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Fig. 9. Operation Efficiency Record. \
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I'ig. 10.  Operator's” Efficiency Record.

ment supervisor who turns it over to the planning
center clerk. It then becomes the duty of the plan-
ning center clerk to see that all time tickets of the
operator, for the work and during the time author-
ized onx‘the special hourly rate card, are stamped
“Special Hourly Rate No. ,” giving the num-
Dber of the card.

The company has an established pOllL) that no

Piece rates may be changed unless they are set too low,
in which case they will be adjusted upward to what is
considered standard; or in cases where fadical changes
h‘ave been made in the method of performing an opera-
tion and the operations are directly affected or where
previous operations have been changed or parts re-
designed. This is a precaution against the lowering of
rates because they may have been loosely|set. In order

-
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that operators may be fully cognizant of this rule we
have placed on every instruction card holder a slip
stating our piece work policy.

Lxperimental Work—Factory. All factory experi-
mental work is under the direction and control of the
methods section of the methods division of the plan-
ning department, and it is their duty to devise and main-
tain the best methods of manufacture and procedure
that can be developed or found. They accomplish this
through original research worlk on parts, processes, ma-
terials, supplies, equipment, etc.; careful reading of
technical papers and hooks; visits to other factories;
the investigation of complaints of difficulties encoun-
tered ; the maintenance of written standard practice in-
structions for the methods adopted, and constant con-
tact with the results obtained from these adopted meth-
ods ; through records of accomplishment ; and then more
detailed investigation to secure even greater benefits.

FPor convenience in operation, methods work is di-
vided into three groups, each group being under an en-
gineer who is familiar with the particular requirements
of the work in his section, and with the general policies
of the company in relation to such work.

This grouping is as follows:

1. General machining of parts and their inspection.

2. General metal finishing, hardening, cleaning,
chemical investigation and analysis and the inspection
‘necessary.

3. All sub-assemblies and machine assemblies and
their inspection.

The engineer at the head of a group is responsible
for all methods adopted as standard in that group. He
is expected to keep the work at the highest possible
point of efficiency in all ways, and is responsible: for the
technical accuracy and completeness of the methods and
processes adopted. Through this grouping and defined
responsibility are found the best machines for the work;
the shortest and most economical path of work; the
inspection that is necessary and at what point and by
whom it shall be given; the easiest and most economical
method of performing the work; the operations best
adapted to the work; the location of machines and work
for the best results; the effect of changes in design and
in tools on standard methods ; the value of recommenda-
tions from operators and supervisors as to betterments;
the proper small tools to use; the most economical use

“of supplies; the correction of troubles, etc.

In the methods section is placed the responsibility
for initiating improvements and general betterments
and the following up of these ideas to the point of
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acceptanck or rejection: and the responsibility for see-
ing that standard practice instructions for all work are
issued, and that the results obtained from these standard
methods are satisfactory in all ways. :

If the methods section were operating at full them:eti-
cal efficiency it would investigate and find the best ob-
tainable methods for securing the greatest prosperity
for both company and employees; would see that the
interests of both employer and emplayees are identical ;
demonstrate that by economy and the elimination of
waste in materials, time and effort, a high wage can be
maintained and a low production cost secured; would
see that there are no wasted motions or mov ements—
not one useless or unnecessary job performed; that
there is absolutely accurate control of every. operation,
function and department in accordance with the best
knowledge obtainable as to what is most desirable; that
this knowledge is recorded and becomes a standard
until some Detter knowledge supplants it; that this
knowledge and standard is constantly utilized and ap-
plied ; that proper use and application of this knowledge
is fitly rewarded; and to make repeated studies and
investigations of any data or information that can e
used to further these objects.

(d) The Planning: Department

Scheduling, Routing, Controlling: and  Dispatching.

Parts Ledger. A record of all parts is kept in what
is known as the parts ledger.” This ledger records all
parts on order, in process and in finished parts. Fach
part has a sheet in the ledger and in the upper right-
hand corner is shown the number of parts per set and
the lot size to be ordered. In the upper left-hand coi-
ner we show the lead. This lead is determined by
first figuring the number of days it takes to manufac-
ture an order of parts. The number of days multiplied
by the production per day (this data being furnished by
the works manager for as many months in advance as
possible) plus the minimum amount for finished. parts
stock gives the lead, or the minimum number of parts
that should be available and on order. When the quan-
tity shown in the “Available and Ordered.” column is
within ten days of the minimum, the stock ledger clerk
immediately issues a manufacturing order for the quan-
tity of parts specified in the upper right- hand corner:

Manufacturing Order. The manufacturing order is
filled in showing starting date, and finishing date (Fig.
11). The starting date is determined from the parts
ledger lead and the ﬁmshmg date by adding the number
of days it requires to manufacture the given quantity
to the date on which the order is to start. The manu-




