
















































































































































































































































































































































































BATCH BILLING INVENTORY FLOW
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INVENTORY.

STUDENT HANDOUT #11

STOCK ALLOCATION INVENTORY APPROACH

The procedures 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.

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.

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.

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

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

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

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

The cards are sort separated and routed to their respective files
and procedures,

The new balance cards are interpreted and refiled in the balance
card tub files.

The advantages of the Stock Allocation Approach are as follows:

Pre-editing and pre-billing are possible.
There is relatively little key-punching.
Up to date inventory balances are always available.

Large numbers of items can be easily handled.
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STUDENT HANDOUT #11

e. Expansion and change are easily handled.
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.

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 eliminates 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 processing.



STOCK ALLOCATION PROCEDURE
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STOCK ALLOCATION PROCEDURE
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STOCK ALLOCATION PROCEDURE
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STOCK ALLOCATION PROCEDURE
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ANVENTORY

STUDENT HANDOUT #12

UNIT TUB FILE INVENTORY APPROACH

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 pullged 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
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
highest number is always the next card pulled.
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STUDENT HANDOUT #12

b) For each recéipt a new deck of serially numbered cards
is prepared starting each time at 1. This means that for
any one item there may be more than one group of serially
numbered cards in the file at any one 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 highest serial numbered card. If there are multiple
groups, then the sum of the highest 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. These
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 as needed, and the balance on the set-up card
is decreased. To get the inventory count in this case,
add the highest serial numbered card to the unpunched
balance left on the set-up card.

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 numbers 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
high to low plan.

c) To get the inventory balance, subtract the lowest number
for that item from the highest number and add one. If the
company starts at 1 on January lst and continues the
numbering system throughout the year, the lowest number
minus one is also year-to-date sales.
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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
companies 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 was only one serially numbered group in the file,
so you only have to read the high numbered card. In only a few
cases 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.

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
companies 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.

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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It is a relatively low-cost machine operation (no calculator,
low cost accounting machine, practically no key-punching,
verifying, or sorting).

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

There are very few unit tub file installations in any other
industry beside wholesale 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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I nventory Value for the Wholesale Industry (Percent of dollar sales)

Wholesale grocery 5% to 10%
Wholesale drug 10% to 15%
Wholesale Hardware 25% to 30%

Wholesale Auto Parts 25% to 30%
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Inventory Value for the Retail Industry (Percent of Current Assets)

Retail Dry Goods (high accounts receivable) 40% to 50%

Retail Chain Grocery (all cash sales) 60% to 70%
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SUMMARY

|.  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

| BM marketing representatives must be problem solving and solution
minded, understanding the machines, the inventory applications, and the
“thinking and needs of management.
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ACCOUNTS RECEIVABLE

STUDENT HANDOUT #1

Exercisé #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-
ceivable file was in balance. In your approach to this job you have made
provision for the following reports:

. Accounts Receivable Register

. Cash Receipts Register

. Trial Balance

Daily Control Sheet

. Billing Control Tape (Shows total amount billed per day)
. Cashier's Control Tape

o U WN

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



ACCOUNTS RECEIVABLE

STUDENT HANDOUT #1

Exercise #1

Cash Receipts Register

Discounts
Date Allowed (DR) Cash (DR)
5/26 $50 $4500
5/27 43 2800
5/28 75 5200
5/29 38 3680
5/30 52 3214

Billing Control Tape

Accounts

Receivable (CR)

$4550
2843
5275
3718
3266

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 | 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 $18,446.
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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, 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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STUDENT HANDOUT #1

Error Possibilities Used for Control Sheet Exercises

10.

Transcription error from Report to Control Sheet.
Error in cross-adding control sheet.
Card removed from Accounts Receivable open file and not replaced.

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

Transposition error on control sheet.
Control total carried forward incorrectly on control sheet.

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

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

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

Accounts Receivable card summary punched incorrectly. Operator
forgot to balance summaries back to billing total, therefore,
erroneous Accounts Receivable card gets into the open file.
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Exercise #2

Control Sheet and Proredure 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:

Accounts Receivable Register

Cash Receipts Register

Trial Balance

Daily Control Sheet

. Billing Control Tape (Shows total amount billed per day)
. Cashier's Control Tape

O U W N

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



Date

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

ACCOUNTS RECEIVABLE

STUDENT HANDOUT #1

Exercise #2

Cash Receipts Register

Discounts Accounts
Allowed (DR) Cash (DR) Receivable (CR)
$50 $4500 $4550
43 2800 2843
75 5200 5275
38 3680 3718
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 [ 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.
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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, 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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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 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-
ceivable file was in balance. In your approach to this job you have made
provision for the following reports:

. Accounts Receivable Register

Cash Receipts Register

. Trial Balance

Daily Control Sheet

. Billing Control Tape (Shows total amount billed per day)
. Cashier's Control Tape

OO WN

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



ACCOUNTS RECEIVABLE

STUDENT HANDOUT #1

Exercise #3

Cash Receipts Register

Discounts
Date Allowed (DR)
5/26 $50
5/27 43
5/28 75
5/29 38
5/30 52

Billing Control Tape

Cash (DR

$4500
2800
5200
3680
3214

Accounts

Receivable (CR)

$4550
2843
5275
3718
3266

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,



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
possible 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.

10
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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. Ledgerless 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. Procedure ~
a. Debit entry procedure (page 3.)
b. Credit entry procedure (page 4.)
3. Trial Balance.

It is not normally prepared monthly, possibly
quarterly if at all.

a. Would be prepared by adding up the

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, it would be done
manually. (Great effort to get, doubt
accuracy if it is a large file.)
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Competitive Methods

Periodic Statements.

a. Are not normally prepared because of
the time involved.

b. Statement would have to be typed up
from invoice copies in the drawer as
a source.

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.

The main advantage of this system is the simplicity
of operation and ease in training personnel.

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 impossible to recover.
(Would not happen under IBM).

C. Statements are difficult and cumbersome
to prepare. They are, therefore, not
usually prepared monthly resulting in
loose control over A/R.

d. Aged trial balance costly and time
consuming to get.



ACCOUNTS RECEIVABLE

Open Item Approach
Ledgerless Bookkeeping Method

Invoice
Copies o
Memos

Ralance

/,

oo

Debit Entries

Invoice copies and debit memos
are received during the work-
ing day in the Accounts
Receivable section.

Invoice copies and debit memos
are sorted in customer name
sequence and an adding machine
tape is prepared for the day's
filing.

The invoice copies and debit
memos are filed in the cabinet
in custuiner name sequence.

The adding machine tape of all
invoices filed is balanced to
the adding machine tape of all
invoices billed.

The adding machine tape of
all invoices filed, is basically
a transaction register.



ACCOUNTS RECEIVABLE
Open Item Approach

Ledgerless Bookkeeping Method
From Billing From Mailroom

Credit
Memos @

Cash Remiy- Credit Entries

L. Credit memos are received
during the day, and follow
the same procedure as
debit entries do.

2. Cash Remittances are re-

ceived by the Cashier's

@ department from the mail-

room and an adding machine
tape is prepared of all

cash received.

a. It is possible that
direct cash payments
may bs made to the
cashier's window.

Same Procedure
as Debit Entried

)m'USDI—El

3. Cash Remittances are
sorted by customer name.
4, Invoice copies are pulled

from the file for compar-
able cash remittances.

o. 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
Invoice copies. This is basically
Copies 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.
6. The adding machine tapes

are balanced.
Balance @

OC®H]




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, 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. Procedures.
Debit and Credit entries  (Page 5)

3. Discuss briefly Trial Balance and Periodic Statements
for Bookkeeping Machine Method. (Page 6)

a. The Trial Balance does not normally
balance for the following reasons:

1l.) 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, but a new error will occur.
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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. )
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ACCOUNTS RECEIVABLE

STUDENT HANDOUT #3

Appearance of the statement is up to the
discretion of the operator.

It is extremely difficult to get analysis of
all Accounts Receivable. All ledger cards
would have to be analyzed manually.

The Aged Trial Balance, if prepared, 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, Ledgerless.

a.

Consider possibility of not converting present
open file because:

1.) Present controls, if any, probably
not accurate,

2.) Could involve a large, complicated
punching job.

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, including present
charges in open file, then write list
on accounting machine and let typist
copy on present statements.

2. Bookkeeping Machines.

a.
b.

Generally controls are well established.
Conversion would be easier than ledgerless
because all you keypunch is customer number
and old balance.
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STUDENT HANDOUT #3

If aged statements are to be written, then
old balance must be aged before pickup.
(Allow time for manually aging.)

If it is a large file, convert by books; e.qg.,
A through C, then D through G, etc.

Generally speaking, businesses who are on

a balance forward approach will stay with it.
However, don't overlook the fact that they

may prefer open item but are using bookkeeping
machines because of volume., Hence, the
reason for Balance Forward Approach.



ACCOUNTS REIVABLE
Balance Forward Approach-Bookkeeping Machine Method

Source Documents Daily Procedure - Debits and Credits
Debits Credits

l. Invoice Copies l. Remittance Statements

2. Debit Memos 2. Transmittal Form

3. Credit Memos a. Bill Head

3. Cashier's Voucher
Hournal Vouchers

@ 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's department pre-
pares the adding machine tape

for Remittance statements.

Source

OT®

Source in ledger sequence.

@ 2. The source documents are then sorted

Ledger Card

~a. Sorting is done either by the

Bookkeeping Machine Operator
Statement or a separate clerk.

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
Bookkeeping posting purposes.
Machine

posts simultaneously to the:

@ The Bookkeeping Machine Operator

Trans. Reg. |2 Customer Statement
b. Ledger Card
Ledger c. Transaction Register
Statement

The total of the transaction register
is balanced to the adding machine
tape of original documents.

10
[ |




ACCOUNTS RECEIVABLE

Balance Forward Approach

Bookkeeping Machine Method

Monthly Procedure — Trial Balance & Statements

1. At the end of the month,
after the last day postings,
a clerk pulls from the
ledger file all active accounts.

a. otatements are separated
from the ledger cards.

2. Statements are sent to the
mailroom where they are
mailed to the customer.

Customer
Statement

edger

3. All the ledger cards with an
open balance have the out-
standing balances totaled on
an adding machine or book-
keeping machine.

a. The Trial Ralance is the

grand total.

Bookke.epinq b. If the trial balance is pre-
or A@dmg pared on a bookkeeping
V Machine machine, it may be manually

To Customer

aged.

The total of the trial balance
is balanced to the control figure.

Trial

4,
Balance @ a. If out of balance:

”

”
_
Control , @

Fach day's transacticn
register must be recon-
structed.

5. The mailroom stencils name and ad-
dress on all customers statements at
the end of the month.

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.

Machine automatically back spaces to position #3 and
then stops. Operator enters REFERENCE NUMBER from
INVOICE and hits motor bar. Reference number prints.

After printing reference number, the machine automatically
back spaces 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.

Machine automatically repeats step #3 and prints data on
ledger card. The machine then automatically goes to the
right and stops at position #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.

The machine automatically sub-totals the new balance at
position #6. ($258.77). Then it automatically skips to
location #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.

The machine automatically sub-totals ($258.77), at position
#8. The machine skips to PROOF PICKUP on the sales

journal and stops.



10.

To make

ACCOUNTS RECEIVABLE

STUDENT HANDOUT #4

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 used the old balance as
shown on the statement instead of from the ledger card

as she did in step #1. This is a cross check on accuracy
of "pick-up".

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.

up new statements the operator must:

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.

In either event, operator must be careful of picking up
right balance.

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 process in large files.
Usually behind with changes.
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Invoice Register

Current Month
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DEBIT ENTRIES TO ACCOUNTS RECEIVABLE
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INVOICE RECEIVABLE REGISTER
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Sales, Credit

ACCOUNTS RECEIVABLE

Journal Entries,
Misc. Entries

Accounts
Receivable
Register

Trial

l' Balance

Cash
Receipts

h_d

Memorandum
AT
“Recetvable A
Register Receivable File /
ACCOUNT RECEIVABLE]
h 4 CONTROL SHEET b4
INVOICES | INVOICES CASH DISCOUNT
DATE | BILLED [ PaID receveo | atLoweo | "ETVS | Aarecs
DEBITA/R_[CREDITA/R | DEBIT | DEBIT | DEBIT DEBIT
BALANCE
- %—J

Register

1




ACCOUNTS RECEIVABLE

ACCOUNTS RECEIVABLE

CONTROL SHEET MONTH OF &M
DEBIT A/R CREDIT A/R DEBIT DEBIT DEBIT DEBIT EXp DR A/R CR A/R
casrme. | 62|565|16
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ACCOUNTS RECEIVABLE

o ACCOUNTS RECEIVABLE REGISTER o)
ACCOUNT TRANS| DATING |REFERENCH INVOICE DT | MDSE | ACCOUNTS RECEIVABLE PARCEL POST MERCHANDISE AMOUNT

O NUMBER ACCOUNT NAME ABBR | MO |DAY| NUMBER MoIDAvlerE"M‘ stM O

! T

t1886F ines Faskions inc  [invl ][ 3osaf ahia-[ 2 I 86lao Lo  sejaal | 16

O 1209 3F INNEGANS |INC INV 1 3025 4|18|- 2 403’10| | [ |403|10: 41 O
12128F ISHER BROS INC INV 3046 418~ 2 |3 45losl | (- 134505 | 43
12206/FLOR DELIOS |INC INV | 3017 41 8- 2 j700l6o0l! 1 [ :7oolso| 16

O |12720FORDHAM FABRICS CO Ny ! 3022 a1 8- 2 112 5 3la 0! | Vo 1|253=401 18| O
1280 3FRANKELS & sSMITH INV : 302 9| 4118~ N |48:52: : 30 2, | 45500 | 17
128B15FREEMANS & FOSTER I NV | 3049 4l18)- 2 110705, \ o 110 7,0 5! 23

O |12900/caDsoNs INC INV]) 3012| alie- 2 13451 0) | [ |345|10: 41 O
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13265/GLOBAL DISTR INC INV 3028 418 2 1316/05) | [ 1316105, | 16

O |12390HAYES DROBNY INC INV : 3011 418- N | 4360 | 2195I | 40165, | 243 O
14619HIGH BRIDGE | 30531 418~ 2 1 0 2 12910 1 3 canmnd



ACCOUNTS RECEIVABLE , CASH RECEIPTS, OPEN ITEM, FULL PAYMENTS

Cash Tape

Remittance — — — - — Money -

A/R
Control
Sheet

Balance
and Post

A/R Net Pay
Disct. Taken

Discount Pay

A /R Gross / K. P.

_——— - - — | Open Item A/R

Cash
emittance/- Partial Pay

Cash
__________ Receipts >
Q
Q
O
| c
| Z
! A
' oy
| =
I @]
| 2
l >
I o
® ® © s
=
]
G. P. Acctg. Mach
Date List Cust. # s
Paid Sed. gt o,baﬂ 2

Hold for
Partial
Pay Routijie




ACCOUNTS RECEIVABLE

L
|

I

(
|

—A
i
I

1

!

]

]

]
I
[}
1
[}
{
[}
[}
]
1
|
I
|
]
]
I
!
i
|
i
1
I
1
|
|
|
|
t
|
[}
!
I
]
[}
[}
]
!
I
1
]
i
I
I
|
|
1
!
|
1
t
1
t
i
i
1
|

|

I

]

1

1

[}
!
|
-.
]
{

P - - - - - ———

CASH RECEIPTS

e et e . e e A o . b —— — . — " ' et S S b A AL ST e e

e A e — ki A AL AR IR F A AP Rt s o

—————— - ———— = = = = e e . e A e s e e —————— —— —— —— - o . - - — T — - ————— T - " - —— - " - - ———— —

[}
1

21i!10=

42 aa v - -

e m -

4

ACCTS. RECEIVABLE

INV. DATE

s

mo. |

INVOICE

“NUMBER ~ [mo

SM.

Num,

CUSTOMER

NUMBER

=

't O N
iézgsn
™0 Mo 9,
OV 1,00 O]
N0 © I~ ©:
1

iee e —CUSTOMER NAME. __ . _ _.

SUPRPLY

—

ORD
LUM AVE DRUG

e

T

R
Y
NEW BRITIAN STEEL

CONN MFG COMPANY
EAST HARTFORD CO

HA
AS

o S S

e I I DU PGS N

T L B . R LT B D nea bttt TR TP

—
o

Y



11

ACCOUNTS RECEIVABLE
PARTIAL PAY OPEN ITEM

PLAN A

Included in Today's Cash
Receipt Register (iee OPF©?)

