






Elimination of Waste Saving of Time 
Through Use Comment on Form by
W. W. Tirrell and The Editor

IN practically every industry, groups 
and committees, cooperating with 
the Department of Commerce, have 

been formed to foster the elimination of 
waste, which aggregates yearly many 
billions of dollars. In six major indus­
tries—metal trades, boots and shoes, 
textile, building, printing, and men’s 
clothing—this preventable waste has 
been estimated to be more than ten 
billions of dollars yearly. The sum is 
appalling. In 1922, it was equal to the 
combined payments of federal, state, 
and. municipal taxes, plus the retail 
value of passenger automobiles sold 
during the year with enough gasoline 
to run them, plus the value of all homes 
built in the United States.

We are all familiar with the visible 
forms of waste. A loaf of good bread 
thrown in the garbage can is waste, 
visible and apparent. So, also, is the 
wilful breaking of a chair, the destruc­
tion of a desk, the consignment to a 
waste basket of useable paper and office 
supplies, etc. But economic waste in­
cludes and lies beyond these visible 
and apparent factors. Forgetting to turn 
off light current when leaving a room, 
home, or factory; forgetting to stop 
the motor or power in an automobile, 
refrigerating plant, or factory, when 
results are not to be attained by keeping 
it running; are economic wastes. All 
purposeless motions spell economic 
waste. Time paid for and not worked, 
time paid for and worked without 
FULL results, are economic waste.

This last allusion applies particu­
larly to standard office forms; for, just 
as tremendous waste accompanies exces­
sive varieties in styles, sizes, and charac­
teristics of manufactured products, so 
also does it accompany the forms used 
in correspondence, billing, recording, 
filing, indexing, etc. The use of sizes 
and styles galore; the use of printers’ 
ink without system or regularity here, 
there, and everywhere on the face of 
the forms—these cause waste in paper, 
waste in filing containers, which must

IN the May issue of “The Pace 
Student' ’ there appeared an article 

with respect to the Uniform Invoice 
prepared and distributed by the Ford 
Motor Company.

In this issue there is presented an 
article by W. W. Tirrell pertaining 
to the National Standard Invoice 
Form endorsed by the National Asso­
ciation. of Purchasing Agents and 
adopted by the Department of Com­
merce. In conjunction with Mr. Tir­
rell’s article, editorial comment has 
been made with respect to the particular 
advantages arising from the use of this 
form of invoice.—The Editor.

be built to meet the varying sizes, and 
waste in time setting up the type.

Away and beyond all this is the time 
wasted in offices and factories in reconcil­
ing these varied forms with the office 
records. That is the reason for the 
National Standard Invoice Form—a 
form which has been endorsed by the 
United States Government, as Simpli­
fied Practice Recommendation No. 37 
of the Department of Commerce, and 
which Secretary Hoover has estimated 
will save industry 15 millions yearly.

For seven years this form has been 
in constant use, after being analyzed 
and discussed by representatives of in­
dustry, trade associations, and other- 
interested parties. It is endorsed by 
the National Association of Purchasing 
Agents and forty-four trade associa­
tions. These trade associations and 
alert manufacturers realize the super­
iority of having a form such as the 
National Standard Invoice Form, the 
value of which may be judged by the 
saving in clerical labor both to vendor 
and customer, due to visible data listed 
in a regular constant space; by time saved 
in entering, recording, and filing; by 
the saving in paper cut from standard­
sized stock; and by eliminating the

useless motions of bill clerks, recording 
clerks, and filing clerks, in handling 
scores of different invoices and seeking 
all over these forms for necessary and 
specific information.

Editorial Comment
A facsimile of the National Standard 
Invoice form that has been mentioned 
is shown on the next page. The form, as 
adopted by the Department of Com­
merce, should be on a sheet 8½ inches 
wide and either 7, 11 or 14 inches long. 
A tolerance of ⅛ inch in either dimen­
sion is contemplated. Invoices longer 
than 7 inches should have dots or rules 
placed on the sides to indicate point of 
folding. The name of the National 
Association of Purchasing Agents is 
intended to be replaced by the name of 
the vendor. The heading may be moved 
down if more space is required for the 
vendor’s name, address, etc. Line spac­
ing may be suited to machine or hand­
writing, maintaining the same relative 
position.

