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What idea works in"an office ? Tﬁis is an importan't' qUéstion.
An equally important guestion is : What works in our context ?

A third and relevant question ar, rather, a set of questions would be: Has
it worked in an Indian organisation ? And for a reasonable period ? Can
wea have more than a stray idea which has only worked here and there ?

To seek answers for the above questions and, more particularly, for the third
set of questions, we undertook a Research Project. ~We obtained the
assistance of two executives who have taken personal and sustained interest
in the game of paper-work cost-reduction and higher office productivily as
also the co-operation of their respective organisations,

We felt the readers would be interested in results—resulis in terms of facts
and figures. We feit that they would like to adapt some of the ideas for their
organisations. We decided, therefore, on a non-conventional presentation.

This action research report has three sections. The first section is by
Promod K. Bafra, the second by B.T. Dastur and the third by this writer.
The respective authors have preferred a different presentation. Their
common goal, however, is the same, namely, to help the Reader know, act
and benefit.

Managementis a profession.__Ohe aspect of a profession is sharing of ideas.
The sharing makes for implementation of ideas. And ideas put into action

benefit the individual, the company, the country and the society.

in our country, many of us have indeed conceived and implemented many
ideas and with commendable results.' Only, this is not common knowledge.

To make it common knowledge, we are working on a companion volume.
Unlike this volume where the focus is on a company, the proposed volume
will focus on single ideas-in-action—ideas that have saved time, bother or cost
in one activity or other ideas that have large scale application possibilities.

If you have a cost-saving, waste-reducing idea for the projected volume,
please send us one or more. When you do, kindly supply ail the relevant
facts about each idea you send.

Let us exchange ideas; that is the mark of a profession and, certamly, of the
management professmn

Of course, when enough ideas are collected, edited and printed, we will share
a copy of the book with those who have chosen to share their experiences,
Let us together raise the average above the average.

Bombay N. H. ATTHREYA
August 15, 1973
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A little bit better. ..

IDEAS THAT SAVE

at

Escorts Limited

FARM EQUIPMENT DIVISION

By

PROMOD K. BATRA

. Manager
Systems and Projects

A CONFESSION :

We do not claim originality for necessarily -
all the ideas contained in this section,
These form a conncisseur's choice from
aft sorts of places—from dust bins to

jewel hoxes.



Thank You ..f

‘ed

MR. C. K. HAZARI
Joint Managing Director

ESCORTS LIMITED

For your permission to print and for suggesting the format.

MR. MADAN AGARWAL
Vice President '

ESCORTS LIMITED

For your encouragement and guidance all along.

MR. AMARJUIT SINGH
Resident Director

ASSOCIATED CEMENT COMPANIES LIMITED
NEW DELHI

_For the first idea - “To eliminate the mail despatch register'.
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FOR READERS :

** You have paid handsomely for this book. And, therefore, genuine and
sincere efforts have been made to enable you to instantly transplant some
of these action |deas into your business.

**  This book did not come out of an ivory tower. Neither, it is an academic
preachment of what and how to do. Instead, it is a fast moving, concise,
documented report on how savings were indeed effected. This book is
practical and you can set your teeth in it.

FOR ESCORTS :

** A humble beginning has been made to tell what useful ideas have been
developed. It is hoped that others will take the lead from such like
‘disclosures’ | And then this will have the snow ball eflect.

FOR THE AUTHORS:

** To recover the writing, cartooning and printing costs and some plus IV' Part
of this plus will go in for the next book !l



Wise people have said ...

‘TO DO A JOB—THERE MUST BE A BETTER WAY" :

And the last ten year action research has enabled

us to find a little bit better way. Wecallit.....

¥ - wews paased - |

R Y )
7
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i . Escoris Announces R

THE MISER
WAY TO
SAVINGS |

“THE MISER WAY",

Merged into another job or

lmproved or

Simplified or
Eliminated or

Reduced

~The Miser Way states that any job can be

O m v — =

WAY TO SAVINGS ! '

Furthér we have developed a rule of the thumb which states...

If a job is
-.year old

One

Two

Three

Four

Five

Try for

Merging it

Improving it

Simplifying it

Eliminating it

Reducing it

A Few Examples

Delivery Challan, Forms, Receipt Report,
Acknowledgement of Orders, Preparing of
Biils. ’ :

Order becomes Bill, Records Retention and
Destruction, Prepunching, Honour Station-
ery System, Cheque and C form, Bills ready
before goods go, Price lists, Tags.

Order form, Reminder system, Rounding of
Rupees, Ever ready fo go cases,

Packing List, Mail Receipt and Despatch
Registers, Covering Letfers, Pay-in-Siip,
Hundi, Discount Calculations, Official
Receipt, Bin Cards, Typing of Bills,

Back-order Processing, Routing of Corres-
pondence, Peons, Signing of Bills,
Countings. - :

and, therefore, - after five years—you shouid not have any job!

Remember Symbols




There must be
a BETTER WAY

There must be
a BETTER IDEA

o

A rupee saved is a rupee earned. To earn a single rupee, you have to have
a sales voiume of ten rupees or more. A single rupee saving is equal to a ten
rupee sale.

*¢ Again, a sale is a one-time sale. A saving on the other hand is a repelitive
saving.

**  Furthermore, for a sale you have to depend on others. For a saving you have
to depend only on yourself, your ability to observe, think and implement.

** Remember—one rupee saved per day' is equal to 365 rupees saved per year,
To make this much of net profit, one has to have an additional sale of
Rs. 3,650 !

Do not make the BEST
the enemy of BETTER !

Do not wait for the Best Idea

Implement the ‘Better’ Idea !

It is self explanatory and quite important to keep it in mind always.

** Many times it so happens that in our anxiety to have the “best'—even the
“better” is forgotten. Experience has taught us that if we implement the
“better”—in nine out of ten cases it would lead us to *“still better” and
hopefully to "'the best' eventually !

If you have a rupee and [ have another,
And we swap, we have only one rupee each.
If you have a BETTER IDEA and I have another,
And we swap, we have two BETTER IDEAS each.

** Needs no explanation ! And we can vouch that it works beautifully 1!

-

No idea shouid be kept confidential because those who want it will get it

anyhow ! Why not give it on your own and nine out of ten chances are that
the other person will give you too.
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ESCORTS LIMITED
¢+ Started
Sales 1972
Major Products

Employees

**  Volume of Paper Work

BACK GROUND INFORMATION

1944

42 Crores

Escort & Ford Tractors,

Rajdoot Motior Cycles & Scooters,
Mahie Pistons, Goetze Rings &
F & S Shock Absorbers.

6,000

(Farm Equipment Division—Spare Parts Department)

Name of Decument

Stock Order
Rush/Supplementary Orders

Release Advices
Bills

- Cash Memos _
Debit/Credit Notes

**  Cost Per Minute

** Days in a year
Less non-working days
Working days.

** Minutes in a working day
Less non-working minutes
Working Minutes

Annual Average items Total

Volume ' per Order

2,400 90 2,16,000
12,000 7 84,000

3, 00,000
15,600
12,000

2,400

1,200

365
100 Sunday, helidays and leave etc.
265 '

480
30 Tea, gossip etc.

450

** Effective working minutes per year

265 x 450 =
**  Say, basic pay Rs.
Overheads 100% Rs.

1,19,250 say 1,20,00 minuies

1,200 per year
1,200

Rs.

** Therefore

2,400 or 2,40,000 Paise

An employee geiting Rs. 100 as basic pay would cost 2 P. per minute
Rs. 1000 as basic pay would cost 20 P. per minute
Rs. 2000 as basic pay would cost 40 P. per minute
And for a woman employee — add 20% to the above figures.

** Now, overheads, will vary. from Company to Company and from Person
to Person but the above figures are given to establish the POINT only.
Savings indicated in this REPORT have been worked on lhe basis given

above,
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1967 1968 1968 1970 19711 1972

IDEAS CONTAINED IN HERE HAVE MADE THE ABOVE CURVES POSSIBLE !