@ ( Partial $20 X
1

O/’Véwja_//wx‘j

( Partial

HTdVATHOHY SLNNODOV

Cash Py .
\{s‘,emittanc B _(ﬁéggmal A/R i Original A/R
ﬁartial $20 =
$20
Original A/R
$100
Original A/R
$100
M-&wxﬁvﬂ( o
Blank Cards
W\k&s A/R Cpen Item / Partial X
g4— 320

FROM: Cash Receipts
Register



ACCOUNTS RECEIVABLE
PARTTIAL PAY OPEN ITEM

PIAN B
To Cash Receipts

Procedure iPF 9 ..

A\

o0
4((/\/\/\%[2~
All 2nd 2
Partials
2
B>
Q
O 5
Cash / ” @ eparate %
Remittance ‘{%ﬁ%ﬁﬂal A/R /@Xgartlal 0 £
tial S 9 o
Partial Pay F}ét %ﬁég@go ?j)
| =
j Frigudal oKX |1 5
. $450 %
f Z2nd Partial $20 ’ E
Domr— { , Wl $50
- ((lst Partial $20 |—
( Origial AR =
o ! $450
Original A/R
h sk $100 ( st Partial $20
Original A/R _1_ z MNC@AM';@
$100 f il g

To A/R Open Item File O prymedt
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ACCOUNTS RECEIVABLE
PARTIAL PAYMENT-OPEN ITEM

PLAN C

/ Original A/R
$100

?M& {4 /\LW aﬁ(pmuﬂa/.bv%\.
boT Mirona _silA A gl ST
Plcn C Hou Py S

[

Original A/R
$100

—® Destroy

Partial Pay
$20

New Open Item
Card $80

Return to

New Open $80
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ACCOUNTS RECEIVABLE

Aged Trial Balance

14

O AGED TRIAL BALANCE
PAGE or OATE 04/30/ 6=
O CUSTOMER ACCOUNT ar SALES BALANCE CURRENT OVER OVER OVER
NUMBER MAN 30 DAYS 60 DAYS 90 DAYS
O [cranoaL ¢ coMMINS a6346| 1| aa 50};42 503:42 : | ;
o CULVER CONSTRUCTION CO 58607 1] 19 1696:34 131567 380/67 ]' :
CUMBERLAND DAIRY 32264| 3| 72 379105 379:05 : i |
O |lcutTereiLL INnc gsz211| 1| 68 791:22 60219 189:03 : :
O CUYENSTAHL DIE WORKS 10910] 1f 43 a537l29 4537:29 | : {
DADAROLA CONTRACTING 19777 1] 11 55:80 : : 55180 :
O loaoe & FomrRsTERMAN 1INC 20791 2| 30 747:65 73765 | ! 10/00
O DAHL DAHL & YONKO 49382 2 19 9210 92:10 : | :
DARCHESTER PLATING coO 11071f 1f 84 146:43 1-46:43 : : |
O |oean HarDwWaRE co 52086 1] 26 87:50 | 87I50 I :
O DEBLEVIN SUPPLY CO 14125 1| 44 1727177 1727:77 : ! |
DEVENY AND SONS 22767 1] 11 51:_!2 54'83 | I I
nw#-ﬁ—. i :

© o0 o oo o o o0 oo




ACCOUNTS RECEIVABLE

OPEN TTEM TRIAL BALANCE AND STATEMENTS

N/A

® ® © ©

ST

A /M A /N A/R Open Item
A/R Open Item Group or Detail Print ’
Detail
D_rin’r

' Aged Trial Statements

Balance

Balance
Totals

XXX

HTIVATHOHEY SINNODOVY



ACCOUNTS RECEIVABLE

I I
T T T T T T T T T T T T T T T T T T T T T T e T T T T T T T T T T - ]
o ! ! (©)
DAILY INVOICE REGISTER !
@) (o}
O | cust ENTRY | INVOICE accounts | invoice|E Blsates| nvoice | O
NUMBER CUSTOMER NAME DATE |  AMOUNT RECEIVASLE | NUMBER | Z O MAN|  DATE
O o
64662 HALLOWAYS 01716 | $ 26.50| % 26.50% 45269 02| 211{ 01/13
(o) 47631 ROSE FORTUNE 01/16 9.95 9.95% 45270 02| 148 01/13 O
I
01856] KILCAIN AND CROSS INC01/16 187.44 45271( 12| 211| 01/13
(o]
o 01856| KILCAIN AND CROSS INQOl/16 216.90 45272 12) 211 01/13
O 01856( KILCAIN AND CROSS INCO1/16 36.45 440,79% 45273 12| 211| 01/13 (e}
i
: 12797] SUSSELMANS 01/16 426.15 426.15% 45274| 12| 086 01/13
o : 33816( SUSANS SHOPPE 01/16 48.10 4B.10% 45275 02| 124) 01713 o
|
O : 34175| BOLTONS DEPT STORE 01/16 633.00 633,00% 45276| 12| 211 01/13} O
I
| 264
o ! Nno. 01856 ACCOUNTS RECEIVABLE no. 01856 \
26
¢ : NAME — Kilcain and Cross Inc CUSTOMER LEDGER
i (o) : 07 ADDRESS 700 Penglade Ave. RATING AA/2 LOCATION CODE  .ST. 14 CITy 326
z | Wenterick, Ohio CREDIT LUMIT  $4000. TRADE CLASS 082
¢ 121 TERMS 2/10~N/30 BRANCH 02
O o4 TECEPHONE WE 6-9888 cYcie 2 SALESMAN 211
1 P% contacr Mr. J. C. Donnell PERIOD COVERED _ 12/1/6-~
DEBIT xuw . | creoiTs CREDIT
001} cust. ENTRY | INVOICE INVOICE|& 8| DATE |  AMOUNT VOUCHER
o o NUMBER CUSTOMER NAME DATE | AMOURT | ASSOINTS  |Numeer[Z S| pai PAID peros | DSCOUNT | e | NumeeR
01856] KILCAIN AND CROSS INQ12/19 16. /2 16.72% 39627 12
01856 KILCAIN AND CROSS INd12/28 28.16 28.16% 40119 12
39627 24| 12728 16.39 .33 16.72% 6482
01856 KILCAIN AND CROSS INC01/04 110.29 110.29%| 43864 17
t 01856| KILCAIN AND CROSS INQOl/16 187.44| 452711 12|
‘ 01856] KILCAIN AND CROSS INCO1/16 216.90 45277 12|
01856] KILCAIN AND CROSS INC01/16 36.45 460.79% 45273 12 :
43864 24| 01724 110.29 110.29% 6610
01856 KILCAIN AND CROUSS INCP1/24 93.55 93.55% 47004 12
45271| 24| 01725 183.69 3.75
45272 24| 01725 206.19 6.50] 4,21
45273 24| 01/25) 35.72 .73 440,79% 6633
01856LKILCAIN CROSS INC02/0 310. 310.,10#.48125012] Lt —
- ‘JK—-—-)'\—JM T N— e,

Facsimile-Posted Ledger Card

16




ACCOUNTS RECEIVABLE

ACCOUNT NUMBER

NAME

ADDRESS

140

229980 MRS CLARENCE CALVERT

TYPE

450 FONTANA AVE

) YR UNT
RAT! OP

CITY AND STATE

ASHEVILLE NORTH

CAROLINA

DATE

I e
FEB 60

R 60
APR 60
JUNE &0
JULY 60
AUG &0
¥ «
ocT 6
NOV 60
DEC 60
JAN 61
FEB 61
MAR 61
APR 61

MAY 61
JUNE 61

MAY“ |

CHARGES PAYMENTS

CREDITS

SERVICE

BALANCE

OVER 60 OVER 90 OVER 120

REMARKS

1 ds8’00 7000

5| 128,00
4

5/ 128l99
0 |a:45
11000

ik

25

I
|
|
I
I
|
I
|
I
|
!
I
|
|
I

I

—

00
2500

I
|
| |
|
| |
| |
[ |
| |
| |
| |
I |
| |
I |
| |
| |

Ledger Card Posted on the 183 557 Interpreter

17
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ACCOUNTS RECEIVABLE

BALANCE FORWARD COLLECTIONS
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Controls
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Control
Sheet

®

{ Paid Card
f Open Invoice

A/R Bal. Fwd.

A/M

Detail Print

T
|
I
|
|
l

Cash
Receipts
Register

Cards in File
Prior to Month
End Closing

/A /R Bal. Fwd]
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CULVER CONSTRUCTION CO|58607 100067 38067 31500 A
ABCOUNT| CURRENT | OVER 30 DAYS |OVER 60 DAYS |OVER 90 DAYS [

inm 1 B creoiT BALANGE fover 30 Bover 6o Hover 90

oo0NOO 000 0[0

43 46 47 48 43 50 51 52|53 34 53 56 57 58 59 60 61162 63 64 65 65 67 63 63 70471 72 73 74 75 76 77 781

(IR RRREIIEE IRRRRIREERERERIREERY IRRIIRRRRRREI)
A (EQUALS) | B (PLUS) C (PLUS) D (PLUS) E

22222022222222220222222222220222(22222222022222222[2222222220222222222)22222222l2

BB RNDAZBNBB08290313233(HPIBPTB 04N 243

0

123456]789

IRRRRY [[RRRRIIRREERERREREEARRERRRREY |
2

2
2

ayvI AHVAWNS QHYVYMYHO04-3ONVYIVE

3RN33333333@3l333alzaalsallsaaslaf33a333333033333333313333M3333(3333M3333(33333333303
A44aaa{asaaalalaassaasaaaalasaaaaaaajsaiadssaslaadasaasaiadsasaadaadaassssaanaaadasd
55555505555/555Q055550555555550555/5/55/55555555[55555555/555555555/555555055/55555555(5(5
666clcioolcclec666666066666666MoccMojssjcoclcMocjccoccccMo6666666M6(6666666666666686¢6[6/6

IRRRANIRRE] IR RRRRRR AR RN RN RN R RN IR RRRRRRRIIRRRRERE IARRRRRRE \RRRRRRRRIIRRRAREE

888888/s0888/888880888888388880888888(8/8608/98888885(38888888/3888500886/3606888888/888888838
9999 99/999990999999099909999999l99390999(99999999/999999999/999999999(999999949/9(9
145 0.

]
2 9 1011112131415 16 17 18 1920 2122 23 24 25 26 27 28 29 30 31 32 3334 B5 36 07 38 39 40 41 42 43 44145 46 47 48 49 50 81 52/53 54 55 56 57 58 59 60 6162 63 64 65 66 67 38 69 70
RIAL DAT T.NO. CUSTOMER NAME S

]
CC

Mln oo
» [~ @

9
1
T ‘WM. JBALANCE FORWD] CURRENT OVER 30DAYS | OVER 60 DAYS | OVER 90 DAYS

Aged Balance Forward Summary Card

HTIVATHOHYE SINNODDOV
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ACCOUNTS RECEIVABLE

BALANCE FORWARD TRIAL BALANCE

( Paid ] ( Paid N\
( Invoice ( Tnvoice ’[ 4T0o Statement Writing
(Bal. Fwd. (Bal. Fwd.

; ~ 1
/AR Bal. Fwd. O A /N

p| Detail Print

. New Bal. Fwd.

1 S. P.

!

|

|

] 3
Aged Trial

A /M

Balance Tab. Total

!
Tab. Total Only one card per

Customer, Bal. Fwd. in

File Now

Control
Sheet

HTIVAIHOHYE SINNODOV



ACCOUNTS RECEIVABLE
BALANCE FORWARD STATEMENT

WRITING
¢ Paid
(Tavoice
( Old Balance To Paid File

———» T'0 History

N/A > To History

O,

Sort

A /M

(¢ Paid

( Invoice 1 Detail Print Separate
- 6
(Eal e T Qﬁre-Punched
' S. P. Payment
N/A ! yme

Statements

L/ | A/M
I Tab. Total

to
Controls

Include

with — -4 548

7Control
Sheet
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ACCOUNTS RECEIVABLE

22l 2gz2alzzadiash2dgp
DO NOT SPINDLE
OR MUTILATE
LT R SRR

5555555.555555555551555

iﬁiii"s‘ﬁ“il.ﬁi&“i"
71711717117111111171”
'

388888888 ]
7el account
!!!!!!9!!

rsalssrns

X,
| e |
FEES

CASHIER'S STUB

ALWAYS RETURN

THIS STUB WITH . LeCOunT
REMITTANCE 2 42500

on 'on !.l‘.l‘fol( AMOUNT .
51316~ 16140

o lpar lim rees :

TOTAL E

R3

NOTICE OF PREMIUM OUE (T
REPRESENTATIVE LIFE INSURANCE COMPANY
A PAYMENT WILL BE DUE AS SPECIFIED BELOW PROVIDED POLICY IS THEN IN FULL FORCE

11 1t ]}
[} o

NUMRER OATE OV
o B3 wollus o 04 048 121 04
L__~9o oav | wm

H WALll’ER L GEOFFREY

a8 1 20200WATERSIDE PL

: DUANE, R I

: - (|

: owotre | reraiave )
_11i65 | P il 11les

IMPORTANT: RETURN THIS NOTICE WITH PAYMENT

22a0sse000nasersansesdinnnincasenssoncasesnsecnsesn:

sasasssssssesssasssnnsesss

- T e T e < e "

80 column card

r-——-~~~"""""~>""""""™“"""""""7/~"" ‘"""~ "~ "~ “—~ "~ "~/ °/° [}
| s T T T R A AT A T LA R IT T S .
: ) LIFE INSURANCE COMPANY X
) M NOTICE OF PREMIUM AND LOAN INTEREST X
,l E‘ Teniey womaen BATE bt T n
o "~
! 456788 | 04 29 6- 12 MONTHS PREMIUM $o 80.07 zl
! THANOE OF MAILING ADORESS ] 5
:E avaeer ano wa. DIVIDENDSH 8,34 bl
'Y e zomc arare ::i
! % aruen %
| N Leouwry rauicy was. ] 8l $. 71.73 N
1 f :'
| a )
: " PLEASE RETURN C.S.ANYBODY PAY ONLY a‘
I :;:'m“":! ANYTOWN THIS AMOUNT ‘g‘
1 nemiiance. ANYWHERE Ni
(B X
*
¥ Yemrrrse FEF ¥ EF PRSI T REERSEY !

- e an G5 an o0 OB GEN GG G G- AN (AD CID- Iy -SND -GND -S89

paper coupon (machine readable)

Payment Coupons

22

L

51 column card

REPRESENTATIVE UTILITY WPANY\
ANY CITY -aNY SIATE

PLEASE RETURN THIS STUB WITH PATMINT
i 11

l(_r ACCOUNT NUMBER —ﬁ

los 104

GROSS AMOUNT I

DUE AFER —
YKL olosx A.WNV Amous

L. H
4 .2 0 :

22 column card



ACCOUNTS RECEIVABLE

" METROPOLITAN PUBLIC SERVICE CORPORATION [ METROPOLITAN PUBLIC SERVICE CORPORATION
PRETEN | on | oLio numaer 2 | ERVICE DATES ACCOUNT NUMBER OUE UN OR BEFORE l ACCOUNT NUMBER MO
5 g si9ere2i)\ 4 4 g di agtss‘rsmn 25 s;, 1! 819676215
‘I I E T0 INSURE PROGER CREDIT
Bl IOF!ICE s!ua ° : THIS snﬂuusr 1
' : + 1 adEoMPANY PAYMENT [}
[ | 2 E [ | 1
fiyend wate AMOUNT DUE U orread T P 7] Seav | amount bue N3/~ eaL.not o0t PAMOUNT DUE
353801 676|/p308/3538 23 676 01
557706l 5491 544 577 3 06
59'059 396(WATER HE/ATER 36
i 1no3fREV|ous BAL. [
| B
S|
|
11 ol
U,O 2 6 2 4 \tl" Plecse Deduct Them

/METROPOLITAN PUBLIC SERVICE ] || l
CORPORATION pu—
cl> cLo FIRST CLASS MAIL | |
ANY CITY, ANY STATE U.S. POSTAGE | l I
] ' |
e
_ ) | .
|
' 1
HMIDT] lUoHN Ja 102
VENUE (1409 BR
Wis (FORESIT H I
1 I i1 ]
[
= | 1
[
|
I } (I
1

Typical Utility Bill
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PAYROLL, ACCOUNTS PAYABLE CASE STUDY

THE J & A ELECTRONICS COMPANY

The J & A Company is 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 conversim 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 procedures 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 umque work order number which can range 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 i

1. Payroll

The company pays their 3,200 factory employees weekly. The

same operation can be performed on different work orders. Operation
rates have been established for operations and are contained in the
12,000 operation 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, 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., 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 conditions -

is inflated job costs.