As stated by the Department of Com­
merce, some of the specific advantages 
which the vendor can confidently 
expect by the adoption of the standard 
form of invoice are, the saving of 
money by reduction in clerical per­
sonnel; the saving of paper by cutting 
from standard-sized stock without 
waste; the expediting of settlement of 
accounts; and the saving of correspon­
dence through the inclusion of all neces­
sary information on the form itself. 
Among the advantages that are expected 
to accrue to the customer are, the elimin­
ation of misunderstandings and incon­
veniences; the saving of time in filing, 
finding, and handling the invoice while 
being checked; the expediting of ship­
ments; and the elimination of wasted 
filing space through the uniformity of 
size of the invoice.

A full history of the action of the 
General Conference on the Simplifica­
tion of Purchasing Forms, at which the 
National Standard Invoice Form was
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shall be signed and sworn to by the 
president, treasurer, and a majority of 
the directors of the corporation.

A statement of the assets and liabili­
ties of the corporation as of the date of 
the end of its last fiscal year, to be made 
substantially in the following form:

Assets

Real estate.....................................................
Machinery.....................................................
Merchandise:

(manufactures, merchandise, materials 
and stock-in-process)

Furniture and fixtures.................................
Cash and debts receivable..........................
Stocks and securities...................................
Patent rights.................................................
Trade marks..................................................
Good-will......................................................
Profit and loss...............................................

Total.......................................................

Liabilities

Capital stock (including only shares 
having par value)....................................

Accounts payable.........................................
Funded indebtedness........... .....................
Floating indebtedness.................................
Reserve........................................... ................
Surplus............................................................
Profit and loss...............................................

Total.......................................................

Such report of a corporation which 
has a capital stock of one hundred 
thousand dollars or more, for this pur­
pose counting shares without par value 
as of a par value of one hundred dollars 
each, shall be accompanied by a written 
statement on oath by an auditor that 
such report represents the true condi­
tion of the affairs of said corporation 
as disclosed by its books at the time 
of making such audit. Such auditor 
shall be employed for each ensuing fiscal 
year by a committee of three stock­
holders who are not directors, which 
shall be selected at each annual meeting 
of the stockholders, or, if there are not 
three stockholders other than directors 
able and willing to serve on such com­
mittee, he shall be employed by the 
directors; but no bookkeeper, treasurer, 
or other officer of the corporation shall 
be appointed as such auditor. The 
statement of the auditor shall be filed 
by him with said report in the office of 
the state secretary and shall be attached 
to and form part of it. The auditor 
shall be duly sworn to the faithful 
performance of his duties, and the 
officers of the corporation who sign 
said report of conditions shall certify 
thereon that the auditor was duly 
elected and qualified, as herein pro­
vided.

North Carolina
Books to be audited on request of stock­
holders—upon request of twenty-five 
per cent. of the stockholders, or of any 
stockholder or stockholders owning 
twenty-five per cent. of the capital 
stock, of a private corporation organ­
ized under the laws of North Carolina 
and doing business in this state, it is the 
duty of the officers of the corporation 
to have all of its books audited by a 
competent accountant, so that its finan­
cial status may be ascertained. Upon 
refusal or failure of the corporation to 
commence the auditing of its books 
within thirty days after such request, 
the requesting stockholder or stock­
holders, after ten days’ notice to the 
corporation, may apply to the judge of 
the district, or to the judge holding the 
courts of the district, in which the 
corporation has its residence, either at 
chambers or term time, at any place in 
the district, and the judge shall appoint 
an auditor and require the books to be 
audited at the expense of the corpora­
tion. The officers of the corporation 
shall render to the auditor any assist­
ance or information they can, and give 
him access to all of the assets, books, 
papers, etc., relating to the affairs of 
the corporation, in order that a proper 
audit may be made. Upon completion 
of the audit the auditors shall render a 
statement to the corporation, and to the 
petitioning stockholder or stockholders.

