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Ghapter I 

nr.rRODUGTION 

Generally accepted accounting practice has been the 

result of a compromise between fundamental principles and 

present day ec1t).01c;·\:i c~ expediency. The enactment of nevv 

the cl1angtng attitudes of the accounting pro-

ff.:Ssi.on affecting payroll p:reparation and related records 

makes it imperative to make a review of labor ,::,ccounting. 

I • 'I'BJ:U PHOB17b:lM 

Q!atement of the I1_rohl_em. The ideal payro 11 account-

ing system is one which will result in the quick, accurate, 

and economic compil01t ion of the et:rnent ial · ace ou:nting, 

mr-magernent, and s'tudi ting clata from employees t t im.e records. 

blinca many operationi:1 are entalled in the preparfition of 

these import,Sr.nt accounting records, it is important that 

each phase of the routine be analyzed and reviewed. The 

relation of the major ractors will be presented. 

Imnortance of the study. The passage of the federal 
"~ --

T:lage and Hour .Bill and the encJctment of soc i2l secu:ri ty laws 

by federal and state governments have added many nevv tasks 

to the everyday routines of the payroll accounting depart-

ments.. The regulatory rulings set forth by the administra-

tive boards makes new reports and additional figure-f'acts 

:mandatory. '1:he combination of these :nffw factors and the 

earlier essentials isvhich were deemed generally accepted 



accounting p:ract.ioes and principles has caused a search 

for a. more expeditious method of payroll accounting. 

Accounting records and analyses are the tools ·which 

are used to increase the effectiveness of management con

trol. 'l'he evolution of fully adequate accounting and sta

tis'tical techniques has been hampered by the limitations 

set forth by the inadequacy of the a.vai lab le data. 'i'here 

lJas been an all-too-frequent restriction of accounting to 

the functions of preparing financial statements and the 

corresponding limited records regarding the auditing and 

operational routines. tro valuable basic operating data 

should be sacrificed by management bec~iuse of the inade

quacy of antiquated accounting procedures .• 

i'he inherent flexibility of the :punched-card method 

is so great that any degree of detail may be incorporated 

into the payroll to satisfy the law and at the same time 

sat iafy the vary.ing inclinations of managers of the indus

trial organizations. 

The electric machine method of accounting possesses 

a unique characteristic - that is, its emphasis on the 

importance of extracting vital m.anagewent figure-facts· 

from the ma,,.ze of details in which they may be hidden. 

lt is a recorded fact that more than one thousand 

s:eparate and distinct reports may be obt(,inad f:ron~. · carts 

containing only a dozen fields. Xhis fact supports the 

2 



conteni:.ion that the scope or' subject matter and the vari-

ety of details thus ol,tained j.s practica11y unlimi tect. Each 

valua,ble report is an improvement of a link h1 tlrn chain of 

. d h . . ,, /. . t .f. account1ng p:roce u:res,, t us :u-1creas1ng t;.1e sci.en ,i ic. con ... 

trol of operations and ao effective cost reduction. 

II.. IlfI'l' !01{8 OJJ' 

,Attern:lance Card. A card showing the time: that an 

employee spent at his place of employm:e11t is so n0r1ed. 

'l'he employee's pay iB usually computed from t.h:t s card ex-

cept under piecework and/or incentive plans.. '.!.'his card 

may be a record of only one day or for the entire pay 

period. IBU 1•in 1• and 11tout 'ill Time Recoriiers should be used 

to record attendance t im.e on tb.i s card. 

The time an employee at his place 

of employment a.s recorded by an IBM Recorder.. The IB}JI 

'l'ime Reeorclers are recognized a.s the most accurate and 

efficient mea.,ns of obtaining this informati.on. 

wa.ge incentive plan in which a stand-

e,rct is eet&,b1ished. for each job or operation in terms of 

the E).mount of ,,Jorl{ th.at may be finished in one minute by 

an average worker" operating at normal speed. It is cus-

t.cm1ary to express the t i1:r1e factor in lfJa tan and one minute 

is C1illed one B. An employee 1 s regul::ir hoirrly ra,te would 

be pa.id if he finished (luring an 8-hour clay jobs or opera

'tions 011 which the tot,al time allowed (standard) was 480 
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minute (8 hours .x 60 rainutes) or less, 'Would be pa.id at 

hie regular hourly rate., However, if he finished jobs or 

operations on which the to-cal allowed time uvas in excess 

of 480 minutes, he would receive a premimn of seventy-five 

percent of the excess minutes at his regular hourly rate. 

Bonus ::Plan - Group. The earnings of each employee are 

increased v1hen the production by the group of several em

ployees with whom he works is in ,excess of a. aet standard. 

Bonus Plan .. Individual. 'l'he earnings of an employee 

are increased \'.Then his individual prmluction is in excess 

of a set standard. 

Burden.. In eost accounting, it is synonymous with 

11overheadtt. '.therefore, it is that part of the cost of' 

manufacturing which is not directly ;productive. It is 

usually composed of items of cost that do not change with 

va:r iat ions in pro duet ion; such as - re,at, factory o:fftce 

expenses, and telephone. 

Glock Card. This term is synonymous with the term ----
1tattend.ance card""• 

Clock Number. A serial number ass.igned to an employee 

for identification :purposes and to simplify the accounting 
' for his attendance time and resultant earnings. 

Continuous Job Card. The pertinent facts concerning 

the work of one employee on one order number, process, 



department, operntion, etc., during successive days within 

a pay period are recorded on ·this type of card .. 

Control.. In payroll and labor distribution, the tot 3 

of hours, amounts, etc., set up from attend<0.:nco cards or 

other source doctunents, as figures with which all subsequf;nt 

re.ports must balance. 

Gost System. A systematic record of all fin;111cial 

transe,ct ions pertaining to factory work, and the relation 

of these transactions to production factors. '?he reports 

properly interpreted discloses the cost of performing any 

given task. 

Da~ily 'l'ime Card. A card contli1.ining a.11 pertinent·-facts 

concerning every order number, process, departw.ent, opera-

tion, etc., on which one employee worked on one day .. 

Deduction Card. A card containing all pertinent. facts 

concerning a:n arnount to ·be deducted from an employee's pay 

for such i tema as charity c.ontrilnrtions, j nsurance premi-

ums, or War Bond purchases, etc. 

' listing of the amounts deducted 

:from each ernployee 1 s earnings as 1J;;ell as t.he reason for the 

deduction. 1'he lists are usually prepared by type of' de-

duct ion. 

2_e,nominatin~ Ca.sh :Payroll.. It is the determination 

of the total numl)er of bills and coins of each denomination 



required. to maJ:re u.p each employee 1 s pay with the minimum 

number of bills ttnd coins. 

Direct_ Labo:iz.. 'l'he work which is ~~.pplied directly to 

the p:roduct "being manufactureci or :processed .. 

Dual· Card.. The data are r eco:rded in writing as v1ell 

as by means of punched .holes. 

~arnin~~s Record - llilllploye£.. A record cont.aining the 

earnings data of an employee for all pay periods. 

~!lrninez~. filatemen~~ - :mmploye,.§!.• A report ·which is 

usually given an employee at the time he is paid, showing 

the factors pertinent to calculating his groos ear~in~s, 

decluctions, and resultant net pay. 

Jlorm ~-1 .£• A. report submitted qu~rterly to th£ 

:Federal Goverrm1ent listing each employeeis Social aecurity 

:;:crumber, nr:i,me, ancl earnings for the quarter. 

0 

JJ'orm E-l. :the u. si. Tre2,sury Department requires that 

each employer submits t'hi s form. quarterly VJ.here ir1 a smnn1ary 

of' the t o,xes withheld from employees is reported .. 

Ji'orm E·El• 'I'he u. s. 'I'reasury Department requires that 

each em.:ployer submits a listing annually in quadruplicate 

for each employee from v11hom a tax has been withb.eld. 1'he 

original and first copy are furnished "to the employee-. '.the 

second copy (Form W-2a} is forwarded to the U. H. rrreasury 

Department w:i.th the employer's return o:f incom.e tax which 
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has been w:i.thheld on wage.s,· 1form \7-1. for the fourth quarter 

of the year. The 'third copy (:li'orm ':7-2n:) is rE}tained by the 

e:mpl oyer in his files. 

~ 21, ... §_. The u. S .. 'l'reasury requires that each em-

ployer suhmits this form at the end of' the year to recon-

clle any differences in the total amou11t of taxes withheld. 

as reported quarterly (ii'o:rm. W-1) and t.he toal reported 

yearly (.Jiorm Vi'-2). 

li'or:m !-1:· Each en1ployee is required to fill out this 

form and submit it to this employer as the basis of calcu-

l:::;,ting ·the withhold.ine; tax deduction. Jtorm 'N-4 is another 

requireinent of the u. S., Treasury .Department. 

Gang Job Card. 'l'his card contains all the pertinent 

facts concerning the ~ork of several employees working as 

;1 unit on one order number, process, department, oper:;-1.t.ion, 

etc .. , during one day. 

s;ross Ea:r.ning2 • An employee's e0~rninge before con-

sideri.ng deductions which are made in determining tbe net 

pay8 

Money inducernent s, otber than 

regular timo or overtime wages, f'or the accompli.shmont of 

Indirect Labor. 1'he work whicJ-1 contributes to the 

rilanu:f'acture of a product, but no-c physically applied di-

rectly to it. 
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Individual Job Card. A card containing rill :pertinent --~~-----~ ----
facts concerning the worlt of one employee within one day 

on one order number, process, departments or operations 

which were worked on. A separate ca.rd is prepared on each. 

Job Humber.. 'l'his ia a serial number whi cb is assigned ----
to a manufacturing in order to simplify the accumulation of 

the cost applicable to that. partic:mlax order. 

~Order~ Q;xstem. The labor costs are classified 

and accumulated by job numbers. 

Job 'l'ime. '!'ho proc1uctive time spent ·working on a job 

number, process, or operation. :£'bis is another instance 

tiJhe:reby tl1.e IBM Job Recorders are recognized as the most 

accurate and e::ffi cient means of recording job time. 

Labor Cost--- Direct.. The cba.rges which are d.irectly 

app.lieable to an order nuw.be:r, process, department, opera ... 

tion,. etc .• 

Labor Cost - Indirect. 'the charges other than direct ----- . 

charges that are incurred in the production of a pro.du.ct. 

Labor Distribution. The classifying and aoeunmlating 

of labor costs by order numbers, processes, department, 

operations, etc. 

Labor 'l'urnover. 'l'he ratio of separations to the average 

:i1umber of employees per period 1 usually for a period ot' a 

month or. yaar. 



~-Hours. !'he total number of hours worked by a.11 

employees. 

~ Number. This serial number is ass.igned to an 

9 

employee for identification purposes to simplify accounting 

for his time and enrnings. 

Master Payroll Ca.rd... This ce..rd contains all constant -----·-
or semi-constant data concerning an employee, such as name, 

clock number, aooial Security irumher, oc·cupation, rate, etc. 

It is used to print these :factors automatically as needed on. 

the payroll, check, payroll register, government :r.epor ts, 

etc., as vrnll as for any other purposes that may be necessary. 

m E...az• 'this is the money actually paid to the employee 

after deductions, such as taxes, contril:mtions, and other 

deductions, have been made from the gross earnings. 

notification .Q! Empl0Yr4ent. A form -which is prepared 

at the time of employment notifying all interested parties 

,of t'he employment. It usually contains all pertinent in-

formation pertaining to the individual employed. 1'his form 

1,;ron-Productive Labor. The work which contributes to -
the manufacture of a product, but is not physically a.pplied 

directly thereto. 

Overhead. 'l'he expenses of direction and administra-

tion necessary to conduct ti bus ineas. In cost accounting., 



it is synonymous ·wj.th nburden"". It includes such items 

as rent, telephone, factory off ice salaries, etc •. 

Ovt:rtime. 'this is the time that an employee works 

in excess of the normally establtshed work schedule, It 

is usually less than the employee's regular earnings .. 

10 

Parallel Balance. 'I'his is a means of verifying the 

accmraey by adding in separate counters the same informa

tion from two types of cards, when the procedure calls for 

the punching of two types of cards from the common source. 

'l'he errors may be easily located simply by comparing the 

two columr:1:s of resulting totals. 11:.xample: In payroll and 

labor distrH:ution parallel balancing could he used to 

balance job time witl1 attendance time by adding jo.b time 

in one counter from the labor distribution and adding the 

attendance time in another counter from the daily .time 

cards. The resulting totals ·would then be compared to 

verify the fa.ct that they are the .same. 

Pay ~r.rvelop~. The face of this envelope gives the 

pertinent factors necessary to calculate the employee' a 

earnings, deductions, and net pay, and into which is 

placed the net pay in cash. 

:Pay Period. It may be one wee.k, two weeks, semi-

monthly, or monthly. In other -words, it is the number 

days established for the accumulution of the payroll. 

of 

Payroll aegiater. This report is prepared for each 
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pay period containing the employee's name; man number, 

bours vJo!'ked, gross earnings, deductions, net pay, and any 

other details required by the employer. 

E£!_sonn~ Card.. A card containing all the pertinent 

facts concerning r1n employee euch as elate of em.plo,yment, 

sex, marital status, age, and. other information deemed 

necessary. 

I'iece \York - Group. The earnings of each employee 

are based on the number of units which a.re produced by 

the group of sever al employees with whom he i::1orks. 

Piece Work - Individual. 'l'he basis of computation 

a:r earnings is th0 number of units p1·oduced by the single 

ind idual instead of' the uni ts produced ~oy a. group~ 

J?rexnium. '.1.'h is is the money inducement, other than 

regular or overtime earnings for the accomplishment of 

definite standards. Also, it may refer to any additional 

money offered to induce employees to work on less desir ... 

able shifts, perform more hazardous tasks, etc. 

E,roee:S_.§! Cost f!lstern. 1n th.is system the labor costs 

are classi±""ied and. accurmla.ted by dep:xrtment.s, operation, 

or -any other similar uni ts ra.ther than by order nurnber .. 

J!roduct i ve Lalior.. 'l'he worlc ,:,hi ch is. applied directly 

to the product bcdng rnrmufactured. 

E:Jtandard Cost ~· 
'..!.'his term is applied to the cost 
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systems in 1i1hich the standard labor costs are established by 

determining the time it should take &nd the money value of 

the labor skill re(~uired to perform an operation. 1'his 

standard is used as a measuring stick and analyzing tool 

:for co:m.pt.rting the varhmce of the actual costs from stand-

ard coats. 

'.l.'a,ylo:i:: Di.f:t'erent ial Plan.. It is a wage .incentive plan 

whereby a quota in terms of units of production per hour 

is established for each job or operation, and in which an 

employee is pa id at a rate from 25 percent to 50 percent 

greater than his standard rate for equaling or exceeding 

the quota. 

tri;;tiler g~. 'l'he pertinent data concerning one order 

number, department, operation, etc., is trc1:nscribed on a· 

card by means of punched holes. Jl'or example, the several 

cards punched from the daily time card to distribute the 

job time reported thereon would be called trailer cards. 

Union Cbeck-Q!f.. As per :1greement ,Ni th the union, the 

employer deducts the employees' union dues from the employees'. 

gross earnings. 

Variance t'tnalysis. ·rhi s is the method used to classi

f·y the diff"erence between the actual and the standard {pre-

dieted) cost, ·by t.heir causes. 

•.;;ork-in-1.)roces.s. '1'he costs which have been accunmlated 

on a product which is in a partially completed condition of 
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n1anufacture,. 

~Q. :Balan,cing. .A means o:f verjfying accura,cy by 

subtracting one type of card from another, ·whBn the proce-

(~Ure CH1ls f OX' e punching of two types of carda from a 

common source. By scanning the results, one quickly lo

cates any errors because the balance will be zero lblank) 

unless there is an error. l:i'or example: In payroll and 

labor distribution, ~ero balancing could be used to balance 

job time vdth attendance time by setting one aoun:ter to 

add attenc'tance time frorn the daily time card and subtrtict 

job time f':rorn the trailer Cctrds.. One Hould scan tb.e :result

ing report for balnnces other than zero. 



Chapter II 

SYS1'IifilI DEfU GM 

The formulation of scientific standards, budgets, 

and statistical analyses of labor costs has brought a.bout 

trem'endous strides in the development of managet11ent control 

of manu:racturing. The results have reflected the coordina

tion between accounting and management achievement. 

Even though the functions of payroll preparation and 

labor cost analy.sis may be allocated to different divisions 

of the accounting department, they should be considered a 

eingle unit becau(~e o:t· the close r-i.rrnociation of the origi

nal docurnents from whj_ch both reports ;9.re compiled. :rhe 

analysis o,f payroll costs ( the labor dietr ibut5.on) is paral

el in importance to the payroll (record of earnings and dis

bursements) function. 

:i:he ultimate aim of an accounting system is to develop 

a single coordinated routine which will bring a-bout the de

sired results ecouomic~~11y. 'iJhen the procedure is <1esigned 

to provid.e for payroll.preparation c?.nd labor cost analysis, 

its scope will. include some or all of t.be follo,;Jing obj ectivea: 

1. Insurance of the com!Jleteness, accuracy, and 

legibility of the recorded data by supervising 

the prep3ration or the documents. 

2. Establishment of a system of a c counting control. 



3.. The er eat ion of d.ocuruents such as j oh ti cl<.:ets 

aml operatio records t.o 'become an integral 

part of 'the proc!.uctlon planning thus simplify

ing the recording of costs. 

4. A higher percentage of accuracy of recording 

attendance time and job time will be ·brought 

about by a ily or pe:r.lodic balancing of the 

totals from the original. 

5,. ~rhe rRt ing of time records ttnd confirming 

the amounts which were applied or extended in 

otller clepartn1ents than the accounting di vi Lion .. 

6. All the calculations TIIade rnechanically. 

?. J?reparation o:f tho payroll and labor distr 1-

bution register. 

8. '.£.'he ,,,~eekly or periodic summary of earnings f'or 

payroll purposes -prepared. 

9. })eduction lists are prepared from the de

ductions actually r,1ade from the gross earnings 

on the payroll register. 

10 .. '.the postil1g of the employees' earnings in order 

that the summaries of earnings mt,,y be readily 

obtained for tax or other reports. 

IL, The cash envelopes or pny checks readily pre

pared. 
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12. '.the .!federal ~ocial ;)ecurity recorcls, such as 

:itorm as - 1 b, ancl the .state nnem .. ployment Insur

ance accounting and stB•tistical reports earc:nly 

prepared. 

13. The individual listing of the employee's earn

ings and deduction statements made. 

14. The prepc:1ratio11 of' the labor clistr"lbution sum

mary to support the p,iyroll voucher entry. 

15.. '.l:he labor charges di~;t:ributed to order nur..c.bers 

or account B cover :J.ng the m,;:1nufactvr ing, mainten

ance, and otller operating costs. 

16. .;;\nalysis of the labor ty departments or other 

unt ts in order to com.pare the nctutil \ul th the 

budgets or standards .. 

1.17 {; G an,alysis of produc~tion a.Jsce.rta.irJ.i11.g ·tl1e 

comp.::1.rison of good pieces 1iroduced to items 

spoiled, wnsted, or scrapped. 

18,. 'l'he mainten2mce and preparation of' ·book records 

of the labor cl:rn.rges to wo:r.k-in-procesG. 

19. ·.the distr :i.1)Ution of burden on a basis of direct 

labor hours, direct labor cost, m2chine hours, 

or any other applicable bases. 
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20. Establishment of records and reports sufficiently 
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to facilitate the conducting of periodic external 

and internal audi~s. 

21.. Compilation of the total cost reports of completed 

jobs. 

22. l)r ep,1.r at ion of the e ssenti:,.l management stati sties. 

I. ORGl\lHZATION 

Because of the relHt ively large su1,; of money involved 

and the opportunities for irregularities associated with 

payroll records, the rceponaibility usually rests on the 

shoulders of the Couptroller or Treasurer of a business. 

It is desirable to develop some bases of assurance 

that the records a:re accurate. There are many safeguards 

which may be incorporated into the procedure; however, 

the following is a few that have been deemed essential& 

l. Haintenance of detailed pr int ed records which 

presents ~ngible evidence o:t' individutais. 

2. Tbe original ratJ,ngs,. extensions, accumule.tions, 

and cross-footings carefully calculated. 

3. Adoption of the most approved and tested types 

of timekeeping devices. 

4. Frequent statistical comparisons prepared in 

order that any irregularities will be revealed 

immediately .. 



5.. 'J.'he actual di sr;ursements scrupulously supervised 

through the Ul:5e o:t.· rece:i.pts. 

18 

A provision for the control o 1· collusion and fraud 

m.ust be considered. :the manipulation of payrolls is a fer

tile t'ield for the criminally inclined. Fraud may be perpe

trated through this source by: (l) padding the earnings of 

employees; (2) keeping unclaimed VJages; (3) overfooting 

the payroll sheets; (4) padding the pr.yroll v1ith ficti

tious employeea, and (5) failing to record deduct.ions 

from employees' wages. There are n multitude of other 

possibilities, but ea.eh seem to stem from one of the ones 

given above. 

The beat way to control fraud is to place the poseli

bility of the aet beyond the rea.ch of every person who may 

be tempted. In establishing proper internal control over 

payrolls, the duties of everyone involved in the hiring, time

keeping, payro 11 cornputat ion, and payment of the employees 

reuponsible for tho performance of tbese duties will aet as 

a check against the other. 

Personnel. Employees should be hired by the personnel 

department on the b/'\sis of ·written requests from operating 

departments. 'l'he personne1 department keeps a complete rec

ord covering each individual whicb. was ma.de at the time of 

~ngagement and to wh icb ad.di tional data is added. 'l'his 

active file should be used periodically as a mediu:m. to 

vihich the payrolls may be checked to deterrnine existence 
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of ficti tiou.o names or du_plicate payroll d.isbursements .. 

en possible~ the payroll clerk, cashier, or the pay-

master should not ha·\Je 01.coess tu the per r1onn 1:· i le .. 

:l' imekee1.u.r!g. Th is department is re~ponsi ble for the 

accuracy of recording attendance time and the notation of 

the proper loc ion of this time to the work-in-process 

or e.xpense accounts. 

In keeping t,he time recm~d of an errrplo et a punch

clock syt,tem is lJest, but t.he punching ()f the cards must be 

supervised to see that the cards of absentees are not punch

ed by fellov~ workers or by tim.e clerks and. 1:·orer~1en. Juris

ql. ict ion is gener,Llly vested in the chief account, ing officer, 

and should not be the production executives .. 

'l'he reports turned in d.D.ily by the foremen should be 

chr,cked against the time cards by the payroll clorJrn. 'l'he 

accuracy of U1e uubsequent accounting entries originat,es 

with the entrles taade in this depa.rtment. 

:Pt;tyrol.~. 11'he primary pm·pose of the payroll department 

is the accumulatlon of earnings and assembling of these data 

with the related recorda, such ~s the deductions register. 

'l'he record-keeping rout tne should be Do estab1 ished that 

the procedure wills 

1. Account for the accuracy of individual 

employee earnings. 
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2. ]'urnish periodic earnings rmmmaries for 

payroll di£3burser;ients. 

3. Record unclaimed wages. 

4. :P:rovi<.'le management 1nith current fact.s con-

cerning overtime, pieceworR, daywork earnings, 

and budget c:or11:p&risons. 

5. It:ai nt, 5. nance. of the e:mployees' earnings 

records in accordance 0ith Dtate and federal 

laws and regu tions. 

6. Pre:pr1r atj" on and trnperv is ion o:t· the payro 11 

checks or cash envelopes. 

7. ETaking of the deduction lists such as OAB, 

UJ:., union dues, community chest, sr.i.v ings, 

charity, etc. 

8. Preparation of the essential voucher distri-

bution records concerning payroll expenditures.· 

The principle qbj~ctive of maintain-, 

ing'records for the control of cost to fix the responsibil-
' 

ity for eff'icierrt utilization of available r•esourceB t:Jhould 

; be striven for in every procedure •. A sec ondf•l'Y objective 

is the determination of unit costs and to study the mE.1thods 

by ,rhich 11t more effic.ia.nt method of contro11h1g 'cost 1"'.lay be 
C 

attained by ofi tably coorcH nat ing snles and manu:factur ing; 

programs. 



In view of the above mentioned objectives, the cost 

department's function is to: 

1. Rate ancl extend piecework, daywork, and 

other types of job tickets. 

2. Also, rate and extend the overhead or 

burden a 1)plied to v:1ork-in-process. 

3., trn cord all charges t.o the individual cost 

sheets. 

4. when standard costs are used, calculate 

same for eaeh job. 

5. Preparation of journal entries for labor 

usage, overhead distribution, and value of 

finished goods. 

6. Account for idle time. 

7. Analyze departmer1tal and individual efficiency. 

8. Account for labor cost of spoiled or scrapped 

production. 

9. Budget var iauces and la'bor charges aimlyzed 

and surflmarized,. 

10. l!'iles o:f unit cost of production is maintain.ed. 
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l?aymaster. The actual payroll disbursements by either 

cash or check is usually made by tbe paymaster or cashier. 
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Whenever possible , it is advantageous to rotate the person

nel making the a ctual distribution in order to reduce the 

hazards of fraud and collusion. 

'.!.'he paymaster should not be a member of the account-

ing department or the employee who originally computed the 

payroll. His ork should be checked by an a ccompanying 

employee. Each employee is identified as he is paid and, 

if paid in cash, should oign a receip~ stating th the has 

received a certain sum. If checks are used, the endorsement 

is evidence of receiving payment. Also, a statement of his 

gross earnings, deductions, and resultant net pay received 

must be given regardless of whether paid in cash or by check. 

The payroll department should compare the signatures 

on the receipts by the signatuxes which were originally 

obtained t· or thA.t. purpo .se . Also , unclaimed envelopes and 

unclaimed checks are returned to tbe accounting department, 

and the paymaster or the payroll clerk retains the unsigned 

receipts until the wages are claimed or are returned to 

general cash. 

Auditing . 'J.'he Treasurer's staff usually performs the 

function of internal auditing or checking the payroll. If 

the system of internal control is adequate, pot checking 

is sufficient unless such an audit reveals such irregulari

ties that a detailed aud it is deemed advisable. 

The routine of spot checking includes, 

1. Confirm rating and extension of employee 



earnings. 

2. Establish the accuracy of all crossfootines. 

3 . Examine nd reconci le the retu rn ed checks to 

establish the ac curacy of paid and unclaimed 

wages . 

4. Check the payroll totals with the work-in

process and expense controls. 

b. Verify the disbursements against personnel 

records. 
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Miscellaneous. Special analyses are often made by the 

accounting ma chine department to a~d such specialized depart

ments as time study, process engineering, estimating, inspec

tion, and planning in the completion of their reports. 

~onclusion . It should be remembered that the system 

designed for one organization may not fill the needs of 

another industry . However, there ar e certain procedures 

tha t must be followed in order that a satisfactory routine 

will result. 

Accounting and st atistical reports do not result in 

the automatic correction of wrong conditions or the formu

lation of sound future policies . Manag ement mus t make the 

decisions after the detailed scrutiny of the ~nalyses wh ich 

are ma. de to focus attention on the extremes of' performance. 
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'.t:he advantages of t.he int e 11:i.gent use of accounting 

records and reports directs management toward the develop

ment of remedial measures to correct extre~ely adverse 

concUtions, disco·vcry of favorable elements 

wbich are conducive to profitable operation. 

'Jhe maintenance and intelligent trne o:f :records implies 

critical review of 

u~:ill cause the iudividual t,o exert. thei.1.· beut c:f:t'orts. In 

o:rcle:r to st tr,n1lat e this type of psycho logic al self-supervi-

sion, ma:no.ger;ient must be :furnished ':iit.h essenti and up-to-

date reportn of the perfo1'F1ance detai.ls. This in turn brings 

01bout a nece:::mity for an efficient and fa::rL system icb. can 

present th:t n data when needed. J?unched-cnrd system is tbe 

bast solution to this pro1)lem. 



Chapter III 

ADVANTAGES OF THE IBM ACCOUl~ ING lU!:l'HOD 

Utility is the criterion by which the value of pay

roll a nd 1 bor costs reports may be mensured. The advan

tages th a t c .-, n be d f'rived from the adopt ion of the IHM: 

method of a ccoun ing are distinctively far-rea cbing in 

scope. It is imperat ive to rer ember that IBM' is not a 

substitute pro cedure ubich merely repl· ces aD outmoded 

design for producing the desired or necessary reports , 

but is definitely a ne, speedy highway to th solution 

of present day accounting problems . 

I. Dii3TL C1'IV.8 FE. TURE3 0 , THE PUlWlIBD-C AlID METHOD 

The va lue of inst lling punched-card methods to main

t ain payroll and labor cost records is directly associated 

wi th tlle uni ue features which are only connected with the 

use of Electric Accounting h achines. '!'here are innumerable 

features that conld be discussed; however, five are especial

ly worthy of specific consideration. 

Ease of recording all the related effects of £g£ trans

act ion. 'l'he punched cards which c ontain the basic transaction 

data are highly mobile; therefore , it is possible to use these 

same figure-facts to prepare all records which are affected 

by the transactions. 'l'he IBM method is not limited to tbe pr e

paration of payment records, b ut covers a ll phase of payroll 

accoun'ting, i ncluding t he prep •1ration of operating and manage

ment reports essential for the control of costs. 



In highly departmentalized routines, the :following 

list gives an example of the functions or record keeping 

in a manufacturing plant which are affected by the data 

appearing on each original time ticket= 

1. Payrol l Records. 

2. Paymaster 's Disbursement Records. 

3. LJocial Security .He cords 1'or Old Age Benefits. 

4. State Unemployment Insurance He cords., 

5. Machine Operating Records . 

6. Direct Labor Cost Records. 

?. Indirect Labor and Expense Budgets. 

B. Overhead Applied Records . 

9. Trade Association Statistics. 

10. Time Study and Standards. 

11. Production Planning and Scheduling. 

12. Wage Rate Studies and Personnel Statistics. 

13. s crap Cost Control. 
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Economical effect s .2.f. rearranging the basic facts . By 

using only one set of cards, labor cost and any related inf or.

mat ion may be automatically a rranged in a dozen different se

quences in order to produce significant reports from any point 

of view . 

Illustration No. 1 shows tbe details and summaries whi ch 

can he produced 1·rom the payroll and labor distribution punched 

ca.rds a ffecting th e accounting routine. 
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OVERHEAD BUDGET REPORT 
PERIOD ENDING 19 

DEPT. DESCRIPTION EXPENSE BUDGET VARIANCE VARIANCE 
AMOUNT AMOUNT THIS WEEK CUMULATIVE 

1 CU TTING 1 
4 t7 

49 1 9 2 4 2 - 3 9-

2 PR E S S ROO M 2 28 3 41 303 7-0 20 9- so 00 

4 T U BE 4 PIECE WORK ANALYSIS 

I 5 S T O CK ROO M 5 
WEEK 19 

s S HI PP I NG 6 
PART NUMBER OPER- OPERATION TOTALS PART TOTALS 

ATION PIECES HOURS AMOUNT HOURS AMOUNT 
7 FI TTI NG 7 

1327 1 43 : 8719 4 2 3 43 60 
9 PAC KI NG 9 

1327 1 4 3 3 8642 832 88 1 5 

LABOR ANALYSIS 8 5 9 4 4 3 0 44 69 

WEEK ENDING 19 sr 5 4 442 4 6 89 

DEPT. DIRECT LABOR INDIRECT LABOR DEPARTMENT TOTALS Biz 5 6 212 i' * 223 3 3 <-
HOURS AMOUNT HOURS I AMOUNT HOURS I AMOUNT 

67 7 5 6 4 8 4 3 96 2 41 7 

I 
194 36 99t:l 103832• 

7~ 8 6 4 1 7 56 91 

68 6457 7 4 5 68 1 978 13476 8435• 88044 • 
8 h, 1 8 456 63 80 

69 8356 978 96 3754 REGISTER OF PAYROLL DEDUCTIONS 
~ - --

70 6968 795 71 4016 DEPT. WEEK OF 19 

71 9 0 1 r7 1027 BS 3 9 1 5 CLOCK EMPLOYEE NAME GI OU~ 
HOSPITAL MER CH- CLUB SAVINGS jAOVANCE MISC. TOTAL NUMBER INSUUNC( ANDISE 

72 8796 968 42 1023 1436 WIL L IAM r EN N 

14 8 

80 so 130 

7 3 586 4 6 1 9 2 7 2467 14 3 7 GEORGE BRO WN 1 6 S 50 263 

MACHINE HOUR REPORT 300 50 200 6 3 0 

WEEK 19 50 12 1 4 2 

MACH- O PERA-
PART NO. NUMBER HOURS PER OPERATION HOURS PER MACHINE 50 300 478 

INENO. 
TION or PIECES STANDARD I ACTUAL STANDARD ACTUAL NO. . 