'ONLY PAPER
WE SEE
IN OUR OFFICES

** The Uitimate Objective Of Any Paper Simplification Must Be ...
= ** To Achieve The Above i.e.
** Receiving of Orders, Sending of Bills and Receiving of Moneys.
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CONTENTS

A LITTLE BIT BETTER IDEAS

Annual

%i'? Better Ideas Savings
THE STOCK ORDER PAD ‘ -~ Rs.
B- 1. DEALER'S SPARE PARTS PERFORMANCE 7,200
B- 2. SUGGESTED ORDER AND ANALYSIS FORM 9,600
B- 8.  BACK-ORDER PROCESSING 12,000
B- 4. ORDER FORM 7,200
B- 5. PARTS CATALOGUE AND PRICE LIST 7,200
B- 6. DELIVERY CHALLAN 16,800
B- 7. PACKING LIST 9,600
B- 8. BEST STOCK ORDER PAD AWARD 8,800
B- 9.  ORDER BECOMES THE BILL 14,400
B-10.  THE SUGGESTION PAGE 7,200
OFFICE

B-11.  MAIL ROOM ACTIVITIES 20,000
B-12.  ROUTING OF CORRESPONDENCE 15,000
B-13.  AUTOMATIC REMINDER SYSTEM 7,500
B-14.  RETENTION OF RECORDS (BINDING) 5,000
B-15. RECORDS DESTRUCTION 7,500°
B-16.  PRE-PUNCHING 7,500
B-17.  HONOUR SYSTEM IN STATIONERY 5,000
B-18.  BUSINESS AND GOVERNMENT FORMS © 25,000
B-19.  OFFICE TABLES 5,000
B-20.  PEONS 7,500




-
>
]

| CONTENTS (Contd.) -

Better Ideas Piiio
ACCOUNTS Rs.
B-21. COVERING LETTERS 10,000
B-22.  PAY-IN-SLIP 5,000
B-23. HUNDI/DRAFT 5,000
B-24. DISCOUNT CALCULATIONS 15,000
B-25. ROUNDING OF RUPEES 8,000
" B-26.  OFFICIAL RECEIPT 5,000
B-27. SIGNING OF BILLS 8,000
B-28. CHEQUE & ‘C' FORM 5,000
B-20.  BILLS READY BEFORE GOODS GO 20,000
B-30.  PRICE LISTS 5,000
STORES
B-31. BIN CARDS 10,000
B-32. PACKING LIST 7,000
B-33. TAGS 20,000
B-34. COUNTINGS : - - 12,000
B-85. EVER READY TO GO SPARE PARTS 3,000
B-36. RECEIPTS REPORTS 5,000
B-37. CLAIMS 3,000
B-38. GATE PASS 3,000
B-39. PACKING & FORWARDING CHARGES 2,000
B-40. PERPETUAL INVENTORY SYSTEM 5,000
GENERAL
B-41. ACKNOWLEDGEMENT OF ORDERS 7,000
B-42.  DELIVERY CHALLAN (RELEASE ADVICE) 12,000
B-43. TELE LETTERS Betier Public Relations
B-44.  TYPING OF BILLS 20,000
B-45. BACK-ORDER PROCESSING 5,000
B-46.  FIELD FLASH 10,000
B-47.  MIN| MANUAL Goodwill
B-48. REPORTS 5,000
B-49.  ILLUSTRATED CATALOGUES 6,000
B-50. EXCHANGE OF IDEAS More ideas
Remember:

(A word of caution in regard to Annual Savings)

Costs are related fo volume of work., Therefore, say elimination of mail despatch
register in one company may save Rs. 1,000 per year and in a large company even

Rs. 10,000 or more per year.
will agree to yours.

with details.

So do not fuss over the figures given in here. We
Go after the idea—implement it and do net get bogged down



THE STOCK ORDER PAD

THE BEST STOCK ORDER PAD AWARD

The prize piece is the Stock Order Pad. Over a period, nearly 1000 hours have been
spent in improving it and improving if further. And this effort alone has given an
estimated annual savings of over Rs. 1,00,000 per year. |t reached its present stage
after about ten step-by-step improvements (2,400 Stock Orders with an average of
90 items per order i.e. 2,16,000 items are processed annually). See Specimen A.

You may or may not have a Stock Order Pad in your business but you will have the
operations involved in a Stock Order in one form or another. For example, say,
in a manufacturing or a processing concern where hundreds ef items are required
to make or assemble a product. The follow-up of the items to the production line
can be conveniently and economically done through application of the principles
contained in Stock Order Pad.

fdea ; Annual
No. Better ldea The Way Savings
B-1 @ Dealers Spare Parts Performance

(Thermometer) Improved Rs. 7,200

ee Dealer fills in population of the tractors in his area, value of stocks and
annual sales.

e+ He then arrives at per fractor value of stocks and sales. Our experience
tells us that these figures should be Rs, 250 and Rs. 750 per tractor respecti-.
vely. This wili give the dealer 1 to 3 ratio. Performance below and above
these figures indicate danger !

s ¢ Similarly, in service our thermometer is service revenue earned per tractor.

** |n tractor sales, however, our thermometer is the percentage of the market

share, in other words, in an area the percentage of our tracters sold to the
total of all models of tractors including our tractors.

B-2 @ Suggested Order and Analysis Form Improved Rs. 9,600

*+* Agit lists the Fast Moving parts, dealer reviews regularly what he should
have to maximise spare parts sales with minimum inventories. Further, the
dealer can fill in part-by-part past six months sales, in stock, back-order quan-
tities with individual and total values. Based on this information he can place
order for each item as required. He is unlikely to forget o order some
parts. It also eliminates hand writing or typing of items.



KEEP

SPECIMEN ‘A’

- Merged

Original Stock Order Pad contains
30 pages in triplicate. Each Page
has 30 items.

Front Cover Page, Back Inner and
Outer Pages contain, ‘SALES
MESSAGES" which change from
time to fime

Stock Order Pad is printed twice a
year when cerfain items are
deleted or added and at the same
time prices are brought uptodate.

GENUINE SPARE PARTS

STOCK ORDER PAD
FOR FAST MOVING PARTS

HIM SATISFIED !

THE TIME FOR ACTION IS N Ow.'



JUST A MINUTE PLEASE :- Instructions Page

HOW TO FILL IN TH!S STOCK ORDER PAD:—

Read the following carefully before you start filling this Stock Order Pad :-

Please make sure that the following is filled-in properly, completely and accurately :

i,

ACKNOWLEDGEMENT PAGE : Please very carefully fill-in each and every line and column in this page.
All columps and lines are self explanatory. Any error in this page would reflect in the Marks given to you
and you may lose your award and F.O.R. Destination facility. Responsible party should sign on the
Acknowledgement Page and last page of the order in ink.

Fill-in the columns (to be filled by dealer) accurately from the Cardex System maintained at your end :

a) the quantity sold in the past six months b) ““In stock™ with you ¢) Back-Order Details

d) quantity ordered,

a) BACK-ORDER DETAILS : In Back-Order details fill-in the quantity which is on back-order with

us month-wise, Un-supplied Spare Parts are put into our Back-Order System which will NOT be
cancelled at dealer’s request. Currency of Back-Orders is one year from the date of the order. '

b) Top line i.e. J, M, M, |, S, N represents - January, March, May, July, September and November i.e. when
Stock Order Pads are due from our Dealers in the North Zone. Similarly F, A, [, A, O, D represents
February, April, June, August, October and December. o

¢) We would be sending you the blank Stock Order Pads. You would be filling the Back-Order columns
from the bill copy of your previcus Stock Qrder Pad which you would always receive from us prior to
the receipt of new Stock Order Pad. Moreover, whenever this is not available - you would be filling
these columns from your own cardex. ‘

d) For example - we would be sending you the blank pads by 20th May to the dealers in South, East and
Woest Zones. Now the Back-order columns in this pad can be filled either from your cardex or from
your earlier Stock Order of April - which comes to you with your copy of the bill. Also, for example,
Front Fork Assembly - for the month of June due Stock Order Pads - we would send to you by 20th
May the blank Stock Order Pads. Say, you have filled 2 under Juiy and | under November. This would
mean that total 3 Front Fork Assemblies are op Back-Qrder with us i.e. 2 were for the July Stock Order
and | for the November Stock Order of 1969, Please note that for the filling of Back-Orders - we
have allocated 20 Marks. ‘

After the months we have Back-order total column in which you will mention the total quantity on
back-order with us for each part.

e

et

f) Quantity in “*e”" above is to be multiplied by Net price and to be put into the Back-Order Value column.

ORDER VALUE column to be filled by multiplying quantity in quantity ordered column with Net price of
each part. . : -

Now when you wil total the Back-Order value column you will get the value of Back-orders on us.
Similarly when you will total the Order Value column you will get the value of the order. Both these
figures will be very useful for proper planning and thus providing maximum availability of parts at
minimum investment, -

Any Spare Parts not included in the Stock Order Pad may be- included in the blank pages at the end of
Stock Order Pad. Where Spare Parts under particular part numbers are not available but similar parts
under other numbers are available supplies will be made of similar Spare Parts without reference to you.

Model Application C.o-des are :—A—Escort 37 B—27w C—325 D—47w E—-335/328

DO NOT WRITE l‘-\NY.T'HI;\J-G UNDER “TO BE FILLED BY ESCORTS".

Remove your copy iaf.r.rer preparing order and maii balance of the pad intact.

Read #Qur Minj Iifl:;nyal On Spares” specia(i‘l.)‘l- the (-.)'rderin_g.Procedures section.

Prices rﬁentioned: .i.ni-._thi_s Stock Order Pad are subject to change without any prior notice and would be

charged prevailing at the time of delivery/despatch.

