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illustrated. 1915 Excerpt: . . . of checking over the stock on the shelves to see that none of it has rusted and to
restamp the date on the name plates. Cards are also made out, one for each appliance manufactured, which
go to the shipping clerk in proper rotation, reminding him to open a package of each article once every so
often to see that the material is packed strictly in accordance with the standard instructions. Each card is kept
in a small manila envelope, open at the top and right, and with the upper right-hand corner clipped off. When a
card is issued, the containing envelope is placed on the managers desk so that he may be conversant with the
items to be checked that day, and also give his personal attention to any of them if he deems it advisable. At ten
oclock each morning the department heads assemble for a conference, and in the first few minutes the reports
are regularly received from the various heads on the matters that have been brought to their attention earlier
in the day for checking. It is therefore incumbent upon them to give the cards prompt attention. This
arrangement is practically the clincher on the follow-up. To differentiate the cards, and particularly to enable
the clerk readily to assemble all cards applying to any one department, a color scheme is observed. Shipping
department cards, for instance, are a dark blue, while those to the order department are salmon and to the...
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