, men, empty of
the genial spirit, frequently fill themselves
with something of their own manufacture,
and in the end bring retribution in the frown
of contempt.

Smiles beget smiles.

The real smile is the winged seed of good
cheer. It sows itself round about and brings
forth many-fold to enhance the environs of
Its origin.

Frowns beget frowns.

The unveiled frown, or the frown clothed in
a smile spread their pollen like ragweed and
in the garden of life they sap the strength and
fragrance of the flower of smiles.

Frowns fill our paths with thorns and make
life about us like unto the weed-patch in the
city’s purlieus, where every day is dark and
nothing useful grows.

Smile on life and it will smile on you.

once contained

The second stack consists of a base, three
letter size vertical for filing
correspondence and reports relating to costs
and quotations; one 8x5 card index section
for cost cards; one legal Shannon

sections,

size

g
section, for bulletins from Home Office and

View of the Office of Crane & Co., Vancouver.

a series of large hooks and stapling the

wire thus formed to & leg of the table. Two

legs so equipped make a good substantial

rack, on which reference prints and drawings

an rest within easy reach of the draftsman.
American Machinist.

Smile on those who frown upon you.

To frown upon your enemy is to fall under
the weapon of revenge in the hand of hate.

The habit of smiles is the armor-plate to
resist the petty annoyances that make life
a weary way of worry.—Silent Partner.
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The Science of Office Salesmanchip

‘A Correspondent Who Does Not Realize the Importance of
His Position, and Who Writes Letters That Do Not Possess
that Come-Hither Spirit, May Ruin a Million Dollar Institution

By RosER

Tue Seirit OF CORRESPONDENCE.

Did you ever write to & man and receive
back a reply that individualized him in
your eyes—if you have, carefully note his
method, for that man is a correspondent-
not a letter writer, but a corresyondent. He
got right up against you, mei parry with
parry, wit with wit, logic with logic, sword
thrust with sword thrust, praise with appre-
ciation, blame with vindication, paradox
with aphorism, aphorism wth epigram—in
short you realized quickly that you were
crossing swords with a swordsman and at
once felt an added respect for your opponent
in the friendly business battle,

And this is what 1 want to talk with you
about. Catch the spirit of your corres-
pondent and he feels the same joy as the
wrestler or a swordsman feels when he meets
“a foeman worthy of his steel.” Some letters
are individual—the man stands right out
and shakes hands with you with a good
hearty, friendly grip. Don’t send him back
an epistolary handshake of the flabby, “I'm
half-dead”” kind. Return his with
interest,

If you're a correspondent you will study
your correspondent, but if you're a letter
writer you will send him back one of those
half-frozen messages that leave him wonder-
ing what sort of a dummy was at the other
end.

Ii you want to make an impression get
some ginger into your finger tips and make
your letter as individualistic as the one you
receive. Let it be a reply, hot with anger,
vibrating with indignation, incisive with
sarcasm, cutting with wit, warm with friend-
ship, pregnant with logic, buttressed with
reasons, or tingling with praise, but make an
impression—make the recipient fairly tingle
to write you again—make an enemy if you
must, a friend if you can, but, in the name of

personality do something to get away from
writing the class of letter that reminds the
recipient of getting into a damp and soggy
suit of clothes.

The faet of the matter is, the good cor-
respondent is & man who is alive. His mind
is as responsive to praise or blame as the harp
strings to the fingers that manipulate them.
He enjoys getting a gingery “rouse up”
kind of letter and flashes back “‘a Roland for
an Oliver” in double quick marching time.

Such a man studies each letter he answers,
catches the view-point of the man who wrote
it, and lets him see that he does cateh it. 1If
a word of praise is sent a word of appreciation
goes back, phrased so as to make that man
feel that hereafter, between the two, there
exists a friendship—this is the very best
kind of an impression to make.

Praise is a rare commodity, and when it is
given the giver should know that it has been
appreciated; a man that takes the trouble to
write something nice about yourself or your

empty cup, expecting that at some time, and

T G. RuxToNw

goods knows that he is doing something that

on the whole is rather gracious and courteous,
and he likes, we all like, to have our courte
recognized. To answer such a man's ques-
tions, and ignore his commendation is not
alone unpolitic, but is in the highest degree
ignorant and boorish. Even if you do think
all he said is hardly good enough—even if
you do think he has only voiced the opinions
that thousands should voice—remember that
he is the one man among thousands who has
warmed up sufficiently to you to give you
that very rare and grateful cordial—a kindly
word of encouragement or commendation.

Stupy Your LETTERS.

Study your letters. Here is a correspond
ent that flashes at you a spark of wit, Catch
it. Acknowledge it. Match it if you can,
but let him know that an appreciative
reader exists at your end and your letter will
go far,

So many men are deficient in this., Send
them a witty, incisive, or logical letter and
their reply indicates that, metaphorically,
you have ‘“thrown pearls before swine.”
What a joy to find a man who “flashes back!”

As 1 write this article I have a letter before
me evidently written by a man of wit, intel-
lect and education. He opens it generously

“1 was much ple

sed to receive your
letter, simple in dictation—plain in state-
ment—correet in principle, large in scope.”

Now isn’t that generous, appreciative, cor-
dial? How many correspondents will tell
you that, though you reach them by thou-
sands? Shouldn’t that cordial handshaking
little opening be recognized?

Of course! The common courtesy by
which society is governed demands an ex-
change of compliments here even if a more
generous feeling does not dictate it.

Then the correspondent flashes a little
“bon mot” that evidences a man of wit and
culture:

“I find influence in Promotion is just as
valuable, and just as variable, as Beauty in
matrimonial work.”

Good! distinetly good, as every one who
knows finance will immediately recognize,
An exceedingly apt comparison, wasted if it
falls before a clod.

“I would like to confine myself to high
grade promotion work based on knowledge
reverent with age and active with youth.”

Epigrams fairly glisten through this cor-
respondent’s letter—how many men will he
strike who will recognize them, respond to
them?

