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indexed. Not illustrated. 1922 Excerpt: .in this direction among mechanics and general mill help, and found that
the most suitable division for factory purposes is on the basis of an allowance of one inch for five letters or
figures, with spaces 5/16 inch high. For records filled out by office employes seven letters or figures per inch,
with spaces inch high, is more suitable. The record under discussion will be filled out by mechanics. Therefore,
the spacing can be as follows: For the Date 1 inch line; for Department 2 inch line; for Quantity inch line; for
Item 4 inch double line; for name of foreman, lj4 inch line. Printed type should not be smaller than 1/16 inch in
height. Too much stress can hardly be placed on the necessity of thoughtful and careful record construction,
since nearly ninety per cent of the failure of modern mill records can be laid directly to faulty form
construction. It is well also to remember that no detail, however small, should be left to the printer s judgment.
No matter for what purpose a record is devised, the procedure is the same. Several dummy forms should be
constructed, drawn in the right proportions as to lettering, before the final decision is made, and the persons
who are to fill out the records should be drawn into consultation. No employe is too humble to be unworthy of
consideration. Objects and opinions should be carefully noted, not in regard to the purpose of the record, but...
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