0y

Part No. for this Stock Order Pad—SPD. [281.000-6-73



TO BE FILLED BY DEALER

FHONE : 211 {10 LINES) - BRAMS: SPAREPARTS From: Code No, S
' Mjs. ) R e — .
%. Address - ' GENQ:NE SPARE PARTS .
o ey sme | STOCK ORDER PAD
E SCO RT S LIMI TED Destination forgoods =~ =~~~ | For the month of .
SPAREPARTS DIVISION : :
19/6. MATHURA ROAD, FARIDABAD (HARYANA) - Order No. Date ~ { ACKNOWLEDGEMENT PAGE
. . _ Value of Back Order_ .~ ) N :
Regd, Office : Escorts House, Roshanara Read, Dethi-110007 Value of Qty Order Sent on - -

Mode of Transport in order. of preference :
{Name of Transport Co. in case of Road)
Banker's Name and Address:

Name of Stores lncharge
Name:
Vital statistics :

Dealer s Authorlsed Signatory
. batée:

Population of Steck of. o Sales of Spare Purchase of Average Purchase
the Product in Spare Parts of :‘::t:'f: gf::; Parts Last Spare Parts of Spare Parts
“ your Area as Product at your. Per Machi Calendar year from Jan. ist per Machine
on__ . . _ cost on ine at Nett Price this year in your area
Escort 37 ' o e B
47w e
27w [C-325_ -
C-328C-335 e e S _
TOTAL - - i _
Actual Retaif Sale (At Neétt Price) (Omit 000)
Jan. Feb. | Mar. Apr. May Jun, JUIR Aug. Sept, Oct Nov, Dec. TOTAL
TO BE FILLED BY ESCORTS
Our comments on this Stock Order Pad are asfollows and you are requested to please go through them carefully. it would
assist you in |mprovmg your Spare Parts business. - -
" MARKS .
Allocated ; Given:
1) This Stock Order Pad recelved by due date. : 15
2} Despatch instructions specific and Bank's Name & Address cemplete in Acknowledgement Page. 5
3}  Vital Statistics filled. : 10
4} Estimated/Actual Retal] Sales filled In or not . . 5
5) Past 6 months sales column filled:in or not about HG%, - 80Y, €0% 409 .209% 0% io
6) ‘In Stock' column filled in or not about 1009, B0% 609% 409, 209, - 0% 10
7}  Back-Order Details filled in or not about : 1009, 80% 60% 409, 209 09, 20
8) Quantity order column properly filled in or not about : 1009, . 807, 609% 409 209 0% 20
9} Order value column filled in or not about ; 100% 80% 0% 40% 20% 0% 5
10} F.Q.R. facility bas been given after taking into consideration our above comments : Total | 100
i} Packing, Cartage, Forwarding : (frem 50 to 69) Yes . No
ii} insurance: (70—89) Yes No
Iii) Freight: (90 & above) - Yes Ne
Other comments if any e e . N _ _ e
ﬁ;;;{;;};ﬁare Parts Rep Value of Order e -
Recd, on__ Anaiysed by __ _ Date ___ Givento Cardex_ To expedite acknow- |
Release Advice No. - _ ___Date Bill No. Date ___| tedgement of the order,
Cardexad __ Picked ____Packed ] copy No. | will be ret. |
Checked _ _ ____Priced - Checkted urned to you with oar
Pkg. & Forw, No. of Cases Filed e comments

ACKNOWLEDGEMENT PAGE — DEALER TO SPD TO DEALER



TO BE FILLED BY DEALER
PHONE : 2711 (10 LINES) GRAMS: SPAREPARTS From: CodeNo., _ o
Mls‘_______ o ~ P S . N
‘% Addrgssﬂi 3 GENUINE SPARE PARTS
iy
City  swmte STOCK ORDER PAD
E s C 0 R T S E, E M l T E D Destination for goods . For the month of eeeveeennnonn.
SPAREPARTS DIVISIQN Order No. Date
19/6. MATHURA ROAD, FARIDABAD (HARYANA) ACKNOWLEDGEMENT PAGE
Yalue of Back Order _ L
Rezd, Office : Escorts House, Roshanara Read, Dalhi-110007 Value of Qty Order Sent on :

Mode of Transport in order of preference:

(Mame of Transport Co. In case of Road) -
Banker's Name and Address :
Name of Stores incharge
Name:
Yital statistics ¢

7;777Dé;ler’s Aut.hariséd Signatory;w_ B
. Date;

Population of Stock of Sales of Spare Purchase of Average Purchase
the Product in Spare Parts of ::;:aig: gf:;: Parts Last Spare Parts of Spare Parts
your Area as Product at your Per Machi Calendar year from jan, Ist per Machine
on__ cost on ine at Nett Price this year in your area
Escortdy? o e . o
47w _ - . . - e—_
27w|C-325 . R - S N _
C-328/C-335 - _ _— B I —
TOTAL [ I _ I _
Actual Retaii Sale (At Nett Price) (Omit 000)
Jan. feb. Mar. Apr. May Jun, Jul. Aug. Sept. Oct. Nov. ' Dec, TOTAL
TO BE FILLED BY ESCORTS
Our comments on this Stock Order Pad are as follows and you are requested te piease go through them carefully, [t would
assist you In improving your Spare Parts business,
MARKS
Aliocated ; Given
i) This Stock Order Pad recelved by due date, 5.
1) Despatch instructions specific and Bank’s NMame & Address complete in Acknowledgement Page. 5
3} Vita) Statistics filled. 10
4) Estimacted/Actual Retail Sales filled in or not 5 :
5) Past 6 months sales column filled-in or not abou 009 80% 609 40% 209% 0% 0
6) ‘in Stock' column filled in or not about 1009, 809, 60% 409 20, 09% i0
7y Back-Order Details filled in or not about : 100%, B80% 60% 40% 209% 09 20 T
8) Quantity order column properly filled in or not about : 1009, 80% 60% 40°% 20% 0% 20 ‘
%) Order value column filled in or not about : 160%, 80% 609 402, 209 0% 5 ;
10) F.O.R. facility has been given after taking into consideration our above comments ; Total | 100 1
iy Packing, Cartage, Forwarding : {from 50 to 69) Yes No
i) tnsurance: (70—89) Yes Neo
lif) Freight: (90 & above) Yes No
Cther comments if any
E;rriz;r!;s of $pare Parts Rep, : VYalue of Order
Recd, on_ Analysed by  Date______ Givento Cardex _ To expedite acknow-
Release Advice No. _Date_ ____ Bill No. . Date ledgentent of the order,
Cardexed Picked Packed copy No. | will be ret-
Checked Priced . .Checked _jurned to you with our
Pkg. & Forw. _ ___No. of Cases _ Filed . comments

ACKNOWLEDGEMENT PAGE — DEALER TO SPD




FILLED BY DEALER

GENUINE SPARE PARTS

STOCK ORDER PAD

for the month of...ccovunvenen.

| ACKNOWLEDGEMENT PAGE

TO BE
PHONE : 2711 {10 LINES) GRAMS: SPAREPARTS From: CodeNeo. 4
Mis.
% Address s ~ e
: City_ . ___State_ o
) E S C 0 R T s ].. l M l T ED Destination for goods o
SPAREPARTS DIVISION
19/6, MATHURA ROAD, FARIDABAD (HARYANA) Order No. Date
_— Yalue of Back Order_ B
Rezd, Office : Escores House, Roshanara Road, Dalhi-1 10007 Value of Quy. Order Sent on :

Mode of Transport in order of preference : L
{Name of Transport Co. in case of Road)
‘Banker's Name and Address:

Name of Stores lncharge;"

L !ﬂété’;ﬂuhdéi«d Si;nawryﬁﬁ_-

ACKNOWLEDGEMENT PAGE — DEALER TO SPD TO FED

Name: o . o — Dates
Vital statistics :
Population of Stock of Sales of Spare Purchase of Average Purchase
the Product in Spare Parts of ?:;:af: gr::: Parts Last Spare Parts of Spare Parts
your Area as Product at your Per Machin Calendar year from jan. Ist per Machine
on___ cost on € at Natt Price this year in your area
Escort 37 o o L
A7Tw _— _
27w [C-325__ — _
C-328/C-335 . e o . _ e
TOTAL _ . _— S - —1- =
Actual Retait Sale (At Nett Price) (Omit 000)
Jan. Feb. Mar. Apr. May Jun, Jul, Aug. Sept. Oct. Nov, Dec TOTAL
TO BE FILLED BY ESCORTS
Our comments oh this Stock Order Pad are as follows and you are requested to please go through them carefully. It would
assist you in improving your Spare Parts business,
MARKS
Allocated ; Given
1} This Stock Order Pad recelved by due date. 15
1) Despatch instructions specific and Bank’s Name & Address complete in Acknowledgement Page. 5
3} Vitai Statistics filled. 10
4) Estimated/Actuval Retail Sales filled in or not [
5} Past 6 months sales column filled-in or not about 1009, B80%, 609 40% 209 09 I
6) ‘In Stock' column filled in or not about 100% 80% 60% 409 209 09 10
7} Back-Order Details filled in or not about : f00% . 80% 60% 40% 209 09 20
8} Quantity order column properly filled in or not about : 100% 809% €0% 40% 20% 09 20
9) Order value column filled in or not about : 1009, B09% €09, 40° 20% 0% [
t0) F.O.R. facility has been given after taking into consideration our above comments : Totat oo -
1} Packing, Cartage, Forwarding : (from 50 to 69) Yes Ne
ii} Insurance: (70-—89) Yes Neo
ti) Freight: (90 & above) Yes No
Other comments ifany_ " e .
. Remalm'k_:-:).f_g;);;‘;_l’:rts Rep. : ] 7 Q;Tue ;f_Ofd;r T
Recd.on_ = Amalysedby = Date_ Givento Cardex —{ To expedite acknow-
Release Advice No. .~~~ Date__ ——__ Bill No.__ __...Date __| tedgement of the order,
Cardexed . Picked ______ Packed o __{ copy No. | will be ret-
Checked Priced _..Checked __ jurned to you with our
Pkg. & Forw,______ No. of Cases Filed _} comments



