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vious report are sorted by material, by model and by
customer, and then tabulated on what is known as a
Ledger Posting Report, of which Figure 3 is a sample.
This report is presented twice each week during the
selling season and serves many purposes. First it serves
as a check against errors both in the original orders
and in transcribing them to the cards. Next it forms a
basis for records of individual salesmen. And finally
the totals at the end of each model are used as the me-
dium for posting to the ledger record of items sold in
the various materials, models and sizes. Were it not
for this system we should have to make a separate

" posting for each of the items shown in the body of the

o

repott, instead of which we need post only the items
shown in ‘the line of totals. Furthermore, these items
are arranged in numerical order and in the same order

.in which the ledger sheets. are arranged, thus elimin-

ating the necessity of huntihg through the ledger to find
the right page on which to make the entry. When we

- consider that this process must be repeated for 500

materials in sixty model variations, the saving in time
and labor becomes most impressive.

Now let us assume that a quantity of items in any
material and model have been put into work.  The
question then arises: To what customers should these

"items be delivered? Again we go back to our cards,

and the answer to the question is simple. We merely
select the cards for the material and model in ques-
tion, sort them by customers and we have a tabulated
report giving all the information necessary for dis-
tribution. | :

These are not the only products of these detailed
punched cards but they are the principal ones. What 1
wish to emphasize is not the value of the reports them-
selves, but the simplicity, speed and accuracy of obtain-
ing them. On a recent occasion we timed a punch op-
erator and found that in less than half a day he trans-
ferred to cards the data from 120 orders for over
11,000 items of ‘merchandise; immediately thereafter
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Tig. 3. Ledger Posting Report—Sales.
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Fig. 4. Comparative Order Apalysis.

these cards were sorted in with cards for previous totals.
and tabulated for the ledger posting report. The entire
job, including the punching of the ca?ds, sorting and
tabulating for two large reports required less than
seven hours’ time of two men. And most important of
all, the reports were absolutely up-to-date, including all

orders that had been delivered by %I
C:Lbetore. }

Let us now turn to a somewhat different, but closely
allied,, group of reports—those used for purposes of
compavison. For this group we punch a different set of
cards, also however from the original arder. On these
cards we omit details of materials, models and sizes,
but igclude amounts in money, and classify the orders
by classes of product and of material, by district, size of
town, by type of customer and by salesman.

From these cards we obtain a number of extremely
interesting and valuable reports. For |instance, let us

look at the Comparative Order Analysis (Figure 4). .

This report is divided into two parts, the upper for the
day for which the report is submitted, and the lower
for the season to date. The first two horizontal head-
ings refer only to orders from all custor,rlers who placed
an order the corresponding season of the previous year.
The items ordered are divided into ten subdivisions,
thus allowing comparison and analysis of the orders by
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Fig. 5. Comparative Sales Report.

classes of material and by types of product. The next
three lines give the same analysis of orders from re-
claimed accounts (old accounts who did not buy in the
corresponding season of the previous year), from ac-
counts which are only one season old, and from ac-
counts new the present season. The last line gives the
totals for all accounts, new or old. The last column,
showing average number of items per order, is a con-
venient method of comparison between various seasons
and between various kinds of customers. The lower
half of the report is, of course, a duplicate of the upper
part, but the figures are cumulative for the season.
These figures, as well as those on other forms shown,
are quite evidently fictitious.

A somewhat similar report is shown as the Compara-
tive Sales Report (Figure 5). This is a comparison,
expressed in dollars and in percentage of increase or
decrease between the volume of business booked daring
the current season and the sales to the same customers
during the corresponding season one year before. It
also shows the purchase of all customers who did not
buy the previous year. As the season progresses the
report also shows the volume and percentage of addi-
tions to original orders as well as cancellations and
revisions.
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We have now briefly taken up the principal reports
dealing with the receipt, handling and filling of orders.
All of these reports and analyses have been based on
two sets of cards punched on receipt of original orders.

It is impégsible to more than merely mention some of

the many ‘other results obtained by sorting and tabu-
lating these same cards. We have, just for the asking,
analyses of orders by classes of merchandise and by
sizes ; these are of especial value between seasons when
work is started in anticipation of orders. In a seasonal
business such as the manufacture of clothing, the ten-
dency of the production curve is toward deep vaileys
between seasons and marked peaks in the height of the
seasons. In order to straighten out this curve it is nec-
essary to manufacture during the slack seasons, consid-
erable quantities of staple product for which there will
be a reasonably certain demand during the busy sea-
sons. The selection of this product requires good judg-
ment, and the analyses just referred to enable the per-
sons making the selection to base their judgmert on
actual history rather than on a personal opinion;or -
estimate. In addition to these analyses we have special
analyses of mail orders, and .of inquiries, classified by
district and advertising media. We have reports by
salesmen and by size or town. All of these can be, and
frequently are carried into complete detail as to mate-
rials and models. There are also reports showing addi-
tions to orders, cancellations, filled orders, unfilled or- -
ders, percentages of orders filled, both individually. by
customers and as a whole. And there are others, too
numerous to mention. Most of them are furnished at
regular intervals during certain parts of each season,
but any one can be furnished as often as needed.

The next phase of the Statistical Division’s work is
in connection with work in process. - All cutting or
manufacturing orders issued by the Scheduling Divi-
sion of the Planning Department are divided for con-
venience of manufacture into a number of smaller units,
called batches, of from one to twenty items each, and a
sub-manufacturing order issued for each batch.- Copies
of all manufacturing orders and sub-manufacturing
orders are delivered to the Statistical Division. The
main manufacturing order ‘'acts as a detailed job cost
collecting medium. From the sub-manufacturing cards
are punched cards containing details of the items put

- into work and identifying them with the manufacturing

order. These cards form an active inventory of all
work in process, and by mechanically sorting and tab-
ulating them, we have at very short notice full details as
to the number, kinds, and sizes of all items of work.




