
BASIC DATA PROCESSING COURSE 

STUDENT MANUAL 

R22-0027-0 



READING ASSIGNMENTS 

Reading assignments should be done the night prior to the 
lecture for which the assignment .isbeing made. 

FUNDAMENTALS OF DATA PROCESSING -

An Introduction To IBM Punched Card 
Data Processing (F20- (074) 

Machine Functions (224-8208) 

ORDER WRITING AND BILLING -

Order Writing and Billing Manual (E20-8036) 

ACCOUNTS RECEIVABLE -

Accounts Receivable Manual (E20-8035) 

PAYROLL -

Read the entire 
Manual 

pp. 5-19, 23 

pp. 1-20, 24-30 

pp. 1-32 

Payroll and Labor Distribution Manual (E20-8037) pp. 1-31 

GENERAL LEDGER -

General Ledger and Financial Control 
Manual (E20-8033) pp. 1-19 
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IBM DATA PROCESSING TRAINING PROGRAM 

PRE PHASE I 

June 29 - July 7 I 1964 

. June 29 8:30 a.m. Welcome Mr. R. L. Koche~ , 
Branch Manage~ 

8:40 a. m. IBM History Mr. R. L. Kocher 

8:55 a.m. IBM Organization Mr. J. D. Young,' I 

Data Proces sing Manager 

9:15 a.m. Manufacturing, Mr. J. D. Young 
Distribution Projects 

9:40 a.m. Local Government Mr. J. W. M cElmell, .. '*' r/r, 
Proj ects Systems Engineering Manager 

,"'., 

10:05 a.m. Federal Government Mr. R. S. Smead, 
Projects Systems Engineering Manager, 

i I 

10:30 a.m. Scientific Proj ects Mr. C. W. Stevenson, 
Systems Engineering Manager 

10:50 a.m. Break 

11:00 a.m. Unit Record Study 

12:00 p. m. Lunch 

1:00 p.m. Personnel Information Mis's June Padfield 

2:00 p. m. Unit Record Study 

3:00 p. m. Break 

3:15 p.me Unit Record Study 

June 30 8:30 a.m. Unit Record Study 

12:00 p.me Lunch 

1:00 p.m. Unit Record Study 



June 31 8: 30 a. m. 

9:00 a. m. 

July \(P 8:30 a.m. 

. 11:00 a.m. 

12:00 p.m. 

1:00 p.m. 

JulY~ 7 8:30 a.m. 

12:00 p.m. 

1:00 p.m. 

3:00 p. m. 

Unit Record Study 

Calls with IBM Systems Engineers and Salesmen 

Unit Record Study 

Electric Typewriter Demonstration' 

Lunch 

Unit Record Study 

Unit Record Study 

Lunch 

Completion of Unit Record Study' 
Questions and Answers 

Instructions Concernirg San 'Francisco ' 
\ 

Education Center 
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DISTRIBUTION CASE STUDY 

THE I & A ELECTRONICS COMPANY 

Part I - The Distribution Family of Applications 

The J & A Electronics Company is a prospect in your territory. The 
company is primarily engaged in the manufacture and sale of three cIa s se s 
of products. They are:: 

1. Diodes, resistors and transistorized components for various 
types .of electronic instruments. 

2. Electronic instruments used for measuring, recording, indicating 
re sults, and controlling automatic sy stems which are made to 
order. 

3. Replacement parts for electronic instruments made from the 
various components. 

A. General Information: 

The J & A Electronics Company has been a prospect for several years. 
We have generated interest in an IBM data processing installation. The 
company now would like a detailed proposal presented stating the objectives 
of the installation, the procedures necessary to accomplish these objectives, 
and the advantage s to be realized from installing the proposed equipment. 
The applications to be considered for this proposal are: 

1 • Billing 

2. 
fU.~;j-r...:t" 
P.i~ed .Good s Inventory 

3 • Accounts Receivable 

4. Sale s Analysis 

The sales volume last year was 50 million dollars and has been showing 
an average increase of 6% over the last 5 years. The sale of 7 I 000 re­
placement parts which the company stocks accounts for 30% of their total 
gross sales dollar volume. The remaining 70% is derived from the sale of 
finished products. Finished products are manufactured to order from customer 
specifications; however I replaceme'nt parts items are also used as sub­
assemblies in their manufacture. 

The company·s organization consists of one home office and plant, and 
five outlying sales offices (50 miles maximum radius). The home office and 
plant specifically lie in your territory. 

,I 



DISTRIBUTION CASE STUDY 

B. Survey Data 

Presently, the J & A Company is using a combination of manual procedures 
and bookkeeping machines to accomplish the distribution family of applications. 
Procedural descriptions and flow charts, together with sample report forms 
are attached for your study. 

Currently 80% of the total billing transactions re sult from the sale of 
replacement parts. The company maintains a separate inventory of pre­
packed replacement parts in order to provide their customers the most ef­
ficient service. Because replacement parts are also used as sub-assemblies 
in the manufacture of made-to-order finished products, the same items are 
stocked in the factory inventory. The attempt is made to re strict emergency 
transfer between the two inventorie s to a minimum. However, out of stock 
conditions in~ inventories can result in transfers to reduce back ordering 
of replacement parts and to minimize production delays. Separate inventory 
ledger cards are maintained for each location. 

1 . Order Entry and Billing 

Item quantities vary from 1 to 250. Line items per order range 
from 1 to 10 with an average of 4 line s per order for re-
placement parts. The average number of lines per made-to-order 
item invoice is one. Approximately 50 replacement parts orders 
and 10 made-to-order orders are received each day from each of 
the 5 sales offices. These orders are received by mail. 3% of 
the daily orders received are rush or emergency orders and are 
transmitted to the home office by telephone. Selling prices are 
standard for all customers and range up to $6, 200.00. There is 
a cumbersome replacement parts back order procedure that is 
controlled by filing copies of completed invoices that contain 
back ordered items in a Back Order Tickler File. The Billing 
Department manager has specifically requested that you provide 
for automatic release of these back orders. 

When an order for a made-to-order item is received, an acknow­
ledgment is sent to the customer after the Production Department 
has furnished a shipping date. All normal orders {not rush 
orders} are edited at the branch sale s office before being mailed 
in to the home office. The drop shipment frequency is 20%. The 
average number of credit invoices daily is 2; range, 1-3. At 
present, approximately 10% of the invoices contain a back 
ordered item. All postage is prepaid. More than one customer 
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DISTRIBUTION CASE STUDY 

order per day is pos sible. Maximum dollar amount per invoice 
is $99, 999.99. Partial shipments are made. Replacement parts 
P~&~t fairly stable (i. e., few changes). All customer' 
p rt-'trder numbers are 6 digits or Ie s s (all numeric information). 
Items ordered can be shipped the following day. All items ordered 
from the catalog use the catalog number which is an unrelated 8 
character code with interspersed alphabetic characters. 

The home office sale s manager ha s expre s sed concern over the 
1-1/2 day (average) delay from the time the order is taken until 
it is received in the mail. He indicated that if this time lag 
could be substantially reduced, the J & A Company would enjoy a 
decided sales advantage over their competitors. 

2. Inventory 

At this time, you are asked to consider maintaining only the 
replacement parts inventory on IBM equipment. The prospect 
like s his ledger card arrangement, but has indicated that if you 
can show him a better way, he will listen; however, he would 
like to be shown a way he could keep his ledger cards, should 
he so de sire. 

The number of items in the replacement parts inventory is 7, 000. 
The daily activity ratio is approximately 10%. The average number 
of receipts daily is 200, the number of issues daily is I, 000, and 
the number of orders to production to re stock the replacements 
parts inventory is 200. 

3. Accounts Receivable 

The J & A Company has 4, 000 cus~omer accounts. These are 
divided into 5 classes by industry. They are: 

Petro-Chemical Industry 
Metals Industry 
Public Utility 
Federal Government 
Machinery Industry 

3 



DISTRIBUTION CASE STUDY 

The terms of 2% 10 days, net 3 a days are offered to all customers. 
Statements are prepared monthly for all active accounts. An 
Aged Trial Balance is prepared quarterly from customer ledger cards. 
The average number of invoices outstanding is 4, 000 for a total 
dollar l amoun t of $1, 5 a 0, a a a . a a . The average number of cu stomer s 
with ~over 30 days is 1,500. The average number of 
customers active per day is 240. The percentage of customers 
taking the cash discount is 75%. Average number of statements. 
prepared is I, 000. Average number of payments per day is 200. 

4. Sales Analysis 

Pre sently, the company prepare s a sale s report broken down by 
product class within customer (Industry) class. After comparing 
this to the previous year's reports, management makes their 
sales forecast. The Sales Manager has asked specifically for 
two monthly reports showing comparative current and year-to-date 
figures for replacement parts. They are dollar amounts for:-

1 . Sale sman by branch 

2. Item by product class 

The Sales Manager has also indicated that, as a result of your 
having studied his company, he is expecting other suggestions in 
this area. 

4 



DISTRIBUTION CASE STUDY 

PROCEDURES OF I & A ELECTRONICS COMPANY 

A. Billing (See Exhibit 1.) 

1. All orders from Customers and Salesmen are received by mail 
every morning at 8::00 a. m. (Customers use own forms - legible). 
A Credit check is made by the credit man?ger. 

2. All orders are first audited by clerks. The three clerks check~ 

a. Proper coding of all products·. 

b. Note saleman's number on customers orders 

c. Separate orders by replacement parts orders and made-to­
order item orders. 

d. Enter special price s for made-to-ord~r items· 

e. Rewrite all orders. -

3. Made to order item orders are forwarded to production for shipping 
date. Upon return from production, order acknowledgment is 
prepared. This is a five part form prepared on a typewriter. 
Breakdown of copies are as follows: 

a. Customer copy 

b. Sale sman I s copy 

c. Production copy 

d. Order pending file 

e. Credit Department 

4. Replacement Parts orders and .relieved back-orders for the day and 
made to order item orders that are ready for shipment (relieved 
from order pending file) are passed to pricing clerks who perform 
the following~ 

a. Determine class of customer 

b. Check replacement parts price against catalog price 
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DISTRIBUTION CASE STUDY 

PROCEDURES OF J & A ELECTRONICS COMPANY 

5. Orders are passed to billing operators using Burroughs Billing 
Machine s who prepare the completed invoice and six copie s. 
See exhibit 2. 

a. Customer's invoice - original plu s one copy 

b. Office File - one copy 

c. Accounts Receivable - one .copy 

d. Sale sman - one copy 

e. Soles Analysis - one copy 

f. Inventory - one copy 

6. Billers also cut a stencil label for each invoice showing II Shipped 
To" address and miscellaneous order information. Drop ship­
ments account for 20% of the orders. 

7 . Clerks proof read and check the orders to the invoice s. Corrections 
are immediately re-typed and erroneous invoices are destroyed. 
These clerks separate the Invoices by type of copy and routing. 

8. As orders are shipped daily - one clerk performs the follow{ng: 

a. Tape s invoice totals for the day 

b. Forwards accounts receivable copies of invoices and control 
tape total to accounts receivable department for posting on 
bookkeeping machine s . 

c. Group salesman's copies together and sends to salesman. 

d. Inserts customer's original invoice and ·copy in window 
envelope for mailing. 

e. File s office copie s by customer. 

f. Separate made-to-order item invoice s from replacement parts 
invoice s. Forward replacement part invoice copie s to in­
ventory for posting on bookkeeping machines for finished 
goods inventory. 
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DISTRIBUTION CASE STUDY 

PROCEDURES OF J & A ELECTRONICS COMPANY 

9. Incomplete (back-order) items are maint,ained in tickler file. 

10. Check production receipts to finished good inventory for back­
orders. Those affected inserted Step 4, Billing Procedure. 

B. Replacement _ Parts Inventory Procedure 

1. From'billing step 8f, manually post on daily basis all issues, and 
back orders to ledger cards. See Exhibit 3. 

2. Post production orders tickets received from the Production 
Department. 

3. Post receipts from receipt tickets received from the warehouse 
personnel. 

4. Verify accuracy by making periodic checks. of physical inventory. 

5. Total personnel - 2 clerks. 

C. Accounts Receivable Procedures 

1. From billing step 8b, the daily invoices plus the control tape are 
forwarded to the. bookkeeping machine receivables clerk. 

2. The invoices are stuffed into ledger card trays - the customer's 
invoice in front of the appropriate ledger card. See Exhibit 4. 

3. The ledger card and invoice are pulle . .:1i the indicative date and 
amount are machine posted to each l8dger card and a new balance 
is carried forward. A final total of invoice amounts are accumu­
lated in the posting machine to balance to the invoice control tape. 

4. Remittance statements and checks are totaled each day. The 
individual statements are separated from checks and stapled to 
an 8-1/2 II x 1111 binder sheet. The se are then stuffed and machine 
posted NCR bookkeeping machines to the ledger cards as credit 
in the same manner as invoices. Cash discount taken (2% - 10 days) 
is checked and approved at this time. 

7 



DISTRIBUTION CASE STUDY 

PROCEDURES OF J & A ELECTRONICS COMPANY 

5. Both invoice and cash receipts registers are prepared as a by 
product of posting. This is accomplished through a carbon 
posting process, commonly called simultaneous posting. 

6. Prepare monthly statement for invoices 30 days past due. 

7 . Quarterly prepare aged trial balance. 

D. Sales Analysis 

1. From copies of customer invoices Product Class Dollar amounts 
are posted to spread sheet by customer class. 

2. The spread sheets are totaled at the end of. the month, checked 
for accuracy and typed on finished report. 

E. Your Objective 

You are to obtain the approval of your procedures and advantages from 
the Sentor salesman with whom you are working. The material you are 
presenting to the salesman is t6 be part of the proposal you ar going 
to present to the customer. Specifically, you are to present: 

*1. 

*2. 

3 • 

4. 

5. 

Detailed Operating Procedure s 

Summary of advantages 

*Each student will prepare the above for the part 'of the 
procedure he is to cover" 

Personnel requirements 

Total machine utilization by type 

Machine requirements 

All members of the team will be jointly responsible for the 
preparation of figure s on' 3, 4, and 5 above. Each team 
member will be prepared to answer any que stions by th~ 
sale sman pertaining to the se area s . 
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CAS E BTU D Y "p RES E N TAT I ') N 

The case study is to be presente'd as iithe' s~udents 

~er~ field, Syst~ms Engineers making a pre-proposal pr~sentation 

to Senior System s people in the Branch. 

The objectives of the presentation a~'e: 

I., To determine the soundness of the 

procedur,e to do the customer's job. ' 

2. To pra;ctice an openi~g that they :plan, 

to us'e with the ,customer. 

3. T,o discuss the advantages to insure, 

that they are complete and clear .,' 

The critiquer is to play the role of a Sen~or Systems 

Engineer in this situation. After the presentation, he may step 

, , 

out of his role 'arid discuss this from an'instructor-student 
.' '. '. . 

r,elatio~ship. 

You must know why' you have chosen your solution: why it 1sthe best 
solut1oni' pr.ocedure-wise and sales-wise. During the presentation you 
will be asked questions concerning your solution, therefore, you should 
be prepared a~ all times to, defend your statements' and to suggest alter~ 
nate methods if they are n~eded. ,Your presentation must be formal and 
your, actions' sho,uld at all, times reflect professionalism'. ' , 

"A. S. 'Dutra, Jr. :vs 
8/2/63' , 
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1_,0 ' I i I 

Basic Content 
1. Were Procedure s workable? 
2. Did they represent a sound approach? 
3. Did they include sufficient detail for clarity? 
4. V-lere procedures not overly complicated? 
5. Did they show creativity? 

I ....• __ ._ ~- .-_ ••• -

i j--.-+--t-----t---t---
I ----1---+---1---- i---­
f i __ ~ __ ~ __ ~ __ .~ ___ _ 

B. Controls - Audit Trails, Exceptions 

C. 

1. Were exceptions adequately considered? 
2. '1\1 ere controls appropriate? 
3. Were controls and audit trails adequately 

explained: 

Knowledge 

) .. _-----------_--:...-

, .o._---:-----,----r---. 
1. Did the student understand the application? 
2. Were questions regarding procedures adequately : ----If---!---+---t--

answered? L--+-----lr----t----t.-

3. Could student defend procedures against objections ~ 
or offer alternatives if procedures were found to be 
erroneous? ---J--+--+---+--f 

4. VI/as knowledge regarding source data adequate 
(source and form)? ~ ------~-.~--

. D •. Results 
1. Were contents and purpose of reports adequately 

1---1 
t 

_ .... 
explained? 

2. Did the reports contain' appropriate information? 
3. Did the reports highlight pertinent information I" 

for top management? ! 
4. Did the student understand the advantage of IBM 

procedures as compared to manual system? J 
II. MANNER OF PRESENTATION 

4.0 3.6, 3.22.8 2.4 
A. Impression - appearance, grooming, poise, plesant, 

at ease. 
B. Attitude - convincing, enthusiastic, mature I sincere, 

tactful, sense of urgency 
C. Self-expression - vocabulary, pronunciation, voice 

quality, ability to communicate effectively 
D. Organization - logical sequence, adequate transition, 

form easy to follow f 
E. Presentation - objectives and advantages covered, I appropriate visuals effectively employed. .J 

(TOTALS) . 100 90 80 70 60 



COMMENTS: 

Grading Case Study Presentations 

Grades for Case Studies are computed by extending the number 
of check marks under each applicable adjective rating by the 
factor assigned. The sub-totals will then be added to determine 
final num~c grade. 

I. 

II. 

Number of outstanding 
Number of good 
Number of satisfactory. 
Number of below satisfactory 
Number of unacceptable 

Number of outstanding 
Number of good 
Number of satisfactory 
Number of below satisfactory 
Number of unacceptable 

Sub-total 

GRAND TOTAL 

x 5.0= 
----~ ------

x 4.5= 
--~ --___ ---:x 4.0= __ _ 

x 3.5= -------: ------
X 3.0= -------: -----
x 4.0= -----' -----
x 3.6= 

---~ ------
x 3.2= -------: ------
X 2.8= 

----~ ------
x 2.4= 

---~ ------

The grand total can be converted to a final adjective rating according 
to the following rule s: 

95-100 
87- 94 
80- 86 
70- 79 
60- 69 

Outstanding 
Good 
Satisfactory 
Below Satisfactory 
Unacceptable 



PROCEDURE DEVELOPMENT 

CARD DESIGN CASE STUDY 

ASSIGNMENT 

U sing the II Card De sign Aid II form and the II Layout 
form --- IBM Card, II design a sales accounting card. 

Additional information: 

1. Entry date, entry code, and unit cost will be 
gangpunched. 

2. During peak loads, the key punched data may 
be verified visually. This requires you to 
provide for interpreting. 

3. Fields on the reports that are a result of 
accumulation by the accounting machine do 
not require card columns to be assigned in 
the sale s accounting card. 

4. Printed fields on the reports that are a result 
of the accounting machine ability to crossfoot 
(A-B=C) do not require card columns to be 
assigned to the sales accounting card. 

1 



PROCEDURE DEVELOPMENT 

CARD DESIGN CASE STUDY 

The following Sale s Accounting report s are to be prepared in the IBM 
Department. The maximum number of card columns for each item for a 
single transaction is indicated by an X mark on the report forms. 

Sheet_ of_ GENERAL MANUFACTURING COMPANY 

SA lES REGISTER 
Date 

Entry Date Invoice ntry Invoice iCustomer Location ~rade Branch SLM Commodit) Quantity Item Invoice 
Date !Code Number Number IClass Number Amount Amount * 

Mo. Day Year Mo. Day State Cit! CI. Item 

Xl< XX XX XX XX XX ><'XXX><' X)(XX)( xX )(Xx. xXX XX XXX X )()(){)(. )(.~y..'I-X ~)()(.l(:)(:XX >OO<JO<.l)Q' 
I I 
I I 

I I 
I 

I I - I I '" I 

~ 
~ ................. ~~ """"-..........L - ............., / -.... -

. * Thi s field is punched in only the la st card for each invoice. 

Sheet_ of __ 
GENERAL MANUFACTURING COMP.ANY 

COST OF SA lE S 
Date 

Commodity 
Unit Sales Cost Gross Number Cost Quantity Amount ':: Amount Profit CI. Item 

X x: xX)( )()( :XXX )(XXXX XXX X X 'xx XX xX :X)( XX-XX:XX 
I I I 

I I I I I I I I I I - I I ~ - -.....-. 
J1II' ---.... I I 

~ .. I -
* This is the same field as item amount on the Sales Register. 

Sheet_ of ___ 
GENERAL MANUFACTURING COMPANY 

SA lES BY CUSTOMER--COMPARATIVE 
Dote 

Customer Location Trade Branch SLM Commodity Sales This Sali:S Sales Last 
Customer Name Number Closs Closs Month Year to Date Year State Cit) , 
,2 () ,L.Err£/Zs XX xxx XX Xx')( ,XxX XX XXX >< XXXXX:XX )()( X' X X'l( :X.X X x x XXX I xx 

I I I 
I I , 

I I 
I I 

, 
I I 

, 
1 I - I 

I 
~ ......... -- ~ I ~ 

I ~ - -

2 



PROCEDURE DEVELOPMENT 

CARD DESIGN CASE STUDY 

Sheet_ of __ 
GENERAL MANUFACTURING COMPANY 

SALES BY SALESMAN Date _____ _ 

Salesman Name Salesman 

Number 

Sales 

Amount 

Returns and 

Allowances 

Net Sales Cost Gross 

Sheet_ of __ 

State Trade 

Class 

X)( XX)(. 

- ...... -

Amount Profi t 
1 

X)(XX)(. XX xx )(X X I')/...)(. 

1 
I 
1 
1 
I 
1 

-

GENERAL MANUFACTURING COMPANY 

SA LE S BY STATE 
Date 

Comm Sales Cost Gross Ii Sales Amount Cost Amount 

CI. Amount Amount Profit by State by State 
1 

~ XXXXX IX')(" X. )(X)(I)<.. 'f,. X)<)(,,,)(I')(.X 
I 

)()<)(.)(.X:xx XX X )(.XX 
I 

-
~ .... 

Salesman: 

Invoi ce 

Number 

I I I I 
I I I 1 

I 1 I I I 

I I I 
I 

1 I I _I .........-..... I 
I I 

I 1 --..... -----

GENERAL MANUFACTURING COMPANY 

C -0 M MIS S ION S TAT E ME NT 
Date ___ _ 

Location Sales Returns and Commission 
CI. Item Amount Allowances Amount 

X 'l-XXX XXX-XX XX'i-~"'i-:)('l( X X)( I)t,)(. 
I 1 
I 1 
I ! 
I 
I 

3 

Gross Profit 
by State 

Xx)(. X:X)(. 
I 
I 
I 
I 
I 
I 
1 
I ..... I 



PROCEDURE DEVELOPMENT 

CARD DESIGN CASE STUDY 

The following source records are available: 

1 . Sample Invoice 

GENERAL MA.1\ITJF ACTURING COl\1P ANY 
ENDICOTT, N. Y: 

cunOWtR'S OAOtA No. 311 INVOICE OAT&: 12 ... 31 

SOLO '1'0 

SHIP '1'0 

'HIPP&:O VIA 

'I'ERWS 

QUANTITY 

40 
75 
5 
2 
4 

40 

Nov Mexico Company 
216 Wyoor Build1ng 
Houston" Texas 

Above Make aU &lIccks 
payable 10 

Truck Propnld 
GENERAL MANUFACTURING COMPANY 

Endicott. N, Y. 

?$ 10 Days Net 30 

COWMOOIT'f No, 

11202 
13102 
17203 
32105 
44104-
62110 

DeSCRIPTION 

Cnoters 
Sq. Shnnk S~1Yel 
Flat TopR1S1d 
Ext. Sbnnk w1th Brk. 
:Bolt and Nut Shank 
Rni. Spr. Rlng Stem 
~olt and Nut Shank 
FrelBht 

PRICE 

.83 
.• 84-
1.62 
2.64 
3.51 
7.25 

-- -

This sample invoice will be used to determine the 
sequence of information on the source document. 

When designing the card, layout these fields in the 
sa me sequence a s they appear on the source document so 
that the maximum key punching rate can be achieved. 

4 

AMOUNT 

33.20 
63.00 
8.10 
5.28 

14.04. 
290.00 

.78 

414.40, 

~ 



CUSTOMER 
NAME 

ADDRESS 

PROCEDURE DEVELOPMENT 

CARD DESIGN CASE STUDY 

2. Master Code Card 

LOCATION ~ 
CUSTOMER TRADE SR. ~ 

NUMSER ST. CITY CLASS :c 
'" 

> QOOOOOOOOOOOOOO 00000000000000000000000000 
~ CITY 

~l----4'-.n~~~'-ZlL......-------~1111 11111111 1111111111'1111111111111,11111 o 
~ STATE 22 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 22 2 22 2 2 2 2 2 2 
%~----~~~~~~--------------------~ 

~ BRANCH 3 3 3 3 3 3 3 3 313 3 3 313 3 3 3 3 3 3 3 3 3 3 3 3 3.3 3 3 3 3 3 3 3 3 3 3 3 3 
u 

~'~--------------------------------~4444414414444444444444 4444 
~ SALESMAN MASTER 
~~~'==~~~~~===================91551555555555555555555 
...I 

3 6666666666616666166666 STATE CITY 

CODE CARD 
5555 

6666 
z 
w 
~ ~I 

BRANCH 

I 

I 
I 1-'13 

SALESMAN 

0'7 

111111117777777771717171717171111717717711 

888888888888188888888888888888888888888888 
l,l 

I'" 

This rna ster code card will be used to gangpunch 
customer number I location codes I 'trade class I branch I 
and salesman into the sales accounting cards. 

5 



FACTS 

PROCEDURE DEVELOPMENT 
FORM DESIGN CASE STUDY 

A statistical study of the Billing procedure reveals that: 

1. The number of items per bill ranges from 1 to 33. Ninety­
five percent have fewer than 20 items. 

2. The maximum amount on anyone bill was $6,332.00; the 
maximum weight, 978.0#. 

3. In 40% of the bills, the SOLD TO address differs from the 
SHIP TO addre s s . 

4. Both the SOLD TO and SHIP TO addresses may have 2, 3, 
or 4 lines. 

5. Terms are invariably 2% 10 days, net 30 days. 

ASSIGNMENT 

U sing the Forms De sign Planning sheet and the Spacing Chart, 
design a continuous-form invoice showing the following: 

Customer Number 
Customer's Order Number 
Salesman Number 
Invoice Date 
Invoice Number 
Ship Via 
Terms 
Sold to Addre s s 

1 

Ship to Addre s s 
Description of each item 
Number of Boxes 
Weight 
Number of Cases 
Amount for each item 
Unit Price 
Amount of invoice 



PROCEDURE DEVELOPMENT 
FORM DESIGN CASE STUDY 

The Confectionery Company is installing IBM Billing I 
Sales I and Accounts Receivable. 

The following cards have been designed. 

J :~i;~:"::~t::;t'!.;:~p::~::T~~ )12q,_~: ~1!'T'256' C~~~~6L 002gE.CII C ~ ~ 4 ~ 
, WEIGHT'!)( PRICE AMOUNT PRICE AMOUNT ~I&I YO DAY YR INVOICE CUST. c 1&1 II~ 

i~ ~~ I I I I I. ~ g SALES COST ~8 DATE NO. NO. ~ E ~ ~ I~ 
o 0 0 .0 0 0 0 0 0 0 0 0 0 0 0 0 110 0 moo 0 0 100 IQII 0111:0 01110 010 e 110 0 0 110 0:0 II 00 0 0 0 0 0 0 0 0 000 0 0 0 0 0 0 0 0 0 0 0 
I 2 P 4 5 6 1 8 9 10 \I 12 13 14 15 16 11 18 19 20 21 22 23 24 25 26 12629 illl 32 31 34 J5 36:31 Jal39 40 41 4~43 4 45 4?41 48 4 50 51 52 53t54 55 51 51 Sf 5960616 63646566 67 sa G9 01112 1 14 15 18 11 ~8 19110 

~ 1 
I I II II: 

Pl PI SHIP. VilA O~~~~ ~\.IJ MO DA'V YR INVOICE Q 
~ m 5'l 11:0 NO. D: 
l! NO. 38 DATE ~ 
ooooogolooolOOOllOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO00000000000000000000000000 
I 2 3 4 5 6 7 0 9 lQ 11 12 \3 14 15 16 111B 19 20 21 22 23 24 25 2E 21 28 29 30 31 32 33 34 35 36 31 38 39 4041 42 43 44 45 46 41 48 495051 52 53 54 55 56 57 58 9 60 61 62 36 65 6G 61 68 69 70 1112 13 14 15 16 17 18 1~ 80 

" :~lJ£:ETTOOTH HEA'·/Et·~ 1~:: 1. F'EACHTFEE ST O~·jEGO i..J1; 124~ 1111 C 2~ 2 
~--~~~----~~~~~--~----~~~~~-------;--~--~------------~~--~~-+~~ II I III I IIII g I II II ItJ CD < z 

CUSTOMER NAME STREET AND NO. CITY AND STREET CUST. ~ 1&1 :I Ie 
0. II • 11'1 - I' I I I NO. i~ ~ ~ !l ~ i UM m l~~ Wlu 

00000110011001000006000000000000000100001100000010000000000000000000000000000000 
I 2 3 4 5 6 7 8 i 10 \I 12 13 14 15 16 17 18 19 20 21 222324 25 2E 21 26 29 lO 31 32 33 34 35 36 31 38 39 40 41 42 43 44 45 46 47 49 49 50 51 52 53 54 55 56 57 58 59 60 61 62 63 64 65 6G 67 6! 69 ~O 71 72 7 14 1576 17 8 79 ~ 

~''''''''I ' , 

;WE~TTOOTHHEAV~N ~[NERAL (~FICES ALBANY GEORGIA 
II I III I II I I IIIII I II II III ..i (!) • 

CUSTOMER NAME STREET AND NO. CITY AND STATE CUST. u ! ~ z 

: II I I I I I • I II NO. ~ ~ ~ ~ 1 ~ 
.. u'" en I .... 

o 0 0 0 0 m rooTa 0 0 I 0 0 0 0 0 I 0 0 0 0 0 0 0 0 0 ,0 0 0 0 0 0 0 0 0 0 0 I 0 0 0 0 0 0 0 0 0 0 0 I 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 p 0 0 0 0 0 
I 2 3 4 5 6 1 8 9 10 11 12 13 14 15 16 I1IB 192021 22 23 2i 25 26 27 28 29 3D 31 32 33 34 35 36 37 38 39 4041 42 4344 45 46 4 48 49 50 51 52 53 54 55 5B 57 58 59 60 61 62 63 64 65 66 67 68 69 01112 1 14 5 16 1118 1 80 

11111111111111111 t 111111111111111111111,1111111111111111111111111111,_11 11_.,1,. 
~ HEADING CARD 
~ 22222122222222222222222222222222222222221222222221222222222222222222221222~21122 
::Ii 

8 ~3333333311331333333333333333333133333133333333313333333333333333333333333333333 
)0-

~ 44444444444444444444444444444444444444444444444444444444444444444444444144~44414 
o 
~ 35555551m55555555g5ga155555RII~55555555D5555555555515551555555555555555515555555 
lJ. 8 66666616666116666666666666666666661116666666666666666666166666666666666666666666 

~ 7 7 7 7 7 77 7 7777777777717777 771777777 777777777 7777 7 7 7 7 7 7 7 717 7 717 7 7 1117717717' 7711171 

1888888888888818188888888888888888888888888888888888188Saa8888888888888888888888 

1M 9 9 9 9 999 99 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 919 9 999 919 9 9 9 999 9 9 999 9 9 9 9 9 9 91919 9,9 9 9 9 9 9 9 9 999 9 999 9 9 9 
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 18 1118 19 2021 22 23 2~ 25 2" 2] 28 29 30 31 32 33 34 35 j6 31 38 39 W 41 42 43 44 45 4& 4 48 49 50 51 52 53 54 55 56 51 58 59 GO iiI 62 G3 64 65 66 61 68 6917011 12 1 14 576 1 18 75 BO 

IBM 5081 
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Item 

Customer No. 

Customer's Order No. 

Salesman No. 

Invoice Date 

Invoice No. 

Ship Via 

Terms 

Sold To Address 

Ship To Address 

Product Description 

No. of Boxes 

Weight 

No. of Cases 

Item Amount 

Unit Price 

Invoice Amount 

PROCEDURE DEVELOPMENT 
FORM DESIGN CASE· STUDY 

FORM· DESIGN PLANNING SHEET 

A-Alph Letters Decimal Sym-
N-Num and/or Point boll Line. 

Numbers 

I 

A 
A 

A 

3 

Remarks 



PROCEDURE DEVELOPMENT 

SALES ANALYSIS CASE STUDY 

ASSIGNMENT I -- FLOW CHART PREPARATION 

The attached Job Step Instruction Sheets (Page 4 through 13) for 
the daily sales operation have been completed by the machine operator. 
Using the flow chart template, convert the individual steps into an 
operational flow chart. 

ASSIGNMENT II -- PROCEDURE DEVELOPMENT 

Study the three monthly sales reports. (Page 3) 

Determine the most efficient sequence of operations in preparing them. 

Construct, in flow chart form, a procedure for producing these reports. 
Additional cards, such as year-to-date and name cards, may be 
required. 

ASSIGNMENT III -- WORK LOADS 

U sing the flow chart developed in As signment I of the daily procedure, 
and the flow chart developed in As signment II of the monthly procedure 
along with the work load computer, determine the time factor for each 
operational step in both procedures. Record the data on the machine 
load work sheet. (Page 15) 

Add 25% on all machine step s for handling time. Al so add O. 1 of an 
hour set-up time for each 402 operation. 
Keypunch and verify at II, 000 key strokes per hour. 
Round volumes to nearest hundred. 
Record all time in hours and tenths. 
Refer to page 1 for volume figures. 

1 



PROCEDURE DEVELOPMENT 

SALES ANALYSIS CASE STUDY 

The National Distribution Company distributes electrical appliances 
throughout the country. The purpose of the IBM installation is to pro­
duce a daily sales report by item class and monthly reports of sales 
by item number, by location and by salesman. Sample reports are 
shown on page 3. 

The card form to be used is on page 3. This card has been designed 
for keypunching daily sales cards. The fields required for summary 
punching of the necessary year-to-date totals are shown on the same 
card form in columns 67 through 80. 

An analysis of the source documents has been made and the following 
facts have been determined: 

100 invoices 
10 items per invoice 

3000 items spread over 
15 item classes 
22 work days per month 

The required reports are as follows: 

40 states 
40 cities per state (average) 

2.5 item classes per city (average) 
110 salesmen spread over 

12 branches 

Daily 
Monthly 

Sales by Item Class 
Sales by Item Number 
Sale s by Location 
Sales by Salesman 

(including year-to-date amounts) 

The sequence in which the monthly reports should be prepared is left 
to your discretion.· However, management insists that all reports 
be finished within five working days after the closing. 

The following machines are available. Sales Analysis is only one of 
several applications for which the machines are intended. 

24 Card Punch 
56 Card Verifier 
82 Sorter 

402 Accounting Machine - 100/150 speed, 80 Net Balance Counters 
514 Reproducer and Summary Punch 

2 



I-

i~ Inv, 
No 

000000 
11)4 ,. 

111111 

222222 

J 3 3 3 J J 

444444 

~ 5,5 5 5 5 

6 6 6 6 6 6 

111111 

888 88 8 

9999 9 9 
I I l • ~ , 

Dolly 

Dot. Sales Lac, 

PROCEDURE DEVELOPMENT 
SALES ANALYSIS CASE STUDY 

SALES ANALVSIS 

Cuet, Unit 
1M< 0 Vr Br M City St No, atv 

i='~ CI No, Oescrilltion Price AmI. 
00 0 0 000000 ~ 0 0 00 0000 l 0000 OOOOOUOOOGOOOOOOOOOO 0010 0 a 0 0 brol: 
II " 

11 I ,~. ,"; "111 :1 II ':'1 14 I~ :' 11111'). H J. II 14 l~ II 11 11 19 40 U 11 U U 4J -16 U •• 1'1 ~, ~: ,td ~ 
~';';;F~ 1111 II 1 1 1 I 111 1111111 1111 I I II II II II I I 11 I I I I I I 11111 

I I 
2222 222222 222 2222222 22'2 22222222222222222222 22122 222 212 2 

I I 

3333 333333 333 3333333 3333 3 J 33 J 3333 J 3 13 3 333333 33133 3J 33:3 3 
I I 

4444 44 4 4 44 444 H 44444 4444 4444 4 444444444444444 44144 4444144 
I I 

5555 555555 555 5555555 ~ 5 5 ~ 55 5555 5 5 5 5 5 555 5 5 5 555 5 5:~ 5 555 515 5 

66:66 
I 

6666 66 6666 666 66 6 6 6 6 6 6666 66666666666666666666 Ii 6 6 6:6 6 
I I 

1111 111111 111 1111111 1111 11111111111111111111 11111 1111111 
I I 

88 88 988888 888 8 8 8 8 8 8 8 8008 88888888888888888888 88188 88 8 8:8 8 
I I 

9999 99 99 9 9 99 S 99 9 9999 9999 999~9999999999999999 99199 ~~~~l~~ II ,. 1I1}.1141)', ., " I~ G }, ~,j II •• ,) 1 .1 ....... ' 11 1.' JJ :. 1) Jt, JIll H ~ 4' .~ 4l 44 4)" 41 41 ~9 If ~I )~~J ~ 

V.ar to Dot. 
Coat Amount eo,t 

00 0 oro 0 0 U 0 0 (lIO 0 000 o~o 0 
,. u u ,J~), U £I ,,' ID I ~ 11 1 I. I) " II " /'1 n 

1111\1111111\1111111111 
I I I 

222 212 2 2 2 2 2 21Z 2 2 2 2 2 t,2 2 

333 3!3 33333 3h 333333:33 , 
I I , 

4 4 4 4:. 4 .444 414 4 4 4 444:44 

I I ' 
5 5 5 5,5 5 5 5 5 5 51 5 5 5 5 5 5 5: 5 5 

I I I 
6 6 6 6

1
66 6 6 6 G ~6 6 6 6 6 6 616 6 

I I 

l11111111111l1111111:' 1 
I I I 

8 8 8 6:8 8 8 8 8 8 8:8 B 8 8 8 8 a:a e 
I I I 

,~:,~~~~; ~,!~ ~~!~ ~ ~ ~ ~~, ~~~! 

Monthl, 

SALES BY CLASS SALES BY ITEM NUMBER 
REPORT I REPORT 2 

hIE"' 
CI'1II Amount (I Numb .. , L>1l1,:,jplion O""",jly A",ounl COlt 

1 106601 1. 1 0 :10. :; II II N K 1. I Z 40000 1476r)J 54 96437 
a 90493 <:0 ~j 'J • S 1111 Nt; 5 I 8 ;;·O!; 1476 .31 1344 
J 117300 30 :i (). f, 1111 N 1<. 314- 1 47 J 19437 ;'J" 17655 
4 62175 41.6 r /O 16U567 09 lit 1174.17 
5 141910 -- ~! lO CASIOI! 1 0 I ;J 2 9 14l 50 150 

1 1 C A :; TOil lU/J;.) I, '/ "., 5 9655 I, a 8613 
1 J 9 '1550 14 ells,on !IEIJ 4 5 1 774 JO 700 
1 4 107190 '- 5 2~ 5 10571 20 0 954)4 

54 
S2 
54 
60 • 
75 
42 
50 
67 • 

15 110003 

1 I I I i 9143 7Oi50 i:491;i9 959410 0 

SAltS BY LOCATION Munlhly Juno 195-
RerORT J 

loco,lon 11101", Cvu"nt Month Totuls Ly City 
St Clly locotlon CI QUQntity Amount Cnlt QUantity Amount Call 
29 NEW YOnK 

1 ALBANY 1 4007 41'16 !; 2 ()O75 I. J 
<: 2 'I 6 51\Y '/6 0:.75 ~I 7 
!:> '1643 .3919 1I'1 ~ 715 10 J 11 9 r. () 0646 15 6066 83 

2 DUFfALO " 4310 11 9 '/ 5 J'f 2197 61 

- 5 510 101\ 1 00 971 5'7 
6 206 671 t, 1 43'2 l~ 2 50?4 --"tlll'7 17 J'I. - _~ F. 0 Z ot - --40 YONKERS .1 2 l. 1.7 !.iO 29 75 
;?, I. 'I 0 397 50 29U 

" 0 
491 1,45 00 320 15 

039 Siole Tolols ;] 51e 76 !)1 11476 !:>1 
7 oj :5 1 • .3 40419 " 5 29547 5) 

SALE~, BY SALESMAI'~ Monlhly Juno 195-

REPORT 4 

Sal,n It\!m C"" .. "I Month Y"'I< to Dall! 
Vee" to Dote (lIonel. Tatol. 

Br M'H Solollnnn CI Amount ensf Amount Cost Amount Cost 

1 ~ESTERN 
1 'If I L T R 0 1 1 ... J 27 91.1 O(t It 1 3 J _~ J 3142 20 

;.! ? J Q 0 00 lOU 0 U !l 197 I, ;; 76 9170 50 
(, 3201 2U 21. 0 '/ fi2 r! 1 '{ J I • .1. f~ 1 01 " '{ 6l. 

5 I, I, " 4 '/ 'r~ U !, 1'J'i Ie !j (; J 0 ;~ 1. 2;! II (j () .11 * 2 MCNAUGIiTOIl 1 10/. 37 II ~) 42 
" 1. (lJ.', 63 960 01 '-..::-- 1122 nJl. ..... _1 06? 14-3' - -- 144'161 19 9 'I i3 J !J 10 

2 '.4 IDOL E 

3 



JOB NAME 

PROCEDURE DEVELOPMENT 
SALES ANALYSIS CASE STUDY 

INTERNATIONAL BUSINESS MACHINES CORPORATION 

CLERICAL INSTRUCTIONS 

OPERATION NAME 

j}~~ 
Ff~EOUENCY 

:v'Doily 
I J Weekly 
[) Bi-Weckly 

1"1 Semi-Monthly 

Cl Monthly 
o Quarterly 
o Annual 
o 

TY~ 

DETAILED INSTRUCTIONS 

DUE IN DUE OUT 

TIME DATE TIME DATE 

SOURCE DATA I 'ROM 

~P. CODE 

ESTIMATED VOLUME EST. TIME 

HOURS TENTHS 

/00 

I AYER. NO. LIN" 

l----.------------.. -------.-.-----.. -------.. -------.--------.----.----.-.-

,.-._._-------------------_._--------------- . _ .. _---_.-._-------_ .. __ .. -.--.. 

--------_. __ .- .---------------_ .. _--_._-----------_.-

1---------------------------------------_ .. __ ._---_._-_ ............. - .. . 

----------------- --------------------. __ ._--------. __ ._--_. 

-----_._-_._---------_ .. _-- - .- ._---_. __ ._---_ .... _------_._-----._-_ .. ----
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PROCEDURE DEVELOPMENT 
SALES ANALYSIS' CASE' STUDY 

IBIVI CARD PUNCHING OR VERIFYING INSTRUCTIONS 

F(~£OlJENCY 

r~aily 
f"i We(:kly 
1 1 B •. Weekly 
U Semi·Monthly 

r.1 Monthly 
o Quarterly 
[j Annual 

o Other 

PROGRAM CARD NO. 

SWITCH SETTINGS 

SOURCE DOCUMENTS USED: 

RECEIVED FROM: 

CARD FIELD 

101 
JOB NO. CONTROL ~~RA TION NAME OP. CODE 

PANEL NO. jJ(JJA_ 

~-:L.,L:..~ 
-,-'- --'':;I 

MACH. TYPE 

DUE IN DUE OUT ESTIMA~D VOLUME EST. TIME 

TIME DATE TIME DATE HOURS TENTHS 

1000 
CARD ELECTRO (FORM) NO. 

SPECIAL FEATURES USED 

rl ALTERNATE PROGRAM 0 HI SPEED SKIP 
[1 AUXILIARY DUPl1CATE I] lNTE,RSPERSED GANG PUNCH 

rJ CARD REVERSING n CONTINUOUS SKIP 
f 1 CARD INSERTION 1.

0

1 CONTINUOUS SPACE 
I ., DECIMAL TABULATlQN [l SELF CHECKING NO. 

DISPOSITION OF CARDS: 

DOCUMENTS 

COLUMNS 
REMARKS ~----r---I FUNCTION" 

FROM TO 

I. ~ ~ I-l--P--t---Jl;;"-=--,¥---M:-~=----I 
~~ ~-'---'''---~-~ --!...p-jf------t 

~~~L~J-~I-~;}-;-7-~fP:.-1---+------0-
~ ~ .. :~/M..l.'--l.L~P .-+ __ .. ___ . __ 

5.~ _~ .. _ . 1.1 __ d.-=-'1 -i--L-P-t--------.-----
_6. .. _________ .~ d.fJ ~-L-~--p---t---------.. -

~~~ ~.fl~~--E-_-+-)(·.,.----,--~~7~- .. --
~B_ ~ ~1 ~ P "J; ,_.~#. ____ J A , 

~-~--~ ~, ~~ P 
10. ;,,~ 33 3' P . _____ .... __ . ________ .L~ ______ .....::-_ _ __ + ______ . ______ _ 

~~_. ~~ _t!1_ 5'0 P _____ .. _. ____ _ 
_ ~_2. _~_. __ ,~,,_. _____ . ____ .. 5'J .~+- _f ___ + .. ________ ._ ..... __ .-'-_ 

~~~-~~= __ .~.~~ ~~ -.~-. :~~~~T~N' SY~UOL 
r

l

:.:.f4 .-.. - ~~rJ,g~4 .. t'4Nl4!-... -- 6'1.7--e------- ;:~~~ ~, 
TOTAL KEY STROKES PER CARD- SELF NO. CK CK 
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PROCEDURE DEVELOPMENT 
SALES ANALYSIS CASE STUDY 

IBM CARD PUNCHING OR VERIFYING INSTRUCTIONS 
<!) 