MAN

T

TOB# OPER# HRS. Min. Man Oper. Min Oper.

4793
4793
4793

4793

Ao

Cost &

'J:;\gzﬁ L e y’ Rate Rate Rate Ext. Rate Ext.
- W1 o

000307 72578.
000307 95412
000350 60234

W N N
0'.0‘.

3.00
3.00
3.00
3.00

1.75
3.00
3.50
1.75

6.00
3.00
6.00
9.00

O N W w

.50
.00
.00

000350 72556

.25

et

24 oo 18.75

The J & A Company employs 5 timekeepers and operates one
production shift. There are 10,000 job ticket entries per day.

An employee may work 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'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 a non standard week. All personnel are now paid by
check prepared on a bookkeeping machine. There are a maximum

of 5 different types of yoluntary deductions available to the-
employee.

The Comptroller ha"s requested that your proposal include a complete
payroll procedure from source to gress 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 recommendations in

your proposal. - You should also prepare the quarterly reports and the

annual W-2 Forms as well as present the check recon0111atlon

* procedure and labor distribution.

Accounts Pavable

The J & A Company receives approximately 400 -invoices per'day:and
makes 1,000 distributions per day. ‘There are 30 expense accounts

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 accounts ‘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.

Pav Am't.

6.00
3.00
7.00
9.00

25.00°

- per department, 50 production departments, and 10 service departments.



- PAYROLL, ACCOUNTS PAYABLE CASE STUDY

PROCEDURES OF J & A ELECTRONICS COMPANY

Accoﬁnts Pavable

1,

2.

Vendor invoices are audited and validated by checking

to purchase orders and material receipts.

Invoices are vouchered and all necessary distribution

codes are applied. The voucher is attached and approval
obtained for payment.

Adding machine tapes are taken on daily batches of
invoices.

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 and applied against
these accounts.

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, it is posted in the undistributed column.
Spread sheets are maintained for each expense account.
Monthly, the spread sheets are recapped, and depart-
mental totals developed for all Indirect Manufacturing -
expenses.

Monthly, the totals are recapped by expense accounts for
entry in the general ledger. .
Payables checks are written as required. No definite
schedule.

- Job tickets 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 reconc111at10n to the weekly attend-
ance carde Teluets
Weekly, labor costs are dlstnbuted to the factory ledger
control accounts Direct -and Indirect Labor. They are

further distributed to departments.

Attendance cards are audited for non-standard time.
Comptometer operators add daily pay and hours. They
then calculate overtime rate and gross pay.
Bookkeeping operators prepare checks after consulting

~employee ledger cards to determine deductions.



PAYROLL
STUDENT HANDOUT #1

METHODS OF REPORTING OVERTIME

An employee works 12.0 hours in.one day.

Total Hours =:12.0
Overtime hours = 4.0

This employee's occupational rate is $2.00 per hour. How do we compute
his overtime 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 - $2.00/hour

Total Hours (12.0) 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

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.

Level of work force stabilized at level of reduced output. Necessary
increases in production met by working overtime.

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.

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%.

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 wages. Each employee's share is esti-
mated, and weekly earnings are then calculated. These figures are
revised at end of 4-week periods.

Federal legislation in the GAW Labor Standards Act sought to

encourage guarantees of employment. The Act allows employers who
provide certain guarantees 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.

Cost to employer varies from 1% (flexible plan) to 33% (rigid plan) of
total payroll.
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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.

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" or labor
disputes.

D. After waiting period of one week, unemployed becomes eligible
for four weeks of "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

In 1923, Proctor and Gamble announced workers would be assured of at
least 48 weeks of work at 48 weeks' pay each year.

What the worker wants: "want it in the pay envelope;" assurance of
employment.

Difficulties of providing steady employment: seasonal and cyclical
demands.

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.

Results of GAW: employee loyality, reliability.

General applicability of GAW: must be able to stabilize demand, pro-
duction, competition.
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INCENTIVE PAYROLL

In order to compute an employee's incentive earnings, what factors generally
must be known ?

Elapsed time required to do the job.

Employee's occupational or guaranteed hourly rate.

Quantity produced (units, pieces, tons, gallons, feet, etc.)
Most incentive plans stipulate that a worker must be paid no less
than a guaranteed minimum based on his occupational rates and
time spent on the job.

B W -
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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 $3.50/M
Pieces produced 2000
Actual time 4,0 hours
Occupational rate $2.00/hour

Pieces (2000) x piecework rate ($3.50/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 Job No. 1 Job No. 2

Piece Rate $3.50/M $2.60/M
Pieces Produced 4000 2000
Occupational Rate $2.00/hr. $2.00/hr.
Actual Time 5.0 hours 3.0 hours
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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, earnings.

$19. 20 total piecework earnings
Calculate guarantee by the day.

8.0 hours x $2.00/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. 1, 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 everytime 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 = .0075 per piece

Pieces produced = 1000
Actual time = 8.0 hours
Occupational rate = $2.00/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).
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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 rates 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. Amount Regular Overtime
Earned Hours Hours
1 $5.00 3.0
2 2.50 1.0
3 8.10 4,0
4 6.00 3.0 1.5
Totals $21.60 11.0 1.5

$21.60 = 11.0 = $1.98 (Average hourly rate).

$ 1.98x 1.5 = $2.94 Overtime Premium Earnings.
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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 and management reports required -

all of which come from the same source documents.

Processing of payroll by most other systems preclides 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.
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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's.

Analyze and Distribute Payroll Charges - Manually 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.
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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.

Difficulty in analyzing labor costs because original source
documents have to be resorted and totaled manually for each
report.

Slowness of gross-to-net procedure because: (a) Checks and
register must be "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

‘figures must be picked up from separate documents and manually

keyed into payroll machine.

Manual check reconciliation.

Manual preparation of 941-A's and W-2's. Quite often results in
overtime,

Difficulty in handling incentive rate analysis.

Slowness in closing payroll at end of pay period or end of month.
Why is it important to close the books early ?
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TYPICAL SALARY PAYROLL PROCEDURE

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:

Employee name

Employee number
Department number

Hourly rate

Exempt or non-exempt code
Tax class

Social Security number
Date hired

Occupation code

Salary amount

Standard tax deduction amounts
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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

Attendance cards are interpreted and distributed for racking. Employee
master cards are returned to file.

Weekly attendance cards are used daily by salaried employees to ring
"in" and "out".

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).
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The payroll clerk establishes a control tape on total hours worked and
overtime hours.

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.

Current earnings cards contain:

Employee name
Employee number
Pay period number
Department number
Social Security number
Salary amount -
Tax class
. Standard Tax deduction amounts

SQa 0000w

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.

Unmatched current earnings cards are selected into a separate group.

Unmatched earnings cards are tabulated on an accounting machine.

~ A total of salary amount is obtained. This total will be used to adjust

the original control total of the employee master file, for this pay
period only.

Non-standard attendance cards are key-punched with overtime hours.
The original non-standard attendance cards are reproduced 80/80.
(Original attendance cards must be maintained in a history file for
several years.)

Original attendance cards are merged and placed in a history file.
The two sets of non-standard current earnings cards are matched to
detect missing or added cards. Unmatched cards are reconciled,

returned to their corresponding steps, and the controls are adjusted.

Non-standard current éarnings cards now must be calculated for gross
earnings. The calculation:

Overtime Premium Hours x Hourly Rate =
Overtime Premium Earnings.



18.

19.

20.

21,

22.

23.

STUDENT HANDOUT #5 (Continued)
Salary + Overtime Premium Earnings = Gross Earnings.

Gross Earnings x Various Tax Rates = Standard Tax
Deductions.

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 $50, 000
Less Total Salary Amount, Non-Standard
Current Earnings Cards 4,000
(Total from Step #12) $46, 000
Add: Total Salary Amount, "Exception" Current
Earnings Cards (Total from Step #18) 5,000
Total Salary Payroll Current Period $51, 000

All current earnings cards are merged together.

Previous year-to-date summaries are merged with the current earnings
cards.

New Year-to-date cards are summary punched on the accounting
machine (FICA limits can be checked and properly summary punched).

All new Year-to-date summary cards are put through the accounting
machine where control totals are accumulated for proving.

Current earnings and Year-to-date summaries are merged. Old Year-to-
date cards are selected.
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TYPICAL HOURLY PAYROLL PROCEDURE

The general characteristics of an hourly payroll are:

1.

Employee paid by amount of time spent in the employer's place
of business.

Paid at a standard hourly rate or by rates attached to each job
worked on.

The employee time may be charged to many different expense or
job accounts.

Overtime is almost always a consideration.
considerations.
Calculation and recording of vacation pay credits.

Mass rate changes due to labor negotiations,

The following is a basic hourly payroll procedure.

l.

A file of employee master cards is maintained, and each day
attendance cards are reproduced from these master cards. The
attendance cards contain:

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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Distribution cards are punched and verified for cash distribution
entry on the attendance cards.

The distribution cards are balanced to the hourly controls
previously established.

The attendance cards are filed in a history file for permanent
record. '

The distribution cards are merged into the payroll period hold file.

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.

The summary punched cards are proved to controls.

The current earnings cards are merged with the year-to-date
cards.

The merged cards are processed through the calculator to arrive
at first net pay. Calculated totals are punched in the current
earnings cards.
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TYPICAL INCENTIVE PAYROLL PROCEDURE

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

Attendance cards are interpreted, distributed to departments and placed
in racks. Employees "ring in" and "ring out" on them.

A file of pre-punched job cards is maintained in the shop. Pre-punched
information includes:

a. Part number

b. Operation number

c. Opeération description )
d. Incentive Standard (standard

hours per 100 pieces)

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:

Number of pieces produced
Actual hours

Overtime premium hours

. Date

. Clock number
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One card is filled out for each job an employee works on.

Daily attendance Cards are pulled from racks by timekeeper at end of
shift.

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'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)
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

Still combined, attendance cards and job cards are put through a card
punching operation so that variable data can be keypunched into them.
Keypunched data is:

a. Attendance cards.

1.) Elapsed hours
2.) Overtime premium hours

b. Job cards.
.} Number of pieces produced

.)  Actual hours
.) Overtime premium hours

W N

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 balances to the
timekeeper - created control tape.

3.) An entry of total hours and overtime premium hours to the
payroll and control sheet.

Still combined, attendance cards and job cards are put through a
calculator for computation of regular earnings. The attendance card
serves as a calculation master card for each group of job cards, i.e.,
occupational rate from it is read into storage and held there for the
following job cards. '

a. The calculation:

1.) Pieces produced x standard rate/100 pieces = earned hours.
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2.) Earned hours x occupational rate = incentive earnings.
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 earnings.

The above calculation is based on: Guarantee by the job and
overtime premium by the job.

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's job cards are crossfooted to obtain total gross
earnings for the day and this is also punched into the attendance cards.

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 closing procedure.

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.)

The summary punched cards are proved to controls.,

The current earnings cards are merged with the year-to-date cards.

The merged cards are processed through the calculator to arrive at first
net pay. Calculated totals are punched in the current earnings cards.
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STUDENT HANDOUT #8

TYPICAL GENERAL CHECK AND REGISTER PROCEDURE

Miscellaneous deduction cards are match-merged on clock number and

" pay period code.

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 has already been created.

The year-to-date cards are proved and then returned to the year-to-date
file.

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.

The check reconciliation cards are proved and filed in the check recon-
ciliation file. Checks will be reconciled by matching on the collator.

The payroll cards are sort separated.

Current earnings cards are filed in a history file, from which various
management reports can be extracted. They may also go to an individual
earnings ledger posting procedure if that is desired.

For hourly and incentive payrolls the old year-to-date cards are filed in
a history file. For the salary payroll procedure used here, 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.

The miscellaneous deduction cards are sorted by type.

The miscellaneous deduction cards are then listed by type to produce
the various deduction registers.

The cards are then sorted by clock number and merged back into the
miscellaneous deduction file.
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FOR ALL TYPES OF PAYROLL
PROCEDURES

@JR.EARNINGSJ

FEAR TO DATE

MISC.DEDUCT.
CUR.EARNINGS

YEAR TO DATE |— {}

VA

®

W,
uy
P

PAYROLL
REGISTER

(FOR HOURLY AND INCENTIVE)
PAYROL LS ONLY TABULATE
oW SUMMBRY
, PUNCH
TABULATE CONTROL
SHEET

NEW Y-T-D CARDS
FIELD IN Y-T-D FILE

BALANCE TO CONTROLS



PAYROLL

( MISC. DEDUCTION
ﬁUR.EARNmGs

( Y-T-D
® _
EARNINGS

TABULATE —)( CHECKS STATMENTS

CHECK e SUMMARY
RECONCILIATION PUNCH
) ©)
CONTROL
TABULATE | SHEET

)

TO CHECK MISC. CURRENT
FILE
M""M’ fSALARY PAYROLL HOURLY AND TO HISTORY FILE
: THIS IS NEW INCENTIVE OR PROCEDURE FOR
6} w’""z\l Y—-T-D CARD PAYROLLS — POSTING INDIVIDUAL
M AND IS FII)LEII)LE HISTORY FILE EARNINGS RECORDS
] IN Y-T—
A’Y@M- M' con www‘aMﬂLA
B
C
O, l
VARIOUS
MISC. DEDUCTION
DEDUCTION REGISTERS

Kb



PAYROLL
STUDENT HANDOUT #9

PROCEDURAL STUDY GUIDE

A. Volumes.
1. Employees.
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 (Personnei, timekeeping, job reporting).
a. Daily time cards.
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 rates.

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?).



STUDENT HANDOUT #9 (Continued)
Schedule Requirements.

1. Length of pay period.

2. When are source documents available for processing ?

3. When does 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 ?

Payroll Computation.

1. How are incentives computed?

2. How is straight hourly pay computed?

3. Size of results ?

4, How is overtime pay computed ?

5. How is gross-to-net computation handled? State Taxes? Local
Taxes ?

Reporting.

1. Who reports payroll source data? Employees? Timekeeper?
Foreman ?

2. What degree of control does our accounting department have over

the people who report source data ?
Management Requirements.
1. Who gets the reports ?

2. What would they like that their present system doesn't give them?



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 &

for
DISTRIBUTING LABOR COSTS

BUT
TO-DAY IN 1964

Payroll Must Adequately SUpply
Action-Facts FOR -




PAYROLL

Daily Control of Payroll Hours
The Establishment of Permanent

Records of Work
Governmental Agency Reports
Union Requirements

Misc. Deduction Records

LLabor Distribution for Costs

PLUS



PAYROLL

Provide Management

the FACTS for:

Establishing & Applying Budgets
Handling Retroactive Payrolls
Handling Vacation & Holiday Pay
Supplemental Unemployment Benf'ts
Feed-back for Industrial Engineering

Complete Earnings Records
Data for Labor Negotiations
Personnel Records-and MORE



PAYROLL

The Relationship of Payroll to the Accounting Cycle

ASSETS

(simplified)
LIABILITIES

|. Payroll Expense
2.