i ESCOAT 37 ENGINE ESCORTS BILL COPY Bill No. Date _ PABE 1
B ' TO BEE FILLED BY DEALER
- " | GSsD
- . PASTS S1CK ORDER DETANS vae | Figuresttem  parr o aTy. B 0. |Locaniow] SASE [pesp | PRICE | exypnsion
- MONTHS | BACK B. 0, ary, (OFQIY. | oo Lome MODEL NO. NETT
oaree] sTock {5 | m | w1y l S| ™ | oroer | vALGE ORDERED| ORDERED) APPLI RS.
Fraba|a]ole | Nont oy RS. CATION
1=l 7.01.01.0/1 As Reqd. 1.90
| | . _j JointCylinderbiner ____ A } | i
T Il 7.01.01.0/2 As Reqd. ' 3.35
" Joint Cylinder Liner A
1-1 7.01.01,0/3 As Reqd. 4.20
Joint Cylinder Liner A L
12 7.01.02.0 3 133.00
Cylinder Liner A
1-3 7.01.03.1 12 5.80
] Stud . A
o -6 7.01.06,0 4 0.70
_Washer Al
i | 1-8-9 SPD-341.000 I Set 126.00
Main Bearing Set A
}-8-9 SPD-342.010 I Set 134.00
Main Bearlng Set Ist UfS A N A
| 1-8-9 SPD-343-020 1 Set 134.00
Main Bearing Set2nd U/§  5A )
- 1 [ 189 SPD-344.030 I Set 134.00
Main Bearing Set 3rd.U/§ A
[ T 1-8-9 SPD.345.040 i Set 146,00 !
Main Bearing Set 4th UfS A ‘
T1-13 7.00.013.0 g 0.45
Tab Washer AL
I L X R L | 430
: Joint Sump A
T Fe 7oise 1 B
’ Dipstick A 4"?7 i
- - A 7T%0 3 13.50 T
Trust Ring A i
T 1-30 7:01.31.0 i 1.20
Joint A -
T T : 30 7.01.32.0 | 29.00
. . Oil Seal A
~ 134 701.350 ’ 9.20
Qil Pressure pipe A _
23 702030 3 11.50
e ‘ Rocker Cover A i
4+ A4 7.062.04.0 3 1.45
.~ . Joint Rocker Cover ] A
e . 1o - 2-8-9 7.0Z2.08.0/7.02.09.0 6. 4.10
e . Shaft.Valve Rocker A
with Rivet
T1 1 21139 7.02.11.0/7.02.380 & 31.00
. Shaft-Valve with Bush A
TF h - 212 7,02.12.0 6 0.75
Screw Rocker A
N I 13 7.02.13.1 3 14.50
. Support Valve Rocker A ’
- I 2-14 7.02.14.0 '3 - g
Stud ’ A 080
-+ 215 700151 3 1.40
Stud A
SRt : 2T SPDSSAL0060 T T B
Cylinder Head Assy. A 250.00
7 e | .18 7.02,180 3 B 6.30
‘ ' Banjo Bolt Fine thread A
- 7.0%181 5 .30
{ . Banjo Bolt Course thread A |
T-1 N 2-21 SPD-542.000 i Set
AL ] Inlet Valve Set A 28.20
1 vV I I ) 2-22 SPD-543.000 1 Set 39.00
A Exhaust Valve Set A ‘
Ty T ’ ' o 2-27 HDL 100S 1053 3
o . ‘ Nozzle A 33.50
- E— 2-34 7.0233.0 6 (.30
A Packing Collets A
p T 2-36 702350 3 )
S Mozzle Hoilder A 62.70
| -




ESCORT 37 ENGINE - DEALERS BILL CO_PY- "~ Bill Ne. . : Date _ _ PAGE 1

T-O BE FILLED BY DEALER
' BACK ORDER DETAILS " - TY. . 655D _
PEST 6 - oTY D‘chl#‘f Floure-ftem _parr w0, . n?oou B. D, {LOCATION c;gz DESP. | - F:Ef.'.': EXTERSION
MONTHS| _BACK B. 0. Ay o] PART NAME i : ’
stock | 1 [wfmypa|spn| Bn | OO loroere| oroEreD APPLI- . RS,
SALES Flaja|afofop | TuEr Yy RS, CATION : :
1-1 7.01.01.0{] As Reqd. - i [.90 -
Joint Cylinder Liner - A o
1-1 7,01.01.0/2 As Reqd. | . 135
Joint Cylinder Liner Al )
I-1 7.01.01.0/3 As Reqd. i 420
Joint Cylinder Liner - A
1-2 7.0i.02.0 3 £33.00
Cylinder Liner” A
-3 7.01.03.1 12 5.80
Stud A :
1-6 7.01.06.0 T4 - 0.70
Washer A -
1-8-9 SPD-341.000 . I Set 126.00
Main Bearing Set - A .
1-8-9 SPD-342.010 | Set 134.00
Main Bearing Set [st UJS A
-89 SPD-343-020 I Set 134.60
Main Bearing Set2nd UfS  5A
1-8-9 SPD-344.030 1 Set 134,00
. : Main Bearing Set3rd U/§ A . : ) :
4 1-8-9 SPD.345.040 | Set 146.00
: Main Bearing Set 4th UjS A ]
1-13 7.01.13.0 8 0.45
Tab Washer A
i-15a 3.01.15.0 i 4,30
Joint Sump A )
A-24 7.01.25.0 i 4.40
Dipstick A .
1-25 7.01.26.0 3 13.50
Trust Ring A :
1-30 7.01.31.0 B 1.20
Joint A
©1-31 7.01.32.0 ° 1 29.00
‘Qil Seal A )
1-34 7.01.35.0 . 9.20
Oil Pressure pipe A
2.3 7.02.03.0 3 11.90
_Rocker Cover A
2.4 7.02.04.0 3 "1.45
Joint Rocker Cover A
2-8-9 7.02.08.0/7.02.09.0 6 4.10
Shaft-Valve Rocker A
with Rivet
2-11-39 7.02.11.0{7.02.380 6 3100
Shaft-Velve with Bush A o
2-12 7.0212.¢ 6
_ Screw Rocker A 075
2-13 7,02.13,1 3
Support Valve Rocker A 4.50
2-14 7.02.14.0 3 3
Stud . A 0.80
2-15 7.02.15.1 | 3
Stud A 1.40
2- SPD-941.000 I
Cylinder Head Assy. A - 290.00.
218 7.02.18.0 3 6.30
Banjo Bolt Fine thread A )
2 702081 s 6.30
Banjo Bolt Course thread A )
2-21 SPD-542.000 I Set ’
Inlet Valve Set’ A 28.20
2-22 SPD-543.000 I Set 39.00
Exhaust Valve Set A '
2-27 HDL 100§ 1053 3
Nozzle A 3?'50
2-34 7.02.33.0. (1 1.30
Packing Collets A :
2-36 702.350 3 ’
Nozzle Holder A 62.70




'ESCORT 37 ENGINE DEALERS RECORD COPY - gil . Date PAGE 1

TO BE FILLED BY DEALER .

- - g . : GSSD
ohere . BACK ORDER DETAILS vape | Figure-ltem  rarr no. QTY. 5o,  ocaTion CASE oese, ‘;:.ggf ExTERSION
oS i BACK B. 0. orv. |eearv | Lo L MODEL No, e

SALES STOCK I ] M 1 SN ORDER VALUE ORDERED| ORDERED] - ] APPLE 3
Flalspafo]|n | SR il RS. . CATION
1.8 7.01.01.0/1 - As Reqd. | 1.90
Joint Cylinder Liner A :
I-1 7.01.81.0/2 As Reqgd. : 135
Joint Cylinder Liner Al . :
-1 7.01.01.0/3 . As Reqd. 4.20
Joint Cylinder Liner A |- :
1-2 7.01.02.0 3 133.00
Cylinder Liner - A
1-3 7.01.03.1 12 5.80 |-
Stud o A
1-6 7.01.06.0 4 0.70
Washer - A
1-8-9 SPD-341.000 1 Set 126.00
Maln Bearing Set A .
1-8-9 SPD-342.010 1Set 134.00
Main Bearing Set Ist U/S A
I-8-9 SPD-343-020 I Set 134.00
Main Bearing Set2nd UfS 5A _
1.8-9 SPD-344.030 I Set ' 134,00
‘Main Bearlng Set3rd U/S A
1-8-9 S$PD.345.040 I Set ' 144.00
Main Bearing Set 4th UJS A . )
i-13 7.01.13.0 8 - 045
Tab Washer A
1152 3.01.15.0 i 430
Joint Sump A '
1-24. 7.01,25.0 [ " 4.40
Dipstick A
1-25 7.01.26.0 3 13.50
" Trus: Ring A
1-30 7.00.31.0 i 1.20
Joint A . i
1-31 7.01.32.0° ] 29.00 |
Qil Seal A i
1-34 701350 ] 9.20
(_'Jil Pressure pipe A
23 7.02.03,0 3 I1.90
Rocker Cover A
2-4 7.02.04.0 3 1.45
Joint Rocker Cover A
2-8-9 7.02.08.0/7.02.09.0 6 4.10
Shaft-Valve Rocker A
with Rivet
2-11-39 7.0211.0/7.02.38.0 & 31.00
Shaft-Valve with Bush A )
2-12 7,02.12.0 ‘6 0.75
Screw Rocker - - A )
2-13- 7.02,13.) 3 14.50
Support Valve Rocker A ) ;
214 7,02.14.0 3
Stod A 0.80
2-I15 7.02.15.1 3
Stud - A 40
2- SPD-941.000 I 290.00
_ ) Cylinder Head Assy. A 0
- ) 2-18 7.02,18.0 3 6.30
Banjo Bolt Fine thread A
2-  7.02.18.1 5 6.30
Banjo Bolt Coursethread A
2-2{ SPD-542,000 | Set 28 i
" Inlet Valve Set A 20
2-22 SPD-543.000 I Set 39
Exbhaust Valve Set A -00
2-27 HDL 1005 1053 3 33.50
Nozzle A
- 2-34 7.02,33.0 6 1.30
. . ) | Packing Collets A .
o 2-36 702.350 3 6270
Nozzie Holder A




~...And Now you can Confidently say -

I YES, SIR, WE HAVE IT ! I



PLEASE ...
DONT LOSE A CUSTOMER

FOR WANT OF A PART !