1 4 6 1 4 3 60 799 276 :t t 200 50 1 0 00 1 3 30 

1 4 6 1 4 3 6080 3 4 59 1 07 500 50 76 612 6 

1 4 2 32 10 4 6 1 11, PRODUCTION REPORT 
1 4 5 1 7 6 80627 1, PLANT No. DATE 19 

PART NUMBER DESCRIPTION UNIT QUANTITY LABOR 
STANDARD ACTUAL 

1 6 2 1 4 3 608 9 1 
F T 1 l 0 1 210 1 2 9 5 4 0 3 1 7 ST AN D A RD I GN I T I ON W I R E 

1 6 6 3 2 60 9 6 7 
40 31 8 W I R E MANIF O L D CL ~MP T UBE A S SY E A 60 2 4 co 22 8 0 

16 5 3 2 6 0 3 4 1 I 
2 8 55 4 0 3 30 SP AR K P L UG GROUND ASSEMB L Y E A 3 1 2 7 90 

1 . ..... ... ,. .. 
PAYROLL REGISTER 5 4 1 9 70 20 12 5 

1 
'-- 8 3 1 7 60 1 5 4 0 

PLANT NO. WEEK ENDING 19 
75 2 8 45 1 9 4 0 

EMPLOYEE NAME SOCIAL SECURITY CLOCK i HOURS GROSS SOC . SEC. OED. OTHEl'I 
NET PAY 

NUMBER NUMBER WORKED EARNINGS STATE U . C . F"EO.O. A . 9. DEDUCTIONS l 2 4 30 85 27 9 5 

F MARTINSON 283 04 2467 12 6 5 4 00 5 0 0 0 so so 49 00 
2 4 12 10 1 1 so 

~GTON 350 04 4673 12 8 5 4 00 44 00 44 4 4 100 42 12 
12 5 4 5 15 1 3 1 2 

LOSON 780 06 2468 12 9 4 3 2 0 3 2 00 132 3 2 3 1 3 6 ·--- --- --· - -- - - -

Ill ustr ation No. 1 

Details and Summaries Which Can Be Produced From A Single 

Set of Punched Cards . 
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Sequential preparation of repor~ convenient. Th re is 

often a managerial need of getting first t hings f'irst, and 

the :first thing may be getting the fim1l figures before tr.e 

details are obtained. Ordinarily the facts will flow from 

the many varied sources through organized channels of entries 

and postings into t he final figures last. Punched-cards give 

the reports in any order desired . 

Printing cumulat ive and comp ar a tive report s is simple. 
' 

The Electric Bookkeeping and Accounting Machines provide for 

the comput ation of' such data as year-to-. "' te totals, budgets, 

standards, var i ances, calculated ratios or percentages, and 

previous period comparisons. 'the wide use of compara.tive 

figures as an index of' performance nee essi tates the corre-

l at ion of data between the separate reports. The facts are 

marked directly on IBM cards and t hen are translated electron-

ically a t h i gh speed into the punched holes, and finally into 

the t abulated reports. 

Records of related transac'tions are ~omical ly a.:nd 

directly coordinated into comprehensive summaries .. A common

place re qui rement of accounting is the ne ed to have one com-

prehensive recapitulation of related tot als. I t is possible 

for managemen t to speedily review and a ct upon the employees' 

perf'ormance records only if' the :related data are presented 

in a comprehensive summary which presents tbe necess a ry 

figure-facts. 
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II. BASIC liDV AWl'AGES OF THB PUNCHED-C ARD lJJ3;1'HOD 

the Electric Accounting Machine Method has simplified 

the techniques of the day- to-day routine work of the account

ing department to such a degree to be unique. 

Advantages of the punched hole principle. The elimina

tion of numerous manual repetitive operations is the outstand

ing advantage. ~pecialized machines have been developed which 

makes i 't possible t....o a1.l_t.)matical ly perform the tedious opera

tions connect ed with the accounting procedure . Each of the 

special machines is actuated by the punched holes appearing 

in tabulati ng card records. Also, each operation, actuated 

by the punched card, is accomplished with uniform speed and 

mechanical acQuracy . 

Accounting control in large volume jobs has been attained 

through the use of unit records. On e of the most outstanding 

factors in this connection is the simplicity wi t h which any 

discrepancies may be detected and traced to relat ively small 

class if ication of items. 

The clas sification and summarization of all data which 

must be compiled for essential accounting reports and auxil

iary analyses can be done speedily and accurately through the 

use of automatic sorting and tabulating ma chines. It should· 

be noted at this time that these auxiliary reports may be 

easily performed without disrupting the regular routine. 

When the periodic reports are made, total cards are 
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punched which will permit frequent intermediate summariza

tions. rbe tabulation of the total cards not only helps to 

reduce peak loads, but ~ill place the essential operating data 

in the hands of management as needed instead of monthly or 

longer. 

The preservation of a simple eff'ective routine is attained 

because tbe Electric Accounting Machine ~ethod a cts as a deter

rent which will eliminate the many variations of procedure 

which customarily develops in purely manual routines. 

Advantages of the punched card. A record that may be 

classified and reclass.tfied by physical sorting into any de

sired sequence eliminates the necessity r·or the intermediate 

posting of individual items prior to the time of report pre

paration. Punched holes recording the data transcribed from 

the ori~inal documents are capable of actuating fully auto

J:!latic machines . 

Hy use of punched cards, the transcription of data is 

always accurate; thus, the accidental errors arising from the 

posting of amounts to the wrong columns or sheets of interme

diate posting records are eliminated • . n add itional element 

of accuracy is derived from the fact th t t he transcription 

of the original data may be mechanicnlly veri fied . there is 

no other method of verifica tion as reliable as that done by 

machines . 

'l'he punched tabulating card cons ti tut es the only form 
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of record which is c apable of reproducing data automatically 

in printed form on reports or in punched 1·orm in other tabu

lating cards. 

The uniformity of size of all the tabulating cards facili

tates the handling of the punched cards in the filing and sub

sequent referral thereto. 

Advantages .2f ~ machines . The primary cause of decreased 

production and increased errors has been traced to operator 

fatigue. The Electric Accounting [aehine ethod has eliminated 

this problem . 

Various types of key-driven machines have been developed 

for both alphabetic and numerical recording. Because of the 

electrical operation, it is possible to depress a key with be

tween two and four ounces of pressure through a distance much 

less than that required on most mechanically-operated devices . 

It is possible to duplicate automatically the common data to 

each card after which the variable data can be recorded man

ually. The speed of duplication is approximately ten to twelve 

holes a second. 

There are other punched-card records, which do not in-

volve manual key-punching, which may be prepared on fully aut o

matic auxiliary machines. the payroll and labor distribution 

cards generally conta in certain basic figure - facts, such as 

hours worked and pay rates, or quantity produced and piece rates, 

which necessitates the calculation of extended amounts. The 
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Automatic Multiplying Punch is i deally adaptable to these 

routines. Its speed of operation permits the extension of 

the amounts and the transcription o:f the products to the de-

tail records at rates varying between 720 and 1500 an hour. 
, 

Common multipliers are automatically introduced for ea.ch group 

of cards to which the factor app lied. 

Card-operated sorting machines can be used to arrange 

the punched unit records according to numerical sequence, or 

any other desired arrangement, at a speed of 400 c ards a min-

ute for each digit position classified. 

rhe Collator is an auxiliary machine which is especially 
-

adaptable to the classirication routines encountered in the 

many phases of the payroll and cost accounting procedures. 

This unit may be used to feed and compare to sets of cards 

in order to merge or match them in a single operation. lhile 

engaged in this operation , the machine can separate these 

cards which match from t hose which do not - thus making it 

possible to pull as well as to file cards automatically . Some 

of its uses in conjunction with payroll and labor accounting 

are the filing of current transaction cards with previous 

transactions and old balances; combining master or name cards 

with detail cards and later extracting t hem ; eliminating single 

cards or the last cards ot· groups; and checking the sequence 

of' filed cards. 

The accumulation of tota ls and the transcription of data 



33 

to fini shed reports are acc omplished automatically on v a rious 

types of accounting machines . ffinal reports may be printed 

containing numer ical data only , or containing both numer ical 

and alphabetic descriptive data. 

The machines are so designed that each change of the 

classific at i on is sensed , and result s i n the transcript ion 

of the tota l s for that group automaticall y. Other automatic 

features such as class selection, controlled counter opera

tion, total tra nsfer, and related devices , afford comp lete 

machine flexibility to adapt them directly to speoif'ic cir

cumstances characteristic or report and document preparation 

of individual businesses. 

s everal totals may be a ccumulated simultvneously. The 

number of counters varies from 2 to 16 depending upon the 

type of machine used . Complete flexibility of counter coup

ling or splitting is provided so tha t pr actically any desired 

report can be tabula ted. 

The machines are so designed to furnish reports contain

ing major, intermediat e, minor, a nd grand tot a ls. Changes of 

classific ~tions result i n the automatic transcr iption of each 

class of total. 

All these features comb ined with the high speed of' l ist

ing and adding - 75 and 150 cards a minute, respectively 

make the accounting machines ideal all - purpose un its for the 

eff ic ient preparation of reports and documents that will ass ist 
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management in more effective and economical conduct of the 

enterprise. 

The success of many Electric Accounting Machine proce

dures is enhanced by the availability of fully automatic auxil

iary machines, such as the Interpreter, which prints the data 

contained in punched form across the top of each card to fa 

oiiitate filing and reference ; the lieproducer for preparing 

additional sets of cards which contain some or all 01 the 

data appearing in the regular files; and the Summary Punch, 

which prepares total or balance cards automatically as a 

by-product of any tabulation. 

Many devices are also available for attachment to stand

ard machine units for the fully automatic performance of 

special operations. A representative device of this type is 

the Automatic Carriage for positioning documents and reports 

for printing. 

Ill. JJJ)V ANT AGES OF THE PUNCHED- CARD METHOD 

FOR THE INDIVIDUALS BENEFITED 

ll"'rom the viewpoint of individuals benefits, the advan

tages to be derived from the use of Electric Accounting Ma

chines can best be discussed by departments served. 

Advantages!£!. executives. The most effective base of 

formulating sound decisions and exercising control is the 

fre quent use of figure-facts of current operations. 'l'he ma

jor function of the administrative officials is to correct 
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any unprofitable company policies and protect assets from 

accidental or fraudulent dissipation . 

"he }i,lec ric Accounting Mach i ne methods sp eedily and 

accurately presents compar is on of the re •~u1 ts achie ved by 

operating sub-divisions without duplic a ti ng or exp nding 

record-keeping routines a s is necessary under manual or 

semi-automat ic r outines . Also, additional intermediate 

records ne ed not be prepar ed before comprehensive suinmaries 

are made. 

The punched-card system may be utilized to g ive rep orts 

dai ly or weekly rather than occas ionally or annuall y . '1'he 

trend is derinitely to1ards semi-annual, quarterly , and month-

ly rep orts so that management may ad j u t any co mpany policies 

before it is too l ate . ~h e simplicity with which reports con-

t a i ning to-d ate otals , figures or prev·iou s period, and quotas 

or standards may be compiled to facilitate the exercise of 

close budget a ry c ontrol. 
I 

Any summ ry data wbi ch is regularly pro v i de 'Tlanagement 

may be auickly reanalyzed to pr epare similur reports for each 

' division of aut hor i ty and responsibility wj tbin the business 

without d isru pting tbe regular routi ne. lt is Tost important 

tha t eacb operR.ting un it be informed/of its i ndiv idu a l weak-

nesses by fre quent ana l ys is of ac co t....nt ine report u. The c umu -

lat i ve effect of" a. long s eries of minor losses ra t he r th an to 

a sing l e majo r managerial m~etake is usually the c a use of a 

business failure . 
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The punched-card method is unique in its ability to 

compile reports which way be used directly by minor or sub

ordinate operating executives - the only individuals capable 

of making decisions at the point at hich immediate corrective 

mea sures may be initiated. 

Advantages fEL ~ accounting department. The objective 

of the accounting dcp rtment is to develop a routine which is 

economical in operation and at the Aame time can be readily 

understood by all the personnel of the department. ~he solu

tion to this problem must take into consider tion the produc

tion of an even work load, and does not entail wide fluctu

ating load peaks . 

The social security and wages and hours legislation has 

widened the scope of accounting activity to such an extent 

that the costs of accounting vihen peak-loads are encountered 

have affected the costs. 

'l'he month-end peak-loads may be reduced to a minimum 

through the practice of intermediate summarization and other 

automatic machine operations. Overtime and _extra work on the 

part of tbe cleric!'l l staff can be dispensed wi tb because 

special reports 8nd additional statements can be prepared 

v'Vi thout causing undue pressure on the accounting staff. 

Through the use of a single group of automatic machines 

for all phases of th e a ccounting system reduces the problems 

of training employees i ndividually in the operation of special 
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machines and peculiar methods; promotes greater mobility in 

the departmental per .:onnel to permit s ubst i tut ion of ind iv id

uals on any job which may arise in .:in emergency; and simpli

fies the problems of supervision by providing tbe means of 

obtaining a maximum· of production from a limited number of 

employees through the elimination of routine drudgery and 

fatiguing operations. 

There is also the advantage of the automatic prepara

tion of the general ledger entries in the forrn of printed 

journals and punched ledger cards as by-products of the 

associated record-keeping routines. 

the flexibility of the machines permits the preparation 

of the reports to present the data in any sequence, horizon

tal arrangements , or variations i n content, to conform with 

the desires and needs of other departments . 

Advan~nges for the auditing staff. Every accounting 

system should be so arrange~ that a speedy conduct of inter

nal and external audits with a minimum of disturbance tu the 

regular Accounting rout·ine. '.i'he punched~card procedure fur

nishes a completely cross - indexed register of all source data 

as vell RS full internal accounting control vhich can be veri

fied periodically by simple spot -checking . 

Because of the elimination of all intermediate postings 

through the use of a single unit card record, many of the cus

tomary manual det a iled checking routines are rendered non

essential. 'l'he a ccuracy oan be established by a single 
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punched-card, and checking the report totals against the 

accounting totals. 
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the automatic sorting machine simplifies the apot

checking by segregating the detail transaction cards for 

the specific classifications to be checked. The accuracy 

of' pricing a:nd extending of detail transactions ma.y be 

readily esta·bli shed by group-checking methods. ·.rbe sorter 

arranges the cards according to those classifications for 

wb ich the same rat.e applies. The cards are then tabulated 

to furnish totals of production unite and wages recorded in 

each group of cards. -A single calculation for each basic 

g-;roup then establishes the accuracy oi' ea.ch g roup. Only 

those groups that are in error need.· to have a detailed 

checking. 

'I'he :reconciliation o:t· the outstanding payroll checks 

to the bank statenent is nlso performed by an automatic ma

chine. A prtnted record_ of all returned checks and outstand

ing checks is always available for review by the auditors. 

Advantages f.2!_ ~ E,ersonnel de:Qartrnent. The trend is 

toward Letter employer-employee re·1at'ionsbip; therefore, a 

rn~tural exp1rnsion of the personnel departm,.mt has come about. 

'i'he personnel d.epartn1ent acts ns a buffer between r1anagement 

and workers. 

Group statiBtics concerning employees' earnings, occu

pation, mari tRl st2.t us, educ8.t ion background, p.revious 



experience, health, age, ivity, accidents, Hild similar 

elements j t possible for mane,ge,r,ent to formulate 

bro gener policies to improve personnel goo ill,. 

Accuracy of' the statistical analyses is a natural 

consequence bec11use the resultn a:re produced frorn the same 

records and in the so.me general way a.H the entries to the 

general ledger accounting reports are made,. 

purpose of business budgeting is to find the most pro:t'itable 

course through which the efforts or the business may be di-

rected and to aid management in holding to that course. 

'.i:he lHectric Acaountinc liflachine Method eaDily furnishes 

the essential data pertaining to past perforn:mnce required 

to construct the ini t :Lal budget; and then compiler; the bud-

get variation reports which present totals of budget, actual 

performance, and variations from budget estimates. 

'.l'he use of summary ce,rds facilitates the compilation of 

cumulative-to-date and comparative reports containing both 

budgeted a ncl actual totals. :Hot only are tl'i e budgetary re-

port.a available for the use of the administra,tive staff, but 

each operating supervlso1· is quickly inforrned of the opera-' 

tions within his departm~nt. 

ith the 

development of an improved accounting procetlure, there ha.s 
\ 

also been a reduction of the e.mount of original recording 
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and paper work in the operating departments. 

Prepunched p:rinted tabulating card job tickets t1re 

prepared automattcally by the Electric J,,ccounting Machines 

thus decreasing the a.mount of ,J1riting to be done by shop 

workers. 'l'he work of the departmental supervision is fa-

c ili t/'3.ted by furnishing a medium for planning ~work ahead 'l'i• 

'l'he speed. VJi th which the job tickets are processed by 

the accounting d.epe_rtm.ent revealf3 both tmfavorable and fa-

vorable conditions nnd trends in time to correct the opera-

tional n1ethods before the monetary loss is too great. 

The operating executives cnn study analyses of men, 

ma.chines, products, etc., which a.re feiling to rneet the 
.,. 

estnblished standards. 'l'hese analyses cnn be m1.1de l1ithout 

d.isturbing the l"egula.r accounting routine .. 

l:cdvanta.ges ;tor the scheduling deµat:~ment. Pla.nn,.ng and 

scheduling of ruanufacturing routines have becmne imperative 

' 'becouse of the pressure o:f competition, changing m.etbod of 

manufacture, and risina cost of taxation, wages, etc. In 

orcter to nieet the rising pro1:,1ems as economical as possible, 

availa1Jle manpower and. machine time must be utilized to their 

fullest. 

:['he tievelopment of new International Accounting IIachines -

such tis the Reproducing :punch, the t\.uto:matic J,f:ultiplying Punch, 

the Interpreter, the Col lat or, and va.r ious types of devices 

v1l1ich permit the automatic writing of w o:rd descriptions as 
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·well as numerical symbols - have revolutionized the :methods 

at the disposal of planning departments for the simplifica.-

tion of their •paper ~ork~. 

Routine manual or semi-automatic posting of schedules 

and performance is eli:.,linF.tted through the use of' listed and 

summary reports that are compiled in f:i.nt:l.1 printed form by 

Alp'habe.tic Accounting r.rachines. 

1'he Electric Accounting ],~achinea make it possible to 

prepare automatically numerous documents such as job tickets, 

operation records, rework tickets, and v;o:rk schedules. l'he 

performance of these functions are so coordinated with the 

regular accounting procedure as to make the over-all opera-· 

t ion extremely e·_conoraical. 

1'he possibility for improved planning cased upon the 

' 
additional data prerrnnted are practically unlimited. The 

vmrk completed, v1_ork-in-process, and work ahead may be analyz-

ed by departments~ machine group, product or part, manu:fac

tur ing per:i.od, reasons :fo.r delays, and countless other class-

if ic~itions. 

Another major advantage is the reduction of the amount 

of llstock-chasing11. Finger-tip control over the processing 

of every order is possH,le through the -use of a system of 

centralized records. 

Advantage~ f..21:. oth!E_ departments. Practically every 

department in the organization may be assisted to some de-

gree by the special records prepared from punched-cards. 
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Assembly and parts cost lists may be speedily prepared 

'from master files of' standard or actual costs for the use of 

the engineering and estimating departments. 

'.i'he reports of variations from stanctard or estimated 

cos1;s are made available to the engineer:ihg department to 

plan hO'w to reduce the cost of the proce$Ses. 

'.£'he sales department will be in a better position to 

handle competitive deals more profitably because accurate 

detailed eosts '\',ill furnish bases for establishing selling 

prices more intelligently. 

Conclusion. The foregoing by no means exhaust the 

nll!:'.lerous advantages vihich may be atta.ined. l\fo reference has 

been made to the :facility with which original documentary 

records are created. and subsequently handled by a utomnt ic 

ma~hinery, the adaptability of the method to changing condi

tions so that new requirements may be met vd th the minimum 

disruption of the established routines, or any of the similar 

factors which might be considered here. 



Chapter IV 

In order to measure anything ... temperature, speed, 

pressure, distance, weight, or time, there are two very 

simple conceptions which govern this principle. Primarily, 

there must be a point of origin from which a definite mark

ing of'f may be made in order to make the measurement. Hext, 

an instrument to measure must be provided. 

lt is undi.sputed fact that the ·only accurate, convenient, 

and tangible evidence of time measure is a printed record of 

the da.y, hour, minute or any fraction thereof that any event 

or operation originated or finished. '.i'oday mechanical time 

records are in almost universal use. By using such a device, 

an automatic and independent o:f human aid or supervision will 

give a.n accurate time measurement when so desired. 

The original documents from which the payroll records 

a.nd labor cost distribution are prepared are of two basic 

types: (1) attendimce time records, and (2) job time rec

ords. 'l'here are also numerous other types of wage inc·eutive 

types and piecework which a.rtl su_p:plementary to these basic 

time records. 

Attendance time is the time paid for or purchased which 

the employee spent at his plac'e of' eraploym.ent. The Fednral 
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J.''air Labor Stanclards J.l;Ct (VJage8 and Hours :Bill) makes it 

imperative to maintain attendance time records in nearly all 

indui:itries. It should be re1nembered that the attendance rec

ords are definite proof that the letter of the law has been 

follovJ.ed~ Also, they ;,tfford the only legt:i,lly acceptable evi

dence in litigation in compensation cases. 

employer shou1d never rninl.miz;e the importance of 

r~.ttend.ance records even though he uses tbe pieceworl<: plan 

of t tme measurements. the attendance rec o:rd v;si 11 furnish a 

basis of' checking the setting of the ~,iece rates in a.ddition 

to the advantages given in the foregoing paragraph. 

'l'he recording of the attenda.nce tiine may l:Je effected in 

several ways. Herny m,~thods are sti 11 being used today such 

as the brass-check system and the hand-written roll, but the 

coming of the present :machine era. has made these systems out

mqded and antiquated. 

today the payroll routines generally provide for as much 

mechanicnl recording as possible~ The major types of attend

ance time records vihich serve as a banis for Electric Account

ing Machine routines ares 

l. Daily time tickets. 

2. Daily, ·weekly or quadri-monthly dial clock sheets. 

3 . ., '7eekly or semi-monthly time cards. 

4. Salary pe,yroll registeri:~. 

5. Roll books or gang sheets.· 
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'l'he layout of the plnnt wi 11 be the d.ec iding fr:ct.or 

as to the location of the attendance records - main gate 

installation or separate departments. The clock house ia an 

irc1pro-vmnent over the old complex ·i.time clock». 1;:;i th the ad

vent of automatic supervj_e:i,on; (Hrect cost redv.ction have 

been effected. 

'.J.'he departrnentaJ.izatio:n of .recorders hac m:::dc 5.t pos

sible to eliminate the burden of non-productive walking 

time, loose supervision o:.t' eniployees, and the tendency ot' 

f'ellOYJ vvorkerc detaining ea.ch, other from ~rriving at their 

place o:f work. 

Undetected lateness due tc faulty clocks that have 

gathered dust end dirt can become an apprec~able. amount. 

Also, a docking penalty loses its effect when it can be 

and is frequently vacated. If docking penalties are: to be 

respected, there must be utmost f ei th in the accur~cy of the 

time recorders by botb, management and employees. A less di

rect loss and yet more severe in effeet, is in the case where 

an employee who is not late ~unches IN on a fast clock. He 

will naturally request permission to go to the timekeeper to 

argue his case, and in most instances the forewa.n will ae

oompauy the disturbed employee.. As a result, productive time 

is wasted to correct &4 error that has caused ill f~eling, 

nhether the error has been corrected or not. 

:Much money for employer-employee relationship has been' 

wasted; as vuell as efforts to mainta.in organi.zation f,:;;L:'it, 
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bec::rnse of destructive Bi tuations nr:unng from. arguments 

over the most sensitive place in wh:tch an employee can be 

a.ffected - namely, in h:i(;, pay. 

',type~ of attendance tim.5: recorders. 1'he Automatic Pay-

roll .nachine provider; a record sheet on vibich tue combined 

the daily registrvtions for all employees and payroll exten-

sions for an entire pay period. Thie sheet remains inside 

tbe machine until the end of the period,., then it is rern.oved 

and filed as an origini.11 page in the payroll binder. Compu-

tations are made along side the registrations. Not only is 

this metbod speedy and c onven:lent ., this record :if, alvJays a.-

v:d1A,ble for income tax or other lega,1 references. 

Interna..t ion&1.l Card 'l'ype 1,ttendanc e He cor s are widely 

used by many business organizations throughout the world .. 

It prov ides an a,ccu:r.ate, indiBputat1le, uncheJ1t,.'::at:e attend-

an~e record on a card for each person for any pay period. 

It automatically selects the proper reg.isteri11g posit:i.on for 

&11 r-i.rrivals and departures. Two two-color ribbon automoti-

cally indicates all late r2rrtval1:;'. ex,d early depa:rtu:ces in red. 

'J:he Autograpb 'l'ime Hegister is a mechard.cal attendance 

recorder tbat comblnes the prtnted time record with personal 

signatures. Its operatton resembles the simple signing of a 

book. The recorder is a dignified., absolutely dependable 

means of supervising attendance. One person cannot register 

for another without ~stectlon. Because of its flexibility, 

i.t fi ready applicati.on in places where full t?me effort 
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is essential to profitable operation. The uses are varied. 

It could serve as watchman 1 s station; as a register for offi.ce 

boys, messengers, or delivery men; to record entra.nces to and 

departures from bank vaults, tool or supply rooms, office build

ings after hours, etc. 

11 • JOB 'l' IME ltillG 0..BDEHS 

'.the reeording of job time is to t:1 lloc Hte the productive 

time of employees to various work-in-process or expense ac

counts so that. management may exercise scientific and effec

ttve control over both direct and indirect coats of produc

t. ion. In contrast '\id th attendance time, productive time is 

that time ·»sold i1 or ,:vhich becomes available for sale in the 

finished product. 

Proper incentives and supervision should be exercised 

to insure accurate recorcling. If the recordt"l of the labor 

costs are to be significant, it is important tht,t idle time 

is accounted for. !:Jome foremen are reluctant to admit that 

idle time exists or fails to repor7 that a job is finished 

un'til the next job is begun thus making it difficult to make 

the proper accounting. 

If the chief cause of' idle time is &•ssocia.ted vd th the 

se~-up time of machines or repairs of machines assigned to a 

given job, the id time may be charged to the specific job~ 

}toiNever, management should be informed of any loss of produc

tive time because of no material, no work, power failure, etc. 



48 

Idle time reports which gives the reason for the non-produc-

tive tirae as well as its duration and cost 'will serve as a 

bases on VJhieh rnana.gement can setup effective controls. 

Productive t:i.me is msasured by job or operation for 

each productive worker through one or :more International 

Job time Hecorders, sometimes referred to as Cost Recorders. 

In many installations, ernployees th ems elves register their 

job time. This is p~..rt:i.cule.rly true 'llvhere there is a single 

machine. In other installations with more tban one recorder, 

the recorders are placed at either the foreman's desk or at 
( 

the desk of his clerk or assistent f:ro:m which the jobs are 

routed or distributed to the men. It is not unusual for a 

disp'.:tch station to serve tvJO or more departments., 

A distortion or co st records wi 11 come about unleaa a 

:perfect synchronization exists between all job recorders. .,Any 

successive group of operations in the fabricating of' a. product 

which requires treatment by several departments will not be 

accurately accounted t'or if the recording devices are out of 

step with each other. '.the value of autc-imatic supervision is 

outstanding in this particular part of industrial time control. 

Type of job time recorder. There are several different 

types of job time recorders, but e.11 operate on the same prin

ciple.. 'i'be ;Jurpose of an Internationctl Job 'l'irn.e Recorder is 

to furnish accurRte, printed recorders of the start and finish 

of every ,job or operat.ion.. '1'he complete 13_.bor cost story, in 

clear, legible, indisputable figures, showing to the minute 
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actual time spent, can be printed on any kind. of job ticket 

or slip. '.these records reveal time lost on and beti.":)tHm jobs, 

render cost information immedi.ately avnilnble, and permit a 

constant, day-by-dny closeup of time purchases a.nd expendi

tures. 

Conclusion. Even with the availability of time recorders 

the old attitude still persists in treating the value of time 

lightly. It cannot be justified because, whether wage rates 

a.re low or high, whether the working day is short or long, 

the magnitude of the money value of labor time der.1ands its 

accurate measurement and c ont.rol. 

When their vrnrkings are nnalyzed, other rriethods than 

mechanical attendance recording, are found to be discrirn.ina

tory, pa-cernalistic, Hnd without competent s"tauding as a 

basis of accounting. 



Chapter V 

Labor costs constitute such a large portion of the 

controllable costs of pro rlucti on that many systems o:f com

peneat ion have been devised in striving to attain the great

est productivi1:y for each dollar of payroll. Ji1ach of these 

systems has altered to some extent the basis of labor coat 

distributjon and analysis. 

A des er i pt ion of each of the common methods of wage 

payment is given so that the vari.ety of methoo.s may be more 

fully recognized. 

Day,.vork. Daywork constitutes one of the common forms 

of ·wage payrn.ent. Each employee is J)aid at an hourly or daily 

rate for the time spent in the plant. The jobs or wark-in

process accounts are charged at the '\ivorker's hourly rate for 

tbe labor time actually uwd. 

'l'he daywork system has frequently been superseded by 

various types of' incen-cive systems during the recent decades. 

It is int;e:resting to note, however, that the trend of the last 

few ycnirs has been toward the reestt1.blish1nent o:f the daywork 

plan. 

Driyvvork is -Widely used in small businesses and in larger 

plants whose work i.s highly diversified or built to order. 

:the in:t'erence is that any manufacturing operations wbich cannot 



be standardized on a continuous, repetitive basis will be 

found to use the hourly rate of labor compensation. 

'l'he weaknesses of the d.aywo~k system are: 

1. Employees are not inte.rested in t1'le cutting down 

of delays to production, bret:tkdovrn of machinery, 

lack of material, or other tieups. 
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2. It is unfair to the employee who works harder than 

othere. 

3. It is unfair to tbe employer VJhen an employee fFlls 

behind what he is expected to dt1. 

4. It results in unstable coots - fluctuating sometime$ 

with no apparent reaoon. 

The reasons tbat the trend has been back to daywork 

plan of payment is as follows: 

1. Simplicity and low expense of payroll calculation. 

2. Adaptability to all types and classes of shop 

operations regardless of the industry. 

}ii.any industries find conditions for the duywork wage 

plan ideal and in :fact unsuitable :t'or any other method. '.time 

is the only factor in determining earnines; hence, a recorder 

:for measuring both attendance and production time· is absolute

ly esaentinl. 
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t:cewo:rk. 'I'he payrnent o:f employees based upon the 

number of units of work performed he.s resulted in the develop-

ment of a v"Jide r:::1nge of specialized systems. /unong them are 

two b rond "types= 

1. 'l'hose which are based upon :recording production 

of' varying qu.antities upon which eacb operation 

was performed, and subsequently icing s,nd check-

ing the work claims. 

2. 'l'ho se system:;, based upon prepriced coupon records 

that cover standar<'l quantity lots and operations. 

ln indurotr ial plarrt s in vJh ich a limited m.1:mber of opera

tions ar'G to be per:formf:d, <", ·wide rGnge of rates are es.tnblish-

ed, a non-sta.ndHr d size lots a1· e frequently encountered~- the 

former type is most ~idely used. 