JOB NAME JOB NO. CONTROL OPERATION NAME OP. CODE MACH. TYPE 

c1J~ JJ,u PANEL NO. 

1J.I/11 L1~:"~ 10 I S-, 
lJ {'- '(1 

FREQUENCY DUE IN DUE OUT ESTIMATED VOLUME EST. TIME 
~Daily 0 Monthly TIME DATE TIME DATE HOURS TENTHS 

LJ Weekly 0 Quarterly 

/000 S- 3 Ll Bi-Weekly [] Annual 
[] Semi-Monthly 0 Other ... 

PROGRAM CARD NO. CARD ELECTRO (FORM) NO. 

SWITCH SETTINGS SPECIAL FEATURES USED 
ON OFF SWITCH 

~l AL TERNA TE PROGRAM [J HI SPEED SKIP -.7 ------"._---,-------
PROGRAM UNIT [J AUXILIARY DUPLICATE ["l INTERSPERSED GANG PUNCH -"//' 1--,--- -,----------------------------
AUTO FEED 

---(;7' --,----- IJ CARD REVERSING [] CONTINUOUS SKIP 
AUTO SKIP-AUTO DUPL. 

-':"-

~ 
---------P-R:TNT----- ['l CARD INSERTION tl CONTINUOUS SPACE 

----"'!""- r----------------------- ['-I DECIMAL TABULATION [J SELF CHECKING NO. 
/\..-- 1-"'" SELF CHECKING NO. 

SOURCE DOCUMENTS USED: DISPOSITION OF CARDS: 

RECEIVED FROM: DOCUMENTS 

COLUMNS 
CARD FIELD FUNCTION" REMARKS 

FROM TO 

~~~ , V 
2. ~ 4Ur. ;J.. ~ V 
3. Jjo:lJl (?ntr; ,$a-q. ~.) 7 I~ V 

V' I 4.~_~/}1.b-,-~ 13 
" 

V 
5. ~ ~1;,., 17 1'1 V 
6. J6!:tt ~o at V 
~ 

. 
~;t 

;{, V 7. /1Ur. 
8. 

~ ~7 30 " 
)(.vYI c.;{..,;L 7 "'"'1 
d1 /A-'~_. C"A.A.~Lf 

9. ~~4- __ ,;31 301 V tv - "1 

10. ~-'-- 33 36, V 
~~ 37 S() Y 
~~~ 57 5"4- V 

- --_. ------, 
13. ~A-.~~ ~S- 6() V 

.,~_---,. _ J --~' 

14.~ /J/ " v FUNCTION* SYMBOL 

1----- - , , .-r----- DUPLICATE D 

~5.~)( ~ ~rA~~A 67 V PUNCH P 
SKIP S 

------- _._,_.,---- r----'- X·SKIP XS 

TOT AL KEY STROKES PER CARD- ~7 
VERIFY v 
SELF NO. CK CK 

6 



IBM 
PROCEDURE . DEVELOPMENT 

SALES ANALYSIS CASE STUDY 

CLERICAL INSTRUCTIONS 

OPERATION NAME OP. CODE 

~~~~ 
fRE~ENCY 

V Dolly 
(] Weekly 
Cl ai-Weekly 
rl Semi-Monthly 

o Monthly 
o Quarterly 
o Annual 

o 

TYP~ 

DETAILED INSTRUCTIONS 

DUE IN DUE OUT ESTIMATED VOLUME EST. TIME 

TIME DATE TIME DATE HOURS TENTHS 

SOURCE DATA 

FROM TO AVER. NO. LINES 

----------------------------------------------~------------------------------------

r---------------------------------------------------------------------------------. --._. 
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PROCEDURE DEVELOPMENT 
SALES ANALYSIS CASE STUDY 

IBM 
(!) 

IBM § 403, AND 419 ACCOUNTING MACHINE INSTRUCTIONS 

JOB NAME ~ JOB NO. CONTROL OPERATION NAME OP. CODE MACH. TYPE 
~ . PANEL NO. 

~ /01 .3 4-o~ I<L~~';(;. ~ 
FREQUENCY 

, 
DUE IN DUE OUT ESTIMATED VOLUME EST. TIME 

~Daily 0 Monthly TIME . DATE TIME DATE HOURS TENTHS 
0 Weekly 0 Quarterly /000 0 Bi-Weekly 0 Annual 3 0 Semi-Monthly 0 Other .. 

CARDS USED: DISPOSITION OF CARDS; 

RECEIVED FROM: 

SORT FIELD COLUMNS PROGRAM FIELD COLUMNS 

1. MINOR 

2. INTERMEDIATE 

3. MAJOR 

~ -:S-5-~ 4. FINAL 

5. SPECIAL 

ALPHAMERICAL NUMERICAL SET UP CHANGE SWITCHES 

l!) ON OFF NO. REMARKS 
z 
0 

HAMMER ...I 

LOCKS t-
Il! 1 --0 

~ 
X 

HAMMER 
SPLITS 

(ZEROS) 

CARRIAGE TAPE X 
2 

CHAN. FUNCTION CHAN. FUNCTION 

1 FIRST PRINT LINE 7 

2 8 

3 9 X 3 
4 10 

5 11 

6 12 LAST PRINT LINE 

FORM THICKNESS ADJUSTMENT TENSION ADJUSTMENT X GANG PUNCH 

TOP CENTER LOWER HIGH CENTER LOW X LAST CARD 
AUTO TOTAL 

PAPER BRAKE D D D 0 0 0 SUMMARY PUNCH TYPE 0 DETAIL PRINT 
FORM NO. NO. COPIES YES D NO 18 I , GROUP PRINT ~ 
OPERATING INSTRUCTIONS: 
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iBM 
JOB NAME 

FREQUENCY 

L~Daily 0 Monthly 
0 Weekly 0 Quarterly 
0 Bi-Weekly 0 Annual 
[J Semi-Monthly 0 

TYPE OF DOCUMENT 

PROCEDURE. DEVELOPMENT 
SALES ANALYSIS CASE STUDY 

CLERICAL INSTRUCTIONS 

DUE IN DUE OUT 

TIME DATE TIME DATE 

SOURCE DATA 

FROM TO 

OP. CODE 

ESTIMATED VOLUME EST. TIME 

HOURS TENTHS 

A 
J 

AVER. NO. LI NES 

1-----... --.. ---------------------.--.------------.-----------------------.---.-----.. -----.-

1-----------------------_._-_._-------------------
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IBM 

PROCEDURE DEVELOPMENT 
SALES ANALYSIS CASE' STUDY 

SORTING INSTRUCTIONS 

JOB NO. CONTROL OPERATION NAME OP. CODE MACH. TYPE 

JO~ 
JO"NA~J; ~ PANEL NO. 

Ff~f.QUENCY 

YOOily 
" Weekly 
i; GI.WL·ckly 

:: Seml.Monthly 

[-1 
iJ 
[] 

fJ 

OPERATING INSTRUCTIONS: 

CARDS USED: 

RECEIVED FROM: 

I. fiELD 

Monthly 
Quarterly 
Annual 
Other 

DUE IN DUE OUT ESTIMATED VOLUME EST. TIME 

TIME DATE TIME DATE HOURS TENTHS. 

1000 

DISPOSITION OF CARDS: 

SORTING SEQUENCE 

I COLUMNS J ALPHABETIC 

I rnOM SJ I TO g~ I NUMERICAL 
[J J CARD 

('1'1 COLJNT 

, 

[J YES 

~NO 

-----_._------------------------_ .... _-_.- ---------.. _----_ .. _ ... -

._-_ .. _---_. __ ._---------_ .. _-------_._--------------

2. FIELD I COLUMNS 

" 

ALPHABETIC 

NUMERICAL o I o 
CARD 

COUNT 

DYES 

[) NO 

- ._--_ .. _---------------_.---------------_._------------_._---
--_ .. - .. _-------------_._--------_ .. _._._----------------_ .. _----_._---_ .. 

3. 

----------------_.- ----.. ----- _._-----_._-----_._----------_._---_ ..... 

FtELD 11--__ C...;..O.:...L-,lJ_M_N_~ ---41 ALPHAB ET I C I ftlOM I TO I NUMERICAL 
[) I 
[] 

CARD 

COUNT 

[J YES 

[] NO 

._--_._---------------_. __ ._--_. __ . __ ._--------------_._ .. _---

----------------------------_._-_._--------------_ ... --.-------.-

----_. __ ._._----------_._-_._--_. __ .•. _--------_ .... ----------.-... ---.. ---_._------

4. FIELD 

. -----.. - .... _-_ .. _---------_._-

11--__ c_O_i.-,l i_M_r"_s __ -1J ALP HABET I C 

IFRc.;M 1
10 

I NUMERICAL [] I 
[I 

CARD 

COUNT 

LJ YES 

CJ NO 

---.--.---.-.--.--.-.------------------.------------.------_ . 

.---.. --.- .. -.-------~-... ---- .... -.-.---.--.-.--... ----- ... __ .. _._ .. _----_. __ ._ ....... -.--.-.----.------.-- ... - ---.-.-------
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PROCEDURE DEVELOPMENT 
SALES ANALYSIS CASE STUDY 

IBJ.t IBM@ 403, AND 419 ACCOUNTING MACHINE INSTRUCTIONS 

JOBNAM~ 

~~ 
JOB NO. CONTROL OPERATION NAME OP. CODE MACH. TYPE 

PANEL NO. ~~~I~ 
~ loa 3 "r;;;;;Ji 4-0 a 

F~ENCY DUE IN DUE OUT ESTIMATED VOLUME EST. TIME 
Daily 0 Monthly TIME DATE TIME DATE HOURS TENTHS 

0 Weekly 0 Quarterly 
/000 0 Bi-Weekly 0 Annual ;l 

0 Semi-Monthly 0 Other A 

CARDS USED: DISPOSITION OF CARDS: 

RECEIVED FROM: 

SORT FIELD COLUMNS PROGRAM FIELD COLUMNS 

J. ~.~ 31-3~ MINOR 

2. INTERMEDIATE 

3. MAJOR 

~ S-S- fo() 4. FINAL 

5. SPECIAL 

ALPHAMERICAL NUMERICAL SET UP CHANGE SWITCHES 

~ ON OFF NO. REMARKS 
z 
0 

HAMMER ..J 

LOCKS ... ex 1 --0 

X :c 
Vl 

HAMMER 
SPLITS 

(ZEROS) 

CARRIAGE TAPE X 2 

CHAN. FUNCTION CHAN. FUNCTION 

1 FIRST PRINT LINE 7 

2 8 

3 .-_._ .. 9 3 
4 10 X 5 11 

6 12 LAST PRINT LINE 

FORM THICKNESS ADJUSTMENT TENSION ADJUSTMENT X GANG PUNCH 

TOP CENTER LOWER HIGH CENTER LOW X LAST CARD 

PAPER BRAKE D D D D D D 
AUTO TOTAL 

SUMMARY PUNCH TYPE D DETAIL PRINT 
FORM NO. NO. COPIES YESD NO~ I I GROUP PRINT ~ 
OPERATING INSTRUCTIONS: 
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PROCEDURE DEVELOPMENT 
SALES ANALYSIS' CASE STUDY 

CLERICAL INSTRUCT~ONS 

IJOU NAME f~ ~ 

I~ .• 

FR£OUENCY 

VDOily 
iJ Wcc·kly 
r.~J Bi .. Wcckly 
[-1 Scml-Munthly 

TYPE OF DOCUMENT 

0 Monthly 
0 Quarterly 

C Annual 
0 

DUE IN 

TIME DATE TIME 

SOURCE DATA 

FROM 

---" ~-------------------

_._--_._----..... _. __ .. _--_._--- --- _._--_ .. _--_. 

12 

DATE 

TO 

OP. CODE 

ESTIMATED VOLUME EST. TIME 

HOURS TENTHS 

A. J 

AV(R. NO. LINES 

-------.-----.-



IBM 
JOB NAME 

FREQUENCY 

l~ailY 
[J Weekly 
OBi-Weekly 
o Semi-Monthly 

PROCEDURE DEVELOPMENT 
SALES ANALYSIS CASE STUDY 

CLERICAL INSTRUCTIONS 

OPERATION NAME 

~~~~ 
DUE IN DUE OUT ESTIMATED VOLUME 

0 Monthly TIME DATE TIME DATE 
0 Quarterly 
0 Annual 
0 

SOURCE DATA 

OP. CODE 

EST. TIME 

HOURS TENTHS 

.6. J 

TYPE OF DOCUMENT FROM TO AVER. NO. LINES 

---------------------------------11 

----------------------------------------------------------------------1 

----------------------------------- ----------------------------_.t 

t----------------------------------------------

--------------------------------------------------------------------------------- -------
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STEP MACH. NO. 

I 

PROCEDURE DEVELOPMENT 
SALES ANALYSIS CASE STUDY 

MACHINE LOAD WORK SHEET 

OPERATION DESCRIPTION 

15 

NO. OF TIME CARDS 



ORDER WRITING AND BILLING 
STUDENT HANDOUT # 1 

IBM Billing Procedures 

A. Keypunch. 

1. Keypunch all cards. 

a. Name and address 
b. Miscellaneous 
c. Body 

2. What considerations would permit you to use keypunch approach? 

a. Non-repetitive nature of customers. 
b. Non-repetitive nature of miscellaneous data. 
c. Special or custom made products. 

3. Comments. 

a. Slow procedure - due to keypunching. 
b. Expensive - keypunch operators. 
c. Offers infinite flexibility. 
d. Justified on automatic by-products; 

A/R, Sales, Inventory. 
e. Used where companies carry large number of items. 

1.) Electric supply houses 
2. ) Hardware companies 
3. ) Paper companies 

f. Draw flow chart. 

Punch, verify, calculate, list. 

B. Tub File. 

1. What is tub file? 

A rectangular metal tray, usually mounted on legs, separated 
into channels, to hold pre-punched cards. 

2. Types of tub files . 
... 

a. Vertical 
b. Horizontal 

1 



ORDER WRITING AND BILLING 
STUDENT HANDOUT if 1 

B. Tub File (cont'd.) 

3. What considerations prompt the use of tub files? 

a. Repetitive nature of heading and commodity data 
lends itself to pre-punched cards. 

b. Coding I pricing done by relatively low grade 
clerks at high speeds. 

4. What are factors that affect II pulling speed"? 

a. Sequence of source document. 
b. Size of file. 
c. Type of file. 
d. Average order quantity - cards pulled. 
e. Arrangement. 

5. Comments. 

a. Pull from back of file. (not always) 
b. Pulling speeds; 300-500 per hour. 
c. Numeric description - usually end-printed, ease of pulling. 
d. Alpha or Alpha Numeric - use index cards. 
e. Use blind code to ease further IBM processing 

(serial if punched in every item master card). 

C. Tub File Plans. 

1. Reservoir: Punched cards that need additional punching to be 
ready for billing. 

a. Describe cards used. 

1.) N!A Cards - pre-punched due to their 
repetitive nature. 

2. ) Miscellaneous Data Cards - keypunched due to 
their non-repetitive nature. 

3. ) Body Cards - Partially pre-punched with 
repetitive data. 

Quantity or price may be punched (not both). 
NOTE: Price is usually pre-punched; quantity 
is not us ually pre-punched. 

MS or KP guantity and/or price. 
Extend quantity x price on calculation. 

2 



ORDER WRITING AND BILLING 
STUDENT HANDOUT # 1 

C. Tub File Plans (cont 'd.) 

b. Comments. 

1.) Used where order quantities cover a wide range. 
2.) Order writing usually necessary. Post-billing. 
3.) Two machine steps encountered that may be 

avoided in other plans - keypunching and 
calculating. 

4.) Inventory control is always a separate procedure I 
us ually Balance Forward. 

5.) Pre-billing also possible if back orders are low. 
Use original customer's orders to pull from. 

6.) Minimum number of commodity cards processed. 

c. Review Flow Charts. (Pages 14 - 17) 

As sume order quantities can be of any amount (numbers 
1-14 refer to steps on flow chart). 

1. ) Customer orders edited. Post quantity totals 
to controls. 

2.) Miscellaneous data card punched. 
3.) N/A cards pulled. Cards have identifying punch 

for trade discount. 

Commodity cards are pulled from reservoir tub. 
Cards pre-punched with all necessary data including 
price. Also pos sible dis counts (3 or 4) . 

4.) KP or MS quantity in commodity cards. 
5. ) GP pertinent data including X punch for type of 

trade discount. 
6.) Run orders. Send to warehouse. 
7 .) Reproduce commodity cards. Reproduced cards used 

for Order and Inventory analysis I if done. 
8.) Order decks are filed in open-order file. 
9.) When order returns from warehouse I the order 

decks are checked and any change in amount shipped 
over amount ordered is keypunched or marksensed 
into original order cards. Any further miscellaneous 
data is punched. 

10.) Cards to 604 where BO amount is computed. Cards 
extended and checked in one run. (Quantity x price 
x dis count = Net Amount.) 

3 



C. Tub File Plans 

ORDER WRITING AND BILLING 
STUDENT HANDOUT #1 

c. Review Flow Charts (contld.) 

11.) Run invoices. Sum. Punch AIR card. 
12.) Balance quantity total shipped from accounting 

machine to control sheet. Post invoice dollars. 
13.) Separate cards. Back order cards can then be 

reproduced, the BO field being reproduced into 
the order field in the new commodity card. 

14.) Balance AIR cards to control sheet. 
Show automatic by-products for AIR, ,Sales, 
Inventory. 

2. Denominated Tub File: Tub file cards set up in denominations 
of quantity. Example: Cards for 5, 10 or 100 cases. 

a. Describe cards used. 

1. ) N fA Cards - pre-punched. 
2. ) Miscellaneous Data Cards - keypunched. 
3.) Body Cards - completely pre-punched and pre-extended. 

b. Comments. 

1.1 Like Reservoir in that there is usually no tie-in 
to inventory. 

2.) Name and address cards are pre-punched and 
maintained in a tub. 

3.) Miscellaneous data cards are keypunched. 
4.) Body or commodity cards are completely pre-punched 

and pre-extended. 
5 . ) Quantity field is denominated in most commonly 

ordered quantities. Optimum combination is the 
one that res ults in pulling the fewest cards. 
NOTE: Put some examples on board, e. g. ; 

1-2-4-8, 1-3-6-9-12. 
6. ) Usually not more than 6 denominations. 
7.) No keypunching. other than miscellaneous data card. 
8. ) No need for calculator. 
9 . ) Automatic pricing. 

10.) Automatic discounting when multiple price zones 
used. 

11.) Special prices or "deals" can be mark-sensed. 
12.) Users: Wholesale Liquor, Wholesale Tobacco I 

Wholesale Drugs. 
13.) Discuss list tab device on 402. 
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ORDER WRITING AND BILLING 
STUDENT HANDOUT # 1 

C. Tub File Plans (cont 'd.) 

c. Review Flow Charts. (Pages 18 - 19) 

1.) Point out differences and similarities to reservoir. 
2.) Lead into need for Unit Tub. 

3. Unit Tub File: Each commodity card in the tub file represents 
1 "shipping unit II in the warehouse. Usually the" shipping 
unit" is the smallest quantity the product is sold in. If 
larger packs are sold, these are commonly assigned a 
different product number. 

a. Describe cards used. 

1.) Uses pre-punched N/A cards. 
2.) Keypunch miscellaneous data cards. 
3.) Uses fully pre-punched body or commodity cards. 

b. Comments. 

1.) No calculator required. 
2.) Minimum keypunching - miscellaneous data. 
3.) Limit approximately 5, 000 lines per day. 
4.) Practical inventory limit - 6, 000 items. 
5. ) Automatic pricing - pre-punched card. 
6. ) List Tab Device - device on accounting machine 

which saves machine cycles when listing single 
card group s. 

7.) Inventory Control possibilities using Unit Tub 
will be covered in inventory lecture. 

c. Review Flow Chart. (Page 2 0) 

5 



ORDER WRITING AND BILLING 
STUDENT HANDOUT # I 

D. Master Card Reference Plan. 

This plan is currently widely used - Series 50 equipment and 
multiply device on accounting machine make it very attractive. 

1. What is the card ins ertion device? 

A device on keypunch that allows the card to be released 
to the stacker from the punch station so that a new master 
card can be ins erted at duplication station. 

2. What is prime characteristic of this plan? 

The borrowing as pect; cards are returned to file. This 
allows one card per item per operator and minimized file 
replenishment and price change problems. 

3. Review Flow Charts (Pages 21 - 22) 

a. Use a duplicating keypunch equipped with a 
master card insertion device. 

Item cards are created by duplicating and keypunching. 

b. Master cards (one for each item) are arranged and indexed 
in a file adjacent to the operator to permit easy identi­
fication, selection a"nd refiling. 

c. By borrowing a master card from the file and using it 
for duplicating common data such as part number, 
description, unit price, weight, etc., and keypunching 
variable data such as quantity, the commodity card 
is created. 

d. Associate detail cards with name and address cards. 

e. Common information such as invoice number, customer 
number, etc., is gang-punched. 

f. A 402, 403 or 407 is llsed to prepare a "select" or "ship" 
order. 

g. When office copy is returned by warehouse, the corres­
ponding cards are withdrawn from the II shipment pending II 

file. 
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ORDER WRITING AND BILLING 
STUDENT HANDOUT # 1 

D. Master Card Reference Plan (cont 'd.) 

h. Substitutions and changes are keypunched. 

i. All commodity cards are then extended on a 602 or 604. 
Invoices are prepared. May use multiply device. 

j. Sales and Accounts Receivable reports are prepared. 

4. Comments. 

a. No replenishment problem. 

b. Inventory control possible by balance forward method. 

c. Uniform nomenclature. 

d. Accurate pricing. 

e. Pre-determined warehouse location possible. 

f. System lends itself to order writing and item inventory 
check before invoice is prepared. 

g. Several tubs, i. e., several keypunch operators may 
operate simultaneously. 

h. Sales and Accounts Receivable reports are prepared 
as automatic by-products. 

i. Watch seek and refile time. 

j. Arithmetic and printing can be done on accounting 
machine (multiply device) . 

k. Multiple file practical. 

1. No large card wastage resulting from price changes. 

m. Conserves floor space. 

n. Generally used with inventories of 6,000 items. 

o. Billing volume should not exceed I, 000 lines per day. 
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ORDER WRITING AND BILLING 
STUDENT HANDOUT # I 

E. Bin Plan. 

1. 

2. 

Bas"ic characteristics of plan. , _ __11 
~~(~T~GJto 

Pre-punched commodity cards containing all identifying 
data including extensions are placed in small containers 
alongside merchandise bins. (Refer to pg. 10 I Order 
Writing and Billing Manual.) 

Procedure (Refer to Flow Chart). (Page 23) 

a. Order is received and edit ed at edit desk. 

b. Order is forwarded to warehouse. 

c. Pickers pull commodity cards and the commodity from 
bins. Cards are in bins by denominations. May be 
3 bins for an item; i. e. I 3, 6, 12. Being denominated, 
cards are completely punched or extended. 

d. After checking (like cards for like items and quantity) 
cards forwarded to machine department. 

e. Item cards MS for item discounts. (Item discount 
typical for wholesale drug industry). Explain: 
Card contains gross with 2 or 3 discounts and 2 or 3 net 
amounts. MS appropriate discount for tabulator to 
X s elect proper one. 

f. Cards placed with Header cards, and GP and MS punched 
for invoice running. In line-processing; invoices can 
be shipped with commodities. 

g. Sales and AIR reports are prepared. 

h. Cards are periodically replenished in warehouse upon 
request of warehouse pickers. 

i. Generally used with inventories exceeding 20 I 000 items. 

8 



ORDER WRITING AND BILLING 
STUDENT HANDOUT # 1 

E. Bin Plan (cont 'd.) 

3. Comments. 

a. Inventory Control by balance forward method possible. 
Generally not done, too many items. 

b. Accurate pricing. 

c. No tub files - less space required. 

d. Discounts are more accurately applied due to pre­
punching. 

e. No calculator required. Pre-extended cards. 

f. In line system. 

g. Automatic by-products. Sales, AIR, costs may be 
carried for gros s profit analysis by customer order 
territory, etc. 

h. Consider initial expense of card holders - 14 to 20 
cents per holder. 

i. Accounting machine near dock for convenient invoicing. 

4. Advantages. 

a. No shipment pending files - order and goods picked at 
same time. (Get cards for FREE " so to speak.) 

b. Invoice accompanies merchandise. 

c. Stock selection begins earlier. 

d. Ease of physical inventory. Mark on hand quantity on 
bin card, then process for physical inventory. 

e. Card pulling without tub file clerks. 
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ORDER WRITING AND BILLING 
STUDENT HANDOUT # I 

E. Bin Plan (cont 'd.) 

5. Disadvantages. 

a. Source order not always legible. 

b. Location of items not always indicated. 

c. File maintenance of cards. 

d. Price changes can kill system. 

e. Reduces warehouse efficiency 10-20 %. 

F . Batch Billing. 

1. Definition: Cards batched and commonly processed twice a 
day. Nature of plan requires batching because of pricing 
and inventory pass through calculator. 

2. Procedure. Refer to Flow Chart. (Pages 24 - 25) 

a. Store orders batched. Batches are usually processed 
twice a day. 

b. Keypunch 1 card for each commodity on store order. 
Duplicate store number, KP commodity number and 
quantity. Discuss self-checking number system. 

c. Sort order cards by commodity number. 

d. Merge detail commodity cards behind master and 
receipt cards for each commodity. Return masters 
(unmatched) to file. Master cards will contain: 
Product name, Unit price, Weight, Unit cost, 
Average -cost, Quantity on hand, Item number, etc. 

e. Merge blank new balance card behind each commodity 
group. 

10 



ORDER WRITING AND BILLING 
STUDENT HANDOUT # I 

F . Batch Billi ng (cont 'd. ) 

f. Compute 

1.) old balance plus receipts minus issues. 
Punch res ult into new balance card. 

2. ) new average cost. Punch res ult into new 
balance card. 

3.) cost issue cards. 
4.) extend selling price for issues. 
5. ) weight, cubage extensions. 
6. ) flag below minimum or reorder pOint. 
7 . ) check all calculations. 

g. GP all descriptive information into Receipt, Issue 
and New Balance cards. 

h. Sort by customer number. 

i. Merge new balance cards into Balance Forward file for 
use on next batch. 

j. Merge name and addres s cards with commodity cards. 

k. List invoice. 

3. Comments. 

a. One (I) transaction card for each product line permits 
straight listing, fewer cards I no resets. 

b. Master card requires no fields for extended weight, 
sales I cost. Therefor, these columns are available 
for multiple price s . 

c. Requires no space for tub files. 

d. No file replenishment problem. 

e. Very valuable when performing pre-billing functions 
(without order writing) . 

1.) Less pressure due to machine scheduling 
availabili ty . 

2. ) One (I) or more batches per day. 

11 



ORDER WRITING AND BILLING 
STUDENT HANDOUT # 1 

F. Batch Billing 

3. Comments (cont I d.) 

f. Expensive machine approach - requires 604. 

g. Provides for perpetual inventory. 

h. Could produce a bill of lading I etc. I as automatic 
by-product. 

i. Should be installed for a business doing more than 
5 I 000 lines of billing per day. 

j. Time delay due to batching. 

k. Use pre-printed order form. Easy to keypunch from. 

G. Card Order Converter. (Refer to pages 15-16 Order Billing Manual) 

1. Discuss order booklet and card. Card attached with pre­
printed order form contains: 

a. Pre-punched store number I customer number and 
page number. 

b. Mark sense quantity. 
c. Column levels equal 9-8-7-6-5-4-3-2-i- 10-20-40. 
d. Can have 9-10-20-40 all m~rked. Equals 79. 
e. Can MS punch using Individual or Spread Card format. 
f. Can order up to 50 items in one card. 

2. Discuss Card Order Converter. 

Uses 2 keypunches. One functions as card reader ,one as 
automatic card punch. Machines may be used independently. 
Punch single item cards or multiple item cards. 

3. Ties in nicely with Batch Billing I also direct input to 1401/1405. 

12 



ORDER WRITING AND BILLING 
STUDENT HANDOUT # ~ 

H. Offset Billing Plan. 

Basic Characteristics: 

Item card keypunched with item number, quantity, customer 
number, then offset and filed behind single item master 
in felt bottom file. Master card contains prices I cost I 
description, item number and could contain inventory 
balance. Offset cards are periodically hand pulled I gang­
punched with appropriate information, calculated for 
extensions I then sorted by customer number, hand merge 
name and address card, and invoiced in accounting machine. 

Comments: 

1. Plan similar to Batch Billing except no collator 
and inventory is done after billing. 

2. Normally used to mechanize billing for customers 
with large inventories (10-20 M), and low billing 
volume. 

3. Usually a post-billing operation. 

4. Inventory done on balance forward. 

13 



ORDER WRITIN"G AND BILLIN"G 
Punched Card Approach to Order Writing, Billing 

Reservoir Tub 

N/A 

Customer IQU~itY - - - - - - -> Tot 1 
Order 

I 

I I 
I I 

Edit 

Control 
Sheet 

N/A 

G·p·0 
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ORDER WRITrnG AND BILLrnG 
Punched Card Approach to Order Writing, Billing 

Reservoir Tub 

Misc. 

N/A 

(con It) 

8t----A----:.-. _M......;.._-t 

Detail 

I 
I 

QJ 
L.---....:=.r~~--I- Pic king Balance 

Quantity 
Totals 

N/A 

Repro- (2) 
duce I---";;;'--~-....., Send Picking, Shipping 

I Copies to 

Commodity 

For Order Analysis 
(If Done) 

File in 
Orders 

t Warehouse 

Pending F~ :=~~~--r 
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ORDER WRITING AND BILLING 
Punched Card Approach to Order Writing, 

Reservoir Tub 
(con It) 

Invoice 

Balance 
Totals & 
Post 

Dollars 
To File l' 

N/A 

Misc. 

Destroy 

To Sales 
Inventory 

" AIM 
Detail 

Print 

To Back-Order 
Procedure OPF 
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S. P. 

AIR 

r---"""---_ ® 
AIM 

Tab Tota+-
~c_.fZ 'R9t~-

Balance 
Dollars 

to 
Controls 

To AIR Procedure 



ORDER WRITlliG AND BILLING 
BACK ORDER PROCEDURE 

eceipts 

AIM 

Back Order 

17 

Back Order 

Calculator 
Fill 
Back Order 

Add Receipt 
Card into 
Control and 
Subtract all 
Issues. 

X-punch remaining 
unfilled back 

order card. 

To Inventory 



ORDER WRITIN"G AND BILLIDG 
Denominated (No Inventory) 

Customer 
Order - - - ~ua ity 

Tot s' 

" '\. 
"-

Misc. Data 

Commodity 

N/A 

"­
'\. , , , 

" 
Post to 

Control 
Sheet 

Control 
Sheet 

G. P. 
Customer, Salesman or 
Territory Number 

AIM 
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Balance 
Totals to 
Control 

Sheet 



Group 

Print 

N/A 

Refile 

ORDER WRITING AND BILLING 

S .. P. 

Misc. Data 

Destroy 

Denominated (N"o Inventory) 

Post 
Adjustme s 

to Control 
Sheet 

Invoice 

(con't) 

~ Balance Then into 
AIR ~ AIR 

Procedure 

Commodity 

Sales Inventory 
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ORDER WRITJNG AND BILLlliG 

QUrtiJ Customer 
T tals - - - Order 
/ 

/ 
/ 

N/A 

Misc. Data 

Commodit 

Commodity 

N/A 

G.P. 

Misc. 
Data 

UNIT TUB 

Commodity 

ommodity 

Destroy Sales Inventory 

~ 6.v\vt)"SLv,"c kw'L-O_--:; 
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Product 
Master 

roduct 
Master 

NIA 
Cards 

Order 

Warehouse 

ORDER WRITIN"G AND BILLING 

0 l. 

1<. P. 

CD Card Inser-
tion 

2. 

CD 

CD 3. 

4. 

5. 

G.P. 0 6. 

AIM 

0 Detail 
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MASTER CARD 
REFERENCE PLAl\J 

Master cards se lected 
from file containing one 
card per item (multiple 
files could be used with 
multiple key punch 
operators) . 

Using key punch with 
card insertion device, 
descriptive information 
is duplicated into blank 
cards and variab le infor-
mation is key punched 
into them. A misce llane-
ous data card is prepared. 

Master cards are returned 
to file. 

Name and address cards 
are associated with item 
cards. 

Common information is 
gang punched from heading 
cards. 

Orders are prepunched 
and sent to warehouse. 
Cards are held in pending 
file. 



ORDER WRrrrnG AND BILLrnG 

Invoice AIM ® Detail 
Print 

s. P. 

AIR 
Card 

(]) 
,-I 
·01 To AIR ~ 
0 NIA 
~ 

Misc. 

Product 
Destroy 

Sa les Inventory 

22 



Bin 

N/A 

Invoice 

ORDER WRITING AND BILLIN"G 

2. 

Commodity 3. 
Cards 

G. P. 
& 

M. S. 

AIM 

4. 

6. 

s. P. 
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BIN PLAN 

Order edited and forwarded 
to warehouse. 

In warehouse, pickers pull 
commodity cards from 
bins. Bin cards are de­
nominated, are completely 
prepunched and extended. 
(Cards are periodically 
replenished in warehouse 
at pickers request. ) 

Cards are edited and 
checked. 

Item discounts mark sensed 
or X -punched if using a 
spread card with various 
discounts. 

Name and address cards 
are se lected from master 
files. 

Cards are mark sensed 
and/or common informa­
tion is gang punched. 

Invoices are prepared and 
may accompany commodities. 
Invoice summary card is 
prepared. 

Invoice 
Summary 



Unmatched 
Bal/FWD. 

ORDER WRITlliG AND BILLThfG 

Commodity 

Receipt 
Bal/FWD. 
Inventory 

Calc. 
& 

G. P. 

Blanks 
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1. 

BATCH BILLIN"G 

Orders are batched 
for processing. One 
card punched for each 
commodity. 

2. Commodity cards and 
receipt cards are 
sorted on commodity 
number. 

3. Balance Forward 
Inventory cards are 
merged with other 
cards. 

4. B lank new balance 
cards are merged be­
hind other cards. 

5. a.. New inventory 
balance and new 
average cost is 
computed. 

b. Issues are costed. 
c. Se lling price for 

issues extended. 
d. Below minimum 

and reorder pOints 
are flagged. 

e. All irJ.ventories 
checked. 

f. Indicative informa­
ation is gang punched. 



Inventory 

Invoice 

AIR 
Summary 

.S .P. 

to AIR 

ORDER WRITING AND BILLING 

N/A 

Print 

25 

BATCH BILLING 

6. Cards are separated and 
commodity cards are 
sorted by customer number. 

7. Customer name and 
address cards are merged 
with commodity cards. 

8. Invoices are prepared 
and summary cards are 
cut for automatic entry 
to AIR. 

9. Name and address cards 
are separated from 
commodity cards. 

N/A 

Sales Inventory 



ORDER WRITING AND BILLING 
STUDENT HANDOUT # 2 

Case Problem # 1 

a. XYZ Company processes 300 orders and 300 invoices daily. 
b. Average of 7 line items to an order and also an invoice. 
c. Carry 800 items. 
d. Few price changes. 
e. Quantity ordered almost always falls in groups of I, 3, 6 and 10. 
f. No discounts. 
g. Carry sales figures weekly and monthly for item, customer, and 

salesman. 

r
ase Problem # 2 

_ II a. XYZ Company processes 550 orders and 525 invoices daily. 
VI b. Average 15 line items to an invoice. 

c. Number of items - 5,000. 
(\ I~ d. Quantity ordered varies from 1 to 350 on almost all items. 

"--'8 ~ e. Carry 3 prices for each item dependent on class of trade: 
i. e.; Wholesalers have one price, retailers another, etc. 

f. Carry daily sales figures for sales by item. Monthly sales 
figures on customer, item and salesmen. 

Case Problem # 3 

XYZ Company writes 200 orders and 200 invoices daily. 
Average 5 line items to an order and also to an invoice. 
Carry 20,000 items. 
Quantity ordered almost always falls in groups of 5, 10, 
15, 20 and 25. 
Many oPrice ch~nges - often ti~es1 t~ere are ~rice changes .. ,. '; 
on 10 Yo of the Items weekly. _-~Q.,~~ \Q.A/I.'\ f .. (l-:;;-I.N'\. .::t k·-\.A:J_,'.\.I., ..... ' .•. // 

Case Problem # 4 

~h~~'T 
e. 
f. 
g. 

h. 

XYZ Company processes 300 orders and 300 invoices daily. 
Average of 7 line items to an order and also an invoice. 
Carry 4,000 items. ~ 

Few price changes. C 1> .. IQ/}0. 
Quantity ordered can be any amount to 10 I OOOr I • \ii\ 
Occasional discounts. \~:"'" 
Carry sales figures weekly and monthly for item, customer, 
and salesman. 
Carry 3 prices for each product. 

1 



ORDER WRITING AND BILLING 
STUDENT HANDOUT # 3 

PERTINENT FACTORS CONCERNING BILLING JOB 

FACTORS THAT FAVOR PUNCHED CARD BILLING 

1. Too many items for mental pricing. 

2. Ordered quantities are too great for mental extending. 

3. . Number of items per invoice are too many for mental addition. 

4. Lengthy or complex des criptions . 

5. Customer or pros pect I s customers de mand itemization of data such as: 
Their own stock number, width -- color, quantity of each size. 

6. Time of order -- invoice writings bill of lading can be prepared 
indicating: Number of cartons and weight for each freight class. 

7 . At time of order or invoice writing, labels can be prepared on a 
dual-feed carriage. 

8. Where suggested resale prices are indicated on the invoice. 

9. Where s hipping order and invoice are required. 

10. Where list of customers is fairly static (industry like ribbon 
manufacturers who sell to variety, chain and department stores.) 

