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ness, it still cannot be denied that a clerk makes
ncrthmor directly that can be eaten, worn or otherwise,
used to sustain life, his chief product being apparemly
2 number of marks made on paper. If this sinister
growth continues for a few decades longer—say fifty
years more—we shall all be under the painful necessity
of making a living by \vrltmg each other’s letters,
for we shall all be clerks. We shall appl_'oach the con-
dition of the inhabitants of that fantastic island on

which- all “made n honest but- precarious living by

taking in each other s washing.” |

Naturally this. ‘sounds absurd, and of course it is .

.absurd. It cannot actually happen under ariy circum-
stances. 'But what can happen, nay, what is happening
under our very eyes, is that'profits in business are

rapidly dmnmshv‘ng, and unless measures are taken to
check this condition, they will continue their down-
ward trend until they vanish altogether. In the next
decade the keen.competition now upon us will sm]pfy
force attention to this ominous question. -
The cause for.this outrageous growth right now is
the general apathy "of business men regarding the
subject of clerical work. Who is the office manager?
In many cases there is none; in others, he_ is merely
an overgrown bookkeeper, who is in charge of but a
Foportlon of the clerks, the remaining clerks
being in'charge of other executives—the sales manager,
who cares nothing especially about managing clerks
and is intent only on making sales; the factory man-
ager,. who - despises clerks as ‘“non-producers” and
spends most of his time on production problems; the
treasyrer, who is interested in his financial statement
‘bL}ﬂ\c =r§ainly'not 4n clerks'and clerical work. Where

there|is an office manager, is he ever called into the
generlal executive council?’ He is not. Is his opinion
.sought on clerical matters? It is'not. The office has

been land still is the neglected Cmderella of modern
industry. No one is interested in her. Perhaps a
better, though more threatening analogy, would be to
compare the office to a Frankenstein constructed, by
big blisiness which will eventually devour its makers.
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Ylfteen years ago Harrington Emerson startled the

business world” by stating on the witness stand

that

the railroads of this country |could save a million

dollars a day. At the time hi
poohed as extravagant, but today it 4s generall
garded as a cofiservative estimate, At,lpresen
clerks as an -occupational grou
other single occupatxonal trade|in the countr,
culture excepted. This group xceeds by many
dreds of thousands the ﬁqures for each of the
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next ‘largest groups, the)railroad workcrs, the myiners

and the iron and .steel workers. Reduced to

per-

centages, the figures given show that one person out

of every ten carning wages is a clerical work
some kind, and this pelccntage is stm(lll\' and 1
increasing.

That it is posmble to divert a large percenta
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these workets to other occupatlons is evident from the
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ing space, fixtures, ‘machines 2 'm:’]i supplies which v

result from’a countrywide saving of clerical v
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When we see on every hand the new and tremendously

costly office buildings that ‘are being erected,

it is

easily possible to visualize the aste there and in

the accessories above mentioned which go with
gigantic. stryctures. I shall conﬁx;;e myself, ho
to the saving on the salary bill.
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THe three riillion clerks in this cou ntry propably
receive an average wage of $4 per diem, ‘which means

a daily wage bill of $12,000,000. From the exa
tions we have made, I have no hesitancy|in sayin,
the a\’% Fage office is not 50 per cent efficient,, t!
I\vould_ not insist that all-this loss is defy
recoverable. If, however, modern manag
method are applied to the office and yield the
results i
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factory of today with that of twenty

'

should 1ik'e to be able to fill.  Any member
does” not I)md his Bulletins w ill be renderir
educational service by returning "this number.

of the October, 1923, issue are ‘also

. needed.

tis, easily possible that half of this
recovered, and this very conservative estimate
4 saving of approximately $3,000,000 a day.
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‘reports.

'

as a basis for executive action. Since responsi-
bility for the formulapon and execution of policies
in regard to the conduct of a business rests upon the
chief executive,, e’ cann t ‘allow his decisions to be
based on general impressions or the opinions of mem-
bers of his staff.

When busitiess organizations were small, an execu-
tive could base his control on facts secured from verbal
reports. As industry expanded he found it impossible
to keep informed as to ¢verything that happened in
tonnection With his busingss and he therefore had this
information condensed and presented to him on written

However, the ﬁiures on these reports stood
alone and there was no standard of comparison to show
whether or not: conditioub were satisfactory; the re-
ports therefore dld not ihdicate where action should
be taken.
- «In his attempt to secure some basis for action, the
executive had-these figures compared with some other
périod—the previous month 'or the same month of the
previous year. This was obviously a step in the right
direction, but it was only moderately effective, because
* the executive had to remember whether the period ‘used
for companson had been Inormal and, if not, how far
it had been from the norm.

Because this comparison was not dependable, re-
ports frequently failed to indicate action until it was
too late.”, This resulted in the drawing up of addition-
al reports in the hope that if one. failed to indicate
a dangerous tendency the executive would note it on
some other report. The confusion resulting from these
overlapping and inadequate reports, combmed with the
. entrance of industry into an era of $maller margins
‘of profit, has necessxtated a more dependable method
of control. : . '

- . i
THE purpose of reports should always be to serve

1A paper prescnted at a meeting of the New York Metro-
politan Scchpn of the Taylor Society, March 19, 1925, Re-
printed, by! permissiod, from The [ron Age. March 19, 1925.
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" unsatisfactory by .comparing it with

_is thus
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More Dependable Jﬁethod of Control Developed

' The distinguishing feature of the method developed
to meet this situaﬁpn is that reports make it imme-
diately apparent that a certain figure is satisfactory or
2 plan or a
standard. The executive decides in advance what con-
dmors or proﬂ‘rams He will consider satisfactory and’
secures reports at regular intervals which compare
acma&pxditions with those he has predetermined. He

ft free to concentrate his atte{\tioxfon’ two
things’ (1) the cause of variation froxP the prede- !
termined condition; (2) the action tolbe taken “to.

bring conditions in line with his plan. '

This has been a long step toward simplifying man-
agement ‘and it has beén applied to almost, every phase
of production and. distribution as well as to transpor-
tation and governmental activities. The chief execu- .
tive has welcomed this method and now has available
reports which ard definite and dependable. This new
method has made it ‘possible to discontinue these re- .
ports which overlapped or duplicated information. On
the other hand, the fact that the new type of report is
effective has stimulated its use and it has been applied
to activities whlch were heretofore conszdered impos-
sible to cover by reports. In sales organizations con-
sisting of hundreds of men and plants employing thou-
sands of workmen the dally performance of individuals
is now being charted against standards or quotas.

But modern business is extremely complex and
when all of its phases are adequately covered by re-
ports the result is so voluminous that it is physmaﬂy
impossible for one man to read all of them, to say
‘nothing of acting on the information they contain.
The chief executive has, therefore, delegated to the
members of his staff the task of interpreting these te-
ports and taking.the action they indicate. However,
when this has been done he is face to face with another
dilemma ; he must see that the responsibilities he has |
delegated are properly executed and he has no infor--
mation as to progress except what he can get from