In most inclustrial plants, the _piecework datu arH noted 

on either the employee's d.3ily ti.mo tjcket or incliv:idual job 

ticket. If tbe coupon system is ur.,ed, it is custom;::i.ry for 

the employee to compile a daj ly or w 1ekly ·worker ts statement 

to which the coupons are attached .. 

'l'he ra.te paid for making a given piece or operati.ng t-i 

unit is deteru1incd by time Gtudy and ana.lysis o:t' motion and 

me-chod of work. 'l'hi s is usually done by a i:,pec ially trained 

01erk who caretvlly watcher; the m.otiorrn ot fJome employee 

dolng the worlc to be r1tirned~. He times the rnotions by a 

stop vvatch or cam er a under -va:ci OUl1 conditions over a 
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per io<i of t i:mc and not.es every element ·which mieht affect an 

average of '"'time allov1ed ,) for performing the operation. In 

umallcr plant,s, time studies are 3cldorn mo.de, nncl r~te setting 

is little more t;hn.n guess work. 

The price per piece is then se't accoruing to ree.;uirements 

governed by local wage levels, the selling price a:vaile.ble 

for the ari:icle, and the estimated incentive limit. 'l'he 

!act that there is usually no E::cientifically fixed basis of 

va1,1a-r, ion i.n setting straight pieceli;orlc rates creates a 

general tendency to juggle them. 

'flhis is encourage by the wide variation in productive 

ability betv.ieen employees.. no employer ls sure of his rates 

as fitting conditions in h:is business ·beyond the immediate 

outlook. 'l'hc tendency; therefore, wlrnn a. fm11 workers earn 

excessively, is to cut raten.. Such unreasonable action 

breeds disloyalty, nntagonism, and soldiering. '.J.'he employee 

. who is c011scientious1;;r trying to i.rnrk hard must ~ork that 

uv.ch. harder to make the same amount of money that he ma.de 

before~ He becomes dissatisfied, and in time intimidates 

and often spolls a new a.nd conscien"tious employee. 

~traight piecework encourages early departure and dis

regard of orgaDizatiori or c:' isciplina.r .Y measures because no 

guarantee is given him during de;lays for ,nhich he is not re

sponsible. Situations such as this, or news of a prQposed cut 

in rates wi 11 cause speeding up to the point o:r damage to 

machinery, spoilage of parts, and perhaps personal injury. 
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~;.traight piecework, to yield its best results, muet, be 

sctentif'ic and bai:,ed on competent time study. I)iecework 

ra;te experience ce.nnot be tn1alyzed nor can proper verifica

tion r,gatncit change,s in method of opc-:?ration o 1· der1i be 

obtained ·witl-10ut t ime-rccord.ing. 1t is par tic u1,0,rly :nee es-

sary for dik1tributi.on of overhead cont to a piecework job • 

. One of the outstanding advantages of the piecework 

system of Yla.ge ~oayment is "tl1e f ac ili ty ni th which pr ede

term ined labor costs are established for productive work. 

'fhe chief difficulty associated with the method is the 

un.cc Y!omical ting routine. The procedure for checking 

against f"re.ud is usually so expensive that generally it is 

limited to a perfunctory analysis. The inclusion in the 

costs· of ~•adjusted pay 1' authorized ·oy forerJen is also fre

quently overlooked. 

Straight piecm~mrk if, bee oning lE:r;;s used because its 

tendencies are so vicious with respect to the spirit and 

goodwill of a factory or izat ion t t it lo.sseB outweigh 

its ga1ns .. 

/,n attendance :recorder is alis,)lutely esseuti if con-

trol o:t· production ik! to be based on auditable f'actor.s. 

tem o~ contract wor is rapidly 

passing out. of existence in mo st ind.tu:;tr ic;_l organizations. 

Under tl1is plD.n, the worlrnr::1 are employees ot· indlviduals 

other thtm the rnanuf'acturer. The manufacturer furn:Lshes 



the 111a.ter ials to be processed to the contractor - wbo in 

·turn hires, supe:rvises, and pays the workers. 'l'he:ref'ore, 

no detHi le<l payroll or 

by the manufacturer. 

bor distributions are maintained 
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fJr:il.a:ried ~. ;~upervisors, of:fice staffs, and other 

"white collar r1 ·workers usually are mn.ployed on a wee1;:ly sal

ary baa is, '.l'he distribution of their ti.me to functional 

expense accounts is effec~ed on a fixed percentage basis 

which is det er:mined periodically. 

In some organizations, the· irwhi te collar ii v1orker s r:1.tn.y 

also be included VJ i th directly producttve employees under 

incentive systems. 

Commission. '.l'he commission bas is of c or11pensat ion for 

selling activities is widely used. lt is very similar in 

principle to piecework incentives in manufacturing. 

7eekly or monthly summaries of the salespersons' ac~ 

tivities are com.piled, whicb serve as a basis of' computing 

commission payments. 'J:he most common types of compensation 

are based upon; 

1. Value of shipments. 

2. Vr1lue of or cler s. 

3. Ju:nounts collected. 

4. Prof~t produced. 

5. Merchrindise classes. 

6. Point plans. 
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Premium or Bonus systems.. Before expla.ining the 

several special plans of wage incentives, it would be we11 

to give some general characteri1,ations. 'l'hey l'\~ve, in con

trast to dayvmrk and sti-r:Hght piecework, several general 

disadvantages; 

1., Complicated and ex.v2n1ai've clerical effort re,-

quired to extend and calculate earnings and 

check with the rate standards .. 

2. Difficulty for the worker in quickly under

standing and f'igur ing his earnings. 

'l'he common forms of wage incentive plans, when properly 

installed and geared into a plant organization do produce 

remarkable results both in increased production and decreased 

costs. they are vrnrth the extra clerical effort, parti cu-

lar ly si nee speedy calculating devices have been made avai 1-

able.. '!'hey ju~tify their soundnesa because they basically 

recognize the real f'acto:r in production, nro11ely - TI1'iE. 

one important thought to bear in m.imi is that in most 

plants the iNork is diversified, and that interruptions, de-

less, disagreements, acc:idents 91 changes, labor turnover, and 

other factors all militate against the smooth :functioning of 

~ny plan to standardize activity. 

:Many types of premium, bonus, and wage incentive systems. 

have been developed in the last halt-century from the prin

e iples originally formulated by Taylar. In practice these 
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plans ,,.re usually rnodifi ed sornewhat to fit; peculiar or un-

usual conditions encountered in individual plan~s. As a re-

ffLtlt, it is often difficult to :t'ind two organizations in any 

cormnunity which have iclentical '\JtJage pr;iyment plans. '.therefore, 

only a few basic incentive. systenrn are brieflJr outlined in 

the fallowing di scusston. 

'Taylor Dif'ferential Plan. This plcin is used in the 

manufacture of st eel spec~ nJi ties and othe:r met al pr od.ucts 

where expensive machinery is operat,ed, and :i.s one or the 

oldest wage incentive plans devised. 

'l'he plan has been opposed by some employers because it 

appeared to be dangerously expensive or becavse the low piece 

rate :!'.'or slow "rnrkers penalized those individuals too severe-

ly.. In this plan, employees push m .. 'lnngement to J:ceep all equip-

ment in perfect vwrking order so t.h3,t they 1.ll!ill not be made 

to suffer loss of pay for conditions beyond their control. 

Briefly, each worker is placed on a quota or wtask~ for 

a pa.rticular job or operation. T1:ie quota is sEt after a 

careful time study has been mec<'le. If tbe ,51orker e;oes below 

his quota, he is pa.i<l a standard price. If he equals or ex-

ceeds it, he is paid a higher rate vJhir:h may l)e from 257; to 

50% greater ... , 

An example of this plan can be illustrated by outlining 

t.he pay received by a.n employee. William rri s was gi vEm a 

task or quota for his job of· finishing operation 12, 
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cutting roller bearings, at a quota of 1.two an hour at 5¢ 

a hundred with a standard rate of 4¢. He vvorked it hours 

and cut 2,160 pieces thus receiving 0 .864. It is evident 

that if he had· speeded up just e little more, he would have 

earned.;1.08 and yet obtained a corresponding decrease in 

"burden cost. 

'.l'he negative feature of this plan is that it sets a 

de·:finite marlt for a rate ·whicl1 is retroactive and tends to 

cause di sappo.int:ment, as illustrated above.. It does, how

ev.E:lr, do away with the fear of rate-cutting ctnd penalized 

the ineffieient worker. 

Halsey Premium E!fil!, The original Halsey I-:re11;1ium Plan 

. contemplat,ed paying the worker a percentage o:f the time saved 

over and above a set standard for a job, at bis regularly 

hourly rate. 'l'he time standard :for the job was taken from 

past experience. 

Of later years, ti1e latter has been replaced by scien

't ii'ic time studies, and an e.ccurate time sta.ndn.rd set up for 

each operation.. '£his is deliberately increased from 40.% to 

100% for the sole purpose of giving the employee a mark to 

shoot a.t. 

The bonus or premium ia then based on a percentage, 

from 50% to 75%, of the difference betvrnen actual· time taken 

and time allovrnd. '.1"13.is plan :requires an accurate time. rec

ord of each job, and is a very effective stimulant to pro

duction. It is quite easily understood by employees~ and 
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is not too complicated 01~ expensive to install. 

Gantt Bonus Syst~ This plan is based on a sliding 

sCale 1J(rnuses using thG worker's ef'fi ci ency rts a E1easure. 

by the fltime taken~, and the first being a set standard 

from time studtes anrl the second a job recorder record. 

'l'his sliding scale is posted in the !:'.lhop a.nd varies 

/;'1·r-.o·,1'1.·.1 10'1{.' t·o r-.01•";; ···b. ove f..·1, b-c,,c,, :r· -t·"' . f' - y , ~ v v a ~ ~g~ Ha O pa• ic11 is set at 
. 

about 65% of v1hat the t1time a.llowecl'" rate nould be for the 

. job., 

'l'his incen-r;.ive :ulnn was clev:ised to utilize 'the .strong 

incentive of the Taylor ple.n e1.nd eliminate the drastic effect 

of the low piece l'&te for low production. 

'l'he special feature of this plan is 'that it does not 

yield readily to change in type of operat ns going through 

the plant.. It is, however, easy t: or the :men to understand 

snd quick to produce efficient results. 

13f}daux lli!!• This system. is based on a standard setup 

of "points n representing the a.mount of vJork t,}.rnt ma.y be fin-

ished in· one minute, allowed for a fair 11H::.s1sure of interrup-

. tions and lost motion. It is es.sentia1ly a vJage payment and 

incentive plan_ and Cfm be applied to both direct and indirect 

labor. 

:i.'his plan and siwilar ones operating on the point or-



'l!lstandard minute'fl system are 'iiiiidely applied and very suc

cessful. 

GO 

Rate standards for opeTations in both direct and in

direct labor classificat-ions. must be developed completely 

in order to reduce all activity to a eormnon point basis. 

This nHHU.'IS ela.borate time studies v1hich are subject to 

changes with each improved method. Although it is a costly 

$ystem to install and is confined on that account to the. 

larger industries, it is quick to produce results. 

Some claims have been made that v.1ith the point or 

Bed.aux system the value of a job time recorder is greatly 

reduced. There is a tempta~ion ~o accept this because of 

the ingeniousness of the plan itself. 'i'he assumption is 

that the count of pieces on any job compl.eted constitutes 

su:t'fioient measµre of in.dividual title to earnings. This is 

true considering any one job by i trJelf', but a glance at- a 

daily time or premium car'{l .for any productive operator under 

the Bedaux system will show that any isolated operation is 

not au.di.table v"Jith relation to a full day's vrnrk unless me

chanically ide.nt ified with a defihi te train of events. Any

one who knows _the hazards of routing and dispatching produc

tion can appreciate the force of this claim. '.rhat alone is 

sufficient reason f o:r any praot ica.1 works a.udi tor to demand 

the employxnent of mechanical recording. 

A "point~, as in any sales or other quota, is a measure 

of resu.lts. In 'the .Bedaux system it equals the a.mount of 
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productive ·work vJ1ich may be done 

operatlng normal spe , within one ~inute oft e. This 

amount of ~ork is, of course, reduced by a fair lowance 

of ths=; job, lrning greater for job::; rec0uiring heavy physical 

exert:ion nnd cctn,.1 cr;::,ely, lees for lic;htE:r \;;ork. 

urnlly 

60, or 480 in en 8-hour day is set up as a base figure a-

gainet which to match actual performance. 

A ·1lpo int ctr I!d,:J:·d '' j s the numli er .of points set up or 

loYHscl for '"' given ope:rn.tion. '£l1:i.B is done l::y time u.dy 

and if3 not changed vuhen once determ:t:1ed 11nlerrn n change 

occurs in the operntion itself or the method recuired to 

perform it. Concerns are very careful to guarantee their 

point standards for tho obvious reason that a point is of 

abDtract value to the \":oI'ker nnd any chnngei;, very quickly 

spread distrust s~d dissatisfaction. The burden on compe-

tent t study is grent ~nd, in pl~nta usi t 1:JJ s system, 

deg:ree of r, tarn:lardi zat ion, stabilized method. r:1, and 

:in:f:rec.uent denigr1 changes in prodJ1ct, should be m;;i.ntained 

if the eyr;::tem is not to become top-heavy. In x~1any pl;i.nts 

yielding ;iigh standardized volume, the 3eriaux or 2,)i system 

-has been outstandingly succeesful. 

Each operator, as ho receives a job, is given the point 

standard allowed for the operation, and therefore 1GrnVU3 at 

the end of the d2y the nurn.ber of po int s ~) tt n tnecl in excess 
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of his day's par, or 480 (8-hour day). His premium would 

be, usually '75% of the excess - the remaining 25Ji, being 

distributed to the foremen, shop clerk, material handlers, 

etc., on the correct assumption that the tea11rn°ork and help 

of ind.irect labor is o. rewardable !'actor i.n direct labor 

production. 

To cite a simple example: 

.1.l. man is given a buffing operation on Vihich the rate 

standard is .a a piece. His day rate is 60 cents an hour. 

}Juppose he -completes 800 perfect pieces in his 8-hour day. 

1. Hia :tN ::ind OUT clock record for cj t)it hours 
@ ~ .60: 04.80 

2. His 

3. His 

4. His 

earned points are 

s tD.ndard points are 

premium points are 

640 

480 

160 

5. llis portion 75% = 120 = 2 hours@~ .60 = 31.20 

6.. Pooled port ion 2576 = 40 = 2/3 hours G ~) • 60 = $ .. 40 

'7. His total ci:.:iy 1 s wages wi 11 then be t,;6. 00. 

Previous day's premiums are posted in each departmsnt. 

It is the practice, in order to preserve the incentive value 

in the premium, to Iist it separately in the pay check or 

time ca.rd received by the man sllow ing bis earnings over the 

regular pay period. 'i'his is also followed in other premium 

or bonus plans. 

:lllanit ~yster).h :l:his is a variation of the point system 
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that Yvas devised by the Haynes t;or pora t ion.. It:J basic dif-

fe:r.ence lies in the :t'act that c:1 m.an-minute or manit is a unit 

of measure which is not rleri ved from the apeci al corld i tions 

surrounding a given class work, but is simply the mathematical 

product of a man worki.ng for one minute with a :fixed allowance 

of 20% off as a margin for increased effort. 

With this distinction in mind, it is easy to nee that 

the time study of an operP.:tion must not be directed toward 

what a man may do in a given time, hut rat her t mnard the 

maximum, or what he should. do. '.l;o evaluate fl_ premium sys

tem, the logical par value of a day's ~ork is based on 60 

manite per hour which he should do, and a mark is set at a 

251:) increase for a. max:imum f'ull d-ciy's vork of 75 mahits per 

hour which he can do if he tries. 'l'hiEi conforms to the stated 

allowances o:f 207", 1:·wr1tioned above, since 20J~ from 75 manit.s 

would leave 60 manite. 

Each productive worker is given a -:iage rate per 100 

manits, which is similar to a piec rate except that it 

applies to everytht ng he doeG regardlt:HJS of the work bci ng 

performed. His rate depends on hie ability, length of eer-

vice, nnd ot11er factors which control wages in general.. It 

will be seen that when a worker reaches a production rate of 

75 mani ts an hour, he \'Jill be earning 25% more than at. a 

rate of 60 mant ts. 'l'h is is cli st ingu ished from straight piece

w~rk since a man is paid, in effect, an increased rate on all 

he p:roduces for opeecling up instead o:f just getting pgid so 

much a piece for extra pieces. The force of the ir10enti ve 
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is brought out by tbi s comparison. 

Accurate time studies o.re made to apply the number of 

manit credits to be given for each operation. A '\iliOrl<er then 

can work on one thing a.11 day or any number of dift'erent 

operations and his flat total credit of manits will deter

mine bis earnings. 

Indirect labor is given manit standards in a great 

many cases and the same basis is worked out for them. In 

Qther instances, these people are paid a 110rms uot exceeding 

5% of the combined earnings of' all t:r1ose productive workers 

who maintain a daily rate above the standB,rd of 60 manits 

an bour. 

Jo'b recorders are equally essential in this sytem for 

toto.1-costing, time analysis, recording idle tim.e, and pro

duct ion co ntro 1. 



Chapter VI 

It is desirable to handle sala:ries - as opposed to 

ordinary WB,ges - sepa:rntely, because of the greater simpli

city in preparing salar;1 pct;ymc. ts due to the relnti ve.ly 

stable amount involved per person, the rela,tively fixed 

1ist of nar.nes, the fact that sa,l;;ir ies t:ire usually paid by 

check, and the fact that salaried employees are usually so 

well known that precautions as to identif ice.ti on are J.ess 

needed than in the case of nonsalaried employees. Also, 

separa:te records for salaries under the control o:t' a spe

cial clerk, on the score of relatively confidential aspect 

of salary rates. 

On this type of payroll, employees are hired at a 

fixed rate per week, month, or yee.r. The Salary Payroll 

:Accounting :Method has a series of specific objectives among 

VJhich are to provide eacki employee with his periodic wages 

and to report his compensation to the employees, to the own:ers 

eJ:1d mnnngers of 1:1 bus i.ness, and to the government. ;;Hnce the 

amount paid ea.cb pay pertod seldorn var1en, the IBIE rnethod of 

pre-:r;mnched cards can be setup and used to reproduce automa

tically the curr&nt. pay period cards.. 'l'he derived advantages 

from the use of 1Uectr ic :\c count iug tiach lne s for Salary Payroll 

routines are as follows: 

L. 'l'11e r tion of payroll opera.tions to a simple 



machine routine is the ~esult of an automatic 

preparation of ~.11 payroll reports and records 

from one original recordtng. 

2. The verification of the original recording 

by machine controls establishes the accuracy 

of :reports and records. 

3. Beea.use the payroll information is pre

calculated and p:roceesed autPme.tiCi::"'!lly, 

the re.ports and records are available at 

an early date. 

4. Through the use of the original punched IBM 

cards, the control o:t' payroll expenditures 

is easily provided. 

5.. :B.y analyses of tardiness t absence, and over

time', an attendance control is established 

quarterly and annually. 

6. 'l'he required quarterly and annual government 

report.a of earnings and taxes can be pre

pared by :fast, automatic ma.chines thereby 

minimizing the peak loads. , , 

?. By using IJ31{ checks, reconciliation of bank 

statements can be mechanized. 

8. By comprehensive management reports and 

analyses of' personnel matter simplif'ies 
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the formulation of policies • 

.21.'t£;;inal 9:..opuments~ }1lach particular organization will 

use their own partt culRr v.ar tat. ion of the source documents; 

hovrnver, certain basic documents a.re used for most salary 

payroll accounting procedures;; (1) Employm.ent notic:.::f,, 

(2) Attenda.nce time records, (3) I~mployee salary adjustment 

or claasificat.ion changes, (4) Deduction authorizations. 

the follow:i.ng is certain basic information v/hich is 

deemed an essential integral part ot' tne original documents, 

1.. Employee's name. 

2. Employee number ... 

3. Social Secv.rity number. 

4., Address. 

5. Sex, age, and marital status. 

6 .. number of dependents. 

7. Date started~ 

8.. Oc cu.pat ion. 

9. Account charged. 

IO.. Operation cb0,rged., 

11. Department assigned. 

12. Operation performed. 

13.. Overtime hours .. 

14. Kinds of deduction .. 

15., ]'requenoy and durati.on of deduction .. 

16. Salary rate. 

17.. Any other miscellaneous clata .. 



!ayr:011 ~trol. The polic iee of eac}-i organization 

will differ as to the conditions involved in the payment 

of aupervi~ors, off"ice utaffs, F,nd. other "\,,bite collar·11 

vrnrkers.. However, the follov:ling generalizations ca,n be 

madet 

1. ':J.'be employee ts paid a fixed a1rwunt for a 

specific pay period, b~sed on a weekly, month-

ly, or per unnum rate. 

2. The ~mployee is not penalized for normal ab

sences or latenesses. 
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3. the employee o:r ri:1ay ijo·t. be paid fo::c> overti.:me. 

In general t employcfJS in supervisory Ci:'.i.pac it; ies 

or earni.ng over a specir~od aruom-rt axe exe,apted 

t·rom paym.etrt for .. nrc:rtime. 

4. '.i.'he principal exception from a standard pay 

period payment results from a.deli t.:ional over

time earnings. 

5. the time of each loyee is generally charged 

to onJy one expense or clePring account. 

'l'lds results in a high pe:rcentagG of earnings, tax deduction 

and accounting factors which rernain constant frorn pay period. 

to pay period. vant can be taken of thhi condition t.o 

effect considerable simplification and economy of operation 

through the repeti·tive use o:r payroll master cards for pre

paring payroll records or the payroll cc:irds required for 
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each successive pay period. 

Master payroll cards. 1'he file of' master payroll cards 

cont a ins a prec~lculHted and prepunched master payrol l card 

(Higure 1) for each employee. The cards is so tleni 5ned a s to 

i nclude those f actors which are r equired for preparing the 

payroll and developing statistical and personn~l t 1for~9~ion. 

-
HR ADAMS 6 1 1602 25000 250 250 2980 21520 
_ ---i, l i_:-----------t-+--+----t---+-+- NET 

EMPLOYEE 0. A. S. I. S. U. I. WITH HO LOI NG EARNINGS 
~ u ~

0

. NO ci SALARY AFTER 

~ * - . ~ TAX DEDUCTIONS TAXES 

rrME OF EMPLOYEE 

]'igure 1.. Master Payroll Card 

1'hese car ds shou ld contain employee identif ic nt ion, the 

authorized sala ry amount, t ax deductions, ond net payr;ient 

amoun"t a t·ter taxes for a st andard pay period. 

The Master Payroll Card File is used fori 

1. Preparation of attendance records. 

2. tt e pro duction of speci al c ar ds for st~tistical and 

perronnel st udie s. 



3. Re:product ion of inform:,::it ion vih j.cb remui no un

changed when changes are made in the card. 
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4. The preparation of payroll records each pay period 

or the reproduction of a set of pay period payroll 

cards to be used for payroll accouutiv..g purposes. 

This rr1ethod of prepa,ring a master payroll card reduces 

pa;yroll calculntions nnd manual recordings to a minimum.. Speed 

a.nd accuracy are increased througb the estahlidmient of pre

determined controls and. pre-si.ucUts in advance of payroll pre

paration, and the entire payroll accounting routine is greatly 

simplified • 

. Attend.ance cards. Even though attendance time is not 

required to determine employees' regular earnings, it is 

necessary to record UT and OUT time in order to have a basis 

on which overtime earnings may be computed.. 'I'hi s record is 

necessary in compensation caoes, control of' excessive tardi

ness and absen-ceeiom, twd compliance with the ]federal Wages 

and Hour Law. t'he IB1". Atte:ndance 'l'ime Recorders are the means 

by which an accurate and legible recording may be obtained. 

At the end of each pa.y period, or in time for the distri

bution of attendance cards to each clock station for use the 

first l!lorning of" the succeeding pay JJer iod, the master payroll 

cards are used to prepare attendance cards {Figure 2) .• 

The attendance cards are p:repaxed automatically from the 

master payroll cards by the Electric Documeht•Originating 
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machine. Department and employee numbers are printed simul-

taneously in large rigures on the ends of the cards to facili -

tate reference when filed in card racks. Other punched infor-

mation in any sequence may be printed along the top edges of 

the cards by the ~lectric Eunched Card Interpreter. 

V'\ (X) r-,J "SI" 
q a; q a; 
r-- r-.J l".J CX) 

dj dj dj dj 
r-,J (X) V'\ (X) 
q a; q -;. 

r-- r-.J l".J 0 
Hl Hl Hl Hl 

~ 
"' ~ 

"' z > V'\ ..0 r-,J V"\ ~ "' ; .. ,I: q ~ q a; 
~ c~ ~ :IE !::::: ,-..J l".J CX) 

~c.., 

ni n1 ~ !:::!~ ::t.:= n1 n1 C 
z """' c:, 
c:, Ca> 

r-,J (X) r-,J -.D 

~ ~: q a; q ~ 
co r-- ,-..J ,-..J CX) 

V'.J V'.J V'.J V'.J 

Figure 2. Attendance Card 

Hours worked, overtime hours, days absent by reason, 

and times late are recorded on the Attendance Cards by pencil 

mar.ks which are translated electronically into punched holes. 

'.1.'he punched Attendance Cards then are used for recording over-

time earning s and for prep~•ring attendance and overtime analy-

ses. 

Control of master files. Control totals ond pre-audit 

of payroll are established in advance of the preparation of 

current payroll records by use of a duplicate copy of the 
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Payroll Register for tbe previous pay period. 

control of payroll payments and 

records is eetablidhed by maintaining i control of the author

ized sa1ary amount.s reprecented by the er payroll ce,rds. 

All cht=tnge£, and ove3rtime are posted to the d.uplicate pr,.yroll 

regisT,er nnd control totals art': ndjur:;ted GS recnirea .• 

Changes in the master payroll card f'ile originate in 

the form of payroll advices contair1ing the :requirecl authoriza .. 

tion and apprcl'Vals. All changes are made currently as they 

occur, by ~ith awing the cards affected aod substituting new 

cards reflecting the c1111nges. These changes will include 

such things as new employees, terminations, salary increases 

a.nd decrea.sGs, transfers, tax changes (~;3, 000 •. 00 limitation), 

and any other factors which might affect the cards. 

In case the change occurs in the middle of the pay period, 

or is retroactive, and exception cards is prepared in addition 

to the ne-w master payroll card. The exception cards serves 

the same purpose as would the regular payroll cant during the 

pay period affected. 

en an employee has overtime,. the master payroll card. 

is pulled and the exception card is prepared stating the basic 

information and salary rate. 1'he exception card then is punch-

~d wi t:h overtime hours; overtime earnings, and gross eernings. 

'l'he payroll tax deductions may 1:ie extended by the CaJ.culating 

Punch, gang punched from tax extension cnrde, or mnnually calau

la.ted depend:tng on the volur.:1e or other conditions. 
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'.i.'he number of employees ·working overt ir:i.e is usually 

smnll the range of overtime hours limited, tax deduction 

rate charts may be employed to advrrntage 'to determine tax ti-

mounts. Under this phn, tax deductious and net pay after 

taxes .:-;,re calculated manually and posted on the cont:rol sheet. 

Exception cards are punched directly from this recorcl. After 

.mar::1ter payroll c for changes a.nd additions havi:o been filed 

in proper place i:1nd exceptiol'l c;t'.rds are sub.:rtituted fo:r the 

corresponding master payroll Gards, a11 cards are totaled for 

t;:::,.lancing ,;;:Jith control figures. 

'l'he :preps.ration of payroll records and reports is fiCcom-

plished through the use of. various type;:, of card records: 

1.. I:fl.8.ster payroll cards or pay period payroll cards. 

2.. Excepti.011 cards. 

3. Deduc~ion cards. 

4.. vi iscellaneous _payn1ent cards. 

5. J\ccurrmlative record cards. 

'l:he first two cards have been discussed in the foregoing 

paragraphs. 

Deduction cards. IBM IJedv.ction Cards are used to record 

ea.eh type of' voluntary deduction. I!" the deduction is recur-

rent, the saRle Ce.rd is used for each pay period affected. 

Dur:i ng the recent year: the advent of va.r ious types of 

social benefits pat d for by ernployees tli.rougb. payroll deduc-

tions has made tbis phase of pa.yroll accounting a major 



74 

record-keeping operation. 

'l'here are numerous types of voluntary deductions ih the 

nature of' payments or deposits for specific purposes that 

require registers for reference or remittance purposes. In 

addition to the voluntary deduct ions, there a.re the federal,. 

state, and city payroll tax deductions and their related re

port requirements. 'l'he ma.inter.la.nee of ledger ac~ounts for 

the individual employee is also required for some types of 

deductions such as those 1·or savings accounts, savings bonds, 

credit union, life insurance, retirement fund, or building 

and loan association. Even though the fundamental require

ments 1"or. payroll purposes is the snme .for all types of' de

ductions., the cards should be so designed as to provide for 

the subsequent use in meeting of each type of deduction. One 

of several different types of deduction cards may be used: 

1. Individual deduction cards - All tbe voluntary 

deductions a.re made by means of a set of deduc-

tion cards for each employee and type 01' deduc-

t ion. These cards are ,t"i led according to the 

pay period, or at the end of a pay per5.od a.re 

sorted to select cards for deductions to be rn.ade 

during the current pay period~ 

2.. Group deduction cards - In Cld3e that there is a 

high percentage o:t· recurring voluntary deductions 

whieh are made consi.stcntly e.ach pay period., a 

group or sprer_td deduction card is of ten used,. This 
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card will contain the deduction amount of group 

life insurance, retirement contribution, war bond 

purchase, savings and loan, and the total deduction 

amount. Separate cards will be punched for tbe 

non-recurring deductions or deductions which are 

to be made for a specific period. '!'his plan lacks 

the flexibility of the individual card type of rec-

ord, but does reduce the number of deduction cards. 

3. Co~bination payroll and deduction cards - It may 

be nr::ictical to include the recurring voluntary 

deductions on the payroll cards. If this is the 

case, the card will contain gross salary, payroll 

tax deduct ion,s, recurring deductions, and amount 

of net payment. Separate cards are punched for 

non-recurring deductions covering a specific period. 