Annual Savings :

B-3®

B-4®

B-5®

B-¢ ®

B-7®

STOCK ORDER PAD (Contd.)

Back-Order Processing : Reduced Rs. 12,000
Alongwith the processing of current order, this form enables to process Back-
orders as well. Dealers would get the Back-ordered items earlier than under a
conventional system. Similar columns are provided in Back-order Card (See
Specimen L) kept in Cardex. This unique system reduces the processing costs.

Order Form Simplified Rs. 7,200
Above infermation enables our dealer to place the orders, and, further, he can
find the value of the total order as well. This is done by multiplying the pre-
printed rate into the quantity ordered in the “value of gty. ordered’” column.

Parts Catalogue and Price List .- "Improved Rs. 7,200
It gives the necessary parts catalogue information for the parts included in the
order as well as the net prices at which we bill to our dealers,  This way we do
not have to calculate the discounts on each category of parts being supplied.
Delivery Challan ' : Merged Rs, 16,800
After cardex has released the quantities in the *Despatch’ column, it goes

to the stores and becomes delivery challan on the stores. Therefore,
separaie challans are not prepared. Please See ldea No, B-42,

Packing List Eliminated- Rs. 9,600
The picker picks the parts and indicates by a tick on the respective quantities in

- the "Despatch’™ coloumn; and the packer crosses this tick to indicate that he

B-g &

B-o®

B-10™ The Suggéstion Page

has packed the parts into the cases. So, separate packing list is not prepared.

Best Stock Order Pad Award Improved Rs, 8,800
(Acknowledgement Page) _ )

Information to be filled in the Stock Order Pad is quite voluminous. But
it is to the mutual advantage of the dealer and us. Therefore, to make it
attractive enough for the store-keeper of the dealer, we give awards for the
best filled-in orders. The basis for giving awards is through the mark-sheet
contained therein. This award costs us around Rs. 10,000 per year—but
saves us quite a biton follow up correspondence and gives us the nece-
ssary feed back, Based on these marks, the dealer gets the ‘F.O.R." facility.

Becomes The Bill Improved - Rs. 14,400
When we multiply the parts deSpatched with the net prices we get the
extended amounts part by part in the “Extension” Column. When we
total these, we get the bill amount. This is done on both copies. One
becomes our copy of the bill and the other becomes dealers copy of the
bill. To this is attached covering “letter*’ or “hill"". See Spemmen C

Improved , Rs. 1,200
Dealers are encouraged to give suggesiions to make improvements and

here the award helps a little bit. Participation from them is slow but a
humble beginning has been made.

Me5 in 1 : Stock Order Pad is :—

Rs.

1. Order Form . 4. Delivery Challan and 7
2. Suggested Ordering List 5. Bill,
3. Release Advice and Packing List

1,00,080

Started : 1962




istevs Have Be-
en Burried for

"Ever!
. "h, - AP Ny el
\
My, =~
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Mail Receipt Register has been eliminated. Under the new system, the
inward mail reaches the concerned person almost haif a day earlier and,
therefore, the replies are out that much earlier. No record whatsoever is
kept of inward mail except registered letters, telegrams and parcels. There
has been no cemplaint in this regard for ten years now. 250,000 pieces of
mail are received per year. '

Mail Despatch Register has also been eliminated (five years ago). The
mail goes out one day earlier and, therefore, the replies and monies come in
one day earlier. No, there are no adverse repercussions to-date ! 2,80,000
pieces of mail are sent out per year.

Numbering of mail was eliminated after we eliminated the despatch register.
This not only saves time of the mail room staff but allow the mail to go out
that much faster. Also, record copies can be filed earlier as these do not
have to be sent to the mail room. Inthe reference we have division's initials,
file number and writer's initials along with date ie. FED/101/PKB dated
24-6-1973.



Postage Stamps are not used at all. Instead a franking machine is used.
Further, Rs. 9,99 Roneo Franking Machine is being used since 1968 for
nostage which gives any value of postage upto Rs. 9.99 in one pressing of the
lever. With this machine, mail despatch register or keeping of postage
account is not necessary at all. Prior approval of the auditors is essential.

Registered Letters Journal was introduced which is issued by the Post
Office. An ordinary register was being used to record outgoing registered

letters. Earlier our man would spend many hours at the post office window

to get the receipts of the registered letters. Next day he wou[d give the
receipts as well as the account of the monies he spent. The mail roem
supervisor had to “marry"” the receipts in the register as well as account for
the postage amount. Now, the supervisor merely records the letters in the
journal as he was doing in the register plus figures cut the postage and men-

tions it there. This journal alongwith the letters are sent out tol the post '
office where the original page is kept and the duplicate is stamped. The

amount is adjusted against our deposit. The duplicate in the register Biecomes
our postage account as well. Incidentally, similar facility is available for
telegrams as well i. e, Telegram Fund Account. '

k3

Pre-addressed Envelopes : Bradmar (addressograph machine) p‘rinted‘" gref

addressed envelopes were finally introduced. Earlier, each stenographer/ -
typist was typing his own envelopes. Typing of each envelope costed 10P.

Sometimes 2 or even 3 letters would go to a dealer from the same department.
Typing the same address again and again can be no pleasure for any one.

s

"Of ali the damnable waste of human life, clerking is the worst. FiHy thousand entries a year
that poor wretch makes and not ten of the fifty thousand ever referred to again.'” GEORGE
- BERNARD SHAW. ’

Annual Savings : 20,000

Started : 1963



ROUTING OF CORRESPONDENCE B-12

Before :

All inward and outward mail first went to the General Manager,
Manager, Assistant Manager. This delayed papers going to
the action table even by three days at times.

It was decided that the incoming mail should go directly to the
section incharge who has to take the necessary action.
-Simitarly, cutward mail also goes now directly from the section-
in-charge. The logic is that the officers can see the mail while
heing processed. Paper work is like any production line where
the Production Manager goes daily just to watch the progress
‘than doing the job himself. So.why.not the Paper Managers ?

Statistics, soméone has said. are often usedas a drunkard uses a lamp post — not to light
his way but to support his instability. ' - :

Annual Savings : Rs. 15,000 Started : 1967
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B An automatic reminder system is being followed both for inward and outward
mail. _

o+ And this is done through ordinary lever file having dividers dated 5th, 10th, 15th,
20th, 25th and 30th. This file is kept with the secretary.

s The officer decides on the incoming mail as to when he wants to take action.
The secretary files it according to the date written on the paper. For the
outward mail—the officer decides at the dictation time as to when the reminder
has to go and this is done through an extra copy.

e+ On the reminder day the officer nofes the action on each paper or gives
another date and the secretary takes the required action.

ee Under this system no paper remains “pending” either with the officer or
secretary but only in the file. The person concerned is thus able to take
timely action, '

Letters :  Inside address consists of name and station of the party. "Block” typing is used—

everylhing starts from the left hand side which saves {ypists time. All correspondence
including bills, circulars etc. have a reference starting with the initials of the division
i.e. FED. In closing we write ''Genuinely yours™ which has a special meaning in Spare
Parts business i.e. Genuine Spare Paris.

Aonuai Savings : Rs. 7,500

Started : 1969 -
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All work  done.
Why don't we go
1o a picture?

Il

)
%

THE AUDITOR

l

We find binding of records is a simple but a very useful idea. Records stay
permanently in their seriality, stay fresh longer, can’t be removed, and are easy
to be referred to, and well preserved.

. For instance, at one year closing—our auditors found that a particular bill was

missing. It took 3 people hailf a day to find it ! We decided there and then to
start the binding of records which require reference at a later date,

We get the following bound :

Bills, Cash Memos, Debit and Credit Notes, Internal Bills, Receipt Reports,
Despatch Advices, Purchase Orders, Bills received, Vouchers efc. As soon
as they are 100—we get them bound.

A binder cames to us every Ist and 3rd Monday and charges us Rs. 1.50

per book.

There was no resistence. Our accounts peopie were very happy and fora

- change, smiled at the expense !