Some men will write back and leave that
man “cold ”—his wit ignored, his kindliness
flocted by silence—he probably won't do it
agaix

Lillian Whiting, writing not on corre
pondence, but on psychic subjects, expresses
the thought the writer is endeavoring to
bring out, in the following words

“Spiritual receptivitv is not a negative
attitude, It is not holding up languidly an
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in some way, it will be filled without exertion
on our part. The condition of ihe very
highest receptivity is that of the very highest
spirituality. When electricity flies from the
static to the dynamie, and leaps across any
gulf or through any obstacle, it is not because
the object to which it leaps is inert, but rather
because that object is in a” highly charged
state, which attracts the corresponding po-
tency to itself.”

That’s it exact The correspondent
should be a “live” eleetrical battery ‘‘ charge-
ed”” with life, appreciation, and the desire to
get business. Then he will attract ‘“the
corresponding: potency to himself” because
it will be seen that he is appreciative of it—
and of all things in this world people do like
to deal with an appreciative man.

And so, all through the mail. If a corres-
pondent hits you, hit back. If in a logical
incisive letter he challenges you to a game of
fence let your steel meet his, mind cross mind;
then, after a good and hearty bout at fence,
when you both have a héarty respect for each
other’s powers, you may shake hands, and
you, the correspondent, may record the
order,

And now 1 want to talk to you about
another subject—the use of “form” letters,
and “form” paragraphs, which I explained
in an earlier paper and which I have reason
to believe received deep attention at the
hands of numerous readers.

I'ue Curse or RouriNe.

I'he “form™ book is good in its place, but
for heaven’s sake don't place it in the hands
of a lazy letter writer, nor subject a real cor-
respondent to its enervating influence unless
he has a strong will.

Here is a letter to answer—it requires the
personal note—the correspondent should
answer it personally, but if infected with
the form letter virus he'll write, “No. 10,
Paragraph 8,” and let it go at that.

Using “forms” when good, hot, original
stuff is required, is one of the quickest ways to
bankrupt a business I know of. One use of
the “form book” is to know when a “form”
is not to be used—and then refuse to use it
but to sit right down with the more or less
pretty stenographer and send the man that
needs it a real reply—a real answer to his
questions—not the mummified paragraph
that you have dug up in your series of ““ forms’
and which you delude yourself will, by some
possibility, answer.

If an answer to a question is not in the
“form book,” why write it, or dictate it, but
answer it—there is nothing quite so exas-
perating in correspondence as to write, and
write, and write—to an “inveterate” form
user, and receive back those classical sen-
tences giving such beautiful explanation of
something else, anything else but what you
have asked.

However, it’s good for the lively eom-
petitor.

And he knows it—you bet. You'll see
him studying the replies for the personal note
which, if he catches, he knows will lever the
waiting dollar into his capacious pocket.

It's a great game, the game of business, and
it calls for men with good red pulsing blood
in their veins to play it.

Sometimes—if you happen to be the re-
cipient of such crystallized stupidity you will
come back hot and strong at the “‘corres-
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pondent” temporarily caus-
ing him to realize that he is
being shaken out of his
“form” dream, but more
often, in sheer disgust, you
either lose interest in the
form of goods, or write to
some one else who has
sufficient knowledge of busi-
ness to realize that plain
people like plain replies to
plain questions.

The “form book” is good
—in its place—but ‘‘ 'ware”
No. 10, Paragraph 8" when
the man and the letter gets
outside of the routine they

Office

embody.

EQUAL MONEY.
By Joun A, WALKER,

There is an eternal flow
of public opinion as to what
a rich man should do with
his surplus money. The
bulk of these views are
unfriendly to tlie rich man.
He is squinted at as a mean
sortof a fellow for having
surplus money and he ought
to do something with it, and
the what to do with it
usually in these views takes
the form of some vague,
nebulous charity. The rich
man, these views say, should
bestow his surplus some-
where. Now, how? Ah!
there’s the rub.

Take you, the reader, and
I, the writer; we don’t want
any of any man’s charity
money. This being so, who
does want it? Then why
not also give credit to the
next man for being as high
minded as you are, and as
refusing the thought of
charity money from any
source the same as you
and L

Now, the laws of money
getting are like all other
laws. More or less impera-
tive in operation, and as long
as differences in money-earn-
ing talents exist, so long

As a
Multiple
Typewriter

The

ammeter Multigraph

Machines

/n One

(3000 to 6000 Original Copies Per Hour)

As a Multiple Typewriter

Multigraph typewrites
that are identical with the
work of a regular high grade typewriter.
It turns out copies faster than any dupli-
cating device, and each copy is a perfect
ribbon-printed original. The Muv tigraph
will take paper and cards of any weight

The Gammeter
letters

and of any size from that of a postage
stamp to a sheet 8':x17 inches and is
easily operated by any oflice boy or girl.

There is nothing mussy about the opera-
tion of the Multigraph—it is as clean asa
typewriter. No handling of type is neces-
sary as the type is both set and distributed
by an automatic device.

LET US SEND

As An Office Printing Machine

The Gammeter Multigraph enables you
to get an ofice form printed immediately,
m your own olice, and insures privacy on
Electrotypes may
be used on the Multigraph, and a direct
inking attachment is supplied for work
typewriting.
Multigraph will print all sorts of office
forms, card index supplies, postal cards,

confidential matter,
actual

not requiring

envelopes, tags,

per hundred as the largest.

YOU SAMPLES

tabulated reports, quo-
tations, etc,, in any style of type desired,
and at practically the bare cost of the
paper and an oflice boy's time.
quantities are produced at the same rate

Printing
Machine

The

Smallest

will one man have ten dol-
lars and the next man one
dollar., Why, then, is it not
best for all hands, big and
little, younger and older,
who express views, vague
and nebulous, as to the

Branch Offices Everywhere.

of forms printed on the Gammeter Multigraph, together with a Multigraphed type-
written letter addressed to you personally. Simply send us your name, the name of your
firm, and the position you occupy. We will also send descriptive booklet or catalogue.

THE AMERICAN MULTIGRAPH SALES COMPANY, 1813 Case Ave., Cleveland, Ohio

European Seling Agents: The International Muingraph Co., 70 Queen St., London, E. C.

rich mans money, to try

to get some of it the

other way—by cultivating assiduously his
money getting talente: this would equalize
affairs, Maybe the ouwcome of a generation
or two of this practice would bring it about
that instead of one man having ten dollars
and the next man only one dollar, that the
system would yield to this lawful pressure
and the scale would get to be first, one man
nine dollars, and the other two dollars; then
next, one man seven dollars and the other

man three dollars, and the step then is easy
to equal money.—Graphite.