11. Where the number of items is many but NOT too many. 

12. Where price changes are INFREQUENT. 

FACTORS ADVERSE TO PUNCHED CARD BILLING 

1. Many heading lines per invoice. 

2. Small number of product lines per invoice. 

3. Large customer turnover. 

4. Many price changes. 

1 



ORDER WRITING AND BILLING 
STUDENT HANDOUT # 3 

Factors Adverse To Punched Card Billing (cont 'd.) 

S. Complicated price and/or discount structure. 

6. Special (non-repetitive) instructions. 

7. Many "Ship To's". 

8. Multiple cards required for description. 

9. Majority of orders require back ordering. 

10. Absence of stock number. 

NO MATTER HOW GOOD THE· BASIC APPLICATION IS 
FAILURE MAY RESULT FROM 

1. Improper approach. 
2. Poor procedure (s) . 
3. Poor code structure (s) . 
4. Poor type design. 
S. Poor form design. 
6. Improper flow of work. 
7 . Poor file indexing. 
8. Rigidity of the system (s) . 
9. Starting at the Wrong time. 
10 . Starting everything at once. 
11. Poor supervision. 
12. Ins ufficient help. 
13. Mal-selling. 

A. Over predicting res ults . 
B. Under predicting time required to obtain smooth operation. 
C. Mal-spe·cifying I such as: 

1. Ins ufficient equipment. 
2. Over expensive equipment. 
3. Improper equipment. 

14 . Poor procedure control. 

2 



ORDER WRITING AND BILLING 
STUDENT HANDOUT # 4 

DETERMINING FACTORS IN A METHODS DECISION 

Heading and Miscellaneous Data Section 

1. Determine the number of customers. 

2. It is important to know the percentage of customers who are active 
during a week or month. 

3. Certain of these customers will require drop shipments which will 
necessitate additional heading information in the form of "Ship To" 
data. From the standpoint of card volumes, it will be well to know 
what percentage of the customers normally require this. 

4. For subsequent accounting applications, a sound and logic~l customer 
numbering system, if not already in effect, should be developed. 

5. A determination of whether or not various customers carry different 
discount rates must be made inasmuch as it is normally constant data 
and will effect subsequent accounting steps. If discounts are not tied 
to a customer, then perhaps they are tied to the item or are determined 
on an accrued volume basis within a given accounting period. 

6. It is necessary to know whether prices will vary by class of customers 
(i. e., dealers and independent) or by zone. 

7 . From the standpoint of subsequent sales analysis reports, it is 
neces sary to determine whether or not customers are handled by a 
pre-designated salesman on a continuing basis or on a split salesman 
basis. 

8. Such a factor as whether or not tax areas are involved in this industry 
will be significant. If prevalent, they can be so indicated in the 
customer master file for those customers concerned. 

9. If sales analysis reports by city, county and/or state, etc. I are 
prepared, the indicative data required for these will in most cases 
result from information punched in the master customer file. 

10. Miscellaneous data which would include method of shipment will be 
influenced by whether or not the customer owns their own trucks and 
ships prepaid or whether the shipment is made collect. 

11. Counter sales and broken lot sales must be considered in any procedure 
development. 

1 



ORDER WRITING AND BILLING 
STUDENT HANDOUT #4 

Heading and Miscellaneous Data Section (cont 'd.) 

12. The method of receiving orders will be significant, some of which 
would include ordering by phone, by mail, through personal pickup, 
or by the direct contact by the salesman. 

13. In many cases, the salesmen or customers may have or maintain 
current catalog or price book, and this will influence coding techniques. 

14. Accounts Receivable data will require invoice number, date, etc., and 
must be considered inasmuch as the constant indicative factors will 
originate from the master customer file. 

Invoice Body Section 

1. The average as well as peak number of invoices per day must be 
determined. 

2. The average number of line items per invoice is another vital figure. 

3. The total number of items carried will influence procedure decisions. 
Whether or not the items have numbers assigned is a factor that must 
be considered initially. If not assigned, a logical coding system must 
be devised. 

4. A study of existing item codes is necessary in order to determine 
frequency patterms, numeric and alphabetic content, number of digits, 
etc. 

5. Out of the total number of items, there will always be some that are 
more active than others within a day or week. This percentage of active 
items will influence future systems planning. 

6. Many times there will be item class differences which will affect the 
price and discount structure. 

7 . The manner in which items are located within the warehouse is a 
significant factor for future planning. 

8. Item nomenclature is a definite factor both as to complexity and length. 
Whether or not it can be shortened to a noun description will affect 
future planning. 
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ORDER WRITING AND BILLING 
STUDENT HANDOUT # 4 

Invoice Body Section (cont 'd. ) 

9. In planning the system, the range of quantities for each item maintained 
in the warehouse must be determined. Maintaining a quantity of 
I, 000 of one item as opposed to a quantity of 100 of one item in the 
warehouse will affect the procedure to be employed. 

10. The determination of how many of the total items stocked are fast 
moving as opposed to the number that are slow moving must be 
determined. 

11. The normal range of quantities normally ordered out of the warehouse 
is significant. For example, do orders normall call for: 

I, 1-3, 2 - 5, 4 - 6, 5 - 8, 7 - 10, over 10. 

12. General pricing structure is a major factor. Listed below are some 
typical variations which would affect a proposed procedure. 

A. Where cost is used as a base point and will vary between 
class of customer. 

B. Often times there will be a pre-determined list and net 
regardless of class of item or customer. 

C. List and net could differ based on the class of customer only. 

D. Whether the customer is presently postbilling or prebilling 
will affect procedural considerations. 

E. The manner in which the inventory is maintained and priced 
will affect the design of the system. 

13. The extent to which minimums and maximums are maintained and the 
method of maintaining them should be considered. 

14. A deciding factor on the systems approach taken will depend on whether 
or not the merchandise ordered must be shipped immediately or during 
the same day. 

15. Whether or not the computed invoice must accompany each shipment of 
merchandis e is an important factor in planning the system. 

16. Frequency of price changes can be highly significant as well as the 
percentage of items normally affected. 
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ORDER WRITING AND BILLING 
STUDENT HANDOUT # 4 

Invoice Body Section (cont 'd.) 

17 . The method of reordering from the supplier should be carefully studied 
as to whether it is based on minimum computed balances or based 
merely on past experience. 

Computation Section 

1. Discounts are a subject in themselves. Whether or not they are 
computed for each line item, by class of item, or based on total 
purchased for a given period are important factors and must be 
thoroughly studied. The subject of discounts is of paramount im­
portance to any systems planning. 

2. Sales tax can be variable between type of item or type of customer 
or location. 

3, Whether cost is extended together with list and net will influence 
subsequent sales analysis reports. 

4. During calculations, the extension of weights or determination of the 
number of cartons, as well as the normal dollar extensions, will 
influence calculating capacity and type of calculating equipment. 

5. In regards to commission accounting, the necessary percentage ex­
tensions, either on a per line item or per invoice basis, must be 
considered. 

6. Sales analysis reports can be prepared in any number of ways; i. e. , 
by customers, salesmen, state, trade area, clas s of item, and type 
of customer, to name a few. The necessary extensions in the detail 
transaction cards must be planned carefully in order to accommodate all 
of the necessary sales analysis requirements. 

7. Whether or not year-to-date or month-to-date cumulative sales 
analysis figures are used is another significant factor. 

8. If open item accounts receivable is used, the aging frequency is an 
important consideration. 

4 
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STUDENT HANDOUT NO. 5 



r 

TO 

L 

PURCHASE ORDER 

REQ. 

DARNO SUPPLY CO. 
1000 CARROLL STREET 
CLEVELAND 14, OHIO 

NATIONAL ENTERPRISES INC. PLANT NO.1 BUFFALO, N. Y., U.S.A. 

DATE 1/4/6- IORDER No. 13752 

-------------IMPORTANT-------------
.HOW OUR COMPLETE ORDER NO. ON ALL INVOICE •• 

PACKAGE. AND .HIPPING PAPItR •• 

ADDRESS ALL MAIL TO: BUFFALO, N. Y. 
ROUTING 

OVER •• La •• AND L.C.L. AS SPItCII'"IED, OTHItRWISE. 
0-20 LB •• -PARCEL POST 

21-3. LBS.-EXPRESS 
CARLOAo--SEE TERMB AND CONDITIONS ON REVERS. 

SHIP TO BUFFALO VIA BLORE-IF OVER 35# F O. B. SHIPPING POINT L 60083 
QUANTITY 

1000 

ORO. BY 

539 

DESCRIPTION 

3642210 PLASTIC CONTAINERS 

SH I P 4/15/6-

ITEM PRICE 

.147 EA. 

TERMS NET 30 
DAYS 

nBLUE PRINT ATTACHED MAKE TO ENG. CHANGE OR RELEASE NO. 
ORDER OR REFERENCE NO. ACCOUNT NO. 

3642210 920-2004 
I DEPT. CHG., APPRO. NO. COMMITMENT 

2 
Subject to the Terms and Conditions on the back hereof 

which are incorporated and made a port hereof. 

~~ TIONAl ENTERPRISES INC. 

~~t#'. 5ki~- - -' 
PURCHASING1NT 



ORDER WRrrrnG AND BILLIN"G 
~-----------------------------------------------------------------------

5 
o 
L 
o 
T 
o 

5 
H 
I 
P 

T 
o 

I --­
I 

1-

SHiPJ"'[D 

'./tA 

T[RMS: 

INVOICE 

GENERAL MANUFACTURING COMPANY 
ENDICOTT, NEW YORK 

SQUARE DEAL OIL CC 
255 ESSEX STREET 
CLEVELAND OHIO 

ARNOLD SIMPSON 
1487 SMITH ST 
CLEVELAND OHIO 

TRUCK PREPAID 

2 PCT 10 DAYS 
CUSTOMER'S ORDER NO 

487629AL 

NET 30 
SALESMAN'S NAME 

NELSON 

MAKE '''LL CHECKS PAYABLE TO 

AND fORWARD REMITTANCE DIRECTLY 

TO 

GENERAL MANUFACTURING COMPANY 
ENDICOTT, NEW YORK 

INVOICE 

SALESMAN'S NO I DATE I NUMBER 

6 9 1 2; 3 :tl 12345 
QUANTI ry DESCRIPTION "'II COMMODITY NO UNIT PRI~E AMOUNT 

2 5 

20 

2 

35 

3 

35 

5 

S Q 

S Q 

S Q 

SHANK 

SHANK 

SOCKET 

RIG I D 

RIG I D 

RIG I D 

21103 

51105 

26104 

ADJ ADAPTER SQUAKE 23702 

ROUNC SOCKET SWIVL 55706 

FLAT TOP SW IVEL 

! F L A~T TOP S W I VEL 

33202 

53209 
i FRE IGHT 

1177 
411 

2: 4 4 

2122 

~51 

2:79 

5i 0 5 

I 
I 

4 4!2 5 , 

8~20 
4i 8 8 

I 

71: 70 

1 ~5 3 

9~65 
25

1

25 

1117 
3 521 63 * 

-.--------------'--------------________ ...a...-___ --'-__ ---'-_--'-___ --'-_----' 
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o 

o 
o 

o 

o 

o 

o 

o 

o 

o 

o 
o 

o 

ORDER WRITIN"G AND BILLThfG 

FURNISHINGS INCORPORATED 
o 

LANSING. MICHIGAN 

ORDER 0 
ACKNOWLEDGEMENT 

SOLD TO 

JAMES WHITE & co. 
1306 POYTON STREET 
CARLSBAD,N.Y. 

SHIP TO 

JUL'US BLOZEN WAREHOUSE 
206 LYRIC AVENUE 
ENDITOWN,N Y 

V I A H A Z E·L TIN E E X PRE S S 
QTY. DESCRIPTION 

1 CHAIR WING 
WALNUT 
FABRIC 12 
BLUE 
FOAM CUSHION 

1 CHAIR OCCASIONAL 
MAHOGANY DARK 
FABRIC 32 
GOLD 
DOWN CUSHION 

1 COFFEE TABLE 
MAHOGANY DARK 

FREIGHT 

CUSTOMER DATE 

23692 12/14/ 

TIO GEO. ,'WAN 

2 10 152 

216 06 12 03 01 

239 03 16 08 02 

109 03 

/ 
CUST ORDER':' 1111 I I 
NO.' DATE NO. I~ ~ ~~ QTY. DESCRIPTION 

.- ., ",::I I I 

ORDER NO. o 
12467 

o 

o 

o 

UNIT PRICE o 
179.50 o 

o 
69.50 o 

o 
26.90 o 
34.00 o 

ITEM ~ ~ ... ~~ ~ PRICE 
NO. i i'I!,~g;.J ::l 

\&: ~~~8 L;: 

o 0 0 0 0 0 0 0 010 0 0 0 0 0 COO I 0 0 0 II 0 0 0 0 0 0 0 I 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 I 0 0 0 I 0 I 0 I 0 0 010 I ~ 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 
12345. II. '11011'2'3"'5' I ,.11202,2223242521272121:1113,32333435313131394114,42434445414 4 .. t50515253r.1555151515t&oIII2II3M~IIIH'''70n7273147571777tl1l11 
1111111~ 1,11111111111111111111111111111111111111111111111111111111 ~ 111111111111111 

1222121122122212221222212222222222222222222222222122 2 2 212 2 2 2 2 2 2 212 2 ~ 222222222222222 

31 3 3 3 3 313 3J 3 3 3 3 3 3 J 3 3 3 3 3 3 3 3 313 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 13.3 3 3 3 313 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 

444444J4i4444144444444444444444444444444444444444444444444444~44~444444444444444 
555555~5~555555 555515555555555551555555555555555555555555555~155555555555555555 
661666~6J666661 66666666666666616666666166'6666666161666666666~666666666666666666 
1 7 1 7 7 7717 111 77 1111 7 7 7 7 1111111111111111111 7 7 11 7 11111 7 7 7 7 7 7 7 1 7 7 7 1717 7 1 7 7 7 7 7 7 7 77 7 7 1 7 11 

a a a 88 8 ala 8
1a a a a a a B 8 a a a a a a 8 8 al a B a 8 88 a a a 8 8 8 8 a 8 8 8 8 B B B B 8 8 8 B B B 88 a 8 8 88la B 8 8 B 8 8 8 B B8 8 88 8 8 a 8 

999199J9J9999999999999999999119919999999999999999999999999999~999999999999999999 
12345. III '1IQII121314151 11111920212223242521272121 3132333435363131394114142434445414H'4I505152535455.5HI.II"I2II3M~III7".70117273747571777t7t1l 
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Customer 
Order Set 

Priced 

I 
I 

W 
Original 
Copy 

\Y 

Shipping 

Picking o Invoice 
V Copy 

Edit 

Orders Pending 

Picking 
Copy 

4 

MANUAL FLOW CHART 

ORDER WRITING & 
BILLING 

Order 
I----~ Analysis 

Warehouse 
I----~ Selects 

Items 

Note 
Amount 

Shipped 



ORDER WRITrnG AND BILLrnG 

compute 
~-"'-I Back Order 

Amount 

Back Order 
Copy 

Accumula-

-.--...... ~~.---"'-.~ .. ~ ... , ...... -... --.---.--... -----

AIR 

Sales 

Inventory 

5 

MANUAL FLOW CHART 
(C ontinued) 

Check all 
t---_~~Calculations 

Invoice 



[J--- ---
N/A 

Commodity 

Order 

Warehouse 

ORDER WRITIN"G AND BILLIN"G 

l. 

2. 

3. 

4. 

5. 

N/A 

G.P. 

A.M. 

6 

GENERALIZED PUNCHED 
CARD ORDER WRITIN"G & 
BILLING 

Custom er order s are edited 
and coded. 

Name and address cards and 
commodity cards are pulled. 

Miscellaneous data cards 
punched and commodity cards 
mar k sensed or key punched. 

Pertinent data gang punc hed 
and necessary mark sensing 
performed. 

Orders produced and routed 
to warehouse. Cards to open 
order file. 

j1~& s~7 

~~);J-1~ 



ORDER WRITING AND BILLThfG 

~ V ---
Warehouse 

A­
I 

Order 

Invoice 

Invoice SC 
s. P. 

AIR PROCEDURE 

K.P. 

AM 

7 

GENERALIZED PUNCHED CARD 
ORDER WRITING AND BILLING 

(con It) 

6. Orders returned from ware­
house. Items not available 
are marked for back order. 
Cards pulled from open order 
file. 

7. Any further miscellaneous 
data is punched. Items for 
back orders are "X" 
punched. 

8. Extensions made. Taxes, 
freight, et cetera may be 
calculated. 

9. Invoices are prepared. Invoice 
summary cards prepared for 
accounts receivable. 



Misc. Data 

Back 
Order 

ORDER WRITrnG AND BILLrnG 

N/A 

Commodity 

Sales 
Analysis 

8 

GENERALIZED PUNCHED 
CARD ORDER WRITING 
AND BILLThfG 

(con It) 

10. Cards separated and filed. 
Bac k order cards held for 
back order procedures. 



QUANTITY 

ORDER WRITlliG AND BILLING 

ORDER 

GENERAL MANUFACTURING COMPANY 
ENDICOTT, NEW YORK 

MANUFACTURERS OF CASTERS 

.. ---..... --------

PLEASE SHOW COMMODITY NUMBER 

DESCRIPTION 
COM MODITY 

NUMBER PRICE 

OFFICE USE ONLY 

CREDIT DEPT. OK ____ _ 

3 DATE TO ~ 
BE SHIPPED ... 'lI ) 

(j 

12345 

~~=-~-+---------------------41~~~--+-----~----------------­
i 

~-----+--------.. - ..... ----. 

1-------+---_········_----_···· 

ALL PRICES SUBJ£CT TO CHANGE WITHOUT NOTICE 

DELIVERIES WILL BE MADE FROM NEAREST BRANCH 

... -+-------t-----t------

I '·1-"-
.. +--_ ... -. --1----.--+------

I 

I 

I - LIGHT DUTY 

2 - MED. LT. DUTY 

3-LT. MED. DUTY 

4- MED. DUTY 

5 - MED. HVY. DUTY 

6 - HEAVY DUTY 

CUSTOMER'S AUTHORIZATION 
TO PURCHASE 

a.~. 

BRANCHES ARE 

LOCATED IN ALL 

PRINCIPAL CITIES 

~--------------------------------------------------------- .. ----
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TYPE Inventory Pre-Billing Stoc k N umber Key Punch List or 
is of and Descrip- Quantity Price and/or Calc Tab. 

Reflected Post-Billing tion in Card Mark Sense Inv's. 

I 
Pre ! Yes I 

Reservoir No or Yes No I or Yes Yes List I 

Post No 

LJ:9jf,4.B 

Yes Pre a"L 
!Denominated or or Yes Yes Yes No No Tab. 

No Post 

Unit Yes Pre Yes Yes Yes No No Tab. 



The llrn~ 
card order 

~ catalog 



GENERAL MANUFACTURING COMPANY 

DATE JJ~~L,.A./ .3/ ~HEET~OF~ COST OF SALES 

COMMOOITY UNIT COST QUANTITY liil 
III! 

SALES AMOUNT COST AMOUNT GROSS PROFIT 

1'1 2 Q2 ~6 6 4 763 6 3 3;2 9 5 0 616 3 1 2 6~6 6 
13102 ;673 1329 111 6;3 6 8 9 414 8 22 1\8 8 
14202 l7 0 9 479 4 2 115 2 3 3 917 0 8 1~8 2 
14203 ;768 379 3 6 3\8 4 2 9 llo 8 7 2!7 6. 
14702 j8i0 917 9 9 013 6 7 4 217 7 2 4 7-i5 9 
15102 1968 414 5 0 019 4 4 0 017 5 1 0 O~l 9 
16102 li225 493 7 5 4~2 9 6 0 3~9 7 1 5 013 '2 
16103 1;263 869 142 511 6 

1 ~ ~ I!~ ~ 3 2 7~5 7 
17203 1;300 519 8 4 017 8 1 6 610 8 
21103 ll3 3 4 649 11 2 8;9 3 8 6 5;7 6 2 6 3~1 7 
21302 113 6 9 527 8 7 411 7 72 1]4 6 1 52171 
21502 1/480 552 1021;20 8 1 6;9 6 2 0 4;2 4 
23103 1~5 08 354 6 9 318 4 5 3 31a 3 1 6 OlO 1 
23104 115 1 7 315 5 9 Sl3 5 4 7 7la 6 11 7j4 9 
23302 1151 7 280 5 5 116 0 4 2 4j8 6 1 2 617 4 
23303 1;636 326 6 6 5jO 4 5 3 3~3 4 1 3 1L7 0 
23304 lj653 852 182 3;2 8 1 4 0 al3 6 4 1 4j9 2 
23702 1;71 0 903 2004166 1 5 4 4~1 3 4 6 OlS 3 
24204 li8 42 457 1 0 9212 3 8 4 lf7 9 2 5 Of4 4 
261 ()I. /. ., - .. """ ~:1'\ A ..... ""-~:",,, n ~.~~ -



SIt££T -i--O,-.£. ~ERAt. MANurACTURlNG COMPANY 

SALES BY CUSTOMER - COMPARATIVE OATJ;: Eh~~ LA ~/ 

TRAO.E ·~~il ~. I~"'M' SALES SALES SAlLS 
CUSTOMER flAME CUSTOMER No. LOCATlOM CLASS SALtSIUN cu.ss THIS MONTH YEAR TO DATE LAST YEAR 

STATE Icrrr 
! 

NEW MEXICO COMPANY 59751 41 143 968 13 67 1 1 1 8~0.1 134 8il 0 1253123 
5975~ 41 143 968 13 67 2 14 8~ 5 148145 
59751 41 143 968 13 67" 3 15028 3290t31 2432108 
59751 41 143 968 13 67 4 2 8la 8 184912 6 1·40,100 
59751 41 143 968 13 67 5 489110 2859132 2220146 
59751 41 143 968 13 67 6 88417 0 8'8 4i7 0 11 4!0 4 

.1 81 8~ 2 0 1038 Oil ~ 0 7426181 c 

NEITON PARK AND CO 61043 1~ 6~ 417 4 18 1 6i 2 6k2 
61043 11 61 417 4 1.8 2 11 714 0 8479152 608 2jO 8 
61043 11 61 417 4 18 3 11166 147 8!7 9 122 6i9 2 
61043 11 61 417 4 18 4 4 5 6;90 2599.153 198 4i2 0 
61043 11 61 417 4 18 5 328iso 32 8i5 0 3 3110 3 
61043 11 61 417 4 18 6 2424155 3565143 14'03101 

334Si3 0 164571890 11027;24 (I 



N 
o 

SHEET--L-OF~ 

SALESMAN"S 

MACY 

NELSON 

NEV INS 

NORDEN 

POTTER 

REVERE 

TANNER 

W IlSON 

NAME IpU~'1 "UMIER 

67 

69 

71 

74 

76 

79 

81 

-85 

-

GENERAL' MANUFACTURINGCOMPA,.y, 

SALES ·BY SALESMAN DATE AU!I4ft~ ~L 

~I~ 
RETURNS AND 

I I SALES ALLOWANCES NET SALES COST OF SALES GROSS PROFIT 

i 
7621[43 525175 709516 S 53 S 1185 1 713183 

1694 3!3 2 3 7 8!4 5 1656 4!8 7 1258 3j5 9 J 981/28 

j 

i 
6622184 6622184 5039139 158 '14 5 

.4 3 62f3 5 4:3 62135 :3 335141 1026194 

6112101 18.S172 5923129 4556109 1367120 

10397149 a. 61117 10136132 77 921S 4 2343148 

i 
9357t31 93' 57131 7106169 2250162 
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ORDER WRITING AND BILLING 

SHEET~F'...3.- GENERAL MANUFACTURING COMPANY 

SALES BY STATE DAn;: 19.1"£ ~'" 31 

TRADE COIlIi SALES AMOUNT COST AMOUNT 

I 
GROSS PROfIT 

STATE CLASS CLUI SALES AMOUNT COST AMOUNT GROSS PROm BY STATE BY STATE BY STATE 

41 170 1 171185 133161 3812 4 

I 
41 170 3 2179 211 5 164 
41 170 4 183115 :t. 4 oi9 9 42116 
41 170 6 2547115 'I.J9 41i5 4 605!61 

2904194 * 2218F 9 * 686\65* i 
41 416 2 47180 3 6i8 4 10;96 
41 416 3 107160 82ia8 24172 
41 416 4 116150 9 Oj7 9 25171 
41 416 5 46029 34 4i4 4 115185 
41 416 6 21!33 17108 4~ 5 

753 j5 2 * 572 1°3* 181149* 

41 968 1 118:01 94:55 23:46 
41 968 2 148145 115!16 3 3~ 9 
41 968 3 150~8 115197 3 413 1 
41 968 4 2 8io 8 22150 5i58 
4J. 968 5 489i10 371,i92 11 711 8 
41 968 6 884170 671145 21,) 25 

4181r7 1818162 * 1391~55* 427 1°7* 5477 08 1295 21 

47 147 1 220~5 1T6t71 43:54 
47 147 2 215i!55 177!O5 38!s0 
47 147 3 21721 167~4 4997 
47 147 4 9625 72~0 24P5 
47 147 6 4390112 3356!75 103337 

513938 * 3949f5* 1189~3* 
! 

47 240 2 9604 7389 2215 
47 240 5 292.95 225145 6750 
47 240 6 247i17 19788 4929 

44 4 7} 7 636l.6 * 497~2* 13894* 5775 ? 41 1328 ~7 
~ i I - -
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cz:: liTEM YEAR TO DATE PERIOD ! %' ~ 
~ ~.... / SALESMAN ITEM SALES GROSS ENDING ~ ~ ~ 
:z:..... >- >- / CODE .... - <> 

~ ~ 0 ~ ~ CUSTOMER AMOUNT PROFIT MO./DAY/ YR. :;! 0 !!'l 0 : 

f-~~·r~ o'-folo 0 01 0 0 0 a 00 0 0 0 0 0 0 0 0 000 0 000 0 0·0 il 0 0 0 0 0 0 0 0 0 00 '0 0 0 0 0 0 0 0 0 0 0 0'0 0 0 0;0 010 0 0 0 0 a a ~O ~ ~o ~ 0 
6 7 8 9 1011 12 13 14 IS 16 17 18 19 202122 23 24 2S 26 27 28 28 30 31 32 3l 34 3~!~ 37 38 ~ ~ 41 4243'" 45 46 47 .. :49 5(j 51 52 sa 54 55 56 57 58 59 60:61 6216364165 66:67 68169 7071 72 73 74 75 76171 78 79 80 
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I I I I I 
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~ u 444.4444 D ISTRIB UTI 0 N 444444444444444 4 44:4444444 4 4 4 4 4:4 444:44:44 44444 444 4444 
w 1 ACCOUNTI~G I I I' 
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1

6 6,6 6 616 6 6 6 6 6 6 5 6 6 6 6666666 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6;6 6 6 6 6 6 6 6 6 6 6 6:6 6 6 6:6 6:6 6 666666666 6 6 6 

I I . I I I " I 1 '7 7 7177717117 7 717 1 777 7 f11 7 1 7 1 7 111 7 7 7 7 111 7 1 7 777 7 7 7 7 1 711 7 7 7 17 7 7 7 7 7 71] 7 7 711 7:7 7 7 7 7 7 7 7 7 7 7 777 

1

18 8i8 8 a 88
1

83

1

:88 8,8 8 8 S 8 8 8 3 8 8 8 8 8 8 8 8 8 8 8 8888,8 e 8 8 8 8 8 8 8 8 8 8 sis 8 888888

1

8 a 8 al8 a 8 8ia 8;8 S

l

8 8 8 a 81
/
8 8 8.

1

8 8 8
1

8 

9 919 9 9 9 g'g 9 9 9 g!g 9 9 9 9 9 9 9 S 9 999 9 9 9 9 9'9 9 9 9 9·9 9 9 9 999 9 9 9 9 9 9'9 9 9 9 9 9 9 9 9 9 9 9:9 9 9 919 9'9 9 9 9 9 9 9 9 9 9 9 9 919 
1 2 3 4 5 , 71. 9 10 11 12!1314 15 1& 17 11 19 2Q 21 22 2324 2S 26 27 28 2i 30131 121134lSl3S 3738 19 ~ 41 4243 44 ,45 44i 4748

1
49 50 51 52 53 54 55 51) 57 5159 &0 &1 62 ~ 54'65 &6 '&1 58 69 7071 72 731,4 75 76!77 7. 79180 

11M A'''241·X 



ORDER WRITlliG AND BILLING 

YTD 

Sales 

AIM-

Sales 

S. P. 

SALES ANALYSIS PROCEDURE 

Commodity 

AIM-

1 

Sales 

Commodity cards are 
periodica lly sorted with 
year to date cards in 
various sequence. 

Various sales analysis 
reports prepared and 
current summary cards 
cut. 

- Analysis 

Note that billing procedures may provide 
automatic entry into other procedures, 
air, sales analysis, inventory, etc. 

Proof of 
Summaries 

23 



I NVENTORY STOCK STATUS REPORT Date ----( 

Stock Descr.ip. 
I 

Reserved Availqble Min. Standard )btt, L Old Receipts Issues Adjust On On ~ I b No. Bal. Hand Order Bal. I Order cb ltJ 
I 
I a Quantity LG~~ J 

~ " w AM + + + + ~ - cr = - = - a - -
-

1234 Bolt 150 25 40 10 145 30 175 100 ~ 
1235 Nut 300 50 150 25 cr 175 50 225 150 trJ 

z 
1236 Screw 500 100 300 100 cr 200 100 .300 400 . * 1000 I-j 

1237 Nail 400 350 50 cr 200 100 100 200 * 8000 @ 
Kl 

\ 



/ l'7-",> U 
I !.INIT '-r ON 

I.j 

- 011 () fJ..~ OATE C STOCK U ON - ;: -
1V0. IJES C /11 PTI(JA/ M COST HAHO ORDEN RESER- AYAlt,. MINIh/. =: PATE OF/AS/lt 

VEl) S.O. Q. ACTIV. 
l!l 000000 00000000000000000000000 o 0 000000 000000 o 0 0 0 0 o 0 0 0 0 000000 o 0 0 0 0 000 0 0 o 0 0 0 0 000000 
V 1 2 3 4 5 6 7 8 9 10 11 :2 13 14 15 16 ;7 18 i9 20 21 22 23 24 25 2F 27 28 29 ~O 31 32 3:53435 3C 31 38 39 '0 .14243 445464748 49 5C 51 5253 54555651585 6061 6263 6 656661 686 70 11 12 7374 ,51617 18 19~G 

~ 111111 11111111111111111111111 11 111111 111111 11111 11111 111111 11111 11111 11111 111111 
'< 
-I. 222222 22222222222222222222222 2 2 222222 222222 2 2 2 2 2 2 222 2 222222 2 2 2 2 2 2 22 2 2 2 2 222 222222 
« 
en 333333 33333333333333333333333 3 3 333333 333333 3 3 3 3 3 3 3 3 3 3 333333 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 333333 

444444 44444444444444444444444 44 444444 444444 4 4 4 4 4 
>-. 

4 4 4 4 4 444444 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 444444 

cr: 555555 55555555555555555555555 5 5 555555 555555 5 5 5 5 5 5 5 5 5 5 555555 5 5 555 555 5 5 555 5 5 555555 0 
+-
~ 666666 66666666666666666666666 6 6 666666 666666 6 6 6 6 6 6 6 6 6 6 666666 6 6 6 6 6 666 6 6 6 6 6 6 6 666666 
lJ.L 
> 777777 77777777777777777777777 7 7 777777 777777 7 7 7 7 7 7 7 7 7 7 777777 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7.7 7 7 7 
~ 
t-r 888888 88888888888888888888888 8 8 888888 888888 8 8 8 8 8 8 8 8 8 8 888888 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 888888 

999999 99999999999999999999999 9 9 929999 999999 999 9 9 9 9 9 9 9 999999 9 9 9 9 9 999 9 9 9 9 9 9 9 999'999 
1 2 1 4 5 " ' 8 9 10 11 12 13 14 15 16 11 18 19 20 21 12 23 24 25 26 27 28 29 ~O 31 32 33 34 35 36 37 38 39 40 41 47 43 44546 47 48 4950515253 ~ 5~ ~5 57 58 5 6061626364 6566676865 7071 72 n 74 75 76 77 18 79 ~O 



Number 
Quantity of Unit 
Ordered Orders Cost 

12,000 1 .85 

8,000 1.5 .85 

6,000 2 .85 

5,000 2.4 .85 

·4,000 3 .90 

3,000 4 .90 

2,000 6 01=: • vv 

1,000 12 1. 00 

MATERIAL COSTS 
Per Unit 

1-1000 
1001-2000 
2001-4999 
5000 and over 

$1. 00 
.95 
.90 
.85 

DETERMlliATION OF STANDARD ORDER QUANTITY 

Average Acq uisition Costs 
Average Inventory Maintenance 
Inventorv Cost Order Cost Freiaht Material Total Cost 

6,000 5, 100. 00 10.00 20.00 10, 200.00 10, 230.00 1, 275.00 

4,000 3,400.00 15.00 30.00 10,200.00 10, 245.00 850.00 

3,000 2, 550.00 20.00 40.00 10,200.00 10,260.00 637. ED 

2,500 2, 12-5. 00 24.00 48.00 10,200.00 10,272.00 531. 25 

2,000 1, 800.00 30.00 60.00 10, 800.00 10,800.00 450.00 

1~ 500 1, 350. 00 40.00 80.00 10,800.00 10, 920. 00 337.50 

1,000 950.00 60.00 120.00 11,400.00 11,580.00 237.50 

500 500.00 120.00 .240.00 12,000.00 12,360.00 125.00 

ORDER COST = $10 per order, ANNUAL UNITS 12,000 

I 

and $20 Freight 

COST OF rnvENTORY MAINTENANCE = 
25% of the cost of the Average Inventory 
on hand. 

Total 
Cost 

11, 505.00 

11,095.00 

10,897. 50 

10,803.25 

11, 340.00 

11,257. 50 

11,817.50 

12,485.00 



SAFETY STOCK REPORT 

i\~ 
Monthly Sales or DelTIand C jllC r No. of C 

Lead \.-
(Past 12 weeks) Aver. Anti- Wks. of 

TilTIe Lead ci- Avg. DelTIand 
In TilTIe pated Ordel Wkly~ Coveredby 

Item 1 2 3 4 5 6 7 8 9 10 11 12 Wks. Min. Usage Stock Qty. Usage Order Qty. 

1 10 10 10 10 10 10 10 10 10 10 10 10 1 12 10 2 150 10 15 
2 5 10 3 1 7 9 15 13 14 7 5 10 3 30 25 . ~5- 35_ 8 5 
3 7 8 7 5 6 9 8 6 7 9 5 7 2 18 14- 4 100 7 14 
4 10 10 10 10 10 10 10 10 10 10 10 10 2 5C 20 30 200 10 20 
5 10 11 9 12 8 10 122 11 9 11 15 10 4 45 40 5 200 10 20 
6 5 10 3 1 7 9 15 12 18 5 1 15 2 30 17 13 25 9 3 

~ ~~~ 
Observations: 

flu ..... 
I <.9 

I 

-Air' w~~-;-R@ML 
1. Items #2 and #6 have short order cycles and fluctuating demand. Therefore, the safety 

stock requirements should be high. 

2. Items #1, #3 and #5 have long order cycles and fairly constant demand. Therefore, the 
safety stock requirements should be lo~" 

3. Item #4 has a very constant demand and a long order cycle. Yet the safety stock 
carried is large. This does not seem to be consistent with good inventory policy unless 
an extremely high level of service is required. 



Company 

Situation -

Procedure -

INVENTORY 

STUDENT HANDOUT #5 

DISTRIBUTION BY VALUE REPORT 
(Si tuation and Procedure) 

Sureship Wholesale, Inc. 

One warehouse which stocks 10,988 items 
Sales last year were $33,047,690 

To prepare a distribution by value report. The following 
instructions are given: 

1 . Calculate dollar annual sale s for each item in inventory 
by multiplying the unit cost times the number of units 
sold in a year. (Cost dollars are used in order to be 
comparable with inventory figure s which are usually 
expressed in that measurement.) 

a. This we can get easily from the line item cards 
from billing which became the is sue cards for 
inventory. 

b. We may have even carried this along in the 
balance card. 

2. Sort all items by dollar annual sale s in de scending 
sequence. 

3. Print a list from the se ranked items, include as much 
indicative information as possible, such as description, 
unit selling price, product class, etc. As a minimum, 
print the item number, the annual units sold, the 
unit cost and the annual dollar sale s. 

4. Starting at the top of the list, compute a running total 
item-by-item of the item (or card) count, the dollar 
sale s and inventory value (if available). If all items 
are listed, the tenth item on the list would have the 
figure "10" in the cumulative item count column and 
the sum of the annual dollar sales for the first ten 
items in the cumulative dollar sale s column. 

1 



INVENTORY 

STUDENT HANDOUT #5 

5. Compute and print for each item, the cumulative percentage s 
for the item (or card) count and cumulative dollar sale s. 
These percentages are required only for a few selected 
items and may be easily computed by hand, if necessary. 
(In the illustration, item S 5251 is the 1099th item down the 
list - which means that it falls in the upper 10% of the items. 
The top 10% of the items account for $18, 209, 277, or 55.1 % 
of the cumulative annual sale s. ) 

Results - It is apparent from a perusual of Sureship's list that.a small 
number of the items provide a large proportion of the dollars. taken 
in as income. Specifically:. 

1. The top 1 % of the items account for nearly 18% of the dollar 
sales. A mere 110 items account for nearly one-fifth of the 
sales or close to $6, 000,000 annually. 

2. The upper 5% of the items account for 40% of the sales. 

3 . The upper 20% of the items account for over 71 % of the sale s . 

4. The upper 60% of the items account for 95% of the sales. 
Conversely, the lower 40% of the items account for only 
5% of the sales. 

Many businessmen will be amazed at these figures, especially 
if done on their own company. 

2 



lliVENTORY 

SURESHIP WHOLESALE, INC. 

Item No. 
Item (Cord) 

% 
Annual Unit Annual Cumulative % 

Count Units Cost S Soles S Soles 

T 7061 1 .01 51,553 3.077 158,629 158,629 .48 

S 6832 13 .12 243,224 .317 77, 102 1,652,385 5.0 

S 7036 43 .39 98,406 .470 46,251 3,304,769 10.0 

G 9655 81 .74 6,768 4.876 33,001 4,957,1.34 15.0 

T 3320 93 .85 4,250 7.369 31,318 5,254,583 15.9 

K 8946 99 .9 44,560 .675 30,078 5,618, 107 17.0 

K 5322 no 1.0 8,680 3.286 28,522 5,882,489 17.8 

K 2026 132 1.2 27,581 .930 25,650 6,609,538 20.0 

16267 ~76 1.6 3,428 5.900 20,228 7,600,969 23.0 

H 1981 209 1.9 52,765 .379 19,998 8,261,923 25.0 

G 9282 308 2.8 1,105 14.676 16,217 9,914,307 30.0 

N 8565 330 3.0 23,908 .640 15,301 10,443,070 31.6 

G 9034 352 3.2 2,690 5.475 14,728 11,004,881 33.3 

G 9102 538 4.9 11,378 .980 11,150 13,219,076 40.0 

S 5678 549 5.0 244,69'0 .045 11,011 13,252,124 40.1 

H 9339 626 5.7 22,224 .450 10,001 1~,276,602 43.2 

G 9109 879 8,'0 7,391 1.054 7,790 16,523,845 50.0 

2620 978 8.9 2,089 3.540 7,396 17, 184,799 52.0 

S 5251 1099 10.0 56,304 .115 6,475 18,209,277 55.1 

M 7868 1352 12.3 9,984 .556 5,551 19,828,614 60.0 

S 5843 1648 15.0 3,756 1.234 4,635 21,414,903 64.8 

H 3762 1747 15.9 21,683 .205 4,445 21,844,523 66.1 

S 5634 1835 16.7 23;796 .181 4,307 22,042,809 66.7 

S 5799 2055 18.7 33,743 .113 3,813 23, 133,383 70.0 

S 6121 2198 20.0 7(239 .490 3,547 23 l 662,146 71.6 

K 2018 2615 23.8 3,571 .840 3,000 25,050, 149 75.8 

P 9986 2747 25.0 14,774 .190 2,807 25,413,674 76.9 

M 6621 3198 29.1 1,500 1.650 2,475 26,438, 152 . 80.0 
G 2374 3296 30.0 1,212 1.876 2,274 26,834,724 81.2 
N 3501 3659 33.3 9,967 .209 2,083 ·27,429,583 83.0 
M 2643 3747 34.1 I, 138 1.720 1,957 27,793, 107 84.1 
S 7822 4395 40.0 3,509 .450 1,579 29,015,872 87.8 
46381 4802 43.7 243 5.729 1,391 29.445,492 89.1 

K 2174 4934 44.9 1,042 1.256 1,309 29,742,921 90.0 

S 5904 5494 50.0 2,337 .475 I, 110 30,403,875 92.0 

G 2601 5791 52.7 2,857 .350 1,000 30,536,066 92.4 

S 6219 6593 60.0 15,360 .050 768 31,395,306 95.0 
K 2068 7329 66.7 3,494 .176 615 31,891,021 96.5 
G 7413 7692 70.0 1,904 .282 537 32,122,355 97.2 
H 3772 8790 80.0 2,842 .120 341 32,618,070 98.7 
N 9773 9098 82.8 2,439 .123 300 32,717,213 99.0 
T 6613 9241 84.1 2,670 .103 275 32,783,308 99.2 
M 2613 9889 90.0 3,750 .048 180 32,915,499 99.6 
G 2605 10,439 95.0 198 .505 100 32,998, 118 99.as 
T 6562 10,900 99.2 210 .143 30 33,034,471 99.96 
S 6132 10,966 99.8 0 .062 0 33,047,690 100.0 
M 3742 10,988 100.0 0 .073 0 33,047,690 100.0 

3 



JNVENTORY 

Costs of Carryi ng I nve ntory 

Total I nventory Val ue = $100. 00 

Cost Factor for Carrying 

Obsolescense 
Cost of Capital 
Physical Deterioration or its Prevention 
Handl i ng 
Transportation 
Taxes 
Insurance 
Storage Facilities 

1 

Percent 

2.00 
6.00 
2.00 
2.50 
.50 
l. 00 
. 75 
. 25 

15. 00 or $15. 00 
out of every $100. 00 

(a conservative figure) 



EXPANDED INVENTORY STOCK STATUS REPORT 
Date 

B Date L 
e Standard of 0 I 

Stock Old On On Min. a Order Last w 
No. Descrip. Bal. Receipts Issues Adjust Hand Order Reserved Available Bal. w Qty. Activity A 

+ + - + cr = + - = - a c - -
1234 Bolt 150 25 40 10 145 30 175 100 9-63 
1235 Nut 300 50 150 25 cr 175 50 225 150 9-63 
1236 Screw 500 100 300 100 cr 200 100 300 400 * lOGO 8-63 
1237 Nail 400 350 50 cr 200 100 100 200 * 800 9-63 
1238 Eye 100 100 100 150 11-62 * 



INVENTORY 

STUDENT HANDOUT NO. 6 



lliVENTORY 

, Percent of Service Level 

Service Percent = $ Shipments 
$ Orders 

We can make three general observations 
about service levels. 