I ACCOUNT NO. I I START om 
STOP omlxl ,I rp:111 !I CLOCK NO;loEPT. sue ;Js·\J EMPLOYEE NAME 1JM0.1IDAY1I~ MO DAY ,. AMOUNT OF ~ ~ DESCRIPTION 

00000000000000000000000000000000 0 olo ol~lo O O O O O o:o O OED O O O O O O O O O O O O O O 0 000000000000 00000~ 
DEDUCTION WHEN !<IMO 64 65 66 67 68 69 70 71 72 73 74 75 1 6111819 80 m 

THRIFT LOAN 1 WEEKLY 

THRIFT SAVINGS 2 
FIRST ANO 

THIRD WEEKS 

RETIREMENT 3 SECOND AND 
FOURTH WEEKS 

COMMUNITY 
4 SECOND WEEK 

FUND 

INSURANCE 5 THIRD WEEK 

BONDS 6 FOURTH WEEK 

UNION OUES 1 

8 

OTHER 
9 tSPECIFYI 

1 SINGLE 

2 STANDING CLOCK NUMBER EMPLOYEE NAME 

3 SPECIAL PERIOD PAYROLL DEDUCTION CARD 

4 

5 

6 
I HEREBY AUTHORIZE A TOTAL DEDUCTION OF , •• , , • 

1 

FOR PAYMENTS OF ••••••••••••••••••• , •••• 
8 

TO BE MADE AS INDICATED 

9 
EMPLOYEE SIGNATURE 

111111111111 

222222222222 

333333333333 

444444444444 

555555555555 

. 666666666666 

777777777777 . 
888888888888 

11111 ~ 
r
> 

2222215 
!: 
> 

33333.,, 
C 

"' 44444& 
J: 

55555~ 
n 

66666~ 
"' > 

77777~ 

999999999999 
1 2 3 4 1 5 6 1 s 9 10 11112 13 14 15 16 11 10 19 20 21 22 23 24 25 26 21i2s 29 30 31 321J3 34 35 36 311Js 39 40 4142'43 4445 46'4i.sk915ol51 52 53 54 55 56 57 58 59 60 61 62 63 64 65 66 67 68 69 70 11121314 151 

8 8 8 8 8 

9 9 9 9 9 
617 78 79 80 

IBM 773537 

lHgure 3. The Oklahoma Publishing Company 
Payroll Deduction Card. 
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The Payroll Deduction Cards shown in Figures 3 and 4 

illustrates two different types of card designs which accom-

plishes the same results. 

f---co=EP=1---+--~EM=PlO=YE~E-+--·---~;M-E-Of-E-MP-lO-YE_E_ 
NO NO. 

o o o. o o o o o o o o o o o o o o o o o o o o o o o o o o 010 o 010 o ffiloo o:o o o o o o o o o o o o o o o o o o o o 
1 2 J 4 s s 1 a g 10 111213 14 15 1s 11 1a 19 20 21 22 23 24 2s 2s 21 2a 29 3(}:31 32 33'34 35 36 371Ja 39 40:41 42 43 44 45 46 47 48 49 so s1 s2 SJ 54 ss ss 57 ss ss so 

111111111111111111111111111111:11111111111:11111111111111111111 
MO. DAY ~ NAME OF EMPLOYEE Dr°PT. EMPJgm !,! lPAr AMOUNT DESCRIPTION OF DEDUCTION' 

12 2 2 2 DESCRIPTION 2 2 2 2 2 2 2 ;2 2 ~ ~ z 2 2 2 2 2 12 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 
I § [t ~ 1 

u 1- 3 I 

3 J J J J J J :J 3 J JJ 3 3 3 3 3 ;J 3 J 3 J J 3 3 3 J 3 3 3 3 3 3 J J J 3 WEEKlY 
I 

3 3 3 3 3 

TYPE OF DEDUCTION 

J.SING,lE PERIOD 
2· SPECfflC PERIOD 
3· STANDING 

WHEN MADE 
SEMI-MONTI-ILY 

4 4 4 4 4 CODE WH£N TAKEN 
1 I 1· FIRST WEEK 

4 4 4 4 4 4 4'4 4 4 4 4 4 4 4 4 4 '4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 1 SECOND WEEK 

1· FIRSl HALF 1· SECOND HAlf 

0 
80 

1 "O ... 
-< 
;o 

2 ~ ... 
3 ~ 

0 
C 

I 1 3- THIRD WEEK 7. EA~H PAY 

1

5 5 5 5 5 5 5 55 5 5 5 :s 5 5 5 5 5 5 5 5 5 :5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 ! ;~IUR:io'\;;'w,EK 
9 

OTHER 5 
1 1 6-2nd ANO 4th WHK G 

0
~ I 

TYPE LAST pp 1 7 EACH WEEK .v 

6 616 6 6 6 6 6 6 6 6 6' 6 6 6 6 6 6 6 6 6 6: 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 9 OTHER 

4 !:l 
0 
z 

I I 
' I I 1-R-EM-AR_K_S ----------1 

7 7 7 7 7 7 7 7 7 7 7 7 :7 7 7 7 7 7 7 7 7 7 :1 7 7 7 7 , 7 7 7 7 7 7 7 7 7 7 7 7 7 7 L 7 

88 "If""""' 88,188 sa:88 88188 88 .. : ... 88. 88. 88 88. 88 88 "I . 
rHtH; , , , 9 W1ll2 ~ 1~:o1112-,M~~~f,~1~Hi~~~;1 ! ! R ;, :a .~J ~ ~ ;, ~ !{H¥~., 63 64 65 66" 68 ,9 ,a"" )J" ,s 76" ,. J~ 

l~M 772. ,3 .J ¢;-- !~a .... 

J1'igure 4. Payroll Deduction Cnrd. 

Miscellaneous payment card~. Separate cards are punch-

ed and balanced for inclusion with payro 11 c ards for the pre-

parat ion of payment records if' reimbursement for meals, car-

fare, and other expenses is me.de on payroll checks. 'l'he pay-

roll records are designed to provide separate control totals 

of these payments. 

Accumulative record cards. Payroll factors requiring 

period-to-date accumulat ive totals are recorded on nn accumt.1,-

lative record card. The accumulative record cards automati -

cally pick up old balances and establishes new year -to-date 

earnings and tax figures. The arrangement of all cards in 
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employee sequence is accomplished automatically by the Elec-

trio Punched Card Sorting Uacbine. 

This record may be summary punched during the preparation 

of the payroll registers or checks, or as a subsequent opera-

tion. 

An example of an accumulative record card is: 

! 21219 I 2117 100,0114692 047. 131030 75.1610334.691 1061041 .5olo 19.3elo20.35 
ClOCI NO. ,.,. t..S. PU• .. S YI. TO IATE WM($ llfl. Tlll DATE 0.A.I. HD. DAYS IS TOTAL HD. IET EHINICS 

INGIT DR j LIMIT ~ GROSS EARNINGS I TOTAL TIME IFEDERALI 
SUI.-TOTAL ASSIG._ NET PAY CLOCK NO CODE ~ SOCIAL SECURITY : TOTAL O A B 

.,EDUCTION! MENTS ~ . :C 3 4 9 5 ; ACCOUNT NUMBER PERIOD YEAR TO DATE O.A.B. QUARTER I l:i HOURS .EDUCTION! DEDUCTION 
u a.a. w WAGES CONTROL TO DATE • c IPEtlDD I 

o 11 o:o o o o:o o Io o,o o o Io o o o o o o o o o o o o o o Io o o o o Io o:o o I o:I o o:o o o o o o:o o ~o o o:o o o Io Io o:o I Io o:o o o o o:o o 
- - - -:- - - -1- - - - - 1- - - - - - - - - - - - - - - - - - - - - - - - - - - -1- - - -1- - _,_ - - - - - 1- - -.- - -1- - - - - - - -1 - - - - -1- - - - -,- -

1111'111111111:1111111111111111111111111111 11111:111:111111:111:111:1111111 •11111:11111:11 
I I I I I I I I llj I ' 
I I I I I I I I I I I I 

2 2 2 2:2 2 2 2'2 2 212'2 2 2 21212 212 2 2 2 2 2 2 2 2 2 2 2 2 212 2 2:2 2 2 2:2 2 2:2 2 2 2 2 2:2 2 2'2 2 212 2 2 2 2 2 2 2'2 2 2 2 2'2 2 2 2 2'2 2 
I : : I I I I : : I : : 

~ ~ ~ ~:~ ~ ~ ~:~ ~ ~ ~ ~:~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ! ~ ! ~ ~ ~ ~ ~ ~:! ~ ~ ~:~ ! ~!! ~ ~ ~ ~ ~j~ ~ ~i~ ~ ~:~ ~ ~ ~ ! ~ ! ~!~ ! ! ! ~:~ ~ ~ ~ ~!~ ~ I 
• • ••:I• • •:• • • • •:• • • • • • • • • •••I•• • • ••••II•• • • 1 •:• • • 4:• • 4:• • • • • 4:• • •:• •Ii••• 4 • 4 I 4:4 4 4 4 4:4 4 4 4 4;4 • 

I : : : I : I : I : : : 

5 5 5 5:5 I 5 5,5 5 5 5 5,5 I 5 5 5 5 5 5 5 5 5 5 5 5 I 5 5 5 5 5 5 5 5 5 5 5 5 5,5 5 5 5:5 5 l,5 5 5 5 5 5:5 5 5,5 5 5'5 5 5 5 5 5 5 5,l 5 5 5 5,5 5 5 5 5,5 5 
I : : : I : : : : : : : 

6 6 6 6:6 6 6 6:6 6 6 6 6,6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 I 6 6 6 6 6:6 6 6 6:6 6 616 I 6 6 6 616 6 6•6 6 6:16 6 6 I 6 s 6•6 s s s 6:6 6 s s 6:6 6 
- - - -:- - - -1- - - - -:- - - - - - - - - - - - - - - - - - - - - - - - - - - -•- - - -1- - _,_ - - - - -:- - -:- - -1- - - - - - - -:- - - - -1- - - - -,- -

7 7 7 lt7 7 7 1:1 7 7 7 717 7 7 7 717 7 7 7 7 7 7 7 717 7 7 7 7 7 7 7 7 7 11:1111 717 I 711 7 17 7 7 7'7 7 7'7 7 1'7 7 7 7 7 7 7 1:17771:17771:1 7 l : I : QUARTERLY SUMMARY OF EARNINGS 1 : 1 

111 111 1 a 1111 a a 1ia a I a a a a a a 11111 a 1111111 8 8 11 a 818 a FDR sociAL sEcuRin REPORTING 8 8 8 8 818 8 8 8 8'8 I 8 8 8'8 8 
: : 1 : YEAR TO DATE imm I~~~~ : : : 

9 9 9 s:s 9 9 1;1 s 9 9 1:1 9 9 9 9 9 9 919 9 9 9 I 9 9 9•9 9 9 9 9 9 I 9 9 9 t;9 919 919 9 919 919 9 9 t:9 919:9 9 1:11 9 9 9 9 9:9 9 9 91'9 9 9 9 9;9 9 
1 2 3 •• , I J 1•11111121Jl141!1H1!1111a21 02>411Sa!laa•21»1DMJ1a1'ata•41.CGl44-4!Msols1125J54tllm5l"'···· ..... u.•101112 14_Jptn11111• 

Jl'igure 5. 

LICENSED FOR USE UNDER PATENT 1,772,492 I. B. M. 539651 

Payroll Summ~ry Card for Social 
Sec urity Records 

Payment records. After all the controls have been 

established, nll card are combined and arranged in proper 

seauence (Figure 6) in order to prepare the payroll registers, 

payroll checks, and employee earnings st :1tements. 

'l'be Collator simultaneously feeds and compares two sets 

of cards in order to merge or match them. Therefore, the mas-

ter payroll card, deduction card, and accumula tive record card 

can quicltly accomplish the merging process. 



78 

2 

2.65 o.oo .309.80 53.00 1.2 5 o .. oo 3 .. 75 611 sl 
EARNINGS 

WITHHOLDING ANNUITY EARNINGS BOND MONTHI OAY I YEAR 

TAX CONTRIBUTION QUARTER ACCOUNT PERIOD 

I H-~- ~DAMS 
I I 

6 1 1 1 6 0 1 1 o: 1 5: 1 4 3 6 2 

0 
a: 
-< u 
Q 
a: 
0 
u 
w 
a: 
w 
> 
~ ..... 
::::, 
:I 
::::, 
u 
u 
-< 

L 

TO DATE BALANCE 
I I 
I 

STATE OFF. DEPT. EMPLOYEE NO. SOCIAL SECURITY NO. T. C. M. S. YEAR TO DATE ENDING 

0 
a: 
-< u 

z 
0 
j:: 
u 
::::, 
Q 
w 
Q 

1 ...... 

HR ADAMS 6 1 1 160~AVINGS BOND -- - - _________ ----,._,___,___.___._ - - - - ----------+---+---f---+--- -~ 1 3 3 3,.7 5 

NAME OF EMPLOYEE w w .... 
E E 
"' .. "" ~ .. 

EMPLOYEE I 
NO. KIND OF DEDUCTION DED'N TYPE WHEN AMOUNT Of 

CODE 
Of 

TAKEN DEDUCTION 
DED'N 

2.50 .. 29,.80 ,.2 1 5,.20 

S.U. I. WITHHOLDING 
NET 

EARNINGS 

6 1 f ~ _ !-,_D_A_M_S _________ f---+--1-l-_1_6_ 0+ 2-l-_ _ .... 2_ 5_0_,,.,.o.__o-l-_o_.A2_,,:.._.~_o-+------ !-A---'L--+---"'----'"--~ 

NAME Of EMPLOYEE ~ w EMPLOYEE ., 
AFTER ~ '"' ...,: NO. " 

t; * ~ a TAX DEDUCTIONS TAXES 

SALARY 

o o o o o o o o o o o o o o o o o o o o o o o o r o 010 o o ,oo r - o 010 o o 010 o o o:o o o,o o · liTD - 010 r o o:o · iooo;a 
: I : : I : I : : I I I l I 

0 1 1 1 1 1 11 11 1 1 11 111 1 1 1 1 1 1 1 111 1 :1 1 1 1 :1 11 :11 1 111 1 1 111 1 1 1 :1 1 1111 1 1 111 1 1 1 1 :1 1 1 :, 1 1 :1 1 1 111 1 ;1 1 
~ I I I I I I I 1 1 I I j I 
u 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2:2 2 2:2 2 2 21 2 2,2 2 2 2'2 2 2 2:2 2 2 212 2 212 2 2 2 :2 2 2 2 12 2 212 212 2 2 21 2 2: 2 
-' I I I I I I I I I I I I I I o 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 313 3 3:3 3 3 3:3 3 3:3 3 3 3:3 3 3 313 3 3 3:3 3 313 3 3 3 313 3 3 3 3:3 3 313 3 313 3 3 313 3 313 3 
~ I I I I I I I I I I : I I I 

: 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 414 4 4:4 4 4 414 4 414 4 4 414 4 4 414 4 4 414 4 414 4 4 4 414 4 4 4 4:4 4 414 4 4114 4 4 414 4 414 4 
I I I I I I I I I I I I I 

~ 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 & 5 5:5 5 515 5 5 515 5,555 5:5 5 5 515 5 5 515 5 5115 5 5 5 511 5 5 5 51 5 515 5 515 5 5 5115 5 15 5 
111 I I I I I I I I I 

~ IG G G G G G G G G G G G G G G G G GIG IGIG G G G G GIG GIG G clc G Glc 1c G G!G GIG s!G G G G!G G G s's G G!G GIG G G!G GIG G G!G Glsls G G!G ~iG s:s G sis G 
NAME OF EMPLOYEE $111[ g DEPT EMPHLiTEE ~ AC~iuHT RATE OVERTIME GROSS EARNINGS PAYROLL TAXES m E:•~:tE6s5 

1111 J J J J J J 7 J J 7 7 7 7 7 7l7 7l7 7] J J 7 7 7 7 717 7!7 17 7 7 II/ 7 7 17 7 7 7 7 71 J:111 J:J 11111111r17 7 7 7!7 7 7:7 7 7' 7 7 J 7l7 7 7; / 7 
I HOURLY I I I 
1 OVERTIME SALARY HOURS AMOUNT I I O.A. S. I. S. U. I. WITHHOLDING I I 

8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 818 8,HiH 8 818 18 8 8:8 818 8:8 818 8:8 8 8 818 8 818 818 8 616 8 8 8 a:a HIH:H H 61 18 s:s 8 818 8 
I : : I I I I I : 1 I : I I 

ii 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 919 9 9:9 9 9 919 9 919 9 9 9:9 9 9 9!9 9 9 919 9 919 9 9 9 9'9 9 9 9 919 9 919 9 !9 9 9 919 9 919 9 
1 2 , 4 5 6 1 8 s 10 11 12 13 14 15 1& 111819 20 212223 24 25 26 21 28 29 30 31 323334 35 3637 38 3940 4142i.3444541474149 5o 51525354 5556 57 58 5960 6162 63 6465 66 67 686910 111 1374 15 ,, n 1 1•"' 

llig re 6. ~eouenc or. yroll C rd. 

·era. 'the er tFi r 7} ovide . . 
c ~,lete rcferc ce '.!" co ·d of paynent , ~'educt · ons, nd the 

f lnf-1 control to tnl • A d pl i Dta copy it prepn ed if the 

. yro l r g l f r fo 'he c ,r:r :nt .' :r lot' i use ~& • con rol 

eeord for the follo 5u p. iod . 

l C. ·•nre ~ eet for us Un, er t e Chan e ~· .eo 1.. . 1 ~ r ne. 

in re ortj, >o.yroll infor t on for t'.t e follo ing y period 

1 prep e as short carbon copy f the p iyr, 11 re{:,· ster. 

}et .i. .od contr'" l reco de or c· ell k rid f vo unt. .. r:• 



79 

--- -
DUPLICATE PAYROLL REGISTER 

'•-l . 

PAYROLL REGISTER 
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~'igure 7. Payroll Reg ister. 
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.ltigure 8. Payroll Deduction Register • 
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ded11ctio11 a.re furnished ·by the deductjon register (}i'igure 7) .. 

In order to meet the various internal or external require-

ments, separate registers may be prepared for each kind of 

Ghecl<:s nncl I:nrningt':: 3tatements. After t.he pay-roll and 
-- - -s,,._...........,_ -· ---~-~-. 

check register is pre=r;:)ared, the f:,arne c,,1rds t1re used to pro-

duce·the paycheck statement ot· earnings (Figure 9). 'I1he 

complete earnings statem.ents can be prepared automo.ticr1lly, 

whi.ch cont ins not only the record of' carnj.ngs and nll the. 

deductions for the current pay period, but F,lso the cumula-

tive totals of earnings and taxes ~itbheld .. 

lastiance, totaling, and reconciliation are facilitated 

through the use of 1Br1I checks. this permits the autom;;ttic 

mrtdiine processh1g of cbeck:s for "balancing b 

listing outstending chnelrn, Pnd reconcilh,,tion o:f the bank 

staterrm:nt s .. 

IBM checks are summary punched with ch.eek nmnber and 

amount d11ring the prepnre,tion of the payroll register~ The 

drtiwee ban};: mJ:mber date are gang punched during this 

operation. Check duplic,)te cards itre reproduced from the 

final check, held pending return of the CMncelled checks. 

the returned checks are totaled for balancing bank charges, 

sorted to check nun1ber, and nrftched against the cluplicate 

cards. Unrnatched duplicatee: are listed for outstanding 

check totals. 
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-
REPRESENTATIVE COMPANY 

/ SOCIAL SECURITY NO. " 
H R ADAMS 

I 
1 1 01 

I 
1 5•1 4 3 6 

' I 

REGULAR OVERTIME GROSS PAY PERIOD EMPLOYEE 

EARNINGS HOURS l AMOUNT EARNINGS ENDING NUMBER 

BU 
I 

I I 

6 13 ol 1\ 2 5 o:o 0 I I 2 5 0 10 0 1 6 0 y I I 

SAV I NGS B ON O 3 :7 5 -

SAVINGS BONDS HOSPI T A L IN S 1; 5 0 - STATEMENT 
R E T ANNU IT Y 5 10 0 - OF I 

I EARNINGS AND DEDUCTIONS ARLY I REGUL 
I 

2 9 _..B ol 2 ... 5 ol I 

2 9 0 o ... o 0 2_..5 0 2 0 4 ;.9 5 3 3 9 ..._6 0 
WITHHOLDING S. U. I. I 0.A. S.I. CHECK WITH. TAX EARNINGS 

\. TAX DE DU CTI ON S AMOUNT YEAR TO DATE _) 

~ = rnn rnn --nnT nm TTTil 11111 ,nn nm 1m1 rnn --
2161 REPRESENTATIVE COMPANY 12-122' 

CHECK NUMBER ANY CITY, STATE 1256 .. 
t ~ 

TO THE ORDER OF 
MO. I DAY I Y[AR I DOLLARS I C CNTS1 

' ' H R ADAM S I 6: 3 o: PAY ] $ 2 0 4 : 9 5 
' ' 

PAYROLL ACCOUNT 
REPRESENTATIVE COMPANY 

STANDARD BANK & TRUST COMPANY 

~ ANY CITY, STATE 

••== '"" ' '"" '"'""" 5 3 A UN 60161 DRAW E BAN tc. 7 '"'1 1 £. N D'""~SING" ClAN 

ffigure 9. Check and Earnings Statement. 

Government reports. The accumulative record cards which 

contain period-to-date totals of earnings, taxes withheld, 

bond t.1ccount balc1nces, annuity contributions or other fac -

tors requiring at:;cumulative figures are summary punched dur -

ing the preparation of the payroll checks. Thus Old Age Bene

fit Heports, 1 /ithholding Statements, and ~tate Unemployment 

Insurance Reports are prepared promptly and. accurately from 

~ 

~ 
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t he a ccumula tive ear nings r ec ords ·wh ich a re in balance with 

the pa yro l l control . 

Socia l Securj t y Hepor t (Form SS-1 b) of 1.he employee's 

gr oss t axab l e ea r nings ea ch quarter is due within t b irty days 

after the e nd of e e ch c alendar quarter (Figur e 10). 

Inc ome t ax repor t (F orm W-2 ) of the employee 's gross 

e a r nings and withhold i ng t ax d e duct i ons i s prepared annually 

or u pon the ter rrlinat ion of the employee• fi er .p l oyment v i th 

t he compa ny (Eigur e 10). 

Fonn SS-1 b 
TREASURY DEPARTMENT 

l Nff:RNAL REVENUE SERVICE 
(Reviled Nov. 1940) 

SCHEDULE A-EMPLOYER'S REPORT OF TAXABLE WAGES PAID TO EACH EMPLOYEE 
CONTINUATION SHEET PAGE No. _ _ 

REPRESENTATIVE COMPANY 
STREET ADDRESS 
CITY, STATE 

13-0 871 985 
A SUMMARY SHEET MUST ACCOMPANY THIS FORM 

READ I NSTRUCTIONS CAREFULLY 

Type or print In thl1 space etnployer'1 name , add~H of principal place of businen, a nd 
identification number exactly as shown in Items 10 and 13 on F orm SS--1 a 

J. 

ol 

~ 
il'l .. 
C> ... ... 
C> .., 
:12 .., 
> .., .. 
z 
C> 

"' z 
C> 

6 
::, .. ... 
[g ... 
C> 
~ 

i!i 
t: 
ii: 
§ 
~ 

~ 
C> z 
"' z 
::, 

!a .. 
"' 

EMPLOYEE'S ACCOl.iNT NUK.8.ER 

(17) 

1 1 o: 1 5: 1 4 3 6 
1 2 5 :1 1 :1 1 5 0 
1 1 7 :1 5:3 6 1 9 
2 7 1:1 0 :2 1 4 0 
1 2 6 ;3 0: 1 5 7 5 
1 3 0: 1 5:2 3 1 6 
1 2 6• 1 0:1 7 9 0 
1 2 6:2 1 :2 8 5 6 
1 2 6:3 6:11 7 6 
1 2 6 :1 4 ;3 9 2 0 
1 1 5:2 3 :1 6 4 0 
1 3 0:1 9 ;1 3 2 6 
1 1 6'4 0,1 5 9 9 

' ' 1 2 5;1 9;4 6 7 3 
1 2 4•1 7 ,96 2 0 
1 2 6 ;1 0 :2 1 1 0 
1 2 0•1 5 •1 9 7 3 
1 0 0 :3 6:2 6 1 3 
o 8 0 :2 o:4 9 4 o 
1 2 5 :1 5;3 3 8 0 
1 2 5' 1 0 :1 6 7 3 
113:71:2 9 3 1 
1 1 8 :1 s:4 2 6 o 
1 8 6:7 s :3 2 2 o 
1 2 0:31•11 6 3 
1 2 6:1 o :4 2 6 2 
1 2 0•51:1 783 
1 2 6:1 6:1 9 2 4 
1 2 6 :7 2 '3 6 1 8 

H 

i H 
i L 

! ~ 
! E 
: 
i 

R 
8 
F 
,j 

F 

C 

N,u,n: Of' E MPLOY££ 

(Type or print) 

(18) 

ADAMS 
BAK E R 
81 LL IN GS 
BRA CKE TT 
C A SP ER 
CO LL I N S 

(19) (20) 

1 :soo: 0 0 :s 7 o: o 0 
:4 6 s :o 0 
:6 1 s:o 0 
:6 9 o: o o 
•8 8 5 : 0 0 

r 

;::,,::, U. S. Tr:::-ry :~
2
partment Internal Revenue Se rvice 

WITHHOLDING STATEMENT 
Wa.gN Paid cmd lnc:ome Tax Wlthhe!d 

ORIGINAL <{] 
Do Nol Lose This Statement LJ 

I IIUIUL STATUS l lOTa( WAGU/IH OU , AUOll I f ederal Income Tax 
Employes No. and Employee lo whom paid (name and full addreH) 111,,.;;1,1• , 11A11imo Socl~l Secu~lty No. PCou. 11011; 1 ,A1 0 ; I Wlthhe!d, ~f Any 

1 160 H R A DAM S I 2 l110!1 s il 436 J 59 00100 6 97 i2 0 
S TR EE T ADD RESS 
C I TY S TAT E 

EMPLOY!!!_ BY WHOM PAID (Name, addrH1, and Social Security Identification Numbe r) 

REPRESENTATIVE COMPANY 
STREET ADDRESS 
CI TY, STATE 

13-08 71 98 5 

I I 'I I I 

NOTICE TO EMPLOYEE 

This statement Is lrnportantl 

It must be attached to your U. S. 
income tax return 

Soe ln,;trucllona on other aide 

lHgure 10 . Gov er n 1ent Reports . 
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states which have income tax laws require that a re-

port of tbe employee's grorrn earn.ings be prepared annually 

and submitted to them. 

the Unemployment Compensation :£mployee \;age H ort and 

the reporting period var:Les i.n different statE~~3. 'fherefore, 

the statutes oi' the st,ite govern the type of report .. 

:management inforrnati ve reports by descrll) ing each item com-

pletely and arranging data in a manner corresponding to the 

accounting requirements o:f any business. 

In general, salaried employees' 

expense is of a non-pro ·tive or :indirect natu:re and i.s charged 

to expense or cle[)xing accounts rather tha.n to the specific 

jobs or products. Usually each employee'~. sa1ary is charged 

to only one account; however, it is poss:t ble that nml tiple 

accounts ai.re involved. If that be the case, it is generally 

apportioned on an estimated basis. 

I:f only one> clea:ring account is used, the account num-

bar ia recorded in the er p,0,yroll CE1.rd end reprodaced into 

·the pay period piiyroll cards. '.these cards vn11 then serve 

for the i:;irepar3t:ion of the uccou.nt distr1bution smmnary reports 

(JJ'igu:re 11). 

If' t:he e1t1ployee's tiEie is apportioned on e.n estimated 

b:,us:i.s over multiple accounts, a file of master distributj_on 

cards shonlcl be maintained in 1.H.ldi tion to the master _payroll 
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car ds. A c a r d with t he apportionment of eucb employee' s 

r egula r salary i s fi led . Th e except i ons from standard a re 

pr ovided for b y subs t i tuting except ion cards c or r e s poHd i ng to 

t he payroll except ion car ds . 

s ummary c ards, aut omati cally punch ed a s these r e ports are 

run , may b e c omb ined with master budget c a r d s to prepare t h e 

department a l exp ense budget repor t s. Also, t h ese S"!..me sum-

mar y ca r ds P.J.ay be used f or re aumm r i zat i on and prepar ation of 

gener n l l edger entr ies . 

,· 

ACCOUNT DISTRIBUTION SUMMARY 

STATE Off. DEPT. AC~~UNT EMPLOYEE 
NO. NAME OF EMPLOYEE 

OFFICE OR DEPARTMENT TOTALS 

SALARY OVERTIME 

ACCOUNT TOiALS 
SALARY OVERTIME 

6 
6 
6 
6 
6 
6 

9 
9 
9 
9 
9 
9 
9 

1 0 
1 0 
1 0 
1 0 
1 0 

6 
6 
6 
6 
6 

1 
1 
1 
1 
1 
1 

1 
1 
1 
1 
1 
1 
1 

1 
1 
1 
1 
1 

1 
1 
1 
1 
1 

1 1 0 
1 1 0 
1 1 0 
1 1 0 
1 1 0 
1 1 0 

1 1 0 
1 1 0 
1 1 0 
1 1 0 
1 1 0 
1 1 0 
1 1 0 

1 1 0 
1 1 0 
1 1 0 
1 1 0 
1 1 0 

1 BALANCE FORWARD 
1 160H R ADAMS 
1 890A F C A S PER 
1 2 415L B GRE GG 
1 28 7 2A J H E ND ERSO N 
13 702 L S J O HN SO N 

1 BALAN C E FOR W ARD 
1 75P T ABER S 
1 602G S BU C KLEY 
1 22 3 2 R T FO R S YTHE 
14 2 1 5 W L K IR K 
15 0 83B C M O NT GO M ERY 
16 095G S PA TT ERSO N 

1 BALAN CE FO RWARD 
1 5 80 N P BR O WN 
1 8 30 5 S CAME R O N 
1 1309 T P D E NN I S 
1 17200 F ENGSTROM 

2 BA L AN C E FOR WA RD 
2 1 010R T C UTL E R 
2 1 283K W DA U G H E R T Y 
2 1 780V P E N R I GHT 

1 1 0 
1 1 0 
1 1 0 
1 1 0 
1 1 0 , 222 1 05 W FO R D 

1 6 9 7 : 0 0 I 

i~ i ~lg g i 
11 3 O'O O : 
:1 o 2 : 5 o I 
: 9 7 1 5 0 : 

1 139 2 :0 0 ,:,: 
I 

I 
7 7 010 0 
2 4 o : o 0 
1 5 51 0 0 
1 2 2 :5 o 
1 0 7 15 0 
1 3 o ; o o 
1 1 5 10 0 

11 6 4 o : o O ,:: 
I I 

: 4 3 7 15 0 
:2 4 o :o 0 
I 9 2 15 0 
:1 3 o :o 0 
11 1 5 10 0 

1 : 0 1 5 :o O ,:: 
I I 
14 7 7 15 0 
I I 
11 2 2 15 0 
:11 7 15 0 
11 4 o : o 0 
: 9 7 15 0 
1 9 5 5 :o o ,:: 
I I 

J 

I 
I 
I 2 5 9 5 

I 
I 

1 6 10 8 
1 2 :7 2 

I 

I 
I 
I 

5 4 :7 5 ,:: 
I 

I 
I 
I 
I 
I 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

J!' i gur e 11. Accou nt Distr ibut i on Summary 

I 

4, 0 4 1 :0 0 ,:: 
I I 
I I 
I I 
I I 
I I 
I I 
I I 
I I 
I I 

I 
I 
I 
I 
I 
I 

I 
I 
I 
I 
I 
I 

5 4 :7 5 ,:: 
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Control of attendance. A control over absenteeism , 

t ardiness , and overtime is nr ovided by reports obt· ined 

from the IBM Attendance Cards . Analyse s by department , 

occupation or individual facilitate management control of 

personnel matters. 

At the end of the week , the time clerks review the 

registration of time on the attendance c ards and mark the 

cards to show the hours worked , overtime hours, number of 

times late, and the number of day c1 b sent by rea on. The 

mar ked c ards which have been approved by the department 

supervisor, are sent to the payroll department where the 

attendance records are comp l eted by the automatic sen~ing 

and punch ing into the cards of overtime hours, times late, 

and absence d ta according to the markings by the time 

clerks. 



Ch apt er VII 

HOURLY PAYROLL Al\D LABOR ACCOu'NTI G 

)tormal recognition 01· payroll liabilities is required 

a t least wh en making up the rolls for the purpose of effect

ing payment and at, or as of, the close of each fisc a l or 

acc ounting period. For cost a ccounting purposes it may be 

desirable to ca rry the recognit ion . of payrolls further, per

haps to the poin t of a daily summ r izing and recording. The 

original dAta are in the for m of time tickets, mechanical 

records, or s chedult:s of names and rates co up led with re

ports of absences or overtime. 

Cost reduction and co ·t. cont.rel are continuing problems 

of management. Modern accounting machine developments make 

pos s i ble finger -t.ip control or labor cost. Bvery detail of 

opera t ions may be expos ed in a series 01" reports whi ch re

flect var yibg point.s of view. As the r ange of analysis be

comes wider , t he ease of detec tion 01" adverse and ravor able 

elements increases . 'l'hus , m;:inagement is in position 'to co

ordinat e the desir ble elements of t h e hourly payroll proce

dure ond disc rd the undesir ble part s . 

It is a lso possible to effectively control costs ~t the 

point at which they are incurred, and by the i ndiv i dual re

sponsib le, and a t the time of occurrence. 