TEN THOUSAND A YEAR SALARY,

A certain prominent lawyer of Toronto
is in the habit of lecturing his office staff
from the junior partner down, and Tommy,
the office boy, comes in for his full share of
the admonition. That his words were

appreciated was made evident to the lawyer
by a conversation between Tommy and an-
other office boy on the same floor which he
recently overheard.
“Wotcher wages?” asked the other boy.
“Ten thousand a year,” replied Tommy,
“Aw, g'wan!”
“Bure,” insisted Tommy, unabashed.
“Four dollars a week in cash, an’ de rest in

legal ad vice.”



Collecting Accounts by Form Letter

Where the Form
Value of Credit.

By J. Geor

T'he credit department of any large enter
prise is a problem upon which too much
thought cannot be spent. It is the habit of
some concerns to look somewhat resignedly
upon a certain percentaze of loss as inevitable
When

up at the end of a year

however, not only the loss is figured

but also the expense
of collection and the interest on the backward
accounts
T'here
into

the figures will be formidable

is no need for putting as much cost
ften done Yet the
accounts must be urged persistently if any

got out of them

collections as is

thing is to be
reduction

WHERE

possible

rHE Forum Lerrer 18 ErFrecrive

By form letters. Of «
are only advi
number of the

m letters

le where there are

Ame neral char

debtors—most frequently in the ¢

direct mail order selling to smaller concerns
and individuals. But as there are a great
many such businesses in the machinery line,

the subject of collection by form letter is very
pertinent,
'I.II"

course

proper place to guard ecredit is, «
before the
But the extensive development of t'

the
rating on

transaction is put thr

mail
t
small concerns

and
task of getting a
and individuals, always leaves important
work for the eredit department to do

order business

necessarily difficu

As a matter of business prineiple, not al
ways appreciated, debtors are hustled along
toward payment far more
methods than by coming
down hard upon them after a period of in
different lepartment
of business is there more call for that study
of human nature which is known by the un
wieldy name of psychology, than in the eredit

effectively by
snappy business

dunning. In no other

department. It is certain that a very firm
and very tactful campaign of form letters
used from the very beginning of the due
period of an account has a salutary effect
on collections, because it remedies one of
the main causes of delinquencies —not keep
ing firmly after the account. The more or

less careless and inexpert language used by
the average credit

department in their
dunning forms

hackneved di~tations
leaves no impression on the recipient, because
he is dunned just that way by everybody
He knows that only some supernumerary
clerk is behind it, and that
not concerning himself very

and

his ereditor is
much about his

indebtedness. Therefore, he satisfies more
urgent claims first
Tae Sexse or Tae VaLve or Creprr
It must be realized that, in general, the

intention of all debtors is to pay as per
obligation. When they do not do so, the
diplomatic as well as the practically correct
assumption is that they are pressed beyond
available funds. To treat the matter other
wise before a certain poi
indeed, at any time, i
which is, nevertheless

nt in the campaign
a serious blunder,
made by

sOmMe con

Letter is Effective.

THE CANADIAN MANUFACTURER

department

value of credit, particvlarly if his business is
one which must depend considerably or
ratings. The lever is used most effective!

when a form |
onstantly

tter eampaign is used, for n

reminds the debtor, at

small cost
most effective
in bringing 0

In the series of form letters repr
ierewith, which 1 l in a camy 1 to
collect
machine s)ld on th
the tactful of

collection Witho

delinquent  part

firm, these letters

nevertheless

"1’ ave a
taste” with

words, they are

good the debtor—in
careful of the
debtor, even to
letters
llection on the

Mere routine
enough —it is what is said which counts

We received your letter

promising to

other
vanity and
the last re
the

spot

feelings of a
l'hese
effort of «
words used

source form put
right

lunning is

major
the
not
some days ago,
short
that

make a remittance in a

time, and immediately replied, stating

we would
We are

heard from

grant the favor
surprised that we have
you, We
intend to keep your part of the
with u s we have
you. We trust that
to place vour ac
partment for
Please let u
by return

not sinee

believe that you cer-
tainly con
tract our

will
with

part with

you not foree us

yunt our legal de

collection
have the promised remittance
mail

Thanking vou in

ulvance for same, we

are, Yours respectfully
Die. H. L. B
1

Some days ago we wrote you in regard
to the washer which we recently shipped
you, We asked you to give it a further
trial, following our instructions, and if you
still did not get satisfactory results to again
write us

As we have heard nothing from you we

presume that
perience as

vou have had the
that is

same ex
others,
accustomed to

having become

operating this washer,
get satisfactory results

We get this account settled as
promptly as possible, and if you will remit
the full amount at will allow

to have this washer at the cask price, If

you

desire to

once we vou

The Sense of the
All Threats to be Fulfi.led to the Letter
6E FrREDERICK
cerns, The greatest lever which a eredit

has is the debtor’s sense of the
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you cannot do this please send you first
payment by return mail

Thanking you in advance for the same,
we are,
Die. H. L. B

9

Yours truly,

We have had no remittance on your ac

count, concerning which we have sent you

several statements

We do not understand same, as we be-
lieve that you intended to pay this account
as per the terms of your contract. W
wrote yvou about fifteen days ago offering

to still settle at the cash price, but as you
have not done so, we must request that you
at once send us your first payment without

further delay Your account is charged
with

If there is any reason why you cannot
begin payment, kindly write what it is. We
have a legal department for the colleetion of
lelinquent claims.  We trust you will not
compel us to give your account to this
lepartment, However, unless we receive

1 payment from you within fifteen days we
shall be compelled to do so

Yours truly,
Die. H. L..B

As vou have remitted on

not your ac
count, and we have taken every reasonable
means of inducing you to do so, we yester-
day placed the matter before our Board of
Directors

I'hey instructed us to at once place this

account with our legal department for im-

mediate collection, with the proviso, how-
ever, that before doing so we would notify
you of their action, and allow you three

days in which to reply to this letter
Yours very truly,
Dic. H. L. B
|

We have been advised by our attorneys
that refused to
wainst vou, and that they
pelled to bring suit

you have pay our account

will now be com

We very much regret this, for we would
rather settle this matter direct with you.
If you will promptly remit the full amount

or make some reasonable arrangement with

us for doing so, we will withdraw the claim
We are enclosing you a stamped envel-
ope, and trust you will save further trouble

ind annoyance by letting us hear from you
At once

Yours truly,
Die. H. L. B

LEGAL DEPARTMENT

We venture to call your attention to the

fact that you have missed several payments
on your account, and that you have ignored
our statements sent in regard to same

We feel that

vour failure to remit as per
contract must be due to some misfortune
rather than to any intention of defrauding

us of our money, but we
remittance at

must insist upon a

If you cannot send us

v large payment, send us This

will that doing the best

you can, and will give us confidence in you

Let us have your payment by return mail
Yours truly

onece
v small one

show us you are

Die. H. L. B
6
You recently commenced to again make
payments on your account, thereby restor
ing our confidence in vour integrity and the

|
|
|
|

|
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HOTEL TOURAINE

BUFFRLO, N.Y.