I. As you r abi I ity to forecast or pre­
dict demand accurately decreases, 
service goes down. 

2. As you r Safety Stock increases, 
service goes up. 

3. As your order quantity (the amount 
you buy when you reorder) goes up, 
service goes up. 

1 



INVENTORY 

STUDENT HANDOUT NO.7 



INVENTORY 

STUDENT HANDOUT NO.8 



INVENTORY 

STUDENT HANDOUT #9 

THE BALANCE FORWARD INVENTORY APPROACH 

a. The various transactions will be assembled from their hold or working 
files. More than likely I this inventory updating will be done periodi­
cally while the transactions are accummulating daily. 

1) The receipt cards are created as the receipts come in and a 
receiving report is run probably daily. The receipts will be 
processed against the on-order and reserved file to purge and 
up-date them I and then they will be put in a hold file pending 
the up-dating of the inventory file. 

2) Adjustments come from several sources. 

a) Returns - we treat them here as adjustment!:! rather than 
minus sales (it can be done either way) and after the 

preparation of the credit memos I they will be accumula ted 
in a hold file until the next inventory up-date run. 

b) Phy sical inventory adjustments - we are as suming here 
that the adjustment amount is known (previously we have 
compared physical to book inventory to determine this 
difference) and the adjustment is now being entered into 
the inventory records. 

c) Journal vouchers for miscellaneous adjustments - these 
could be as a result of spoilage I promotional giveaways I 
corrections I etc. They will be accumulated in a hold 

. file until the next inventory up-date run. 

3) Is sue s are the line item cards from the billing runs during the 
current inventory up-date period. -

4) On order status is shown by the entire on-order file as it stands 
just at the time of the inventory up-date run. 

5) Reserved status is shown by the entire back order file as it 
stands just at the time of the inventory up-date run. 

6) All the se transactions sources will have control ledgers 
associated with them and the control totals contained there are 
the totals that must be balanced to. 

1 



INVENTORY 

STUDENT HANDOUT #9 

b. The minor sort would be as shown in a), with receipts first and, 
reserved cards last. The cards would be further processed on the 
sorter to put them in the major sort sequence (item). 

c. At this point, the sorted transaction cards are merged against the 
inventory balance file. Controls for the Inventory Balance File are 
also part of the overall controls. All matched master balance cards 
are merged at the front of the item number group. 

d. The Stock Status Report is printed with one line per item and a new 
balance card is summary punched (if this were a transaction Register, 
step c. would be,a match-merge, -d. would be a listing operation only 
on active items and at. some other time, a Stock Status Report on all 
items would be run. 

e. Control~ now are balanced to the. Stock Status Report to insure nothing 
is missing. Obviously; if this is a very large run, some preliminary 
control tabulating and check~ng would be in ord,er so that we ,are 
as sured the final report will balance. 

f. The summary punched new balance cards are also tabulated and control 
totals checked against the control sheet to insure proper functioning 
of the summary punching operation. 

g. The cards are now sort separated and filed as follows: 

1) Reserved cards are returned to the working back order file to 
be proces sed during the next period. 

2) On order cards are returned to the working on or der file to be 
proce s sed during the next period. 

3) Adjustments are processed as follows: ' 

a) Returns - the se will be held and then put into the next 
sales analysis run to reflect the corrected sales position. 

b) Physical inventory adjustments, (which are really journal 
entries by now) and other miscellaneous journal voucher 
adjustments will be held for subsequent entry to the general 
ledger operations. 

4) Issues will be held for the next sales analysis run. 

5) Receipts and old balance cards are separated together in 
preparation for the new calculation of average cost. 

2 



h. 

i. 

j. 

k. 

1. 

NOTE: 

m. 

INVENTORY 

STUDENT HANDOUT #9 

New balance cards are merged behind the old balance and receipt cards 
in order to receive description and the calculated new unit cost. 

Description is gang-punched in the new balance cards (assuming the 
description field is lined up in all these cards). This step is not 
necessary if description is not required in the inventory balance cards. 
In that case, more historical or other type information could be carried 
in the master card. 

The new average unit cost is calculated and punched in the new balance 
cards. (Total cost is not extended because of card limitations. We 

'" a'ssume high activity, so all new balance cards will go through the 
calculator. ) 

The old balance and receipt cards are separated and filed in history 
files. The new balance cards are separated in preparation for return 
to the inventory balance file. " 

The new balance cards are interpreted and returned to the Inventory 
Balance file. 

The flow diagram doe s not show the posting of ledgers by 
facsimile posting or 557 Interpreter. If this is required, it 
could easily be done although the 557 Interpreter method 
would require some addi"tion~;ll summarizing in card form. 

The advantages and disadvantages of the balance forward inventory 
approach are as follows: 

1) "" Advantage s: 

a) A summartzed Stock Status Report is available for review 
of all stock item~ and it is physically separated from any 
ledger type file s . 

b) Minimum levels are checked and flagged automatically 
when the available stock falls below minimum level. 

c) Low activity items are flagged for attention. 

d) One master balance card contains all the current inven­
tory information. 

e) The method is very flexible as to issue and receipt 
quanti tie S I type s of billing approache s used I and volume 
of items and transactions. 

3 



INVENTORY 

STUDENT HANDOUT #9 

2) Disadvantages: 

a) An immediate current status of inventory is not available. 

b) LIFO and FIFO inventory costing methods are very difficult 
to use with this method. 

c) Daily runs will usually give very high card volumes. In 
this case I however I the up-dating could be cycled. This 
may be a better approach anyway since a buyer could 
probably not review a complete stock status of any size 
every day. 

4 



INVENTORY 

Basic I nventory Questions 

On Hand? 

On Order? 

Enough? 

Re-Order? 

How Much? 

Too Much? 

3 



]Tf\l ENTORY 

Basic Inventory Accounti ng Formu las 

I. Old Balance + Receipts - Issues ± Adjustments = On Hand 

2. On Hand + On Order - Reserved = Available 

3. If Available - Min i mum = q) or nlinus, then we are below min i mum 
and should order a standard order quantity 

4 



CJl 

Interpre 

BALANCE 

New Balance 
for 

Each Item Run 

FORWARD INVENTORY 
Reserved Ra) 

On Order 

(proper 
order) 
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INVENTORY 

STUDENT HANDOUT #10 

BATCH BILLING INVENTORY APPROACH 

1. Batch Billing Inventory Approach. 

a ~ The various transaction cards will be assembled from thei r 
individual sources (this is probably a daily or semi-daily 
process.) Control totals will be associated with all these 
transactions. 

b. The transaction cards are sorted by item number. 

c. The inventory balance file is match-merged against the tran­
sactions and only active item master cards are selected (controls 
for the Inventory Bal?nce File) are also part of total controls. 

d. A blank card is merged at the end of each item group (this will 
become the new master card). The item groups are now in the 
order shown. 

e. All indicative information required in the transaction and new 
balance cards is gang-punched back from the old balance 
master card (with a 604, this step can be eliminated). 

f. The inventory is up-dated by a calculator run. The various things 
accomplished on this run are as follows: 

1) All calculations required to up-date the inventory balance 
are made and answers punched in the new balance card. 

2) A new average unit cost is calculated and punched in the 
new balance card. 

3) The order cards are extended by the correct price (and cost, 
if de sired) . 

4) Order cards that can It be filled because of out-of- stock 
conditions are X-punched. 

5) Control totals are accumulated for punching into a fina~ 
trailer card (if the machine capacity permits - if not, other 
control means must be devised). 

1 
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g. The cards are then tabulated for control totals to insure accuracy. 

h. The cards are sort separated into the following categories: 

1) Receipts, old balance cards, and adjustments are routed 
just as before in the balance forward approach. 

2) The order cards will now be forwarded to the billing run. 

3) The new balance cards will be separated for return to the 
Inventory Balance File. 

i. The new balance cards are interpreted. 

j. The new balance cards are merged back into the Inventory 
Balance File. 

, 

2. The Inventory advantages and disadvantages of Batch Billing with the 
Balance Forward Inventory approach are as follows:' 

a. Advantages. 

1) Less daily card processing since only active items are 
processed. 

2) Current maintenance of unit cost as it is done each time 
billing is run. 

3) More frequent checking of minimums. 

4) Pre-billing, and inventory checking before writing the 
invoice. 

b. Disadvantages. 

1) A completely current stock status is still not available. 

2) A large capacity calculator is required. 

3) The usable space in the balance card is smaller since 
the format must be the same as the transaction cards and 
in this type of billing, description is usually necessary. 

2 
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STUDENT HANDOUT #11 

STOCK ALLOCATION INVENTORY APPROACH 

1 . The procedure s for the Stock Allocation Inventory Approach are: 

a. A pre- punched invoice number card and the key-punched master 
order card are attached to the order and control totals ac­
cumulated. 

b. An individual item transaction card for each line on the order is 
prepared and end-printed on the 519 equipped with a count 
controlled punching and serial-numbering device. 

c. Order cards are mark- sensed and placed behind the old balance 
cards and offset. The same is true of receipts, adjustments and 
new on-order cards. Back order cards are created if necessary 
and the present on-order cards are screened against receipts. 

d. The offset cards are manually pulled and signal marker cards are 
inserted in their place. 

e. The transaction cards are mark-sensed, punched and gang-punched 
from the master balance card. 

f. A transaction register is printed, the totals posted to the controls, 
and a new inventory balance card is summary punched. 

g. The new balance cards are tabulated for proof totals and these 
are posted to controls. 

h. The cards are sort separated and routed to their re spective file s 
and procedure s . 

i. The new balance cards are interpreted and refiled in the balance 
card tub file s . 

2. The advantages of the Stock Allocation Approach are as follows:' 

a. Pre-editing and pre-billing are possible. 

b. There is relatively little key-punching. 

c. Up to date inventory balances are always available. 

d. Large numbers of items can be easily handled. 

1 
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e. Expansion and change are easily handled. 

3. The disadvantages are as follows: 

a. The through-put production of the stock editors (including re­
filing) has been low as compared to other tub file operations. 
This increases expense. 

b. Invoices cannot generally be sent out for picking until the next 
day. Next day shipment presents a real problem to some 
businesses. 

4. This area of a high number of line items and relatively low activity is 
a difficult punched card application area. The Stock Allocation 
Approach can offer a solution to the problem. It eliminate s collating 
which is a big volume step. Even though all the pre-editing, etc., 
may not be done, this approach still offers an inexpensive solution 
to high item, low activity inventory proc'essing. 

2 
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STUDENT HANDOUT #12 

UNIT TUB FILE INVENTORY APPROACH 

1. Unit Tub File Approaches. 

a. The establishment and arrangement of the file. 

1) Since each card represents one shipping unit of merchandise, 
one card is pulled for each case to be shipped and one card 
must be added for each case received. 

2) The 519 Document Originating Machine with the count 
controlled punching and numbering device is the machine 
used for creating the tub file cards. 

a) One card is key-punched for each receiving line item. 

b) This card is expanded by the 519 into as many Single 
case cards as there are cases received. These all 
contain the quantity of one. The cards are serially 
numbered and this serial number and the item code 
are printed on each card created. 

3) Each group of items is separated by a taller guide card 
with the item code (usually in large numbers) and some 

I' 

indicative information printed on it. 

a) The item cards are filed vertically in front of these 
guide cards in serial numbered order. 

b) Cards are always pulled from the rear of the item 
group. 

b. There are two methods used to assign these serial numbers -
high to low plan and low to high plan. 

1) High to low plan (519 Count-Controlled Punching and 
serial numbering device in ascending sequence). 

a) The serial numbers are in ascending order with the 
highest serial numbers to the rear, therefore the 
highe st number is always the next card pulled. 
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b) For each receipt a new deck of serially numbered cards 
is prepared starting each time at 1. This means that for 
anyone item there may be more than one group of serially 
numbered cards in the file at anyone time. The new groups 
are added at the front. 

c) A high divider card separates these intra-item groups. 

d) If there is but a single group for an item (which is the case 
about 65% of the time), then the inventory count is that of 
the highe st serial numbered card. If there are multiple 
groups, then the sum of the highe st serial numbered cards 
is the inventory total. 

e) In order to keep the number of cards in the file down, the 
receipt cards themselves may be put in front of the item 
groups and not expanded until they are needed. The se 
must then be counted in inventory also. 

f) Sometime set-up cards are also used for the same purpose 
of keeping the number of cards in the file down. All 
receipts are noted on this set-up card, working cards 
are made a s needed, and the balance on the set-up card 
is decreased. To get the inventory count in this case, 
add the highe st serial numbered card to the unpunched 
balance left on the set-up card. 

2) The low to high plan (the 519 Count Controlled Punching and 
serial numbering device in descending order). 

a) The serial numbers are in descending sequence in this 
plan with the lowest nurn,bers to the rear. Cards are also 
pulled from the rear so the" lowest card is the card pulled 
next. 

b) For each receipt, a new deck of serially numbered cards is 
prepared starting at the next number above the highest 
number in the tub file for that item. Therefore, the serial 
numbers are always continuous in· this plan rather than 
being in groups, each starting over With one, as in the 
hig h to low plan. 

c) To get the inventory balance, subtract the lowe st number 
for that item from the highe st number and add one. If the 
company starts at 1 on January 1 st and continue s the 
numbering system throughout the year, the lowest number 
minus one is also year-to-date sale s. 
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2. The advantages and disadvantages of 2 different plans are significant. 
About 98% of the unit tub file installations use the high to low plan. 

a . Originally, years back before the 519, our serial numbering 
device only went low to high. With the advent of the 519, most 
companie s switched over to high to low because they found it 
easier to use. 

b. The low to high plan numbers soon become quite large (four to 
five digits). Thus, you were subtracting figures like 1837 from 
2193 in order to get the inventory balance. This became a 
scratch pad job and was slow. In high to low about 65% of the 
time, there wa s only one serially numbered group in the file, 
so you only have to read the high numbered card. In only a few 
case s are there more than 2 groups, which is still a simple 
addition. 

c. The low to high plan required key-punching in order to make up 
new cards because a new starting serial number is required. 

3. The Stock Status Summary Report is not such an easy process because 
of line item card volume. 

a. If a wholesale grocer is running 25, 000 items per week, that 
means 25, 000 cards that now have to be processed again for a 
machine run Stock Status Summary and then the report balanced 
periodically to the tubs. 1000 cards a day for each million 
dollars of annual business is a good guide line. Only the small 
companie s are able to do this efficiently so generally, a Stock 
Status Summary is a manual job consisting of posting to the 
buyer's ledger. 

b. There are some means, however, to help the buyer recognize 
low stock conditions. This consists of filing easily recogniz­
able cards in the item card decks at the minimum point. These 
would be pulled and sent to the buyer when that condition is 
reached. 

4. The Unit Tub Inventory Plan does offer some significant advantages as 
long as the billing operation fits the prescribed conditions. 

a. Pre-screening of inventory combined with a fast pre-billing 
operation are parts of this plan. 
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b. It is a relatively low-cost machine operation (no calculator, 
low cost accounting machine, practically no key-punching, 
verifying, or sorting). 

c. FIFO inventory costing can be used because lot identify is 
maintained. 

d. There are very few unit tub file installations in any other 
industry beside whole sale grocery because of the obvious 
billing restrictions. There are a few in those industries where 
lot and batch identity is an absolute requirement. 
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SUMMARY 

l. Defined inventory in general. 

2. Defined types of inventory and basic questions asked. 

3. Developed inventory accounting formula and a management 
type Stock Status report. 

4. Discussed several powerful inventory management tools. 
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THE JOB 

IBM marketi ng representatives must be problem solvi ng and sol ution 
minded, understanding the machines, the inventory applications, and the 
thi nki ng and needs of management. 
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ACCOUNTS RECEIVABLE 

STUDENT HANDOUT #1 

Exercise #1 

Control Sheet and Procedure Exercise 

You are in the process of installing an open item accounts receivable 
job for a wholesale grocery firm. The supervisor is not too well oriented 
on machines or accounting practice and as a result, you have spent consider­
able time helping him cut-over this application. You have taken responsi­
bility' for laying out the essential reports and establishing an adequate 
system of controls. At this writing, the system has been installed about 
one month and you are about ready to write customer statements for the first 
time. Your procedure calls for you to run a trial balance weekly on the open 
file to prove that it is in balance. At last week's end, your accounts re-
cei vable file was in balance. In your approach to this job you have made 
provision for the following reports: 

1. Accounts Receivable Register 
2. Cash Receipts Register 
3. Trial Balance 
4. Daily Control Sheet 
5. Billing Control Tape (Shows total amount billed per day) 
6. Cashier's Control Tape 

These reports and their entries in summary form for the past week have 
appeared as follows: 

Accounts Receivable Register 

Date Returns (CR) Allowances (CR) Purchases (DR) 

5/26 $45 $20 $3000 
5/27 15 5622 
5/28 15 4820 
5/29 56 12 6214 
5/30 50 5 2840 
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Date 

5/26 
5/27 
5/28 
5/29 
5/30 

ACCOUNTS RECEIVABLE 

STUDENT HANDOUT #1 

Exercise #1 

Cash Receipts Register 

Discounts 
Allowed (DR) Cash (DR) 

$50 
43 
75 
38 
52 

$4500 
2800 
5200 
3680 
3214 

Accounts 
Receivable (CR) 

$4550 
2843 
5275 
3718 
3266 

Billing Control Tape Cashier's Control Tape 

Date Amount Billed Date Discounts Cash 

5/26 $3000 5/26 $50 $4500 
5/27 5622 5/27 43 2800 
5/28 4820 5/28 75 5200 
5/29 6414 5/29 38 3680 
5/30 2840 5/20 52 3214 

Control Sheet I Opening Balance = $15 ,620 I 

Cash Discounts Allow- Invoices Invoices 
Date Receipts Allowed Returns ances Paid Billed 

5/26 $4500 $50 $45 $20 $4615 $3000 
5/27 2800 43 15 2858 5622 
5/28 5200 75 15 5290 4820 
5/29 3680 38 56 12 3786 6214 
5/30 3214 g .§Q _5 3321 2840 

Totals $19,394 $258 $166 $52 $19,870 $22,496 

Control 
Total 

$14,005 
16,769 
16,299 
18,727 
18,246 

Upon tabulating the open file to obtain the trial balance, your 407 prints a 
final total of $18,446. 
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ACCOUNTS RECEIVABLE 

STUDENT HANDOUT #1 

Exercise #1 

With the information given, you are to decide upon a course of action 
for finding this error so that statements can be written. What would your 
procedure be and where might the error have occurred? Having determined 
possible sources of error I what procedure would you follow to isolate it? 

NOTE: 

Your procedure calls for open items to be purged from the accounts 
receivable file at time of payment. 
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ACCOUNTS RECEIVABLE 

STUDENT HANDOUT # 1 

Error Possibilities Used for Control Sheet Exercises 

1. Transcription error from Report to Control Sheet. 

2. Error in cross-adding control sheet. 

3. Card removed from Accounts Receivable open file and not replaced. 

4. Machine error on Accounts Receivable Register, Cash Receipts 
Register or Trial Balance. 

5. Transposition error on control sheet. 

6. Control total carried forward incorrectly on control sheet. 

7 . Partial payment handled erroneously - placed in open file but not 
put through cash receipts register. 

8. Cash card punched incorrectly. Discrepancy not caught at time 
Accounts Receivable file is purged or when cash receipts register 
is run. 

9. Late bill, run separately. Accounts Receivable summary card gets 
into open file without being put through Accounts Receivable register. 

10. Accounts Receivable card summary punched incorrectly. Operator 
forgot to balance s ummarie s back to billing total, therefore, 
erroneous Accounts Receivable card gets into the open file. 
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ACCOUNTS RECEIVABLE 

STUDENT HANDOUT #1 

Exercise #2 

Control Sheet and Prol"!edure Exercise 

You are in the process of installing an open item accounts receivable 
job for a wholesale grocery firm. The supervisor is not too well oriented 
on machines or accounting practice and as a result, you have spent consider­
able time helping him cut-over this application. You have taken responsi­
bility for laying out the essential reports and establishing an adequate 
system of controls. At this writing, the system has been installed about one 
month and you are about ready to write customer statements for the first time. 
Your procedure calls for you to run a trial balance weekly on the open file to 
prove that it is in balance. At last week's end, your accounts receivable 
file was in balance. In your approach to this job you have made provision 
for the following reports: 

1. Accounts Receivable Register 
2. Cash Receipts Register 
3 . Trial Balance 
4. Daily Control Sheet 
5. Billing Control Tape (Shows total amount billed per day) 
6. Cashier's Control Tape 

These reports and their entries in summary form for the past week have 
appeared as follows: 

Accounts Receivable Register 

Date Returns (CR) Allowances (CR) Purchases (DR) 

5/26 $ 45 $20 $3000 
5/27 15 5622 
5/28 15 4820 

) 

5/29 56 12 6214 
5/30 50 5 2840 
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ACCOUNTS RECEIVABLE 

STUDENT HANDOUT # 1 

Exercise #2 

Cash Receipts Register 

Discounts Accounts 
Date Allowed (DR) Cash (DR) Receivable (CR) 

5/26 $50 $4500 $4550 
5/27 43 2800 2843 
5/28 75 5200 5275 
5/29 38 3680 3718 
5/30 52 3214 3266 

Billing Control Tape Cashier's Control Tape 

Date Amount Billed Date Discounts Cash 

5/26 $3000 5/26 $50 $4500 
5/27 5622 5/27 43 2800 
5/28 4820 5/28 75 5200 
5/29 6214 5/29 38 3980 
5/30 2840 5/30 52 3214 

Control Sheet I Opening Balance = $ 15 , 620 

Cash Discounts Allow- Invoices Invoices Control 
Date Receipts Allowed Returns ances Paid Billed Total 

5/26 $4500 $50 $45 $ 20 $4615 $3000 $14,005 
5/27 2800 43 15 2858 5622 16,769 
5/28 5200 75 15 5290 4820 16,299 
5/29 3680 38 56 12 3786 6214 18,727 
5/30 3214 52 50 5 3321 2840 18,246 

Totals $19,394 $258 $166 $ 52 $19,870 $22,496 

Upon tabulating the open file to obtain the trial balance, your 407 prints a 
final total of $17 ,946. 

6 



ACCOUNTS RECEIVABLE 
STUDENT HANDOUT # 1 

Exercise #2 

With the information given, you are to decide upon a course of action 
for finding this error so that statements can be written. What would your 
procedure be and where might the error have occurred? Having determined 
possible sources of error I what procedure would you follow to isolate it? 

NOTE: 

Your procedure calls for open items to be purged from the accounts 
receivable file at time of payment. 

7 



ACCOUNTS RECEIVABLE 

STUDENT HANDOUT #1 

Exercise #3 

Control Sheet and Procedure Exercise 

You are in the process of installing an open item accounts receivable 
job for a wholesale grocery firm. The supervisor is not too well o:dented 
on machines or accounting practice and as a result, you have spent consider­
able time helping him cut-over this application. You have taken responsi­
bility for laying out the essential reports and establishing an adequate 
system of controls. At this writing, the system has been installed about 
one month and you are about ready to write customer statements for the first 
time. Your procedure calls for you to run a trial balance weekly on the open 
file to prove that it is in balance. At last week's end, your accounts re­
ceivable file was in balance. In your approach to this job you have made 
provision for the following reports: 

1. Accounts Receivable Register 
2. Cash Receipts Register 
3 -. Trial Balance 
4. Daily Control Sheet 
5. Billing Control Tape (Shows total amount billed per day) 
6. Cashier ' s Control Tape 

These reports and their entries in summary form for the past week have 
appeared as follow s: 

Accounts Receivable Register 

Date. Returns (CR) Allowances (CR) Purchases (DR) 

5/26 $45 $20 $3000 
5/27 15 5622 
5/28 15 4820 
5/29 56 12 6214 
5/30 50 5 2840 
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ACCOUNTS RECEIVABLE 

STUDENT HANDOUT #1 

Exercise #3 

Cash Receipts Register 

Discounts Accounts 
Date Allowed (DR) Cash (DR) Receivable (CR) 

5/26 $50 $4500 $4550 
5/27 43 2800 2843 
5/28 75 5200 5275 
5/29 38 3680 3718 
5/30 52 3214 3266 

Billing Control Tape Cashier's Control Tape 

Date Amount Billed Date Discounts Cash 

5/26 $3000 5/26 $50 $4500 
5/27 5622 5/27 43 2800 
5/28 4820 5/28 75 5200 
5/29 6214 5/29 38 3680 
5/30 2840 5/30 52 3214 

Control Sheet Opening Balance = $15,620 

Cash Discounts Allow- Invoices Invoices Control 
Date Receipts Allowed Returns ances Paid Billed Total 

5/26 $4500 $50 $45 $20 $4615 $3000 $14,005 
5/27 2800 43 15 2858 5622 16,769 
5/28 5200 75 15 5290 4820 16,299 
5/29 3680 38 56 12 3786 6214 18,727 
5/30 3214 52 50 5 3321 2840 18,246 

Totals $19,394 $258 $166 $52 $19,870 $22,496 

Upon tabulating the open file to obtain the trial balance, your 407 prints a 
final total of $17 ,946. 

9 



ACCOUNTS RECEIVABLE 

STUDENT HANDOUT #1 

Exercise #3 

With the information given, you are to decide upon a course of action 
for finding this error so that statements can be written. What would your 
procedure be and where might the error have occurred? Having determined 
pos sible sources of error, what procedure would you follow to isolate it? 

NOTE: 

Your procedure calls for open items to be purged from the accounts 
receivable file at time of payment. 
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ACCOUNTS RECEIVABLE 

STUDENT HANDOUT #2 

Competitive Methods 

There are two main competitive methods for handling Accounts 
Receivable. The competitive method of handling both the Open Item Approach 
and Balance Forward Approach will be discussed in the following manner: 

1. Ledgerles s Bookkeeping Method for the Open 
Item Approach. 

2. Bookkeeping Machine Method for the Balance 
Forward Approach. 

The Balance Forward Approach is not practical 
under the ledgerless bookkeeping method and 
the Open Item Approach is not practical under 
the bookkeeping machine approach. 

A. The Ledgerless Bookkeeping Method for the Open Item 
Approach. 

1. Establishing the account. 
It is normally established by setting up a 

3 x 5 card with each customer's name on it as 
credit applications are received. 

2. Proced ure -

a. Debit entry procedure (page 3.) 
b. Credit entry procedure (page 4.) 

3 . Trial Balance. 

It is not normally prepared monthly I pos sibly 
quarterly if at all. 

a~ Would be prepared by adding up tRe 
totals of all the invoices in the drawer. 

b. Total would be balanced to accounting 
controls if available. Controls not 
always accurate. 

c. If aging is desired I it would be done 
manually. (Great effort to get I doubt 
accuracy if it is a large file.) 

1 



ACCOUNTS RECEIVABLE 

STUDENT HANDOUT #2 

Competitive Methods 

4. Periodic Statements. 

a. Are not normally prepared because of 
the tim e involved. 

b. Statement would have to be typed up 
from invoice copies in the drawer as 
a source. 

5. Credit history information on customer's accounts 
is difficult to obtain, and not readily available. 

a. No aged trial balance is prepared monthly. 
b. No ledger cards are maintained for 

immediate reference of accounts. 

6. The main advantage of this system is the simplicity 
of operation and ease in training personnel. 

7 . There are four main disadvantages of the Ledger­
less Bookkeeping Method. 

a. Periodic credit analysis of accounts is 
not easily obtained. 

b. If an invoice is misfiled, it is difficult 
and almost impos sible to recover. 
(W ould not happen under IBM). 

c. Statements are difficult and cumbersome 
to prepare. They are, therefore, not 
usually prepared monthly resulting in 
loose control over AIR. 

d. Aged trial balance costly and time 
consuming to get. 

2 
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ACCOUNTS RECEIVABLE 

Open Item Approach 
Ledgerless Bookkeeping Method 

T 
a 
p 
e 

Debit Entrie s 

1. Invoice copies and debit memos 
are received during the work­
ing day in the Acco~nts 
Receivab le section. 

2. Invoice copies and debit memos 
are sorted in customer name 
seq uence and an adding machine 
tape is prepared for the day r s 
filing. 

3. The invoice copies and debit 
memos are filed in the cabinet 
in custorner name sequence. 

4. The adding machine tape of all 
invoices filed is balanced to 
the adding machine tape of all 
invoices billed. 

N. B. The adding machine tape of 

3 

all invoices filed, is basically 
a transaction register. 



ACCOUNTS RECENABLE 

Open Item Approach Ledgerless Bookkeeping Method 

From Billing From Mailroom 

Same Procedure 
as Debit Entried 

T 

Invoice 
Copies 

Edit 

4 

Credit Entries 

1. Credit memos are received 
during the day, and fo llow 
the same procedure as 

3. 

4. 

5. 

6. 

debit entries do. 
Cash Remittances are re­
ceived by the Cashier r s 
department from the mail­
room and an adding machine 
tape is prepared of all 
cash received. 
a. It is possib le that 

direct cash payments 
may t~3 ~nade to the 
cashier r s window. 

Cash Remittances are 
sorted by customer name. 
Invoice copies are pulled 
from the file for compar-
ab le cash remittances. 
Cash Remittances are 
checked with invoice copies 
to see that full payment was 
received and the proper 
discount was taken. An 
adding machine tape is 
taken of pulled invoice 
copies. This is basically 
a transaction register. 
a. Partial Payments 

The amount received 
is noted on the invoice 
copy and the copy is 
returned to the file. 

b. Wrong Discounts 
The customer payment 
is referred to the 
Credit Manager. 

The adding machine tapes 
are balanced. 



ACCOUNTS RECEIVABLE 

STUDENT HANDOUT #3 

The Bookkeeping Machine Method for the Balance Forward Approach. 

1. Establish the account. 

a. After credit application has been approved 
by the Credit Manager I ledger card is 
prepared for the account. 

b. The ledger card is interspersed within 
the ledger file in alphabetic sequence. 

c. A blank statement with the customer's 
name and address is also filed with the 
ledger card. 

2. Proced ure s . 

Debit and Credit entries (Page 5) 

3. Discus s briefly Trial Balance and Periodic Statements 
for Bookkeeping Machine Method. (Page 6) 

a. The Trial Balance does not normally 
balance for the following reasons: 

1.) The credit department usually has one 
or two account records from the file 
for analysis purposes. 

2.) A keying error is made in the preparation 
of the Trial Balance. 

b. An error account (or wash account) is normally 
set up to compensate for the error if the error 
is not too large. 

On the next Trial Balance it will usually 
wash out I but a new error will occur. 

1 



ACCOUNTS RECEIVABLE 

STUDENT HANDOUT #3 

4. NCR Postronic (approximate cost 12-14 thousand 
dollars) . 

a. Automatically verifies account selection. 
b. Verifies correct posting line. 
c. Automatically picks up old balance. 
d. Determines "good" or "over-draft" 

balance pick -up. 
e. Automatically picks up and adds trial 

balance control figure. 

5. There are four main advantages to the bookkeeping system. 

a. All records are posted simultaneously with 
each transaction. 

b. Statements are in finished form at the end 
of the month and only have to be mailed out. 

c. Peak periods are smoothed down by using 
cycle billing. 

d. Ledger Card is a by-product of the operation. 

6. There are seven main disadvantages to the system. 

a. The transaction register does not supply a 
complete audit trail due to sketchy information 
on the document. 

b. All postings are not always up-to-date due 
to the inability of the system to absorb sudden 
volume increases. 

Customer statements are not always correct 
as last minute payments are not always posted -­
ill will is then created. 

c. The trial balance is tedious to prepare and 
difficult to keep in control. (Key driven input 
allows error to occur.) 

d. The cumbersome error correction routine that 
exists under this system makes error correction 
extremely difficult to accomplish. (Operator 
has to determine into which counter she put 
wrong amount.) 

2 



ACCOUNTS RECEIVABLE 

STUDENT HANDOUT #3 

e. Appearance of the statement is up to the 
discretion of the operator. 

f. It is extremely difficult to get analysis of 
all Accounts Receivable. All ledger cards 
would have to be .analyzed manually. 

g. The Aged Trial Balance I if prepared I is 
prepared manually. It is extremely slow to 
obtain (10 - 14 days). (Use "tick-off" 
method on ledger cards.) Keying errors 
may occur during preparation. 

Conversion from either method to IBM. 

1. Ledgerles s. 

a. Consider possibility of not converting present 
open file because: 

1. ) Pre sent controls I if any I probably 
not accurat e. 

2.) Could involve a large I complicated 
punching job. 

b. Start creating an A/R card under IBM system 
and let present file wash out. Probably will 
do so in 30 - 60 days. 

1.) Statements. Probably not prepared 
presently so wait 30 - 60 days to 
send out IBM statement. 

2.) If statements are to be sent out 
immediately I including present 
charges in open file I then write list 
on accounting machine and let typist 
copy on present statements. 

2. Bookkeeping Machines. 

a. Generally controls are well established. 
b. Conversion would be easier than ledgerless 

becaus e all you keypunch is customer number 
and old balance. 

3 



ACCOUNTS RECEIVABLE 

STUDENT HANDOUT #3 

c. If aged statements are to be written, then 
old balance must be aged before pickup. 
(Allow time for manually aging.) 

d. If it is a large file, convert by books; e. g. , 
A through C, then D through G, etc. 

Generally speaking, businesses who are on 
a balance forward approach will stay with it. 
However, don It overlook the fact that they 
may prefer open item but are using bookkeeping 
machines because of volume. Hence, the 
reason for Balance Forward Approach. 

4 



ACCOUNTS REN ABLE 

Balance Forward Approach-Bookkeeping Machine Method 
Source Documents 
Debits ---
1. Invoice Copies 
2. Debit Memos 
3. Credit Memos 

Daily Procedure - Debits and Credits 
Credits 
1. Remittance Statements 
2. Transmittal Form 

a. Bill Head 
3. Cashier I s Voucher 

Hournal Vouchers 

T 
a 
p 
e 

Source 

Statement 

Bookkeeping 
Machine 

1. An adding machine tape is prepared 
as the source document is prepared 
or received, as in the case of re­
mittance statements. 

a. The Cashier IS department pre­
pares the adding machine tape 
for Remittance statements. 

2. The source documents are then sorted 
in ledger sequence . 

. a. Sorting is done either by the 
Bookkeeping Machine Operator 
or a separate c ler k. 

3. The source documents are then filed 
behind the customer statements and 
ledger card. 

a. The cards are offset in the 
ledger tray to identify them for 
posting purposes. 

A The Bookkeeping Machine Operator 
~ posts simultaneously to the: 

------....... Trans. Reg. a. Customer Statement 
b. Ledger Card 
c. Transaction Register 

Staternent 
The total of the transaction register 
is balanced to the adding machine 
tape of original documents. 
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ACCOUNTS RECEN ABLE 
Balance Forward Approach --Bookkeeping Machine Method 

To Customer 

Monthly Procedure - Trial Balance & Statements 

Ledge 1. At the end of the month, 
File after the last day postings, 

a clerk pulls from the 
ledger file all active accounts. 

a. Statements are separated 
from the ledger cards. 

2. Statements are sent to the 
mailroom where they are 
mailed to the customer. 

3. A 11 the ledger cards with an 
open balance have the out­
standing balances totaled on 
an adding machine or book­
keeping machine. 

Bookkeeping 
or Adding 
Machine 

a. The Trial Balance is the 
grand total. 

b. If the trial balance is pre­
pared on a bookkeeping 
machine, it may be manually 
aged. 

Trial 
Balance 

4. The total of the trial balance 
f;\ is balanced to the control figure. 

\..::J a. If out of balance: 

Control '8 

Each day's transaction 
register must be recon­
structed. 

5. The mailroom stencils name and ad­
dress on all customers statements at 
the end of the month. 

6 

I, 

a. All accounts that have been active 
have the new statement stuffed into 
the ledger file. 

b. All other spare blanks are thrown 
away. 



ACCOUNTS RECEIVABLE 

STUDENT HANDOUT #4 

Posting Receivables Using Bookkeeping Machine Method. (Page 3) 

1. Operator picks up old balance from ledger card. ($234.77). 
At this pOint the carriage is positioned to print on back of 
sales journal. Operator hits motor bar and $234.77 prints 
in position # 1. 

2. Machine automatically back spaces to position #3 and 
then stops. Operator enters REFERENCE NUMBER from 
INVOICE and hits motor bar. Reference number prints. 

3. After printing reference number, the machine automatically 
back s paces to position #3 on the statement and prints both 
reference number and today·s date. The date is locked 
into the machine at start of job. 

4. Machine automatically repeats step #3 and prints data on 
ledger card. The machine then automatically goes to the 
right and stops at position #5. 

5. Operator keys in charge from invoice ($24. 00) and hits the 
motor bar. The machine then prints, adds and skips 
right to position #6. The $24.00 is still locked in keyboard. 

6. The machine automatically sub-totals the new balance at 
position #6. ($ 25 8. 77). Then it automatically skips to 
location #7 . 

7. Automatically prints the charge of $24.00 (which was locked 
in from step #5). The key board then releases the $24.00 
and machine automatically skips to position #8. 

8. The machine automatically sub-totals ($258.77), at position 
#8. The machine skips to PROOF PICKUP on the sales 
journal and stops. 

1, 



ACCOUNTS RECEIVABLE 

STUDENT HANDOUT #4 

9. Operator keys in previous old balance ($ 234. 77) from the 
statement (position #8) and hits motor bar. Old balance 
prints and also subtracts from new balance in machine, 
and prints the difference in position #10. 
NOTE: In this step the operator us ed the old balance as 
shown on the statement instead of from the ledger card 
as she did in step # 1. This is a cros s check on accuracy 
of "pipk-up". 

10. The amount printed in position #10 should equal the charge 
posted. The amount printed also accumulates in a counter 
for daily grand total which will be balanced to a control 
tape from invoicing. 

To make up new statements the operator must: 

1. Enter balance from ledger card on every customer's statement. 

a. Can do this all at one time. 
b. Wait until customer's account is active this 

period, then enter old balance plus current transaction. 

2. In either event, operator must be careful of picking up 
right balance. 

3. The heading of the statement is usually put on by typewriter 
or, in many cases, the addressograph. 

Addressograph plates are: 
Costly compared to IBM cards. 
Lack flexibility. 
File maintenance slow proces s in large files. 
Usually behind with changes. 

2, 
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INVOICE 

NO. 

/ 

NAME Any Customer 

ADDRESS Main Street 

RATING U. S. A. 

CREDIT LIMIT 

QU ... NTITY 

12 

ANY CUSTONE:" 

WAIN STREET 

DESCRIPTION 

AHYTHINB 

LEDGER 

C".OITa DAT. 1 "aP'1 III: II HCII I CHAIIIQa. 1"'1 
--------~------------~---

11 
."L.ANCII "O"WAIII:O&D 

MA 10'5-· 5::.16 75.25 
tv;l18'5' 52.89 ~7.75 
1ft 10'5-CS 6.82" 11~.oo 
U1t 15'5- 5~.:34· 2'34.77 
J.f9. 2&'5- 54.45 24.00 

~ 
;...0 

k 
;;..4 

~ 0 
~ 

~ ~ c=; c=; 

4 5 

Historical In~prrnatio il 

PRICE 

200 

75.25-
11~.oo-

.00-
2'34.77~ 
~7~ 1 

1 

~ 
1 

S 
1 
1 

0 
1 

~ c=; 

6 

No. 5445 

..... OUNT TOTAL 

2400 Q) 
STATEMENT 

2400 

• Any Customer 
• Main Street 
• U. S. A. 

.- -,:'. 

BALANCE F"ORWAROED 

7 

Current Month 

Invoice Register 

BACK OF SALES JOURNAL 
OAI" ........ !.. PAOOF "''''0 AuDIT "IECOAO OF "05TINGS TO 

OCTAIl.. ACCOUNT. 