A Reader's Suggestion
With Respect to Pay­

roll Summary

THE Editor has received a letter from
John Shannon, in which he com­

ments on a recent article with respect 
to pay-roll summary for income tax 
purposes. Mr. Shannon has commented 
on this article, and has submitted his 
own method and a form he uses, as will 
appear from the following letter: 
“Editor, The Pace Student:

“I received my copy of a recent 
issue of The Pace Student and, as usual, 
read it with interest from cover to 
cover, with the same feeling of grati­
tude that such a publication exists, and 
that I am a subscriber to it.

“The article that caught my atten­
tion was that dealing with a pay-roll 
summary for income-tax purposes. 
While it is a very good method for as­
certaining the amount of money paid 
to an individual for a year’s services (or

less), I am of the opinion that I have a 
better one.

“It consists of a large envelope a 
trifle larger than the size of a dollar 
bill, made of linen, and ruled off into 
fifty-two divisions to take care of the 
number of weeks in the year. • I enclose 
sample copy, as made up by myself.

“You can readily see that the cashier 
can eliminate the usual labor of making 
out envelopes, receipt cards, and can, 
in spare time take sub-totals to elimin­
ate the rush at the end of the year.

“Of course the linen envelopes may 
cost a good deal, but I think it will be 
greatly offset by the saving of labor, 
envelopes and cards.’’

The sample envelope referred to is 
reproduced below.

Front
John F. Jones 

25 Hopkins Ave.
Brooklyn, N. Y.

PAY-ROLL PAYMENTS 
1926

Date Amount Signature

Jan. 7 25 00 John F. Jones
14 25 00 John F. Jones

Etc.

Total 650 00

Back

Date Amount Signature

Forwarded 650 00

Dec. 25 00 John F. Jones
Total 1926 1,300 00
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Preparing a Budget
(Continued from page 18)

tures; in others, the control is vested in 
the secretary; and in still others there 
may be an office manager with this 
authority.

The proper officer, whoever he may 
be, will be asked to submit his forecast 
for the coming year of all of the items 
shown on Form 1 before which the 
figure (3) appears. He will of course, 
know the anticipated increase in sales 
and may be guided accordingly. His 
budget will be prepared substantially 
in the same form as that of the sales 
manager, which is illustrated by Form 2.

After this third and final yearly 
budget has been completed and ap­
proved, the three may be consolidated 
into a forecasted profit and loss state­
ment for the coming year.

PRODUCTION FORECAST
Maximum production at present capacity xxxxxx units per month. 
Required production to meet sales budget xxxxxx units per month.

Items of Cost

Budgeted Cost 
per Unit 

1926

Actual Cost 
per Unit 

1925

Actual Cost 
per Unit 

1924

Actual Cost 
per Unit 

1923

Actual Cost 
per Unit 

1922
Direct labor:

Dept. A.............................................. XX XX XX XX XX
Dept. B............................................... XX XX XX XX XX
Etc....................................................... XX XX XX XX XX

Total........................................... XX XX XX XX XX

Material and supplies:
Dept. A.............................................. XX XX XX XX XX
Dept. B............................................... XX XX XX XX XX
Etc....................................................... XX XX XX XX XX

Total........................................... XX XX XX XX XX

Overhead:
Payrolls:

Planning & prod. mgr’s dept.. . . XX XX XX XX

 

XX
Engineering................................... XX XX XX XX XX
Factory superintendent............... XX XX XX XX XX
Stock clerks. ................................. XX XX XX XX XX
Janitors.......................................... XX  XX XX XX XX
Watchmen...................:................ XX XX XX XX XX
General maintenance................... XX XX XX XX XX

Power:
Steam.............................................. XX XX XX XX XX
Electricity...................................... XX XX XX XX XX
Gas.................................................. XX XX XX XX XX
Air................................................... XX XX XX XX XX
Water.............................................. XX XX XX XX XX

Administrative and miscellaneous:
Depreciation of equipment........ XX XX XX XX XX
Depreciation of buildings.......... XX XX XX XX XX
Reserve for inventory adjustm’ts XX XX XX XX XX
Insurance, fire............................... XX XX XX   XX XX
Insurance, liability...................... XX XX XX XX XX
Etc................................................... XX XX XX XX XX

Total Overhead........................ XX XX XX XX XX

Total cost to make.......................... XX XX XX XX XX

Form 3—Production Budget Forecast

The effort expended in preparing the 
budgets outlined above will prove to be 
so much wasted time unless they are 
closely adhered to. It should be re­
membered that the advantages of the 
budget accrue in direct proportion to 
the rigidity exercised in obtaining the 
standard set. “Budget your profits and 
profit by your budget’ ’ is a fitting motto, 
and one which states in a nutshell the 
two requisites of successful budgeting— 
first, set your goal; second, achieve 
your goal.