~.i.ware Avenue at Chippewa Street
aB>'LUTELY FIstPRUCF

250 Rooms with Bath
and Long Distance Telephone

EUROPEAN PLAN
8150 per Day up
With Bath connection
EXCELLENT MUSIC AND GRILL ROOM
C. N. OWEN, Prop.
Send for Booklet

HOTEL 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 Waterin all Rooms.

Rooms with Bath extra.
A High Grade Cafe
Restaurant and Buffet in connection.

GEO. FULWELL

Proprietor

ll 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 secuie
comfortable lodging,
supplemented by a
Turkish Bath, a scien-
tific rub, a shower and a
plunge in the finest
swimming pbvol in
America for

One Dollar

Moral : When in Chicago stop at

The New Northern Baths
and Hotel

Sylvester J. Simon, Pres.

14 QUINGEY STREET, Near State

In the very Heart of the City

NEW YORK CITY

Che Hermitage

A CLUB HOTEL FOR MEN

The name tells 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
men

Telephones in

every room,

Respectful,

quiet, obedient
and alert Japan-

ese servants,

Bedroom and bath, $2.00 a day

upward.

Send jor Booklet,

T. F. PADDELL, Proprietor

4 The Orrice EpitioN of
The CANADIAN MANUFAC-
TURER is designed to be
of value to the Ownkr
and MANAGER of any
business; the Man 1N
CHARGE of the Office
Work ; and to the Office
Staff.

9 1t is also of value to
the SUPERINTENDENT
the Pracricar. Man
because of the articles on
Cost, Time and Manu-
FACTURING SYSTEMS.
9 THE PURCHASING AGENT
and the SALes MANAGER
will be particularly inter-
ested by the articles on
Buying and SeLLiNG.
Look over this issue

and the force of the above
statements will at once

Hstablished 1849

BRADSTREET'S

Capital and Surplus, $1,600,000

Offices Throughout the Civilized World.

EXECUTIVE OFFICES,

346 § 348 Broadway, New York City, U.S.A.

CORRESPONDENCE INVITED,

OFFICES IN CANADA :

Calgary, Alta,
Halifax, N.8. Hamilton, Ont.
London, Ont. Montreal, Que.
Ottawa, Ont. Quebec, Que.
8t. John, N.B. Toronto, Ont.
A ver, B.C. wi Man,

THOMAS C. IRVINC, Cen’l Manager Western Canada

TORONTO.

be apparent.

When Writing Advertisers Please Mention The Canadian Manufacturer.
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honesty of your intentions in dealing with
us,

We have, all along, felt that your failure
to remit must have been due to a series of
misfortunes rather than to any intention of
defrauding us of our money.

Your payment is again past due, how-
ever, and we venture to call your attention
to same. If you cannot send us a large
payment, send us a small one. This will
show us that you are doing the best that
you can, and give us confidence that you
will ultimately pay the account in full.

Let us have your payment by return mail,

m Yours truly,

Die. H. L. B,

m 7

AuL Tarears 1o se FurFiLLep To THE
LerTER

The keynote in the use of these forms
is unfailing promptness, By keeping thor-
oughly alive to the obligations of the debtor
and their due dates, and making persistent
and systematic demands, the strongest
possible inducement s made to urge the
debtor to be equally prompt and equally
mindful of his obligations. Debtors almost
unconsciously take their cue from the way
their accounts are treated by the creditors
themselves, and when stringency occurs, they
invariably pay those creditors first whom
they know to be punctual and exact in their
demands for payment

Another principle which should be strictly
observed in using this or any form letter
collection ecampaign, is to invariably take
the step you say or threaten to take, on the
date mentioned by you. This is very essen
tial, in order to secure confidence in your
intentions, All qualification and leniency
which it is intended to give ought to he
frankly expressed in the letters, so as to get
the fullest credit for them, as well as to give
the debtor an exact understanding of what
your course of action is to he. When you
arrive at the date for the taking of any fore
warned action, however, and do not take it
vou lose a large part of the force of your
collection effort.

These form letters are for part payment
use: there can be a series for every extensive
and uniform kind of credit offered by a firm
Each form being known by number, it is
easy to have the head of the department lay
out instructions for the sending of the
forms to a particular client on set days, by
means of a card system and date marker,
as shown on the accompanying reproduction.
The number of the form and the date is
marked on the eard by the mailing clerks,
each time a form is sent out, and the date
marker is set ahead according to instructions,
80 that at the right time the eard will come
up for the next form, unless a settlement is
affected in the meantime,

In the particular business in which this
gystem is used, the percentage of dead loss
is less than one-half of one per cent., and
accounts are practically never given up. Tt
has heen found that it seems alwayvs to pay
to send out vet another form, even after suit
has been brought, and after the loss is
seemingly certain

Of conrse, there are routine and well-
known wavs of eollecting ‘accounts from
honses of gnod or fair rating, other than form
letters, but letters can be used to advantage,

THE CANADIAN MANUFACTURER

when suitably worded, for even the largest
business houses,

When well printed by typewriter process
to match the office typewriter ribbon, and
signed by the firm (an office of the concern
personal signature is most effective) with the
address typed in, these forms look neat and
personal, and are absolutely as effective as
any really individual letter., In the first

System

November 13, 1908

place, it is not at all easy to detect imitation
typewriter process printing; and in the
second place, it does not detract from the
dignity of the letter at all, even if the recipient
knows the letter is a form. What counts is
the wording and the alertness of the system
two strong collection forces which the form
letter system provides both cheaply and well
Selling Magazine

in a Contractors Office

Paper Read Before the American Public Works Association. Sug-
gestions as to Best Way of Organizing A Contiactors Office.