3. Cash
|
4. Payroll Expense
Inventory

5. Inventory

Cost of Goods Sold

6. Cash

+100

-100
-100
+100

-100
+100

+110

7. Cost of Goods Sold -100

Profit & Loss

+ 10

Accrued Payroll +00
Accrued Payroll =100
Accounts Payable +100
Accounts Payable -100

Sales +/ 10
Sales -1 10

Thus here we have a profitable operation!
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EMPLOYEE MASTER CARDS
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PAYROLL

VOLUNTARY DEDUCTION CARDS
(DUAL. PURPOSE)
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PAYROLL

PAYROLL CONTROLS

PAYROLL DISTRIBUTION AUDIT REGISTER
pert, EMPLOYEE HouaLy PAYROLL HOURS HOouRs DIFFERENCE

DAt NAME OF EMPLOYEE No. | Numaza nATE womkp | VRN | womo | ONEATME | youep | OYERTIME

T H T T I
12124 W v AsTUR 1| 2o06| 1tl37s{ a4lo] =2loo|] 44lo] 2loo : !
12[24 £ A ATcHIsON 1] 342 1loo 40lo 4 0lo | i
1224 H B BPAKER 1| 518 qszs 400 40,0 i !
1224 L F BILLINGS 1| 615f 115 4 0lo 400 ) i
12|24 € U BRACKETT 1 703 1,00 4 0lo 40|0 | |
1224 A F cASPER 1| 893 140 44lo] 2joo 44'0] =200 , !
12[24 € € coLLINs 11075 112 6 4 010 4 0lo 4 H
12[24 L F CUNNINGHAM 1 ]1103] 11175 400 40lo h 1
12[24 F A DAVENPORT 1 1219 112 0 4 0lo 40lo | :
1224 H F DENNIS 1 [1302] 1l1o 32l0 32lo |
12(24] B A ENGELS 1 {1741 90 40l0 3200 ] slo !
1224 A B FARRELL 1 2092 130 4 0/0 | 400 ! | !
1224 M U FOSTER 1 12183 115 4 410 2100 44‘0 2(00 | \
12124 8 U GRAHAM 1 [2470 135 4 010 | 40|0 : | Vv
1224/ E L GRESHAM 1 2492 110 0 40]0 H 400 ! 1 1
1224/ L B HENDERSON 1 |289s6| 11325 400 t 400 1 | i
1224/ R J JOHNSON L |3720] 125 4 0l0 i 40)0 ! | |
12|24 P H PATTERSON 1 6123 1'05 4 0lo H 400 1 1 |
12124 G B PETERSON 1 6214 100 4 410 2loo 4 4,0 2loo | H
12[24) U L RANDOLPH 1 6871 1,30 400 ' 4010 | | \
1224 F H ROBINSON 1 |691af titz2sf 4olo ! 400 | , '
12124 L A RUEBEN 1 [7043 1105 40,0 ! 4 00 ! \ ;

' 8 8 810 8i00[ 88010 8100 8|0 \
S h : |

CONTROL SHEET
Dept. 1 ‘Pay Period Ending 12/31

DATE. | REGULAR HOURS OVERTIME_HOURS | GROSS EARNINGS
12/25 Hilyday

12/26 Hol:1diy

12/27 Sundiy

12/28 232.0 7,50

12/29 240.0 /6.25

12/30 246.9 L£25

12/31 20:0 400

214,06

3

3. 00




PAYROLL

TYPICAL CURRENT EARNINGS CARD
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PAYROLL

TYPICAL YEAR-TO-DATE PAYROLL CARD

14 206/ w v ASTUR sl22]1 26l1911483)22(1009,74] 7090 2100 43884
OEPT.| NUMBER NAME OF EMPLOYEE MONTH] DAY SOCIAL SECURITY gé EARNINGS '"H:l:;m FICA tn‘un‘..l:::
EMPLOYEE . :Sgl&% HUMBER ?_; YEAR 10 DATE TO DATE

1 |
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PAYROLL

TYPICAL PAYROLL & DEDUCTION REGISTERS

12

O PAYROLL REGISTER
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O EARNINGS WITH, TAX [DEPT [NUMBER NAME OF EMPLOYER WORKED RATE REGULAR ’:—;‘M OTHER TOTAL FiCA WITH.TAX M‘SC——,RNE" PAY
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PAYROLL

TYPICAL CHECKS & EARNINGS STATEMENT

b 0o oo o0oo0o

T T
GENERAL MANUFACTURING COMPANY ° GENERAL MANUFACTURING COMPANY N¢e 3 [¢]
New York, N.Y. Ne 09753 New York, N.Y. 0975
| — ez |7 . : - (O
) 0 Tt oaoEm OF (eoxTom[ren) 20 AT ST e ar w T T |
—
1345 JOHN BROWN 0430 : 1320 1398] 66?001 (o]
i DEOUCTIONS -"-s?" mm: fe)
1 [ A-ovl:'j Cumores rumeca [ ':_',ég I on | .,";,,: rex [ emen At ]
PAY EXACTLY 3¢ X X'X'X 4 4 OOLLAmS 97 cenvs |-xx4 497 I 1345 })4|30]6 l H 12715 20510I 44797] (o]
[ | o1 AL A7 1ER b0 DAYS b ro e !
REPRESENTATIVE TRUST CO. THIS 13 YOUR RECORD OF EARNINGS ANO DEDUC TIONS o
NEW YORK, N. Y. ¢ PLEASE DETACH DEFORE CASIANG
Sl

TR

" THE GENERAL CORPORATION

TO THE ORDER OF;

1 E V MCDONALD APRIL 30 19-

STANDARD BANK & TRUST COMPANY

PAY -» r 52.30

PavaOLL ACCOUNT

SPECIMEN

STATEMENT OF EARNINGS
NOT NEGOTIABLE

THIS IS A STATEMENT OF YOUR LARNINGS AND OEDUCTIONS
DETACH AND RETAIN FOR YOUR PERSONAL RECOADS

e

229 }11240087

THE GENERAL CORPORATION

e et ¥ St P et St ¥ S 7]




PAYROLL

FORM 94| A-FEDERAL FICA & WITHHOLDING
TAX REPORT

e i ey ity it ECV LRSS S

Form 841a Rev. L300 FOR FOTAT 841V1 or 43
S v R TMENT VIS CONTRISUTIONS AST

e Internal Revenus S

P
Number 1

GENERAL MANUFACTURING COMPANY

New York New York Tt os 3 eontlation >

'*ct for Ferin $43, slesse eheek here,
READ INSTRUCTIONS CAREFULLY.
Attach only original continuation sheets to your tax return.

Type or print in this space employer's identification number, name, and address of | [0 not rend a carbon copy to the U. S. District Director of
pri nexp-l place of business. exactly as shown on the return, Internal Revenue.

State, Posaession, or
Territory of Employment
{or "OUTSIDE U,

EMPLOYEE'S SQCIAL SECURITY Name of Employee

ACCOUNT NUMBER A
(If number is unknown, (Please type or print)

see Circular A, E, or V1)

0549 JOHN BROWN ;670
4678 EDWARD CRAWFORD 727
1647 c. A, BLACK 1543
2783 724
7652 1815

o O O O O O

O O O O O O

LINDA WEHNER
C JONES

|
I
|
|
{
|
I
|
l
I

TOTALS FOR THIS PAGE— Number of Number of
' Taxable wages and ";‘Spl‘:{:f‘ 30 e(';_‘:‘iﬂycl’)‘ 30 $ 1921362
O I number of employees eral O

1 IMPORTANT: DETACH THIS STUB BEFORE MAILING |
| |
4

14



PAYROLL

FORM W-2 WITHHOLDING TAX STATEMENT

iy

WITHHOLDING TAX STATENENT 40
Federal Taxes Withheld From Vizges

Copy A—For District Dirzcier

GENERAL MANUFACTURING COMPANY
New York, New York

Type or prist EMPLOYER'S identification number, nimz, end addeens abuve.

SOCIAL SECURITY INFORMATION THCOME TAX [NFORMATION
$ 2800.15 |$ 8400 $2800.,15 $539.00
Total F.IC.A. Wages® | FLC.A. employee tax | Total Wages* paid in 196 Federal Income Tax withheld,
paid in 196 withheld, if any if any
e 151 72 3461

CHARLES NORCROSS
120 CclRCLE BLVD
GARF IELD HEIGHTS 25 OHIO

EMPLOYER: See instructivns on othet side.

FOR USE OF INTERNAL REVERUZ SERVICE

L Employec’s Copy and Employer's Copy
compared

Type or print LMPLOYEE'S rocial sequrity suv . nt no., nume, and address above,

EGRI W=2—U. S, Treasuty Linariment, Il heveaad SHvice “Defore pavroll deducts,

15



PAYROLL

FORM wW-3
oL O RECONCILIATION OF INCOME TAX WITHHELD FROM WAGES 1963
Type or Print Employer Identification Number
Employer's
Name, Address, .
andIdentificati Comparison of Employer’s Quarterlyl
Number as it Federal Tax Return (Form 941) with
income tax withheld as shown on
ppears 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 Informatien" on Forms W=2 ..., ... $
3. Total income tax withheld from wages (as shown on Forms W-2, Copy A)...... $ (A) DISTRICT
4, Total income tax withheld from wages during the year as shown in item 3 of DIRECTOR
Form 941: Quarter ended March 31 ..............0iiiiiiinnieennnennnnn $ For Distri
Quarter ended June 30 ............cciiiiiiiii i Direct “'T 3:.
Quarter éended September 30............... .0 ... Compared:
Quarter ended December 31...........ccoiiiiiiiiiniennne.. 941
B O 1 73 P $ ®)| . T
u‘NOTE.—Any difference between the amounts shown on lines (A) and (B) must be fully explained in an attached statement. W2 s

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 peried (even though no income tax was withheld).

Note.—Employers should note that this reconciliation 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 .all Forms W-2. This total
should be entered on line (A) on the face of this form. Any dif-

L

INSTRUCTIONS FOR FORM W-3

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 @ 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 submitted, 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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PAYROLL

FORM 940 . EMPLOYER'S ANHUAL FEDERAL UNEMPLOYMENT TAX RETURN

UAN. 1564) U.S. Treasury Departniont — Entornal Mevenuo Servico
Sclledulo A—CONIPUTATION orF CREDIT AGAINST FEDE“AL UNEWIPLOYI\'IENT TAx

RS S L R T TSR R T SR T © PRI = et s
Sule patng dinder ‘ 1 “W"M ""W"‘ . “Costbetonshif | Guckibais ptia st Coabibutiony
Mad e St | 38 iwe sa englyu’s asile Pagsed Gageiiecs |y ita buen 20% at sipwiiuc fale adit Ry pd
s sttt | sl | T b ] elrxu | eIxeeh | Gd sl s
) - o) ) 13} () ) )
' ‘
'
.
ToTALS. . XXX ixxX|xx|xxxXx | XxXXXXXX

10. Total tentative credit (Column 8 plus columIA 9) . v vviveuerirnrrreinserrananesenns
11. Enter here 2,79 of amount of wagesin Ttem 15 below. v veieiiiensinrarionssnnoas
12, Item 10 08 11 whichever is SMaller vuuveetovseseennnunereesrisiansneuesererirroratsessons sseemeenemsorsres
13. Amount, if any, of wages in Item 13 attsibutable to the following States:
- a Alaska, §. eresenees X 1003 $eorernrrnene, f. Mich...$..
b Galif..,... OO QI ([1] 6 S, [ A % {1:1: Y

¢ Del... SRS Q111 ) 5 U SO 1V 1 PP

“ree

003 + §..
.0015

[ 131 PRI N 14} 5 SRS I S /20 '/ SR : .
LR 5 ELEANORIRISND L o1s ) b JU—— ‘ !
Tolal (add amounts from linesathroughi) couviieiveiiitissirseresrasrecssssocersns o
. 14, Credit allowable (Jtem 12 less Item 13). Enter here aad in Hem 17,0 0ot uiineienene e invens s |ummiomemerommmecesissmens
ENIPLOYERS—DO NOT USE THIS SPACE-- CONTINUE BELOW
State gvpailing £ N
oumber 3% shuwa Yarable Payroll 1petienca Jale period Exparionce Dates ml anﬁeun.; of mnuwulma ) Lonlnibutions actually
3 d o Slale . d 1o Stalo bel
:3.1:"33.‘27.' ,‘.ﬁ",‘:: (As dulinad la svm’ ol From— To— Tals e :l.lll f aauaty Jl‘ L i:m:uay l‘ e
. ' TO THE DISTRICT DIRECTOR OF INTERNAL REVENUE:
1 heaeby centify that cxcept a3 noied above, the records of uun otiwe ageev with the entrics wade by the employes in cvlummy (2), (3), (4); (3), sad (9) of
Schedule A, and um all contributivns wese paid belore Febjuary I, . '
Name of . . ‘Name of
. Suate Otlicet . State
r Hame (a3 diskinguished trom Uade Aaias) Calendal Yoar ‘] N “l-‘?““:f:i“"z K‘I: ’:‘:":L:":L. !
. sbiict Butec
Empluyer's 1363 .
s, < ladesame, Masy | . ' Ideatitcation Na, co ) ekttt
‘“u”' > , POUTAUE AND FEES PAID .
Isntification Adtas o s POSTMASTER: Ul undultverable
puinkes and . treul inuccordunce with Suction '
calendar . - ) . 35556 of Poutul Monual, .
‘ yexr, —eemsmeeenee- Eniries must bo made both above and bolow this line ~-—-seeee—e-—— ' ‘ .
(" Rt Hamo (s distiaguished lrem Lade aame Calendar Yeat L
ety ) = ' 1363 : E r
plated, - Tiade asme, i say {dantitication No. !
' pleis : ¥ ‘ .
‘ change) Addiess R . o ' : '“:n:. ;_o‘:-‘sr"la budliees
L : : -

15. Total taxable wages during calendar year (From Schedule B, on other side).vv v vvriavesianas
16, Gross Fedural tax (3.35% of wages in Item 13) vuuvuiuvenendvnranrorasennns
17, Less: Ceedit from Ytem 14 of Schedule A, ovey ovuaan,
18. Remainder of tax (Item 16 minus Item 17).  Pay to “INTERNAL REVENUE Sk

Under jeualiies of peiitiy, § doclare that § have examined this sctuan, including sccompanying schicdules and Mate a the. best of wny koowledge aad belief it i

true, corient, sud cunplaie, sud Lhat a0 past of sy pryuent wiade Lo a State wacuplopncal fund whish §s Ahuud u a mJu ‘m b 17 ubuve was vi is o be deducie
Liva Ws scsnuncistion of capluyecs,

(Slgoatwe) . {Tide (b-n.u. prendent, partuer, meader, €16.)) . {Dawe)

BE SURE TO ENCLOSE REMITTANCE WIlH THIS RETURN o .
PILE THIS FORM WITH YOUR DISTRICT DIRKCTOR OF INTERNAL HEVENUE NOT LATER TIAN JARUARY 31, 1564 - t o

=101

.

PAY 17 - - S V25-6259
6.17 ' . : Y



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
DAYS ABSENT BY REASON
. OVERTIME
H E 1Rt NAME OF EMPLOYEE '::,'!’ st | proun| v | nar 1wt om
wours Amount accoenr | PA30M Ly | SO | oveanu
Fel 1} 1] 1601 m ApAMS 1 1 1
6] 1] 1f 403H B BAKER H
6] 3| 1} 483 F BILLINGS '
€l 1l 1| s26e U BRACKETT '
6] 1] 1} 890A F CASPER ] 2
6] 1] 1] 950 c coLLiINS i 2
el 1| 1] 990l F cunNiINaHAM H
61 1} 11 010R T CUTLER 1 1
el 41 1hoa T ! 2 _
ANALYSIS OF PAYROLL Figure 49
BY DEPARTMENT
DAY WORK INCENTIVE
3 DEPARTMENT —__nours ]| AMOUNT
woreo AL FECULAR IR TOTAL
T 7
jjJaAssEMBLY A 126'2| 28lo 14625 Jshol leliss
+ { i :
2fassemerLy ®©
ANALYSIS OF PAYROLL
JJaAsseEmBLY C 8Y EMPLOYEE
AdcuTY ING U E— HOURS —_TAINNG) un avaot
. 3]
sforor rorae § ™ nd NAKE OF euriOVEE wommn Totwaons owst o ooy toru "o o=l
14] 206w v asTuRm 4470 210 S 2/8 0 217 2| 702 ¢2is4] 11200] 1136
SELECTRICAL § 14l 342| r A ATcHiIsON 40lo b 4600 ! 460 5 06 0| :Euo 1%::‘
14 318/ 1 & BAKER 4olo H 4410 0 608 soj0os| tj100| 1128
ENAINEERINGY 14| 6185/ L £ BILLINGS 42i0 1lo sazisol  a3ef 378l srissf azsol tiys
ENGRAV I NG 14 703l € U BRACKETT 400 ! 480 0 H 6,0 0 5400 11200 1138
14 893} A F CASPER 4410 20 S 510 0 2176 87Ss 63:51| 11250 1138
A 14 1078l F ~ FoiLtaina 40l i 4AR0D H 316 o s1:60l 21200} 11291
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PAYROLL

LABOR DISTRIBUTION REPORTS

)