Control
In order to provide the necessary 

control, the regular monthly profit and 
loss statement should be enlarged to 
include not only the actual figures for

the month but also a column showing 
the budgeted figures and a third column 
showing the variation as either an in­
crease or decrease from the budgeted 
figures. For this purpose, the forecasts 
already prepared (which are for the 
year as a whole) will have to be broken 
down into monthly figures. This is 
accomplished in most instances merely 
by dividing the total into twelve parts 
—one for each month. If the business is 
seasonal, the total budget may be 
divided into twelve parts which bear 
the same relation to the total as each 
month’s sales bears to the total fore­
casted sales.

By checking up on the variations be­
tween the actual and forecasted figures 
the desired control is obtained. The 
cardinal principle and byword should be 
“No variations without the authority 
of the chief budget officer who has 
approved the forecast.”

In conclusion, it should be remembered 
that the budget is not a cure-all for the 
ills to which a business is subject. The 
budget of itself will not remedy faulty 
conditions. The budget merely serves 
the business man the same as the com­
pass serves the mariner—it points the 
way; without it, it is true, either may 
have an idea where he is heading but 
both lack the means of checking their 
progress concurrently with their voy­
age, and there’s the difference—the dif­
ference between aimlessly drifting until 
you reach your goal and the setting 
out for your goal in a direct line with 
no deviations except for good and 
sufficient reasons. Excerpt from gradua­
tion thesis.

THE annual costing conference of the 
British Institute of Cost and Work 
Accountants will be held in Manchester, 

England, on October 15. There will be 
two sessions, morning and afternoon on 
that date, when papers on present-day 
accounting problems will be presented.

THE CORPORATION AUDIT COM­
PANY announces the removal of its 
offices to suite 55-57 Rust Building, 
1001 Fifteenth Street, N. W., Washing­
ton, D. C.

PAUL L. LOEWENWARTER, C.P.A., 
announces the formation of a partner­
ship with Maurice Teich, C.P.A., to 
continue in their general practice of 
accountancy and representation in tax 
matters, under the firm name of Paul 
L. Loewenwarter & Co., with offices at 
522. Fifth Ave., New York.
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Anticipated Profits or 
Losses on Uncompleted 
Contracts

THE following correspondence with 
respect to a technical query by one 
accountant to another is of interest.

“We have a client in the flour milling 
business and it is their practice to in­
clude in their accounts at the close of 
the year, anticipated profits or losses 
on uncompleted contracts, such as 
Wheat Purchase Orders Placed but 
neither delivered nor paid for, Short 
Sales of Wheat, and Flour Sold for 
Future Delivery but not paid for.

“This appears to be contrary to good 
accounting practice, the only authority 
approving it being Newlove in his 
recent book on “Specialized Account­
ing-”

“Any information which will enable 
me to advise my client intelligently will 
be sincerely appreciated.”

The answer to the above follows:
“It is quite the general practice for 

concerns engaged in the flour milling 
business to include in their accounts 
at the close of the year anticipated 
profits or losses on uncompleted con­
tracts both for the purchases and sales 
of wheat (including options) on the one 
hand, and flour sold or bought for 
future delivery, on the other hand. In 
fact, I venture to say that all large 
milling concerns close their books on 
•this basis.