No time is lost in hunting for the missing documenfs and reference {o the
documents is very quick. Time is saved as no repairs fo documents are
required which may be necessary if documents are lying loose. And our old
records look like a library. : -

Filing Important Documents is done in transparant PVC pockeis which can
hold 10 to 15 sheets and 20 such pockets bound in a file. Inserting and
removing papers is very convenient. An additional precautionery measure is
"the use of edge binding machine (generally used in the drawing offices) which
runs a tape on all the sides of the important documents. Licences is a very
good exampie which can be 'filed"’ under this expensive manner. Another
sysfem is "SKIN Packaging'' though this does not have the advantage of
inserting and removing the papers.

Fitling Cabinets were thrown out in 1968! It is more convenient and eco-
nomical to use lever files and keep them in conventional sfeel racks—10'
high—Godrej type. Top two shelves are earmarked for the files which are
referred to very cccasionally.

Annual Savings : Rs. 5,000

Started : 1968



b

Annual Savings : Rs. 7,508

RECORDS DESTRUCTION

AH

At the end of the year, records not required, (according to our auditor's
approved list in regard to retention of documents), are destroyed. This
annual house cleaning has made reference a very easy job., . Butit can be a
continuous process ioo.

Retention life of documents was determined in consultation with Company
Central Accounts, Auditors and the Legal Department. All documents are
now stored in accordance with this plan.

Initially, there were objections and fears in the minds of the people and they
had "in case’ fears. When specifically asked for instances, there was no
answer. To provide adequate checks, items to be destroyed are listed in
a register. A manager initials such entries before records can be destroyed,

The retained records are kept as if it is a library. And, then, there is savings
in office storage space,

. OVERHEAD (1) BEFORE BURNING
. S THESE PAPERS,
. : : LET ME

. o MAKE SURE

. o THEY'RE IN

. ALPHABETICAL ORDER
*

L I L B B N B B N B I I IR R R N R N

Staftgd 1 1969



‘Annuat Savings : Rs. 7,500

PRE-PUNCHING

Good Lord |

They have
prepunching

We pre-punch all our forms and other papers except Letter Heads tight at the
printing stage, thus eliminating the punching operation done at filing stage at our
as well as our dealer's end. It amounts to almost 1,00,00,000 punches per year !

: -We were able to free the filing assistant from the drudgery of punching papers.
This enabled him to keep his filing uptodate.

Dr. Robert Sobel, Associate Professor of History at Hofstra University, says that the British
created a civil service job in 1803 calling for a man to stand on the cliffs of Dover wilh a
spygiass. He was supposed to ring a bell if he saw Napoleon coming. The job was only
abolished in 1945."

- Started : 1968




Annual Savings :

“Honour System" in stationery is used. Any staff member can help himself
with whatever he requires of the stationery item. No record is, therefore, kept
of the issues. This system has been working quite satisfactorily. Every one
is happy about it. No, no pilferage ! Only gain of goodwill !

We used to ask for stubs of oid pencils. -Accidently we came to know that
some smari persons on receipt of new pencils would break them and return
the stubs for more new pencils !

Personally we believe that efforts to save in this area backfires.

Rs. 5,000
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BUSINESS FORMS _ -

e+ Please refer to attached Bill and Rush/Supple- -,
mentary Order Forms. The forms bring out the

following and this applies to every other form : -

1. - Standard size of 117 % 8}

2. Pre-punched -

3. Colour Scheme -

1. White as Party's copy H

2. Yellow as Record copy -

3. Pink as Accounts copy and -

4. Green as Miscellaneous -

4, Name and address details in the ieft hand h

corner. “To" or “From’ and the reference h

details in the middle. Name, number and o

date of document in the right hand corner. | -

5. Forms are pfinted vertically and very rarely horizontally. N

6. Form to be filled by hand are duly lined (Specimen C) and those that are to ~

he typed are not lined at all (Specimen B). Spacing and line arrangement ' —

is such that the typist does not have to re-align. . -~

7. The forms start right from the top—so that conventional o space is not -

‘wasted. : i -

8. Forms are received from the printers in the pad form—25 sets in each pad. r;

ee [n addition, the following has been done :(— :

.1} There is one continuation sheet for all the fofms. : ) ~

- 2) The numbered forms are in pad form instead of in a book form. This o

way the record copy—yellow one—goes to a lever file and as soon as B

these are hundred—they are bound in a hook, Earlier in the book -

system~-the "'used’’ books took more space and looked ugly. -

3) Two size of letter heads 11" x 8% and 54" % 8}" thus using one size of -

- envelope. . R

4) There were separate order forms for each Product. Separate for . -

Rush and Suppiementary.” And again, 4 copies if prepared by the -~

dealer and 4 copies if the office prepared. All these (12) were merged _ T~

into one—S5pecimen C. -

5) There was separate form for debit note (black ink) and credit -

note (red ink). It became Debit/Credit Note and size increased to ™

the standard size of 11" x 8}, -



;o TIWTRE « &011 LV RIS LA) AN - SFARLZIFARIOS i . B l L L

_ T0: g ' ' :
% ' ' No.: SPD/

N ) . DATE
ESCORTS LIMITED ' j
SPAREPARTS DIVISION ) -
19/6,. M ATHURA ROAD YOUR REFERENCE:
FARIDABAD (HARYANA) . LS.T.No. GRG-HII-7269 |
. 6gd. OF. : Escorts House, Roshanara Road, Delhi-110007 | OUR REFERENCE: _ C.5.7. No. GRG-CST-3798
Cariers : From: FARIDARAD. . To:
_RIR No. & Date : Pkgs. ' Freight Rs. : To Pay/Paid. Weight :
Insured with : M/S. NEW {NDIA ASSURANCE CO. LTD. Decl. No. & Date : CST No :
- Connaught House, Connaught Place, New Dalhi. Open Policy No.: 253100139
PAYMENT : 0 DIRECT [] DOCUMENTS THROUGH BANK [] CHEQUE ATTACHED RE_GISTER_ED
- The Manager,
Wae take pleasure in enclosing herewith the above documents which may please he dehvered to the above referred party against payment men-
t:oned below i.e. Total amount payable on the foHowing terms and conditions :— -
1. (bzallehct Form *'C’ duly completed in all respect or alternatively 7% additional Sales-Tax on the Net amount of Bill {i.e. ltem Ne. I} should
e -charged.
2. ¥ documants are not retired IMMEDIATELY when presented please collect interest at 12% p.a.
3. . Your collection and remittance charges are to be borne by the.drawees.
4. Payment should be sent by Non-Negotiable Dendand Draft or-Bankers Cheque payable at NEW DELHI in the name of “Escorts Limited,
Spareparts Division.” and to be sent to Farm Equipmenf Division, 18/4, Mathura Road, Faridabad (Haryana).
Please ask for our further ingtructions If the Bill is not paid within 10.days from the date of presentation. :
PART NO. QTYyY. “RATE EXTENSION PART NO. QTY. RATE ) EXTENSION
SPECIMEN B’
. \
DESCRI1PTI1I ON AMOUNT
1. Spareparts supplied as per list attached with Dealer's copy of Bill" includes | Ietter to the bank .
2. Add 3% Central Sales Tax . . Becomes covering letter to the copy of th_e-
‘ ' Processed Order and, therefore, this
3. Add 19 Forwarding Charges becomes .BILL : '
4. Labour Charges . . . Format similar to other forms.
5. Freight/Postage
6. Add lnsurance
TOTAL AMOUNT PAYABLE - } Rs.
E. & 0. E. In case where Bilis are sent directly, please forward to us immediately For ESCORTS L-IM'ITED
o . Declaration Form ‘C'f*D" in duplicate, if applicable, duly completed in support Spareparts Division
Prepared By : . of this BILL ‘as required under the Central Sales-Tax Act. Should you
fail to submit this Declaration Form within 30 days of the date of this bill,
Checked By : . you witl be charged additional Tax involved without any reference to you.

DON'T LOSE' A CUSTOMER FOR WANT OF A PART

Form No.SPD-B-1.g-73 - BKNKIPKRTY’S corvy Authorised Signatory
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ES RTS LIMITED
SPAREPARTS DIVISION
19/6, MATHURA ROAD

FARIDASBAD
egd. Off, : Escorts House, Roshanara Road, Dethi-£10007

|

4 TO:

YOUR REFERENCE

OUR REFERENCE:

BI L L
Ng. : SPD/

DATE

L.S.T. No. GRG-III-7269
C.5.T. No. GRG-CST-3790

"~ Carriers :

" RIR No. & Date :.

Insured with : M/S. NEW INDIA ASSURANCE CO. LTD.
Connaught House, Connaught Place, New Delhi.

Pkgs.

From: FARIDABAD : To:

Freight Rs. : .

Decl. No. & Date

To PayfPaid. Weight:
CST No : '

Open Policy No.: 263100139

PAYME_NT: O DIRECT ([0 DOCUMENTS THROUGH BANK [J CHEQUE ATTACHED| REGISTERED

The Manager,

3 =

"Woe take pleasure in enclosing herewith the above documents which mair please be delivered to the above referrad party against payment men-
tioned below i.e. Total amount payable on the foHowing terms and conditions :—

1. Collect Form 'C’' duly completed in all respect or alternatively 7% additional Sales-Tax on the Net amount of Bill (i.e. em No. 1) should

be charged.

2. |f documents are not retired IMMEDIATELY when presented please collect interest at 129 p.a.
8. Your collection and remittance charges are to be borne by the drawees.