PRoor 

i 
P·'"u p 

54 45 234 77 
54.46 44.60 
54.47 100.00 
54.49 60.00 
54.51 
54.52 33.70 

Total Postmgs to } Accounts Receivable 

2 9 

113.00+ 
113.00 

8 

.00-

--

I 
24,00 234 71 
35.00 44.00 

465.00 100.00 
16.50 60.00 
12.30 
14.50 33.70 

567.80 
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ACCOUNTS RECEIVABLE 

STUDENT HANDOUT NO. 5 



OPEN ITEM 

ACCOUNTS RECEIVABLE STATEMENT 

iN ACCOUNT WITH: 

MAIN SUPPLY CO 
102 FARMINGTON AVe 
HARTFORD CONN 

DATE 

YR. I I ~I REFERENCE 
MO. DAY 

2 1 5 3 ~ 0 2 5 1 
3 3 0 5 3 4 1 211 
5 1 5 3 6 0 0 9 I'" 
5 1 5 5 3 6 1 772 
5 2 0 5 3 62150 

CHARGES AND 
CREDITS 

I 
I 
I 
I 
I 
I 

1 5:0 0 
3 4 0;0 0 

M I MOo I DAY I Y~ I 
510 6 653 

30 

DAYS 
60 

VI-.YS I OVEn 60 

DAYS 

• ~ ~-r I 

: 7 8'0 0 
I 1 0 510 0 

5 5~O 0 

59300 TOTAL OUTSTANDING 



BALANCE FORWARD 

ACCOUNTS RECEIVABLE STATEMENT 

IN ACCOUNT WlTIi: 
MAIN SUPPL.Y CO 
102 FARMINGTON AVE 
HARTF9RD CONN 

DATE , c 
0 -- -

I 
REFERENCE 0 

~O i DAY YR. £ 

5 1 5 3 SALANCE 
5 1 5 5 3 61772 
5 2 0 5 :3 62150 
5 2 5 5 3 80521 1 

-. 

MO. DAY YR. 

6 1 53 

CHA.RGES AND I 30 60· OVER 60 

CREDITS DAYS DAYS DAYS 

t 

78:00 J 5 5'0 0 1 0 5 ,0 0 
I 

1 5:00 
, , 

340:0 0 
, 
I 

1 83.0 0 CR , 
I 
J 

r 

1 
I 
I 
1 
I 
I 
I 
I 
t 

• • I 
I 
I 

• 
I 
I 
I I , I 
I I 
I t 
I I 
I I 
I I 

I 

4 1 0 O' 0 TOTAL OUTSTANDING 



ACCOUNTSRECENABLE 

DEBIT ENTRIES TO ACCOUNTS RECEIVABLE 

CD 

Acctg. 
Mach. 

S.P. 

Summary 

Acctg. 
Mach. 
Invoice # Seq 

AIR Journal 
Voucher 

.Accts. 

Invoices 

------------{J 
I ';/ :~~ 
I /~xfi~ 

K. P. 
K. V. 

--
---

Control 
Sheet 

--fj 

Journal Vouche 

- - - - -- - - - --- - - _.- - - - -- - - - -' 
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VESTAL STE.EL _CO 245 00 10247 107 
DATE •• II. 

I 
INVOICE z 

INVOICE AMOUNT DATE INVOICE ;n~~ . -' u 

AMOUNT DISCOUNT PAID NO. _ ~. :;: 
MO.IOAyl YR. MO·IO,WI YR. ~ ~ ~ ~ ~ 

PAID 
C'ITOM, NAME 

II • I • 0 0 I 0 II 0 0 0 II u 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0: 0 0' 0 0 I 0 0 O!U 0 0 0 0: 0 0 0 0 0 0: 0 0 I 0 : 0 I' 0 0 0 I 0 0 0 .1 0 0 I 0 0 
7 • 1 10 11 12 13 14 15 16 17 11 112021 22 23 24 25 2\i 21 21 29 ~ 31 32 33 34 35 36. 31 38 39 40141 42143 « 45 4S 41 48149-50 51 52 53 54155 56 51 sa 59 611,61 62 63 &4165 66167 68

1

'69 70 71 72 73 7~ 75 76 17 78 75 80 

1 1 1 1 1 1 .1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 111 1: 1 1 1 1 1 1: 1 1 1 1 1 111 1 1 1 1 111 1 t 1111: t 1 11 1 1 1 1 1 1 11 1 1 
: I 1 I 'I 1 

222212 2 2 212 2 2222222 2222222 222 2 2 2 2 212 212 2 212 2:2 2 2 2 2 2:2 22222:222 2:2 212 2 2 212 2 22 222 2 2 
1 1 1 I I I 

333331 I I I 1 333 3 3 3 3 3 3 313 313 3 3 3 3313 3 3 3 3 313 333 3 313 3 3 3:3 3'3 3 333 33 333 33313 
DISTRIBUTION I I : I I 1 I 

444444 4444444444144:4444141444444:44444414444144:444441444 4 4444 
ACC.OUNTING 1 I I I 1 1 II 

5 5115 5 II 555 5 555 55 5:5 5:5 5 5 5 51:5 5 5 5 5 515 5 5 5 5 5:5 5 5 5'5 5,15 5 5 5 5 5 55 5 5 555 
I I 1 ' ,I, 

E 6 6 666 6 6 6 6 6 6 666 616 S S 6 6 666 6 6 6 6 6 6 6 6 616 616 6 6 6 6 616 6 666 6:6 6 6 6 6 6,6 6 61:6 SiS 6 6 6 6 6 6 G sis 6 6 6 
I I I , I . I 

7 17 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7: 7 717 7 7 7 7 7:7 7 7 7 7 717 7 7 7 7 7:7 7 7 7:7 7:7 7 7 7 7 7 17 7 7 7 71 7 
I 1 I, 1 I 

S 8 8 8 811s 88888888 88888 8 8 8 8 8 8 8 88 8 8 8 8 8 8 8 8 8 818 818 8 8 8 8 8:8 8 8 8 8 81S 8 8 8 8 818 SI'8 8188181,88 8 8 8 888 a 8 8 3 

9999 9 9 gl9 9 9 99999 9 9 9 9 9 9 9999 9 9 9 999 9 9 9 9 9 9 919 9:9 9:9 9 9 9 9 9:9 9 9 9 9 9:9 919 9 9 9:9 9 9 9:9 9:9 919 9 99 999 9!9 9 9 9 
1 2 3 4 5 • 7 • 5 101112131415 Iii 17 18 1120 2122 23 2425 2& 27 21 29 30 31 32 33 34 35 36 37 38 3140'4142 43 44145 46 41414150 5152 53 54 55 56 575858 60'61 6211il &4'65 66'67 63,69 7071 72 73174 7S 761n 78 79,~ 

.IN A142:111-X 



INVOICE RECEIVABLE REGISTER 
Ie 

) A/~~~ 

EN'f/ilY DATE I INV. DATE INVOICE I CUSTOMER I I TRADE' CUSTOMER NAME 
MO. I DAY 

CITY BR SM INVOICE AMOUNT 
MO. I DAY NUMBER NUMBER eL. 

(J1 

I I 

1 2:3 1 MA IN SUPPLY co 12 I 3 1 1 2 349 5 9 751 14:3 68 1 3 6 7 4 1 4:4 0 I 
I I I 
I J I 

1 2:3 1 INDUSTRIAl.. CART co 1 2 I :3 1 1 2 350 4 131 4 231 8 0 2 2 22 :3 '72:2 1 I I I I 
I , t 

1 2:3 1 ~HANEl.. WHOL.ESALE CO 1 2 I 3 1 12351 1 123 4 2 :; 1 3 5 2 2 7 9 2 6 7:8 6 
I 

J I I 
I I 

7 6 
I 1 213 1 EM? J R E EQUIPME.NT CO 1 2 I 3 1 12352 30523 127 3 1 6 :3 3 112 ~ 

J I I 
I I I 

1 2:3 1 VESTAL. STEEL co 1 2 I 3 1 1 2 353 7 8 050 1 3 8 7 6 9 :; 9 6:6 9 I J I I 
I I I 

1 213 1 GEN PORT EQ U J P co 1 2 I :; 1 1 2 354 3 054 1 123 7 9 1 6 761 :3 51:4 8 I J I I 
I I I 

1 2:3 1 STAR INDUSTRI ES I [-.JC 1 2 I 3 1 1 2 355 73557 7 7 8 6 2 5 441 1 6 4:9 3 I 
I J 
I J 

1 2:3 1 CHOL.MAR FUR N I TURE 1 2 3 1 1 2 356 1 491 0 1 5 2 2 5 7 143 4:3 2 
I I 
I I 
I I 
I I 
I I 
I I 
I 5 7 :3 3:1 2 * I 
I I 
J I 
I I 
I I I I 
I I 

I 
I • I . 



Sales, Credit 
Memorandum 

l 
~ 

~ 

Register 

L1" 
-r 

INVOICES 
DATE BILLED 

O£8ITA/. 

e .. LA' E 

... "" 

ACCOUNTS RECEIVABLE 

Journal Entries, 
Misc. Entries 

J.. 
Accounts 

Receivable 
Register 

L/r--
.~ 

~ 
• ..1 Accounts 

1 Receivable File 

1 
ACCOUNT RECEIVABL[ 

CONTROL SHEET ·r 

/' 

INVOICES CASH DISCOUNT 
RETURNS ALLOWANCE MISCELlANECIJ 

PAID RECEIVED ALLOWED 

CREDIUIR DEBIT DE81T DEBIT DEBIT rx~ "" .... PI'" 

i 

6 

Trial .. ,. Balance f--

~ 

Cash .. Receipts --,. 
Register 

L./~ 



o INVOICES INVOICES 
DATE 

BIL-L.ED PAID 

DEBIT A/R CREDIT A/R 

BALANCE '2 5~5 16 LAST MO, 

12 1 10 '168 06 J/. 5.2.1 60 

.2. 81487 .2.7 6 iii 9.3 

.3 9.29' 20 I 993 {'K 
{, , '135 .33 3 ('5J!. 8" 
7 5 061 11/0 :l '113 97 
8 9 091 11/ 7s1 .li 
9 S 1/.31 39 ..217i~ 15 
/0 6 I. 'IS ..2.3 , 877 39 
13 S19.27 (,6 II 89.2 'lit 
/II 7289 61 2 82~ 97 
/5 ~ 908 .2.3 3 ~80 86 o 
I{, 7 1~5 16 7/5.3 88 
/7 761..2. 18 I~ 3(,0 8:1 

-Zo 7 "'8 32- 19 56~ 50 

:1I 9 608 77 :J. '16K 56 
:22 ~ 950 16 3067 1/.3 
23 8 :).11 6.2 S 178 13 
,21- 7 '79 56 15 170 86 
,27 9 301 8'1 10 876 39 
,21 7 57'1 57 9 5S{' 07 

:J.tJ 7 9;J..5 :1.8 9 89'8 {':J. 

.30 7 I/o.? 15 IS 697 fo 

.31 7 76'1 1/1/ 
o 

BALANCE 

ACCOUNTS RECENABLE 

ACCOUNTS RECEIVABLE 

CONTROL SHEET 

CASH DISCOUNT 

RECEIVED ALLOWED 

DEBIT DEBIT 

"'1~73 19 55 1// 
6 77Jf 08' ~~ IK5 
I 9fl So /2 /8 
3 633 .57 .2/ ~5 
2. .358 1/5 55 ~.? 

7'19 87 / 1// 
~ 751 81 .30 31 
(, 71/9 170 /.:1.7 (:'9 

II 753 61 138 83 
,,2. 77). 3;Z .50 bS 

8 s'lti 03 /3to 9'3 
7 0.37 195 115 193 

I~ 1~6¥ 78 96 01 
/9 ~S9 18~ 30~ '" .2 'II/:l. 170 :15 86 
~ 996 10 71 33 
.3 109 98 6f 'Is 

/4 18'..2 .sf .308 :108 

/0 8.u IS ..5~ ;1.1/ 
9 "f'flf 19'1 III 13 

9 70'6 197 179 65 
/05 '18'1 0;' ~/3 71 

7 

RETURNS 

DEBIT 

61 gO 

3"~ ,.5 
~61 17 

..1S :>.5 

.5).5 75 
13rt 50 
/63 '17 

MONTH 0,- ,l)~ 

AL.LOWANCES MISCELLANEOUS 

DEBIT EXP DR A/R CR A/R 

tlol 83 

r-IE 39S l.if;. 



ACCOUNTS RECENABLE 

0 
ACCOUNTS RECEIVABLE REGISTER 0 

ACCOUNT TRANS DATING REFERENCE INVOICE OT MOSE ACCOUNTS RECEIVABLE PARCEL POST MERCHANDISE AMOUNT 

0 NUMBER 
ACCOUNT NAME 

ABBR ~ NUMBER MO IOAVlvR ER .... eL ... 0 
11886F INES FASHIONS INC NV 30 5 1 4 11 8:- 2 I 86 140: I I 

: 86:40 1 1 6 
I I 

0 12093F INNEGANS INC NV 30 2 5 4 11 81- 2 \403 11 0 1 I I 140 3110: 41 0 
12 12 8 FISHER BROS INC NV 3046 4:181- 2 134510 51 I I 1345105 43 
12;:: 0 6 FLOR DELIOS INC NV 30 17 411 81- 2 1700 160 1 I I 17 0 0 16 0 I 1 6 

0 12720 FORDHAM FABRICS CO NV 30 2 2 411 81- 2 112 5 3 140 I I I 
1:25 3:401 1 8 0 I I 

1280 3 FRANKELS & SMITH NV 30 2 9 411 81- N I 48 15 21 310 21 I 45 15 01 17 
12 8 1 5 FREEMANS & FOSTER NV 3049 41181- 2 11 0 7:0 5: I I 1107105: 2 3 

0 12 900 GADSONS INC NV 30 12 4 11 81- 2 13451101 I I 134 5 110
1 

41 0 
13260 GIBNEY & SONS NV 30 6 6 4:1 8~- 2 11651351 I I 11651351 2 2 
1 32 6 5 GLOBAL DISTR INC NV 30 2 8 411 81- 2 13 1 610 51 I I 13 1 610 51 1 6 

0 0 12 390 HAYES DROBNY INC NV 30 1 1 4 1181- N I 43 160 1 2195
1 

I 40 165 1 43 
14619 HIGH BB.....lDGE - N'. - 30 5 3 411 81- 2 l1LL910 2.1 ..i _1 1 2 910 ;U 1 3 ~ -- -

8 



ACCOUNTS RECEIVABLE, CASH RECEII?TS, OPEN ITEM, FULL PAYMENTS 

Tape 
Money 

Q) 

---f:J--

AIR 
Control 
Sheet 

Balance 
and Post 

to Control 

AIR Net Pay 
r-------___ .. Disct. Taken 

AIR Gross 
Pay 

------, 
I , 

I K. P. \ 
---------.. or 

, M. S. I 
,-----~ 

Hold for 

G. P. 
Date 
Paid 

From 
Partial _ - - - - - - - - -.. Open Item AIR 1---__ .-." ~----.,. Pay Rout" e 

Cash 
Receipts 

Acct. Mach 
List Cust. # 
Seq. p,J (/0 ( 



-------- -. -- -- - -- -~ ... --........ --'--.- -.- - - - - - - - - -- ------------------------- - ---------------------------------- . ..,. .... ----- ~ 
CASH RECEIPTS _ . .. __ ~~ __ ._ ...... ____ ._. __ ~ ___ ______ ___ ._~_-~.-~--.:-- .. ---.""'-.-.-................ a- .~._.~~ ___ ._ ..... ..!__:__~_... ____ a... __ ".,~~:L&.-..... ~ ....... _.-.--.--_ .• 

o 
o 
o c:: 

1-----------------------------------------------------.-----------------""j--r-----.-----------------... -------:-----..... ----------------.. - -------------------T-'----- ....... - ----~--___.---- ~ 
~ CUSTOMER ~ SM_ ~ INVOICE I'NV- DATE f CREDIT t DEIIIT ~ 

".~~~~;;:~;~~~;~- --~" ~{:};i- N;~}fUf;-i~ :~~+ ~;;;;i:;~ --;;;;f~--~~~-=:~~ ~ 
CON N M F G C O-M PAN y 6 } __ 2_~_! ___ ~_ --~?-~-~-~-r-~I.?-!- _!Jl_~.?J9_~ ____ 1 J) __ J_~~~_~ __ 2;..l_L~_g ____ .. ~ 

~·-NE:-W---BR-,-TI-A-N--ST E-EL. 7 8 050 3 104 5 2 4 1 1 i~ 6:6 1 1 4 616 1 : ~ 
EAST HARTFORD CO 8 9 6 5 2 1 95 6 2 2 1 6 5 0 I 4 0 6 5 0: 4 0 I lJj 

~----- --- ---~-- -- --- - . -- -- ---- - -- .. -_.-------- ---- ----------- -- --- - . ---- -.. -- {---.- ---- -- --- ,-.--- ----!-------- 1:-1 
, I I Q9 

_ .3.6 1 3 1 3 5 _~.~ ~_2_:·2 __ 5 _2 _~ '_lJ! ~ __ _ 
1------ - - - - - - -.---.-- - - - - - - - - - - --~~--~ --~- ------- --- .. - - - -~---- ------ -- -~-~- -_. I -! 

I , I 
I I I t----.----------------- .. -- ---------- -----.-.---------- ----------- -- ---- -------1----- -------~---- ---,-------I I o_ 
J I 

