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The socxet) has not hesitated to cooperate with
others in programs motivated by ‘the desire for im-
provement of ‘social conditions where such 1mprove—
‘ment has involved problems of management.
worthy instance was the publication of Horace B.
Drury’s study' of the three-shift system in the steel
industry, a stiidy the influence of which, combined
with ihe influence of other similar studies, brought
about ‘a significant change in management methods
in the steel industry. Another instance of interna-
tional public service was the acceptance by the Taylor
Society of detail labors involved in the organization
of the effective contribution of the Committee on
American . Participation to the Prague International
Management Congress in 1924. '

The Taylor Society is interested in advancmg sound
thinking concerning the management problem through-
out its entire. range, in promoting understanding of
established principles afid discovery of new principles,
and in assisting its membership to the command of ‘an
engineering techmque of investigation and a flexible

technique of management derived by that method of

investigation. It welcomes to membership all who.

_have become conyjnced that “the business men‘ of to-

morrow must have the engineer-mind.”
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The First Step in Increasmg the Efficie *‘my
of Office Departments | .

By Frank L. Rowland?® 651.

Manager Personnel and Planning, The Lincoln National
: Llfe Insurance Company, Fort Wayne, Indxana.

N COMPARING the progress made to date in
s the development of office organization and man-
-agement, with that attained. in the field of factory

- activities, it is necessary to recognize some of the-

fundamental differences which exist in the two de-
partments of management.. Durmg the past few
years I have entertained the thought that we who are

' prgmanly interested in the development of, the science

of office management have been too ambitious in-our

desrre to apply the Iater—day tools of scxentrﬁc manage- .

1Presented as a discussion of a paper by W. H. Leffingweil
on “The Present State of the Art of Office Markagement”
(Bulletin of the Taylor Socicty, Vol. X, No. 2, April, 1925),
at a meeting of the Taylor Society at the Umversrty of Michi-

“gan, Ann Arbor, May 15, 1925,

2Past President, "Iat:ona] Association of Ofﬁce Managers;

" Secretary, Life Office Management Assocranon
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ment which are tllc resultant of a process of evolutlon
through which office activities have yet to go. In
other words, there has been an attempt\ in many in-
stances to transplant the present-day procedure found
in factory. management to a field which is anythmg
but ripe for the process.

In a ‘factory organizdtion the factors of material
and machiner,ywhave a.much greater significahce than
in the office where clerical activities predominate. .In

the latter type of organization the mental factor is,

by far, the most important—machinery and material
being of secondary consideration. In:a factory or-
ganization the machine generally sets" the pace—or,
at least, is in a position to do so—while in the office

" the individual in the main controls this factor, In

view of the fact that clerical activities are of a mental
—or at least of a mental mechanical nature, greater

‘ concern must be given to the numerout psycho]o"lc‘nl .

factors involved in the management.

Theoretically, at least, office operations are, Susceps
tible to the same type of scientific analysis as is-applied
Any office” job, regardless of its
complexity, may be split up into its component parts
and a standard production time set for each oﬁﬁra-
tion. To apply these advanced practiges in a practical
manner to all operations of an office is, however, quite
a different problem and presents difficulties which,
to the average office manager, seem insurmountable.
It has been my observation that more has been written
and said coricerning the application of scientific pro-

"+ duction control schemes to office work than is to be

found in-actual practice. What successful work has
been done along these lines lies primarily in the field
where mechanical or semi-mechanical operations pre-
dominate; and where office machinery is used exten-
sively. This ‘applies to such clerical operations as
filing, typing, mechanical billing, etc. When the aver-
age office manager gets beyond this limited field, he
is' very likely to become lost in the maze of variables
that spring up at every turn, and to find that the cost
of keeping the records necessary for his productlon
control exceed any possible value which may come
out of the scheme.

A part of my business career since being graduated
from this institution twelve years ago has been spent
in factory organization work.  The last few years have
been devoted to an intensive study in the field of
office organization and management. I can frankly.

say from my own experience that the latter field |

presents by far the greater difficulties in attempting .
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where they will recognize that thejr value' ‘to the or-

ganization, to a large extent, is ba

ed upon maintain-

ing an equitable Tatio between ouitput and cost of
output in the group which they supervise,

The first step in the procedure
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