4. Payment should be sent by Non-Negotiable Demand Draft or Bankers Cheque payable at NEW DELH{ in the namé of “Escorts Limited, .
Spareparts Division.” and to be sent to Farm Equipmenf Division, 18/4, Mathura Road, Faridabad (Haryana).

Please ask for our further instructions if the Bill is not pald within 10 days from the date of presentation.

PART NO. QTY.

RATE

PART NO. - Qry.

EXTENSION RATE EXTENSION
SPECIMIEN ‘B’
. M
DESCRIPTION erged AMOUNT

1. Spareparts supplied as per list attached with Dealer’s copy of Bill’

2. Add 3% Central Sales Tax
. Add 1% Forwarding Charges
Labour Charges

. Fréig ht/Postage

I~ TS P

. Add Insurance

TOTAL AMOUNT PAYABLE

E.&O0.E
Prepared By :

' Checked By :

In case where Bills are sent directly, please forward to us immediately
Declaration Form ‘C*{'D’ in duplicate, if applicabie, duly completed in support
of this BILL as required under the Central Sales-Tax Act. Should you
fail to submit this Declaration Form within 30 days of the date of this bill,
you will be charged additional Tax involved without any reference to you.

Includes letter to the bank

-‘Becomes covering letter to the copy of the

Processed Order and, therefore, this
becomes BILL '

Format similar {o other forms.

Rs.

For ESCORTS LIMITED
Spareparts Division

 DON'T LOSE A CUSTOMER FOR WANT OF A PART  °

Form No. SPD«B-1-9-73

PERTY'S COPY

Authorised Signatory
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TO: i . - .
% . ' ‘ No.: SPD/

DATE
ESCORTS LIMITED
SPAREPARTS DIVISION )
1876, MATHURA ROATD YOUR REFERENCE:
FARIDABAD {HARYANA) LS.T. No. GRG-III-71269
“sgd. Off, : Escorts House, Roshanara Road, Delhi-110007 OUR REFERENCE: - C.5.T. No. GRG—CST-379Q
Carriers : From : FARIDABAD To:
RIR No. & Date : : Pkygs. Freight Rs. : ~ To Pay/Paid. Weight:
lnsured with : M/5. NEW INDIA ASSURANCE CO. LTD.  Decl. No. & Date : CST No :
Con‘naught House, Connaught Place, New Delhi. Open Policy No.: 253100139
PAYMENT : [ DIRECT E] DOCUMENTS THROUGH BANK [ CHEQUE ATTACHED REGISTERED_
The Manager.
Wa take pleasure in enclosing herewith the above documents which may please be delivered to the above referred party against payment men~
tioned below i.e. Total amount payable on the following terms and conditions :—
1., gollti::t Fo:;sm 'C* duly completed in all respect or alternatively 7% additional Sales-Tax on the Net amount of Bill {i.e. ltem No. |} should
e charge
2. If documents are not retired IMMEDIATELY when presented please co[lect interest at 12% EN
3. Your collection and remlttance charges are to be borne by the drawees.
4. Payment should be sent by Non-Negot:abIe Demand Draft or Bankers Cheque payable at NEW DELHI! in the name of "“Escorts lented,
Spareparts Division.” and to be sent to Farm Equipmenf Division, 18/4, Mathura Road, Faridabad (Haryana).
Please ask for our further instructions if the Bill is not paid within 10 days from the date of presentation.
PART NO. QTY. - RATE EXTENSION PART NO. QTY. ' RATE ' EXTENSION
SPECIMEN ‘B’
. Merged
DESCRIPTION - AMOUNT
s . . . . - Includes letter to the bank
1. . Spareparts supplied as per list attached with Dealer’s copy of Bill ‘ ) : .
2. Add 3% Central Sales Tax : R Becomes covering lefter to the copy of trfe
; ) Processed Order and, therefore, this
3. Add 1% Forwarding Charges _ becomes BILL : '
4. Labour Charges . . Format similar to other forms.
5. Freight/Postage '
6. Add Insurance .
TOTAL AMOUNT PAYABLE : ' Rs.
) /
E.&O.E ~ In case where Bilis are sent directly, please forward to us immediately For ESCORTS LIMITED
"~ Declaration Form ‘C’{'D" in duplicate, if applicable, duly completed in support Spareparts Division
Prepared By : of this BILL as required under the Ceniral Sales-Tax Act. Should you o
fail to submit this Declaration Form within 30 days of the date of this bill,
Checked By : . you will be charged additional Tax involved without any reference to you.

DON'T LOSE A CUSTOMER FOR WANT OF A PART

Form No. 5PD-B-{-0-73 ' PARTY'S COPY . Authorised Signatow
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TO:
% No. : SPD/

i DATE

ESCORTS LIMITED

SPAREPARTS DPIVISION

19/8, MATHURA ROAD YOUR REFERENCE :

FARIDABAD (HARYANA) LS.T.No. GRG-II-7269
Regd. Of. : Escarts House, Roshanara Road, Delhi-110007 ]| O U R REFERENCE : C.5.T. No. GRG-CST-3790

Carriers : From : FARIDABAD To:
. RIR No. & Date : Pkgs. , Freight Rs. : To Pay/Paid. Weight:

Insured with : M/S. NEW INDIA ASSURANCE CO. LTD. Decl. No. & Date CST No :

Connaught House, Connaught Place, New Delhi. Open Policy No.: 253106139

PAYMENT : EI DIRECT [J DOCUMENTS THROUGH BANK [] CHEQUE ATTACHED] REGISTERED

The Manager,

We take pleasure in enclosing herewith the above documents which may please be delivered to the above referred party against payment men-
tioned below i.e. Total amount payable on the following terms and conditions :—

1. Eollehct Foa;im 'C’ duly completed in all respect or alternatively 7%, additional Sales-Tax on the Net amount of Bill {i.e. tem No. 1) should
e charged.

2. If documents are not retired IMMEDIATELY when presented please collect interest at 129%, p.a.
8. Your collection and remittance charges are to be borne by the drawees.

4. Payment should be sent by Non-Negotiable Demand Draft or Bankers Cheque payable at NEW DELH{ in the name of “Escorts Limited,
Spareparts Division.” and fo be sent to Farm Equipmenf Divigion, 18/4, Mathura Road, Faridabad (Haryana).

Please ask for our further instructions if the Bill is not paid within 10 days from the date of presentation.

PART NO. QTy. RATE EXTENSION PART NO. QTY. RATE EXTENSION

SPECIMEN B’

DESCRIPTI1ON Merged  AMOUNT
1. Spareparts supplied as per list attached with Dealer’s copy of Bill - Includes letter to the bank
2. Add 3% Central Sales Tax . . Becomes covering letter to the copy of the
Processed Order and, therefore, this
3. Add19% Forwarding Charges ’ becomes BILL
4, Labour Charges

.-« Format similar to other forms.
5. Freight/Postage

6. Add insurance

TOTAL AMOUNT PAYABLE " Rs.

E.&40.E In case where Bills are sent directly, please forwardto us immediately For ESCORTS LIMITED
Declaration Form *C'/'D’ in duplicaté, if applicable, duly completed in support Spareparts Division
Prepared By : of this BILL as required under the Central Sales-Tax Act. Should you
fail to submit this Declaration Form within 30 days of the date of this bill,
Checked By : you will be charged additional Tax involved without any reference to you.

] DON'T LOSE A CUSTOMER FOR WANT OF A PART
Form No. SPL»B-1-9-73 ’ RECORD COPY Authorised Signatory
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I SPAREPA vistoN. | e
19/6, M A ROAD. YOUR: REFERENCE : :

“FARIDABAD (HARYANA)_ , _ LS.TNe.,GRG-III- Y

“megd. Off. ¢ : Escorts House. Roshanara Road Dalhn-ﬁootﬁ'. |OUR:. .REFERENC_E : X _ ‘C. S. T No. GRG—CST 3790
Carriers: From :* FARIDABAD S To: T
_ RIR No.&Date : - _ o Pkgs Frelght Rs.: . To Pay/Paid. Weights

- Insured with 1 M/S: NEW INDIA ASSURANCE CO. LTD. .Decl. No. & Date e : CSTNo : B
; Connaught House, Connaught Place, New Delhs. . Open Poilcy No 253100139 ‘ PR
" ' PAYMENT O DIRECT o oocumeu'rs THROUGH BANK g cueoue ATTACHED R-EGISTEER D-
-'The Manager, - L ) ,;
) . N i :
~ . We take pleasure in enclosing herewith’ the above documeénts which- may piease be dehvered te the above referred party agamst payment m

tloned below i.e. Total amount payable on the followmg terms and conditions 1~ -

be charged.

" 1. Collect Form “C’ duly completed in a[l respect or altematwely % addltmnal Sa[es-‘l‘ax on the Net amount of Blll _(|.e; ltem No. i

2 i documents. aré not retired IMHEDIA‘I‘ELY when presented please co!lect mterest at 12% pa.
3. Your coEIectlon and remlttance charges are to be- bome by the drawees.r - =
4, Payment should be sent by Non-Negotiable Demand Draft or Bankers' Cheque payable at NEW DELHI in the name of "Escorts leited.