I. HOUHLY PAYROLL 

Payroll and labor a ccounting is r _eporting to the employee, 
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to governmental agencies , and to the owners of a business, 

the amount of money paid for services rendered the employer 

by the employee. It includes the recording of the time the 

employee worked , the computation of his earnings and taxes, 

and the deduction from earnings of taxes and other deductible 

items to establish the ne~ pay . 

!he objectives of the payroll and l a bor app l ication are 

as follows: 

1. Estnbl ishment of the source documents, such as 

attendan ce and j ob records, which cun also be used 

for payroll , cost, and proJ.uction records. 

2. vomplete, ti mely, accurate., and legib le source 

records are made availnble. 

3. tten ance time and job time are balanced. 

4. Good a ccounting control over payroll expenditures 

is established. 

5. the accuracy of rates and extensions are easily 

and speedily verified. 

6. summarizat.ion of earnings to compute withholding 

taxes. 

7. Preparation of the payroll register. 

8. Preparation of' the jnct.ividual pay checks or 

envelopes. 
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9. Preparation of earnings and deduction statements 

for each employee. 

10. Preparation of the deduction registers. 

11. Preparation of §ederal ~ocial Security records , 

withholding tax and annual income tax figures. 

12. Produce State Unemployment Insurance and statisti-

cal rep or ts. 

13. Production of cost accounting records. 

Engagement Not.ice . \Jhen an individual is employed, a 

"'not if' icati on of employment 1• (l1"'igure 12) is prepared for the 

purpose of providing the interested departments with the data 

which is needed to establish employment and personnel records. 

SICIAL SECUIITY 1111111£1 NAME IIITN DATE 

... 
077 05 2831 • Gerald Driscoll 8 07 07 .. -... d, WOH COD£ 

ADDRESS STREU CITY STATE IO 
O> 

126 Lukas Road N 25 Endicott N. Y. !:2 
NEW•! REHIRE· 2 

~ -a; KIND OF WORK DEPARTMENT MARITAL STATUS 
-' X 
:l: CLOCK NU11B£R 

ADDITIONAL Ii] 25 M .. 
::! 
:; 0114'5 REPLACE · D 7~ HOii£ 
,_ 
~ DATE STARTED A.II. ,_ 

P.11 . .. , .. 
:; 5-12 .. EMPLOYMENT Dtl' 1 • 
"' IATE PEIIIANENT ... ... X PER HOUR 1).Jn~ ::, .. 1.15 PER WHK TEIIPOHIY 
C, 

::: ENGAGEMENT NOTICE ... ORIGINAL •EMPLOYMENT DEPT. -BLUE INK 
"' :'.: DUPLICATE -PAYROLL DEPT. -BLACK INK 

\ 
+ 

Ii] 
D 

:; , + TRIPLICATE -EMPLOYEE - GREEN INK SECUIITY COO£ I IUlllll • • HY YI. IATf L SOCIAL I WOH A ClOCI ~ ± ~ i 
QUUH~U»M~-~---~Ra o•• •••• 

h'igure 12. Engagement. :Notice. 
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Master Payroll~. The master payroll card is pre-

pared from the engagement notice which provides tbe data 

needed to process the payroll records (Figure 13) . 

.s sl .ssl ~ 314 5 
I o 

w V AS TUR t . 375 40. 0 _ss.oo 4. 35 49. 55 22 1 C 126: 19: 1483 
L .... '-

1ARNINGS 
O.A.S.1.I S.U.I. IWITNIDLDING NET PAY "' om EMPLOYED SOCIAL SECURITY NO. "' . ;!: MACH OPER 1 2 HOURLY HOURS CU, 3j ~4 4 1 206 TAX DEDUCTIONS AFTER TAXES c::; ~ "" 

J I do- .,.iii 

NAME OF EMPLOfEE - POSITIO'N - DE 
RATE >< >< ~~ MOI OAY I YEAR REAS. DEPT. EMPLOYEE STANDARD- WEEKLY SCHEDULE AND EARNINGS C.., ... "' ,... .. DATE OF Rm CHANGE NO. NO. 

0 0 O•O O•O O O 0 00000000000 '- 0 _o_o _ 0 _ 0 D _-_-_ 0 0 0 0 0 0 0 o•o o o o _, __ o o,_-__ ,o o ~o,o o ~o o:o o 0 0 a_ O,_ 0 0 0 OJ OOOO 
123:45:6719 

I 
10 1112 13 14 15 16 17 18 19 21 212l 23 24 25 26 27 21 29 30 31 32 33 3435 36 37 38 39 40 41 42,43444! 4847:4 , 50 51~2 53 4:55 5 57 58:59 6 6162 63164 65 6667 68 6! 7 7172 73 7! 75 76 77 78 79 

I 11il 1il 111 1 I 1 1 1 1 1 1 1 r 1 1 t 1 1 1 1 1111 1111111111 11 1 1 11,1 11,11 1,1 111,1111 1,1 1 111 11 111111 1111111 
EMPLOYEE NAME OF EMPLOYEE HOURLY STANDARD WEEKLY SCHEDULE cj~ !EAR DATE DATE or LAST S8CIAL SECURITY NO. PRESENT OCCUPATION DEPT. NO. RATE '"'"' BIRTH EMPLOYED RATE CHANGE 

TI 2:2 2:2 2 2 z l. 2 2 2 2 2 2 2 212 n 2 '- 2 z Z2222 222222222 2,2 2 2 2 2:z z 2 2:2 212:2 2:2 2:2 212 2 2:2 2 27 712 212 l. 1.2 rn-r2 -1-
AREA ;&RP.; SERIAL POSITION CODE I HOURS EARNINGS 0lu\'· ~~f Ar~\i mes lJi DAY YEAR i DAY YEAR R 

3 3 313 3'3 3 3 L ~33333333 33 3 3 3 3 333333 _ 33333333 31 3 3 3 3,3 3 3 Ji3 3 3i3 3 3 3, 3 3 3 3i3 3 3 3 3 3 1T_11 _ 331333 
I I 

I 1 I I I J 

444:44:4L 44 L4444444444 44 4 4 44 4444444' _ 4444444 414 4 4 IJ 4'4 4 4 414 4 414 4 4 ...J'4 4 4 J 414 4 44 44 4 4 41J 4 444 J 4 J 
I I I I I 

5 5 515 515 5 5 5 
I 

5555555 555 5 5 5 5 5 5 55 555555555555 5,5 5 .. 55155 15551 .. 5515 ... 5551...J_ 5 5 5 5 5 5 5 L 555555 
I I I I I 

s s L's s1s s s s s:s 6 6 6 616 6 6 6:6 6 6:6 6 6 616 6 6 6 616 6 66666 L66666 6 6 666 _ _ 66666666666666 6 6 6 6 6 6 6 6 6 666666 
I I 1 I I 

111:11 11111 77777 7l 7777 77 7 77 7 777777777777777 
I 

7 717 7 7 717 7 1;1 7 1 717 7 7 7 717 7 77 77 _ 77 77 777777 
I 

1,1 ...J 7 
I I I I 

8 88:8 818 8 ~ 8 888 _ 88888 88 8 8 8 88 8 888888888888888 a;a a a 8818 a a a,a a a1a a a a1a a 8 8 818 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 
I I I I I I I 

9 9 9'9 I 19 9 9 9 99999999 [ 9 9 99 9999 99999999 [1 999999 gig 9 9 9 919 9 9 919 9 919 9 9 919 9 9 9 . )9 9 99 99 999 99 9 9 9 99 9 
12314516789 101112131415161718 19 21 212l 23242521 27 2129 :W 31 32 33 34 35 36 37 38 39 40 41 ~2143444 -47- 15G 511li2 53 -56 ~7 S8l5l1U &1126-6 - 7 1116! 71 717l 73H 7: 76 77 787 -

J.l'igure 13. Master Personnel Card . 

The basic personnel information, earnings, and tax de-

ductions for a standard pay period are punched by the Electric 

Card Punching Machine into a set of roaster personnel cards. 

'l'he Electric Punched Hole Verifier is used to verify the 

accuracy of the punching before the cards are used for any 

accounting purpose . The automatic notching of each card 

provides permaner.t, visible proof that the accuracy of the 

transcribing operation has been ver 11·1ed. Thereafter, this 

information is reproduced and verified automatically. 

'l'hese cards serve as the basic control record and to 

actuate IBM machines to prepare various Reports of Personnel. 

I: 
> 
Ill 
-4 
m 
:0 

"Ill 
m 
:0 
Ill 
0 z 
z 
m 
r-
n 
> 
:0 
0 

I 
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l!'or payroll purposes, a. duplica'te of t he master personnel card 

is used as a master payroll card to prepare automatically attend

ance cards, pay period earnings car ds, job cards, nnd ts:;.: exemp

tion certifica te~. 

Deduction Cards. U. s. Tre sury Dep rtment Form W-4 

must be filled out nnd signed by the employe e in order that 

the employer will have the information necessary to correctly 

compute the withholding tax on the employee's e arnings . The 

regulati on form which is furnished by the Department of In

ternal Revenue c r, n be pr i nted on Im.! cards thus :fac ilitating 

th e account.ing procedure through t he Electric Accounting Ma

chines. 

The mployee r,rnst sign uthor iz at ion covering deductions 

which are to be nade from earnine;s, such as • ar Bonds, insur ance, 

charitable donations, etc . 

There are two major types of deuuctions which the employ

er must deduct 1·ron gross earnings to determine the employee's 

net pay: 

1 . Compulsory types ares 

a. Wi thholding tax. 

b . Old Age Benefit Insurance . 

c. State Unemployment Compensation Insurance . 

2. Optional types are: 

a . War Bond purchases. 

b . Insurance. 
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c. Charitable contributions . 

d. Uniforms. 

e. Advances. 

1·. Lunch tickets. 

g. Uni or.. dues . 

h. Other purchases. 

:J.1'igure 14 is only one example of a deduct; ion card of which 

there re many dif"ferent types. Each orgflnization will design 

the CPrd whtcb best fills the needs of the payroll department. 

I I I 
EMPLOYEE 

PAYROLL DEDUCTION CARD NO. AMOUNT ~!o 

[MP~gm \o1. ;t,Lsl NAM[ 11 J~ :i~ DEPT. UOCK 

0 0 0 0 0 0 0 lo 0 0 0 0 0 0 1•0 I 
- I 

NATURl!I WHEN KIND 1 I 11111 t I It t 111 11:11 
I 

2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2i2 2 
COMM,ITY 1 W'lYV 1 CH 

I 
I 

3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 313 3 
I 

WHfAR[ 2 1ST & JliD 2 FUND 

GROUP 3 2ND & 4TH 3 SINGLE INSURANCE 

I 4 
SAVINGS V 4 MONTHLY 4 STANDING V 1ST WECK 

14444 4 4 414 4 4 4 4 4:4 4 

00000 

1 1 I 1 1 

2 2 2 2 2 

3 3 3 3 3 

44444 

5 5 5 5 5 

6666-~ 

7 7 711 

8 8 8 8 8 

9 9 9 9 9 

I 

5 5 5 5 5 5 5 5 5 551 5 5 5 5 5;15 AOYANC_E I 5 12ND WEEK 5 SPECIFIC 
PERIOD 

I 
6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 616 6 MDSE. 6 3RD W((t( 6 