“Without going into an extended 
discussion of the technical points in­
volved, it is my opinion, that the pro­
cedure is sound not only from a practical 
but also from an accounting point of 
view, although it would appear, on 
casual consideration, to violate some of 
the principles of proper accounting. 
The justification for the practice which, 
incidentally, received recognition by 
the Grain Administration during the 
war is based on the fact that both the 
raw material (wheat) and finished 
product (flour) of a miller are essential 
commodities which have a ready market 
at all times through the medium of 
recognized exchanges; coupled with the 
fact that a flour miller who is both 
conservative and businesslike and there­
fore restricts his operations solely to the 
milling of flour as opposed to specula­
tion in the grain market, always hedges . 
his sales of flour for future delivery by 
the purchase in the open market (on the 
day that he makes his flour sales) of a 
quantity of wheat (either the actual 
commodity or an option) sufficient to

enable him to complete his flour 
deliveries when called upon to make 
them. If wheat options are purchased 
in the first instance, the options are 
usually sold and cash wheat purchased 
when it is necessary to obtain actual 
wheat to continue milling operations.

“All sales of flour made by millers 
from day to day are based upon the 
market price of wheat on the day when 
the sale is made regardless of when 
delivery of the flour is to take place. 
Under the circumstances, it can readily 
be seen that to attempt to arrive at the 
earnings of a flour milling concern 
according to the methods or principles 
applicable in the ordinary trading or 
manufacturing business, would not 
reflect the true results in any given 
accounting period. Theoretically, the 
earnings of a flour miller for any given 
period should be capable of being 
resolved into the number of barrels 
milled multiplied by the predetermined 
gross profit per barrel fixed by the 
miller, less sales and administrative 
expenses.”

Annual Meetings of National 
Accountancy Organizations 

, [Continued from page 8]  
The trap shooting event is for the Vir­
ginia trophy donated by the Virginia 
Society of Certified Public Accountants.

It is announced that entertainment 
will be provided for women guests, and 
for accountants who do not attend the 
evening session on Wednesday. A 
luncheon has been arranged at the 
Congressional Country Club on Thurs­
day, September 2.3d, and a special 
entertainment feature, the nature of 
which is being kept secret, is planned 
for that night.

Thursday morning and all day Friday, 
September 24th, will be devoted to 
business sessions. Details of this part 
of the program are not available, but 
it is announced that efforts are being 
made to arrange for interesting and 
instructive addresses on subjects of 
current interest. Wardman Park Hotel 
will be the headquarters, and sessions 
will be held there.

WANTED
ACCOUNTANTS—Leading firm of cer­
tified public accountants desires to ob­
tain several in-charge, tax, senior 
assistant, and junior assistant account­
ants. Replies must be concise and state 
in order: name, address, telephone, age, 
religion, education, experience, present 
connection, salary expectation, and how 
soon available. Box 8, The Pace Student.

Arthur Hill, Treasurer 
of the Atlantic Piefining 
Co., says:

IT shall be the duty of the treasurer 
to keep an account of all moneys, 

funds and property of the company 
which shall come into his hands, and 
he shall render such accounts and pre­
sent such statements to the directors 
as they may require of him. He shall 
deposit all funds of the company which 
lay come into his hands in such bank 

or banks as the directors may designate. 
He shall keep his bank account in the 
name of the company and shall exhibit 
his books of accounts to any director 
upon application at the office during 
ordinary business hours. He shall en­
dorse for collection the bills, notes, 
checks, and other negotiable instru­
ments received by the company.

‘‘He shall sign all bills, notes, checks, 
and shall pay out money of the business 
as the company may require, taking 
proper vouchers therefor; provided, 
however, that the directors shall have 
the power by resolution, to delegate any 
other duties of the treasurer to other 
officers, and to provide what officers 
shall sign bills, notes, checks, and 
vouchers. An assistant treasurer can be 
appointed to assist the treasurer in his 
duties.”—From the N. A. C. A. Bulletin.

BENJAMIN FISCHLER, a former stu­
dent of Pace Institute, has received the 
C.P.A. certificate of New York.

LOUIS SHAFER, a former student 
at Pace Institute, was successful in 
passing the May C. P. A. examination 
of New York.

Announcement

IN view of the unusually heavy early 
fall registration, Pace Institute has 
found it necessary to arrange for large 

additional facilities. Arrangements for 
new quarters in 50 Church Street, which 
will serve as an annex to the adminis­
trative headquarters and lecture rooms 
located for many years at 30 Church 
Street, have been completed with the 
Hudson and Manhattan Railroad, 
owners of Hudson Terminal, 30 and 50 
Church Street. The combined facilities 
will provide accommodations for an 
enrollment of more than twenty-five 
hundred students.