:--------- - --------------------->--- --------------=~ ~ 

t-- .-- - - - - - - - - - - - - --



Original AIR 
$100 

~~~~.: 

Jl~~~ 
~ 

ACCOUNTS RECENABLE 
PARTIAL PAY OPEN ITEM 

PLAN A 
Included in Today's Cash 

Receipt Register ( ee OPF 8 ) 

Dup. 
&" 

K. P. 

Blank Cards 

Partial 

Original AIR 
$100 

x (§) 

~---.., 

eparate 
Partial 
Cards 

Original AIR 
$100 

Partial 
$20 

x 

FROM: Cash Receipts 
Register 



I--' 
N 

Cash 
Remittance Original AIR 
Partial Pay .---. .... $100 

ACCOUNTS RECEIVABLE 
PARTIAL PAY OPEN ITEM 

Dup. 
& 

K. P. 

PLAN B 

j' 

~ (, 1st Partial $20 

Original AIR 
$100 

To Cash Receipts 
Procedure PF 9 ~ 

~~A 
,-r-~---,I~-_ 

Partials 
2 

G)~---
eparate 

Original AIR 
$100 

(hMM:ft4 
f fil·~ 
F~&~~ 
~ r 

To AIR Open Item File ~ 



ACCOUNTS RECENABLE 
PARTIAL PAYMENT-OPEN ITEM 

PLANC 

G_----.t 
Origina 1 A/.R 
$100 

Dup. 
& 

K. P. 

1>~ 0 ~ ~p~;;XJ4-tr~ 

!:wr .-e~ ~t.)- -{ ~~ 

Original AIR 
$100 

Partial Pay 
$20 

Destroy 

Return to 
New Open Item 1-----j~A/R Open 

Card $80 Item File 

New Open $80 



ACCOUNTS RECEIVABLE 

0 AGED TRIAL BALANCE 0 
~AGE 0'- DATE o 4 I 30 I 6 -

0 0 
A.CCOUNT SALE'S BALANCE OVER OVER OVER 

CUSTOM£'" BR CURRENT 
NUMBER MAN 300AYS 60 DAYS .0 DAVS 

0 CRANDAL & COMMINS 46 346 1 44 5 0 3;42 5 0 3 142 I I ; 0 
I I 

CULVER CONSTRUCTION CO 5 860 7 1 1 9 1 6 9 6 13 4 1 3 1 516 7 38016 7 
1 I 

0 I 0 I 
37 9:0 5 

I I 
CUMBERLAND DAIRY 322 64 3 72 3 7 910 5 I I 

0 I 
602119 910 

I I 0 CUTTERBILL INC 8 8 2 1 1 1 68 7 9 112 2 1 8 3 I I I I 
CUYENSTAHL DIE WORKS 1 0 9 10 1 43 45 3712 9 45 37 12 9 I I I 0 I I I I I 0 
DADAROLA CONTRACT I N::::O 1 97 7 7 1 1 1 5 5

1
80 5 51 80 

I I I 
0 DADE & F"ORSTERMAN INC 2 0 7 9 1 2 3 0 7 4 7 16 5 7 3716 5 I I 

1010 0 0 
I I 1 

! I 
0 DAHL DAHL & YONKO 49 3 8 2 2 1 9 92110 92110 I I 0 I I I I I 

DARCHESTER PLATING CD 1 10 7 1 1 84 1 46
1
4 3 1 46

1
4 3 I 

1 1 
0 DEAN HARDWARE CO 5 20 86 1 2 6 a 7 15 0 I 8 715 0 I I 0 

1 I 1 I I 
0 DELILEVIN SUPPLY CO 141 2 5 1 44 1 7 2 717 7 1727177 1 1 I 0 1 

54 18 3 I I I DEVENY AND SONS 2 2 767 1 1 1 54
1
83 - - I I I I - -

Aged Trial Balance 

14 



ACCOUNTS RECEN ABLE 

OPEN ITEM TRIAL BALANCE AND STATEMENTS 

AIR Open Item I-A~/M ___ --t 
1---...... Group or 

Detail 

Aged Trial 
Balance 

N/A 

AIR Control 
Sheet 

AM 
Detai 1 Print t---I~ 

Statements 

xxx 

AIR Open Item 



ACCOUNTS RECEN ABLE 

r----i----------------------------------------------------------:----o I I 0 
I I 

: DAILY INVOICE REGISTER : 
01 10 

[ J 
o : CUST ENTRY INVOICE ACCOUNTS INVOICE ~ ~O ~ALES INVOICE: 0 

I NUMBER CUSTOMER NAME DATE AMOUNT RECEIVABLE NUMBER ~ u MAN DATE I 

0 
64662 HALLOWAYS 01/16 $ 26.50 $ 26.50" 45269 02 211 01/13 0 

0 47631 ROSE FORTUNE 01116 9.95 9.95-* 45270 02 148 01113 0 
01856 KILCAIN AND CROSS INC 01/10 187.44 45271 12 211 01113 

0 
01856 KILCAIN AND CROSS INC 01/16 216.90 45272 12 211 01/13 

0 

0 01856 KILCAIN AND CROSS INC 01/16 36.45 440.79* 45273 12 211 01/13 0 
12797 SUSSELMANS 01/16 426.15 426.15-:; 45274 12 086 01/13 

0 
33816 SUSANS SHOPPE 01116 48.10 48.10* 45275 02 124 01/13 0 

0 34175 BOLTONS DEPT STORE 01/16 633.00 633.00;' 45276 12 211 01113 0 
264/1' 

01856 0 NO. 
26 

ACCOUNTS RECEIVABLE 
CUSTOMER LEDGER NAME - Kilcaln and Cross Inc 

o 07 ADDRESS 700 Penglade Ave. RATING AA/2 LOCATION CODE 

2lE 

o 04: 
TElEPHONE 
CONTACT 

Wimterlck. Ohio 

WE 6-9888 
Mr. J.e. Donnell 

o 001 CUST. CUSTOMER NAME NUMBER 

~~7 
--~ 01856 KILCAIN AND CROSS INC 

01856 KILCAIN AND CROSS INC 

01856 KILCAIN AND CROSS INC 
01856 KILCAIN AND CROSS INC 
01856 KILCAIN AND CROSS INC 
01856 KILCAIN AND CROSS INC 

01856 KILCAIN AND CROSS INC 

ENTRY 
DATE 

12/19 
12128 

101/04 
01/16 
Pl/16 
P1/16 

~)l/24 

CREDIT LIMIT $4000. TRADE CLASS 
TERMS 2/10-N/30 BRANCH 
CYCLE 2 SALESMAN 
PERIOD COVERED 12/1/6-

INVOICE DEBIT 
INVOICE 

>-w 
DATE AMOUNT- CREDITS 

ACCOUNTS "'0 
& AMOUNT RECEIVABLE NUMBER ~8 PAID PAID RETURNS 

16. 12 16. 72-~ 3962 12 
28.16 28.16* 4011~ 12 

39627 ~4 12/28 16.39 
110.29 110.29* 43864 1 : 
187.44 45271 12 
216.90 4527; 12 

36.45 440.79* 45272 l? 
43864 24 01/24 110.29 

93.55 93.55* 47004 12 
45271 24 01/25 183.69 

NO. 01856 

• ST. 14 CITY 326 
082 
02 
211 

CREDIT 
VOUCHER DISCOUNT ACCOUNTS 

RECEIVABLE NUMBER 

.33 16.72* 6482 

110.29* 6610 

3.75 
45272 24 01/25 206.19 6.50 4.21 
45273 24 01/25 35.72 .73 440.79* 6633 

01856 ~ILCAIN~ROSS INC p2l2.a. ..... 310 • .J,g, .-310.10* ~125 ~2 - ~ .- ---- ........-..-- -- ~ - -- - - ~ 

--~ 
Facsimile-Posted Ledger Card 

16 



ACCOTJNTS RECEIVABLE 

ACCOUNT NUMBER NAME ADDRESS 

140229980 MRS CLARENCE CALVERT 450 FONTANA AVE 
TYPE ~~~~~i; 1 Y"o;~~~~" CITY AND STATE 

I CI 60 ASHEVILLE NORTH CAROLINA 
DATE CHARGES PAYMENTS CREDITS ~E,.'l~8: BALANCE OVER 60 OVER 90 OVER 120 REMARKS 

JAI 60 I ~8;00 70 100 I 1 128 100 I I I • I 
FEB 60 32105 128:00 1 32 105 1 1 I 
I~R 60 I 128199 1 -96194 

128:99 
I I • APR 60 3345 15100 I 8145 I I 

MAY it I 35:00 1845 I 135100 I •• 
I I •• 

JUNE 60 I I I 35 1°0 I I 
JULY 60 I I 10100 I 25

1
°0 25100 

25 100 
1 

AUG 60 1 I I 
2500 I I 

• 60 20100 25
1
°0 20100 I • 

I • 
OCT 60 I I I I 1 I 
NOV 60 I I I I I I 
DEC 60 1 

1 
I I I I I I JAN 61 I I I FEB 61 I I 1 1 

MAR 61 I 
I I I I I 

I I APR 61 
I I I 1 I 

MAY 61 I 1 I • 
JUNE 61 1 I I I I I I 

II I I I I I I I I I. 
Ledger Card Posted on the IBM 557 Interpreter 

17 



I--' 
OJ 

0---

K. P. 
& 

K. V. 

ACCOUNTS RECEN ABLE 

BALANCE FORWARD COLLECTIONS 

AIR Paid 

Control 
Sheet 

AM 
Detail Print 

AIR Bal. Fwd. 

Cards in File 
Prior to Month 

End Closing 

---------.~ 
AIR Bal. Fwd 25 

o 
c:: 
~ 
(j) 

~ 
tIj 
o 
trJ 
~ 
Ed 
~ 



CULVER CONSTRUCTION CO\586071 I 000 ..... 671 380 ..... 671 315 ..... 001 .... 12 
CLETOMIR t-aME I I IA.COUNTI CURRENT lOVER 30 DAYS lOVER 60 DAYS lOVER 90 DAYS ~~ 

I 696 .... 3 4J 
I I II I II I lovER 30 lOVER 60 BALAN f"E I ~ CREDIT BALANCE ~OVER 90 

tIl 

.001 00 000100101000000 I 10 I 0 I 000000000 I 1000000 I I 0 I I I 00 I I I I 00 10 Oil I I I 000 I.,. I I I I II 10 0 ~ 
1 2 3 4 5 & 1 • I 10 11 12 13 l' 15 16 11 1. II ZO 21 22 23 24 ~ 26 21 28 ~ JO 31 32 33 34 ~ 36 ) 38 3HO 41 42 43 44 45 46 41 41 49 50 51 52 53 54 55 :i6 51 58 59 &0 &1 62 63 64 &5 && 61 61 61 )~ 11 12 73 74 15 1& n 11 13 10 1> 
11 1111 11111111111111111 11111111111.111111 1 11 11 11 1 11 1 11 1 1111 111111111111111111 11 1 ~ 

A (EQUALS) B(PLUS) C (PLUS) o (PLUS) E m 
222222 22222 2222222222122222222222 2 ~ 2 22222222 22222222 222222222 222222222 22222222 12 I 

"T1 

.313333133313311333313 
0 

311333 33333 3 3 3 33333313 33333333 333313333 333313333 33333333 33 :0 
~ 

4144444444444144444444 44444441 
:l> 

444444 44444 444 44444444 444444444 444444444 44444444 44 :0 
0 

555555 .5555 5551155551555555551555 5 5 5 55555555 55555555 555555555 555555155 55555555 55 (J) 

c 

666616 66166 6666666616666666616661 66616166 66666616 666666616 
3: 

6 6 6 666666666 66666666 66 3: 
:l> 

77171 7717777777777777777777 77771771 77777777. 7_ 
:0 

777777 777 77777777 771771777 77777777 -< 
0 

888888 81888 8888888888888888888888 888 8888888g 88888888 888881888 888888888 88888888 88 :l> 
:0 
0 

999999 99999 9999919999991999199999 991 99991999 99999999, 999999999 999999999 99999999 99 
123451 11 •• 1011 12 IJ 14 15 16 11 18 19 20 21 22 23 24 ~ 26 21 28 29 30 31 ~ 33 343536 ) 31 39 40 41 4243 44 45 4& 41 48 49 50 51 52 53545551i5151~&061 6263646566U ill 6910 1 12 13 14 15 1& 1118 1910 
TRIAL DATE ACCT. NO. CUSTOMER NAME IF s\I'. BALANCE FORW'D CURRENT OVER 30 DAYS OVER 60 DAYS OVER 90 DAYS ~~ 

Aged Balance Forward Summary Card 



Paid 

I 

V 
Control 
Sheet 

Fwd. 

ACCOUNTS RECENABLE 

BALANCE FORWARD TRIAL BALANCE 

Paid 
~----------~.~ 00 Statement Writing 

'0-----V AIM 
I-----~ Detail Print ~ __ 

Aged Trial 
Balance 

S. P. 
New Bal. Fwd. 

Tab. Total 

Bal. Fwd. 

On ly one card per 
Customer, Bal. Fwd. in 
File Now 



N/A 

N/A 

ACCOUNTS RECEIVABLE 

BALANCE FORWARD STATEMENT 
WRITrnG 

Paid 

N/A 

t---~ To Paid File 
I-----I~ To History 

.----~ To History 
'----------' 

AIM 
Detail Print 

~----------------~ 

tJ> 
o 
o 
o 
q 

~ 
w. 
~ 

,-.------. tIj 

Statements 

Control 
Sheet 

S. P. 

Include 
with 

Statement 

Pre-Punched 
Payment 

o 
tIj 

~ 
~--~-----tJ> 

to 

AIM 
Tab. Total 

548 

II 
tIj 



x 
iffi CASHIER'S STUB 

ACCOUNT AMOUNT FEE5 

~n~ ,~~~!! ~!~J~:~' ~!i!~: ALWAYS RETURN 
1111 111111 1111:11 111:111 THIS STUB WITH 

REMITTANCE 
222122122 2 2222:22222:212 

DO NOT SPINDLE 
33 

OR MUTILATE 
4444414444444414444:444 

, I 

55555551555555:555551555 
I ON -::::'\'0" I 

66666666666111:66666:666 

7 7 7 7 7 7 7 7 7 7 7 ·t;~;T 7 7 ;<7:; 7 7 1 5:31:6-1 
MO 0"" '''' 

1118 888881 I rouT ACCOUNT 

III 9 999999 
1:t14 11'1111 

80 column card 

paper coupon (machine readable) 

Payment Coupons 

ACCOUNTS RECENABLE 

I·OUT~I :c;u; 0 01 R 1 

AMOUNT 

16i4O 
FEE:S : 

I 
TOTAL I 

22 

NOT I C [ 0 F' PRE MI'.JM 0 U[ cro;rn:i:tI:Jmi:n1J:rtcwml'R, )' 
"El'ln:~E\T\TI\"E LIFE I:\Stlt\:\U: nnll)A~" 

A PAYMENT Will BE DUE AS SPECIfIED BElOW PROVIDED POLICY IS THEN IN rUll rDRCE 

I I .. 
I I 

04 048 121 

~ r-WAL~ER l GEOFFREY 
I I 2020lwATERSIDE Pl 

DUANE, f I I 

I I 

I 

~ O"'OUKd ,) -'1- I 

04 127 16- 'I 
~~=b!:' T. J 

I 

I , I 

:1 
~~ij~r~~'~i~?~-~~~~EEo~~T:~'iiJtj 

IMPORTANT: RETURN THIS NOTICE WITH PAYMENT 

51 column card 

REPR[5[NTATIV[ UTILITY COMPANY 
ANY CITY· •• , srAU 

I II I I I I I 
I PliAU 'i'U'N 'Nti UUI if" ''''MINT 

I f ! I ACCOUNt HUMI" --=l 
l~~ 

GROSS AMOUNT -.------­

DUE AF,R - I " 2 1 
GlOSS AMOUN' 

~ :fs 

1 2:0 5 

22 column card 



ACCOUNTS RECEN ABLE 

: METROPOLITAN PUBLIC SERVICE CORPORATION (METROPOLITAN PUBLIC SERVICE CORPORATION 

PRESENT 
GR ! tOLtO NUM8ER ~z I SERVI~E DATES ~ ACCOUNT NUMBER DUE UN OR BEFORE ACCOUNT NUMBER IMo. DATE fROM sr 

51 8~19676.2:1 I 41 I: 8:196762:1 MAY 256-: I: 8;196762; I 5 

• . " 
I : 

I I I I I '" I : TO INSURE PRV CREDIT I 
OFFICE STUB TH IS ST MUST 

I I I AclOMPANY PAYM£NT I 

• ~ l • • /' :fJt"(~I~N: lun .... OUNTDu( (; P"h'IOU~[ Ttill "uO~::~[NT USlD '\/ ..... AMOUNT OUE '\: BAL. NOT oat "\MOUNT OuE "\ 
3538 o 1 676 ~308 3538 230 
5 5~ 7 06 549 1544 577 33 
5 9 5 9 396 'II ATE R H E ATE R 

I 11) 0 3 f REV I o U S B A L. 

I . 1 
, 1 

1 
I I . I 

~"4°Oio~ I 
.1 YOlo! Ho_, Pa.4"", ""'001"" .'UI, TfiI"a,".Ole"'''OPr.,oI'' 

2 6 2 ;~'M""'."."",''''''.~ .-/\. 

METROPOLITAN PUBLIC SERVICE ) 

cb :N~~~?~~~~~~ cL=> 

I 

676 
549 
396 

1003 
: 

2624./ I 

FIRST CLASS MAIL 

U.S. POSTAGE 

PAID 2Y2 CTS. 

PERMIT NO. 11 

3=>c3::Jc3 M:::> rl]J 0 H N J A COB S C H MID Tl 
4::Jc4::Jc4 -4.c4- N:::> 1 4 0 9 B REA S Y A V E N U E 
5=>c5::Jc5-' 5::Jc5 • FOR EST H ILL S W I S 

I 
6::Jc6::Jc6 6::Jc6 

I 
Lj ~ 

I 
7::Jc7::Jc7 _7::Jc7::J 

I 
8::Jc8=>c8- -8=>C8=>1 
9::Jc9::Jc9- 9::c9=> 

I I i 
I 

Typical Utility Bill 

23 

676 EOl 

630~ 
549 G06 
396 M36 

I 
I 

I 

I I 

I 

1003 pi 

2624 .-/ 

I 
I 

I I I I I 

I 
I 

JOHN JA 102 
1409 BR 
FOR E SiT H I 

I I 

I 

I I 

I 



PAYROLL, ACCOUNTS PAYABLE 

CASE STUDY 



PAYROLL, ACCOUNTS PAYABLE CASE STUDY 

THE J & A ELECTRONICS COMPANY 

The J & A Company i,s successfully utilizing Punched Card Data Processing 
equipment for the distribution family of applications. As a result of their 
success, we have been able to generate interest in the conversi01 of 
Payroll and Accounts Payable. 

As a result of the Comptroller's having attended a Customer Executive class, 
he has allowed us to survey these areas of his company; he now expects a 
proposal stating the objectives of our survey, the procedure.s necessary to 
accomplish these objectives ,and the advantages to be realized as a result 
of performing these applications on IBM equipment. 

A. General Information 

The J & A Company presently employs 3,200 union contract employees. An 
additional 800 employees are salaried. There are 50 Production Departments. 
and 10 Service Departments. 

There are 7000 basic work order numbers ranging from 000000 to 009999 for 
the manufacture of replacement 'parts. The individual made to order items 
are assigned a unique work order number which can ra~ge from 010000 to 
999999. 

There are an average of 3, 000 work orders in process. The range of operations 
per work order is 2- 6, average 4. 

At.present, the J & A Company is using a combination of bookkeeping machines 
and manual procedures to perform these applications. 

B. Survey Data' 

1. Payroll 

The company pays their 3, 200 factory employees weekly. T~e 

same operation can be performed on different work orders. Operation 
rates have been established for operations and are contained in the 
12, 000 operqtion masters which are maintained on file. Each 
department performs a maximum of 250 operations. 

Each man is guaranteed his minimum . hourly rate or the operational 
rate I whichever is higher. Distribution efficiency reporting will be 
limited to a comparison of cost at the operational rate extension 
and what was actually paid the employee. The prime purpose of this, 
comparison is to determine that plant labor is most effectively 
utilized; i. e. I to focus attention on employees that are being 
assigned operations in which the employees minimum rate is higher 
than the operational rate .. The obvious result of this condition~ 
is inflated job costs. 



MAN# 

4793 
4793 
4793 
4793 ' 

TOB# OPER# HRS. Min. Man Opere Min Opere 

L-7 ~ Rate Rate Rate Ext. Rate Ext. \ ~V; (j--\) 

\.t\ 

000307 72578, 2. 3.00 1.75 6.00 3.50 
000307 95412 1 .' 3.00 3.00 3.00 3.00 
000350 60234 2. 3.00 3.50 6'.00 7 .. 00 
000350' 72556 3,. 3.00 1.75 9.00 5.25 

<- 'I CJe) 18.75 

The J & A Company employs' 5 timekeepers and operates one 
production shift. There are 10 1 000 j obticket entries per day. 
An employee may V\O,rk in more than one department daily. Overtime 
is more than 8 hours per day or 40 hours per week. Overtime pay 
is 1.5 times the employee,l s hourly rate. About 1% of the checks 
are mailed. The, employees are paid each Thursday for work 
through the preceding Sunday. The salaried employees, both exempt 
and non-exempt, are paid bi-weekly. An average of 15% of the 
employees work anon standard week. All personnel are now paid by 
check prepared on a bookkeeping machine. There are a maximum 
of 5 different types of tJoluntary deductions available to the 
employee. 

The Comptroller ha"s requested that your proposal include a complete 
payroll procedure from source to gross to net for both the salaried 
and hourly employees. He has specifically requested your assistance 
in determining which reports he could obtain that would prove 
meaningful to him and he is expecting defininte recommend~ tions in 
your proposal. You should also prepare the quarterly reports and the 
annual W-2 Forms as well as present the ,check reconciliation 
procedure and labor distribution. ' 

Cost & 
Pay Amlt. 

6.00 
3.00 
7.00 
9.00 

25.00 .' 

2. Accounts Payable 

The J &. A Company receives approximately 400 'invoices per day and 
makes 1,000 distributions per day. There are 30 expens'e accounts 
per department, 50 production departments, and 10 service departments. 
There are 1/000' vendors. The Comptroller has requested a complete 
accounts payable procedure that includes cash requirements and dis­
bursements. 'He would like to have an accollnts 'payable distribution by 
department on a 'weekly basis. He 'also wants this distribution on a 
monthly basis comparing current figures with year-to-date figures. 
This he uses in budget estimation. Presently, the company prepares 
Accounts Payable's checks on bookkeeping machines. The distribution 
is performed by manual posting to spread sheets. 

-2-



PAYROLL, ACCOUNTS PAYABLE CASE STUDY 

PROCEDURES OF J & A ELECTRONICS COMPANY 

A. Accounts Payable 

B. 

1. Vendor invoices are audited and validated by checking 
to purchase orders and material receipts. 

2. Invoices are vouchered and all necessary distribution 
codes are applied. The voucher is attached and approval 
obtained for payment. 

3 . Adding machine tapes are taken on daily batches of 
invoices. 

4. . Daily payable expenses are distributed into two categories. 
Those affecting the Inventory, and those affecting the 
Factory Control Account, Indirect Manufacturing Expenses. 
These two distributions are totalled ?-nd applied against 
thes e accounts. 

5. Daily the distribution of the Indirect Manufacturing expenses 
are manually posted to spread sheets. If the overhead . 
expense can be charged directly to a department, it is 
posted to a productive or service department on the spread' 
sheet. If the expense cannot be charged to a specific 
department I it is posted in the undistributed column. 
Spread sheets are maintained for each expense account. 

6. Monthly, the spread sheets are recapped, and depart.;.., 
mental totals developed for all Indirect Manufacturing 
expenses. 

7 • 

8. 

Payroll 

1 • 
2. 

3 • 

4. 

Monthly, the totals are recapped by expense accounts for 
entry in the general ledger. 
Payables checks are written as required. No definite 
schedule. 

Job tick.ets received daily for previous day taped for totals. 
~~rate is extended by hours to produce actual labor 
dollars and posted to daily spread sheet by ·employee. 
Job cards are held for reconciliation to the weekly attend-
ance~~ . 
Weekly I labor costs are distributed to the factory ledger 
control accounts Direct ·and Indirect Labor. They are 
·further distributed to departments. 

5 . Attendance cards are audited for non-standard time. 
6 ~ Comptometer operators add daily pay and hours. They 

then calculate overtime rate and gros spay. 
7. Bookkeeping operators prepare checks after c.onsulting 

employee ledger cards to determine deductions. . 
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PAYROLL 

STUDENT HANDOUT *1 

METHODS OF REPORTING OVERTIME 

An employee works 12. 0 hours in, one day. 

Total Hours =·12.0 
Overtime hour s = 4. 0 

This employee I s occupational rate is $2.00 per hour. How do we compute 
his overtim~ pay? 

Total Hours (12.0) x Occupational Rate ($2.00) = 
Regular Earnings ($ 24. 00). 

Overtime hours (4 • 0) x Occupational Rate ($ 2.00) = $8. 00 •. 
But, his overtime pay is only 50% of $8.00 or $4.00, so the 
product ($8. 00) must be divided by 2. 

To eliminate the need for dividing in order to calculate overtime earnings, 
many companies use a reporting method called premium hours. Under this 
plan, the person responsible for reporting time arbitrarily halves the actual 
overtime hours worked and reports them as premium hours. To follow 
through with our first example, this time using premium hours, the calcu­
lation would be handled in the following manner: 

Total Hours - 12.0 
Premium Hours - 2.0 
Occupational Rate - $2. OO/hour 

Total Hours (12. O)x Occupational Rate ($2.00) = 
Regular Earnings ($24.00) 

Premium Hours (2.0) x Occupational Rate ($2.00) = 
Overtime Earnings ($4. 00) 

Thus non-productive premium pay can be separated for charging .0 Overhead 
Expense, if this is the accounting policy. 



PAYROLL 

STUDENT HANDOUT #2 

BACKGROUND NOTES ON GUARANTEED 

ANNUAL WAGE 

PERSONNEL MANAGEMENT AND INDUSTRIAL MANAGEMENT 
Dale Yoder 
Prentice-Hall, Inc. (1956) pp. 170-171, 502-505, 672-674 

1. In general, these plans (GAW) insure employees--or those who, by 
length of service, qualify for inclusion--that they will receive regular 
weekly wages throughout the entire year regardless of fluctuations in 
demands of product. 

2. Level of work force stabilized at level of reduced output. Necessary 
increases in production met by working overtime. 

3. Forecasts of rising unemployment in 1953-1954 prompted negotiation 
of contracts providing for 12,000 hour guarantees. In 1955 provision 
for guarantees negotiated by UAW 'with GM and Ford. 

4. Geo. A. Hormel plan, established in 1931, pays each employee full 
wage for a 38-hour week, although in many weeks, employee may not 
work 38 hours. Other plans, however, employee may work more than 
40 hours without payment for overtime. Estimated cost of plan is 4%. 

5. Nunn-Bush plan, inaugurated in July 1935, relates wages to net sales. 
After an annual forecast of net sales, approximately 20% of sales 
dollar value is set aside for wage s. Each employee I s share is e sti­
mated, and weekly earnings are then calculated. These figures are 
revised at end of 4-week periods. 

6. Federal legislation in the GAW Labor Standards Act sought to 
encourage guarantee s of employment. The Act allows employers who 
provide certain guarantee s to forego the usual payment for overtime 
work. Plans must be negotiated and must guarantee at least 1840 hours 
per day or 56 hours per week, except that if total hours exceed 2240, 
overtime is payable on all the excess over 40 hours per week. 

7. Cost to employer varies from 1 % (flexible plan) to 33% (rigid plan) of 
total payroll. 

1 



STUDENT HANDOUT #2 (Continued) 

8. Most current GAW proposals will deduct from employer payments any 
earnings received from other employment during the layoff period. 
Plans would involve an employer contribution of a stipulated amount 
(from 5 to 7-1/2 cents) per hour worked. Such contributions would 
be held in a special guaranteed wage fund. Employer's liability ceases 
when fund is exhausted. 

9. Ford-GAW Plan: 

A. Ford contribution of 5 cents per hour to fund. 

B. Employees with 1 year seniority eligible. 

C. No benefits paid for layoffs due to "acts of God II or labor 
disputes. 

D. After waiting period of one week, unemployed becomes eligible 
for four weeks of II Special" benefits. Combined with unemploy­
ment compensation, they may amount to 65% of regular earnings. 

E. Thereafter, "regular" benefits may provide 60% of such earnings. 

F. Maximum weekly supplement is $25. No employee may receive 
more than 4 weeks of special benefits when fund is 1/2 gone, 
nor more than 8 weeks in any case. The longest possible pay­
ment is 26 weeks (4 special, 22 regular). 

INTRODUCTION TO INDUSTRIAL MANAGEMENT 
Franklin E. Folts 
McGraw-Hill (1954) pp. 472-485 

1. In 1923, Proctor and Gamble announced workers would be assured of at 
least 48 weeks of work at 48 weeks I pay each year. 

2. What the worker wants: II want it in the pay envelope; 1\ assurance of 
employment. 

3. Difficulties of providing steady employment: seasonal and cyclical 
demands. 

4. P & G had stabilized soap market and labor requirements, through 
change in marketing methods. When GAW put into effect, company 
retained right to transfer any employee to work other than his regular 
job. 

5. Results of GAW: employee loyality, reliability. 

6. General applicability of GAW: must be able to stabilize demand, pro­
duction, competition. 

2 



PAYROLL 

STUDENT HANDOUT #3 

INCENTIVE PAYROLL 

In order to compute an employee's incentive earnings, what factors generally 
must be known? 

1. Elapsed time required to do the job. 
2. Employee's occupational or guaranteed hourly rate. 
3. Quantity produced (units, pieces, tons, gallons, feet, etc.) 
4. Most incentive plans stipulate that a worker must be paid no Ie s s 

than a guaranteed minimum based on his occupational rates and 
time spent on the job. 

Different basis for minimum guarantees in incentive wage plans are: (a) 
guarantee by job, (b) guarantee by day (or week). Different standards for 
minimum guarantees are: (a) money standards (piece work), (b) time-stan­
dards (allowed hours). 

Review examples of piecework payroll calculation (money standard). 

Guarantee by the Job 
Piecework rate 
Pieces produced 
Actual time 
Occupational rate 

$3.50/M 
2000 
4.0 hours 
$2.00/hour 

Pieces (2000) x piecework rate ($3. SO/M) = piecework 
earnings ($7.00). 

But, since most incentive plans call for the employee to be paid no less than 
a guaranteed minimum, we must also make a second calculation: 

Actual hours (4.0) x Occupational rate ($2.00) = guaranteed 
earnings ($8.00). Now we must determine which is greater. 

Piecework earnings ($ 7.00) - guaranteed earnings ($8. 00) = - result. In this 
example, the employee's piecework earnings were less than his guaranteed 
earnings. He would be paid $8.00. The difference required to bring him up 
to his guaranteed minimum, in this case, $1.00, is commonly called "make­
up pay". 

Guarantee by the Day 
Piece Rate 
Pieces Produced 
Occupational Rate 
Actual Time 

Job No.1 
$3.50/M 
4000 
$ 2. OO/hr. 
5.0 hours 

1 

Job No.2 
$2.60/M 
2000 
$2. OO/hr. 
3.0 hours 



STUDENT HANDOUT #3 (Continued) 

Calculate piecework earnings for each job. 

Job No.1 $3. 50/M x 4000 = $14.00 P.W. earnings. 

Job No.2 $ 2 . 60 /M x 2000 = $ 5. 20 P. W. earning s . 

$19.20 total piecework earnings 

Calculate guarantee by the day. 

8.0 hours x $2. OO/hr. = $16.00 guaranteed earnings. 

Compare total piecework earnings to guaranteed earnings: $19.20 - $16. 00 = 
+ result. Employee would receive $19.20. If this incentive plan had called 
for a guarantee by the job, what would his total earnings for the day have 
been? Answer: $20.00, as on Job No. I, the piecework rate would be used, 
but on Job No.2, the hourly rate would be used. 

Review Time Incentive Rates - more common. A time standard is established 
for each job. Basically, this means the amount of time required by the 
average worker to complete a specific task. Why widely used? 

Money incentive rates must be changed every time there is a renegotiation of 
a union contract. This can be a voluminous job. A time standard, if properly 
studied, need not be changed. Only the occupational rates need be revised 
and these are few in number compared to incentive rates. 

Time standards give more accurate comparison of actual vs. standard perfor­
mance. Time standards permit pre-scheduling of labor. 

Industrial Engineers base their standards on a specific part operation and 
machine. 

Example: Time incentive calculation:, 

Allowed Hours = 
Pieces produced = 
Actual time = 
Occupational rate = 

.0075 per piece 
1000 
8.0 hours 
$ 2. OO/hr. 

1. Pieces produced (1000) x allowed hours/piece (.0075) = earned 
hours (7. 5). 

2. Earned hours (7. 5) x Occupational rate ($ 2. 00) = incentive 
earnings ($15. 00). 

3. Actual hours (8. 0) rate ($ 2. 00) = guaranteed earnings ($16. 00). 

2 



STUDENT HANDOUT #3 (Continued) 

4. Incentive earnings ($15.00) - guaranteed earnings ($16.00) = 
- result. In this case, the employee would receive $1.00 make­
up pay. 

5. Earned hours (7. 5) + Actual hours (8. 0) = Efficiency at 94%. 
(Stress how efficiency can be calculated at the same time.) 

Overtime pay computed on incentive systems - using average hourly rate for 
total earnings for day made on incentive wage plan. In most incentive 
payrolls, an employee might work on several different incentive rate s during 
one day. He might also work overtime when this happens,. his overtime pay 
is generally computed on the basis of an average hourly rate. 

Example of Overtime Premium Pay based on Average Hourly Rate: 

Job. No. 

1 
2 
3 
1-

Totals 

$21.60 

Amount Regular 
Earned Hours 

$ 5. 00 3.0 
2.50 1. 0 
8.10 4.0 
6.00 1~ 

$21.60 11. 0 

11.0 = $1. 98 (Average hourly rate). 

Overtime 
Hours 

1.5 

$ 1.98 x 1.5 = $ 2.94 Overtime Premium Earnings. 

3 



PAYROLL 

STUDENT HANDOUT #4 

MANUAL PROCEDURE FOR PAYROLL 

Manual Procedure - create need for mechanized approach to Payroll. 

These general areas contribute to the high cost of doing Payroll and labor 
accounting: 

1. High volume of computations and computation checking. 
2. High volume of unit records - much time required for preparation 

of them. 
3. High volume of routine postings to both Payroll and Labor Distri­

bution data to work sheets and ledger cards. 
4. Large number of accounting an,d management reports required -

all of which come from the same source documents. 

Processing of payroll by most other systems precllldes many of the "by­
product" advantages inherent in an IBM system, because data processing is 
too slow and expensive to be of any value. The best way to point up advan­
tages of our system is to explain in detail how payroll is handled on a 
combination manual-key driven basis, then contrast it to ours. 

Routine clerical jobs inherent in a manual system and management needs -
and whether this system fulfills them, will be discussed in class. 

These are the conditions of our payroll: Have no significance other than to 
give you a "feel" for volumes, computing requirements, etc. 

1. 1000 employees. 
2. Weekly payroll. 
3. Job shop 
4. Earned hours incentive plan plus straight hourly payroll. 
5. 400 incentive workers, 600 hourly rated workers. 
6. Standard cost system used. 

Source Document Preparation - Addressograph clock cards with name, depart­
ment, and rate. (Addressograph plates are 3 - 5 cents each.) Manually post 
or ditto, production control data on job cards. Manually sort into sequence 
by work location and distribute to timekeeper. Manually record payroll data 
as work is performed, i.e., pieces, actual time, etc. Reconcile job cards 
to attendance cards - manually establish hours control totals (adding 
machine) . 

Compute Payroll - Use desk calculator or comptometer to compute incentive 
earnings and day work earnings. Repeat calculation to prove initial one. 
Total all cards on comptometer to establish money cards. Job cards to file. 

1 



STUDENT HANDOUT #4 (Continued) 

Questions: 

1. What if the general manager wants a daily efficiency report at 
this point? 

2. What if an overtime analysis is required? 
3. What if payroll is out-of-balance? How are errors detected? 

Write the Payroll - prepare Payroll Register and checks for gross-to-net run 
by addressographing name, social security number, etc. on them. Run 
checks, register and employee ledger cards on bookkeeping machine. Add 
payroll check net amounts and balance to controls. Issue checks. Manually 
sort cashed checks into check number sequence. Compare checks against 
payroll register to determine which have not been cashed. Prepare reconcili­
ation statement. This will require an adding machine operation on both 
returned checks, and the net amount of those outstanding. 

Quarterly and Annually - Addressograph name on 941-A and W-2's. Use 
bookkeeping machine to enter earnings and taxes on 941-A and W-2 I s. 

Analyze and Distribute Payroll Charges - Manu~lly sort job cards in order 
number and account number. Use adding machine to obtain money and hours 
totals for each order number and account number. Manually post totals to 
work sheet. Manually recap work sheets at end-of-month. Post totals to 
factory ledger. 

Questions: 

1. What if factory superintendent felt that machine utilization was 
sub-standard in some areas? How would we obtain this 
information for him? 

2. What would we do if payroll and labor distribution totals for a 
day were out-of-balance? 

3. Our chief industrial engineer feels that incentive rates for many 
jobs are too high. How do we obtain this information for him? 

4. The treasurer is thinking about instituting a budget program for 
forecasting and controlling manufacturing expenses. Regular 
performance reports will be required in order to make this 
program effective. Can we provide them? How? 

Summary of Manual Operation - Weaknesses: 

1 • Manual preparation of source documents - more clerical effort 
required. 

2. Slowness of gross pay calculation. 
3. Need for manual re-calculation of gross to prove original results. 
4. Possibility of transposition errors when posting payroll figures 

from one document to another. 
5. Difficulty of finding errors when out-of-balance situations occur. 

2 



STUDENT HANDOUT #4 (Continued) 

6. Lack of tie-in between labor distribution and payroll figures 
because in many instances, time limitations preclude balancing 
of labor distribution totals to payroll control totals. 

7 • Difficulty in analyzing labor costs because original source 
documents have to be resorted and totaled manually for each 
report. 

8. Slowness of gross-to-net procedure because: (a) Checks and 
register must be II set-up" with name, social security number, 
clock number, and other indicative information prior to entering 
of payroll and tax data, and (b) Tax and miscellaneous deduction 

. figure s must be picked up from separate documents and manually 
keyed into payroll machine. 

9. Manual check reconciliation. 
10. Manual preparation of 941-A's and W-2's. Quite often results in 

overtime. 
11. Difficulty in handling incentive rate analysis. 
12. Slowne s s in clo sing payroll at end of pay period or end of month. 

Why is it important to close the books early? 

3 



PAYROLL 

STUDENT HANDOUT #5 

TYPICAL SALARY PAYROLL PROCEDURE 

1. A file of employee master cards is maintained; one for each salaried 
employee. A control total of salary amount is maintained on this file, 
hence at any time it could be proved correct by tabulation of the cards 
and balancing total salary to the control sheet. Each employee master 
card contains the following: 

a. Employee name 
b. Employee number 
c. Department number 
d. Hourly rate 
e. Exempt or non-exempt code 
f . Tax class 
g. Social Security number 
h. Date hired 
i • Occupation code 
j • Salary amount 
k. Standard tax deduction amounts 

2. Each week prior to the beginning of the payroll period, a set of weekly 
attendance cards is produced from employee master cards. This data 
is reproduced into the attendance cards as follows: 

a. Employee name 
b. Employee number 
c. Pay period number 
d. Department number 
e. Hourly rate 
f . Tax class 
g. Exempt or non-exempt code 

3 . Attendance cards are interpreted and distributed for racking. Employee 
master cards are returned to file. 

4. Weekly attendance cards are used daily by salaried employees to ring 
lIin II and II out II. 

5. At the end of a pay period, a payroll clerk removes all attendance cards 
from the rack, examines them and sorts them into two groups. (a) 
Those for employees who worked a standard week (40 hours), or are 
overtime exempt, regardless of hours worked and (b) those for non­
exempt employees (employees entitled to overtime compensation) who 
worked a non-standard week (more than or less than 40 hours). 

1 



STUDENT HANDOUT #5 (Continued) 

6. The payroll clerk e stablishe s a control tape on total hours worked and 
overtime hours ~ 

7 • At the end of the pay period, a complete set of current earnings cards 
is reproduced from the employee master file, Master Cards are returned 
to file. 

8. Current earnings cards contain: 

a. Employee name 
b. Employee number 
c. Pay period number 
d. Department number 
e. Social Security number 
f . Salary amount 
g. Tax class 
h. Standard Tax deduction amounts 

9. Standard hours and exempt salary attendance cards are matched 
against the complete file of current earnings cards. Attendance cards 
and matching current earnings cards are held. 

10. Unmatched current earnings cards are selected into a separate group. 

11. Unmatched earnings cards are tabulated on an accounting machine. 

12. A total of salary amount is obtained. This total will be used to adjust 
the original control total of the employee ma ster file, for this pay 
period only. 

13. Non-standard attendance cards are key-punched with overtime hours. 

14. The original non- standard attendance cards are reproduced 8 0/8 O. 
(Original attendance cards must be maintained in a history file for 
several years.) . 

15. Original attendance cards are merged and placed in a history file. 

16. The two sets of non-standard current earnings cards are matched to 
detect missing or added cards. Unmatched cards are reconciled, 
returned to their corre sponding steps, and the controls are adjusted. 

17. Non-standard current earnings cards now must be calculated for gross 
earnings. The calculation: 

Overtime PrE;:lmium Hours x Hourly Rate = 
Overtime Premium Earnings. 

2 



STUDENT HANDOUT #5 (Continued) 

Salary + Overtime Premium Earnings = Gross Earnings. 

Gross Earnings x Various Tax Rates = Standard Tax 
Deductions. 

18. Also, a total of gross earnings is obtained for this group of current 
earnings cards. This total is used to adjust the salary payroll control 
total. (See the following example.) 

Salary Control Total - End of Pay Period 
Less Total Salary Amount, Non-Standard 

Current Earnings Cards 

(Total from Step # 12) 

Add: Total Salary Amount, II Exception II Current 
Earnings Cards (Total from Step #18) 

Total Salary Payroll Current Period 

19. All current earnings cards are merged together. 

$50,000 

4,000 

$46,000 

5,000 

$51,000 

20. Previous year-to-date summaries are merged with the current earnings . 
cards. 

21. New Year-to-date cards are summary punched on the accounting 
machine (FICA limits can be checked and properly summary punched). 

22. All new Year-to-date summary cards are put through the accounting 
machine where control totals are accumulated for proving. 

23. Current earnings and Year-to-date summaries are merged. Old Year-to­
date cards are selected. 

3 



PAYROLL 

SALARY PAYROLL PROCEDURE 
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PAYROLL 

STUDENT HANDOUT #6 

TYPICAL HOURLY PAYROLL PROCEDURE 

A. The general characteristics of an hourly payroll are: 

1. Employee paid by amount of time spent in the employer's place 
of business. 

2. Paid at a standard hourly rate or by rates attached to each job 
worked on. 

3 . The employee time may be charged to many different expense or 
job accounts. 

4. Overtime is almost always a consideration. 

B. Other considerations. 

1 • Calculation and recording of vacation pay credits. 

2. Mass rate changes due to labor negotiations. 

C. The following is a basic hourly payroll procedure. 

1. A file of employee master cards is maintained, and each day 
attendance cards are reproduced from these master cards. The 
attendance cards contain: 

2. 

3 • 
,', 

4. 

5. 

a. Clock number 
b. Department number 
c. Shift code 
d. Occupational or hourly rate 
e. Employee name 

Attendance cards are interpreted and distributed for racking. . 

The employees "ring in" and "ring out" on the attendance cards 
and write the various distributions on the card corresponding to 
the jobs they worked on that day. 

At the end of the day, these cards are sorted by man number. 

A payroll clerk edits the cards and hours control is established, 
and the cards forwarded to data processing. 
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STUDENT HANDOUT #6 (Continued) 

6. Distribution cards are punched and verified for cash distribution 
entry on the attendance cards. 

7. The distribution cards are balanced to the hourly controls 
previously established. 

8. The attendance cards are filed in a history file for permanent 
record. 

9. The distribution cards are merged into the payroll period hold file. 

10. At the end of the payroll period, these cards are tabulated for 
controls and summarized into one current earnings card for each 
employee (we are assuming one hourly rate per man - if the rates 
are attached to jobs then the distribution cards will have rate 
punched into them and they will be extended for gross pay prior 
to summarization into the current earnings cards). The distribu­
tion cards are filed in the distribution hold file. 

11 . The summary punched cards are proved to controls. 

12. The current earnings cards are merged with the year-to-date 
cards. 

13. The merged cards are processed through the calculator to arrive 
at ·first net pay. Calculated totals are punched in the current 
earning s card s . 

2 
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PAYROLL 

STUDENT HANDOUT #7 

TYPICAL INCENTIVE PAYROLL PROCEDURE 

1. Reproduce daily attendance cards from payroll master cards. Attendance 
cards contain: 

a. Department number 
b. Clock number 
c. Shift code 
d. Occupational rate 
e. Employee name 

2. Attendance cards are interpreted, distributed to departments and placed 
in racks. Employee s "ring in II and "ring out II on them. 

3. A file of pre-punched job cards is maintained in the shop. Pre-punched 
informa tion include s: 

a. Part number 
b. Operation number 
c. Operation de scription 
d • Incentive Standard (standard 

hours per 100 pieces) 

4. Job cards are pulled for appropriate operations and part numbers as 
work is scheduled through the shop. Variable information is either 
written on them or mark sensed. This information is:' 

a. Number of pieces produced 
b. Actual hours 
c. Overtime premium hours 
d. Date 
e. Clock number 

One card is filled out for each job an employee works on. 

5. Daily attendance cards are pulled from racks by timekeeper at end of 
shift . 

6. Each timekeeper balances his job cards to their respective attendance 
cards to insure that all attendance time has been accounted for. In 
addition, each timekeeper establishes a control tape for total hours and 
overtime premium hours. While doing this, he places each employee I s 
job cards behind his attendance card. This merged batch of cards is 
then forwarded to the IBM department, together with the hours control 
tape. 
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STUDENT HANDOUT #7 (Continued) 

7. The combined file of attendance - job cards is put through a 519. 

a. The following information is to be intersperse gang-punched from 
attendance cards into their respective job cards. 

1 • ) Department number 
2. ) Clock number 
3 . ) Shift code 
4.) Date 

8. Still combined, attendance cards and job cards are put through a card 
punching operation so that variable data cap be keypunched into them. 
Keypunched data is: 

a. Attendance cards. 

1 .) Elapsed hours 
2. ) Overtime premium hours 

b. Job cards. 

1.) Number of pieces produced 
2. ) Actual hours 
3.) Overtime premium hours 

9. The combined file of attendance - job cards are put through an account­
ing machine for preparation of a payroll distribution audit register. 

a. This report provides the following: 

1 .) Proof that attendance time and job time are in balance for 
each worker. 

2.) Proof that total time for each batch of cards balance s to the 
timekeeper - created control tape. 

3.) An entry of total hours and overtime premium hours to the 
payroll and control sheet. 

10. Still combined, attendance cards and job cards are put through a 
calculator for computation of regular earnings. The attendance card 
serve s as a calculation master card for each group of job cards, i. e. , 
occupational rate from it is read into storage an~ held there for the 
following job cards. 

a. The calculation: 

1.) Pieces produced x standard rate/l 00 pieces = earned hours. 

2 



STUDENT HANDOUT #7 (Continued) 

2.) Earned hours x occupational rate = incentive earn~ngs. 
3.) Actual hours x occupational rate = guaranteed earnings. 
4.) Incentive earnings - guaranteed earnings = ± variance. 
5.) Earned hours divided by actual hours = % efficiency. 
6.) Shift rate x shift hrs·. = shift premium. 
7 .) Overtime premium hours' x average hourly job rate = 

overtime premium earning s . 

The above calculation is based on: Guarantee by the job and 
overtime premium by the job. 

11. The file is reversed and put through a second calculation, job cards 
preceding attendance cards. Job card earnings are summarized into 
their respective attendance cards. In addition, all earnings increments 
for each employee I s job cards are cros sfooted to obtain total gros s 
earnings for the' day and this is also punched into the attendance cards. 

12. Job cards and attendance cards are sorted apart. Job cards go to the 
labor distribution file. Attendance cards go to a daily earnings file -
would be held there pending the payroll c,losing procedure. 

13. At the end of the payroll period, the attendance cards are tabulated 
for controls and summarized into one current earnings card for each 
employee. (The attendance cards are filed in the history file.) 

14. The summary punched cards are proved to controls. 

15. The current earnings cards are merged with the year-to-date cards. 

16. The merged cards are processed through the calculator to arrive at first 
net pay. Calculated totals are punched in the current earnings cards. 

3 
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PAYROLL 

STUDENT HANDOUT #8 

TYPICAL GENERAL CHECK AND REGISTER PROCEDURE 

1. Miscellaneous deduction cards are match-merged on clock number and 
pa y period code. 

2. The payroll register is printed and balanced to controls. A new year-to­
date card is summary punched for hourly and incentive payrolls--for the 
salary payrolls procedure we show here this is not needed as the year­
to-date card ha s already been created. 

3 . The year-to-date cards are proved and then returned to the year-to-date 
file. 

4. The checks and earnings statements are printed and a check reconcilia­
tion card is summary punched. Checks are cards and check number is 
pre-punched--this number is entered into the check reconciliation card 
with a leader card. 

5. The check reconciliation cards are proved and filed in the check recon­
ciliation file. Checks will be reconciled by matching on the collator. 

6. The payroll cards are sort separated. 

7. Current earnings cards are filed in a history file I from which various 
management reports can be extracted. They may also go to an individu,al 
earnings ledger posting procedure if that is de sired. 

8. For hourly and incentive payrolls the old year-to-date cards are filed in 
a history file. For the salary payroll procedure used here I these are 
the new year-to-date cards and as such, will be returned to the year-to­
date file for use next pay period and for tax reporting. 

9. The miscellaneous deduction cards are sorted by type. 

10. The miscellaneous deduction cards are then listed by type to produce 
the various deduction registers. 

11 . The cards are then sorted by clock number and merged back into the 
miscellaneous deduction file. 
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PAYROLL 

STUDENT HANDOUT #9 

PROCEDURAL STUDY GUIDE 

A. Volumes. 

1 • Employee s • 

a. Number in total. 
b. Number of hourly rated. 
c. Number on Incentive Pay Plans. 
d. Number in each department. 
e. Number on each shift. 
f . Rate of turnover. 

2. Source Documents (Personnel, timekeeping, job reporting). 

a. Daily time card s • 
b. Job cards. 
c. Miscellaneous deductions by type. 

3. Classification Data. 

a. Job numbers. 
b. Operation numbers. 
c. Account numbers (chart of accounts construction). 
d. Departments. 
e. Production centers, cost centers, etc. 

4. Computational 

a. Number of hourly rates. 
b. Number of incentive rates. 
c. Number of standard labor rate s . 

B. Reports (Payroll and Labor Distribution). 

1 . Form (sequence of information). 

2. Frequency (when needed - Presently? With IBM approach to 
application ?). 

3. Content (size of field, number of classification). 

4. Distribution (Who gets them?). 
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STUDENT HANDOUT #9 (Continued) 

C. Schedule Requirements. 

1 • Length of pay period. 

2. When are source documents available for processing? 

3 . When doe s pay period close? 

4. How soon after pay period close must checks be available? 

5. How long does it take for changes to clear through personnel? 

D. Pa yroll Computation. 

1 • How are incentive s computed? 

2. How is straight hourly pay computed? 

3. Size of re sults ? 

4. How is overtime pay computed? 

5. How is gross-to-net computation handled? State Taxes? Local 
Taxes? 

E. Reporting. 

1 . Who reports payroll source data? Employee s? Timekeeper? 
Foreman? 

2. What degree of control doe s our accounting department have. over 
the people who report source data? 

F . Management Requirements. 

1 • Who gets the reports? 

2. What would they like that their present system doesn't give them? 

2 



PAYROLL 

STUDENT HANDOUT NO. 10 



PAYROLL 

LETS LOOK 
at what is required of a 

PAYROLL SYSTEM 
In 1934 you had only to provide 

COMPUTING THE MANS PAY a 
for: 

DISTRIBUTING LABOR COSTS 

BUT 
TO-DAY IN 1964 

Payroll Must Adequately Supply 

Action - Facts FOR -

1 
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PAYROLL 

Daily Control of Payroll Hours 

The Establishment .of Permanent 

Records of Work 

Governmental Agency Reports 

Union Requirements 

Misc. Deduction Records 

- Labor Distribution for Costs 

PLUS 
2 



PAYROLL 

Provide Management 
the FACTS for: 

Establishing 8 Applying Budgets 
Handling Retroactive Payrolls 

Handling Vacation 8 Holiday Pay 

Supplemental Unemployment Beriflts 
Feed-back for Industrial Engineering 
Complete Earnings Records 
Data for Labor Negotiations 
Personnel Records-and MORE 
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PAYROLL 

The Relationshi of Po roll to the Accountin C cle 
(simplified) 

ASSETS LIABILITIES 

I. Payroll Expense 

2. 

3. Cash 
1 

4. Payroll Expense 

+ 100 Accrued Payroll 

Accrued Payroll 

Accounts Payable 

-100 Accounts Payable 

-100 

Inventory + 100 

5. Inventory -100 

Cost of Goods Sold + 100 

6. Cash +110 Sales 

7. Cost of Goods Sold -100 Sales 

Profit a Loss + 10 

Thus here we have a profitable operation! 
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PAYROLL 

PAYROLL CONTROLS 

PAYROLL DISTRIBUTION AUDIT REGISTER 
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PAYROLL 
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PAYROLL 

TYPICAL YEAR -TO-DATE PAYROLL CARD 
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PAYROLL 

TYPICAL PAYROLL a DEDUCTION REGISTERS 
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0 2;*~1~~ 

'-SPECIFIC PEA'OO I-SECOND WEEK '-INO AND .TH WEEK 31 20 14 170 21 20 ~~I~~, )-STANDI .... Q J-THU"D WEeK '-EACH WEEK 

~I~~ ~~I~g 18,40 
2521 112 

.-I"OuATH WEEK DATE 
89147 0 ~ 21 61 

0 2434161 EMPL.OVEE 
TOUL HOSPITAL,. ~DIT 3128 16 110 7160 82136 

2220l.O2. ~~ 
Zw 

~ 3185 'c; ";0 171t.L ~~ :: D(O~ SAYINGS 

~ 
RETIRE -DE .. T. "'U~Dr.R HAMI: OF « ....... \..OVI:£ ~OND NeE L.IFE INS, UNION ANNUITV 

01 206 ..,i V ASTOR 4 3 4~ ~I I I 6:75 
1 

01 342 A F DUFFY 2 3 4 ,25 11 25 I I 
1 2:00 

I 01 342 A F DUFFY 4 3 
: ~Igg 1 I I 01 SIB B H ENGLISH 1 3 2 100 I I 

01 SId B H ENGLI SH 5 3 4 2 150 I I I 2 150 
01 615 F L F lR~ ~ 2 3 4 1150 I 1150 

2!on 
I I 

01 615 t;.JII' -"- '2 2100 ..!:L!",n 
I ...L 

Q1 _7rt:111 ""'-,"'-">. 
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PAYROLL 

TYPICAL CHECKS a EARNINGS STATEMENT 

o 
o 

o 

o 

GENER,\l MANUFACTURING COMPANY 
New York, N.Y. 

JOliN BROWN 

97 e .. "". 

REPRESENTATIVE TRUST CO. 
I k[W YORIC, N. Y. .sg 

N209753 

\/UiD 
\·00 

!=.lll 
210 

GENERAL MANUFACTURING COMPANY N2 09753 

~3 

New YOlk, N.Y. 

THla IS yOUR RE.CORD C'# IE .. " ...... NGS A,..,O Or.OUCTIONS 

PLEA&«: OIETACH DEFORE CASt.NQ 

STATEMENT OF EARNINGS 
NOT NEGOTIABLE 

THIS IS A STAT[M[NT or YOUA (ARNINGS AND OEDUCTIOHS 

DtTACH AND R[TAIN rOR YOUR PERSONAL RECORDS 

TilE GENERAL CORPORATION 

I 

o 
o 

o 
o 
o 
o 

o 



PAYROLL 

FORM 941 A- FEDERAL FICA a WITHHOLDING 
TAX REPORT 

-------------:r;----------------------------------------------.. ------

0
0 i u :::::~~~:":~:~~~C;U:I N ~":~~~:~~El;;'~I~~~:X;~,:::~":::o~ ~~[~~::~:I:I '~i:J i ° 

I New York, New York s~~ct for r~~;i1 ~:'3, ;;;~'S~ ~h:x~ hm. ~ I 0 
I READ INSTRUCTIONS CAREFULLY. I 

O Attach only original continuation "heeta to your tax return. 0 I T,."" or print in thi, ,pace .mploy." id.nl;f,<oI;on number, nam., and add res, of Do not !'end" carbon copy :0 the U. S. Di.trict Direc:or of I 
I
~ce of bu.in .... "acl!,. ... ~o .. n on th. r.lurn. Intern .. 1 R':venue. I 

O 
EMPLOVEE'S ~CClAl SECURITY Name of EmploYe<e I ~/lGE~ Hl;.~_tE C:,:~6t-r .. I.C.A. II Stt\t~. Po •• ea.lon. or 

1 
ACCOUNT HUMBER r.,d to '""',,,oy'" on T.rr',ory of Emplovment I 0 

(I( number i. unknown. (PlealM! type or print) P~rir,d (or"'OUTSIDE u:s:') I , .. C;«ul., A. E. or VI) I (Befor. J..Ju,t;on.\ I I 
1 1 I 1 1----< o 113116810549 JOHN BROWN 1670100 0 

1268:54:4678 EDWARD CRAWFORD :727:15 
52814311647 C. A. BLACK 1543110 o 1726:41:2783 LINDA WEHNER :724:36 0 

I 1 1 112 317 6 5 2 '-"~ .... 1 .. 8 .. 1 __ 5.13 .... 9~r" ... ~..-.-,. .... ~fI"I ...... 

I 
01 0 

- ----.~--------- --:-------:----- ---- ---- --- - ----- --- ---- - -- - -- - ---- - --- - ------f-----I IMPORTANT: DETACH THIS STUB BEFORE MAILING I 0 
o I I ...... -----.. -- - .... - ... - --- _ .. - _ ......... - - _ .. - _ ... - - - - ------_. 
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PAYROLL 

FORM W-2 WITHHOLDING TAX STATEMENT 

GENERAL MANUFACTURING COMPANY 
New York, New York 

Tyf'~ or priDe E.~Pt0r!I!·S iJentif;catiol'll numvu. n.am':'. I.nd IcJrcn .t~ll ... e. 

CHARLES NORCROSS 

W1i:·lHOlDlNG TAX ST/HEr/ENT 
Fc,~er~1 Tms Withheld FroM W2&CS 

1 2 0 C I R C L E S L V D r::-II'LOYfR: Se~ in<!ruc!;'.,"' on other sMe. 

GAR~IELD HEIGHTS 25 OHIO [----------------------------, I. fOR USE or HiEr.~!.L ilE'/ENUE ~E~ 
i EII1;':0)'Oe', COP)' and Employer's Ccpy I 

'Type or rriM II\~PLO'\~'S rocill sto.uit)' ".' .·~nt no., O'.me. and .th!re~.t .hoy~. I comr·ucd ...................... R •• n ... __ ................ I 
Fo-1fri3-.. V':-2-u. s. lrc .. u,ury L')~i<r:m':II!.111:;·'fal "l'''t't\",o SIo!I~'::-",""C -------.J--:-.l.l:-.-:-!o-re-p-1Y-ru-:-Il"'7J.-: .. J-u,-·tir-.o-'.------"-!;'-_:-O'-.'-:'l,-.1~-1-1 

L 

15 



PAYROLL 

-

FORM W-3 

I RECONCILIATION OF INCOME TAX WITHHELD FROM WAGES I 1963 u.s. Treasury Department 
Inlemal Revenue S.nice 

Type or Print 
Emp10yer Identification Number 

Emp1oyes's ... --_ ... ----------_ ... ----_ ... ---- ----_ ... ----------_ .... -------------------------_ ... ----_ ... ----_ ... -_ ... -- ......... -----
Name, Address, 
and Identilication ---_ ...... ------_ .. ---_ ... --_ ... -- ----------- ... --- ---------_ ... -------_ ... -- ... -_ ............ -- ... ----_ ............... - ............ -_ ........................ Comparison of Employer's Quarterly 

Federal Tax Return (Form 941) with 
Number as it income tax withheld as shown on 
appears on ---------------------.. -.. _----------------------------------------------- ... ---------------------_ ........ - Withholding Statements (Forms W-2, 
Form 941 Copy A) 

1. Total withholding statements (Forms W-2, Copy A) transmitted herewith ...... COpy FOR 2. Total wages reported under "Income Tax Information" on Forms W-2 ....... $ 
DISTRICT 3. Total income tax withheld from wages (as shown on Forms W -2, Copy A) ...... $ (A) 
DIRECTOR 4. Total income tax withheld from wages during the year as shown in item 3 of 

Form 941: Quarter ended March 31 .................................... $--------------------------- -- -------------- Fol' District 
Quarter ended June 30 ............. , .. '" ................... ...... -_ ..................... -_ ... ----_ ... -_ ... ------ ......... --_ ... ------- DiI'ectol". V •• 

Quarter ended September 30 ................................ ------------------------------ ------------- Compared: 
Quarter ended December 31 ................................. 941_. ___________ 

TOTAL ................................................. $ (B) W -2 ____________ 
NOTE.-Any difference between the amounts shown on lines CA) and (B) must be fully explained in an attached statement. 

INSTRUCTIONS FOR FORM W-3 
1. The District Director's copy of this reconciliation form should 

be filed at the same time as your Employer's Quarterly Federal 
Tax Return, Form 941, for the fourth quarter of the year (or at the 
time of filing your final return). This form must be accompanied 
by a Form W-2, Copy A, for each employee (a) from whom income 
tax has been withheld during the year or (b) whose wages for any 
payroll period exceeded the amount of one withholding exemption 
for such period (even though no income tax was withheld). 

Note.-Employers should note that this reconcUiation on Form 
W-3 applies only to income tax withheld from wages, and care 
should be exercised to copy only such income tax withholding 
figures from Form 941. Do not include Federal Insurance Contri­
butions Act taxes in this reconciliation, even though they appear 
on Form 941 and on Form W-2. 

2. You should send with these forms an adding-machine tape 
or some other type of list showing how you obtained the total of 
income tax withheld as shown on aU Forms W-2. This total 
should be entered on line (A) on the face of this form. Any dif-

ference between the amount in line' (A) and the amount in line (B) 
must be fully explained in an attached statement. 

3. If an employer's total payroll consists of a number of sepa­
rate units or establishments, the Forms W-2 may be assembled' 
accordingly and a separate list or tape submitted for each unit. 
In such case, a summary list or tape should be submiHed, the total 
of which will agree with the corresponding entry to be made on 
Form W-3. 

4. Where the number of Forms W-2 is large, they may be for­
warded in packages of convenient size. When this is done, the 
packages should be identified with the name of the employer and 
consecutively numbered, and Form W-3 should be placed in pack­
age No. 1. The number of packages should be indicated imme­
diately after the employer's name on Form W-3. In cases of this 
kind, the tax return, Form 941, and remittance should be filed in 
the usual manner, with a brief statement that Forms W-2 and 
W-3 are in separate packages. All forms and packages sent 
by mail are required by Postal Regulations to be sent by First 
Class Mail. 

U.S. GOVERNMENT PRINTING OFFICE: 1963-0-693323 
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,PAY 17 
IV 

PAYROLL 

EMPLOYER'S ANNUAL FEDERAL UNEMPLOYMENT TAX RETURN 
u.s. TreQUlrlf Dcp.utmont - Internnl ncvonuo Servlco 

Schedulo A-COMPUTATIOU O~ CnEDIT AGAINST FEDEUAL UNErJ1PLOYl\lENT TA)( 

~~ ~:~=:-~~i.~~~~fr=~:~;~;~:~~:~\:~;~~~-::;; ~~1~~~i:~:'"·~r~~~~\~~~~' : ?i;~:-=~ii:-=-
(I) III . 1 UI _ : .....!!L (G) (7) eM) (III 

TOT ... L!i •• xxxxxx 

10. TotallclIlOItivc credit (Column a plus column 9) ....................................................... _ .................. _ •• _-
11. Enter here 2.79'0 of lImoun! of W3gC.I in llcln IS below .................................................. _ ............. -.... _ .• _-
12. ltcln 10 or 11 whkhc;ver is smaller ................................................... ' •• '.. .. ...... - ............. _ .. _ •••• _. 
13. Amount. if :l1ly. of wilSes in Item l' attributable to the following States: 

Il. AlasL:a.. $ .................... X .003 $_ ........... :...... f. 1i:ich ••• $ .................... ·X .003 • $: ....... - ........ .. 
b. Calif ......................... X .001S •• _ • ..-..... _: .... g. Minn ......................... X .001S ..................... . 
C. 0.:1. .................. _ ..... X .001S ................. : .... h. N.J.; •• _ ..... _ ............. X .001S : ............... __ _ 
d. Ind. .................. _ ..... X .001S _ ........ _......... i .. W. Va.. _ .................... X .001S ............ __ ._ ... 
c. l.iass .•• : ........ ~............ X .001' ............. ~ ...... .. 

Tvl:ll (add :lmOLints from lines a through i) •••••.••••••••••••••••••.•••••••••••••••• __ ._. __ . ____ . 
14. Credit allowable (ltcm i 2 Ics$ Item 13). Entcr hcre :lnd in Itcm 17. ' ••• : •.••••.•.••..••..•.•••. _ ... ; .... : .......................... . 

EMPLOYERS- DO NOT USE THIS SPACE- CONTINUE BELOW 
Swt ... ~'" tlol £" 

D"m~.1 II lh"OIA T ... bl. r.Yloll 'lkil .... ut. pcuo4 up.lilDCI 
04 ... pl.,,,·, Slot. ( .... 4.11 ... 4 ill Suit 0'1) flllll- i To- I.t. 

~.ltlb"~. _______ . _____ :_ 

CO.ltlbuti."'lltU.Ul 
p .. 4 I. S .... b,loI, 

hlll.Of,1 

-----------~-.--.----.-. .:.--'---""---.:.-----------..:...-..:.---,-----_., 
TO THI! DISTlllt"1' DIRECI'OR. 01' INTeRNAL REVENUE: 

, h."ur , ... il, lb., .... ,,' &, 1001<" &1..1'., 110. ,«ord. ,,[ alII' ot!i<e ., ..... "jth tho enlli .. " .. .Ie br 'he CI .... I"I'CI '" cwl .... ". (2). (J). (4); () •• IIJ (P) .. [ S<I..".,. h • • 0" 11.., ,II cunuibuliwnl .. ' ••• ",," bdu .. r.u'''"fJ I. 
NJmc: of . . . Nam~ of 
State Otlicer ............................................................................ Slale ...... :.~ ....................................................................... . 

EII1pW)'Ill', 
113:"', 
Jd:lress, 
!dffi!iC;.tlCli 
Il~lr.bu ad 
~lenau 
)'ur. 
(1J1:Ql 
~mcUy 
plL~I:1I. 
pima 
~QiO.) 

c., •• a.1 Y ..... 

1963 
'lAJQ 01111 •• 11 &11 IdWlW,,"liQlIlIo. 

.,...--... ~ .... :... Enlrlel muat wmado both abovit and below thl. line ..... ---.-:.. 

1963, 
r"4."",, .. 111111 IlIIatiliul~lIQ, 

L .J 

U.s. lR[A!iUrcV D(r/.aUIUIT 
D""i(t 0 .. """" oj l.t"A'1 w ....... 

o,·"c.AL DUSINOIIJ 
,.OIITAUC AND n:t;a ,.AID 

I'OSl'MASl't:lI: U "r>Jvu •• ,,,L>W 
lu ... d 'n u<X.,ord,.nc. .... wall. Su!..Uon 
:l~~.W d .. w~ "~nu.ol. 

.If:=;==f= 
tt:=±= 

" ne '8n,., In .... "' __ •• "."'1 .. .&." 

--···-··········· .. ···'s·~~~i.:;;i··· .. ·········-····-··- ······iTilj;·io~;;.:·P.;:;.i.~;I:i::,~;;;;:;.;-.~~.i,;i.·;~rr .. ~·- -:-.. •••• .. ·fu;,;)"··-··-
DE SURE TO ENCLOSE "'MITTANC':: WIlH 1'Ulli lIiTUHN 

'&1.& nus rORM WITH YOUR DIUKICT ImU:CTOH 0' IHT"lHAL IILII~U&;; HOT LAnA T"A" IAHUAMY Ii, 1J44 
, ., 

'V25-6259 

6.17 't,. 



PAYROLL 

This foil is to be a copy of Federal Unemployment 

Tax Form 940. This form is being revised and will 

be available in January 1964. At that time, we will 

furnish you the foil. 
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PAYROLL 

PAYROLL MANAGEMENT REPORTS 

ATTENDANCE AND OVERTIME ANALYSIS Figure 48 

i ,,,,,om OYUTlMI 
NAIU 0' !MPlOYIe NO. 

IOOUtS A"O"", 

TlMrs ~1-1 .. -.. -T/)A~~:.:.:"...:A::":;A~~S!!f~::.!I~...: .. ·:,,;Y,,".:.!IAII~A::.:S,O:.;N"-__ Off-l 

lATr AC~ "A""" A'::.a ~" OYIIoo:... 
1 1 61 H R ADAMS ! 1 40 J H B BAKER 
1 4 B J L ... BILLINGS I 
1 5 2 6 E '" BRACKET" : 1 B 9« A ... CASF'ER I 

f\ 1 1 95« E C COLLINS I 
f 1 1 990 L ... CUNNINGHAM : 6 1 !I~ ~ ! c R T CUTLER t 

16 _1 I .... w ~ I 

ANALYSIS OF PAYROLL 
BY /)fPARrMfNr 

Figure 49 

D ... ,WOU IHCIHnY! 
'~' D""'''MIHT HOU., "'MOUHT HOURS ..... OUNI 

'W0tnD O.',NlM ItOUlAI ""oWUM lO1Al wOftfO 0.'. ""_ .ouu.. """"""" IOt4UI f01M 

...... -10'" 

-!~. S E M ..!!.'=~ ._ .. __ l;1;,;;1;2;;6~~;;!2+-,:;,2 !8l;~0~t~~;;6~:~;;~~0'~_.~~1;;! ;;J0 ~!.!8 ;'1~~: ~';_~±; .. ;;1~8;,_1;'6;;!:l5+-~:~-=!2 :t:;41;;;;!.;;:1;;7;;,;;i"ul-t.;;5;t;;;';;~~;;5l;;O;;;IlI-uI;;;;;2;;'. -=;;6~: 1;;~:t;.;G2;jL;;;;' !l0:~6;;' 11;;;;;2';::6;;:1;;:1::;: 9;1._ .... 
2A.SSEMBLY B 

ANALYSIS OF PAYROLL 
BY fMPIOY" 

HOURS 
ovmtMI ........ 

6ELECT"ICAL ~: ~~: ~ ~ ~~~~~SON :~i~ 
E:NOtNEEAINO~: ::: t e :7~~~Nas :~lg 

14 70' E S"ACKE"" 40~ 14 8"" r c"s~£" 44~ 

~-..;..~-:.........:.... "'~..:. r~ -..:;=-____ A:: 

T l1i1 
8:0 

11:0 tio 6:0 10;0 2,0 9:2 
~,o - -- ~ 

_E ENO""V I NO 

18 

I .... NIHO. .... . --, -, .. " lA_' 
52;80 2072 1io 2 6 2IS .. m~g :!: : ~ '" 6:0 0 i .:, 0 50:' 0 
.. 4:0 0 6:05 50:05 1:100 1:' 51 52050 ti' • ),15 57:5 , 10250 1:' , ~ 48:00 6:00 54:00 1:7.00 1:3S~ 
55:00 2;16 5'15 6 ':51 ~i: ~ g ~i:':1 " A:n n ,:, 0 S 1:' 0 - - - ~ -



PAYROLL 

LABOR DISTRIBUTION REPORTS 

) 
0 r I 0 LABOR DISTRIBUTION 

, 
I 

wee .. ""DI_ 8-18-6- , 
0 I OltOCII ...... ovu QT'W'. PAIITa STANDARD AC'rUAL DOL.LAR 

, 
0 ACCOUNT NO. HO. DEPT. HO. PART HU ... KII CO .. ~. TIME OOL -A~. T ..... DOL -'< ... YAIIIANCE C". , 

0 87412-002 12175 001 00659 1- 4832- 1 68 3.4 7.65 3.7 8.33 .66eR 0 11983 SOl 32895 1- 9768-203 150 4.5 10.13 4.3 9.68 .45 
12344 001 69431 1- 1001- 5 500 14.1 31.73 18.5 41.63 9.90eR 

0 10267 502 57469 2-21248-131 65 2.2 4.95 2.0 4.50 .45 0 11552 SOl 93735 2-22705-501 90 7.6 17.10 6.9 15.53 1. 57 
10836 001 43279 2-23112- 7 150 4.2 9.45 4.6 10.35 '.90eR 

0 10728 002 10122 2-28259- 14 1,500 32.5 97.50 32.0 96.00 1.50 0 11619 030 77949 4-14053- S8 277 10.3 25.75 9.9 24.75 1.00 

0 PART SHOP ORDER COST 
wGT. COOK QUA .... COO 

0 0 I-CAST ,1Ia.. ~ 
,-CAST .• TeeL t·P'I:CT 
J-WCLOMCHT I-OUfrCCC • 

0 0 
• -.T~IEl. --y- 0 =# A ...... L.y I ~A"T .~ roU"HTIT> II ~~..:.:~ MATIE .. '.&. O"OE. 

MATIU .. " .. oeK .... T._ P._T HU ...... • o~ ... :~:,.~~~ 0,,0." NO. ORDERED e WeiGHT coaT coaT 

0 0 H e:CC SHAF"T 610 PS Qlo 8 1 36, 11859810110978 oil oil , 
I I 0 

F'S ZI..OCKNUT N 110 24941070 ! I oil : 1:48 , 
RI< CRO T P ) 1/20 10407078 19) 3 0000 ,162,)7 , 

0 0 22 ORO COST 11.40032849 , 1 4:7 oil 0 , , , , , , 
~ 0 

, , 
I 0 _ .. 

IUt "ACH. "ACH. eeT ..'- ... Ece. Ioc •. .. "1'1'1- TOTAL TOTAL .. .. e ... 
ueeo TO La.D U .. , TO ~ --- GOOD ."D C'CHCy 

,.,'-LOWCD 
~~~~~ AMT. LA.OII COaT .URge ... OATe HO lit. 