I 

7 7 7 7 77 7 77 77 ·7 7 77 7 1:1 7 

I her eby authorize a tota l deduction of $ _ - - -·- - - -
I 

8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 818 8 
I 

PAY-OFF 7 I' wm 7 

WAR 
-

BONDS 8 SHI WEEK 8 

MISC. 9 OTHER 9 
I 

for~ $ _ - - _._.:[(j_ PAYMENTS of 
I 

999199999999 
4 5 6 7 , I 9 10 11 12 13 14 15 

9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9,9 9 
to be made as i a -ind C l ed. - .! Q - .5-:"_ - loATE 

~~~~~~~~~~~~~ron n nMn 7677787980 

Yigure 14. Payroll Deduction Card 

~ttehdance cards. Tbe attendance cards are prepared 

automatically from the master personnel cards by the Llectric 

Document-Orig inat ing 1/achine. Department a nd employee numbers 

are pr inted simult a neously in large figures on the ends of the 

c ards to facilitate reference when filed in card rac ks . The 
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Electric Punched Card Interpreter will print any other punched 

information desired and in any sequence. 

WEEK 
1 2 24 WV ASTUR ENDING -

z OFF STANDARD TIME 

c..o "" ... 
CD 

0 
::E 
:::, 
z 

(\J ... ... 
>-c::, ..., 
a.. 
::E ... 

--4 ... 
z ... 
:IE ... 
"" ,c 
a.. ... 
Cl 

:::, REAS- HOURS OVERTIME 
"' "\ I ON WORKED PREMIUM HOURS 

c::O?c::07:~ c::O?~~ 
I I Ill ~I ~ 

I 
I 

~~ I 

"' ~ c:: Pc::P:c:: F c:: Pc: p c::1 :::: 
I 

> 
§1::~ z ..... OYER • I I 

cC Lf'I OC) C) -0 TIME I ,-a.. q 0: q 0: 
If~ c::Pc::P:c::r:: ~:c::Pc::2--

I 
:::E ii< r-- r'-1 r'-1 r-- l\,, 

0 
I 

0 ... - - - I I 
<.> ~j ~j ~j ~j c::P c::P:c::3::: c::P:c::Pc::3:::: 

I 
.... r-,J C) C) C) r-,J OC) > I I 

"" 
V, V, q q q 0: I 

c::P~Pc::4:::: ;:::: "< k:::::::: ~,:c::4::: cC :::, - r-- r-- ("\ r'-1 r--
I- :c ,...__, - - - ' I ... LESS--. I z Hl Hl Hl Hl Hl Hl THANI I I .... 

SCHEP. c::Pc::5:::i:c:: 5::: c::5?1<:::5? c:: p Cl) C) Lf'I "<;I" "<;I" 

I .... q 0: q q TIME 

"" Q ~ I : I 
a.. ... r-- r'-1 ~ co 

~ c::fi?~ 6? c:: p .... 31: - - c 6? c::G?:c::6::: 
"" M M M M I I 

"<;I" C) r-,J Lf'I I I 

.... q q q 0: b.,. c. pc:: P:c:: F- c:: Pc.pc:: p 
:::, r-- ("\ r'-1 r--

~ 
I I ... -

c::s:::>:c::s? c::s::::: n1 n1 n1 n1 cs:::> c::S?:c::8::::: 
r-,J OC) C) C) z I 

I 

z q 0: q q c.,. C 

k:: 9? c:: 9?:c:: 9::::: 
I 

c::, r-- r'-1 r'-1 co ~ c::9?:c::9? c::9::::: 
I ::E - - I 

V'I/ V'I/ V'I/ V'I/ ~ 
I NAME Of EMPLOYEE DATE ":~;~' I ~~~EROS 

Off STANDAltD TIME 
om. EMnon IIO. • WORKED O. T. Pill. 

19 10 1112 131415 1617 1819 20 2122232! 2526127282930 160 61162 63G4,65 66 67168 6~70 7117W3 74,75 7617778,79 801 

ffigure 15 . Attendance Card. 

the IBM Attendance Time Recorder acsures both the 

employer and tbe employee of an accurate attendance time rec-

ord that meets present wage a nd hour regulations. Exceptions 

from standard hours re recorded on the attendance curds by -

pencil marks which are translated electronically into punched 

holes. 

~he punched attendance cards are used to prepare auto-

mat.ically the pay period earnings cards for employees orking 

off-standard time and to audit job time . 

Ench day, or as they are received, tbe attendance and job 

time cards are punched, and all the information needed for both 
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the payroll and the labor distribution reports is trans-

ferred into the r:m: cards in the form of punched holes. When-

ever the man number and rate, or the job number, can be pr e-

determined and prepunched, the tir1e required for the punching 

operation can be reduced. 

Job time cards. The preparation of job cards is mechan

ized completely by the automatic prepunching ot' employee's 

i dentification and rate, the electronic t r anslation of job 

facts {recorded by pencil mar ks) into punched holes, and the 

automatic calculation of labor char 0 es, burden, production 

standards, and efficiency rat.ings. 

An alternate method is ~he prepunehing of job cards 

from production planning records, witl1 job and operation des-

cription, machine group, time standards, and ouantity r equired . 

'l'he cnrd is completed by marking employee identification; elap-

sed time , and pieces finished . ·-

INDIVIDU AL JOB TICKET 
/.23 /9~~~ ~5 ..... !iP~ ORO[ R 

OE P 1 NO MAN NO NAM£ ... MAN OR ~ HRS PIECES Ull l 0 

'° - 110 OAT NO AC n A.O 0 

REMARKS 
0 o z ,._, 

\D 

4 6.5 0 0 0 0 0 0 0 0 0 0 0 0 0 0 llo 11 llo llo Io '"\. 3~ a, I 

" 
- - - - - - - - - - - - - - - - - - - - - ·- - ,,, 

- ORDER OR ACC 1 NO OPE R NO 11 11 11 11 1 111 11 11•1 11 111 1 1:11 1 
:£ I I 

=~~ 
I ,,, 

21 II 12 212 2'-2 2 2 2 2 2:2 2 2 2 2 2 22:221 
I . 
I 

~ OPf RATION N.I.M [ 3 3 3 3 3 3 3 31 3 3 3 II 33:3 3 3 3 3 3 3 313.3 3 
CL - -·- - _ 1 _ - -

- OEC22 9.9 0 

~?' 44 ••• 44 I 4414 4 ..... 4 4 4 4 44 4 44 44;4 44 - V) 

z ..... . 
DEC 22 9 .I a: 

5 5 5 5 51 5 5 5 s s I 5 5 5 s.:s 5 5 5 5 5 5 s:s 5 5 4 
,c 

A. 
:;:; HOURS 

"' 
. I 

0 IND 6 6 6 6 6 6 6 6 6 6 I 6 6 6 6 s:s 6 6 6 6 6 6 6;6 6 6 
~ 1 - - - - - - - - - - - - - - - - 1- - - - - - - -,- - -
:, 4- .40 

rb 7 7 7 7 77 77 7 7 77 77 11:1 77 77 7 1 1:1 1 1 ~ 
~ GODO PIECES RA TE AMOUNT 

I ' I ... 
88888888888888888888888888888888888888888888888888888 8 8 8 8 8 8 8 8 8 8 8 8 8 8 a 8:1 8 8 88 8 88'888 

0 

0 

"' 
THIS PART O F THE CARO CAN BE DIVIDED INTO FIE LDS FOR I I 

z ADDITIONAL INFORMATION I 
~ 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 919 9 9 9 9 9 9 s:s 9 9 _, 

, 2 J , 5 , 1 1 9 10 11 12 1J u 1~ , , 11 11112011 n n 24 ~ 2' 11 21 2'9 lO Jt 32 lJ l4 :r, 3' n ll lt., ,1 , 2 43., 45 • u •., 50 s, 5J SJ sc ,is '5157 515t 0911 S..J GJ "" ,:. • u am~ 11 n n ,. ~ "n 11 11 ., 

Figure 15. Job ~ime Card . 
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Job cards may be of many designss 

1. Individual Da1ly Job 'l'ickets provide f'or only 

two time registrations - ~TART and STOP. This 

t ype of recording results in the preparation of 

separate card for each individua l job performed 

by one operator in one day . 

2~ Continuous Job tickets pr ovide for multiple time 

registrations perta ining to a single jo'b . ·1ork 

performed by the same employee on successive days 

is recorded on the same card - until the job ia 

finished or until the termination of the pay period. 

3. Gang Job tickets are used when a job requires the 

services of more than a single workman . Although 

they cont a in the same information as individual 

job tickets, they differ from individual job tickets 

in that they conta in also the employee number, hours, 

and amounts for each operato r participat ing in the 

work. }'rom the gang job tickets, supplementary 

cards are punched, one for each employee. '.the latter 

cards are used to tabulate the payroll, and the gang 

job tickets for distribution and cost purposes . 

Gross earnings cards. Attendance time is multiplied by 

the h ourly rate to determine the amount 01· gross e arnings . 

Other factors which may be involved · comJ uting ~he gr o~ 

earnings are shift and overtime premitums and pr odu c1.1on 
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incentives. The IBM Payroll method provides automatic 

me,:ins of making the necessary crossfootings for these fac

tor a and for computing deductions which are based oh gross 

earnings. 

CLOCK NO. NAME SOCIAL SECURITY NUMBER TU CLASS BASE SALARY 

CLOCK HO. ACCOutH HO. 
.. ~ HOURLY HOURS 

BISE SALARY GROSS PAY 
HDERAL TAXES TAX occ. SOCIAL SECURITY NO. NAMr >-,!~ RATE OVERTIME REGULAR W. H. F.OAB. TOTAL CLASS 

0 0 0 0 0 0 0 0 0 0 0 0 0 010 0 0 0 010 0 0 010 0 0 0 o,o 0 0 0 010 0 0 o:o O o;o O O O•O 0 0 0 0 0 0 0 .010 010 0 0 0 0000000000000000 
1 2 3 4 5 6 7 8 9 10 11 12 13 14115 1s 11 18 19120 21 22 23124 25 2& 21 25129 30 3132 33134 35 36 37138 39 4014142 43 44:45 46 147 48 49 50 5152 53154 55155 57 58 59 60 61 62 63 64 65 66 6168 69 10 11 12 13 74 15 
1111 11 111 11 11 11111 11 111 11 111 111111 111 111 11,11111111,11 11 11 111111 11111 1111111111111111 

I 
I I I I PAYROLL I I 

22222222222 2221222 2 212 2 2 212 2 2 2 212 2 222122 2 2,2 2 212 2 2 212 2 2 2 2 2 2 2 212 212 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 
I I I I I I I I I 

I 
3313333133 33333333333 3331333 3 3 313 3 3 3 313 3 3 313 3 313 3 3 313 3 3 3 3 3 3 3 313 313 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 

I I I I I I I I CHECK NO. 

44444444444 4441444 4 414 4 4 414 4 4 4 4,4 4 4 4 414 4 4 414 4 414 4 4 4'4 4 4 4 4 4 4 4 4'4 414 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 
I I I I I I I I I 

I 
55555555555 5551555 5515555155 5 5 515 5 5 5 515 5 5 515 5 515 5 5 515 5 5 5 5 5 5 5 515 515 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 

I I I I I I I I I 

66666666666 6661666 6616666166 6 6 616 6 6 6 6 ,6 6 6 616 6 616 6 6 6 :6 6 6 6 6 6 6 6 616 616 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 
I I I I 

I I I I 
I I 

77777777777 7771777 77'7777177 777177 7 7 7,7 7 77177 7177 7 717 7 7 7 7 7 7 7 717 717 7 7 7 7 7 7 7 7 1 7 7 7 7 7 7 7 7 7 7 
CLOCK HO. ACCOUNT NO. ;;: ~ HOURLY H .... 

::: o RAH , OIJERTIME REr.ULAR GROSS 
I I I I I 

88888888888 8881888 88888888 8 8 818 8 8 8 818 8 8 818 8 818 8 8 8,8 8 8 8 8 8 8 8 818 818 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 
I .. DISTRIBUTION I> I I 

I I I I I 

99999999999 999:999 9999/9999 9 9 9:9 9 9 9 9 :9 9 9 9,9 9 9,9 9 9 919 9 9 9 9 9 9 9 9,9 919 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 
1 2 3 4 5 6 1 8 9 10 11 12 13 14 15 16 11 1819 20 2122232425 26 212829 30 3132333435 36 31383940 41424344 45 46 u~~~~~~M~~E~~~~~o~~~R~~ronnnMn 

IBM 773536 

Figure 16. Gross Earnings Card. 

The IBM method provides the following two ways of mak

ing extensions on job an attendance cardsi 

1. '!'he IBM. Multiplying Punch, which automatically 

computes and punches the extension o!' hours by 

rate or quantity produced by piece rate. 

2. The IHM tteproducing PUnch, which punches the 

extensions into the cards from prepunched master 

extension cards. 

PAY ENDING 
MO. DAY Y 

0 0 0 0 0 
76 71 1819 80 
11 111 

2 2 2 2 2 

3 3 3 3 3 

44 4 4 4 

5 5 5 5 5 

6 6 6 6 6 

77 77 7 
PAT 
MD. DAY !I 

8 8 8 8 8 

9 9 9 9 9 
16 71 181980 

Control totals of hours and nmounts are established for 

depRrtment by days. 



96 

Payroll nnd Labor Distribution Hegister. In some cases 

the distribution cards are sorted wi th the payroll cards by 

man number and listed on a report e enerally cal led the Pay

roll and Labor Distribution Register. In other cases, the 

payroll c ards and the distribution cards are sep~rated after 

balancing and the Registers are listed separately. In this 

case, the reg ister are usually prepared for each pay period. 

Payroll ttegist er. It is nece ssary to t)repare for each 

pay period a report c al led a Payroll Reg ister showing the 

name, social security number , clock number, hours worked , 

earnings, deductions, and net pay of each employee (~ igure 17). 

'l'he master card, the gross ear nings c a d, and the deduc

tion c ar d s aut omatical l y compute a nd print this report on the 

I.BIJ Accounting Ma chine. 

thus , complete audi t and reference records of payments , 

deductions , and y ear -to-date to tals of e arnings and t axes 

wi t hheld are prov i d ed by the Payroll Reg i s ter. Complete 

flexibility of machine s and methods permit s the design of' 

a record to me et individual preferences. 

Payroll checks . Card checks serve a t1, o- !'old purpose -

as tabulating cards and as checks. As checks, they contain 

in wrr tt en form all thee ement s legal ly nece ss· r y to es ta

blish them a authenti c media of payment . 1s tal:ulating 

c a rd s, they are availab le for the pr eparat ion by au tomatic 

mach ines of records a sociated with disburs ements by check . 



SOCIAL 

SECURITY 

NUMBER 

T. YEAR TO DA TE 
C. GROSS WITHHOLDING DEPT. I EMPLOYEE 

EARNINGS TAX 

PAYROLL REGISTER 

NAME OF EMPLO YEE 
HOURLY 

RATE 

HOURS 

WORKED 
O VERTIME 

PREMIUM 

GROSS 
EARNINGS 

S.U.I. 

DEDUCTIONS 
PAYROLL TAXE S 

O.A.S.I. I W ITH . 

NET PAY 
MISCELLANEOUS 

I l I I J 1 1 1 i 1 1 1 1 

1 2 611 911 4 8 3 2 219 6 211 3 12 4 518 6 1 2 0 6 W V AST UR 1 13 7 5 4 410 210 0 6 312 5 16 3 16 3 515 5 1 Q1l 7 4 6 12 7 
I I I I I I I 
I I I I I I I I I I 

126_1l_ 1l11so 1 21115:4_~ __ J198 173 1 342F A ATCHISON __ 1 100 40 :0 1 40100 140 140 4'.os 3 12 5 3 1 19 0 

117 :15 1361912 l1:810:4s l :179:02 l 1I 5181H B BAKER - r 1:32 ;f4o:o l : I 53loo l :53 1 :s 3 1 4:os l 4:so l 43:39 

1 271 11 0:214o l1 l2!4o6: 7 s l h_so; 4 4 11l 6 1 s k F B 1 LL 1 NGs l 1;1s I do l J 46 :oo J '.46 J : 46 1 4 :9 s l 3:so l 36 :6 3 
I I I I I j ; ; 1 ; 1 I I I 

126130 1157532 1096186 I 62 193 1 703E J BRACKET T 1100 40 10 I 40100 140 140 1 11 5 2150 35155 
I I I I i I I I I I I I I I I 

130115 12316231224! 1 7 : 3 1 9 11 5 1 893A F CASPER 1 '.40 _±_4 10 2!00 64 140 I 1 5 170 3 175 54 195 

126 :1 0 :179o l2 l2;617:31 I :207:s2 l 1 l1 07s lE c coLL 1 Ns l 1 :2 s I 4o:o l ; I so:oo l :so l ls o l 3:6o l 2150 

126 !2 1!28s6 l1 l2;s81:1s l :268:22 l 1 l1 1 03 k F cuNN 1 NGHAM l 1:17s l 4o:o l : I 47'.oo l :47 1 :47 1 s 11o l 

I I I I I I 
1 2 6 13 611 17652161 514 3 

I I 
I I 

] 1 2 6:1 4:3 9 2 o l2 l2:3 4 

I 

617 2 
I I 
1197136 

1 1 5 '. 2 
I 

1 3 Oil 

I 

3 11 
I 

9 11 

1 1 6 :4 0!1 

I I 
1 2 5 11 914 

I 
6 4 0 11 1118 7 

I 

2:3 3 
I I 

3 2 6 13 1219 9 311 0 

I 
11 so137 

I 
11 08109 

I I 

5 9 9 12 12 15 1 014 9 1 :2 0 1 1 7 5 
I I 1 1 

6 7 3 111 218 o 8'.3 9 13 1 9 1 7 0 

I I 11 ' 
1 2 4'. 1 7 19 6 2 O 3 212 0 3'. 1 0 6 o'.1 6 

1 3 9 :2 o!7 2 1 8 12 12 18 3 3 11 6 1 '.2 
I 

1 010 2 

' 
1 3 2 :1s:261 2 12 12 16 2 0 14 o 

I I 
1190110 

I 1 1 4 2 16 1 7 13 7 311 
I I I ' . 

I 
9 914 2 

-

1 112 1 9 IF A DAVENPORT 

1 11 3 0 2 IH F D E N N I S 

11 174 11 B A ENGE L S 

1 12 0 9 2 1A B FARRELL 

11 2183 1M J FOS T ER 

11 2470 1B J GRAHAM 

1 12 4 9 2 IE L G R E S H A M 

1 12 8 9 6 IL B HENDERSON 

11 3 7 2 OIR J JOHNSON 

FOR THE PURPOSE OF THIS EXHIBIT. ONL\f 

A FEW EMPLOYEES .t.RE ILLUSTRATED. 

, r ' -----1 I J , 

1120 40 10 I 48 100 148 148 I 3 175 

I 

1 11 0 3 2!0 3 5 12 0 13 5 !3 5 
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I 
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I 
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I 

8 2 417 5 
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15 3 
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I 
15 3 
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I 
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I 

I 
_15 2 

I 
15 3 
I 

1 5 4 

14 0 
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I 
15 0 

I 
716 0 

1 1 3 5 

3 14 5 

1'.9 5 

I 
319 0 

I 
6 11 5 

I 

1 :1 5 

I 
410 5 

I 
3 16 0 

I 

I 
5 9 17 5 

1 1 0 0 

5 12 5 

3 10 0 

s '. o o 

6 '. 7 5 
I 

1 115 0 

6 614 2 
I 

Figure 17. Payroll Register. 
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Card checks m.ay be obtained as by-products o:r both 

liumerical and Alphabetic Ac counting !Jlachine procedures. 

when the i;umerical Accounting iciachine is used, the checks 

are automatically sunuaary punched s imul t.aneous1y vd th the 

printing of each man's earnings on the payroll and then 

interpret.ed to print on the checl< the nuner Ic:-:1 datt! such 
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as: date, employee number, clH:ck number, O. A.B. deduction, 

and amount payable. Employee name, ad.dress, and other 

desoriotive data are customarily transcribed by some form 

of available addressing equipment. 

If an Alphabetic Accounting 1Iachine is available, it 

is possi bl.e to print both numerical and descri.pt ive data 

on the !'ace of the checks that -were summary punched ',ihile 

the payroll was being pr int ed. l;)UCfJ card clrnc I.;:s may be 

fed mauually wl1en only a small number t1re to be prep~.red .. 

Jtor larger ·volume, it is possible to effect :fully ctutomatic 

handling of the checks through the u~rn of the Bill Feed de

vice. 

The avatlability of a high-speed listtng mechanism such 

a.s the Electric .t\c counting }fa chine f ac ili ta.tes the prepr-.:.2',:tion, 

for use by the paymaster and cr~s1nier, of originnl and dupli

cate listings of checks issued~ It also simplifies the task 

of balancing returned checks to the tot:cil uppeartng on the 

banlt statement and later preparing a. printed list of returned 

and outstanding checks for the auditor's use. 

Card checks are frequently reproduced at the rate o:f 



one hundred a minute by the l-leproducing J?unch to create a. 

set of punched duplicates. ~his second set of regular tabu-

lating cards is then avallable for the preparation of the 

Check Register and the sut-equent reconciliation of returned 

and outLtanding checks vii th the uarik statement. 

REPRESENTATIVE COMPANY 
ANY CITY, STATE 

TO THE ORDER OF 

WV ASTUR 
I II VOID AFTER 60 DAYS 

I I 

I I 

12-123 

1234 

CHECK NUMBER 

2 0 6 

REPRESENTATIVE COMPANY 

STANDARD BANK & TRUST COMPANY 
ANY CITY, STATE 

3 • AN 

..l:!'igur e 18. Card Check. 

Payroll .i..:,nvelopes. Persistence of the custom of paying 

wages in cash may make is necessary for accounting departments 

to prepare either the cash envelopes for each worker's earn-

ings or some subnti tut e r ecurd. 

In some instances, employees 1 statetYJ.ents are prepared 

nnd enclosed in window envelopes with the cash. In other 

cAses, the earnings and deduction information ls printed di-

rectly on the envelopes . 
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In addition to the preparation of the envelope, it is 

custom~ry to imprint a receipt which is signed by the employee 

and r cturned to the paymaster as evidence that the cash has 

been paid to the worker. 

RATE DAYS HOURS SOCIAL SEC. NUMBER EMPLOYEE NAME EMP. NO. GROSS I NET PAY 
WORKED ORKE 

DE Fr LOCK EARNINGS 

1000 s 400 077 04 6772 EMMETT .JUDKINS 28395 40001 
CHRISTMAS CLUB so 
COMMUNITY CHEST 100 

SECOND COPY 
LIFE: INSURANCE: 180 
FED OAS TAX 40 

PAYROLL REGISTER 4 s 3 630 

850 

THIRD COPY 
WAGE RECEIPT 

s 

EMP. NO. GROSS NET PAY 
DEP. CLOCK EARNINGS 

28308 3400 
so 

100 
180 

34 
3036 

ORIGINAL REMOVED 
AND PASTED TO ENVELOPE 

PAY ENVELOPE 

SOCIAL SEC. NUMBER EMPLOYEE NAME 
DEP. CLOCK EARNINGS 

EMP. NO. GROSS I 
l-"0'-7,_,_7 __,0"-=4__,6,,_,_7 _,,8,...,2'-'----"'D'-"A.,_V-'---'-1-"S'-----"L---'8"'-'-'R-"o'--'W"-'-'N __ _c.,2'--"'t::3,_,0"-""8 3 4 0 0 

19 

CHRISTMAS CLUB 
COMMUNITY CHEST 
LIFE INSURANCE: 
FED OAS TAX 

4 S 

WAGES FOR THE WEEK ENDING + 
THE INTERNATIONAL COMPANY 

lllustration ~o. 2 

so 
100 
180 
34 

NET PAY 

303 6 

Payroll Register, Wage Receipt, and Pay Envelope. 

Tbe payroll register, wage receipt, and pay envelope is 

prepared in one operation by 3n Alphabetic Accounting Machine . 
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'these three records are prepared sirpul t1:i.r1eot1:sly on a 

three-part continuous form, the 1'5.:r-at copy being the earnings 

st,2teme11t, the second copy is a payroll sheet, and the third 

copy the c om_pnny' s r cc e,~pt. !'or wages paid to each employee. 

It in unnecessary to check one record ~·1ith ano"ther since they 

~.re all w:ri tten at the same time. 

Gummed. pi:.tper is used 1·or the fir ~.t copy or earnings 

statement. It is perforated e,t intervals of t.wo and one

sixth inches so that it can be conveniently torn into in

dividual statements for each employee. The statements con

tain the employee' a name and number, the gross earnings, a 

deseript ion and 'the amount of' every deduction, and the net 

earnings. ~l:'hese individual stetements are pasted to the pay 

envelopes, a simple operation since they are printed on 

gummed paper. 

The second. copy of the form :1.s perforated at intervals 

equal to three ( or more if desired) earnings statements. The 

second copy is separated into sheets ·which are filed in a 

book as a permanent payroll l."egister. i1his copy is a carbon 

copy of the earnings statements and, in a.ddi tion, it co ntt:,i ns 

the hours worked and other desired payroll information. 

'i:he third copy is siBilar to the first copy except that 

it is not gummed. Also, the indi'vidual receipt has a line for 

employee 'a signature and address. The paymaster obtains the 

signature of each employee on the proper receip't; when the 

employee is given his pay. 
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Payroll denomination. In order to obtain the correct 

quantities of coins and bills rec:uired for filling cash pay 

envelopes,. it is necessary to analyze or denominate the earn

ings of ~11 employees. Under manual methods, this procedure 

first involves breaking the net earned amount for each em-

ployee into its component parts of ten, five, and one dollar 

bills; and halves, quarters, dimes, nickels, and cents~ r.n1e 

second step is to summarize the cur:rency of each denomination 

to determine the ouantitioB that ·will be reo.uired. 
~~ ,;t 

'I'hree distinctive routines have been evolved to accom-

plish payroll denomination by Electric 1\ccounting ]/fachine 

}:1ethods. The first uses machines to perform the same general 

functions performed in the manual procedure; but greater speed 

and accuracy are achieved. 

'l'wo variations of this method are illustrated in this 

study. In each instance the employee earnings surnma.ry cards 

are sorted according to earning amounts along with denomi-

nation master cards. 'l'he procedures differ since: 

1. Illustration No. 3 is that of a company which 

has no miscellaneous payroll deductions. 'l'here-

fore, the cards are sorted tog ross pay a.mount 

and then g:1ng-punched to record all of' the fixed 

factors: - Unernployement Insurance and Old ,Age 

Benefits deductions, net pay, and the payroll 

denomin.ation. The curds are then sorted back 

to payroll order Hnd tabuh,.ted to ob ta.in the 

desired results. 
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NO. 

5 

6 

7 

8 

10 

TABLE 
TOTAL 
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~ 1 2 110 1 0 3 ·71 - lo 2 7 o 3 a 3 s sl 2544 
G,lf( • 1 I 1" ". 1 ' . . ., ..... T.iJ ,n 111. I t•,unl lAlll I UCloU. Kc111n 0 

1111l-~J 1" 1~m~a: I I ACCMIIT-t Ii j ~ ,iy 1• HI NI LI I LI~ . ;::;: 
IDIDJOIIIHll•IIIIIIIIIII 111•1 1111uo111i1111111111111•:,111•au- ~ ;a,;"'; 

PAYROLL TOTALS AND DENOMINATIONS 

Table // Week Ended, 
PAYROLL DENOMINATIONS PAYROLL TOTALS NO. OF 

DOLLARS CENTS EMPLOYEES 
20 10 5 2 I 50 25 10 5 I 

DAYS HOURS AMT. EARNED OLD AGE UNEMP. NET. AMT. PAID 
MALE FEMALE 

26 220 50 70 5 6 130 63 1 81 53 287 792 6231 3336 32 3269 33 26 3270 37 121 43 
25 95 7 6 9 4 32 7 6 66 101 59 235 506 4042 2163 04 21 5 7 21 57 2119 90 31 81 
28 331 93 79 1 69 91 145 220 3 6 388 1151 9020 4 8 6 8 26 48 02 48 a1 4771 43 67 167 
41 301 13 8 245 103 135 1 47 225 1 06 542 1261 10205 5357 19 53 1 6 53 Is 6 5250 47 54 227 

5 11 9 32 22 10 69 14 107 12 94 4 < < 3048 1585 92 1 5 8 4 15 B4 1554 24 38 46 

241 2184 814 um I n8 II 008 Q42 16so s48 ,286 II I I 
4820 121840 4070 2214 778 1~4.oo 235. 50 165. 00 27.40 }2.86 84'6 66224 3"' ::r. .. 1 4s 351 14 35,J 55 34 646 76 532 1254 

Illustration Lo. 3. 

Payroll Denomination ~ ith o 
Miscellaneous Payroll Deductions 

2. In Illustration No. 4, the presence of miscella-

neous deductions makes it necessary t o sort accord 

ing to net pay amount the summary car ds obtained 

from a preliminary payroll t a bul~tion. In this 

DUPLEX PRESSING MACHINE, INC. 
PAYROLL 

WEEK ENDING SHEET NO. 

MAN 
EMPLOYEE'S NAME HOURS GROSS s. s. OED MISC. NET 

NO. PAY O.A.B. u. 1. OED. PAY 

I 3 MARTIN WILLIAM p 24:00 12:00 12 1 e 
I 

~ 2:!~ ? 6 GAUTHIER GEORGE 1..,4,00 13,2 0 13 1-,- : 

30 56 HIMEON CHARLES E 4 e;s7 20:40 20 3 1 I i s :es 
' 

PAYROLL DENOMINATION 
SIO n S5 II S2 II SI II 50e II 25c. ~ roe. 11 ~. II le II 

3 e II 1 1 I 1 II 5o lj 22 11 1 3 I 32 I 711 4 1 

II TOTAL GROSS PAY II FEDERAL TAX STATE TAX n TOT. M1sc. oEo. 11 TOTAL NET PAY 

II 

I 

II 
' I I I 

II 
505'21* 5 1 e ,1 s s 11 a 7190 I 

I I I I ' 
' ' ' I ' 

Illustration No. 4 

Payroll Denomination With 
:u iscellaneous Payro 11 Deduct ions 

case, only the denomination is gang- punched. '1'he 

printed payrolls are then prepared and the departmental 
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payroll denomination is printed at the 

bottom of each page. 

A second distin ctive routine for payroll denomination 

involves the use of the Card-Counting tiorter. 

The third plan is adaptable to Alphabetic Accounting 

Machines equipped with the Digit ~elector device. A single 

run through the machine followed by a simple recapitulation 

completes the denomination. 

Employee Earnings Statement. A legal requirement for 

rendering a receipt or a sta tement to workers at the time 

of payment of wages is incorpor a ted in the Social Security 

law. 

'I'he st.at.ement of earnings (J!'igure 19) may be a separate 

statement or the type that is attached to the check as a stub. 

II 
1594 RUGG 7 1 2:3 1: 0 4 o:o 

I 

I 

d4 ods odeaod7 d5 ~o 03~67 
I I t I t t t 
t I I I I t 

SIIIIAL 

I 

I 

II 

I 

LAST NAME 

I 
I I 

I 

I 

TAX MO. DAY YII. GAOSS 

1 CLASS 1 1111 1nH·1i 
O. A. 5. 1. WITNHOLDIN, IOHDS MISCEL- WEL· SAY. HET 

11 Tr 1 111 LAHEOUS ,A. . INGS PAYABLE 

OED TIOHS THIS WEEK 

I 
STATEMENT OF EARNINGS 

I 
FOR WEEK ENl>IIIG 01' DATE INDICATED ABOVE 

I I I I 

I 

I I I 

I II 

I 

] 'igure 19. Sta tement of Earnings. 
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Deduction Registers. Deduction registe~a may be pre

pared for various special purposes. ~ultiplicity of reports 

does not imped-e the mechanization of this work; but, instead 

increases the va,lue of the use of automatic accounting ma

chines. 

'l'he maintenance of these records on punched cards general

ly entails so little time that tb,is type of work is frequently 

overlooked as unimportQnt. It- is necessary to recognize, 

neverthelesH, that much of this work under manual procedures 

is distributed so widely trrnt the cost of its maj.ntenance is 

obscured. Centralization of the records 'in a comprehensive 

machine accounting payroll procedure, however, results in 

econm:iies of o:perat. ion and increrrned f inane ial control which 

contribute to the greater success of' tbe completely coordi

nated Electric Accounting tiachine Method of payroll prepara

tion. 

In some instances, lists of deductions from employee's 

earnings may be required to furnish documentary records for 

outside individuals or oganizations, such as E:<avings or thrift 

deposits tn local bai1ks, group hospitalization contributions, 

union or association dues, and group insur~nce premiums. 

Sometimes the deduction register is required to supple

ment a payroll which is already cro~ded with essential earn

ings data. ~ro meet this conti:ngencyt the deduction register 

may be printed on the reverse side of the payroll. the total 

of deductions rippea.rs in one column of the payroll, which is 



-- -- --

TYPE WHEN MADE 
1-SlNGLE PERIOD 1-FIRST WEEK 5- IST ANO 3RD WEEK 

2-SPEC IFIC PERIOD 2-SECOND WEEK 6-2ND AND 4TH WEEK 
3- STANOING 3-THIRD WEEK 7-EACH WEEK 

4-FOURTH WEEK 

EMPLOYEE 
DEPT. NUMBER NAME OF EMPLOYEE TYPE 

1 2 0 6 w V AST UR 3 
1 2 0 6 w V AST UR 3 
1 2 0 6 w V AS T UR 3 
1 3 4 2 F A ATCHISON 3 
1 3 4 2 F A A T CHISON 3 
1 5 1 8 H B BA KER 3 
1 5 1 8 H B BAKER 3 
1 6 1 5 L F BILLIN GS 3 
1 6 1 5 L F BILLINGS 3 
1 7 0 3 E .J BRACKETT 3 
1 8 9 3 A F CASPER 3 
1 8 9 3 A F CASPER 3 
1 1 0 7 5 E C COLLINS 3 
1 1 0 7 5 E C COLLINS 3 
1 1 2 1 9 F A DA VENPORT 3 
1 1 2 1 9 F A DA VENPORT 1 
1 1 7 4 1 B A ENGELS 3 
1 2 1 8 3 M .J FOSTER 3 
1 2 1 8 3 M .J FOSTER 3 
1 2 1 8 3 M .J FOS TER 3 
1 2 4 7 0 B .J GRAHAM 3 
1 2 4 7 0 B .J GRAHAM 3 

I 1 2 4 9 2 E L GRES HA M 3 
1 2 4 9 2 E L GRESHAM 3 
1 2 4 9 2 E L GRESHAM 3 
1 2 8 9 6 L B HENDERSON 3 
1 2 8 9 6 L 8 HENDERSON 3 
1 2 8 9 6 L B HENDERSON 3 
1 2 8 9 6 L 8 HENDERSON 3 
1 3 7 2 0 R .J .JOHNSON 1 
1 3 7 2 0 R .J .JOHNSON 3 

FOR THE PURPOSE OF THIS E:lOH 8 l T , ONLY 

A FEW E M Pl.OTEES A R E 11.LUSTR ... TED. 

- -- -

DEDUCTION REGISTER 

WHEN TOTAL SAVINGS HOSPITAL GROUP LIFE 
MADE DEDUCTIONS BONO INSURANCE INSURANCE 

I 1 T l 
4 317 5 317 5 I 
4 115 0 I 115 0 
4 4 19 2 I I 
4 112 5 I 112 5 
4 210 0 I I 
6 210 0 210 0 I 
4 215 0 I I 
4 1 Is o I 115 0 
4 210 0 I I 2 0 0 
4 215 0 215 0 I 
4 1 17 5 I 1 17 5 

210 0 I 4 I 
6 112 5 112 5 I 

112 5 112 5 4 
4 117 5 1 17 5 I I 

2 10 0 
I I I 

4 11 0 0 
I 

1 10 0 I 

6 210 0 210 0 I I 
4 112 5 I 1 12 5 I 

4 210 0 I I I 
4 1 17 5 117 5 I I 

4 1 12 5 I 1!2 5 I 
4 1 17 5 117 5 I I 

4 1 1s o I 115 0 I 

4 1 17 5 I 1 17 5 I I I 4 117 5 117 5 I 
4 117 5 117 5 I 

I 
1 12 5 4 l 12 5 I I I 

4 210 0 I I I 
1 010 0 I I I 

4 115 0 1 15 0 
I 

I I 
I 

6 6:4 2 
I I 