O 000 O OO0 O0o0

o e o e - e = = - - - - - ———

¥
1
LABOR DISTRIBUTION : O
ween enoing 8-18-6- 1
{ ORDER mpLovey Qry. PARTS STANDARO AcYuAL DOLLAR ' o
ACCOUNT NO. wo. oeer.|  no. PART NUMBER comp. Time COLLARS Tiac coLLang vamiance | SR :
87412~002 | 12175 001 | 00659 1= 4832~ 1 68 3.4 7.65 3.7 8.33 .68CR : O
11983 | 301 | 32895 1= 9768-203 150 4.5 10.13 4,3 9.68 .45 ]
12344 | 00} | 69431 1- 1001- 5 506 l14.1 31.73 18.5 41,63 9.90CR :
10267 | 502 | 57469 2-21248-131 65 2,2 4,95 2.0 4.50 45 ] O
11552 | 801 {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 «90CR :
15728 1 002 {10122 2~28259~ 14 1,500 32.5 97.50 32.0 96.00 1.50 | O
11619 | 030 | 77949 4=14053- 38 277 10.3 25.75 9.9 24,75 1,00 1
wWGT. COOK Quan. cook l
O PART SHOP ORDER COST I~CAST (AON  JI-incHES O
3=CAST STEEL 4-FERT
I WELOMENTY ~ounces
o Ad 44
o = y v 0o
wann] ABSEMBLY PART SHOP PUANTITY ¥ - QU MATERIAL onoEA
£ooC !' MATEAIAL DEOCAIFTION PART wumaza . [OF sidReive OROER NO. o|2| weranr |8 cosr cost
O [H|[ecc sHaFT 610 Ps Q08136 [118598[0110978 a P N o)
Fsl2fLockNUT N 110 24941070 ¢ ] : . al) 1lee|
RjclRo T P 3 1/20 10407078 1933/0/000) 126237 :
(o] 22 ORD COST MDO32849 . aral O
RN
o) 3 1o
N Tw -] TovaL TOTAL N
et b :::: T:A::lﬂ :‘: rvor ::-':::- facon.  laan]| Grence Arogns ] ASTuaL el LaBOR COBT susoEN oare
O |sm [os[iijuozasfuoze 20 0| 4 100 18 8 ] 1j4 1 62| 7|31] O
54 [10/13L0o14 56 = ° 81 6] 166 648 1904 7[31
54 [15[13|L01tLa 35 P 4 100 613 2127 T34 3333 7131
O §4 |20[13]co08 40 P 4 68 910 n 1719 a761] 7[31 O
54 [25[11c307 00 =) “ 83 6lo| I 9lz2 8 2718f ?7{312
54 (30i32{v 32 35 P 4 100 1ls 61 3:07 als 8! 731
O |s4 [55[ oluoar= 30 P a 70 82| !so 1509 a4olsal 2131 O
S§4 |45/113jL014L014 30 P 4 100 17 61 306 899] 731
; S 4 Mizcuooz:o 30 P 4 9 4 7 0 3 =g
— S . . ™™y T ——— "y T
] ] ! I :
| ' [} [
o ) 1 1 1 | o
1 1 1 1 L
HOouUR: MATlﬁlrL LABOR IX‘-er TOTAL WEIGHT REMARKS
O | 5elslo163l8s| “75t19] 200ls7] 4356 1[rorac 1933 (@)
] : : A
[} |
O : : : : é%:."n <osrt I siLL orF uAvnmu.J S¥oCcK mECOROS ] O
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PAYROLL

LABOR ANALYSIS MANAGEMENT REPORTS

T L)
1
o1 LABOR EFFICIENCY REPORT ] Or
! oave 8-18=6-_!
O ' wonrx [orER, omocR BSETUR TIME l RUNNING T yovaL Mg I preiciency! O
] DEPT, KEMP, NO, PART NUMBER QUANTITY 1
! CIN, NO. NO. 870, ACTUALIUNIT STOITOT . STRIACTUALL STR, ACTUAL LABOYE I AL oM N
: 001 | o2l 10 | 20202 2- 4769- 1 | 09375 100 6 .61 .021 2.1 2.2 2,7 2.8 96
O 1 5 | 00202 4= 2513~ 46 | 10971 43 1.1 1.0 096 4,2 4.2 5.3 5.21102 : O
]

{ 40 | 00983 | 3- 7657-109 | 09852 560 o3 J31 .006| 3,41 3.1 3,71 3.5]106 :
O 25 | 00963 | 5-21963-501 | 11241 150 o7 .6 .003 o5 81 1.2 1.4 86 (o]
: 70 | 00983 | B- 1625~ 11 | 10733 325 N .41 .001 «3 3 o7 .7 1
O. 115 | 009683 110-11581= 7 | 12469 17 .9 .8 022 1,7 1.6 2.6 2,4] 108 |O

]
' 39 | 01647 | 1= 1001- 54 |11398 1,000 1.5( 1.9 004 4,0] 3.8| 5.5] 5.7 93
: 85 ] 01647 6-19436-213 | 11614 275 .1 ol .001 .3 b 4 5 80
(o] \ 15 1 01647 | 7~ 8242- 78 | 10586 600 .8 6] L0021 1.,2| 1.2] 2.0} 1.8]111 o]
1
] 20 | 05136 2= 2130~ 5110310 150 2 +3 .006 9 1.0 1.1 1.3 65:
(O 20 [o05136 | 2- 2130~ 6 {10311} 150) .2| .2} .006| .of .7| 1.1] L9122 e
[ 20 | 05136 2= 2130~ 7110312 150 .2 .3 .006 9 .9 1.1 1.2 92
! 20 | 05136 2- 2130~ 810313 150 .2 .1 .006 .9 1.1 1.1 1.2 92 !
o] : 20 | 05136 | 2=~ 2130~ 9 |10314 150 .2 o2 +006 9 .81 1.1} 1.0} 110 0]
i 20 | 05136 | 2= 2130~ 10 | 10315 150 .2 .1 .006 «9 61 1.1 7] 157
fo) : 65 | 05136 | 15-23871-501 | 12467 9| 1.3 1.2 .055 o5 51 1.81 1.7}106 O
: 50 | 32895 | 12-50054~136 [ 11720 840 .010 8.4 8,0} 3105 H
' —— A
) TI78 0
ANALYSIS OF INCENTIVE RATES Flgure 50 igggg
3 0
11208
SAT__{emrovee [ omoer - PARY OPERATION wort fuace | pmces StANoAID % 1344
mo. [ oar| wO. o, NOMBRY DESWTION DLSCHIMON wo. | wo. | Mo < ACUAL STANDARD ARED tAmNOs ROBeCY :::'
1ishiseoftr22l14936oean srup L 1l14] o[ 126 aoo| 42 si0 K] 48 | 119 Jiioe
11415601 7221493 6aEAR STUD TuRN 11 4] 6] 174] 4loo| €€ 0 " 24 | 106 §11302
3| 8] 206[2016{t4936acAar sTUD TuRN 14l 71 183} 400 B0 13 H 91 g1l
3| 6] zo6j2016/14936laEAr sSTUD TURN 11 4] 7 126] 4joo| s5is 510 i 91 g2
3 7] 2oslzo16lt4936lacar sTUD TURN iliaf 7| to1| 400 e0 76 H 98 §1i229
slioh132lz27sl14936aear sTUD TuRN 11 4f1 2 96| 4ioo] s 3le i3 18 | 109 §EDC
Sjtt11322275]14936aEAR STUD TURN 114412 102 4i00f 35 41 16 30 | 117
s{toli4122275/14936lacar sTUD TuRN 11 41 2 731 400 24 29 '8 30 | 121
5111:122 Lt aly2 2ol _siool 20 4 e W3 :g;
5128 062
slz 6] 2062 14 MACH INE SHOR DAILY PERFORMANCE RECORD Figure 51 h3s
Al TNOTR
11 4| 8 9 3|sff '"uxmm T o | meowo [T ST W] Tae— ey [T e 27
;": ::;;1439SOEAR sTUD TURN 1} 6 75 z‘;a 3Eo i2 107 |14 zoci:;
slz7lse12lzlt 494 dNOZZLE HEAD |TURN 3] 6] ze0 512 6! 12 [ 123 J14] 20850
sl28l3812{Z] 92325coLLAn GRINO © DI AM zj1 0 9 0 3i0 4i0f 10 [ 133 (14 SeaFap
slz29j381 2]zt 01 90BUSH I N GRIND O DIAM 410 140 315 3ie, 3 109 [14)f 3427
4672|]VALVE SOCKET |[ROUGH BORE 10 4 94 8.0 94 14 118 |14] S19
bsi125surronrT ROD [HOUGH amiND KEX] 54 ato 3is - 90 (14 61
11 3] eosjifP6125suPPOonT ROD FINISH QR IND 8l20 50 60 110, 6; 2 103 [14] 61914
117} 20¢liP 6L 93BEAR I NG ORI1LL 44 9 66 210 2:2 2 110 14 7017
sl12| 206/2P1315BRACE DRILL 6 9 120 3.0) 3. ] 117 |14 o212
sltahhorslzf 2L desHarT MiILL sLoT 411 116 80 74 16 = 93 |t4f B89 20
slisfiorslzh 3336roLLER TURN © DIAM 3l 7 60 sl6 510 6= 89 [14107F1?
slisfto7szR%111oRIVE WHEEL ROUGH TURN 2] 1 45 24 30 6 128 {14/107 18
sjasfiorszitt196LEVER FINISH GRIND 6 4 141 1 00 110 114 144 114 14110119
sisofto7sjzP219SiFEED moOLL FINISH ariND 1118 147 8io 98 18 123 (1412122
H5655/COUNTER TOP |JORILL el 31 192 42 LR ] i3 107 [t14]2304
sty 0 1 3 MO TOR BASE MILL ToP 6l 8| 113 810 93l 113 | 116 [t 4174 genang
R 013 0MOTOR BASE MILL BOTTOM 7 2| t22 8!0 1002 212 | 128 [14[2093
17160Y0P cOVER DRI L 218 92 10 46 el 92 l14f21e]
te310pusH roo DRILL 3te 72 3%0) 24 6=l 80 |14f210
Lsossnct.l.cn ROUGH GR IND 8| & S0 Alg) 5.0 i 109 |14f247
6721ifAOLLER FINISH GRIND 9 1 48 3 410 6 118 [1el247
8673surpoRT oR 1L sfta| 186 8lol ol 113 [ 116 {14]2493
7346BUSHING oRILL lts] 132 alo ¥} 9 | 110 |t4f289¢
9462cLEVIS PIN DR ILL s| o] 182 [ ouf 1t | 114 J14sr24
13131 glo] 1489 14;2
WA | T INOQ WORK 98(10 1Es E ' H 14) 343
MACH INE DOWN 99| 9 3'o 1] H H 14/ 703
MACH INE DOWN 99 3 3B : H M 1 4L 3 0 4
MACHINC DOWN Joglt2 17 ; i : tafsr2
1 0io H H
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ACCOUNTS PAYABLE

STUDENT HANDOUT NO. 1




ACCOUNTS PAYABLE

REG. NO. DATE o D l N c H E M l c A L c o Source] ORDER NO. DELIVER TO
1/17/6—~ BROCKTON, PA. ~ 11472
QUAN. ON ORDER | LAST ORDER NO. PURCHASE REQUISITION
QUAN. ON HAND LAST cOST
NIXON GLASS
QUAN. USED PER MO. | TO BE IN STOCK NI XON * V’ RG I N I A
WHERE USED
PARCEL SHIP
SHIP BROCKTON FREIGHT POST TRUCK ros PT.
10 FASTEST CHEAPEST —
EXPRESS WAY WAY
QUANTITY PART_OR_SYMBOL DESCRIPTION—TYPE OR WRITE PLAINLY ITEM PRICE
144 18716 DEMI JOHN 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: 484,20
MATERIAL REQUISITION TERMS
2-10 NET 30
1-17-6~| 250 ////‘/X?/é f// #e7 J& 7 3 ? j #T. APPROVAL %‘AA INQUIRY NO. | QUO. DATE
Signed
DATE MAT. CLASS STOCK NUMBER JOB NUMBER ACCT, NO. DEPT. CH. D*T.‘CHG. APP:O‘NO. MAT, CODE | COMMITMENT
A | \CCOUNT CODE CHECKED|
Jfor? @al/ 3 = ﬁ/z W /ﬁ‘/( /-6 ADvLiEG::Lc: REASON [ ACCOUN
@/%W UNECONOMICAL
REFUSES TO QUOTE
UNIT OF MEAS. | CODE DESCRIPTION WHEN NEEDED OTHER (STATE REASON)
| -
REQUEST BY _%M_v
o
MANAGER @ de’fj
/
QUANTITY REQUIRED | UNIT COST AUTHORIZED

REMARKS OR SPECIAL INSTRUCTIONS/

1

PURCHASE orR MANUFACTURING ORDER
REQUEST or AUTHORIZATION
CODE DATE
. TR PART NUMBER | QUANTITY Jomwm-—m@
JgHA2/0 YAY AL yj - d{.ouaonuoounuuoonouuonuoono;no;o
REQUE BY VA P e e el ek AR (AL
PART NUMBER ORDER NUMBER Afé'"llllllllllllIlllllllllllll.ll;l
1
222722022222220222220022220 2222
]
S00d /3752 3330333]333333333333333333[3333)3
1
QuanTITY ror o Haafeaafessaaaalisanidiaaaaiana
LI
=] purchas 555[555(5555555/555555/55555!5555,9
6_/_ 6“ [ maNwraCTURE [
CJome G66[566/5666666/56666655666/56/568
DATE REQUIRED PROCUREMENT . ' ]
(ARl AR RARRRR RRERRIIRRARIRNEN]
1
i 888lseal6888888(388888(88888(88:888
IR0 2 B AP '
: 2-/- 6= AGTHORIZES BY DATE 999|999(9999999/999995(99959/99)99'9
ZONE : ANALYZER DATE ORDERED nul:sss:)aaaulﬂuu&s“nunu nnunsisnn ,!ldJ
T




ACCOUNTS PAYABLE

PURCHASE ORDER n
NATIONAL ENTERPRISES INC. PLANT NO.1 BUFFALO, N.Y.,U.5.A
_ [ORDER No. 13752 ]

REQ. DATE 1 /4/6_
r
DARNO SUPPLY CO. " IMPORTANT
™ 1000 CARROLL STREET A R U el
CLEVELAND 14, OHIO ADDRESS ALL MAIL TO: BUFFALO, N. Y.
OVER 3% LBS. AND L..C?L‘., Ill :‘ﬁ:clﬂln. OTHERWISE)
L a camonn—ere EEL A S s o sesatse
SHIP_TO BUFFALO via BLORE-IF OVER 35# e.oes SHIPPING POINT L 60083
QUANTITY ODESCRIPTI1ION ITEM PRICE
1000 3642210 PLASTIC CONTAINERS .147 EA.
E. C. 7830
SHIP 4/15/6-

TERMS NET 30

DAYS

| I!lUE PRINT ATTACHED MAKE TO ENG, CHANGE OR RELEASE NO.
;gg. "5’3“0 36‘:‘25;6‘“" No, [ .,{-ZNSQL 92Aaciuzn'r0'84 perr. cua.| arero. No. X"BHE.;S’" I couulzvuvu'
Subject to the Terms and Conditions on the back hereof
which are incorporated and made a part hereof.
NATIONAL ENTERPRISES INC.
n——




ACCOUNTS PAYABLE

JOURNAL VOUCHER

5
DATE [-27~6— VOUCHER NO. 152
DESCRIPTION ACCOUNT DEPT. DEBIT CREDIT
GEN. SUB. )
DR CR
Sranitotrla— .
Porotiops 42 2. 22.00.00
Upsad Feer, L
%/76- 42 { 2200.00
Payee W— )’A»oruﬂ-
Approved }M@@L S
Countersigned @@ Q