0 511.4 05 1 1 u028 u028 20 0 oil 100 :8 ;8 
, 

1:"" 1 ):6 Z 7 , 1 0 
5"" 10 1 , 1..01 .. )0 66 P oil 8 1 ',0 ,,6 l66 6,,,,, 8 19,04 7 , 1 

0 
54 15 13 I.. 0 14 90 1 3 S P oil 100 6,3 613 21Z 7 1 113 ., , )1' , 7' 1 

0 54 Z 0 1 , 0008 SO 1 .. 0 P oil 68 6'1 910 117 17119 oil 7161 7 , 1 
5 oil 25 1 1 0)07 1 100 0 .. 8 , 510 6'0 I 9'Z 8 27'18 7)1 
54 )0 '2 V 32 o 10 3S P "I 100 115 115 '6 1 3107 olliS 8 7' 1 

0 54 , 5 9u017 50 1 '0 P 4 70 518 8'Z " 0 15:0 9 40:8 .. 7 , 1 0 
54 oilS 1 ) 1..014 1..014 OS 0 '0 P "I 100 1'7 1'7 16 1 

l~~ 8,99 7 , 1 
54 i:i.,g" :.t Z O...J..J"O 01~O 12. oil 0 '0 P 4 94 ll6 - i'7 1s....3. - 1 Oi6 oil ...2. , 1 -- - - - -- -'r- - r I , I I 

, 
0 , , I I 

, 
0 I , I , , 

I I 

0 -if' o i"'6e
j:8

L 
5 

LA80" KJC"C"~C TOT"" I WeiGHT IlI.MAII". 

0 ,)-8 8 7 5:19 zoo ,5 7 4,) 9
1
6 1 TOTAL 1 9' ) 

" I , I I 1¢~4,:,nco 

0 
, I , : "CoaT .u ..... "v .IL'- 0,. MATE'"AL. .TOC .... CCO"D. 0 EAeM 
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PAYROLL 

LABOR ANALYSIS MANAGEMENT REPORTS 

0 • 0 LABOR EFFICIENCY REPORT I 

..... TE 8-18-6- • 
0 DE .. T. 

WOft" 011'&". O .. D£II ScTult. TIME "UHH'HO T' ~It TOTAL T'ME " 0 
CoT ... HO. 

C ...... "0. "ANT HU .... I: .. NO. QUANTITY 
8TO. ACTUAL UN'T 8TI> • ... n. I ... , ...... 

001 001 10 ~0202 2- 4769- 1 09375 100 .6 .6 .021 2.1 2.2 2.7 2.8 96 
0 5 00202 4- 2513- 46 10911 43 1.1 1.0 .096 4.2 4.2 5.3 5.2 102 0 

40 000;,83 3- 7657-109 09852 560 .3 .'3 .006 3.4 3.1 3.7 3.5 106 
0 0 25 00963 5-21963-501 11241 150 .7 .6 .003 .5 .8 1.2 1.4 86 

70 OOg63 8- 1625- 11 10733 325 .4 .4 .001 .3 .3 .7 .7 

0 
115 00963 10-11561- 7 12469 77 .9 .8 .022 1.7 1.6 2.6 2.4 108 

0 
3~ 01647 1- 1001- 54 11398 1,000 1.5 1.9 .004 4.0 3.8 s.!! 5.7 93 
85 01647 6-19436-213 11614 275 .1 .1 .001 .3 .4 .4 .5 80 

0 0 15 01647 7- 8242- 78 10586 600 .8 .6 .002 1,.2 1.2 2.0 1.8 111 

0 
20 0!:.13G 2- 2130- 5 10310 150 .2 .3 .006 .9 1.0 1.1 1.3 85 

0 20 05136 2- 2130- 6 10311 150 .2 .2 .006 .9 .7 1.1 .9 122 
20 05136 2- 2130- 7 10312 150 .2 .3 .006 .9 .9 1.1 1.2 92 

0 
20 05136 2- 2130- 8 10313 150 .2 .1 .006 .9 1.1 1.1 1.2 92 

0 20 05136 2- 2130- 9 10314 150 .2 .2 .006 .9 .8 1.1 1.0 110 
20 05136 2- 2130- 10 10315 150 .2 .1 .006 .9 .6 1.1 .7 157 

0 
65 05136 15-23811-501 12467 9 1.3 1.2 .055 .5 .5 1.8 1.7 106 

0 
50 32895 12-50054-136 ll720 840 .010 8.4 8.0 105 ..... ..1 ................... -

ANALYSIS OF INCENTIVE RATES Figure 50 I~:o ~ ~ 
I:' 04 

m:~ 
;~ 1M::'" .,... PAn OPUATION "".IiA(_ PlKI. If" ..... HOUU - ...J..c. II' 4 4 

MO. - ....,..,.,.. "1CIO'lIOM NO, "", .... "- ... c UNAI. IfAMDAID .- I-I m~: 
11' 15601 122 t : : ~ ~ OEAR STUD TURN 1 1 4 6 126 4100 4:2 5:0 'a I. II 11 , liD 81 
1 1 4 15601 122 OEAR ST,UD TURN 114 6 114 4'00 6:' 1'0 t jl4 10' I" 0 2 
, 5 2015 2 016 U :~: OEAFl STUD TUFlN 1 1 4 1 18' 4:00 a'o 1:' ,1 1~ 11 
, 6 2062 0115 OEA'" STUD TURN 1 1 4 1 12' 4:00 5!5 5:0 '1 :l:: ~ , 1 Z 0 15 2 016 14" 15 OEAFl STUD TURN 1 1 4 1 1 , 1 4:00 8:0 1:6 , '5 'i" ., 5 I 0 11'22 215 149'15 OEAFl STUD TURN 1 1 4 12 96 4'00 ", "a " 

'III 10' 
5 1 1 11'22 215 14" 6 OEAFl STUD TURN 1 1 4 1 2 102 4:00 ':5 .:1 

" 
!, 0 111 

~ ~ 1 0 1.122 27 !5 I! 4 '16 OEAR STUD TURN ~ 1 4 12 7' ::00 2'4 2:' ;5 l:~ 111 
S 1 1 14122 7!1 9 ] n!"A" <:T 'n IT 'RN 14 12 79 !o n -:0 ]!2 '2 101 
525 2015 2 

DAILY PEilFORMANCE RECORD 
01 

!5 26 2062 
1 4 UACHINE SHO," Figure 51 " P"RT onRATION ACII PlKI' HOURS moc\.c, _O'lll 

114 8" 1 "" ..... oac_ .. It....". .." NO. - A(tUAI 0.'."'''' "ANDAtD .- .., ""- 11 
116 8" 1 • J , ! OEAR STU£l TURN 1 15 75 2;8 i ':0 :2 101 1 4 20 

21 
, II II' , 2 as 
B21 '812 14' 4 ( NOZZLE HEAD TURN J 6 260 5.2 

! 
6!4 1:2 12' 1 4 20 10 

5211 ,a 12 , J 2 ~ COLLAR ORIND ° DIAU 21 0 , 0 ':0 4:0 1'0 I' , 1 4 , 4 20 
112' '1122 019 ( BUSHINO ORIND ° 01 AU 4 10 140 ,:s ':8 :, 10' 14 ,. 11 

~: g ~ VALVE SOCI<ET ROUOH BORE 1 ~ , , 4 8:0 914 1:4 1 1 II 1 4 S 1 
SU,","ORT ROD ROUOH ORIND 720 5. 4'0 ':fi :4 - '0 14 II 1 

11 5 106 I ~ 6 1 2 5 5U,","ORT FlOD FINISH ORIND 820 50 6:0 

'I' 
':2 :2 10' 1 4 61 14 

111 2061 ~ 15 1 , , BEARINO DRILL 4 , 66 2:0 2'2 '2 1 1 0 1 4 10 11 
, 1 Z 2062 ~ l' 15 BRACE ORILL 6 9 120 ':0 ':5 ;5 111 1 • 10 21 
, 1 4 0152 n;; SHArT U'LL SLOT 4 1 1 116 8:0 7:4 ,6 - " 14 II' 10 
514 ~0't1l2 ROLLER TlJFlN ° DIAM , 7 60 5'6 5'0 :6 - II , 14101 11 
II 1 II 0115 2 ~ 9 111 DRIVE WHEEL RDUOH TURN 2 1 415 2:4 ':0 :6 12 !I 14101 15 
1118 01112 ~ t : ~ LEVER FINISH ORIND 6 • 1 4 1 10:0 

I 
1 1:. 1:4 114 14110 1 , 

11'0 t1 0752 FEED FlOLL FINISH O"'IND 1 1 1 !I 1 4 ., a'O ,Ie 1:8 12" 1 4 1 a 1 II 
5655 COUNTER TO'" DRILL 8 , l' 2 4!2 ,:5 :, 101 141' 0 

gn~ MOTOR BASE MILL TO'" 6 !5 11, 8:0 ,I, 1:, 11 , 14114 ~ 
MOTOR BASE MILL BOTTOM 7 2 122 11:0 10:2 2:Z 111 14'0' nn TO'" COVE" DRILL 2 1 8 '2 5,0 4:6 :4 - " 1 4 Z 1 8 
,"USH ROD DRILL , 111 12 ':0 2'4 :15 - 110 l' '1' 15 8 , 15 ROLL.ER FlOUOH ORIND 8 1 50 4

'
6 5:0 :4 10' 1, Z 4 7 

6121 ROLLER FINISH ORIND , 1 ." ,:4 ":0 :6 11. 14241 
"61 SU,",.ORT DFlILL 51. 1 " 15 11'0 9:3 1:' 11 , 1424, 
1'46 BUSHINO DRILL '1' l' 2 8 10 1118 :8 110 142 II' 
,4152 CLEVIS .. ,N DRILL 5 11 182 8:0 9,1 1:1 1 14 14)12 

l'li7 

T 
1 4 5:~ 14:2 

WAI'rINO WORI< 9010 1:5 , 1 , '4 
MACHINE £lOWN " !) ':0 , 1 4 70 
t.AACHINE DOWN 99 J "R , 141)0 
MACHINe £loWN !I 9 12 1:7 i ' 4 III , 

1 0'0 

20 
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ACCOUNTS PAYABLE 

STUDENT HANDOUT NO. 1 



ACCOUNTS PAYABLE 

REG. NO. DATE 

1/17/6-
QUAN. ON ORDER LAST ORDER NO. 

QUAN. ON HAND LAST COST 

QUAN. USED PER MO. TO BE IN STOCK 

WHERE USED 

SHIP BROCKTON 
TO 

QUANTITY PART OR SYMBOL 

144 18716 

6 9497 

10,000 55843 

ODIN CH EMICAL CO. 

FR~IGHT I 
EXPRESS I 

BROCKTON, PA. 

PURCHASE REQUISITION 

I PARCEL I POST 

I FASTEST I 
WAY 

NIXON GLASS 
NIXON~ VIRGINIA 

I TRUCK I I I I CHEAPEST I n WAY 

I I 
I I 

DESCRIPTION-TYPE OR WRITE PLAINLY 

DEMIJOHN FRAMED @1.18 

FLASK 5 GAL. FIREGLASS @8.43 

JAR 1 QT. FLINTGLASS @26.37 

SHIP I I ~ PT. 

I I 
ITEM PRICE 

EA. 169.92 

EA. 50.58 

M 263.70 

TOTAL $ 484.20 

MATERIAL REQUISITIO.N TERMS 

2-10 NET 30 

/-17-6 - .,:2btJ J6f EPT. APPROVAL I 0 ~ ~ · , ~I"ed ~~ INQUIItY NO. QUO. DATE 

1---------+--------~----------_4----------_4------_4-----------. 
ACCT. NO. DEPT. CH. lD~ T.,CHG'IAPPRO. NO., MAT. CODE COMMITMENT DATE MAT. CLASS STOCK NUMBER JOB NUMBER 

J 

UNIT OF MEAS. CODE DESCRIPTION 

REQUEST BY 

MANAGER 

QUANTITY REQUIRED UNIT COST AUTHORIZED 

REMARKS OR SPECIAL INSTRUCTIONS 

1.----------, 

PART NUMBER 

QUANTITY 

DATE REQUIRED 

ACCOUNT CODE CHECKED ADVISE PRICE-REASON -
0= URGENCY 

.,2-/- 6-

_ UNECONOMICAL 

WHEN NEEDED 

= REFUSES TO QUOTE 
OTHER (STATE REASON) 

PURCHASE OR MANUFACTURING ORDER 
RECUEST OR AUTHORIZATION 

ORDER NUMBER 

JOI 01 PUle""'$( aou 

~PURCHASE 

[==:J MANLFACTURE 

C]OTHER 

PROCUREMENT 

~~/-6-
DATE ORDERED 

1 

~ 
t1~ ~OOk PART NUMBER QUANTITY JOINUMIfl ~ 

_ .A0. __ Cll#.~oouooooooooooooooooooooooo;oo;o 
REQUE BY I_~ 'Y .. _ !IIUS455~51S111""11U"j6s"""&t101I121l1415IinilllllO 

---·D~fE ---. 111 , , 1 1 1 1 1 1 1 , 1 1 , , 1 , , 1 1 , 1 , 111 '" 
I I 

========== 2222222222222222222222222212212 
I I 

3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 33 3 3 3 3 3 313 3: 3 
I I 

444444444444444444444444 4414414 
I I 

: : : : : : : : : : : : : : : : : : : : : : : : : :~: ::l5 
I I 

11111111111111111111111111.1111 
I I 

8 I 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 818 8 8 8 8 B 818 Br8 
I I 

-i:iATE- 99999 9 9 9999999999999999999:99:9 
!IIUS455~nSlllm"IlU"U"""&tlOlInIlU~linnn 



r 

TO 

L 

PURCHASE ORDER 

REO. 

DARNO SUPPLY CO. 
1000 CARROLL STREET 
CLEVELAND 14, OHIO 

ACCOUNTS PAYABLE 

NATIONAL ENTERPRISES INC. PLANT NO.1 BUFFALO, N. Y., U.S.A 

DATE 1/4/6- I ORDER No. 13752 

r-----------------IMPORTANT------------~ 
8HOW OUR COMPLETE OItDK" NO. ON ALL INYOIC ••• 

PACKAGE. AND .HlrPING ,,,P ...... 

ADDRESS ALL MAIL TO: BUFFALO, N. Y. 
ROUTINCI 

OVR" •• L ••• A~~2:0LL~.;,'-~~It.::~':~::. OTHK"WI •• , 

II· .. L ••. -I:X""E •• 
CARLOAD-.E. TIE"". AND CONDITION. ON ".V.".II 

BLORE-IF OVER 35# FOB SHIPPING POINT L 60083 BUFFALO SHIP TO VIA .. 
QUANTITY DESCRIPTION ITEM PRICE 

1000 3642210 PLASTIC CONTAINERS • 147 EA • 

E. C. 7830 

SHIP 4115/6-

TERMS NET 30 
DAYS 

nBLUE PRINT ATTACHED MAKE TO ENG. CHANGE OR RELEASE NO. 
ORO. av IOHs30TEI CRDE" 0" I't1:"."IlNCE NO. I J12No'~ 

ACCOUNT NO. I DO". CH··I····O. NO. /860
000 I COMM2'MENT 

539 3642210 920-2004 
Subject to the Terms and Conditions on the bock hereof 

which ore incorporated and mode a part hereof. 

~TIO:~NTERPRISES INC. 
,.~ /- ~ . 

• u.cH.oING1NT 

2 



ACCOUNTS PAYABLE 

JOURNAL VOUCHER 

DATE 1-~1- 6.- VOUCHER NO. 
152 

ACCOUNT 
DESCRIPTION 

GEN. SUB. 
DEPT. DEBIT CREDIT 

DR CR 

~ 
~~ t:l.( 2.Jf- 2~oo.t>o 

~~ r /f6 - 4-:t1 I ..22.00.00 

-k.:,..--~- ~~~ 
Payee 'I J ."t-,.1.;'~ 

Approved f.. JJz. ~ ~A j J,,_ C~ 
1 J 

Countersigned ~.GJ../lJl..L. 

3 



ACCOUNTS PAYABLE 

lEO. NO DATE' ODIN CHEMICAL CO. 

I 1"·'''1 0"'~;:72 I OEL'VUTOI 
1117/6- BROCKTON. PA. 

QUAN. ON olon LAST 0101:1 NO. ACCOUNTS PAYABLE-3 I 

QUAN. ON HAND LAST COST I---
NIXON GLASS 

QUA,.., USED PEl MO. TO IE IN STOCK 
NIXON, VIRGINIA 

f---

WHEU USED 

$HI, BROCKTON I ... "HT I I '~~~l I I nucl( I I I I ',~" I I ~ TO I n,t£SS I I '~l~ST I ICH~"::ST I n I I I I 
QUANTITY PAIT 01 SYMBOL D£SCII'TION-TY'E 01 WRiTI ,LAINLY ITEM 'IICE 

144 18716 DEMIJOHN FRAMED @1.18 EA. 169.92 

6 9497 FLASK 5 GAL. FIREGLASS @8.43 EA. 50.58 

10,000 55843 JAR 1 QT. FLiNTGLASS @26.37 M 263.70 

TOTAL j$ 484.20 

TEiMS 

"'m •• m .• "IOYAI I ~ 
2-10 NET 30 

I U INQUIIY NO. I OUO. DAn 
SHI' App,.,," V Si,,,~ 

0.0." rHO' DAT'I 0'0£1 O. """Nt, NO. JO. NO. I ACCOUNT NO. IDfIoT. CHG. ,,,,O. N0'1 MAT. COD' COMMITMENT 

45981 
R 

ITEM 1 E 
C ITEM 2 
E 
I ITEM 3 
P ITEM 4 
T 
S ITEM 5 

OATE OF 
RECEIPT 

SHIPPED 
V'A 
PRO 

NUMBER 

PACKING 
SLIP NO. 

FREIGHT "r"l 
W~IC;HT '""loOCCI WlliGHT 'J,:] W.'GHT ":r::t 

W.'GHT "oooci WE'GHT 

THISINV OPEN SAL. OPEN SAL OPEN SAL OPEN B"L PEN 8A • 

I 
ITEM 1 I I I I I ...... ~ I -

NIXON GLASS 
NIXON, VIRGINIA 

SOLD TO DATE 

ODIN CHEMICAL CO 1117/6-.., BROCKTON 
fJ<ANS: I V'NOO' HAMe ~ {lfL _~ PENNSYLVANIA 
CODE ~ ~ 

I ~u~ SHIPPED TO 

VENDOR NUMBER INVOICE DATE INVOICE NUMBER SAME 
1179 3/17 /6- 24-0;1,7 

VOUCHER NUMBER DUE DATE GENERAL ACCOUNT 
THOMAS MOTOR FREIGHT C,13 3/21/6- I' 1:2. 13 I 

VIA 

ERMS FOB NIXON I CUST. ORDER No·1 OUR ORDER NO. I INVOICE NO. 
APPROVED BY INVOICE t8'1- l::t 2-10 NET 30 11472 45981 24027 

AMOUNT I 0 QUANTITY ITEM NO. DESCRIPTION UNIT UNIT COST AMOUNT 

~~ !ff}L DISCOUNT 1 : 0g 
NET 474 AMOUNT I 5";], 144 18716 DEMIJOHN FRAMED E 1.18 $ 169.92 

ACCOUNT NUMBER SUB·CODE AMOUNT I 6 9497 FLASK 5 GAL FIREGLAS~ E 8.43 50.58 

1~3: '''0 I to 9 1 '1;1. ,000 55843 JAR 1 QT. FLINTGLASS M 26.37 263.70 
1~3 : I (5 50 I,g 

/:J.. 3 I ;J../O .;2.(':'3 1 70 
I I 

~ 484. 20~ I I 

I I h 

1 I I I 

ACCOUNTS PAYABLE VOUCHER 



ACCOUNTS PAYABLE 

• ODIN BROCKTON PLANT • 
DATE 3123/6- LOCATION BROCKTON RIVER LANDING 

• DAILY RECEIVING REPORT • 
• DATE VENDOR VENDOR INVOICE OUR ORDER QUANTITY ITEM C • OK· • NUMBER NUMBER NUMBER DELIVERED NUMBER PO 

• 3/23 1023 STANTON & MYERS 8463 11510 24 36~ * * • 3/23 1179 NIXON GLASS 24027 11472 144 1871E c * 

• 3/23 1179 NIXON GLASS 24027 11472 6 949 c * • 
• 3/23 1179 NIXON GLASS 24027 11472 10,000 5584 * * • 3/23 1218 BROCKTON PAPER 6718 12016 400 7114 c * • 3/23 3244 CONDOR CORRUGATED 39962 12321 1,000 16382C c • 
• 3/23 3244 CONDOR CORRUGATED 39965 12322 1,00C 11464~ * * • 3/23 3560 HALLIBURTON BROS 14270 11164 1 87, * * • 3/23 3891 OLYMPIC PETROLEUM PROD 77475 12081 5C 12633E * * • -

ODIN BROCKTON PLANT RECEIVING REPORT 

DATE 

~cO:::,cO::JCO 
VENDOR MONTH I OAY 
~~~~~~~~~~~~~Cl~cl~cl~cl 

I 
~1~TE~M~~~~~ ____________ -4c2~c2~c2 

~ I 

~ C3~~3~ 
lJ..I 
~ C4~c4~4~C4 
~~~~~~~~~~~~~~ 