By F. B. GiLsrern, M.A.SM.E.

Systematizing a departinent, an office, or a
business, is accomplished by one, or both, of
the two following methods

1. By efforts of the members of the or
ganization.

2. By eftorts of professional systematizers.

For the original idea of system in our office,
I desire to acknowle”  my indebtedness to
my friend, the late W.n, H, McElwain, the
possessor of one of the master commercial

minds of America, The suecess of his whole

tremendous business was, to use the words
of his own statement to me Due to having
hig entire system in writing

Mr. McElwain’s further advice was to
carry the systematization of our business
as far as possible by our own efforts before
calling in the professional systematizer
that is, to use both methods suggested above
in the order given. After system has been
put in writing and perfected -along simple
lines by the men who have built up the
business, it is easy for the professional
systematizer to understand instantly the
methods in use at the time he undertakes
his task. He can then suggest changes and
improvements, which ean be sdopted with
no shoek to the business,

When experts attempt to install system

for a concern that has not heen systematized
by its own organization, a shock is hound to
oceur, »
"=1f it is desired to introduce expert advice
before any attempt is made to systematize
by the organization itself, there is no such
protection against shock as to take the pre
eaution of earrying on the old system in the
game time that the new system is being
installed and tried out. Keep the old sys
tem in a separate building if necessary, but
keep it in operation until the new system
has proved itself, by actual use, to be superior
to the old, The expense of temporarily
maintaining a duplicating accounting de
partment, for example, is very little com
pared with the protection, speed, order,
rivalry, and value of actual comparison,

As a result of our own experience, we be-
lieve that the hest way to systematize a
contractor’s business is along the lines sug-
gested by Mr, McElwain, We believe that

the fundamental laws governing systema-
tization are clearly defined. They ean he
used and adapted to any line of business by
the man in that business, ’

I'he procedure in systematizing by the
evolution method is as follows:

1. Have each member of the office put in
writing a doseription of the way he actually
does his work, Not at first of the ideal way
that the work should be done, but of the
real way, the way in daily use. 1f an attempt
is made at first to write down the ideal way
the entire benefit of the scheme will be lost.
Fhe rules must be historical, deseriptive,
wd no nearer perfect that are the members
of the organization. The rules must be in
such form that they can and will be obeyed
without having perfect human beings to fill
each position, These written descriptions
should be put in the form of rules for the next
clerk below, who needs deseription, instruc-
tions and guidance as to the work he is

seventually to do.

2, After each member of the organization
has submitted his rules desecribing the way he
actually does each part of his work, have the
entire collection typewritten. A complete
copy shold be handed to the head of each
department for correction and improvement.
The corrected copies should be then inspected
by the general manager.

3. During the various inspections of the
rules, it will usually develop that some mem-
hers of the organization have not been able to
express their ideas well. It will also develop
that some one clerk has a talent for wording
rules particularly well. Select this elerk
to revise and arrange in proper order the
entire collection of rules. If an announce
ment i8 made at the time the rules are
first written that the clerk submitting the
best set of deseriptive rules will be made
“System Clerk,” better offerings from all em-
ployees will result, and a higher standard
will be secured. The system clerk should see
that each rule describes the easiest way to
accomplish the act that it describes. Few
people realize that a simple system that can
be enforeed easily is much better than an
ideal system that is difficult to enforce.
Only simple system is good system. Have
the rules expressed in the simplest, most
concise manner possible,

W4, Have the revised rules typewritten
again, and give a complete copy to each
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For the Man Who Sells

or Directs

In other words, for the man who is a producer -a business builder. Our Course in Scientific Sales-
manship is for every such man. Because our course is a practical science of business building ;
because it makes men stronger in every way ; because it leads directly to more sales, greater pro-
fits, bigger business and better business. Because it will multiply any man s earning capacity by 2

Not all the salesmen are ‘‘on the road.” Any Man Wno Disposes
OF Goops OR SERVICE AT A PROFIT 1S A SALESMAN" no matter whether he
does his work ** on the road,” across a counter, from house to house, or from
office to office ; whether he sells shoes, machinery, clothing, sugar, advertis-
ing, real estate bonds, telephone service or electricity.

And the man who directs, either as proprietor or as an employe in an
executive position is simply a salesman on a big scale He is trying to
build up a business, trying in a hundred ways to make more sales pos-
sible, sweating to make two dollars grow where only one has grown, striv-
ing to increase the MaRrGIN and the VoLUME of his ProFiTs.

We can be of help to all such men, the men who are fighting the
bloodless but heroic battles of business. We have lent telling aid to
33,500 already, and the Sheldon army keeps on growing by leaps and
bounds.

Nearly a thousand concerns in the United States have increased their
SeLLING EFFICIENCY by encouraging employes to take the Sheldon Course

A sale is a mental thing or process—the intelligent co-operation of one
mind with another. Every sale must surely be brought about, therefore,
not by technical knowledge alone, but by the Power or PErsuasioN —the
ability to persuade another to your way of thinking. You must lead the
customer along certain mental paths until his mind reaches the conclusion
you want it to reach. That is salesmanship. Now, the POWER TO PERSUADE
is the result of a MasTerFUL PERSONALITY, and of that only.

The Sheldon Course develops the personality that gives persuasive
power, and it does so by teaching six things :

Character Building, Health Building, Character Reading, Business
Logic, Business Psychology, General Business Topics.

This wonderful power to create business—this masterful personality that
PERSUADES, comes as the natural and inevitable result of the development of
the latent forces within the student. All growth is from within outward
All successiul men are men of strong personality.  AND ALL MEN HAVE Tl
MaTeriAL Out oF WHicH STRONG PERSONALITY CAN BE DEVELOPED,

Great lawyers, great doctors, great scholars, soldiers, artists, actors,
statesmen, are the result of a making process of years—a man-building de-
velopment. Salesmen can be trained and developed just as other men are
trained and developed. The **born” salesman who seems to achieve won-
derful success, is simply following unconsciously some of the principles we
have formulated. Eighty per cent. of our students are veteran salesmen.
Success'ul salesmen gain proportionately as much from our science as the

Splendid Increase

After taking your Course
there was an increase in my
les each month, the lowest
increase being 39 per cent
and the highest 327 per cent.
Besides the increase in gross
sales I can report better g
sold than before. I do not

ods

hesitate to recommend your
Course.~-Chas. M. Falconer, 5
and 7 North Cay St., Baltimore, Md.