ACCOUNTS PAYABLE

l*EGTNQ DATE o D I N c H E M ' c A L c o Source| ORDER NO. DELIVER TO
1/17/6- BROCKTON, PA. 11472
oA o GroEex | TReT GIOER NG, ACCOUNTS PAYABLE—3
‘QUAN. ON KAND LAST COST NI XON GLASS
NIXON, VIRGINIA
QUAN. USED PER MO, | TO BE IN STOCK
'WHERE USED
PARCEL SHIP
snip BROCKTON LT rost Tauck 1.0.8. Ll —
P [ | [ [0
QUANTITY PART_OR SYMBOL DESCRIPTION—TYPE OR WRITE PLAINLY ITEM PRICE
144 18716 DEMI JOHN 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 484,20
TERMS
2-10 NET 30
SAFETY DEPT. APPROVAL M I | 200, Datt
suie Appraved 5 Signed
ORD. BY {OP DATE ORDER OR REFERENCE NO. JOB NO, ACCOUNT NO. DEPT. CHG. {APPRO. NO. | MAT. CODE | COMMITMENT
i rN 45981 L
. : ITEM 1
% g ITEM 2
f | OITEM 3
% 'T’ ITEM 4
| S ITEM 5
; DATE OF
E RECEIPT
b SN‘I(P;D;ED
z PRO
i NUMBER
: PACKING
i SLIP NO.
i ORI £ T By 2 T BTt 7 o T o o T ) e
I o e I ot e L AR U IS LA RIS Wi
; N TEM
4 A —r
NIXON GLASS
NIXON, VIRGINIA
SOLD TO DATE
ODIN CHEMICAL CO 1/17/6-
- BROCKTON
f'ggr;'?"E. VENDOR NAME W % ; PENNSYLVANIA
‘ Do U,’Aﬁm d SHIPPED TO
VENDOR NUMBER INVOICE DATE INVOICE NUMBER SAME
1179 3[11/6 24027
VOUCHER NUMBER DUE DATE GENERAL ACCOUNT VA THOMAS MOTOR FREIGHT
G4’3 3/27/5' | / | 2 | 3 l ERMS FOB NIXON/|CUST. ORDER NO. | OUR ORDER NO. INVOICE NO.
APPROVED BY INVOICE 454 | 20 2-10 NET 30 11472 45981 24027
AMOUNT QUANTITY ITEM NO. DESCRIPTION UNIT{ UNIT COST AMOUNT
N 4& DISCOUNT 9 68
NET
T 474 =l 52 144 18716 DEMI JOHN FRAMED E 1.18 | 169.92
ACCOUNT NUMBER SUB-CODE AMOUNT i 6 9497 FLASK 5 GAL FIREGLASY E 8.43 50.58
I
1231 leo 163 192 B 000 | 55843 | JAR 1 QT. FLINTGLASS | M| 26.37| 263.70
/123 (5 50 158
/23 210 203 170

ACCOUNTS PAYABLE VOUCHER I




ACCOUNTS PAYABLE

® ODIN BrocktoN PLANT ®
DATE 3/23/6~ LOCATION BROCKTON RIVER LANDING
[ L
DAILY RECEIVING REPORT
VENDOR INVOICE | OUR ORDER| QUANTITY ITEM C= *

. DATE NUMBER VENDOR NUMBER NUMBER DELIVERED NUMBER | PO OK .
® 3/23 1023 STANTON & MYERS 8463 11510 24 369 # | # ®
3723 1179 NIXON GLASS 24027 11472 IMW 1871 o | *

e 3723 1179 NIXON GLASS 24027 11472 6 9497 u | * ®
® 3/23] 1174 NIXON GLASS 24027 11472 10,0004 55843 * | * @
3723 1218 BROCKTON PAPER 6718 12016 400 7114 o | *
® 3723 3244/ CONDOR CORRUGATED 39962 12321 1,000 163820 & ®
® 3/23 3244/ CONDOR CORRUGATED 39965 12322 1,006} 114645 * | * ®
3723 3560 HALLIBURTON BROS 14270 11164 1 877 * | #
® 3723 3891 OLYMPIC PETROLEUM PROD 77475 12081 50 12633¢ * | # o

ODIN  srockton pLANT REGEIVING REPORT
DATE QUANTITY_DELIVERED VENDOR NUMBER SHIPJOMGE]  REC. ./
GGQCOQ'CODCODQOSGQQCODCODCO:GQSCODCODCODCUDCOZTZUDCODCOD
MMA%;/_ ot | o COMP CRATE
clpclﬂlclzclzclDclze}ac1:>C1—'c1Dé-leéleclaclacljclz:e;acla
PART | BOX
- ITEM £ 7/6 C2DCZJIE-E-QCZDfZDCZDCZDCZDCZDCZDCZDCZDCZDLZH = )" )DOC)D
o | REPL | BBL.
8 DELIVER| ev/ c33é9:c33635c33c33c3z>c3Dc3:c33c33c3-3c3:>c3 Sgﬁacc;iac33c33
w
< =
| OuR ORDER No./ /4 72 invoice Nqﬁ‘/ﬂ]fC4Dc4j|c4DC4DC4DC4DC4D**C4DC4DC43C4DC4 e ng?FQDC‘lD
Z c5:>c5d|c5:><:53 [ielad ot inlal, folalsie ol ol folal.lolal iolal, o ol of .o of folad i)
2 | DESCRIPTION OF GOODS ; | f TEM
{‘,’ €626 DCHDCHOCHICHOTHOCTHOCHOCHT CHChowbs|
w DRUM
o c7:>c73:c7DC7DF7DC7DC7DC7DC7:c73c73c7:eiac7: 7o ]oc]o)
OK
c8:c83}c3:c83c8:c83c83¢8:><:8:c33c8:>c83c83c8: e 8OC §O)|
l
RECEIVED%W 2 €999 9= 9oc9ncIscInc I =g oI DCIdc Il kx99l
bl ST 0.0l ENOR RO §Jrec ITEM NO. VENDOR NAME

%



ACCOUNTS PAYARBLE

1 P27D0968) | (48420 47452

VN, LW, !l Il l o l::osnr 3 .1 OAOER WD, A um mv (A ltll 13 nww |0 m SUIAIL

umn

VENDDR  HO. mu s

Vilﬂnl .4 W' NV : Lre lIWlﬁ [1] 17“ muv MH" “ MV BEL.

nnowoowo nmuoﬁoofﬁsng

oR_AQRIVIATION

uulnunnnounm lo,o
ACCOUNTS - PAYABL 7782930 11 3} 339433 3637 383940 4 424344 43 447 1 . EEL T SRR EI NN
h‘.lllllllllllll“ﬂ ~IN|IHIILHH it W HHHH'HNIHIIIM 1111
1oAY |5 DAY VENDOR our § [ : 5ioavlg) ¥
NTRY[INVOICE :5;%01: Allvl[:\?lz¥|0n Revore voiet | 2 f"a 2212 222225 “'350'"" ::m::l ‘,:“m # DETAIL |
ATE | DATE NUMBER | NUMBER | = ; PAID | DATE
3333313333 "’

R Y T

YENDER %D, ENDOR . ABI ATION AEND. INV. KO. | 96R WL 0. {INTRY] ACCOUNT Ng. ‘GRDER MO {50 NV, O VTEM AMT} AMOUKT ID PAY .}
Joeac27jooea3]123[160ja20327] 169.92]
_YENOOR DY, 0. 1 BUR INV. WO~ HANgEl 131 mmcz o ml muuv M«m ll Hy
KoooMooonoolo lnoanomolon»aeaunnnowoamonnoonfoo
mszmmmmumasmzuaumz u!(“?“l !l‘ 33,54 3 u.nmmn
nln lvhvn1m1n1

[RRER]

11712171

5! DAY [ 0AY VENDOR

3 NDOR NDOI

ENTRY(iNvorce] ::M&:l As:n[:vu:mu INvoIcE ITEM AMOUNT
DATE | DATE NUMBER




ACCOUNTS PAYABLE

CABLE ADDRESS
SWITO

THE
100
ATL
DATE Jan

INVOICE NO.

20086
23110

23146

\
\

\

\A
.\

STATEMENT

SPIEGEL & WREN
QUALITY SWiM TOGS

1686 BOWIE STREET
NEW YORK 38, NEW YORK

SURF SHOP
OCEAN DRIVE
ANTIC CITY, N.J.

.2, 196-
DATE
12/05/6-
12/12/6-

12/27/6-

g Winter Purchase w4,
Discount 12-1/2%

T'?/ SHIPTO  ROGERS HARDWARE SOUTH LAKE SAND CO.
- 4615 COGWELL AVE. h k . A
SANTA BARBARA CAL. South Lake, Wisconsin
SOLDTO  GARSON DISTRIBUTORS ACCT. NO. 14799
MEMORIAL SQUARE please remit to Chicago Office
2316 Victory Blvd.
KANSAS CITY 11, MO, O Aty
SALESMAN SHIP FROM TERMS
9393
BOWIE 5 C.C. DAVID #486 SOUTH LAKE 10 DAY=2% 30 DAY=NET
CUSTOMER ORDER NO. VIA IDATE OF ORDER| INVOICE DATFFNVOICE NO.
784712 ROCK_1S,=V.P, 1/27/6= | 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 (S  46.31
ITEMS BELOW PLUS 5 LESS 25-15%
420 ELECTRICAL TAPE BULK
72| ROLL 1/2 X 36 YD. 1.68 80.97
72| ROLL 1 X 36 YD, 2,76 133,02
prsT
ég ITEMS BELOW LESS 32-10%
SR ﬁ(NGlﬂnGﬁﬂgg, 3
500| SHEET| 8/0 1 FHNTFT=PRG™9 X 11 IN. 6.40 19.58
————
THIS AMOUNT LESS 2% oy $  279.88%
U] mait Thiy s’x%{.ﬂu R 5.60-
PLUS CAL. STATE TAX p ith Check 8.22
$  282.50%
238.44
nssassssnssundy
29.81 om |
— l
208.63 {
¥ You Have Paid Amovat BLoeE
" :a:'r:ri: feoe D.W"eaf"’:‘
LAST DAY TO
: NET AMOONT T

AUG. 6, 196~




ACCOUNTS PAYABLE

°! HENRY JOHN & CO. e
| patre MAR19 196- DAILY INVOICE REGISTER sweer 4 or 4|
[ e . vorce [venoor] . O Tzl accr. No. QUANTITY TTEM_AMOUNT ' @
13 . NO. ot  1rEm DUE NET
: DATE | DATE VENDOR NUMBER | NUMBER | YOUCHER |2 O oo CHG. | NUMBER | DATE | DIscOUNT + INYOKE, PAYABLE :/
r 1
® | 5,19 319 keston casTInGg 42397 7604 4641 19| 364-08d 133 865 [ 3729 100 28.60 , @
| 3719 3/19 KESTON CASTINGY 42397 7604 46481 19 364-41q 133 11498 | 329 1 32.97 \
) : 3719 3714 KESTON CASTINGY 42397 760 46481 19| 364-08Q) 132 518 3729 72 97.21 I )
| 1
) 3/19) 3/15 KESTON CASTINGY 42397 7604 46481 19 211 37298 3.184% 158,784 155,60
[ . oo : ®
|
1 3719 3/16 AMER REF PROD | 12088| 6620 46482| 19| 364-126] 031 1242 | 3,24 50 675.95 ;
@ | 3719 3/16 AMER REF PROD | 12088 6620 46482) 19 364-126) 031 1633 | 3/24 50 195.15 Y
| 3/19) 3716 AMER REF PROD | 12088 6620 46482| 19| 364-126f 031 1040 [ 3/26 10 310.52 |
1
PY | 3,19 3/1¢ AMER REF PROD | 12088 6629 46482| 19( 211 3/26s 23.63%% 1,181.62¢6  1,157.99% g
l 1=1=} 1
1
® : 3719 3715 OLONSON SUPPLY | 8633 3642 46483 20| 358-012 100 329 146 12.00 )
X ]
! 3/19] 3715 oLonsON suppLY | 8633 3642 4s4s3| 20] 211 372 .24~L 12.00%p 11,761
|
@ | o | ®
1 3,19) 3715 oLonson supPLyY | 4290 7602 46484 27| 358-012] 100 12 3.00-| !
[} | |
) 3/19] 3/15 oLoNsON suppLy | w290 7e02| 4essd| 27| 211 3 3.00-5 3.00-1 @
| oa '
] |
L | 3/19| 3/14 SUTLER MFG 5502 7731 4caat| 19| 364-117] 031 76428 | 3/24 48 12.38 | @
| 3/19( 3714 SUTLER MFG 55592) 7731 46487 19[ 364-126) 408 39117 | 3,24 144 53.05 !
' 1
® | 5,19 3,14 sutLer MG 55592 7731 46487| 19| 211 37243 1.31 65,434 uo12n) @
1
| a3 |
| 1
L4 | 3/19( 3/15 CALHOUN ¢ COLLé 18687 7755 46488 19| 364-612 132 6677 | 3,29 50 32.77 @
| 3/719| 3715 CALHOUN & COLLY 18687 7755 46488 19| 364-525 391] 10320 3729 12 51.24 |
@ 1 3719 3715 CALHOUS ¢ cou.a 18687 7755 46488| 19| 364-016] 166] 9117 | 3,29 1 27.25 '@
| 3719] 3715 CALHOUN & coLLy 18687 7755 as64se| 27| 358-525 391 10320 2 8456 !
|
@ | 3719 3715 cALHOUN & coLLY 18687| 7755 46488 19] 211 3/253 2,054 102.724p 100.67% @
I on 1
\ i
i |
® | { / e rd V‘f ot
! CONTROL 1]62,106.470¥ |3 1,066.129s 62,106,473 61,040,350
® 1'0bb12] @
|

T3, 10641,




ACCOUNTS PAYABLE

o KRAUSZ MANUFACTURING COMPANY L4
ACCOUNTS PAYABLE
o o
CASH REQUIREMENTS STATEMENT
o patE APR1 2 196- @
ROUT TO ?1(4 j]f' ew ‘MW SHEET__Z_OF_2Z _
— #
L VENDOR EVIOR | DUE DATE | INVOICE AMOUNT |  DISCOUNT CHECK AMOUNT ®
@ SOLVAY GEN SUP | 1016| 4/16 |8 773.30 | $  15.47 |5 757.83 ®
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 COf 1077| 4/16 5,982.82 119.66 5,863.16 PY
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 P
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 PY
HONOUR BROS 3101| 4716 97.36 1.95 95.41
BASTIANI & SON | 3112 4/16 3,580.85 71.62 3,509.23
@ DORJ WIRE CO 3164 | 4/16 256,90 5.14 251.76 PY
HASTING=WHI TE 3258| 4/16 1,144.42 22.89 1,121.53
DARONO ART MET | 3427| 4/16 32.75 .66 32.09
@ DARONO ART MET | 3427 4/16 127.52 2.55 124.97 P
hemeennRARQNQ ART MEL | 34271 4/16 96. 60 1.93 94.67




ACCOUNTS PAYABILE

by o - - s {_ el
® | cHECK NO. 1645 e
1 C & D DYEING AND FINISHING CO. 1291 W. 33rd STREET STATEMENT OF REMITTANCE :
|' vorce oo I ®
i oaTe v ucnen amounT Pp——. oiscount satance |
| oW numeEn NuMoER !
(o] 1 1
1| 1/26/6- 33156 6430 | $  367.17 7.34 s 359.83 || ©
o 1 1s21/6= 33887 6516 | 3 199.45 18.64 3.62 s 177.19 | !
] | o
1
\ |
© o
: $  537.02% :
© ¢ |
] |
e | I
| ! ®
A S DETACH BEFORE DEFOSTING___— ~—— T H
P T T T T T T T T T T T T T T T T T T T T T T T T e e s e o
| 1-30 |
: C & D DYEING AND FINISHING CO. 10 |
@ \ CHESTER, VERMONT : Q
1
@ [} CHECK NO. DATE : @
l 1845 2/04/6- Exacty #2537  DovLLars 02 Cents $  ##%537,02 |
N — — !
(o fo) | (]
! 14,25 8 715 13,544 ]
1
D DYEING & FINISHI . ',
o' | o G & FINISHING CO : (]
e L et et o i
I
o) KRAUSZ MANUFACTURING COMPANY i lo) %ﬁz ‘. ©
SYRACUSE, NEW YORK STATEMENT OF REMITTANCE NEW YORK, NEW YORK: ncs .
Z I
CHECK INVOICE VENDOR'S AMOUN |
0 NUMBER VENDOR DATE INVOICE NO. INVOICE DISCOUNT PAID v ! O ——————————————————— J -
o | 12600610 AusTERHOLZ IN] 2/08/-] A 45920 s 624.77| 12505 e12.27 ! o
i AUSTERHOLZ INd 2/09/-[ A 45974 1,833.19 | 36.66 1,796.53 |
]
/ KRAUSZ MANUFACTURING COMPANY 8o-1003 ! 2]
SYRACUSE, NEW YORK i !
)
]
_—
'O
M TPAY 10 1HE 0ROER OF sousns | cors .96 3 49.16 s 2,408.804
6- AUSTERHOLZ INC. $ z.aoel 80

; ODIN CHEMICAL CO. L @
NESEE COMMERC [ BROCKTON, PA. ]
GENESEE MMERCIAL TRUST COMPANY
SYRACUSE, NEW YORR o e o (o] ) STATEMENT OF REMITTANCE /©
'
CHECK | INVOICE | VENDORS INVOICE
) [ NUMBER | DATE  |INVOICENO| COPE | amouny | DISCOUNT |  NET AMOUNT J (4]
\
j cooe 1242 | 1/23/6-| AB 2576| 1 |s 98.13 [s 1.96 [s 96.17 |
Q 1. YOUR
| wvoree 1/28/6- | AB 2588 1 158.78 3.18 155.60
*2. YOURCR, i
o MERO, 1/28/6- | CM 0085 2 25.00- 50— 24.50- \ ©
3. OURDR.
e MEMO..
1
r ey $ 231.91%|$  4.664% s 227.27% ]
© ]
J
[}
(o] 2 = o]
NUMBER ODIN CHEMICAL COMPANY
001242
o BROCKTON, PA, /! o
7] ¢
o 1179 02 ’ %)
) [P TO THE ORDER OF: 1 |
) 1 NIXON GLASS ¢ ] o
h NIXON,VIRGINIA [ CoLLARs | cENTS ]
M 227 ::z7 q
o o
i BROCKTON BANK & TRUST COMPANY N ;
@ BROCKTON, PA. ] 0
£

10




ACCOUNTS PAYABLE

KRAUSZ MANUFACTURING CO.
ACCOUNTS PAYABLE
CASH DISBURSEMENTS REGISTER
pate APR 16 196-
ROUT TO ;%¢21,42C276;2z15%4eaf7 SHEET_/_OF- 2
z CHECK NO. ACCOUNTS PAYABLE CREDIT
VENDOR Lﬂ:&?: Ell Z / DEBIT DISCOUNT CASH
SOLVAY GEN SUP 101604116 3 773.30 8 15.47 757.83
ROCHESTER PR CO| 10210406 1,620.18 32.40 1,587.78
CALABRIA CONT 10490416 143.65 2.87 140.78
ONONDAGA STL CO| 10770416 5,982.82 119.66 5,863.16
BLACK & NICHOLS| 11030416 14.25 .71 13.54
AUSTERHOLZ INC 124004116 2,457.96 49.16 2,408.80
CHRISTIE & CO 13660416 745.54 745.54
WILSON & WILSON| 22310416 2,936.12 58.72 2,877.40
CLAR. HIGGINS 25900416 1,000.00 1,600.00
HONOUR BROS 31010416 97.36 1.95 95.41
BASTIANI & SON 31120416 3,580.85 71.62 3,509.23
DRJ WIRE CO 31640416 256.90 5.14 251.76
HASTING=-WHITE 32580416 1,144,642 22.89 1,121.53
R ABRUQ AR T MET 3427044 6 256.87 5.14 251,72

11




ACCOUNTS PAYABLE

Invoice Reg.
Printer |7 -~ ——~—=—~—

| i

rjistribution ( A /P
@ Int.