~ c5~c5~c5~C5 
8 DESCRIPTION OF GOODS c6~c6~:C6~c6 
lJ..I 

~ C7~C7~7~C7 

~----------------------~ 
c8~C8=4=8~C8 

VENDOR NAME 

5 



ACCOUNTS PAYABLE 

6 

o 
~~~~~~~~~~~~~~~~~ ~ 

n :r 
1T'if'ol~..........-;;~Ir:;-:;-..........,.t.-=Tri-m-.~ ~ 

£ 



CABLE ADDRESS 
SWITO 

ACCOUNTS PAYABLE 

~~ I' ~,.....-------------.. 
~\ 1\ ,~.v '. tf SHIPTO ROGERS HARDWARE SOUTH LAKE SAND CO. 
J - \,;'!I r ~~~~/~~~~;~AA~~L. South Lake, Wisconsin 

\ 
STATEMENT 

SPIEGEL & WREN 
QUALITY SWIM TOGS 

1686 BOWIE STREET 
NEW YORK 38, NEW YORK 

SOLD TO GARSON DISTRIBUTORS ACCT. NO. 14799 
MEMORIAL SQUARE 
KANSAS CITY 11, MO. 

please remit to Chicago Office 
2316 Victory Blvd. 

Chicogo 46, III. 

SALESMAN I SHIP FROM I TERMS 

BOWIE 5·9393 ~.C DAVID 1;1486 SouTH LAKE 10 DAY-2% 30 DAY-NET 
·C~U~S~TO~M~E~R~O~RD~E-RN~O~.~~rwIV~IA~----~~~~~~~~~-~IO~A~T~E-O-F~OR~D-ER~q-IN~V~O~I~CE~D~A~TE~~IIN~V-O~IC~E~N~O~.~ 

784712 ROCK IS -V.P. 1/27/6- I 2/02/6- 34765 
QUANTITY UNIT GRIT DESCRIPTION GROSS PRICE NET AMOUNT 

NET 
WET STRENGTH ABRASIVE PAPER 

1000 SHEET 320 9 X 11 IN. $ 4.6313 $ 46.31 

THE SURF SHOP 
100 OCEAN DRIVE 
ATLANTIC CITY. N.J. 

72 
72 

ROLL 
ROLL 

ITEMS BELOW PLUS 5 LESS 25-15% 
420 ELECTRICAL TAPE BULK 

112 X 36 YD. 1.68 
2.76 

80.97 

DATE Jan. 2, 196-

-INVOICE NO. 

20086 

BllO 

DATE 

12/05/6-

12/12/6-

12/27/6-

~s 2%/IO-NET/30'9 

· ..... ~MQU,NT ~~ 

$ 46.80 

18.45 

173.19 

500 SHEET 

1 X 36 YD. 

THIS AMOUNT LESS 2% 

PL~S CAL. STATE TAX 

6.40 

, fPLfASE BRING BILL OR1-
: ~I This Stub With Check 

!. A~~~~~T I NET 

• 
AMOUNT 

133.02 

19.58 

$ 279. B8* 
5.60-
8.22 

$ 282.50* 
238.44 i. 5 4 3140 I sis 3 

.... ~ .......... ~ .................. ~----~~~ 6'01 ............ . 
29. 81 I r 

1- , 

208.63 , 
(~terp ~ DiscounC12-1/2'1. J 
~ ,./ 

23146 

I 
I 

7 

L 
t TOTAL GROSSJ.-J~~ 

L 1517 1ql 1 41s 4 ~ 
; ~~:~I H;;e :td Am~1ia~ I Above Toto;. eos. Deduct frorn , 
L 

LAST DAY TO PAY 
NET AMOUNT 

AUG. 6,196-



ACCOUNTS PAYABLE 

- - --...I. - - - - -- - - - - - - - - - - - - --- r-• HENRY JOHN & CO. I. 
DATE MAR 19196- DAILY INVOICE REGISTER SHEET 1-- OF 4- 1 

• ENTRY INV INVOICE VENDOR OUR ~~ I ACCT. NO. DEPT. ITEM DUE 
QUANTITY ITEM AMOUNT 

NET I • DATE DATE VENDOR NUMBER NUMBER VOUCHER 
~8 CHG. NUMBER DATE DISCOUNT' INVOICE PAYABLE :1' NUMBER GEN. SUB. TOTAL' 

• ~~~~ 311" KES TON CAS 11 NG 42397 760~ 46481 ~~ ~~~:~~~ 13 865 3/2 100 28.60 1 • 
3115 KES TON CAS T I NG 42397 760~ 46481 13. 11498 3/2 1 32.97 I 

3119 311" KES TON CAST I NG 42397 760~ 46481 19 364-08C 13 518 3/2~ 72 97.21 1 • 1 • I 
3119 3115 KES TON CAST I NG 42397 760~ 46481 19 211 3/25$ 3018*$ 158. ~:*$ 155.60*1 

• I • 
3119 3/16 AMER REF PROD 12088 6620 46482 19 364-126 031 1242 3/2E 50 675.95 1 

• 3119 3116 AMER REF PROD 12088 6620 46482 19 364-126 031 1633 3/2£ 50 195.15 I • 3119 3116 AMER REF PROD 12088 6620 46482 19 364-126 031 1040 3/26 10 310.52 1 
1 

3116 AMER 6620 3/26$ 23.63*$ 1,181.62*$ 
I 

• 3/19 REF PROD 12088 46482 19 211 1,157.99*1 • 00 I 
I 

• 3119 3115 OLONSON SUPPLY 8633 3642 46483 20 358-012 100 3/25 144 12.00 I • 1 

3115 8633 3/25 .24*$ 12.00*$ 
I 

3/19 aLaNSON SUPPLY 3642 46483 20 211 11.76*1 

• 00 I • 1 
3/19 3115 OLONSON SUPPLY 4290 7602 4648'; 27 358-012 100 12 3.00- 1 

• I • 3/19 3115 aLaNSON SUPPLY 4290 7602 46484 27 211 '" 
3.00- 3.00-1 

00 
I • 3114 
1 • 3/19 SUTLER ~1FG 55592 7731 46487 19 364-11 ~~~ 76428 3/2£ 48 12.38 I 

3/19 3114 SUTLER MFG 55592 7731 46487 19 364-126 39117 3/2£ 144 53.05 I 
I • 3119 3114 SUTLER MFG 55592 7731 46487 19 211 3/2£ $ 1. 31*~ 65. 43*~ 64.12*: • 

0::1 1 

• 3/15 3/2~ 
1 • 3119 CALHOUN [, CaLL 18687 775' 46488 19 364-612 13. 6677 50 32.77 1 

3119 3/15 CALHOUN [, CaLL' 18687 7755 46488 19 364-525 ii~ 10320 3/2~ 12 51.24 I 

• 3119 3115 CALHOUS [, CaLL 18687 77~'5 46488 19 364-016 9117 3/2~ 1 27. 25 I • 3/19 3/15 CALHOUN [, CaLL' 18687 7755 46488 27 358-525 391 10320 2 8.54- I 
1 

• 3/19 3/1' CALHOUN [, COLL' 18687 7755 46488 19 211 3/2~ $ 2.05*1'L 102.72* 100.67*: • co I 
I 
I • 7"/ 

)' " ;. 
CONTROL 1 62,106. $ 1,066.12 $ 62,106.47~$ 61,040.35~ 

• ' OIPt..·/;l.1 • i-. - p,/Ob:'n: - -

8 



ACCOUNTS PAYABLE 

• KRAUSZ MANUFACTURING COMPANY • 
ACCOUNTS PAYABLE 

• • CASH REQUIREMENTS STATEMENT 

• ~. j.'A. (i'~ 
DATE APR 1 2 196- • ROUT TO -~~ SHEET-LOF ~ 

• CI • VENDOR INVOICE AMOUNT DISCOUNT CHECK AMOUNT VENDOR NUMBER 
DUE DATE 

• SOLVAY GEN SUP 1016 4/16 $ 773.30 $ 15.47 $ 757.83 • ROCHESTER PR CO 1021 4/16 1,620.18 32.40 1,587.78 
CALABRIA CONT 1049 4/16 143.65 2.87 140.78 

• ONONDAGA STL CO 1077 4/16 5,982.82 11 9.66 5,863.16 • BLACK & NICHOLS 1103 4/16 14.25 .71 13.54 
AUSTERHOLZ INC 1240 4/16 624.77 12.50 612.27 

• AUSTERHOLZ INC 1240 4/16 1,833.19 36.66 1,796.53 • CHRISTIE (, CO 1366 4/16 745.54 745.54 
WILSON (,. WILSON 2231 4/16 2,936.12 58.72 2,877.40 

• CLAR. HIGGINS 2590 4/16 1,000.00 1,000.00 • HONOUR BROS 3101 4/16 97.36 1.95 95.41 
BASTIANI (, SON 3112 4/16 3,580.85 71.62 3,509.23 

• DRJ WIRE CO 3164 4/16 256.90 5.14 251.76 • HASTING-WHITE 3258 4/16 1,144.42 22.89 1,121. 5"3 
DARONO ART MET 3427 4/16 32.75 .66 32.09 

• DARONO ART MET 3427 4/16 127.52 2.55 124.97 • I""\/lQnNn ART MEI "'4?7 4/16 06.60 1. 93 04.67 

9 



ACCOUNTS PAYABLE 

--,-------------------- ----------- -------------------------------t-----
EI) CHECK NO. 1645 0 

C & D DYEING AND FINISHING CO. 1291 W. J3rd STREET STATEMENT OF REMITTANCE 
() INVOICE OUR e 

DATE VC.UCHER AMOUNT DEDUCTIONS DISCOUNT BALANCE 
NUMBER 

""0 I DAY I VR "-UMBER 

0 0 1/26/6- 33156 6430 $ 367.17 7.34 $ 359.83 

(!) 1/27/6- 33887 6516 $ 199.45 18.64 3.62 $ 177.19 0 

Q 0 
$ 537.02* 

0 (I) 

([) i f.) 

DET ... CH BEFORE DEPOSITING l£)--r - ----- --- --- -- -- - ------- --- ---- ------------- ---- ---------- ------------t---O-
I ~ 

~ : C & D DYEING AND FINISHING CO. 210 

V I CHESTER, VERMONT 

I 
() I CHECK NO. DATE 

I 1645 2/04/6- EXACTLY **537 DOLLARS 02 CENTS $ ***537.02 

r'"""""'T --- -- - - 0 o I I i ~ 14.25 fI' .71 $ 13. 544 
o I I 0 D DYEING & FINISHING CO. 

"0l- ------ -K-RAU-s-i-MA-NU FACTU-RI-NG-COM-PANY---------~-O W 
! SYRACUSE, NEW YORK STATEMENT OF REMITTANCE NEW YORK, NEW YORK I 

o I CHECK VENDOR INVOICE VENDOR'S INVOICE DISCOUNT AMOUNT 

~t1~~1 
PRES TREAS I 0 

i NUMBER DATE INVOICE NO. PAID 

o ___________________ .... _____ _ 
o i 12400410 AUSTERHOLZ INC 2108/- A 45920 $ 624.77 12.50 $ 612.27 0 

I AUSTERHOLZ INC 2/09/- A 45974 1,833.19 36.66 1,796.53 

KRAUSZ MANUFACTURING COMPANY 
SYRACUSE, NEW YORK 

110·1003 

2i3 
o 

VEND~~ECK N~M~!~ YR. PAY TO THE ORDER OF 

11240j04L1616-1 AUSTERHOLZ INC. 

GENESEE COMMERCIAL TRUST COMPANY 
SYRACUSE, NEW YORK 

$ 

DOI.LAIIII, ceNT' 

2.408 80 

.96 is 49.16 $ 

o 
o 

2,408. 804 
I-__ L-____ ~. ________ ~: 0 

ACCOUNTS.mlLE ,~-;,,-; ~;.;;. - -- - - - - -t---
,...,..-. .-r---------••• ------------••• -- - - -- --- --- •• e ____ ---

I 0 (I ODIN CHEMICAL CO. 

---00 o ________ c: 0 

/" BROCKTON, PA. 

) 0 o STATEMENT OF REMITTANCE 
; 

Q I CHECK 
NUMBER 

INVOICE 
DATE 

VENDORS 
INVOICE NO. CODE 

INVOICE 
AMOUNT DISCOUNT NET AMOUNT I Q 

o (I.~:~: 1242 1/23/6- AB 2576 1 $ 98.13 $ 1.96 $ 96.17 ~ 0 

INVOICE 1128/6- AB 2588 1 158.78 3.18 155.60 J 
o (': :::~:~ 1/28/6- CM 0085 2 25.00- .50- 24.50-)' 0 

MEMO. 

o (' •. OUR CR. ' <l) MEMO. $ 231.91"' $ 4.64" $ 227.27* ) 

o 0 
~:::.--::: :::: :===:-::.:: :---.:::::::.:.:.:.::: :-------::: ::.:::::-.::.::.:::::::: ::------:-~j 

o ( 001242""'" OIJlN CU .. =.. COMPANY "..,- Wo- ) Q 

o (' II V'NDOR NUM.:;~;;;'~::E~~~ YEAR ~ 0 

o I I I 11 79 I 2 02 I 6- I J " 

(

' ro~~~~ I) 
o I NI XON GLASS 0 

NIXON,VIRGINIA DOLLARS CENTS 

( $ 227 S 27 I ) 0 

: (' "O~'O. '~:~~:~."" <OM".' ".i~~__ j 0 

o .....i:.---- ____ -0 0 0----- - --- -- ---0 0 0--- - -....-..,.-- -- __ 0. 0--- - - - -- - -;;;,;;& 0 0- - --- - - --"i ..sL. 

10 



ACCOUNTS PAYABLE 

• KRAUSZ MANUFACTURING CO. • 
ACCOUNTS PAYABLE 

• • CASH DISBURSEMENTS REGISTER 

• ~tl.G?@~ 
DATE APR 1 6 196- • ROUT TO SHEET~OF~ 

V CHECK NO. ACCOUNTS PAYABLE CREDIT • VENDOR 
~~:e~: \ g: ~ ,; • DEBIT DISCOUNT CASH 

SOLVAY GEN SUP 1016e4116 ~ 773.30 $ 15.47 ~ 757.83 

• ROCHESTER PR CO 102104116 1,620.18 32.40 1,587.78 • CALABRIA CaNT 1049:04~ 6 143.65 2.87 140.78 
ONONDAGA STL CO 107704~6 5,982.82 119.66 5,863.16 

• BLACK & NICHOLS 1103:04116 14.25 .71 13.54 • AUSTERHOLZ INC 1240e4116 2,457.96 49.16 2,408.80 
CHRISTIE & CO 1366e41J. 6 745.54 745.54 

• WILSON & WILSON 2231e4~6 2,936.12 58.72 2,d77.40 • CLAR. HIGGINS 2590~4 6 1,000.00 1,000.00 
HONOUR RROS 3101 4~ 6 97.~6 1.95 95.41 • BASTIANI (. SON 31l2b4~ 6 3,580.85 11.62 3,509.23 • DRJ \>11 RE CO 3164kJ4~6 256.90 5.14 251.76 
HASTING-WrlITE 3258K)4~ 6 1,144.42 22.89 1,121.53 

a rlAROIJn ART f\1E T 3427K)4116 2<;6.87 5.14 251.73. • 
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ACCOUNTS PAYABLE 

CJ 

Distribution AlP 

Cash - - - - - - - - -
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Control 
Sheet 

ACCOUNTS PAYABLE 

Trial 

Printer 

G.P. 

1----.--~--.:---0 -----Printer 

Printer 

13 

Remit. 
- - - - - - -- Advise . . . . . 

Check* 

S.p. (0 
Reconciliati 



ACCOUNTS PAYABLE 

• HENRY JOHN & CO. • 
ACCOUNTS PAYABLE DISTRIBUTION SUMMARY • MAR 30 196- SHEET~OFJ_ • DATE 

ENTRY NVOICE VENDOR INVOICE VENDOR V~~hERR ENT. IACCT. NO. DEPT. ITEM DUE QUANTITY INVOICE GENERAL • CODE DATE ABBREVIATION NUMBER NUMBER CODE GEN.·SUB. CHG. NUMBER DATE AMOUNT LEDGER • MACHINERY 364-000 

• 3/05 3/03 KESTON CASTINGS 410&5 760" 41750 19 364-080 132 30236 3113 6 $ 347.85 • 3/12 3/09 HASTING-WHITE 11333 8420 42916 19 364-080 031 1689 3/19 144 262.19 
3113 3112 KESTON CASTINGS 41988 7604 43008 19 364-080 132 51706 3/22 6 333.60 

• 3115 3/13 KRAUSZ MFG CO 24092 3466 43262 19 364-080 100 104008 3/23 1 2,897.45 • 3115 3/13 KRAUSZ MFG CO. 24092 3466 43262 19 364-080 100 20343 3/23 1 1,390.11 
3/19 3/15 KESTON CASTINGS 42397 7604 46481 19 364-080 132 865 3/25 100 28.60 

• 3/19 3/15 KES TON CAST) NGS 42397 7604 46481 19 364-080 132 518 3/25 72 97.21 • 3/29 3/26 MIDWEST CAST CO 13738 8092 46826 19 364-080 132 1162 4/09 12 165.95 
3/29 3126 KRAUSZ MFG CO 251&4 3466 46829 19 364-080 100 187661 4/09 1 944.40 

• ~ $ 6,467.36* • -
• RAW STORES 364-126 • 3/12 3/07 DRJ WIRE CO 44492 2910 41801 19 364-126 408 33927 3/17 1000 180.45 

3/12 3/09 SOUTH lAKE SAND A1925 4647 42888 19 364-126 100 630 3/19 20000 600.00 

• 3/12 3/09 CALHOUN & COllS 17831 7155 42891 19 364-126 100 12882 3/19 72 163.39 • 3112 3/09 BRIEN & HAYNES 55630 9132 42895 19 364-126 408 6491 3119 100 491.00 
3/19 3/16 AMER REF PROD 12088 7620 46523 19 364-126 031 1242 3/26 50 675.95 

• 3/19 3/16 AMER REF PROD 12088 7620 46523 19 364-126 031 1633 3126 50 195.15 • 3/19 3/16 AMER REF PROD 12088 7620 46523 19 364-126 031 1040 3/26 10 310.52 
3/19 3/14 SUTLER MFG 55592 7131 46402 19 364-126 408 3911 7 . 3/24 144 53.05 

• 3/19 3/13 BRIEN & HAINES 55898 9132 43275 19 364-126 408 7459 3/23 15 49.56 • 3121 3118 OlONSON SUPPLY 9247 7622 46124 19 364-126 100 3/28 144 12.00 
3/21 3118 SOUTH lAKE SAND A1994 4647 46136 19 364-126 100 630 3128 20000 600.00 

• 3/21 3/18 CALHOUN & COLlS 10926 7155 46139 19 364-126 391 10320 3/28 12 51.24 • 3/21 3115 DRJ WIRE CO 45318 2910 45733 19 364-126 408 38618 3/25 5000 764.25 
3/21 3/15 AMERREF PROD 19637 76?1'I 1.<;I'.R7 IQ \1'.4-126 031 1242 --.3..L.2.5. 50 -

I 364-080Io3-30-6-1t911101~ACH I NERY I I 646736 
GEN. SUB. DATE ENT.1cQI ON ACCIIII ... SC.IPTION LEDGER T TA 

ACCOUNTS PAiBLE iSjRIBUTION SUMMARY CARD ~ 
MOJ DAJVR. W- 01\1. t~tt?.'§~lt. AUDIT ACCOUNT DESCRIPTION DEBIT AMOUNT CREDIT AMDJ,J~T LEDGER TOTAL C 

I~~!~ ~~ ~ 00 010 000:1 0 1 00000000100000000000 1."01000100 I~~~~~~~~! ~ •• OIOOOIOO 0 

i; . ;0. 1213141151617 

~i~~~~~~~~¥~~~~~~~~~ 
531~55561515a5916061 1111213141151611/1119 SO 

11!11!11 llli111 111111111111 111111111111 11111111.1111 I ~ 1 
d 22:22:22 22 222 2 2 212 2 2 22222222222222222222 21222122 2:2 2 212221222122 21222:2 2 212 2 o ' , 

I I I 
2 ~ 

c:O 3113133 133!333 3:333:333:13 
I I r 

33 333 33133333333333333333 313331333133 313331333113 3 r 
z ' . IT\ 

:J: : : c 

~ 44;44)44 44 444 4 4 Ii 44 4 14444444444444444444 414441144144 414441444\44 4:444:144144 4 ~ , ' ;t) 

~ 55;55155 5 5 5!5 5 5 5:555:555155 515551555155 
V> 

5 5 5 5 5 55555115555555555555 515 5 515 5 515 5 5 c 
z ' , ;c: 

~ &'6i6616 6161666 
I I I ;c: 

66 666 66666666666666666666 61661616161 616661666166 6166'616161 6 ~ , , 
717 7 717 7 ~7 7 

I I I I 
77177 i77 77 777 7 7 7!7 7 7 77777777777777777717 717 7 717 7 717 7 7177 7117171 7 

88:88:88 8 88i8 18 88818888188888888888 
I I 

8
1
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~~ 
i I I I 
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14 



ACCOUNTS PAY AB LE 

SUMMARY OF PURCHASES 

~ ~- ~~~6 
DATE 3/31/6-

ACCOUNT SUB·ACCOUNT GENL. ACCOUNT 

~,~~b. U 

ACCOUNT NAME GENl. SUB. TOTAL TOTAL 

RAW MATERIALS 
BRASS 123 301 $ 14,971.50 

J&~ CASTI NGS 123 305 24,607.53 
BLANKED PARTS 123 320 180.75 
GEARS 123 325 134.45 
GLASSWARE 123 330 300.78 
INSULATING MATERIAL 123 340 2,338.45 
LUMBER 123 l 
PAINTS 123 PURCHASE ANALYSIS BY VENDOR 
PARTS 123 
STEEL 123 
VARNISHES 123 VENDOR'S VENDOR'S NAME 

AMOUNT RETURNS NET AMOUNT NET AMOUNT INCREASE 

VENEERED PANELS 123 NO. THIS MONTH YEAR TO DATE YEAR TO DATE LAST YEAR TO DATE OR DECREASE 

27 ABBOT MACHINE CO 1286 144 I 3194126 3010 1 42 183,84 
58 ACE TOOL CO 1 1 1975115 1859176 115

1
39 - 66 ACME ABRASIVE CO 342/86 / 1505193 1482150 23 43 

324 ALLAN ALLOYS CO 
/ 

95 110 4675/22 4410/15 265107 
367 AMERICAN TOOL CO 

/ 
986 74 1293 84 307/10 CR 

425 ANGUS METAL WORKS / 842'189 795122 47 67 
475 APEX CORPORATION 2316/84 245/73 10476179 9473165 1003114 
502 ARCO STATIONERY CO 1 319,42 445 93 126/51 CR 

19021 64 43/19 
EXPENSE BUDGET ANALYSIS 801142 10 03 

COMPARATIVE 
1694174 97/44 

562 18 31/23 
DATE 3/31/6- 4273/56 198 38 

ACCOUNT EXPENSE EXPENSE BUDGET EXPENSE EXPENSE BUDGET ~1.l5() 12128 
DEPT. 

GENL. SUB. THIS MONTH THIS MONTH YEAR·TO·DATE YEAR·TO·DATE 

3 913 660 $ 2,378.55 $ 2,500.00 $ 7,289.50 $ 7,500.00 
""-~ 

3 913 700 675.95 725.00 3,000.00 2,655.32 -
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ACCOUNTS PAYABLE 

Printer 

S. P. 

Dist. Sum. 

16 

Control 
Sheet 

Dist. Sum. 

Sum. Exp. 

Dept. 
Budgets 



GENERAL LEDGER 

STUDENT HANDOUT NO.1 



Cards from 
Applications on 

IBM 

I 
\/ 

Distribution 
Summary 

Report 

Distribution 
Summary 

Cards 

Transaction 
Date 

~;:Y~t 

Division 
District 
Branch 
Dept. 

GENERAL 

Journal 
Vouchers 

i 
\f 
V 

Punched 
Journal Voucher 

Cards 

Gen. Ledg. Summ. 
Cards from IBM 

Applications 

Reference 
Number 

Journal Ent. No. 
Check No. 
Invoice No. 

LEDGER 

Gen. ledg. Cards 
Punched from 

Journal Vouchers 

J 
\, ~~ 

All Accounting 
Entries for Closing 

Reports and the 
Gen. Ledger 

DESCRIPTION 

1 

Account 
Number 

Cash 
Receivables 
Inventories 
Fin. Goods 
Work in Process 
labor in Process 
Adm. Expense 
Mtl. in Process 

Prepunched Journals 
(Punch Amount if 

necessary) 

~ 
" 
t1 
~ 
~ , 
v 
i 
I , , 
V 

Gen. Ledg. Cards 
from Prepunched 

Source 
of Entry 

Journal Vchs. 
Payroll 
Mat. & Supls. 
Accts. Pay. 
Petty Cash 
Sales 
Accts. Rec. 
Cash Receipts 
Cash Disbrs. 

Journals 

18828562 

NET AMOUNT 



GENERAL LEDGER 

DATE ~ Is-"f 6 -
DIVISION D . o. 

JOURNAL VOUCHER NO. 54'Q 
MONTH OF ACCOUNT ~~ 

ACCOUNT TITLE AND EXPLANA liON DEPT. APPROPRIATION OFFICE EMPLOYEE ACCOUNT 
AMOUNT 

DEBIT CREDIT 

-"A -
813 4;25' ~Ib I+~ 30 

8J3 42'S-fiB "7 13 
;l.'- 4;l'S :2.73 I 990 4-8 

" .. v 
'" :2'- 4-.2.5'-:2.7'1- 5'1/ Io~ 

., . ., ~(, 4.2.5- ;2.75' 2.31. 00 

" " 'f :L7 4;2.5'-.:1.73 .:2 g3.2. 50 

" 'f " '-7 4.2.5-;175 7sg b" 
" .. " ::1..7 4;tS'-..2.71- ;1.7'1 00 

;l.& 4.2.5 ::t8/ 931 8/ 
C/ .. II v ;1..7 4::z..S"-..2.h"1 qq3 07. 

4;lS'-;2.1~ /B obi 57 LJ 
.V "~~(~~--~------+---r-----+-----~--~~--~--+--+~ 

~~~-- , 
~~ ,--~--------;----r------;--------*---r--~--~--;---~ ___ 

JOURNAL VOUCHER 

BR I CUSTOMER SALES I CUSTOMER NAME 
. NUMBER MAN 

APPROVED BY ___________________ _ 

I 
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GENERAL LEDGER 

ODIN BROCKTON PLANT GENERAL LEDGER 

0 TRIAL BALANCE 0 

0 
SHEEL_L_OF _3-_ ACCOUNTING PERIOD ENDING JUN 30 196-

0 
u'" w zW 

DATE ~ ~~ ACCOUNT DESCRIPTION OF ENTRY 
CURRENT MONTH'S ENTRIES BALANCE FORWARD 

0 NUMBER 0 S? ~Z DEBITS CREDITS NET CHANGE NEW BALANCE· 

0 5/31/6- III CASH BAL FWD '£, 1,727,436.65 0 
6/15/6- 7 1296 111 CASH RECEIPT $ IB9,318.24 

0 
6/15/6- 8 1299 III CASH DISBURSEMENT $ 274,726.62 

0 6/29/6- 7 1305 III CASH RECEIPT $ 693.747.22 
6/29/6- 10 1321 111 JOURNAL ENTRY $ 191,634.71 

0 
6/29/6- 8 1332 III CASH DISBURSEMENT $ 516,726.50 

0 
6/29/6- 111 BALANCE $ 883,065.46*$ 983,087.83*$ 100,022.37- $ 1,627,414.28 

0 0 
5/31/6- 112 ACCOUNTS RECEIVABLE BAL FWD $ 1,312,676.24 

0 
6/15/6- 9 1295 112 SALES $ 551,189.75 

0 6/29/6- 7 1317 112 CASH RECEIPT $ 923,550.11 
6/29/6- 9 1304 ll2 SALES $ 684,733.59 

0 6/29/6- ll2 BALANCE $ 1,235,923.34*$ 923,550.ll*:I> 312,373.23* $ 1,625,049.47* 0 

0 5/31/6- 113 RESERVE FOR BAD DEBTS BAL FWD $ 15,821.40 0 
6/29/6- 10 1324 113 JOURNAL ENTRY $ 3,162.15 

0 6/29/6- ll3 BALANCE $ 3,162.15"~ 3,162.15- $ 18,983.55* 0 

0 5/31/6- 114 NOTES RECEIVABLE BAL FWC $ 267,155;22 0 
6/29/6- 10 1297 ll4 JOURNAL ENTRY $ 5,139.45 

0 6/29/6- 114 BALANCE $ 5,139.45* ~ 5,139.45* $ 272,294.67* 0 
....... - - - - ~ - - -

3 



GROSS SALES 
RETURNS AND ALLOWANCES 

NET SALES 
COST OF SALES 

GROSS PROFIT 

ADMINISTRATIVE AND GENERAL EXPENSE 
SELLI NG EXPENSE 
RESERVE FOR BAD DEBTS 

TOTAL OPERATING EXPENSE 

OPERATING PROFIT 

CASH DISCOUNTS ALLOWED 
INTEREST PAID 

GENERAL LEDGER 

DRJ WI RE COMPANY 
MONTHLY INCOME STATEMENT 

$ 1,656,380.15 
33,841.20 

$ 1,174.733.85 

$ 
$ 
$ 

$ 

23,196.44 
101,863.50 

1,656.38 

30,145.72 
1,160.19 

NET PROFIT OR LOSS BEFORE SPECIAL CHARGES 

SPECIAL CHARGES $ 8,620.34 
INCOME AND EXCESS PROFITS TAX $ 41,415.62 

NET PROFIT OR LOSS 

4 

FOR THE PERIOD ENDING MAY 31, 196-

$ 1,622,538.95 

$ 1,174,733.85 

$ 447,805.10 

$ 126,716.32 

$ 321,~88.78 

$ 289,782.87 

$ 239,746.91 



Routing 

GENERAL LEDGER 

SOUTH LAKE SAND COMPANY 
COMPARATIVE INCOME STATEMENT ~ 

Pre$ident'$ Office 
v Treo$urer 

Comptroller 
Accounting 
Sale$ Manager 
Plant Superintendent PERIOD ENDING MAY 31, 196-

ACCOUNT 
NUMBER 

411 
411-100 
411-200 

412-100 

421 
421-100 
421-200 
421-300 
421-400 
421-500 
421-600 
421-700 
421-800 
421-900 

CURRENT MONTH YEAR· TO·DATE 

DESCRIPTION THIS YEAR LAST YEAR THIS YEAR LAST YEAR 

SALES 
GROSS SALES $ 1,223,195.85 $ 1,083,474.02 $ 4,739,999.14 $ 3,415,174.67 $ 
LESS RETURNS & ALLOW 1,726.40 1,912.71 3,245.97 3,464.22 

NET SALES $ 1,221,469.45 $ 1,081,561.31 $ 4,736,753.17 $ 3,411,710.45 $ 
LESS COST OF SALES 

GROSS PROFIT 

SELLING EXPENSES 
SALARIES & COMMISSIONS 
TRAVELING EXPENSE 
DELIVERY EXPENSE 
ADVERTISING EXPENSE 
OFFICE SALARIES 
STATIONERY & SUPPLIES 
TELEPHONE 
BUILDING 
MISCELLANEOUS 

TOTAL SELLING EXPENSE ~ 

581,786.15 541,950.16 2,852,146.73 2,008,762.23 

639,683.30i!$ 

184,373.27 ~ 
14,425.15 
6,140.20 
1,582.00 

27,684.35 
1,380.60 
1,315.85 
6,725.00 
1,460.38 

245,086.80*$ 

539,611.15i!$ 1,884,606.44~$ 1,402,948.22*$ 

179,264.48 $ 
13,790.80 

5,956.00 
1,450.25 

25,829.15 
1,295.00 
1,305.62 
6,215.10 
1,385.75 

236,492.15i!$ 

705,623.06 $ 
53,726.92 
28,364.15 
18,250.00 
94,342.18 
4,982.76 
4,148.15 

25,175.00 
4,965.48 

939,577.70*$ 

541,579.46 :i> 

42,968.21 
16,428.19 
5,225.75 

79,415.14 
3,576.82 
3,381.26 

18,634.55 
3,519.47 

714, 728.85*~ 

-~-'--.... J.""""""""--"""""-----.... .J~ .. __ --... --.... --..-

5 

INGREASE* 
OR DECREASE-

1,324,824.47 * 
218.25 -

1,325,042.72 * 
843,384.50 * 

481,658.22 * 

164,043.60 * 
10,758.71 * 
11 ,935.96 * 
13,024.25 * 
14,927.04 * 
1,405.94 .. 

766.89 .. 
6,540.45 .. 
1,446.01 * 

224,848.85 * 
........ 



GENERAL LEDGER 

KRAUSZ MANUFACTURING COMPANY 
DECEMBER 31,196- ANNUAL BALANCE SHEET SYRACUSE, NEW YORK 

MAJOR ACCOUNT 
I 

MAJOR ACCOUNT LIA~ILITIES ASSETS 
I 

$ 111 Cash an Hand and in Banks $ 2,419,339.22 211 Accounts Payable 603,319.12 
112 Accounts Receivable 1$ 1,821,681.82 212 Accruals 275,219.77 
113 less Reserve for lIad Debts 70,000.00 213 Statutory liabilities 2,280,500.00 

1,751,681.82 $ 3,159,038.89 
114 Notes Receivable 38,128.41 221 Notes Payable 3.400,000.00 
115 Marketable Securities 6,155,475.20 222 Debentures 150,000.00 
116 Inventories 2,141,284.83 223 Dividends Payable 940,325.00 

$12,505,909.48 4,490,32~.00 
121 land 1,213,706.63 231 Other liabilities 383,675.00 
122 Buildings 9,026.417.22 383,675.00 
123 less Depreciation Reserv 3,250,802.60 311 Capital Stock 14,860,047.03 5,775,614.62 14,860,047.03 
124 Equipment and Machinen 16,209,754.21 
125 less Depreciation ReservE 6,211,830.1 9,997,924.07 321 Surplus 6,758,356.21 

16,987,245.32 6,758,356.21 

131 Prepaid Interest 32,620.24 ---
132 Prepaid Expenses 73,680.34 TOTAL LIABILITIES $29,651.442.13 

106,300.58 
141 Patents 1.00 
142 Good Will 1.00 

2.00 
151 Other Assets 51,984.75 

51,984.75 
-----

TOTAL ASSETS $29,651,442.13 

6 



GENERAL LEDGER 

HASTING-WHITE TOOL COMPANY 
COMPARATIVE BALANCE SHEET 

DESCRIPTION 

ASSETS 

CASH AND RECEIVABLES 
111 CASH 
112 ACCOUNTS RECEIVABLE 
113 RESERVE FOR BAD DEBTS 
114 NOTES RECEIVABLE 
115 MARKETABLE SECURITIES 

INVENTORIES 
116 INVENTORIES 

LAND AND BUILDINGS 
121 LAND 
122 BUILDINGS 
123 RES. FOR DEPREC. 

EQUIP. AND MACHINERY 
124 EQUIP. AND MACHINERY 
125 RES. FOR DEPREC. 

DEFERRED CHARGES 
131 PRE-PAID INTEREST 
132 PRE-PAID EXPENSE 
133 CONTRACT EXPENSE 

INTANGIBLE ASSETS 
141 PATS.,COPYRIGHTS,ETC 
142 OTHER INTANGIBLES 
143 RES.TO AMORT.INTANG. 

OTHER ASS 
151 MISCEL 

~ PREVIOUS MONTH e THIS YEAR 

$ 15,673.38 ~ 

32,967.21 
329.57-

1,000.00 
2,164.30 

~O1$ 51,475.22* ~ 

$ 183,621.83 $ 
~O1$ 183,621.83* 3; 

:£ 
$ 2,116.45-

01$ 2,116.45- $ 

$ 10,873.98 $ 

3,245.67-
OU 7,628.31* $ 

$ 1,231.19 $ 

OT$ 1,231.19* $ 

$ 1,333.98 $ 

Ou. 1,333.98* $ 

PERIOD ENDING' JUNE 30. 196-

CURRENT MONTH 

THIS nAR LAST YEAR 

OVER' 
OR UNDER· 

% OVER' 
OR UNDER· 

16,739.73 $ 
33,291.18 

332.91-

5,898.13 
55,596.13* $ 

161,298.67 $ 
161,298.67* $ 

50,238.96 
2,363.74- $ 

47,875.22* $ 

8,339.61 $ 
3,469.22-
4,870.39* $ 

1,348.16 $ 

1,348.16* $ 

1,026.93 $ 

1,026.93* X 

15,248.61 :£ 
32,968.32 

329.68-
1,500.00 
3,673.21 

53,060.46* $ 

149,238.61 $ 
149,238.61* $ 

1,'191.12 * 
322.86 -1(. 

3. 23 ,~ 

1,500.00 -
2,224.92 " 
2,535.67*** 

12,060.06 ;~ 

12,060.06*** 

9.8 * 
.9 * 
.9 -:I-

100.0 .-
60.6 * 

8.1 * 

$ 50,238.96 * * 
1,767.88- 595.86 * 33.7 * 
1,767.88- $ 49,643.10*** 

16,298.38 $ 
2,975.12-

13,323.26* $ 

1,741.93 :£ 

1,741.93* $ 

1,238.97 $ 

1,238.97* $ 

7,958.77 - 48.8-
494.10 * 16.6 * 

8,452.87*-·~ 

393.77 - 22.6-

212.04 - 17.1-

212.04*--1< 

COMPARATIVE BALANCE SHEET 

PERIOD ENDING NOV 30 196-
TOTAr--------,-----------------------------r---------------.----------------r-------------------~ 

ACCOUNT DESCRIPTION N.UMBER 

LIAB 11 CURRENT ASSETS 

CURRENT L III CASH 
211 ACCOUN 
~ ACCRUE 

~ 112 ACCOUNTS RECEIVABLE 
113 LESS RESERVE 

114 NOTES RECEIVABLE 

116 MERCHANDISE INVENTORY 
117 LESS RESERVE 

TOTAL CURRENT ASSETS 

12 FIXED ASSETS 

121 LAND 

......... 122 BUILDINGS 
..... .... I F~~ 

7 

END OF DECEMBER 31 
CURRENT MONTH LAST YEAR 

$1,219,884.07 $1,304,176.42 
$1,219,884.07* $1,304,176.42* 

$1,623,246.12 $1,510,132.15 
18,163.20 17,115.23 

$1,605,082.92* $1,493,016.92* 

$ 271,332.20 $ 269,473.42 
$ 271,332.20* $ 269,473. t~2* 

$2,902,170.32 $2,810,278.90 
32,695.15 29,146.45 

$2,869,475.17* $2,781,132.45;'\-

$5,965,774.36* $5,847,799.21* 

$ 312,469.43 $ 
$ 312,469.43* $ 

312,469.43 
312,469.43* 

$2,149,939.67 
986,225.05 

$2,140,961.80 
978.71" ...... 

INCREASE* 
OR DECREASE-

$ 84,292.35 -

$ 112,066.00 .:~ 

$ 1,858.78 * 

$ 88,342.72 * 

$ 117,975.15 ~~ 

* 



GENERAL LEDGER 

KRAUSZ MANUFACTURING COMPANY 
GENERAL LEDGER 

MAJOR ACCOUNT 421 SEPTEMBER 196-

MINOR CURRENT MONTH 
ACCOUNT TITlE ACCT. BEGINNING BALANCE CLOSING BALANCE 

CODE DEBIT CREDIT 

GENERAL AND 'AMINISTRATIVE EXP 
SALARIES 

GENERAL AND OVERT I ME 119 $ 211,001.11 $ 26,126.20 $ 1,914.93 $ 301,152.9B 
TEMPORARY 195 5,939.59 389.24 6,328.83 

TRAVELING EXPENSE 300 41,644.32 5,156.81 259.58 46,541.55 
,~, 400 96,039,31 13,186.59 10.14 109,215.16 

NATIONAL PRODUCTS COMPANY 410 4,962.00 564.36 2.10 5,523.74 
ES 

GENERAL ACCOUNTING REGISTER 501 10,601.82 2,326.51 362.41 12,565.98 
508 891.70 265.74 1,157.44 

REPORT NO . ....2.i2.L- LIES 510 852.16 908.15 3.24 1,758.27 

~.:31/96- - - - ~ 

SHEET- -' OF.!/ 
,~ 

861.03 4.~ --CURRENT MONTH 140 10,719.16 11 ,575.48 
ACCOUNT REFERENCE 110 24,153.35 3,900.15 1,649.68 26,404.42 

NUMBER 171 3,409.63 353.96 3,763.59 
GENERAL SUB. 

OPENING BALANCE VOU ACCOUNT 
DEBIT OR CREDIT 

CLOSING BALANCE 781 469.26 34.58 10.51 493.33 REP. NUMBER 

111 ~ 134,033.34 I 
111 802 113: $ 166,685.11 
III 802 ~ll: 850.00 $ 660,659.57* $ 82,436.91* ~ 6,364.95* $ 136,731.53* 
III 104 ~11; 188,694.45-

21,158.74- $ 112,874.60* 

ll2 ~ 3,989.16 
: 
I 

* 3,989.76* 
I 

113 ~ 62,205.91 I 

113 702 ~11: $ 175,506.15 
113 7lC ~121 1,492.59-
113 80, POO' 168,990.89-
ll3 7lC 313: 401.83-
113 651 71C 174: 184.51 

4,805.35* 1$ GENER"L LEDGER 
I 

A~~~~T 111 !tll ICASH 
MAJOR 114 ~ 101.25 I 

I 111 
ll4 121 ~23: $ 812.50-

ACCOUNT 

812.50- ~ CURRENT MONTH ENTRIES I :> JOURNAL ACCOUNT BALANCE 
~ 

I DATE ~ DESCRIPTION OF ENTRY 116 5,850.00 I NUMBER NUMBER CREDIT DEBIT YEAR·TO·DATE 
I 

* I 12/31 III BALANCE FORWARD $1,304.176.42 

~ 
I 1/15 7 1210 111 CASH RECEIPT $296,820.32 121 158,950.49 I 1/15 8 1215 III CASH DISBURSEMENT $298,615.45 

~I - 710 3.u;, $ ,,,1,145.~ 1/31 10 1232 111 JOURNAL ENTRY 40,132.60 - 1/31 1 1239 III CASH RECEIPT 601,248.73 
1131 8 1242 III CASH DISBURSEMENT 598,122.15 

$898,069.05* $936,870.20* $1,265,375.21* 
1131 111 BALANCE FORWARD $1,265,375.27 
2/15 7 1259 111 CASH RECEIPT $290,124.32 
2115 8 1262 111 CASH DIS8URSEMENT $295,463.10 
2128 7 1276 III CASH RECEIPT 625,195.20 
2/28 8 1218 111 CASH DISBURSEMENT 620,163.25 
2/28 10 1281 111 JOURNAL ENTRY 49,256.04 

'h915,319.52* $964, 8B2. 39* $l,215,B12.40* 
2/28 III BALANCE FOR\~ARD 11,215,812.40 
~ 7 " 

I,.. ,<'L n.c.....c..J.··'T ..:>.r,,!1 '''0.' ? -- - -
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GENERAL LEDGER 

BAKER, BAKER AND COLE INC. COMPARATIVE A~ 
OF OPERATING EX 

ACCOUNT SR. DESCRIPTION JANUARY FEBRUARY MARCH / JUNE YEAR·TO·DATE NUMBER NO. 

421-600 ~TATIONERY 
421-600 1 AKRON $ 40.20 :£, 35.15 $ 33.01 $ 108.36 
421-600 2 ALBANY 18.60 22.10 20.80 61.50 
421-600 3 ATLANTA 50.25 53.15. 56.15 159.55 
421-600 4 BALTIMORE ·101.23 105.96 96.20 303.39 
421-600 

BRANCH OFFICE 421-600 BAKER, BAKER AND COLE INC. 4·21-600 EXPENSE RATIO STAT 421-600 
421-600 OFFICE SALARIES 
421-600 

BRANCH OR RATIO OF Ef i\TE 421-600 BRANCH OFFICE OR ACCOUNT 
421-600 ACCOUNT NO. JAN. FEB. MARCH APRIL . MA OCT. NOV. DEC . 

.421-600 NATIONAL AVERAGE 11.9 11.5 11.0 
421-600 1 AKRON 11.5 12.1 12.3· 
421-600 2 ALBANY 

) 
10.4 10.0 9.8 

\ 421-600 3 ATLANTA 12.5 12.3 12.6 
421:-600 4 BALTIMORE 14.1 13.8 14.6 

BAKER, BAKER AND COLE INC. BRANCH OFFICE 
OFFICE SALARIES EXPENSE RATIO STATEMENT 

.I • 

PERIOD ENDING MARCH 31, 196-

CURRENT MONTH YEAR·TO·DATE 
BRANCH· BRANCH. NAME % % NO. REVENUE EXPENSES E TO'R REVENUE . EXPENSES E TO R 

35 SALT LAKE CITY, $ 4,299.34 $ 415.73 .9.it£, 12,047.89 $ 1,144.55 9.5 
35 ST. LOUIS 24,160.48 2,464.37 10 • .: 75,176.25 7,216.92 9.6 

2 ALBANY 3,906.93 375.07 9.E .12,924.73 1,266~62 9.8 
17 DETROIT 48,234.52 4,437.58 9.2 149,145.73 15,063.72 10.1 

.13 DALLAS 8,547.34 820.54 9.6 25,330.95 2,583.76 10.2 
18 GRAND RAPlDS 4,842.92 537.56 11.1 14,486.41 1,506.59 . 10.4 
27 NEW YORK 225,499.95 25,255.99 11.2 683,988.76 ,73,870.79 10.8 
24 MINNEAPOLIS 15,923.70 1,592,.37 10.0 46,833.41 5,104.84 10.9 
32 PITTSBURGH 20,716.59 2,133.81 10.3 62,714.30 6,835.86 10 .• 9 
10 CHICAGO 99,968"03 11 ,396.36 . 11.4 300,432.16 32,747.11 10.9 

.37 .·SAN FRANC I seo . 19,345.36 2,282.75 .11.8 60,346.25 6,577.74 10.9 
NA T I ONAL . .AVERAGE 11.1 ,. 

10,375.89 
11.0 

12 CLEVELAND '30,816.'42 3,482.26 11.3 93,476.49 11.1 
...!!.!..... WASHINGTON ,.' - 20,663.09 2,252.28 10.9 62,23~·~~ . ?,~~~.19 ..l..l..&...1 . 

·n .......... 

All General 
Ledger Cards C Accounting C 

Machine 

History - - -- - - --=-=-=J~ __ ~[iil~~~ ___ ~ Records r 

Operating 
Reports 

Branch 
·Office 
Reports 
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Revenue 
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Reports 

Expense 
Reports 

Miscella neous 
Reports 
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IMPLEMENTATION 

STUDENT HANDOUT #1 

A. Establishment of Customer Organization: 

1. Customer coordinator must possess the authority and 
knowledge to settle inter-departmental problems. 

2. Tabulating supervisor should be experienced. 

3. Key punch personnel hired or selected for training. 

4. Consider need for additional personnel to perform coding 
operations I assist during conversion, etc. 

5. IBM responsibility. 

B. Initial Education Program: 

1 . Arrange for executive training, allow ample time to 
schedule trip. 

2. Review with executives the application, types of 
input and volumes. Does the customer accept the 
responsibility for the installation I s success? 

3. Present to the department heads the punched card story 
as related to their machine configuration. Formalize 
planned output, input, and volumes. 

4. Provide for key punch training. 

5. Introduction of C E Field Manager to key customer 
personnel. 

6. Present the punched card story to non-operating 
clerical personnel. Input and output requirements 
as related to their jobs. Need for accuracy, 
coding, editing, cooperation I etc. 

7 . Distribute appropriate manuals I etc. 



IMPLEMENTATION 

STUDENT HANDOUT #1 

C. Systems Design: 

1 • Develop schedule of application conversions, parallel 
runs, pilot runs, etc. 

2. Review and analyze input and output specifications (format). 
Determine file requirements. 0 btain samples of source 
documentation. 

3. Determine source document availability, cut-off schedules, 
and ascertain established controls on source documents. 

4. Provide for coding and editing. Who will perform these 
operations? 

5 . Allow for updating of master files. As sign control numbers 
to files. 

6. Design proper controls for tabulating. 

7 . Develop control book for balancing purpos es . 

8. Review special devices required. 

9. Should source documents be re-designed to provide an 
efficient, accurate key punch operation? 

10. Document all areas of system (tapes, forms, boards, 
procedures, cards). 

11 • Develop master code book of card coding. Also color 
and corner cuts used. 

12. All forms must be designed, run and checked against 
equipment ordered. 

13. Use stock forms, paper, cards whenever possible to 
allow for changes and revisions to existing forms. 

14. Standardize card design; i. e., place control field in 
same place on all cards. Use same card column for 
card codes in all cards. Common information should 
appear in same place. 

2 



IMPLEMENTATION 

STUDENT HANDOUT #1 

15. Avoid overlapping of fields in report and forms design. 

16. Develop error correction and reconstruction procedures. 

D. Physical Planning: 

1 . Make floor plan I include all acces sories and equipment. 
(Desks I files I racks I chairs I equipment.) 

2. Consider noise levels when selecting room. 

3 . Allow for storage of forms I cards. 

4. Provide for proper electrical outlets and current requirements. 

5. Room access must be sufficient size to accommodate 
equipment. 

6. Floors I elevators I steps must be structurally sound. 
(Carry machine loads.) 

7 . Obtain in sufficient time: card racks I control panel 
storage I wire storage I card files I rubber stamps I report 
binders I cards I forms I stock paper I tapes I sorter 
rack I etc. 

8. CE check out of physical plans. 

E. System Inst allation: 

1. Punch test decks. 

2. Wire and test control panels. Run sample reports. 
Obtain management approval. 

3 . Keypunch master files. (Prove and verify.) 

4. Formalize controls I cutoffs I file maintenance and exception 
procedures. 

5 . Document complete system. Place documentation in a 
binder for ready reference. 

3 



IMPLEMENTATION 

STUDENT HANDOUT #1 

6. Tabulating personnel must be thoroughly appraised of 
card and equipment handling procedures and good 
hous ekeeping practices. 

7 . Documentation to include: Input/output samples, flow charts, 
card layouts, master coding, report layouts, control panel 
documentation, carriage tapes, program cards. This data 
must be kept up to date. (Respons ibility of Tab Supervisor.) 

F . Machine Arrival and Installation: 

1. Arrange for customer engineering installation and 
check out of equipment. 

2. Explain operation of special devices to supervisor. 

G. Review Basic Input and Output Requirements: 

Review with department heads and thos e concerned I 
input and output requirements. 

H. Conversion of Applications: 

1 . Make parallel run with existing system, through one cycle. 

2. Test system controls, balancing, error and exception procedures. 

3 . Enter into control log starting master file balance plus all 
activity affecting file. 

4. During parallel run I check all input for accuracy and 
completenes s • Be certain all personnel are fully informed 
of their roles. 

5 . At conclusion of parallel run I check control book balance 
against file balance and existing system balance. 

6. All controls must balance. If not, take necessary steps to 
balance and corrective action to eliminate future out of 

4 



IMPLEMENTATION 

STUDENT HANDOUT #1 

balance conditions. After balancing I cut-over to new system. 

I. Department Head Seminar: 

1 . After system has been in operation I arrange for a department 
head seminar to discuss progress I activity and problem 
areas. 

2. Take appropriate action to eliminate problem areas and 
improve system. 

J • Job Timing: 

Time actual jobs and setup operating schedule. 
Check Volumes. 

5 



PUNCHED CARD DATA PROCESSIN"G 
--------_.------

I Customer Name I Date Completed 
-Salesman1\Jame Branch Office Equipment Delivery Date 

Suggested Suggested 
Completion Process 
SO~ledule Time To Starting Completion 
Relative To I 

Complete I Dates Dates 

Requirements* 
Delivery (X) Requirement 

I No. of Days No. of Days Est. Actual Est. Actual 

I 
... - .. --.-

1 . Establishment of Customer 
Orqanization 

----1--._--- -
a. Customer appoint single 

X-120 days coordina tor 
b. Selection of tabulating 

personnel X-60 days 30 days 
c. Selection of key punch 

personnel X-4S days 30 days 

~I _._- ~-. --_.- .. _---_ .. _------- ---_. - _. __ . ---_ .. - .. --- ._ ..... -._. __ ._- --_._------_. __ . '----
II. Initial Educational Program-

Including Dis semination of 
..62.2ropriate Printed Matter 

-"-- .. --
a. Executive education X-30 days 60 days 
b. Department head educ. X-90 days 
c. Operating personnel X-IS days 30 days 
d. Non-operating clerical 

12ersonnel X-90 days 

III. Systems Design 

a. Schedule of applications 
conversion I parallel 
runs I etc. X-120 days 

b. Input/output sIEcifications X-90 days 30 days 
c. Design cards I flow 

charts I forms I etc_ X-60 days 30 days 
-

IV . Physical Planning 
--

a. Space I power requirEmen"l!: X-120 days 
b. Supplies & Accessories X-60 days 45 days 

J!_~S_y_s~el!l Ins tallation 
-

a. Board wiring and testing X-30 days 30 days 
b. Key punch master files X-IS days 15 days 
c. Establish controls and 

instructions X-30 days 15 days 
d. Documentation - formal 

documentation of system 60 days 
VI -Machine Arrival & Install. 

I 

a. Customer engineering 
checkout X + 3 days 3 days 

* - Refer to Pre -Installation Planning Guide for Additional Detail 
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UNIT RECORD PRE-INSTALLATION PLANNING GUIDE 

Customer Name Date Completed 

Salesman Name -----------.---- Branch Office Equipment Delivery Date 

-- --
Suggested Suggested 
Completion Process Starting Completion Schedule Time To Dates Dates Relative To Complete 

Requirements* 
Delivery (X) Requirement 
No. of Days No. of Days Est. Actual Est. Actual 

-
VII. Review of Basic Input and 

OutQut Reguirements X-5 days 2 days 
---------

v III . CO~1version of AQQlications 

a. Parallel runs X -:- 30 days 30 days 
____ ~ r.esl_~yste.m_controls X+ 30 days 30 da_'Ls 

IX. Department Head Seminar 

a. Progre s s report and 
department head 
feedback X -:- 30 days 15 days 

-
Tob Timinq 

a. Time actual jobs and 
establish operating 

15 days schedule for tabulating X + 60 days 

* Refer to Pre-Installation Planning Guide for Additional Detail 
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