Big Money Returns

I am enthusiastic over the
value of your instruction 1n
salesmanship, and my selling
capacity and earning power
has increased by fully 300 per
cent. - Chas. C. Fosherg, 310 Car-
rol §t., Vancouver, B.C.

Helped Sell ** Jap-a-lac "

Qursalesmen haveexpressed
themselves as being very much
benefited by your Course and
state they have obtained in
formation whic has been very
valuable to them in their work.
We think that every concern
whichemploys salesmen should
imsist upon its men taking this
course.—F, A, Clidden, Vice-Pres.,
The Clidden Varnish Co., Cleveland,
Ohio.

less experienced.

In every normal man there are the latent powers which, if drawn
into action, would make him a business success. In you there are
such powers, and the Sheldon Course will draw tuem out, will teach

THE SHELDON SCHOOL

1428 Republic Bldg., Chicago

you how to ‘‘cash them” into a bigger income, greater profits. ease send me more information
And if you are successful now, we say there are no limits set, and alout your (.““"}'» I am interested
that you can be still more successful in proportion as you can master specially in the subjects | have checked
and use our Science of Salesmanship. If we can help such men as below.

give testimonials on this page, might we not help you? If we can .Salesmanship Self Development
help a thousand of the best firms in America, might we not help .Ad Writing .System and Costs

your firm?

Mail the card today and learn more.

. Business Logio

Self Education

Psychology Soience of Retail

p

We teach by corr d 8

Name

The Sheldon School

lown

1428 Republic, -  Chicago

Promotion

Position

Merchandising

. State

Business

All instruction by correspondence

When Writing Advertisers Please M




member of the office foree, Also distribute
notices of prizes that will be given to those
who suggest improvements that are adopted.
We have found that dollar for each
suggestion adopted, and three special prizes
of two, three and five dollars each for the
best suggestions during the month will bring
in many improvements, Clerks will
every effort to discover improvements, not
only for the prizes, but for the pro-
motion that always rewards a clerk who can
constantly suggest better doing
work,

Our experience proves that immediately
after all the clerks have received a complete
copy of all the rules governing all other
departments as well as their own, all hands
will discover and suggest eliminating rules
requiring unnecessary labor. Suggestions
for improvements will then come thick and
fast, The $6 boy will understand the work
of the $12 boy. He will consider himself
lucky to fill the place of the $12 boy above
him for $9. The $12 boy will be able to do
the work of the young man who is getting
§24 per week. It means a raise of pay and
more earning power for
the organization
extend up to the

use
also

ways of

every member of
This will
ds of departments, who
can spend their time more profitably on new
work that requires judgment, leaving routine
work to be handled by the clerks under
them.

Too much stress cannot be laid upon the
importance ol receiving, rewarding and
incorporating suggestions from any and all
members of the organization,

office process

It encourages
all clerks not only to make the best use
possible of their own experience, but also to
investigate what is going on in other organiza-
tions and to read magazines of “short cuts”
This n brings the organiza-
tion in sympathy with the best work of system
experts and labor saving
the way f

in business.

vices, and paves
r the sueeess{nl entry of the pro-
fessional systematizer into the office. Such
reading of short cuts and improved business

stimilates the

methods also
Motion Study.

This Motion Study is an object of particular
interest to us, and is put into practice by us on
all of our work, both office and field. It con-
sists of observing and noting the motions used
to do any piece of work, of eliminating the un-
necessary motions, determining how the work
may be done with the least possible number
of motions, and, finally, of reducing the neces-
sary motions to the shortest possible distance
in feet and inches.

In the office this study involves the dis
covery of the form, methods, ete., that will
save motions of each and every clerk.

In our office we make

interest in

use of every device

that we know of to save motions. For
example:
1. “Eye-saving” devices

a. Different forms, especially manifold
sheets, made of different colored paper, the
color showing to which special destination
each copy of the form is to be sent. It is
obviously quicker to collect or file, say, all
the blue copies than to read the destination
directions on each sheet,

b. Distinguishing numbers or initials on
the lower corner of forms—T, L. (Tool List),
U. C. R. (Unit Cost Report), to save reading
of the entire forms.

¢. On all typewritten letters a list of arti-
cles to be enclosed or sent under separate

cover is placed at the lower left-hand corner
This makes it needless for the mail clerk to
read the entire letter to see what
enclosed.

is to be

2. “Hand-saving "' devices

a. Printing on wording that is
in continual use, to save pen motions,

b. Several phrases or sentences on such
forms as telephone blanks, ete., all but one
of which may be erossed out when form is
used.

forms all

¢. General use of self-inking rubber stamps
These save the motions of inking on a pad.
The place for the thumb is cut off flat to save
the motions of turning the stamp right-side
up, as well as to save taking the eyes off the
work. It is attached to a weight that will
carry it back into place when it is not in use.

3. “Foot-saving” devices

a. Placing all files and furniture so as to
have the shortest possible distance, measured
in feet and inches, for the travel of the clerk
who uses them.

b. A definite place for every piece of paper
that is handled in the office, both before and
after it is filed.

4. “Memory-saving” devices.

Each file plainly labeled.

b. All similar files labeled in the same se
quence

¢. Daily calendar made out ahead, an au
tomatic memory of date of events, ete.

These are only a few of the many examples
that might be cited

It is impossible to go farther into detail in
this paper

In our business the written sys
tem for the office work has grown into sys-
tems for the departments. For
work in the field, the written system has
evolved into a field system, a concrete sys-
tem, a bricklaying system, ete,

I'he general benefits that are sure to come
from this evolutionary form of system are

1. There is no general upheaval, nor the
slightest shock to the business. The installa-
tion of the system has cost nothing

2. Al members of the organization are
working understandingly toward the same
desired en

various

3. A co s trained on the duplicate plan
system is ovolved simultaneously with the
system.

4. Clerks can be instantly shifted to ac-
commodate the business to vacations, illness,
promotions, immediate demands of any or all
departments, and to
business.

sudden increase of

5. From its beginning the system will be
popular with the clerks. Everyone of them
profits by it. It reduces their labor. It
fits them for constant promotion, and gives
them continued opportunity to win prizes.
It provides places for the advancing young
man, also for the faithful routinist.

