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< - “J0B mETHODS SAVINGS IN

QFFICE PROCEDURES,

s

At the Office ggf'snggend.gncx Benefits, Newerk, N.J. as a result of Job Methods
Trainings

4 hours per day saved by one woman on betier method of breaking down documents,
50% of manpower saved in improved method of sssembling informational material.
50 of manpower saved in ghange of method of applying for miiitary furlough.
75% of manpover saved in better way of handling status oards,

13 hours per day saved ia the department which processes form # 135,

50$ increased produstion in vanch and tabulating devartment.

20% of Congressional Letters saved ( typiig. ) through expediting supolies.
100% saving in manpower

100% savimg in machine Ganacity

on every 200 formg throungh new method of
T5% saving in material

handling suthorization forms,

g0% saving in material ( paper)

50% saving {n manpower

through a new method of distursing
5% saving in machine canacity

allotments,

Ve’ Yot Nt St e Vil

At Whe Plog¥nny Arsgnal, Dovor, W,J.,

~a About 100 members of the Administrative CGroup took Job Metho’s Training.

Ameng the "improvements® weret

Revising Job Methods Training Forms ) evidently asking "WHY"
Improved method sf handling snrgestions ) of J, M, T, itself.

Among Imndreds of other savings reported in numerous concerns, ranging from a
fev hours weekly to saveral thousand annually, are the following. Many report
saving paper - an imnortant item right now!

650 hours elimin-ted anmally in charging premium credits on cssh sheets,

260 hours eliminsted anmally on rotary files.

Use of one sombined rubber stemn» instezd of two 2tams Saves one woman one
hour daily.

6(3);%% materials ) 927ed in making out overtime reports.

200 hours of time yearly )
$340.00 in postage

By eliminating "Porm ¢4 18087“ ~ 320 hours a year are saved in handling clerical
field vacatione, The "new method™ 48 to send the oririnal schedule to
the payroll department.

saved in simplifying Asst, Supts, Fersonnel Revorts,



e

125,600 hours saved annually by eliminzting "Progreas Rook" in Mstrict Offices.
600 hours saved yezrly by autotyping congratulatory letters on Ord, Policies
of $5,0C0 or over.

2,000 feet walking ( taking 28 hours weekly) saved by moving of suunly cabinmet
an? eollating of Forms 9410,

1,300 hours yearly saved By a new method of filing extra carbons of letter.

1 Cletk eliminated by shorter method of handling reports.

50 hours suved weekly by improved method of handling carfare exnensze revorts,
Also improved service to agents.

504 saving in manpower and 66=2/3% saving in material on re ort to Order Service

Ibpartlent.

1,950 hours saved anrually in trenemittal of proposals to grour representatives,
Contyol forms and transmittal form revlace dictated lettere,

75% mAnnOwer seving )
100% machinery saving )qn handling applications to Service men.
75% material ssving

A new methoi of making out Time Cards shows esti: ~ted s vings of 60,000 time cards
per year; 7.6 hours per week for the time keeper, and halfes-ton of paper saved
per year,

By changing the method of handling the Menswesr Stock List, writing time was
reduced and oaper and earbone saved from 50% ta 757,

Rearranging desks and other annliances in a devpartment saves a total of 2 man-
hours a day among several nconle getting up from desks, walkins, sorting and
filing,

By using a srovery store fgrab stick™ using a ster 1ndder waes eliminnted every
time it was necessary to resch for a carton on a shelf. Fatigve reduced,
Walking reducsd, Interrunti-ns redvced. Waste storage epace utilized,

One hour a week saved for surervisor and also for one clerk hy ~hange in pro-
gedure in entering anéd filing Bills,

By combining 3 divisions of monthly Pinishing Credits into one, 60% of paper
work and book handling eliminzted.

3/h hours a wveek clerical work saved by combining antry, exit and trensfer books
into one volume.

At the Unemployment Compensstior Covmiseion, Trenton, N.dJ,

200% saving in manpower by a better method for disaesemuling form B- 110.

50% saving in manpower and 25% saving in materials by eliminating dunlicate
"batoh" listing.

4% saving in manpower and 4% saving in machinery by making one punch and die for
New Jersey

Gqﬁ saving in manpower and 30% saving in machinery by better use of Tabtulating
machine,
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/ At the Jersey Cit 8 r Depot, Jersey City, N,J.

4 hour per day and paper saved through better method of reeapituletion of
man-hours,
1 hour per day for 6 workers saved by better methed of auditimg gouhhers,
1 hour per day for 6 editors saved, better work flow, walking eliminated,
in isproved method for editing supnlies.
3=l hours per day saved, as well as umnecessary foldsrs, by new method of
handling eamcsllation slips.
§ hours per week saved in Bills of Lading Mailins vwroecednrs,
3; hours per day saved, 30% more work done, in procurin.- finis for purchases.
50~ time saved « paper ceaserved,- less annoyences, in rrutirg, entering and
) distributing of requisitions,
20/ saving in manpover amd 10% saving in mrterials in repacking after in-
spociion at warehouse.
2l to 3 hours per day saved, unnegessary walkine sliminated, in vreparation of
separation forms,
50% to 75~ time saved; vaste of stencils decreased from 0% to less than 2%
in wari-tyoing stencils,
25 man-hours per week saved on using contractor's symbols on overseas shipments,

At the Signal Cerps, Oround Bipnal Service, Belmar, W, J.

55» savimg in manpower on imrovement in method for transmitial of outgoing
nail,

10% saving in material in improved methad nf kandlin- techniczl corresvondence.
25% saving in manpower in lndustrial Crordir <40 Usnurs=m nt in irmrovemant
of method for 7 in~ military corre=-ondence.

75% siving in manpower for method immravement in fin'in- 42 nunbers in
nomenclaturs tulletins,

124 saving in mannower in batter way for checking trovel duty and entering
information on renorts.

25§ saving in manpower snd 25% saving in machine cannelty *n Develonment
and Blanning Denartment through immrovement in operation
of mimeogranh machine,

At the Zatontown Signal Laboratory, Naw.lersay

5% saving in manpower in re-routings secret letters,
75% saving in mamower in cutting 9 x 17 paper

66=2/3% saving in manpower ) in revrodnction on
66-2/%% saving in machine canacity ) 07alid machine.
b srvinz in materials )

25% saving in manpower in office work in connection with %,3,M,W,T, courses,