Cash

Requirement

12



ACCOUNTS PAYABLE

N\

Control
Sheet

Due |
Vate

Trial
Balance

Printer

\/Z
/Payable
Today

W

MO

—= ()
Cash Disb.
Printer Reg.

@ Printer

A /P Paid
Reconciliation

13



ACCOUNTS PAYABLE

364—080/03306-|19/1o1MACH I NERY |
GEN. SUB. DATE ENT. Ej [ Acc@"tjﬂ

IPTION

l . Gf67?6
LEDGER T0TA

ACCOUNTS PAYIBLE STRIBUTION SUMMARY CARD o8
5 GCC@UNY AUDIT ACCOUNT DESCRIPTION DEBIT AMOUNT | CREDIT AMOUNT | LEDGER TOTAL [C
TR0 00 0/0/Wa(0 0 00 00000000000000000000BRNTICE00 00 0 010 0[0
:! 4:5 8|7 s(sjonjizn WS 16 ¢ nuas:nnnswuluuusasnuuwmszsasassss{wsuslwuulusus]uﬂu[ssmn|1zuu|7snn|nn¢|la
ARERT LAY (RRHRR L IRRRRRRRR R AR RN R R RN R R R RIR IR RHRRTIRT IR RNRRNE
|9 lg : ‘
glrrz2ar2z22 22222 zzzzzzzzzzzzzzzzzzzzzlzzz'zzz,zzzlzzz'nz:zzz'zzz:zzzlzzz
R4 KL EERREEE | ERERR aalsauazsaassasaaaaalssalusllaz:u3|333|33313331333:l33
I, b ; !
glaansaaatedaaBaas quuuuu44444444|444|I44|n44|445!444}444{444}[44[444
&(55055/55(55/5/55/55 5555 sssssllssssssssss5sss:ssslssslsss'sss}ssshsswss.sss'sss
] . ; |
z|esselesssosslesss ssqssssssssssssssssssissnsls'sls:ssslssswss:ssislsls 5
[ i
LRI RRHAR] 111117711111111111711:117:11#111l111:117:11”177]11!1;7
susssslaglsosioasslls saalnnsslsaaasasaaaaslsamaa|asa:aasisaa:ass:aaa:aaa:aaa
bl i
s9igsinalalalasisgsisng 9999 Msalaga9s99a9sasialagslaodasalisssglsgsiaasiaagasle
1203 1;5 $17 01910 11]12 13 14,15 16 17| nu:ssnunsnuuuutsunuusonszs:\usssslwnss‘sau sz[aus&ssnu[m 7I|127l74|757|11|1l7!ll
L e . L L L | L H |

14

[ ) HENRY JOHN & CO. ]

° ACCOUNTS PAYABLE DISTRIBUTION SUMMARY °
DATE MAR 30 196' SHEET_~3__OF_#4__
ENTRY JNVOIC VENDOR INVOICE [VENDORT, OTR .- TENT. [ACCT. NOJoEPT.[ “iTEm DUE QUANTITY INVOICE GENERAL

@ _CODE | DATE ABBREVIATION NUMBER (RMEER |CODE[ GEN..5UB, | CHG.| NUMBER | DATE AMOUNT LEDGER Y

MACHINERY 364-080)

3/05[3/03 [KESTON CASTINGS|41065 | 7604] 41750 19 [364-080| 132| 30236| 3/13 6% 347.85

@ 5/12(3709 HASTING-WHITE |11333 | 8420] 42916| 19 [364-080| 031] 1689 3,19 144 262.19 L]
3/13|3/12 |[KESTON CASTINGS|41988 | 7604| 43008| 19 |364-080| 132| 51706 3,22 6 333,60

PY 3/15(3/13 |KRAUSZ MFG CO |24092 | 3466 43262 19 [364-080| 100( 104008| 3,23 1 2,897.45 PY
3715|3713 [KRAUSZ MFG CO. |24092 | 3466| 43262| 19 [364-080 100| 20343 3/23 1 1,390.11
3719|3715 [KESTON CASTINGS|42397 | 7604| 46481 19 [364-080| 132 865/ 3/25 100 28.60

PY 37193715 [KESTON CASTINGS|42397 | 7604] 46481| 19 [364-080] 132] 518/ 3/25 72 97.21
3729|3726 |MIDWEST CAST CO|13738 | 8092| 46826 19 P64-080 132 1162] 4,09 12 165.95 L
3729|3726 [KRAUSZ MFG CO |25164 | 3466( 46829( 19 [364-080) 100| 187661 4/09 1 944,40

Mo T 6,467.36%
o LR Gorpies ®
RAW STORES 364-126)

® 3,12{3,07 [oRJ 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
3712|3709 [CALHOUN & COLLS|17831 | 7755| 42891( 19 [364-126| 100] 12882 3/19 72 163.39

® 3/1203709 |SRIEN & HAYNES |55630 | 9132 42895| 10 Be4-126| 408[ 6491| 3719 100 491.00 ®
3719|3716 |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| 3/26 50 195.15

@ 35,19|3/16 [aMER REF PROD |12088 | 7620| 46523| 19 [364-126 031] 1040| 3726 10 310.52 [ J
3/19(3/14 [SUTLER MFG 55592 | 7731( 46402| 19 [364-126( 408) 39117|. 3/24 144 53.05
371913713 |BRIEN & HAINES |55898 | 9132| 43275|19 [364-126] 408 ~ 7459] 3/23 15 49.56

® 3,21(3/18 [oLONSON SuPPLY | 9247 | 7622 4612419 {364-126| 100 3728 144 12.00 [ J
37213718 |SOUTH LAKE SAND |A1994 | 4647| 46136| 19 [364-126| 100, 630 3,28 20000 600.00
3/21|3/18 |CALHOUN & COLLS |18926 | 7755 46139|19 [364-126| 391| 10320| 3/28 12 51.24

® 3/21(3/15 [DRJ WIRE CO 45318 | 2910| 45733(19 [364-126| 408] 38618 3/25 5000 764.25 °

R R G 062 D s bl 281 O3 L2 it 23 -
w“




ACCOUNTS PAYABLE

s

DATE 3/31/6-

SUMMARY OF PURCHASES b\a ij—

et s T— 5L51§§f'
o fpr preifie Lot

15

ACCOUNT SUB-ACCOUNT GENL. ACCOUNT m/"j
ACCOUNT NAME GENL. SUB. TOTAL TOTAL /
éO/\
p v
RAW MATERIALS .
BRASS 123 | 301(s 14,971.50
CASTINGS 123 | 305 24,607.53 1 S
BLANKED PARTS 123 | 320 180.75 o4
GEARS 123 | 325 134.45
GLASSWARE 123 | 330 300..78
INSULATING MATERIAL 123 | 340 2,338.45
LUMBER 123 1
PAINTS 123
PARTS 123 PURCHASE ANALYSIS BY VENDOR
STEEL 123
. . M
VARNISHES 123 g i | oAb | TN || o
27|ABBOT MACHINE CO 1286144 ! 3194126 | 3010142 183}84
b — e, 58| ACE TOOL €O I [ 1975|15 | 1859]76 | 115 39
66 | ACME ABRASIVE CO 34286 | 1505193 | 1482|50 23143
324 ALLAN ALLOYS CO | 95|10 | 4675 22 | 4410|15 | 265|07
367 AMERICAN TOOL CO | 986]74 1293084 | 307|10 CR
425 ANGUS METAL WORKS | 842189 795|22 47 67
475| APEX CORPORATION 2316184 24573 10476 |79 | 9473)65 1003114
502|ARCO STATIONERY CO ! 1 319 42 445 93 | 126|51 CR
190264 43,19
EXPENSE BUDGET ANALYSIS 123 | ‘;2 ég | 22
COMPARATIVE 562 ll 8 31 | 23
DATE 5 5 /6 4273|56 | 198'38
DEPT. ACCOUNT EXPENSE EXPENSE BUDGET EXPENSE EXPENSE BUDGET 12|28
GENL. SUB. THIS MONTH THIS MONTH YEAR-TO-DATE YEAR-TO-DATE
3 913 660 |3 2,378.55|% 2,500.00|% 7,289.50|s 7,500,000 | g A ‘\“4(,23
3 913 700 675.95 725.00 3,000.00 2,655.32



ACCOUNTS PAYABLE

' Control

@ Sheet
@ Printer _—- -

S. P

© w70

Dist. Sum.

F)ist. Sum.

Sum. Purch.

Ssum. BExp. /J

Dept.
Budgets

16



GENERAL LEDGER

STUDENT HANDOUT NO, 1



Cards from

Applications on
IBM
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O 0O 0O 0O OO0 OO O 0 o o

ODIN BROCKTON PLANT

GENERAL LEDGER

TRIAL BALANCE

o 0 0O 0O 0o 0O 0O 0O OO0 0o 0O o©°

sheer_.f_oF 4 __ AccounTinG periop Enping  JUN 30 196-
w | g
u F .
oATE g &2 Account DESCRIPTION OF ENTRY CURRENT MONTH'S ENTRIES BALANCE FORWARD
9| &z DEBITS CREDITS NET CHANGE NEW BALANCE *
5/31/6- 111 CASH BAL FWOQY $ 1,727,436.65
6/15/6- 711296 111 CASH RECEIPT E3 189,318.24
6/15/6~ 8 | 1299 111 CASH DISBURSEMENT £ 274,726.62
6/29/6~ 71305 111 CASH RECEIPT £ 693,747.22
6/29/6- 10 | 1321 111 JOURNAL ENTRY &3 191,634.71
6/29/6- 8 11332 111 CASH DISBURSEMENT 53 516,726.50
6/29/6-~ 111 BALANCE £3 883,065.46%% 983,087.83%% 100,022.37-% 1,627,414.28
5/31/6- 112 ACCOUNTS RECEIVABLE BAL FWDy $ 1,312,676.24
6/15/6~- 911295 112 SALES 551,189.75
6/29/6- 711317 112 CASH RECEIPT 3 923,550.11
6/29/6~ 9 11304 112 SALES +3 684,733.59
6/29/6-~ 112 BALANCE 5 1,235,923.34%8  923,550.11%5 312,373.23% (5 1,625,049,47%
5/31/6- 113 RESERVE FOR BAD DEBTS BAL FWOI £ 15,821.40
6/29/6-( 10 {1324 113 JOURNAL ENTRY 3 3,162.15
6/29/6- 113 BALANCE 53 3,162.15%% 3,162.15- % 18,983,55%
5/31/6~ 114 NOTES RECEIVABLE BAL FWO $ 267,155.22
6/29/6~ 1 10 | 1297 114 JOURNAL ENTRY &3 5,139.45
6/29/6- 114 BALANCE S 5,5139.45% 33 5,139.45% (% 272,294.,67%
ey _A
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DRJ WIRE COMPANY
MONTHLY INCOME STATEMENT

FOR THE PERIOD ENDING MAY 31, 196-

GROSS SALES $ 1,656,380.15

RETURNS AND ALLOWANCES 33,841.20
NET SALES

COST OF SALES $ 1,174.733.85

GROSS PROFIT

ADMINISTRATIVE AND GENERAL EXPENSE $ 23,196.44
SELLING EXPENSE $ 101,863.50
RESERVE FOR BAD DEBTS $ 1,656.38
TOTAL OPERATING EXPENSE
OPERATING PROFIT
CASH DISCOUNTS ALLOWED $ 30,145.72
INTEREST PAID 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

$

$

3

1,622,538.95

1,174,733.85

126,716.32

447,805.10

321,988.78

289,782.87

239,746.91
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Routing

[] President's Office
Treasurer

[ ] Comptroller

|_] Accounting

| ] Sales Manager
Plant Superintendent

SOUTH LAKE SAND COMPANY
COMPARATIVE INCOME STATEMENT

PERIOD ENDING  MAY 31, 196-—

CURRENT MONTH YEAR-TO-DATE
ACCOUNT INGREASE*
NUMBER DESCRIPTION THIS YEAR LAST YEAR THIS YEAR LAST YEAR OR DECREASE-
411 SALES
411-100 GROSS SALES S 1,223,195.85 [§ 1,083,474.02 |5 4,739,999.14 |8 3,415,174.67 [5 1,324,824.47 *
411-200 LESS RETURNS & ALLOW 1,726440 1,912.71 3,245.97 3,464.22 218.25 -
NET SALES 5 1,221,469.45 (5 1,081,561.31 [§ 4,736,753.17 [$ 3,411,710.45 [5 1,325,042.72 *
412-100 LESS COST OF SALES 581,786.15 541,950.16 24852,146.73 2,008,762.23 843,384.50 *
GROSS PROFIT 639,583.30ﬂ$ 539,611.15%$% 1,884,606.44%3% 1,402,948.22#4% 481,658,22 #*
421 SELLING EXPENSES
421-100 SALARIES & COMMISSION[S  184,373.27 |5  179,264.48 [5  705,623.06 |5  541,579.46 f[5  164,043.60 *
421-200 TRAVELING EXPENSE 14,425.15 13,790.80 53,726.92 42,968.21 10,758.71 *
421-300 DELIVERY EXPENSE 6,140.20 5,956.00 28,364.15 16,428.19 11,935.96 *
421-400 ADVERTISING EXPENSE 1,582.00 1,450.25 18,250.00 5,225.75 13,024.25 *
421-500 OFFICE SALARIES 27,684.35 25,829.15 94,342.18 79,415.14 14,927.04 *
421-600 STATIONERY & SUPPLIES 1,380.60 1,295.00 4,982.76 3,576.82 1,405.94 #*
421-700 TELEPHONE 1,315.85 1,305.62 44148415 3,381.26 766.89 *#
421-800 BUILDING 6,725.00 6,215.10 25,175.00 18,634.55 64540445 *
421-900 MISCELLANEOUS 1,460.38 1,385.75 4,965.48 3,519.47 1,446.01 *
TOTAL SELLING EXPENSE 245,086.80%% 236,492.15%% 939,577.70%3% 714,728,854 224,848.85 *
. E— / N_’—N
e v
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DECEMBER 31, 196~ ANNUAL BALANCE SHEET SYRACUSE, NEW YORK
] I
MAJOR ACCOUNT A|SSETS MAJOR ACCOUNT LIABILITIES
m Cash on Hand and in Banks $ 2,419,339.22 21 Accounts Payable $ 603,319.12
12 Accounts Receivable I$ 1,821,681.82 212 Accruals 275,219.77
13 Less Reserve for Bad Debts 70,000.00| 213 Statutory Liahilities 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
: :Z |Marke'ub|e Securities 6,]55,473.20 222 Debentures 150,000.00
nventories 2,141,284.83 Divi P 40,325.00)
$12,505,909.48 223 ividends Payable 9 5 4.490,325.00
(bl Land 1,213,706.63 © e
213 231 Other Liabilit 383,675.00
122 Buildings 9,026,417.22 3 or Liabilities 383,675.00
123 Less Depreciation Reservd 3,250,802.60) 5775 614,62 m Capital Stock 14,860,047.03
/79,014, 14,860,047.0
124 Equipment and Machinery] 16,209,754.21 321 surpl £758.356.21 860.047.03
125 Less Depreciation Reservd  6,211,830.14]  9,997,924.07] urplus T 675835620
16,987,245.32 e
13 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
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HASTING-WHITE TOOL COMPANY
COMPARATIVE BALANCE SHEET