6. Competitive spirit is always active, yet
‘“team work’' is assured.

7. The resulting system is exactly suited to
the particular office in which it is evolved,
as it is the outgrowth of that office, and its
particular requirements,

8. Growth is an integral part of the con-
ception, and therefore the system will be
elastic and adapted to great fluctuations in
the amount of business in hand.

After the evolutional system has been in-
stalled and is successful, it is time to call in
the professional systematizer. There is hard-

ly a business that is not large enough to
This

warrant the advice of a system expert,
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expert, having made system a life study, will
surely be able to bring from his experience
and observations behind the scenes of the
inside workings of fifty offices some points
that will be of great value to the fifty-first
He will find in that office an organization
to appreciate his study, and on the alert to
receive his suggestions. His improvements
will correet and improve the growing system
with no resulting cheeck to the growth.

T'his is the age of System Scientifie Manage
ment. Such men as Frederick W. Taylor
Ex-President of the Society of
Mechanical Engineers, and his co-workers
have done more than install systems. They
have also installed entirely new methods of
operation, founded upon life-time study of
the fundamental laws of management. They
are now ahead of their times, but the general
awakening of the

American

industrial world is eoming.
Their methods, which are the only solution
of the struggle between capital and labor,
will be generally adopted because they reduce
production costs and increase wages simul
taneously,

I'here are three obstacles which the man
who undertakes to
must overcome

systematize his office
Ihe first obstacle is the fear one naturally
being called theoretical
practical, of being called “a dreamer” in
stead of “a doer.”” When it is realized that
that man who can manage the details of his
work by putting in writing a description of

has of instead of

the simplest and the swiftest routine is best
fitted to handle
business-like way, all
die

The second is, thinking that his system can
ever be complete. ure the
system of a growing business is a growing
thing. It

large undertakings in a

such eriticism will

By its very

must be constantly adapted,
constantly improved

I'he third obstacle is so-called “ red-tape,”
and the fear of it
“red " In fact “red
bad that has never been
tackled by all the individuals of a loyal and
interested

constantly increased

No good system is ever
tape” is simply
system, system
organization determined to an
swer the following questions:

1. How can we simplif

2. How can we eliminate?
3. How can we

condense?

I'he whole secret of suceess is in a constant
endeavor to I'his
constant attention can be given only by the
organization itself, The
expert who ecan, necessarily, give his whole
attention to the business for a limited time
only, are not to be underrated. But the best
man to keep a going and growing
is the man who is vitally interested in the
business and who has brought it to the point
where it can successfully compete with its
competitors.

answer these questions

innovations of an

system

“Have ye anny ancisthors, Kelly?”
“An’ phwat’s ancisthors?”
“Why, people you shprung from.”

“Shprung from, begorra! The Kelly's
shpring from nobody. They sphring at
them!”—The Outlook.

‘“'Tis easy enough to be pleasant
When life flows along like a song,
But the man worth while is the man who can
smile
When everything goes dead wrong.”




November 13, 1908

THEIOFFICE EDITION.

33

;Ypewntar su%v.ln
ypewriter an:
Office Furniture REPAIRS

Mimeographs
Duplicators
and Supplies

Phone Main 2775
CHARLES B. WALSH

General Typewriter Agency
30 8t. John Street MONTREAL

Varlous makes of Typewritors, new, second hand and rebuilt

DOMINION TAG, LABEL & TIGKET GD.

Limited
Manufaoturers and High Class Printers
Folding Boxes — Tag Invoice Envelopes

10 8t. Peter Street, - MONTRFAL
lain 5629

JOHN MACKAY & CO.
Chartered Accountants, Etc.

7 and 9 King St. East, TORONTO
Tel., Office Main 2732
Cable Address, ** Capital "

Private North 228

CANADA'S MANUFACTURERS
1909 = Industrial Blue Book - 1909
BUYER'S GUIDE

Publishied on Subscription only

The Manufacturers List Co.
Montreal and Toronto, Canada.

J. P. LANGLEY, F.C.A.
Chartered Accountant Auditor,
Assignee, Liquidator

McKINNON BLDG Phone Main 1645

ANY COLOR OF CRAYON

that you want can be obtained from us.
We ure specialists for Cotton, Woolen
and Worsted Manufacturers. No trou
ble to send samples,
LOWELL CRAYON CO.,, - Lowell, Mass.
Original Manufacturers.

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

Telephones
Office, Main 204 House, North 1628
Office—9 TORONTO STREET

WM. BARBER & BROS.

Georgetown, Ont,
Manufacturers of , . .

Book and Fine Papers

The ROLLAND PAPER CO.
HIGH GRADE PAPER MAKKRS
\Iukmu»!'

uperfine Linen R cord "
* karnseliffe Linen Boud '
Kmpire Linen Bond *
olonial Bond '
Grand Prix, Paris, 1900,

Toronto Paper Manufacturing Co.,
Cornwall, Ont.

Manufacturers of Kngine Mnd Superfine
Papers, White and Tinted Bool
and Cream Laid and Wove Fool

BOOKS

FOR
BUSINESS MEN

MERCANTILE LAW (Anger)

Gives the Business and Banking Laws
of all the Provinces and Newfoundland, with

orms snd decided cases, Hus recent changes

in Lien Notes, Bills of Exchange, Stock Com

%, M rigages, ete,, and is recommended
f « hartered Accountants
$2.00. A previous edition
. $1.00.

OOMMIROIAL LAW (U.8.) New edition,
$2.5

IOOKK!IPINO (Advanced)

Partner-hip, k Company and Bavk
intancy, Sys ems, Sheet - and Short Cuts
in modern accounting. 308 pages. Price,
0.

