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indexed. Not illustrated. 1919 Excerpt: .in the cost values of records and reports, and a foreman should so
regard it, taking all possible precautions to see that all records and reports cover all facts that they are
supposed to cover. The cost value of records and reports not kept in the prescribed form and manner.--When
records or reports are called for on a prescribed form, there is a reason. For example, if a number of reports or
records are to be looked over by one person, or compared, or consolidated; when the same information
appears in the same place on all of them the work is much easier and hence cheaper, since it saves time,
nerves, and reduces chance of error. Even where a foreman keeps records solely for his own use he will save
cost if he keeps them in some uniform way, not on odd paper of an old blank book or on scraps of paper or
chalked upon a board. All of these things and many others justify the statement that keeping records and
making reports in a uniform way cuts cost, and, in proportion, as a foreman does it, cost goes down and in
addition, in many cases, he is giving better cooperation to the management. The cost value of not keeping
records and reports up to date.--The habit of letting records run and then making them up in a bunch is a
costly one. In the first place, records made in this way are much more...
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