PERIOD ENDING: JUNE 3C. 196-
«Z
o2 - CURRENT MONTH
¢ .'5 PREVIOUS MONTH OVER* % OVER*
3 g DESCRIPTION S THIS YEAR THIS TEAR LAST YEAR OR UNDER- OR UNDER-
ASSETS
CASH AND RECEIVABLES
111 CASH 5 15,673.38 |5 16,739.73 |5 15,248.61 |5  1,451.12 % | 9.8 #
112 ACCOUNTS RECEIVABLE 32,967.21 33,291.18 32,968.32 322.86 * .9 »
113 RESERVE FOR BAD DEBTS 329.57- 332,91~ 329,68~ 3.23 ® L9 x
114 NOTES RECEIVABLE 1,000,00 1,500.00 1,500.00 - [ 100.0 -
115 MARKETABLE SECURITIES 2,164.30 5,898.13 3.673.21 2.224.92 # | 60.6 *
rofls  s51,475.22% |5 55,506.13% |5 53,060.46% |5 2,535.67%%H
INVENTORIES
116 INVENTORIES s 183,621.83 |5 161,298.67 |5 149,238.61 |8 12,060.06 * | 8.1 %
TOTs 183.621.83% [5  161,298.67# |5 149,238.61% [5 12,060.06%4x
LAND AND BUILDINGS
121 LAND
122 BUILDINGS s 50,238.96 5 50,238.96 * *
123 RES. FOR DEPREC. 5 2,116.45- 2,363.74= 5 1,767.88- 505.86 * | 33.7 %
TOTls  2,116.45- |5 47,875.22% |5 1,767.88— |5 49,643,10%ux
EQUIP. AND MACHINERY
124 EQUIP. AND MACHINERY | s  10,873.98 s 8,339.61 5 16,298.38 |5 7,958.77 - | 48.8 =
125 RES. FOR DEPREC. 3,245.67- 3,469.22- 2,975.12- 494,10 * | 16.6 *
TOMs  7,628.31% |3 4.870.39% |5 13,323.26% |5 8,452,87%-4
DEFERRED CHARGES
131 PRE-PAID INTEREST
132 PRE-PAID EXPENSE s 1,231.19 % 1,348.16 |5 1,741.93 |8 393.77 - | 22.6 -
133 CONTRACT EXPENSE
TOTs  1,231.19% |5 1,348.16% |5 1,741.93% |3 393,77%-4
INTANGIBLE ASSETS
141 PATS. ,COPYRIGHTS ,ETC
142 OTHER INTANGIBLES s 1,333.98 5 1,026.93 8 1,238.97 |8 212,04 - | 17.1 =
143 RES.TO AMORT.INTANG.
: rotls  1,333.98% 5 1,026.93% | 1,238.97% |5 212.G4%-H
151 OTHE?S’QSE COMPARATIVE BALANCE SHEET
oTA PERIOD ENDING NOV 30 196-
ACCOUNT END OF DECEMBER 31 INCREASE *
NUMBER DESCRIPTION CURRENT MONTH LAST YEAR OR DECREASE—
Liag] 11 CURRENT ASSETS
ayy | COREENT L 111|  casH $1,219,884.07 [51,304,176.42
" AcCaUr $1,219,884.07% [31,304,176.42% |5  84,292.35
112 ACCOUNTS RECEIVABLE $1,623,246.12 ($1,510,132.15
113 LESS RESERVE 18,163.,20 17,115.23
$1,605,082.92% |$1,493,016.92% |$ 112,066.00 *
114 NOTES RECEIVABLE $ 271,332.20 |3 269,473.42
$  271,332.20% |3 269,473.42% |3 1,858.78
116 MERCHANDISE INVENTORY $2,902,170.32 [$2,810,278.90
117 LESS RESERVE 32,695.15 29,146 .45
$2,869,475.17% |$2,781,132.45% |$ 88,342.72
TOTAL CURRENT ASSETS $5,965,774.36% [$5,847,799.21% |$ 117,975.15
12 FIXED ASSETS
121 LAND D  312,469.43 |3 312,469.43
S 312,469.43% [3 312,469.43%
122 BUILDINGS $2,149,939.67 [$2,140,961.80
986,225.05 978,7
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KRAUSZ MANUFACTURING COMPANY

GENERAL LEDGER

MAJOR ACCOUNT 421 SEPTEMBER 196-
MINOR CURRENT MONTH
ACCT.
ACCOUNT TITLE Cg%E BEGINNING BALANCE CREDIT CLOSING BALANCE
GENERAL AND 'AMINISTRATIVE EXP
SALARIES
GENERAL AND OVERTIME 179 [s 277,001.71 s 26,126.20 B 1,974.93 [5 301,152.98
TEMPORARY 195 5,939.59 389.24 6,328,83
TRAVELING EXPENSE 300 41,644,32 5,156.81 259.58 46454155
Lo 400 96,039,31 13,186.59 10.14 109,215.76
NATIONAL PRODUCTS COMPANY “10 42962:00 264.26 270 252378
ES :
507 10,601.82 2,326.57 362.41 12,565.98
GENERAL ACCOUNTING REGISTER 208 01 96 26574 10187044
reorrno, _fo/  pLIES | 510 852.76 908.75 3.24 1,758.27
sHeer_./_ _or.// G by S/ s96- T ———TTT Ty T
‘CURRENT MONTH 740 10,719.16 861.03 4.71 11,575.48
ACCOUNT REFERENGE 770 24,153.35 3,900.75 1,649.68 26,404,642
NUNVBER OPENING BALANCE CLOSING 71 3,409.63 353.96 3,763.59
GENERAL| SUB. VROE: Aﬁﬁ%’g’;’ DEBIT OR CREDIT LOSING BALANCE 781 469,26 34.58 10.51 493.33
111 b 134,033.34 J
111 8021131 5 166,685.71
111 802511 850,00 5 660,659.57% |5 B82,436.91% B 6,364.95% |5 736,731.53%
111 104211 188,694 .45
' 21,158.74- [$ 112,874,60%
H
112 5 3,989.76 H
! * 3,989.76%
1
113 5 62,205.91
113 702B11] |8 175,506.15
113 7103121 1,492.59-
113 802000 168,990,89-
113 710313, 401.83~
113 | 651 710074 184.51 e - ~
H 4,805.35% |gf GENERAL LEDGER
.
MAJOR MAJOR
114 s 101.25 : 111 [ CASH 111
114 121230 s 872,50~ ACCOUNL I | ACCOUNT
: 872:50- 19 gJOURNAl ACCOUNT CURRENT MONTH ENTRIES BALANCE
116 3 5,850.00 i DATE | O I'NUMBER | “NUMBER DESCRIPTION OF ENTRY DEBIT YEAR-TO.DATE
) * 1912/31 111 BALANCE FORWARD $1,304,176.42
I 1715| 7| 1210|111 CASH RECEIPT 5296 ,820.32
lgl 5 158,950.49 ! 1/15| 8] 1215]111 CASH DISBURSEMENT ’ $298,615.45
2l 710820 [ 12185 ] 1/31[120] 12321111 JOURNAL ENTRY 40,132.60
e Qi 1731 7| 1239]111 CASH RECEIPT 601,248.73
1731 8| 1242|111 CASH DISBURSEMENT 598,122.15
$898,069.05% [$936,870.20% $1,265,375.27+
1/31 111 BALANCE FORWARD $1,265,375.27
2715 7} 1259]111 CASH RECE1PT 3290,124.32
2715| 8] 1262|111 CASH DISBURSEMENT $295,463.10
2728| 7| 1276|111 CASH RECEIPT 625,195.20
2,28| 8| 1278|111 CASH DISBURSEMENT 620,163.25
2/28|10| 1281)111 JOURNAL ENTRY 49,256.04
$915,319.52% 5964 ,882.39% [$1,215,812,40%
2/28 111 BALANCE FORWARD $1,215,812.40
VATV SRR . : 0. e N B




GENERAL LEDGER

From IBM v

- - - - -JApplications
! (i.e. A/P)
: L
|
|

or’c\

by Detail
cct. No Print

S. P.

7 Account
Ledger
Summary

BRalance
& Post
Controls

re-Punched
T 77T Journal
| Youchers
E
Repro- Detail
duce Print

>

/

Pre-Punche
- Journal
egister

Balance &
Post to

Controls

Youc

, _/Pre-Punche
Journal

cr

D




GENERAL LEDGER

Journal
Vouchers

Post to

Controls 7

K. P.
: Journal
| i Vouchers
|
|
& Detail \/ K. P
Journal Print Journal
Registe Vouchers

é. P. Journdl Voucher
ﬁre—Punchei
Journals

/ Account
Ledger

Summary

10



GENERAL LEDGER

BAKER, BAKER AND COLE INC. . SOMPARATIVE AE';'(‘V
Nt NS DESCRIPTION JANUARY FEBRUARY MARCH / / JUNE YEARTO.DATE
421-600|  BTATIONERY
421-600 | 1] AKRON $ 40,20 (3 35.15[¢ 33,01 $  108.36
421-600{ 2| ALBANY 18.60 22,10 20.80 61.50
421-600| 3| ATLANTA 50425 53,15, 56,15 159.55
421-600| 4| BALTIMORE 101.23 | 105.96 96,20 303,39
421-600 ,
4217559|| BAKER, BAKER AND COLE INC. BRANCH OFFICE
421-€00 , EXPENSE RATIO STAT
‘*glfGog ~ OFFICE SALARIES : B
421-60 , -
421600 | | srANCH oR | ... " RATIO OF EY ATE ,
421-600 | | ACCOUNT No, | BRANCH OFFICE OR Account JAN. FEB, | MARCH | APriL | MAY /| ocr. | Nov. | Dec.
421-600 {1 o0 CINATIONAL - AVERAGE 11,9 1711.5 | 11.0 | o Lo
421-600 AKRON 1105 | 1201 | 1203
421600 |aLBANY }110.4 | 10.0 | 9.8
421-600 [} ATLANTA® l1z.5-112.3 [ 1246
4216001} BALTIMORE 1441 ].13.8. ] 14.6¢ ; :

BRANCH OFFICE

/A:7

[ i
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(cont.)
% Group
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B.

IMPLEMENTATION

STUDENT HANDOUT #1

Establishment of Customer Organization:

Customer coordinator must possess the authority and
knowledge to settle inter-departmental problems.

Tabulating supervisor should be experienced.
Key punch personnel hired or selected for training.

Consider need for additional personnel to perform coding
operations, assist during conversion, etc.

IBM responsibility.

Initial Education Program:

Arrange for executive training, allow ample time to
schedule trip.

Review with executives the application, types of
input and volumes. Does the customer accept the
responsibility for the installation's success?

Present to the department heads the punched card story
as related to their machine configuration. Formalize
planned output, input, and volumes.

Provide for key punch training.

Introduction of CE Field Manager to key customer
personnel.

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, etc.

Distribute appropriate manuals, etc.



IMPLEMENTATION

STUDENT HANDOUT #1

Systems Design:

1.

10.

11.

12,

13.

14,

Develop schedule of application conversions, parallel
runs, pilot runs, etc.

Review and analyze input and output specifications (format).
Determine file requirements. O btain samples of source

documentation.

Determine source document availability, cut-off schedules,
and ascertain established controls on source documents.

Provide for coding and editing. Who will perform these
operations ?

Allow for updating of master files. Assign control numbers
to files.

Design proper controls for tabulating.
Develop control book for balancing purposes.
Review special devices required.

Should source documents be re-designed to provide an
efficient, accurate key punch operation?

Document all areas of system (tapes, forms, boards,
procedures, cards).

Develop master code book of card coding. Also color
and corner cuts used.

All forms must be designed, run and checked against
equipment ordered. .

Use stock forms, paper, cards whenever possible to
allow for changes and revisions to existing forms.

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
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- 16.

IMPLEMENTATION

STUDENT HANDOUT #1

Avoid overlapping of fields in report and forms design.

Develop error correction and reconstruction procedures.

D. Physical Planning:

1. Make floor plan, include all accessories and equipment.
(Desks, files, racks, chairs, equipment.)

2. Consider noise levels when selecting room.

3. Allow for storage of forms, cards.

4, Provide for proper electrical outlets and current requirements.

5. Room access must be sufficient size to accommodate
equipment.

6. Floors, elevators, steps must be structurally sound.
(Carry machine loads.)

7. Obtain in sufficient time: card racks, control panel
storage, wire storage, card files, rubber stamps, report
binders, cards, forms, stock paper, tapes, sorter
rack, etc.

8. CE check out of physical plans.

E. System Installation:

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, cutoffs, file maintenance and exception
procedures.

5. Document complete system. Place documentation in a

binder for ready reference.

[y



IMPLEMENTATION

STUDENT HANDOUT #1

6. Tabulating personnel must be thoroughly appraised of
card and equipment handling procedures and good
housekeeping 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. (Responsibility of Tab Supervisor.)

Machine Arrival and Installation:

1. Arrange for customer engineering installation and
check out of equipment.

2. Explain operation of special devices to supervisor.

Review Basic Input and Output Requirements:

Review with department heads and those concerned,
input and output requirements.

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, check all input for accuracy and
completeness. Be certain all personnel are fully informed
of their roles.

5. At conclusion of parallel run, 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, cut-over to new system.

I. Department Head Seminar:

1. After system has been in operation, arrange for a department
head seminar to discuss progress, 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.



PUNCHED CARD DATA PROCESSING

Customer Name

Date Completed

Salesman Name

Branch Office

Equipment Delivery Date

Suggested Suggested
Completion Process
Schedule Time To Starting Completion
Rela}uve To Complete Dates Dates
Requi - Delivery (X) Requirement
equirements No. of Days No. of Days Est. A_cmtual Est. Actual
1. Establishment of Customer
Organization
a. Customer appoint single
coordinator X-120 days
b. Selection of tabulating
personnel X-60 days 30 days
c. Selection of key punch
personnel X-45 days 30 days
II. Initial Educational Program-
Including Dissemination of
Appropriate Printed Matter
a. Executive education X-30 days 60 days
b. Department head educ. | X-90 days
c. Operating personnel X-15 days 30 days
d. Non-operating clerical
personnel X-90 days
ITII. Systems Design
a. Schedule of applications
conversion, parallel
runs, etc. X-120 days
b. Input/output specifications X-90 days 30 days
c. Design cards, flow
charts, forms, etc. X-60 days 30 days
IV. Physical Planning
a. Space,power requirements X-120 days
b. Supplies & Accessories X-60 days 45 days
y_. System Installation
a. Bpard wiring and testing | X~30 days 30 days
b. Key punch master files X-15 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.
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

Requirements*

Suggested
Completion
Schedule
Relative To
Delivery (X)

No. of Days

Suggested

Process

Time To
Complete

Requirement
No. of Days

Starting
Dates

Completion
Dates

Est. Actual Est. Actual

VII. Review of Basic Input and

Qutput Requirements X-5 days 2 days
VIII. Coanversion of Applications
a. Parallel runs X+ 30 days 30 days
b. Test system controls X -+ 30 days 30 days
IX. Department Head Seminar
a. Progress report and
department head
feedback X + 30 days 15 days
. Job Timing
a. Time actual jobs and
establish operating
schedule for tabulating X + 60 days 15 days

* Refer to Pre-Installation Planning Guide for Additional Detail