INTERESTY TABLES (Coffin’'s)

Krom } to 10 per cent, 6 x 9, cloth, Price,
$2.00.
TAX TABLES (Montgomery)

From one tenth of a wmill to two mills,
From $5.00 Lo $50.000. Price, $2 00,

BUSIN:S8S CORIEs“UNDENC® AND
LE'TER WRITIN., 5) x % Price, $1.50.
BUSINESS MAN'S DICTIOSARY,

33,0 0 wo '8 — indexed — moroceo — gold
vdges, Price, 76 (Incloih, 3.¢4)
MANUAL OF PROCEODU-E at Mectings

of al' kind« (3ourinot) Price, $4,00.
(Small edition. elo h, $2.00

Your order i« solicited —we pay the post
age and can supply any other buows you may
require,

Agents Wanted

D. A. ROSS

Box 394 SARNIA, ONT.

Reference—Bank of Toronto, Sarnia,

QuUEBEC MONTREAL TORONTQ | | mnvelope and Lithographic Paj
PILVLLEATIeeea | EDWARDS, MORGAN & GO, PATENTS
. ‘ ‘ (OP:[:TON CHARIERED ACCOUNTANTS TRADE MARKS, Etc.

'FINE

BANK OFFICE /OFFICE ., SCHOOL
DOURT HOUSE HUNCH &.LODGE FURNITURE.

)
heNC STAGF mtnns “Le=gSEND FOR CATN'“ -

18-20 King 8t. West, Teronto
Phone Main 1168

0SCAR HUDSON & CO.

CHARTERED ACCOUNTANTS
AND BUSINESS SYSTEMATIZERS

B King St. West
TORONTO

EDWARDS & RO~ALD, WINNIPEG
TRADE MAKKS
ATENT and DESIGNS

FREE Set of Sketching
Instruments to each In-
ventor,

C. C. COUSINS

HANBURY A. BUDDEN
NEW YORK LIFE BUILDING,
MONTREAL.

N.Y. Life Ride, MONTREAL, Cannda

JENKINS & HARDY

Thos. Jenkins, F.(
Ja Ilml) l“l Ln(‘nn and Ont.)

Established 1857

Chartered Accountants and Estate Agents
15} TORONTO ST

A CARD, SUCH AS THIS,
WILL KEEP YOUR NAME
AND YOUR GOODS BEFORE
ANADIAN BUYERS

Street West, co~. University.
Town of 8t. Louis.

THE MERCHANTS BANK

OF CANADA
Issues Letters of Credit

To Travellers, Available in All Parts of the World

MAIN OFFICE: Corner 8t. James and St. Peter Streets.
CITY BRANCHES : 1255 8t. Catherine Street East.

320 8t. Catherine
1330 8t. Lawrence Boulevard, and

When Writing Advertivers Please Mention The Canadian Manufacturer.

The

KODAK

Method of Tank Development
has succeeded, not merely be-
cause of its convenience, but
because it gives better results

Tank development is to-day in general
use for plate« as well as for flims. Pro
fessional photographers are using our
tank method of development because i
gives them better results than they can
get by hand. When the professional,
with his superior skill, can obtain bet-
ter work by the use of the Tank, there's
no argument left in favor of hand devel
opment for the amateur—and the cost
is buta trifle—one dollar to seven-fifty
covers the range.

“Tank Development' booklet free
at the dealers or by mail

CANADIAN KODAK CO.,

LIMITED
TORONTO, CANADA
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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.

YH('R 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 that before they had a good
mechanical time regisier, they did not.  §We 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, 9It en
forces punctuality and eliminates all time disputes. The machine
shows no partiality, These machines, made in Montreal by W. 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. YLet 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.

is

W. A. WOUD, 15 Bleury Sf.., Montreal

SALES OFFICES
Ontario—D. Fleming, 116 Stair Bldg., Torento
Manitoba—F. H. Brydges & Son, Northern Bank Pldg., Winnipeg
British Columbia—Frank Darling, Molson's Bank i3ldg., Vancouver
New Brunswick—Tilley & Fairweather, St. John

When Writing Advertisers Please Mention The Canadian Manufacturer.
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The “Simplex” Makes Men Careful
About Getting to Work ON TIME

Start recording the time that every man in your shop gets to work and note the good effect Where there
% 0o time system " mien get careless, and from * 510 15 mi utes late " ix 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 (by the simple push on a button), the exact time of every man in every department where there is a
Recorder. If your shop foree numbers hetween 30 to 100 people one Recorder will probably a swer require
mient Some coneerns are using as many as 100 of our R corder<. The * Simplex ' i the only Reco der on
which sn unlimite of registrations ean be made by an employ ¢, with absolutely no settivcg of the
Recorder for “in" or “ou Tie " Simplex ™ is simple, 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 ¢

SIMPLICITY ACCURACY RAPIDITY LEGIBILITY

THOUSANDS ARE IN CONSTANT US| NOT ONE HAS EVER COME BACK FOR REPAIRS

51 victoria sq. MUNDERLOH & CO. monTrEAL

THE ADDRESSOGRAPH WILL ONLY COST YOU
TWO CENTS A YEAR PER CUSTOMER.

One of our customers adopted the system and installed an Addressograph

three years ago. His saving is over $7,000 00 a year.

We do not know just exactly what you could save with an Addressograph

it depends on yvour business and your system, and the amouut of work you
can give it to do—but we do know the Addressograph will save money for
vou—we do know it will pay for itself in a few months —we do know
over S0.000 |»ll~il|4‘.\\ concerns ;lll't‘;lll.\ use it

Won't you be the next firm to take advantage of the Addressograph—won’t

]

you let it help you to save time, trouble, mistakes and money It can be used

in all departments of a business concern with immense advantages.

The Card-Ipdex Addressograph
3000 per hour

Combines all the features of a complete card index and a
perfect Addressing machine, Addresses Envelopes, Taygs, Siate-
ments, Wrappers, etc., at the rate of 3,000 per hour,

l

Iills names in imitation typewritten letters, mimeograph or

nenstyle work, pay sheets, time clock cards, time tickets, pay
envelopes, etc.
Referen cards have ample room for rating, prices, terms, etc.

I'he address plates are transferred without handling from the drawer

o the magazine on the machin ind after addressing return automatically

s991 l!.l“’.rl"
55395313,

w same drawer (placed under the machine) in their original order,

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

ADDRESSOGRAPH COMPANY
868 City Hall Avenue - MONTREAL, Quebec

When Writing Advertisers Please Mention The Canadian Manufacturer.