s1o 0 1 8 15 0 1 5 15 0 
I 

I I I I 

Figure 20. Deduction Register. 

CREDIT RETIREMENT WELFARE 
UNION ANNUITY DONATION 

I I 

I I 
I 

I I 

I 4 19 2 I 
I I I I 

210 0 I 
I 

I I 
I 

I 215 0 I 

I I 
I 

I I I 

I I I 

I I I 

210 0 I I 

I I I 

I I I 
I I I 

I I I 
I I I 

I I I 

I I I 
2 10 0 I I 

I I 
I 

I 
I I 

I 
I I 
I 

I I I 
I I I 

I I 
I I I I I I 

2 10 0 I I 

I I 
I I I 
I I I 
I 

8 10 0 7 14 2 
I 

I I I 

I I I 

-

PAY 
PURCHASES 

ADVANCE 

I I 
I I 
I I 
I I 
I I 
I I 
I I 
I I 
I I 

I I 
I I 

I I 

I I 

I I 

I 
210 0 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I I 
I I 
I I 
I 1 o 1o o 
I I 
I I 

2 10 0 I 1 o:o 0 
I I 

MISCELU.NEOUS 

I 

I 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

I 
I 
I 

I 
I 
I 

I 

I 

I 

f 

....., 
0 
0) 
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the left-hand page -when bound. In a sub sequent tabulation, 

t he deduction amounts are spread t o appropriate columns on 

the reverse side of the next payroll sheet. This becomes the 

rigbt - hand page of the bound payr oll book . Prepunched d educ 

tion cards are used so that only man number and amount ne ed 

be punched manual l y. 

Annual Earnings Statements . Treasury department regul a -

tions r equi red that statements be fo r warded to the Com.mis-

sioner of Internal Revenue showing annual earnings of employees 

within a specified period . 

Peak loads are minimized at the end of reporting peri ods 

by use of a c cumulative record cards for the automati c ma chine 

preparation of Quarterly and Annual Reports. 

~. 

Form W-2 (Rev.) WITHHOLDING RECEIPT ORIGINAL • TI U. S.· Treasury Department 
lntemol ReYenl:79 Service For Income Tox Withheld on Wages 

!:u~;~y!~m~hi~e:~t~:·mr.Receipt may be used as your income tax return if T TEST, If Ll~e 2 is not over $100 AND Li~· 3 is less than $5,000, you may u1ethl1 

A ~ied couple may make o combined return on th is Withholdi'i!eceipt if their 
Withholding Receipt as your return provided you had no Income other than ~ · 

tota ,ncame meets the test. Their incomes should be combined on s l 2 and 3 
dividends, and interest. If your income does not meet this test, use foi'm 1 : 

and s~n sepamtety c::,n Line 4. The Collector of Internal Revenue will ' ·fiQUre th~ LINE 4 If Lino 3 l'!~ludos Income of both husband and wife, show huiband'a 
:.~~er the combined or the sepcJl"Oh, incomes, w+tlchever ~ to the taxpayers' 

LINE 1 Write total of waz::s shown on this and all your income here $ ....... . .. .... .. . .... ....... 1 wife's inconM here $ •••••••••••••• · ••••• 
LINE 2 r/"9' ~ W-dhhol ng ieceiptsh_(forrn W-2) •• • • • • $ ••••• ••••••••••••••• 

you any wages om w 1ch no tax was with• LINE $ If you filed a 19.U O.claratlon of Estimated Tax 
held, or any dividends or inter.st, WTite totGI • • • • c. (Form 1040-ES). write total of ••tlmated tox paid • , $ •••••••••••••••••••• 

LINE 3 Add Lines I and 2. Writ• tetal ..... $ •• ··-···-------- To EMPLOYEE: Chanae name and addreos If not ca,rectly shown 

Employee No. I EMPLOYEE TO WHOM PAID (Name ond Address) I Maritol Status Code I I 
Gross Wages Paid 

I-Single 2-Married Social Security No. During the Calendar Fedtral Income 
3-Head of Family Year 194"4 Tax Withheld 

' ' . 
1145 o 71!0 512 a :s 1 

. 
421i4 0 3 3 1 8 3!5 0 

MR GERALD OR I SCOLL . ' 
! i 

126 L UKAS ROAD ' . i i . i i 
ENO I COTT NY ' 

EMPLOYER•BY WHOM PAID (Name and Address of Employer) DO NOT 
WRITE 
IN TltlS 
SPACE 

GENERAL MANUFACTURING COMPANY. 
ENDICOTT. NEW YORK ·--·· ~ - -

.ltigure 21. Vithholding Statement . 

·.rhe data to be pr int ed appear on summary earnings car d a 

that are maintained on a cumulative basis thn ughout the 

I 
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year by the use of the Automatic Summary P, nch. 

This statement complies with the 1939 amendments of the 

Social ~ecurity Act. ouch a record is extremely valuable to 

the worker since it eliminates the inconvenience of lost 

weekly receipts for O.A.B. deductions and simplifies the pre-

paration of individual income tax returns (~'igure 21) • 

.Q.14 Age Benefits Heports. Social Security legislation 

has imposed upon industry, and therefore upon payroll account-

ing department, the function of preparing information returns 

concerning the payment of wages to employees. Despite changes 

in the form of these reports, their preparation has not involv-

ed any inconvenience or major change in the Electric Account-

ing Mafhine Method. 

Form. 88•1b SCHEDULE A-EMPWYIR'S REPORT OF TAXABLE WAGES PAID TO EACH EMPLOYEE TRXASURY DEPARTMENT 
InsaJU.L Rsvut111 Ssana CONTINUATION SHEr:T PAoENo. _ _ 

Duo 

REPRESENTATIVE COMPANY i.~ DECEMBER 31. 19 

NEW YORK N.Y. 

13-0871985 READ INSTRUCTIONS 
CAREFULLY 

Ea1~u~:r::.::r::-'~-.:-:!i::-m°f~~:!~:.-::;i:4 

Do 
EJ1PLOTss'11 8oau. SSCCUTr 

T ililLJ:WJ.OUIPJ.JD, S&P&U· No, NilU or E Mn.On:s UHDSB T:ITLZ YW or 
ff ON Sun U H .AocotrlffNUJlllltB hDZUL 80CU,L 85CUlUTY 

Tm, Ao, Dm ..... (17) (18) (19) (00) (21) 

I I I 

1 o 213 B'9 5 6 1 HILDEBRAND WM 5 3 010 0 NY 
I I I 

11213 415 2 5 4 MILLER RALPH 112:0 0 NY 
I I 

I 
1 0 210 410 5 8 3 MILLER RALPH B 4 2 010 0 NY 

I 

1 0 2:3 513 6 8 7 
I 

HARRIS GEORGE 4 8 010 0 NY 
I I I 

104125:3786 STATES CHARLES 3 9 o,o 0 NY 

100;30;52 sa 
I 

MATSON LEON 8 12,0 0 Ny 
I 

105;6a:0135 MEADE JOHN L 5 3 o,o 0 Ny 

116:32:6 809 
I 

STRIKER HAROLD 4 2 010 0 Ny 
I 

101:42:so15 ARNOLD CHARLES 4 8 2 10 0 NY 
I 

11 6:7 910 8 2 6 DENTON GEORGE 3 7 610 0 Ny 
I 

. I 

Figure 22. Form SS-1 b. 
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,A sample information return for Federal Old .Age Benefits 

that has been prepared on the Alpr1abetic Accounting Jl.fachine 

is illustrated in J.i'igure 22. This report is prepared either 

by aummar izing the employees' weekly earnings cards t'or the 

quarter; or by list.Ir1g the last week's cards, when cumulative 

total cards are maintained. 

Reports reg,uired EX States. Regulations of the various 

states required the following reports; 

1. Unemployment Compensation Employee Wage Report. 

'.i'he type of report and the reporting period vary 

in different states. 

· 2. Income -Tax Report of the employee's gross earn

ings; required annually by states having income 

tax laws. 

3. In some states, employers furnish statistical 

data on employment to Federal Reserve Banks and 

other government agenc:tes. 

4. U;i,ny employers must furnish reports to State Labor 

Departments cone erning employment by sex, age group, 

etc. 

Essentially the sam.e data are required. for State Unem

ployment Oom:m.ission returns and consequently the same tabu

lating cards may be used for their preparation. '.L'he fo:rras, 

however, have not been standardized. In some state individual 
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strip forms :).re used; 1.1Jh:ile in others, a sheet list sim.ilar 

to SB-1 b has been adopted. 

"7'.°l · 1 · · t~ • · t · ""> d ,,;mn, oyee .ii i.s .. ory .h ec or ..• 
~~ ... " -- ~ocial ~ecurity taxation is 

similar in principle to an.nuity preraium payments. It oiff'ers, 

however, from ord.inary annuity c ontrncts, s:i.nce the auwunt 

contributed varies with the employee's earnings. Inasmuch 

as the eventual henefi t payment,s v::i 11 be computed on the 

basis of contributions, it is highly important that accurate 

records pertaining to employee ea:rnings 00 maintained. 

1J'Jhen one considerB the enornity of the task of main-

taining more than 40,000,000 individual accounts in the cen-

tral offj.ces of the B::1clal Securtt.y :Soard and the likelihood 

of the carelessneEH:, on the part of employees in preserving 

earnings receipts, the possibilities of errors and misunder-

standings become evident. It is easy to recognizei therefore, 

the importance of mtiintaining accurate records in the offices 

of employers to settle disagreements concerning the umoun~"s 

of benefit payn1ents that 'tnay arise fifteen or tvJenty years 

:i.n the future when .tu1.u1y present mnployees' benefits ·will 

begin to be disbursed. 

i:.t that time, the fact that an employer has mainta.ined 

accurate records which enable retired employees to obtain the 

exact benefit payment,s to which tl1ey are entitled ·will have 

a. beneficial effect on general employer-employee relationships. 

'l'hese records also have a1J important immedi e.te need in 



EMPLOYEE SERVICE HISTORY RECORD 

SOCIAL 

SECURITY 

NUMBER 

EMPLOYEE 

NUMBER 
NAME OF EMPLOYEE 

PRESENT OCCUPATION 

DEPT. POSITION CODE 

HOURLY 

RATE 

STANDARD DATE OF RATE COMPANY :,: "' 
WEEKLY SCHEDULE OR OCC. CHANGE SENIORITY :i; ~ 

HOURS EARNINGS MO. DAY YR. R MO. DAY YR. io >-

"' )("' 

;! ~ 
u 

)(.,; 
~ :i 

' I I 

9 1 48 3 206 WV ASTUR 1ST OCK C LI< 36 1 ;30 40 :0 52: 0 011 2 1 7 3451 0 2 2 1 2 6 1 
I I I 

9 1483 206 WV ASTUR 1MACH O PER 12 1:37540:0 55 :00 3 2 4 7 34510 2 2) 1 2 6 :1 
' ' I 
' I 
I 
I 

T. YEAR TO DATE EMPLOYEE 

C. EARNINGS WITH. TAX DEPT. NUMBER 
I 

1 2 6: 1 9 ;1 4 8 3 2 5 2 0 0 
1 2 6 :1 9 :1 4 8 3 2 1 0 4 0 0 
1 2 6 :1 9 ;1 4 8 3 2 1 5 6 0 0 
1 2 6 :1 9 !1 4 8 3 2 2 0 8 0 0 
1 2 6 ;1 9 ;1 4 8 3 2 2 6 0 0 0 
1261 9: 1 4 8 3 2 3 0 1 6 0 
1 2 6 1 9 :1 4 8 3 2 3 5 3 6 0 
1 2 6 1 9 ;1 4 8 3 2 4 0 5 6 0 
1 2 6 1 9 ;1 4 8 3 2 4 6 5 4 0 
1 2 6 1 9 ;1 4 8 3 2 5 2 0 4 0 
1 2 6 1 9:1 4 a 3 2 5 7 5:4 o 
12 61 9 :1 4 a 3 2 6 3 o:4 o 
1 2 6 1 9 ;1 4 a 3 2 6 a 5:4 o 
1 2 6 1 9 :1 4 a 3 2 7 4 o:4 o 
1 2 6 11 9 :1 4 8 3 2 7 9 9 :5 3 
1 2 6 :1 9: 1 4 8 3 2 8 5 4:5 3 
1 2 6 ;1 9: 1 4 8 3 2 9 0 9:5 3 
1 2 6 :1 9 :1 4 8 3 2 9 6 4:5 3 
1 2 6: 1 9:14832101 9:5 3 

I I 

1 2 6:19 ;14a321 o 7 4:5 3 
1 2 6:19 •148321 1 2 915 3 
126:1· 9:148321 1 8 4:5 3 
1 2 6 :19 :148321 2 3 9:5 3 
1 2 6:1 '1 4 8 1 4:5 3 

3:9 0 1 2 0 6 W 
7 •8 0 1 2 0 6 W 

I 

1 117 0 1 2 0 6 W 
15:60 1 206W 
1 915 0 1 2 0 6 W 

21:90 1 206W 

~ ~:~ g ~ ~ g ~: 
3 418 0 1 2 0 6. W 
3 9:1 5 1 2 0 6 w 
43150 1 206W 
4 7:8 5 1 2 0 6 W 
52120 1 206W 
5 6:5 5 1 2 0 6 W 
61 180 1 206W 
65:a5 1 206w 
7 0 12 0 1 2 0 6 w 
7 4:5 5 1 2 0 6 W 
7 8 19 0 1 2 0 6 W 
83:25 1 206W 
87160 1 206W 
91:95 1 206W 
9 613 0 1 2 0 6 W 

1 0 0 16 5 1 2 W 

NAME OF EMPLOYEE 

V ASTUR 
V ASTUR 
V ASTUR 
V ASTUR 
V ASTUR 
V ASTUR 
V ASTUR 
V ASTUR 
V ASTUR 
V ASTUR 
V ASTUR 
V ASTUR 
V ASTUR 
V ASTUR 
V ASTUR 
V ASTUR 
V ASTUR 
V ASTUR 
V ASTUR 
V ASTUR 
V ASTUR 
V ASTUR 
V ASTUR 
V ASTUR 

: I I 
I I I 
I I I 

I I 1 I I I I I I I 
I I I 

HOURLY 
RATE 

113 0 
113 0 
1 1 3 0 
1 3 0 
1 3 0 
1 3 0 
1 3 0 
1,3 0 
1 3 0 
1 3 7 5 
1 3 7 5 
1 3 7 5 
1:3 7 5 
1:3 7 5 
1 3 7 5 
1 3 7 5 
1 3 7 5 
1 3 7 5 
1 3 7 5 
1 3 7 5 
1 3 7 5 
1 3 7 5 
1 :3 7 5 
1:3 7 5 

HOURS 

WORKED 0.T. PREM. 

4 0'0 
4 0 0 
4 0 0 
4 0 0 
4 0 0 
3 2 0 
4 0 0 
4 0 0 
4 4;0 
4 o:o 
4 o:o 
4 o:o 
4 o:o 
4 o:o 
4 2:0 
4 o;o 
4 o,o 
4 o:o 
4 o:o 
4 o:o 
4 o:o 
4 o:o 
4 o:o 
4 o:o 

2:0 0 

1:0 0 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

_J_ 

Figure 23 . Empl oyee Service History Record. 

GROSS 
EARNINGS 

P.P. 

5 2i0 0 I 
5 2,0 0 2 

I 
5 2,0 0 3 
5 2:0 0~ 
5 2\0 0 !I 

4 1:6 0 6 
5 210 0 7 
5 2:0 0 8 

REMARKS 

s 9:a o s I 
55:oo 10 I 
5 5 t O O ,._!_!_ 
55:oo 12 
55:00 13 I 
55:oo 14 
5 911 3 l!I 

5 5:o O 16 I 
5 s:o o 11 I 
5s:001s 1 

55;00 1s I 
5 5; o o 20 I 
55;0021 1 

5 5: o o 22 I 
5 5; o o 23 I 
5__5- ' 0 0 24 

,_, ,_, ,_, 
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many states.. 'l'he Unemployment Compensation .Acta of the vari

ous states require the esta·blishment of <Rbase pay" totals for 

various quarters, in order to determine the amount of benefit 

payrnents to which eacb worker is entitled when he becomes 

unemployed. 

~I'o furnish these e$sent ial historical records, employee 

e;:;i.rnings may be po~ted quarterly to lists or cards; or, if' 

desired,. they may be recorded weekly. 

/ 

Employee earning records (Figu.:r: e 23) can be posecl by 

the Automatic :Sill Feed Device in conjunction 1ni th either the 

1,rumer ical or Alphabetical Accounting Ms.chines. Th is operation 

is int ere sting because it may er:iploy, aa the ledger record, 

a tabulating card which wi 11 allow posting of twenty-six 

frnn weeks' earnings on each side. :tuus, the card will be th.e 

earnings reeo:rd for one year. 

In addition to the above discussed procedures, the newly 

developed Transfer Posting ]Kachiue affords another economical 

and rapid method.. The result is accomplished by transcribing 

data fxom a copy of the payroll directly to the earnings rec-

ords by means of transfer ink. 

II. LABOR ACCOUl~rTiliG 

Labor accounting is t:he classifying and accumulating of 

labor coats by orde.r nunibers and department expense accounts. 

'fhis phase of accounting reveals to management the. labor cost 

of the finished p.roduc ts. 
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'l'he manner in which costs are distributed varies accord ... -

ing to the nature of the product. :,~ost cost syeteirn fa.11 into 

one of two general cla~rnes: 

1. Pro~ess Cost Systems ... A company mB_nufactur ing 

a sta_ple or standard product for a steody r.iarket 

usually operates under a process cost system. In 

tt is type of industry, the same products ~re being 

used in the manufncturing of such products as oil, 

ch_emi·Cl::'l,l~ ~ paper, flour, and textiles. 

2. Job Order Cost Systems - A company manufacturing a 

specialty th;:;:t has to conform to ir1.dividual specifi

cations ,1wuld be :.•equired to quote selling prices in 

~dvance of production and would maintnin job order 

coats to dete_rmine the profit on each job ttnd to 

use as a guide in quoting prices a.nd e stnbl ishi.ng 

selling :prices on future orde:r s. Job order cost 

systems are used by such industries as machine 

shops, foundries, and machine tool :manufacturers. 

Under either the process cost system ·or the job cost 

sys-cem, there are t;wo classes of labor cost to be d.istributed: 

1. Direct or product ion labor. 

2. Indirect or non-productive l~bor. 

Standara. labor cost a:ffo~ds a means of determining -what the 

labor used in producing a commodity should be. l'his value is 
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cstalilished by calcuh,ting the time it should take to per

form an operation and the money evnluation of the labor skill 

required. 'l'his is set as standard, and costs are figured on 

the standard only, or on both the standard. and. the actual. 

The di:rference betvveen the standard coBt and the actual cost 

is called the va.riance. Standards may be used in either the 

process r:ystem or the job cost system. 

IBM .Accounting Tu'.achjues, 'becaut:,;e of their flexibility, 

are successfully applied to the a.ccumul:it,ion of labor cost 

on process or job cost systemn, v11ith or ·without standards. 

The source records for payroll distrfbution, in most 

cases, are the job tickets whiqh are initially used to pre

pare payroll records. They may be either individual job 

cards, d,dly time cards, continuous job cards, or gang job 

cards. 

Labor fil~bu.ti_2Q He~l:rte!:.!, IBM distribution cards 

punched for each j.ob are balanced with the payroll controls 

by d,epartments. they are then listed. by man number on a 

report which is generally culled the Labor Distribution Regis

ter. 'I'b is i s used 1·or :r. ef G:r' e1JC e and. to h&hH1C e to contro 1 

totals. 

Control Hec~rds. In addition to proving tbe accuracy 

. vvith ·whicb original data have been punched, it is er.3i:10cLtia.l 

to establish the necem:mry Gccounting coutrols. These records 

are rn.1:d nt0.ined on '1cmitro 1 aneets ff vird cb cont.id n the nccaunt .. 

ing tot::•lG o:ri.gint:it8d l1y tlH; uepr1rtrn(\,Jt repponsible for the 
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creation of the original documents. 

The control sheet (Figure 24) established the predeter

mined totals to which all subsequent groups of accounting en

tries must b.:llance.. In this manner, errors that arise from 

lost or mi!:iplaced documents are imrt1edintely detected. 

An e.utomat ic reconfilia.tion of attenclanoe time and job 

time esta.bl:ishes an exact balance betvmen payroll and cost 

records .. 

Aceurate, aud:l.ted job cards then a:re av-a.tlable for the 

s ntion by the account1ug machine of a wide variety of 

coet and operating reports designed for control of' each phase 

of plant activity. 

122,tailed ~ st10.tements.. In addition to the general 

cost summaries, vnrious forms of detailed cost statements 

a,re needed for future cost esthnating, checking of standards 

and performance, establishing the accuracy of costs of com

pleted jobs, and other cost reference. 

Detailed co:;11t record-keeping ve.ri es widely among the 

nuri1erous types of industries eng::agect in manufacturing today. 

'l:wo major classes, however, are auite clec:rly distinguishable: 

jot orde.r costs Hnd process costs. 

1:Ioth systems haYe occasion to create, for cost accounting 

purposesj subsidiary ledgers for each order or production unit. 

'l'hese ledgers furnish complete information concerning all the 

detailed financial transactions incurred. 



DATE 

1 2 2 4 w V 
1 2 2 4 F A 
1 2 2 4 H B 
1 2 2 4 L F 
1 2 2 4 E J 

1 2 2 4 A F 
1 2 2 4 E C 
1 2 2 4 L F 
1 2 2 4 F A 
1 2 2 4 H F 
1 2 2 4 B A 
1 2 2 4 A B 
1 2 2 4 M J 

1 2 2 4 B J 
1 2 2 4 E L 
1 2 2 4 L B 
1 2 2 4 R J 
1 2 2 4 p H 
1 2 2 4 G B 
1 2 2 4 J L 
1 2 2 4 F H 
1 2 2 4 L A 

PAYROLL DISTRIBUTION AUDIT REGISTER 

DEPT. EMPLOYEE HOURLY 
PAYROLL HOURS DISTRIBUTION HOURS 

NAME OF EMPLOYEE 
NO. NUMBER RATE OVERTIME OVERTIME WORKED 

PREMIUM 
WORKED 

PREMIUM 
I I I I 

I I 
AST UR 1 2 0 6 1 3 7 5 4 4 0 2:0 0 4 410 2 10 o 

4 o1o I 
ATCHISON 1 3 4 2 1 0 0 4 0 0 I I I 

4 o1o I BAKER 1 5 1 8 1 3 2 5 4 0 0 I I 
BILLINGS 1 6 1 5 1 1 5 4 0 0 I 4 o1o I 

I 
BRACKETT 1 7 0 3 1 0 0 4 0 0 I 4 o1o I 

I 
CASPER 1 8 9 3 1 4 0 4 4 0 2 : 0 0 4 4 0 2 0 0 
COLLINS 1 1 0 7 5 1 2 5 4 0 0 I 4 0 0 
CUNNIN GHAM 1 1 1 0 3 1 1 7 5 4 0 0 I 4 0 0 I 
DAVENPORT 1 1 2 1 9 1 2 0 4 0 0 I 4 0 0 
DENN I S 1 1 3 0 2 1 1 0 3 2 0 

I 
3 2 0 I 

ENGELS 1 1 7 4 1 9 0 4 0 0 I 3 2 0 
I 

FARRELL 1 2 0 9 2 11 3 0 4 0 0 I 4 0 0 
FOSTER 1 2 1 8 3 111 5 4 4 10 210 0 4 4 0 2 0 0 
GRAHAM 1 2 4 7 0 113 5 4 0 10 I 4 _0 0 

I 
GRESHAM 1 2 4 9 2 11 0 0 4 0 10 I 4 0 0 I 
HENDERSON 1 2 8 9 6 113 2 5 4 01 0 I 4 0 0 I 

1 12 5 
I 

JOHNSON 1 3 7 2 0 4 OJO I 4 0 0 1 
1 6 1 2 3 1 10 5 4 0 10 I I 

PATTERSON I 4 0 0 I 
PETERSON 1 6 2 1 4 1 10 0 4 4 10 210 0 4 4 0 210 0 I I I RANDOLPH 1 6 8 7 1 113 0 4 Q l Q I 4 0 0 I 
ROBINSON 1 6 9 1 8 111 2 5 • 4 o 1o I 4 0 10 I 

4 0 10 
I 

RUEBEN 1 7 0 4 3 1 10 5 I 4 010 I 

I I I I 
8 8 810 810 0 8 8 010 810 0 

I I I I 
I I I 

Figur e 24. Payroll Distr ibution Audit Regis ter. 

DIFFERENCE 

OVERTIME WORKED 
PREMIUM 

I I 

I 
I 
I 
I 
I 

I 
I 
I 
I 
I I 

I 

8 10 I 
I I 

I I 
I 

I I 

I I 
I 

I I 
I I 

I 
I 
I 

I I 
I I 

I I I 
I I 8 10 1 
I I 

I 

I 

! 

I 
I 

I 

I 

..... ..... 
0\ 
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Job cost.. In job order cost procedures, the order number --
reflects the unit of analysis for purposes of accounting con-

trol. The order, to which a number is assigned, must be pre .. 

pared before any productive wor.k can be performed.. It serves 

as the m.ediurtt for authorizing the issuance of the bills of 

material and operation records required for the job. The 

identification thus established constitutes an accounting 

elassif'icat ion to which all charges arising from the per-

formanoe of the tasks may be applied .. 

It is customary in job order coat routines to maintain 

a file in which all cur:r.en~ items - labor, mate.rial, direct 

charges, and burden applied - may be accumulated. 'l'his file, 

kept in job order sequence, serves as the vrnrk-.in-process 

subsidiary ledger! When work on the order is completed, the 

aa.rds are removed from the file and listed by the Accounting 

I!lachine to prepare a complete printed record siiailHr to pre-

pare a ccrmplete printed record. 

l'his de'ttailed cost statement is usually reviewe<l by 

cost clerks whose task it is to ohefk back the actual cost 

figures appearing on the report to the operation record13 and 

standard bills of mi=1teri~l. Any discrepancy due to missing 

tickets, fraudulent piece work claims,. errors in clasr, if i-

cation and similar irregularities are detected by this opera-

tion. 

Process costs. Process industries maintain cost 

records irihich reflect the continuous nature of their operations 
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'£he objective is to deterMine the average cost during a stated. 

pe:rtod of producing a large number of similar units, such as 

yards of cloth, feet of rope, gallons of gasoline, tons of 

coal, etc. 

:l'o accomplish this result, process cost, syster.1s provide 

t'or the accumul,.,_tion of all the co st e1erri.ents according to 

accounting clasnificatiorn, which will facili~t,;ate the deter

mination of average aoata on~ monthly or other periodic basis. 

'Ihe general practice, tberefo~ce, is to summarize chtll'ges by 

accounts, prOCEJSSes, departments, production centers, products, 

or other groupings so thnt all related costs may be quickly 

assembled. Production quantities a.re summarized f'rom. delivery 

tickets and physical inventory records. lfrom these totals, 

the rnerage unit c os·ts may be computed. 

Generally, summary card.s are created at the time the 

deta:iled labor, material, a.nd fixed charges are indepen-

dently summ.a:r ized. These surmnary records are then assembled 

according to estabJ.ished cost claeEific~~iona and listed by 

the Accounting I~1acldne directly to summary cost ledger records. 

Reference to the detail6d records is established by tbe jour

nal number. 

:Part Cost Analysis {.b'igure 25 J is an example of report 

-which is possible to prepnr e "through the use of :Electric 

,Accounting Machines. 

Idle ]fa.chine 'l'ime Heport. 'l'he rapi.di ty of obsolescence 

of plant eauipment in recent years ma.k~"s the utilization of' 



ORDER 
NUMBER 

1 5 0 1 
1 5 0 1 
1 5 0 1 
1 5 0 1 
1 5 0 1 
1 5 0 1 

1 5 0 1 
1 5 0 1 
1 5 0 1 
1 5 0 1 
1 5 0 1 

1 5 0 1 
1 5 0 1 
1 5 0 1 
1 5 0 1 
1 5 0 1 
1 5 0 1 
1 5 0 1 
1 5 0 1 
1 5 0 1 
1 5 0 1 
1 5 0 1 

1 5 0 1 
1 5 0 1 
1 5 0 1 
1 5 0 1 
1 5 0 1 
1 5 0 1 

PART 
NUMBER PART NAME 

1 8 9 21T OP MOU L D I NG 
1 8 9 2 
1 8 9 2 
1 8 9 2 
1 8 9 2 
1 8 9 2 

18931FRONT MOULD I NG 
1 8 9 3 
1 8 9 3 
1 8 9 3 
1 8 9 3 

1 894IS 1 DE MOULDING 
1 8 9 4 
1 8 9 4 
1 8 9 4 
1 8 9 4 
1 8 9 4 
1 8 9 4 
1 8 9 4 
1 8 9 4 
1 8 9 4 
1 8 9 4 

18951BOT T OM MOULD IN G 
1 8 9 5 
1 8 9 5 

1 s 9 s1· 
1 8 9 5 
1 8 9 5 

PART COST ANALYSIS 

DEPT. IOPER. I PIECES 
NO. NO. FINISHED 

1 1 
1 2 
6 3 
6 4 
3 5 
3 6 

1 1 
1 2 
6 3 
6 4 
3 5 

1 1 
1 2 
6 3 
6 4 
3 5 
3 6 
3 7 
3 8 
4 9 
4 1 0 
4 1 1 

1 1 
1 2 
6 3 
6 4 
3 5 
3 6 

6 0 0 
6 0 0 
6 0 0 
5 9 8 
5 9 8 
5 9 7 

1 0 1 7 
1 0 1 7 
1 0 1 7 
1 0 1 5 
1 0 1 5 

2 3 6 
2 3 6 
2 3 6 
2 3 6 
2 3 5 
2 3 5 
2 3 5 
2 3 5 
2 3 0 
2 3 0 
2 3 0 

4 9 0 
4 9 0 
4 9 0 
4 9 0 
4 8 8 
4 8 8 

STANDARD 
HOURS 

6 10 
6 o1o I 
1 215 
1 510 
2 610 
2 010 

I 
I 

4 5 10 
1 710 
7 2 10 
4 815 
4 sis 

I 
I 

2 2 10 I 
1 815 
3 618 
s 1 1 s 
1 010 
9 010 
1 612 
2 614 
4 010 
4 010 
3 210 

I 
I 

8 312 
7 116 
4 310 
7 612 
3 2 10 
9 41 1 

OPERATION TOTALS 

ACTUAL I LABOR 
HOURS COST 

I 

61:: 
5 815 
1 010 
1 513 
2 6 14 
1 9 1 8 

I 
I 
I 

4 613 
1 512 
7 5 15 
4 611 
5 0 19 

I 
I 

2 1 10 
1 7 13 
3 6 18 
4 912 
1 o ls 
8 6 13 
1 5 14 
2 7 19 
3 8 14 
4 2 16 
3 3 14 

I 
I 

8 6 10 I 
6 813 
4 711 
7 212 
3 015 
9 814 

81 1 3 
7 311 3 
1 512 0 
2 617 3 
3 911 7 
2 312 6 

s 5:9 6 
2 011 5 

1 2 917 5 
6 613 0 
7 314 6 

I 

2 311 0 
1 917 5 
4 617 5 
6 113 0 
1 211 5 
1 0 11 5 
2 1 13 0 
3 517 2 
4 7 15 6 
6117 3 
4 9 :1 5 

I 

1 0 3 :2 4 
8 116 5 
5 614 1 
8 613 2 
3 614 4 

1. 0 4 ,3 2 

Figure 26 . Part Cost Analysis. 

BURDEN 
COST 

3 1 2 5 

2 9:2 G 
716 0 

1 313 6 
1 915 8 
1 116 3 

I 
I 

2 313 8 
810 6 

6 8 18 8 
3 31 1 5 
3 617 3 

I 
I 

912 4 
719 O 

2 3l3 8 
3 016 5 

6 10 8 
5 10 8 

1 2:7 8 
1 81 3 6 
1 412 6 
3 018 7 
2 415 8 

I 
I 

4 113 0 
3 216 6 
2 812 2 
4 31 1 6 
1 s12 2 
5 21 1 6 

STANDARD 
HOURS 

I 
I 
I 
I 
I 
I 
I 

1 3 915 
I 
I 

I 
I 
I 
I 

2 3 110 
I 
I 
I 
I 
I 
I 

I 

I 
I 
I 
I 

3 8 314 
I 
I 
I 
I 
I 
I 
I 

PART NUMBER TOTALS 

ACTUAL I LABOR 
HOURS COST 

I 
I 
I 
I 
I 
I 
I 

1 3 615 
I 
I 

1 8 

I 
I 
I 
I 
I 
I 

5 16 I 
I 
I 
I 
I 

I 

2 ... ... 

2 3 410 
I 

3 4 516 2 ::: 

I 
I 

I 
I 
I 

I 

I 
I 
I 

3 7 818 
I 
I 
I 
I 
I 

3 8 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

916 
I 

6 ••. ... 

BURDEN 
COST 

I 
I 
I 
I 
I 
I 
I 

8 416 7 ,:, 

I 
I 
I 
I 
I 
I 

1 7 012 0 ::: 

I 
I 
I 

1 8 3 1 

I 
I 

I 
I 

8 .,. .,. 

,.._, 
,.._, 
tO 
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all available machine hours a major factor in economical 

factory operat:ion. Hon-productlve rnad1:i.nE; bourG constitute 

as grectt a r:io11rce of ccnnonic lom1 to indur,trl ge;;ncr.::;lly as 

idle man hours. '.i:hey rep:rerc:;ent a nore p:ref1sing finQncia1 

loss ·to a :n individual mnnuf act uri ng organization, }10t1ever, 

able sLz,e and co:s."t ot V :..:; working :r urcs. 

flurrm1;,,:riz,J.tiom'1l o:t· machine-hours (:r..'igure 2?) ctccording 

to classes of equip:nent, departments, typel';: of r,rod.uc ts ma.nu-

fFJ.ctured,. a.nd nurnerous other Dtatinticnl ana1ysen prov5.de 

m~nufacturing executives with velu8ble figure-facta concern-

tng fo:r.enen' s eff'iciency tn u~e of equiprnent, e relative 

need :for additional rw,1 n.nchtnes for which purchases have 

been requ~sted, the availability of excess equipment for al

ternative processes or outside job contracts and general re

lated elements of operating control policy formulation. 

:\ v::enltb of f'igure-fnct:s reLedy thia aitua-

tion L'lay reHd:Lly bt; compiled througb~ tbe simple expediency 

of incurporatjng a 1 m1ount of machine-hour operating 

dat~ on the labor cost records. 

Llatiter card.8 l'o:r nvatlab1e machine-hours ttml SU!l.un~y 

cards :!:'or DEicl'l ine uti lizat ion j n prev :io1HJ periods f"aci li-

tate the preparation of' cnmpHrative repo:rts and cunru1Rtive 

stat1st1cs of past performance. the use pre-punched cards 

f~:r oduct:i.on plr,;1n:lng, h ever, r::w n :i.t po::,Bibln to de-

termine at short notice from the Input Analysis the actual 

f'utu:re p1Pffi1e(l }wu:t:' s !'or en.eh type of mac1Li.ne. The cxi. st ence 



IDLE MACHINE TIME REPORT 
REASON BY DEPARTMENT 

CURP.ENT W~!:!~ 

REASON DEPT. MACH. 
NO. NO. STAl-iPAR:D IDLE OURDEN 

HOvRS HOURS COST 

1 WAITING SET UP 1 I I 
I I I 

1 WAIT I NG SET UP 2 I I I 
1 WAITING SET UP 3 I I I 

1 WAITING SET UP 4 I I I 

1 WAITING S E T UP 5 I I I 

6 I I I 
1 WAITING SET UP I ' I 

IDLE MACHINE TIME REPORT 
DEPARTMENT BY REASON 

CURRENT WEEK 

REASON DEPT. MACH. 
NO. NO. STANDARD IDLE BURDEN STANDARD 

HOURS HOURS COST HOURS 

2 :5 612 5 1 7 6:0 1 WAITING SET UP 1 9 4 0 '0 
1 WAITING SET UP 1 1 0 

I 

4 o lo 110 213 0 1 7 610 
1 WAITING SET UP 1 1 1 4 0 10 6 15 1 316 5 1 7 610 

4 o 1o 1 15 310 0 1 7 610 1 WAITING S E T UP 1 1 5 
4 a :a I 1 WAITING SET UP 1 2 8 I 1 7 510 

1 WAITING SET UP 1 3 0 4 0 10 311 318 8 1 7 610 
1 7 6:0 1 WAIT IN G SET UP 1 3 2 4 0 10 210 418 0 

1 W AITIN G S ET UP 1 3 4 4 0 10 I I 1 7 6 10 
3 2 0 :o ,:: 1 616 ::: 3 318 8 ,:: 140810::: 

I I I I 
2 MACHINE RE P AI R 1 9 4 0 '0 I I 1 7 610 
2 MA C HIN E R E PAIR 1 1 0 4 o :o 416 1 015 8 1 7 610 
2 MACHINE REPAIR 1 1 1 4 0 10 I I 1 7 6 10 
2 MA C HINE R E P A IR 1 1 5 4 0 10 I I 1 7 6 10 
2 MA C HINE REPAIR 1 2 8 4 O 10 I I 1 7 6:0 
2 MACHINE REPAIR 1 3 0 4 0 10 I I 1 7 6 10 
2 M ACHIN E REPAI R 1 3 2 4 OIO 215 610 0 1 7 6 10 
2 MAC HIN E Rte P A I R 1 3 4 4 0 10 I I 1 7 610 

, 2 o 10 ··· 7 11 ,:: 1 615 8 ,:: 140810 ::: :; I .,. 
' 

Figure 27. Iclle Machine Time Report . 

MONTH TO DATE 

STANDARD IDLE BURDEN 
HOURS HOURS COST 

1 4 0 810 5 3 15 1 0 9 12 1 
7 1 14 1 6 412 2 1 2 3 210 I 

8 2:3 2 1 5 8 410 3 912 
1 9 3 610 6 0-15 1 2 11 0 0 
1 0 5 6:0 4 5 13 1 0 119 3 

8 8:6 1 1 o:7 5 2 1 1 210 

MONTH TO DATE 

IDLE BURDEN % 
HOURS COST IDLE TIME 

6 1 2 1 5 15 0 3:5 2 
1 10 213 0 ,5 7 

1 5 15 3 2:5 5 818 1 
I 

2 16 1 416 912 0 
' 312 712 0 118 2 

1 115 1 413 8 6 15 3 
I 

617 1 610 8 318 1 
418 1 210 0 217 3 

5 315 ,:: 1 0 912 1 ,:: I 
I 

I I I I I I 
416 1 015 8 2,6 1 

I 
I I 

2 10 410 0 1:1 4 
1 0 15 2 316 3 519 7 

I 
I I 

8 16 
I 

I 2 016 4 4,8 9 

I I I 
2 517 ,:: 5 818 5 ,:: I 

I I 

% 
IDLE TIME 

3:8 o 
518 0 
214 7 
3:1 3 
4 ,2 9 
4 12 0 
3:0 6 
210 5 
811 0 
119 3 

I 

I 

6:9 3 
2 14 6 
7 18 1 
2 10 3 
1:0 5 
21 1 5 
31 l CJ 