Officers of Accountants' Organizations

American Institute of Accountants
President, William H. West.............................................................40 Rector Street, New York
Vice-President, John F. Forbes.............................. 2.03 Crocker Bldg., San Francisco, Calif.
Treasurer, Arthur W. Teele............................................................. 120 Broadway, New York
Secretary, A. P. Richardson.............................................................135 Cedar Street, New York

American Society of Certified Public Accountants
President, Harry E. Lunsford 
Vice-Presidents, Charles Hecht

Edwin L. Pride 
A. Lee Rawlings 
Harry B. Scott 
H. Ivor Thomas

Secretary, W. L. Harrison 
Treasurer, James A. Councilor

1003 Pioneer Trust Bldg., Kansas City, Mo. 
Johns-Manville Bldg., 292 Madison Avenue, New York
.............................. 40 Central Bldg., Boston, Mass.
......................................407 Law Bldg., Norfolk, Va.

Farmers Bank Bldg., Pittsburgh, Pa.
2.2.0 Bartlett Bldg., Los Angeles, Calif. 

. . . 72.6 Woodward Bldg., Washington, D. C.
426 Woodward Bldg., Washington, D. C.

National Association of Cost Accountants
President, C. H. Scovell............................................. Scovell, Wellington & Co., Boston, Mass.
Vice-Presidents, F. L. Sweetser . . . The Duchess Mfg. Co., Poughkeepsie, New York

W. B. Castenholz. . Castenholz, Johnson, Block & Rothing, Chicago, Ill. 
Treasurer, Wm. O. Cutter . . . Vice-President United States Rubber Co., New York
Secretary, Stuart C. McLeod..................................................... 130 West 42nd Street, New York

New York State Society of Certified Public Accountants
President, Joseph J. Klein .
First Vice-President, P. W. R. Glover . 
Second Vice-President, Norman E. Webster 
Treasurer, Harold A. Wythes.
Secretary, Martin Kortjohn .

19 West 44th Street, New York 
. 120 Broadway, New York 

60 Broadway, New York
50 Church Street, New York 

15 Park Row, New York

The Society of Certified Public Accountants 
of the State of New Jersey

President, James F. Hughes.............................................................110 William Street, New York
Vice-Presidents, M. E. Peloubet.............................................................25 Broadway, New York

William C. Heaton..............................................565 Fifth Avenue, New York
Secretary, J. E. Flink..................................................... 31 Clinton Street, Newark, New Jersey
Treasurer, Morris J. Hoenig .............................. 9 Clinton Street, Newark, New Jersey

American Association of University Instructors in Accounting
President, Edward J. Filbey................................................................................University of Illinois
Vice-Presidents, J. Hugh Jackson....................................................................  Harvard University

David Himmelblau.......................................................... Northwestern University
William S. Krebs.....................................................................Washington University

Secretary-Treasurer, Howard C. Greer............................................................ Ohio State University



Practicality marks from the 
very beginning the Account­
ancy instruction at Pace Institute—
a practicality obtained by the use
of progressive work assignments which are
taken from actual practice and which support
at every step the sound theory taught in the classroom— 
a practicality that early discloses itself in the improvement in 
the character of the work of the junior and the bookkeeper.
And the broad concepts of law, of accounting, of valuation, of organization, 
of finance—of all these subjects and others—acquired by the Institute 
student, man or woman, provide the basis for the larger responsibilities of 
executive work and independent practice later on. “Pace Institute Men" is 
an informative book of biographical sketches of men who have attained 
influence and standing in Accountancy and Business—men who once stood inquir­
ingly, as perhaps you now stand, at the portals of Accountancy. Their experiences, 
as detailed in this book, available for the asking, may be of genuine help.

In September and October, classes both day and evening, will be forming at the 
Institute until the Freshman fall enrolment of 1,000 students is completed. Applica­
tion for registration should be made soon—the early classes are already largely 
enrolled.

Extension (correspondence) instruction is available for students who cannot arrange 
to attend the resident school—trial instruction in the Extension Division for one 
month is available for $7.00 without further obligation,

PACE INSTITUTE
30 Church Street New York