I -~ -

f--' 
l\) 
f--' 
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of the master file also enables managewent to construct 

plans for anticipated production by compiling hypothetical 

machine load studies baaed upon V?rious proposed manufactur-

ing schedules. 

Idle time. Idle time constitutes an element of cost 

·which generc:lly is not recoverr,_hle in the finished product. 

Labor tirne paid for and not used 1B loet forever. Efficient 

T,1anufactiur:i.ng therefore dern.:, s the eliminntion of this ty;pe 

of needless expense by remedying it~ causes. 

A typical analysis of reasons for idle time lFigure 27) 

may be based upon; 

1. li'.o material. 

2. Machine set-up time. 

3. Y'2.cl1 j ne breakdown or r epnir .. 

4. !Yo tools. 

5. Tool repair. 

7. Power plant failure, etc. 

ihe study of idle tiroe according to reasons, departments, 

employees, machines, and other groupings will serve to indicate 

"tllose elements vJhich are resulting in dispropo:rtlonate idle 

time expense. 

~;cr.112. Hecords of quantitiEH, produced and scrapped e.t 

each operation rnay be incorporated in job cards or d;iily time 

tickets. . Gcra.p costs 111::-s then be computed as by-product of 
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the labor records, if special scrap analyses based upon 

inspection reports are not prepared. Production totals may 
,, 

also be sumnarized. 

AJ2plication .£f burden. Because of the peak load involved 

in the application and e1X.tension of' burden figures on sum-

mar ies of vrnrk-in-proc ess and finished order, it is frequently 

more desirable to record daily the burden applied directly on 

the time tickELB. Here, too, the Automatic ]i;:uJ.tiplying l?unch 

and the Gang .Punch afford unique advantages of accuracy and 

economy in the rating and extending of cost records. 

':7/ork-in-Pr ocess. the :riling of mat er i al cards along 

with the cost cards for labor and burden applied serves to 

assemble ~11 the data for the work-in-process subsidiary 

ledger. The accounting machine serves to sul'.l'lti.1arize the de-

tails according to order or product sequence for reconcilia ... 

tion to general ledger controls and the analysis of tbe status 

of orders. 

'.!.'he d etai 1s of ea.ch order are listed automatically on 

cost sheets A.t the time each order is finished. The i:aclu-

sion o:t' estimates in this summary furnisbos data concerning 

varia.nces whtch bave occurred, and facilitates more accurate 

es~imating on future jobs. 

The original cards ns,y be automatically sorted into any 

seouence that may be desired for n.n,:<Lysis and thus :f.:,c:L1.it: tes, 

rapid reference to source recorda. 
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of ;::i nRlyzing absolute r!loney values of relatively large amounts 

has been recognized for some time. As a result, the use of 

tndex numbers and ratios on summary ann.lyses bas come into 

favor among executives. i'he use of the International Auto-

matic Multiplying Punch has simplified these calculations and 

makes possible the preparation of complete final analyses 

similar to J!'igure 28. 1r;.any other factors rrmy be substituted 

for the direct labor ratio. 

In these reports, the absolute money values of each de-

partment' s expenses appear. '..('hey are also expressed as average 

daily expense and as ratios of monthly di.rect labor to depart-

mental expenses. :rbe se figures perm lt a more direct cornpari-

son of current operating results against those of previous 

periods, since the vr,irying volurne of business and rates of 

operations have been brought to a c-ommon basis for eusy re-

view by operating executives. 

f?.2:i ly Perf orrnance Record. Estimates on jobs are usually 

determine whetber tl.Tese estimates are met. lVLHnngement also 

needs to :rurnj-i:,h the department heads with perform::1nce reports 

(~igure 29), in order that they may do an effective super-

vj_sory job. 

Conclusion. The nurner ous i llustrot ions contained in 

this study are presented to strnw some of th.e wide variety 

of documents And reports just mentioned. They are not in-

tended to portray a serieo of reports w11ich mu::,t be prepared 



DEPT. ACCOUNT I NO. NUMBER 

1 2 0 0 
1 1 2 0 1 
2 1 2 0 1 
3 1 2 0 1 
4 1 2 0 1 
5 1 2 0 1 
6 1 2' 0 1 
7 1 2 0 1 
8 1 2 0 1 
9 1 2 0 1 

1 0 1 2 0 1 

1 1 2 0 2 
2 1 2 0 2 
3 1 2 0 2 
4 1 2 0 2 
5 1 2 0 2 
6 1 2 0 2 
7 1 2 0 2 
8 1 2 0 2 
9 1 2 0 2 

1 0 1 2 0 2 

1 1 2 0 3 
2 1 2 0 3 
3 1 2 0 3 
4 1 2 0 3 
5 1 2 0 3 
6 1 2 0 3 
7 1 2 0 3 
8 1 2 0 3 
9 1 2 0 3 

1 0 1 2 0 3 

DEPARTMENTAL EXPENSE RATIO REPORT 
ACCOUNT BY DEPARTMENT 

CURRENT PERIOD YEAR TO DATE 
ACCOUNT NAME EXPENSE % TO EXPENSE % TO 

AMOUNT DIRECT LABOR AMOUNT DIRECT LABOR 

INDIRECT LABOR 
SUPERVISION 
SUPERVISION 
SUPERVISION 

' I 

' I 

1 8 0 o:o 0 5 il 3 
2 4 0 o:o 0 5 :3 s 
1850:00 4 :4 5 

' I 

1 5 o:o 0 5 :2 2 
2 0 o:o 0 5 i3 9 
1 7 5 \o o 4 :4 7 

SUPERVISION 
SUPERVISION 
SUPERVISION DEPARTMENTAL EXPENSE RATIO REPORT 
SUPERVISION 
SUPERVISION 
SUPERVISION 
SUPERVISION 

INSPECTION 
INSPECTION 
INSPECTION 
INSPECTION 
INSPECTION 
INSPECTION 
INSPECTION 
INSPECTION 
INSPECTION 
INSPECTION 

TIMEKEEPING 
TIMEKEEPING 
TIMEKEEPING 
TIMEKEEPING 
TIMEKEEPING 
TIMEKEEPING 
TIMEKEEPING 
TIMEKEEPIN:::i 
TIMEKEEPING 
TIMEKEEPING 

DEPARTMENT SY ACCOUNT 

CURRENT PERIOD 
DEPT. I 
NO. 

1 
1 
1 
1 
1 
1 
1 
1 
1 

1 
1 
1 
1 
1 
1 
1 
1 

1 
1 
1 

ACCOUNT ACCOUNT NAME NUMBER 

1 2 0 0 · INDIRECT LABOR 
1 2 0 1 SUPERVISION 
1 2 0 2 INSPE C TION 
1 2 0 3 TIMEKEEPING 
1 2 0 4 HAULING 
1 2 0 5 STOREKEEP ING 
1 2 0 6 CLEANING 
1 2 0 7 GENERAL LABOR 
1 2 0 8 OVER TIME PREMIUM 

1300SUPPLIES 
1301 ABRASIVES 
1302 CUTTING OILS 
1303 MACHINE LUBRICANTS 
1304 SMALL TOOLS 
1305 WASTE AND RAGS 
1306 STATIONERY SUPPLIES 
1307 GENERAL SUPPLIES 

1 4 0 OIM A I NT EN AN c E 
1401 BUILDINGS 
1402 ELEC EQUIPMENT 

EXPENSE 
AMOUNT 

1 5 0 0 0 
4 3 2 0 
6 2 8 3 
6 5 2 4 
4 7 1 
2 4 2 8 
4 6 2 0 
3 6 1 0 

4 7 5 5 6 ,:, 
' I 
' ' 

1 0 :1 5 
2 6:1 0 

s :1 5 
4 1 :2 0 

7 :5 0 
1 2;7 5 
1 s :2 o 

1 2 4 :6 5 ,:, 

' 
1 2:5 2 
1 3:2 2 

Figure 28. Departmental Expense Ratio Report . 

% TO 
DIRECT LABOR 

5 J2 2 
1 :5 o 
2 :1 8 
2:2 7 

I 
1 ,6 6 

:a 4 
1 :6 1 
1 :2 6 

1 6 ;5 4 ,:, 

' 
:3 5 
:9 1 
:3 0 

1:4 3 
:2 6 
,4 4 
:6 3 

4 :3 2 ,:, 

' ' ' 
:4 4 
j4 6 

YEAR TO DA TE 
EXPENSE 

AMOUNT 

I 
I 

1 8 0 o:o 0 
5 3 6:o 9 
7 5 6 :1 0 
7 9 2b 5 
5 7 6i8 2 

' 3 0 0,5 0 
5 6 6:3 5 
4 1 5 :1 6 

5 7 4 3 :3 7 ,:, 
I 

' I 

1 2 9 !1 8 
3 4 0:1 5 

8 3:1 5 
5 3 2:4 8 
1 0 3 :1 0 
1 6 3 ,7 1 
2 3 0 :4 4 

1 5 8 2 :s 1 ,:, 
' ' ' 

1 7 2:2 4 
1 6 8 :2 8 

% TO 
DIRECT LABOR 

5:1 3 
1:5 3 

I 
2 ,1 5 
2:2 6 
1 :6 4 

' ,s 6 
1 :6 1 
1:1 8 

1 6:3 6 ,:, 

I 

' ,3 7 
I 

;9 7 
:2 4 

1:5 2 
:2 9 
:4 7 
16 6 

4:5 2 ,:, 
I 
I 
I 
I 
,4 9 
:4 8 

..... 
l\:) 
0, 
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continuously; but rather to indicdt e t 1e vn l ue to ma nage-

r.ent of establishing nn a c countinr procedure wh i ch f ac t li-

t8tes the Ana lysis of operations from c onGtantly shifting 

po inte of v iev . 

DAILY PERFORMANCE RECORD 

OPER, MACHINE PIECES STANDARD ACTUAL 
PART No. No. GROUP FINISHED MANNO. HOURS HOURS 

17334 5 98 95 5007 1 15 I 
1i2 

17334 900 98 1 5007 215 2 13 
122104 5 99 300 5008 2 19 2 ,s 
122104 900 99 .1 5008 113 1,1 
122104 900 99 1 5008 113 1,2 
109305 5 99 150 5008 1 17 113 
122104 10 99 2 0 5 5008 213 211 
106391 5 99 230 5012 110 8 
106391 900 99 1 5012 113 111 
'107451 900 99 1 5012 113 1' ..... 
1 5 2 2 1 4 . 5 99 250 5013 213 1:9 
133 0 9·9 5 98 500 5013 s's 716 
152214 900 99 1 5013 113 112 

68902 5 99 525 5013 513 413 
145869 5 98 400 5014 12'0 11,7 
133085 10 98 50 5014 1 10 110 
133085 900 98 1 5014 215 22 
102824 10 93 256 5015 1 917 1 s 1o 
112820 5 98 11 7 5017 1 615 1312 

4436 5 93 98 5 02 0 2 315 2 013 
25 ·807 5 93 37 5028 913 910 
28712 1 5 94 222 5031 1 912 1 614 
85282 1 0 93 27 5033 ?.18 21a 

115037 5 97 146 5038 913 sio 
106607 1 5 93 35 5041 715 618 
115033 5 98 216 5044 1 511 131!:, 

25574 900 99 1 5050 113 113 
152228 900 90 1 5050 113 111 
152228 5 99 150 5050 117 113 
151100 15 99 89 5050 19 17 

68656 5 99 5 2 5 i5 0 5 7 311 219 
13312() 1 () 9 9_ - 300 5057 419 416 - -

Jtigure 29. Daily Performance Record. 



Chapter VIII 

IHCEJJTIVE PAYROLL 

Only those statements and aw:1lyse.s which are peculiar 

to the incentive payroll plan will be discussed in this chap

ter. In Chapter V, tbe details of premiUt'1l; bonus, a.nd wage 

ince:::-tive systems for meaguring VJage paymcnte vier1;; outlined. 

In previous chapters, basic payroll records were discussed. 

'l'he con1putat ion of the employee's earnings under the 

wage incentive plan is greatly facilitated through the use 

of the Blectronic Calculating :t?unch. 

Mechanization £! ~arnin_g~ calculations. '.l'he Electronic 

Calculating :Punch is a calculator designed for commercial use 

and engineered to perfor1n problems of multiplication, divi

sion, cross-addition; a_nd cross-subtraction at far greater 

speed than has been possible before in business. 

The Calcula"ting Punch perf'o:rms all caJ. culations elec

tronic1:,1,lly and punches the results in IBM cards at the rate 

of 100 a minute. It can be adapted readily to a.11 types of 

calculations. '11he IBlT Jiethod thus offers an automatic machine 

method for making payroll calculations under the dif'f'erent 

formulas involved in various types of incentive wage plans. 

1·hese calcmle_tions in.:ludec standard time allowances, 

earned time, efficiency ratings, day rate guarantees, average 

hourly earnings rates, piecework, ·bonus and premium earnings, 

payroll taxes, cost charges, burden, variances, and percentages. 
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Each problem illustrated. telovJ ts solved by one processing 

of IBM cards through tbe Electronic Galculat ing Punch. 

1. 'i'ot al pay: 

:Pieces finis11ed X standard time per 100 
= r1llo.\ved l1our s 

A1101ned hours - actual hours -- earned hours 

Actua,l hours X hourly rate = base earnings 

Earned hours bonus rate ~ bonus earnings 

Dase earnings /bonus earnings = total earnings. 

2.. Gross earnings: 

Base earnings • hours vJorked = average hourly rate 

Premium hou:n1 X average hourly rate ;:s prem:t.um ea?nings 

e earnings ;' p:rem ium earn:\ :tgs = grosr21 enrnings .• 

Dependency class X dependency rate = exemption amount 

Gross pay .. exem1::ition amount · = taX~Ible gross 

'l'aXable gros8 X tax rate = ·wi'thholcUng tax 

Gross Pt:tY 
.. ,. tax rate = .ii. O.A.B.I. tax 

Gross pay 
.,,. tax rate 11:1 ..;\.. s.U.L tax 

Gross pay .. wl.thholdlng.tB..X - 0.,A.B .. I. tax - S.U.J:. 
tax - deductions = net pay. 

Job t.hne cards. 'J:he preparation of job 1:eco:rd.s is mechan-

ized completely by the autome;t ic prepunchtng of job c;:irds :from 

product :i.on. planning records, with part and operation descr ip-

tion, piecev1ork rates, or production standarcls. 

An alternative method job record preparation is the 
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prepunching of job cards with employees' ident i fication and 

rate informa tion from the master payroll c ards. The card is 

completed by recording job facts by means of penc i l marks . 

'l'hus, original facts may be recorded in the plant by work-

men, foremen, or timekeepers, and these facts translated 

into the punched holes automat. ically (.l!'igure 30). 

Job c ards may be of many esitns, including individual, 

daily, or weekly job e,.,.,rds. Incentive ear n ings may be calcu-

lated on a dai ly, wee~ly, or job basis either for i ndividuals 

or groups . 

I 2354 1439~GEAR STUD I 1 4J 1jTURN ! 4,.o tj (SP ~ 
HOURS I ORDER NO. PART NO. I DESC RIPTION OF PAR T I DEPT NO IOPER NO IOE SC RIPTION OF OPER. [ : r--- I STO. PER C I 

DEPT. ND. PIECES STARTEO PIECES SPOILEO PIECES FINISHEO 
DEPT. NO. EMPLOYEE NO. MACH NO. PICCES FINISHED J. I WORKED O.T. PR EM 

1-----t----Sl---=--V---=+----+-- S"i-"--0---1c::O? c:: Q?, c:: Q? ~ c:: o::: ~ c o:::~~ c::O? c::O? ~ c::O?:C:: o::: k::O:::>:c::o ::: 
EMPLOY[[ ND 2..S 2-S _ _ ~ ..i I l 1 : _ 1 :~ L : l-------------~ c:: 1- c:: P c:: P c:: P c:: P c:: P c::1 - c:: P c:: P c:: P c::1? c:: P c:: P:c::1 - c::1 ?:c::T - ~ 

~M-AC-HIN-E-N0--1 J J I I -

7S c::P c r :: c::P~ d::::>c:: 2::: c::2....,c:: 2::: c::Pc:: P c: P c:: 2::: c:: P , :c::2:::: c:: P:c::r:: ~ 
I 1 

c:: Pc::3 :: c:: ':Pc:: P c:: P c:: Pc::Pc:: 3:: c::Pc:: P c:: P c:: 3::: c::Pc::3?ic::3:::: c:: P 1c::3 ::: 
I I 

c:: P ~ :c P c::P c:: P c:P c::P c:: P 24? c:: P c:: P c::~? c:: P c::P lc:: Pk::P:c::4::: 
STOP 

START J 1 \ 1 

1--- ------+-----1------c:: 5::::> c:: V:c 5? c:: J? c:: 5::'.:l c:: 5? c:: V c:: 5? c:: 5? c:: 5? c:: 5::::> cl c:: V c:: 5?:C:: Vk:: 5:::l:c 5::: 

c:: Pc::6?:cPc:P c:: P , c:: ? tHc::P c:: 6? c::6?c:: 6?1c~::::> c::P ~Pk::Pic P ~1 
c:: P c:: P c Pc:: P c Pc:: f 5c Pc:: P c:: P c:: P ~ c::Pr:- P c::P:c:: Pk::P:c:: P ~ 

MAY 25· 10 .8 STOP 

MAY 25 · 8 .o START 
I I t-

c:: 8? c s::> c:: S? c::S? c:: s? c s::> c:S? c::S? c::8? c:: s:::i c:: 8? c::s:::: c::8? c::s?~ k::P'c:: 8? ; 1 1 I Ql 

c:: g:::i c:: 9? c:: g:::i c:: 9? c:: g:::i c:: g:::i ,::: g:::i c:: g:::i c:: g:::i c:: 9? c:: g:::i c::9? c:: 9? c:: 9?:C:: 9? 1--:: 9?:c:: 9? -
~I o-m ~ !DE-PT~ IE-MP-LOY-H~I --HO-UR-S-~I- P-1Ec-Es~l~%-~I-E"""ARc..:N_1NG-"scc..c.._..i,:;..I '-0R-'o=ER.:...l~-1c""'H 1-=--=,1 , PART I , OPERATION I STANO ARD J 

~ NO. NO I STD. EARNIW ORKEOI O.T.I FI NISHEOI HF. I BASE BONUSI TOTAL I NO J ND I NUMB ER DESCR IPTION IOEPTI NO I DESC RIPTION I PER C J 

1 11 31 4 516 1 a 9 llll_11!Jllll ' 14115 16, 1111s:19 12G , 1 22 23114 25 15121 2s:2 s 30111 :i1 331 34 35 '. G 3111s 39 4D 4114 1 43~4 45 46 47 48149 5D 51 5153 54 55 56,158 59 601616a3641656611 r.a 69 10 11 11 11 14 75 i~IJJ rn~s sol 

F igure 30. Job Time Card. 

Performance reports. The Electric Punched Card Sorting 

Machine automa tically arranges punched cards in numerical or 

alphabe~ical sequence according to any classi f ication punched 

in them. A fast, automftic machine process thus is provided 

for the cla ssific ation and reclPssification of payroll and 
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SUMMARY- DAILY EFFICIENCY 

DATE 

DEPARTMENT STANDARD HOURS ACTUAL HOURS % EFFICIENCY 

I 
4 7011 1 47219 I O I 

3 3 6614 3 5011 I () 5 
4 2 1 7 ;9 2 1 8 12 I() I) 

5 20710 1 84:0 I I .L 
7 84 s 1s 84 8 14 I() o 

10 2 1 7 :3 20 6 17 I tJ.5 
1 2 3 2 4 '. 6 3 24:4 /00 - . 

LABOR COST SUMMARY 
BY PARTS 

PART NO. 
STANDARD ACTUAL VARIANCE 

HOURS HOURS 
PERCENT STD. LAB. C. ACT. LAB. C. 

OVER UNDER 
I I I I I 

1 15027 1 2 19 1212 j'.5 8 170 9 14 8 I 12 2 
I I I I I I I I f'~ 1s:32 

I I 
1 15032 2210 2014 1 5 1o7 I 112 5 

I I I I I I 

1 15038 2 : s 2 16 / (70 2 154 2 182 12 8 I 

I I I I 
I I I 

4 l 7 ft" 4 182 
I I 1 1 so 62 4 18 4 167 11 S 

I I I I 
I I I I 

115075 1 2 14 1312 /()6 9 14 6 10152 1 10 6 I 
I 

I I I I 
I I 

1 15092 6 10 5 10 ~3 4 162 
I I : ss 3 194 

I I I I 
I 

2 11 6 
I I 

1 15098 2 14 2 12 ,.2 1 19 9 I 
12 7 I I I 

I I I 
I I I 

1 15122 5 13 4 13 J' I 4 12 4 3 :so I 144 
I I I I 

I I I I 
1 15130 s :s 8 12 f5 s l 1 s s 11 o I 109 

I I I I 
I I I 

1 15132 2 11 1 18 $6 1 193 2'o S 1, 2 I 
I I I I I 

1 1 

1 1 Wl::EKLY PERFORMANCE SUMMARY 
1 1 

1 1 
MAN NO. ACTUAL HOURS 

5006 40:0 
5007 4010 
5008 3 s :o 
5009 3 6 10 
5010 3 s 1o 

I 
5011 2410 
5012 4010 
5013 40:0 
5014 4010 
5015 3 e :o 
501S 4010 

Illustration No. ~o. 

WEEK ENDING 

STANDARD HOURS % EFFICIENCY ~-
I / ()0 4011 

4 21 3 1o p' 

3 s :5 I() 7 
3 8 12 I CJ 6 
3 s ' s /02.. 
2 s :5 /I() 
4 2 13 106 
40:2 /00 
4 5 16 I I'/ 
40:2 I tJ6 
.d":1 17 ! O f 

l?erf'ormanc e Reports . 
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cos"t information in the required sequence. 

By scrutinizing and study 4 ng such reports as in Illus-

tration No. 5, management is able to maintain finger-tip 

control over the operating departments . 

i' eekly sta tement of bonus earnings. Employee interest 

is susta ined and payrol l complaint s are minimized by furnish-

ing employees with daily or weekly statements showing each 

day's performance record in detail (Figure 31) . 

Control of incentive plans is facilit a ted by these 

reports which reveal sub-standard performance, excessive 

overtime, and the extent to which the desired effect< of 

incentives are being realized . 

WEEKLY STATEMENT OF BONUS EARNINGS 
DEPT. NO. EMPLOYEE NO. NAME OF EMPLOYEE HOURLY RATE 

REGULAR BONUS 

1 4 2 0 6 w V AST UR 1.2 0 0 .. 6 0 0 
PART OPER. PIECES DATE REGULAR O.T.PREM. STANDARD EARNED "' BONUS 

NUMBER NO. FINISHED MO. DAY HOURS EARNINGS HOURS HOURS HOURS EFFICIENCY EARNINGS 

1 4 3 9 6 1 7 5 5 2 5 2:s 313 6 3 ;0 12 1 0 7 11 2 
1 4 9 4 0 3 2 6 0 5 2 5 512 6i2 4 6:4 1:2 1 2 3 :7 2 

I 
1 4 3 9 6 1 1 0 0 5 2 6 310 3:6 0 410 110 1 3 3 :6 0 
2 3 1 6 0 6 6 2 5 2 6 2 :5 3 10 0 3:1 :6 1 2 4 :3 6 I I 

4 1 7 2 0 7 8 1 5 2 6 215 3,0 0 3:o :5 1 2 0 13 0 
9 9 5 2 7 1 :0 1:2 0 I I I 

I I 

1 4 1 7 3 1 11 0 5 2 7 4:o 4 18 0 5 :5 1J5 1 3 8 :9 0 
1 5 7 5 5 2 5 4 5 2 7 3:0 3 :6 0 3 :9 19 1 3 0 :5 4 

9 6 7 2 5 6 0 5 2 8 2:5 3:o o 3:0 :5 1 2 0 :3 0 
3 1 1 6 5 1 4 9 5 2 8 4:5 5 14 0 

I 
5,5 1:0 1 2 2 :6 0 

2 8 8 3 2 7 3 3 5 2 8 5:o 6:o o 2:0 6:6 1:6 1 3 2 :9 6 
1 7 7 5 5 3 7 8 5 2 9 4:o 4 :s o I s:2 1,2 1 3 0 1 7 2 
3 6 3 6 2 2 5 5 5 2 9 4 0 4:s o 

I 
s :s 1:s 1 3 8 

I 
I 19 0 

4 4 0 ::: 5 2 :s O ::: 2 :o ::: 5 4 :7 ::: 1 1 :1 ::: 1 :0 2 ::: 
I I I I 

I 
I I 

I 
I I I I 

I I I I I I 
I I I I I I 
I I I I I I 
I I I I I I . I ' I . 

OPE;R. 90- 99 WAITtNG AND SET-UP. TIME 

.!figure 31. ,·,eekly Stateme nt of Honus Earnings • 

~anngenent reports. De tailed record-keeping, in the form 

of industrial cost accounting, developed au an adjunct to the 
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DEPT. DEP A RT M ENT NO. 

lASSEMBLY A 

2ASSE M BLY B 

3ASSEMBLY C 

4CU T T!NG 
DEPT. 

5D R OP FORG E NO. 

6E L ECTR !CAL 1 4 
1 4 
1 4 ?ENG/NEERING 

'· 
1 4 

I 8ENGRA V ING 1 4 
1 4 

9FOUNDRY A 1 4 
1 4 
1 4 11 0 FOUNDR Y B 
1 4 

! 1 4 I 1 1 HEA T T REA T I 
1 4 

1 2 INSPECT / O N 1 4 
1 4 

1 3 MACHINE SHO 1 4 
1 4 

1 4 MACHINE SHO 1 4 
1 4 

1 5 MACHINE SHO 1 4 
1 4 

1 6 PA TT ERN SHO 1 4 
1 4 

ANALYSIS OF PAYROLL 
BY DEPARTMENT 

DAY WORK INCENTIVE 
HOURS AMOUNT HOURS AMOUNT 

WORKED O.T.PREM. REGULAR PREMIUM TOTAL WORKED 0 . T. PREM. REGU LAR PREMIUM BONUS TOTAL 

I I I I I 
I 

I I I 
I 

2:4 3 0: 6 3 1 2 6 :2 
I 

1 4 6:2 5 3 5: 1 o 
I I I 

1 5 : 0 0 
I 

2 8 °0 1 8 1 ' 3 5 181 6 15 1 2 10 2 11 7 9 14 5 2 3 6 '1 8 
I I 

ANALYSIS OF PAYROLL 
BY EMPLOYEE 

HOURS EARNINGS 
EMPLOYEE 

NAME OF EM PLOYEE OVERTIME NO. WORKED 
PREMIUM 

EARNED REGULAR PREMIUM BONUS TOTAL 

2 0 6 w V AS T UR 4 4 °0 2 ,0 1 1 ;7 5 2 :s o 2 :7 2 1 :0 2 6 2: s 4 
4 o :o 

I 
s :o 4 6 :o o 

I 4 :6 0 5 o:6 o 3 4 2 F A ATCHIS ON I I 

5 1 8 H B BAKER 4 o :o I 1 1 :0 4 4 :o o 
I 6 :o s 5 o :o 5 ' I 

6 1 5 L F BILLIN G S 4 2 :0 1 :0 6 :o 5 2 15 0 1 :3 4 3:7 5 s 1 :s 9 
7 0 3 E J BRACKETT 4 0 10 I 1 o :o 4 8 :o 0 I 6 :o o s 4 :o o 

I 2:0 I 
6 3 :s 1 8 9 3 A F C ASPER 4 4 ,0 9 :2 5 s :o 0 2 •7 6 5 ,7 5 

1 0 7 5 E 4 o :o I 6 :o 4 8 :o 0 
I 

3:6 0 5 1 :6 0 C COLLINS I 

2 :0 2 :6 4 
I 

1 1 0 3 L F CUNNINGHAM 4 4 10 5 , 0 5 5 :o 0 3 ,1 3 6 0 :1 7 
4 o :o 

I 

5 o :o 0 I I 

1 2 1 9 F A DAVENP O RT I I I 5 o :o 0 I I I 
I 

1 3 0 4 H F DENNIS 4 o :o I I 4 o :o 0 I 4 o ,o 0 
I I I 

1 7 4 1 B A ENG EL S 3 2 :0 I 1 3 :0 4 o :o 0 I 8 :1 3 4 8 :1 3 
I I 

5 2 :0 0 2 0 9 2 A B FARRE L L 4 o :o I 
I 5 2 :0 0 I I 
I I 

2 1 8 3 M J FOS TE R 4 2 :0 l !O 6 :o s o :4 o 1 :2 9 3;6 0 s s :2 9 
2 4 7 0 B J GRAHAM 4 o :o I 6 :o 5 o :o 0 I 3 ,7 5 5 3,7 5 

I I 
3 :1 3 5 3 :1 3 2 4 9 2 E L GRES H AM 4 0 °0 I s :o 5 0 10 0 I 

4 o :o 
I 

4 4 :o o I 4 ;4 0 4 8 :4 o 2 8 9 6 L B HEN DE RSON I 8 :o I 

3 7 2 0 R J JO H NSON 4 o :o 
I 

7 •0 4 o :o 0 I 3 :s 0 4 3 :s o 
4 o :o 

I I I 

6 :1 0 6 1 2 3 p H PA TT ERSON I 1 0 16 4 6 :o o I 5 2 11 0 
I 8 :1 

I 

s 2 :8 6 6 2 1 4 G B PET E RSON 4 o :o I 4 8 ,0 0 I 4 •8 6 
6 8 7 1 J L RANDOLP H 4 4 :o 2 :0 1 2: s 4 8 :4 o 2 :s 1 6 :8 8 5 7 :1 9 
6 9 1 8 F H ROB I NSON 4 o :o : 6 :o 4 8 :o 0 I 3 :6 0 5 1 :6 0 I 

I 7 0 4 3 L A RUE B E N 4 o ,o I 1:s 5 o ,o 0 I 4 :6 9 5 4 16 9 
I I I I I 
I I I I I I I 

8 9 2 :o 1 O:O 1 5 6: 6 1o s 8 :1 0 1 3 :2 6 9 2 :s 4 1 1 6 3 ;9 0 

Fi gure 32. Analys i s of Payrol l . 

DE PARTMENT 
TOTAL 

I I 
2 16 1 1 ,9 8 

BASE 
HOURLY 

RATE 

i i~~ g 
1 :1 0 0 
1 12 5 0 
1 :2 0 0 
1 :2 5 0 
1 12 0 0 
1 :2 5 0 
1 °2 5 0 
1 :0 0 0 
1 :2 5 0 
1 :3 0 0 
1 ,2 0 0 
1 :2 5 0 
1 :2 5 0 
1 :1 0 0 
1 10 0 0 

I 

1 11 5 0 
1 :2 0 0 
1 ,1 00 
1 :2 0 0 
1 °2 5 0 

I 

I 
I 
I 

AVERAGE 
HOURLY 

EARNINGS 

1 13 6 0 

i l~ ~ i 
1 :3 3 9 
1 :3 5 0 

i i~: g 
1 :3 2 1 
1 12 5 0 
1 :0 0 0 
1 :s O 4 
1 :3 0 0 
1 12 8 5 
1 :3 4 4 
1 :3 2 8 
1 12 1 0 
1 :0 8 7 
1 13 0 2 
1 :3 2 1 

!i~ ~ ~ 
1 :3 6 7 

I 
I I 

I 
I 

I-' 
(µ 
l'-:) 



industrial engineering techniques o:r iginated by Taylor and 

his contemporaries during the closing decades of the· nine

teentl:1 century. 'l'l1eae accounting records are of such design 

that it is possible to obtain both the details for line super

visors and summaries for executive review - comparisons of 

efficiency of operating groups 1.vith each other as ,Nell as 

overall operating results. . :Re cords of detailed performance 

Vihich may be· a.ssem'bled eucce~.sively into various sequences 

reflecting lines and authority and respor~sibili ty or other 

related classifications, furnish t?1e periodic review of 

::,.".': i,r'i.,enent which permits detached consideration and apprai

sal or !'1%1.ppraisal of the effectiveness Yli t11 which each result 

v.as achieved. They serve as fundamental factors in policy 

formulrition a,nd aclrninistrative control. 

Condensed. o::.~ deta.i led anulya :is {Figure 32) of payroll 

expenditures for management control purposes may be prepared 

readily according to any required accounting classification 

of labor costs. 

uage ~ studies. Management•s task is one of coordina

ting the desirable elements of each of these cost reduction 

techniques into a comprehensive, workable system of control. 

Accounting :records which i'urnif!h essential figure-facts must 

be maint.:i .ined and used to achieve this goal. 

'l'be reviewing of rates (Figure 33} for the e va1uat ien of' 

incentive '\J1age rates and policy formulation is fa.cilittlted by 

analyses and comparisons of actual performance and earnings 

Tenl ized under specific incent tve rates. 



ANALYSIS OF INCENTIVE RATES 

DATE EMPLOYEE ORDER PART OPERATION DEPT. MACH. PIECES STANDARD 

MO. DAY NO. NO. NUMBER DESCRIPTION DESCRIPTION NO. NO. NO. FINISHED PER C 

I 

1 1 3 1 5 6 0 1 7 2 2 1 4 9 3 6 GEAR STUD TURN 1 1 4 6 1 2 6 4 :o o 
1 1 4 1 5 6 0 1 7 2 2 1 4 9 3 6 GEAR STUD TURN 1 1 4 6 1 7 4 4 10 0 
3 5 2 0 6 2 0 1 6 1 4 9 3 6 GEAR STUD TURN 1 1 4 7 1 8 3 4:o o 
3 6 2 0 6 2 0 1 6 1 4 9 3 6 GEAR STUD TURN 1 1 4 7 1 2 6 4 :o o 
3 7 2 0 6 2 0 1 6 1 4 9 3 6 GEAR STUD TURN 1 1 4 7 1 9 1 4 ;o o 
5 1 0 1 1 3 2 2 2 7 5 1 4 9 3 6 GEAR STUD TURN 1 1 4 1 2 9 6 4 10 0 

' 5 1 1 1 1 3 2 2 2 7 5 1 4 9 3 6 GEAR STUD TURN 1 1 4 1 2 1 0 2 4 10 0 
5 1 0 1 4 1 2 2 2 7 5 1 4 9 3 6 GEAR STUD TURN 1 1 4 1 2 7 3 4 :o o 
5 1 1 1 4 1 2 2 2 7 5 1 4 9 3 6 GEAR STUD TURN 1 1 4 1 2 7 9 4 ;0 0 
5 2 5 2 0 6 2 3 5 4 1 4 9 3 6 GEAR STUD TURN 1 1 4 6 7 5 4 :o o 
5 2 6 2 0 6 2 3 5 4 1 4 9 3 6 GEAR STUD TURN 1 1 4 6 1 0 0 4 ;0 o 

I 
I 

I 
1 1 4 8 9 3 1 7 2 2 1 4 9 3 6 GEAR STUD MILL SLOT 4 3 1 1 2 0 8 2 :5 o 
1 1 6 8 9 3 1 7 2 2 1 4 9 3 6 GEAR STUD MILL SLOT 4 3 1 1 9 2 215 0 
3 8 8 9 3 2 0 1 6 1 4 9 3 6 GEAR STUD MILL SLOT 4 3 1 1 4 0 0 2:5 o 
5 2 7 3 8 1 2 2 2 7 5 1 4 9 3 6 GEAR STUD MILL SLOT 4 3 1 6 3 5 0 2:5 o 
5 2 8 3 8 1 2 2 3 5 4 1 4 9 3 6 GEAR STUD MILL SLOT 4 3 1 6 2 5 2 15 0 
5 2 9 3 8 1 2 2 3 5 4 1 4 9 3 6 4 3 1 6 1 5 0 2:5 o GEAR STUD MILL SLOT 

I 
I 
I 
I 

1 1 5 2 0 6 1 7 2 2 1 4 9 3 6 GEAR STUD TURN 0 DIAM 7 8 6 1 1 6 3 :4 5 
1 1 7 2 0 6 1 7 2 2 1 4 9 3 6 GEAR STUD TURN 0 DIAM 7 8 6 1 8 4 3 14 5 

I 

3 1 2 2 0 6 2 0 1 6 1 4 9 3 6 GEAR STUD TURN 0 DIAM 7 8 6 2 8 0 3 14 5 
3 1 4 1 0 7 5 2 0 1 6 1 4 9 3 6 GEAR STUD TURN 0 DIAM 7 8 7 7 0 3:4 5 
5 1 4 1 0 7 5 2 2 7 5 1 4 9 3 6 GEAR STUD TURN 0 DIAM 7 8 7 1 9 6 3:4 5 
5 1 5 1 0 7 5 2 2 7 5 1 4 9 3 6 GEAR STUD TURN 0 DIAM 7 8 7 1 5 4 3 14 5 
5 2 8 1 0 7 5 2 3 5 4 1 4 9 3 6 GEAR STUD TURN 0 DIAM 7 8 7 1 1 0 3/4 5 
5 3 0 1 0 7 5 2 3 5 4 1 4 9 3 6 GEAR STUD TURN 0 DIAM 7 8 7 6 5 3:4 5 

I 

- -

Figure 33. Analysis of Incentive Rates . 
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Chapter IX 

coirCLUSIOH 

Accounting records and analyses are implements that 

may be designed to increase the effectiveness o:f management 

control. ·rhe all-too-frequent restriction of accounting to 

the ±'unctions of preparing finPJ1cial stpteme:nts and a limited 

number of auditine e:1nd operating records, bowever, h1:1.s ham-

pered the evolution of' fully edequnte o.ccounting statisti-

cal techniques. Although the subject is controversial, many 

people sense the condi.tion that exists today - that is, the 

J.na.d.equacy, o:t' many accountjng systems in use, for satisfy-

ing ma.nage:rial need for figure-facts. 'this condition is especi

ally t:rue in industries vvhich recently experienced revolvt.t on

ary technological improvernents. 

The impediment to the ctevelopment of &.dequate f'igure-

fncts for management that characterizes many systems of account

ing has grown from a funclamPntDl 1hnitl!tton inberent in rou

tines thr1.t do not use punc11ed cards and ful.ly automatic machines. 

T'his limitation has r,i,r:hrnn since the objective sought by these 

methods has basic-ally been one of entering information into 

the J)Ooks of ~iccount. 'l'he extracting of" inf o:rmat ion - other 

than a limited numbe:r of formal, regulnrly recu..rring reports -

has been of secondary .importnnce, or ignored entirely. 

In contrast to the Be, the :i:nectr ic Accounting Uachine 

M.e'thod possesses a unlque character i.stic - that is, its empha

sis on 'the importance o:r extrac'.ting vital m,,,.nage.ment figure 
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facts from the maze o:f details in ·which they rn.ay be hidden. 

The aclvant.r:01ges of ut i J.izi ng a punched-card uui t record as a 

1cwdi,nn of statistical analysis were carefully studies more 

than fifty yea.rs ago. 'l'bese principles of' effective analy

sis of voluminous source l:.'ecords, originally, were scienti

f' ic ally developed to rnecht,lni ze the complete cross -indexing 

and analysis of purely statistical d.at,a ,Nhich ·were gathered 

in the Decennial Census of the United States. 

'.l'he success v\lith which the simple principles underlying 

the punched-card method solved the problems invo 1 ved h1 the 

<ttworld's largest job of 2-. yzing figure-facts• points the 

way for modern executives to solve 'the varied accounting and 

ana.lytiea1 problems vdhich hem in their activities and cur

tail their effactiveneso. 

1'he adaptation of these principles to :payroll and labor 

cost ro1Jtines f'ur11j shes managements with numerous 1Jases for 

reviewing critically constructively the activities and 

acl1ievem.ents of the:ir orgi 1izations. Tht~ ncope of subject 

matter a.nd variety of' det;cd.1 which may be 1.mmrnarized a.re 

indicated by the fact tha~ cards containing only a dozen 

fields may be t:i.ncilyzed to prepare mare than 1,000 di st inct 

reports - each a valua.'tle instrument t·or increasing scien

tific control cf' operations an.d effective cost reduction. 

f::la b roeid is: the range of &,nalysis thF.,t almost n.:r.iy re

port vfhi ch n1& .. y ·oe required by executives or staff specialists 

may be compiled speedily and econ or.al c11lly with little 
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interruption of the prescribed accounting routine. In addi-

tion to meeting this i'.1eed for ij'special reports'if, the inherent 

f'lex.i bility of the method enc our ages the cyclical preparation 

of' non-recurring statistical analyses which may ·be presented 

to interest individuals. Reports of this type generally re

veal important facts whicrl for years have gone undetected. 

This uniqueness of the Electric Accounting Kethod is 

. compJ.el1:1ented by another equally distinctive advantage., The 

pattern of tbe punched holes in the card constitutes an im-

plement ·which prints automrr.t ically in the prescribed journals 

or ledgers a 11 the inform.s,t ion conc0rnl ng a transaction; and 

in uany cases, prepares even the very docm;·1cnt which initia.tcs 

the transaction itself. 
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