Spareparts Division.” and to be sent to Farm. Equipmenf Division, 18/4, Mathura Road, Farldabad (Haryana)

Please askfor our further mstrucflons if the Bill is. not paid: within 10 days from the date of presentatlon. b

- QTY.

PART NO- QTY. ©  RATE EXTENSION 'PA-RT'N_O‘.' RATE . EXTENSION
: - SPECIMEN ‘B’
= o o ) Mefged — P
5 DESCRIPT 10 N AMOUNT
- includes Ietter to the bankﬂ/ '
1. Spareparts supplied as per list attached thh Dea!er s copy of Bl!i - o

2. Add 3% Central Sales Tax . =
3. Add19 Forwarding Charges
4, : La'.ibour Charges . | |
5. FreigfﬁflPostage o 7 <
6. _-Add Insurance |
' TOTAL AMOUNT PAYABLE
"~ E&O.E.

Prepared By : -

' Checked'By_:- _

Form No. SPD-B-1-9-13

; In case where Bills are sent directly, please forward to. us immediately

- PRI Declaration Form 'C'/'D" in.duplicate, if applicablé, duly completéd in-support

' * 7+ of this BILL as required undér the Central Sales-Tax Act.

*_fall to submit this Declaration Form within 30 days of the date of - this bill,
: you wnli be charged addltlonal Tax mvo[ved wuthout any reference 0 you.

DON'T Lose A’ CUSTOMER FOR WANT OF A PART
s Accon‘n'rs_cory 3 :

'Becomes covermg letter to the capy of the
Processed. Order and,

therefo_re t,.h,',s

becomes BILL

-Format samllar to other forms. .

Rs.._

For ESCORTS LIMITED
Spateparts Division. -
Should you areparts Division:

" bt Signitors
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- TO:
% ) . No.: SPD/
DATE
ESCORTS LIMITED '
SPAREPARTS DIVISION
‘18178, M ATHURA ROAD YOUR REFERENCE:
FARIDABAD (HARYANA) LS.T. No. GRG-III-7269
Segd. Off. : Escorts House, Roshanara Road, Delhi~110007 | OUR REFERENCE : : C.5.T. No. GRG-CST-2790
Carriers : From: FARIDABAD To:
R/R No. & Date : Pkgs. : Freight Rs. : To Pay/Paid. Weight:
Insured with :  M/S. NEW INDIA ASSURANCE CO. LTD. Decl. No. & Date CST No :
Connaught House, Connaught Place, New Delhi. Cpen Policy No,: 253100139
PAYMENT : ) DIRECT [] DOCUMENTS THROUGH BANK (] CHEQUE ATTACHED| REGISTERED
The Manager,
We take pleasure in enclosing herewith the above documents which may please be delivered to the above referred party against payment men-
tioned below i.e. Total amount payable on the foHowing terms and conditions :—
1. Eollect Form ‘C” duly completed in all respect or aiternatively 7% additional Sales-Tax on the Net amount of Bill (i.e. [tem No. 1) should
e charged.
2. 'If documents are not retired IMMEDIATELY when presented please collect interest at 12% p.a.
Your collection and remittance chiarges are to be borne by the drawees.
Payment should be sent by Non-Negotiable Demand Draft or Bankers Cheque payable at NEW DELH! in the pame of “Escorts Limifed,
Spareparts Division.” and to be sent to Farm Equipmenf Division, 18f4, Mathura Road, Faridabad {Haryana).
Please ask for our further instructions if the Bill is not paid within 10 days from the date of presentation.
PART NO. QTY. RATE EXTENSION ) PART NO. QTY. RATE EXTENSION
SPECIMEN B’
DESCRIPTION Merged  AMOUNT.
1. Spareparts supplied as per list attached with Dealer's copy of Bill- Inclydes letter to the bank
2. Add 3% Central Sales Tax * . . Becomes covering letter to the copy of the
' ) Processed Order and, therefore, this
3. Add 1% Forwarding Charges becomes BILL
4. Labour Charges . . Format similar to other forms.
5. Freight/Postage
6.  Add Insurance _
TOTAL AMOUNT PAYABLE Rs.
E. & O.E. In case where Bills are sent directly, please forward to us immediately For ESCORTS LIMITED
Declaration Form ‘C'{'D” in duplicate, if applicabie, duly completed in support Spareparts Division
Prepared By : of this BILL as required under the Central Sales-Tax Act. Should you -
fail to submit this Deciaration Form within 30 days of the date of this bill,
Checked By : you will be charged additional Tax involved without any reference to you,

DON'T LOSE A CUSTOMER FOR WANT OF A PART

Form No, SPD-B-1-0-73 T AXATION COPY Authorised Signatory



Phone : 2711 {10 Linas) Grams: SPAREPARTS From: Code No. : Rusnlsupﬁjuﬂn"nv oRBEn 1
M/s. _ 1
e Address
TiF
. : (Mention above type of the equipment
ESCORTS LIMITED °| Destinationforgoods for which SPAREPARTS are required.)
SPAREPARTS DIVISION Order No. Date
18/6, MATHURA ROAD, FARIDABAD (HARYANA)
Regd. Office : Escorta House, Roshanara Road, Dethl-110007
Mode of Transport in Order of Preference
(Name of Transport Co. in case of Road)
Banker's Name and Address
Dealer's Authorised Signatory, Name ] Date
FOR ESCORTS USE ONLY 0N Dat TO EXPEDITE ACKNOWLEDGEMENT
Relea . i . & :
se Advice No Date Bill No € OF THE ORDER, COPY NO. 3 WILL BE
Cardexad Picked Packed RETURNED INDICATING PARTS BEING
Checked Priced Checked -
Pkg. & Forw. No. of Cases Filed DESPATCHED.
TO BE FILLED BY DEALER ' ) TO BE FILLED BY ESCORTS
s Ko ”,’,}g,ﬂ _s . BACK ORDER DETAILS arv. o\;ﬁé.gf' Figure-iltem PART NG, QTY. . ;ER{%
o |sroex| slmfmlals]n 0?%* = fu'a OREDDER- ORDER-| PART NAME :‘gfj'_' B-9.| Tion | W0, [PESP.| RETal | EXTENSION
SALES Fla[Jd])A19]2 ToraL| =s. RS, CATION .

SPECIMEN ‘C’

do

—i—Copy No—3
acknTwled yement of the order.

s Deal+r gets it egrlier and as well comes to
know: whatl | ied.

. .| Becomes BILL.|

ESCORTS BILL COPY
Form No, SPD.$202.009.10.73



M/s.
Address

Phone : 2711 {10 Lines) Grams : SPAREPARTS From: ' .- Code No. : RUSHISHPPLEHEHTARY nnDER 2

‘)
ER
Iy

gal
Y

o
£
%

(Mentidn above typé of the equipment

ESCORTS LIMITED | Destinationforgoods | for which SPAREPARTS are required.)

SPAREPARTS DIVISION Order No. Date___. .
19/6, MATHURA ROAD, FARIDABAD {HARYANA)
2egd, Offica: Escorts House, Roshanara Road, Dalhi-110007 -
Mode of Transport in Order of Preference
{Name of Transport Co. in case of Road)
" Banker's Name and Address
Dealer's Authorised Signatory - Name i Date
;°R ESAC?FTSN USE ONLY 5 Bl & : Dat TO EXPEDITE ACKNOWLEDGEMENT
‘No. . a Bl 7
. Refease Advice No ate___ wRe € : OF THE ORDER, COPY NO. 3 WILL BE
Cardexed Picked Packed RETURNED INDICATING PARTS BEING
Checked____ Priced ' Checked T N R IN
Pkg. & Forw. No. of Cases Filed DESPATCHED. .
’ TO BE FILLED BY DEALER TO BE FILLED BY ESCORTS
BACK ORDER DETAILS value ] Figure-ltem  ParT NO, QTY. . .
R P“:g'r“'s it BACK B.O. og;;k. %';SE;’.' PART NAME MODEL [ 8.0, ':Folgﬁ,' c:gs DESP, Eg}:ﬁ? EXTENSION
o (ST LMY 25| D [omoEr | vALE | eD ED APPLI- : Al :
ALES Abd TOTAL| RS RS. _ CATION -

SPECIMEN ‘C’

- «| CopyiNo. 3is rgturned -to- the dealer as
ackndwledgemer]t of the order.

. .| Dealer get it_eaﬁier and as well comes to
know|what|is being supplied.

. .| Becomes BILL.

DEALER’'S BILL COPY

Form No. SPD.1202.000.10.73



Phone : 211 (10 Lines) Grams: SPAREPARTS From: ' Code No,
M/s.

s,
%
=
o

Addre_ss

Rl
TS

&
3

ESCORT S LIMITED - Destination for goods

RUSH/SUPPLEMENTARY ORDER 3

(Mention above type of tﬁe aquipment
for which SPAREPARTS are required.)

SPAREPARTS DIVISION Order No. Date
19/6, MATHURA ROAD, FARIDABAD (HARYANA} | -

: Regd. Offico : Escorts House, Roshanara Road, Defhi-110007

Mode of Transport in Order of i?refelfence

(Name of Transport Co. in case of Road)

. Banker's Name and Address

Dealer's Authorised Signatory . Name

Date

FOR ESCORTS USE ONLY

Acknowledgement of Your Order
We are returning you this copy of your order

Release Advice No. Date Bill No. Da_te . igdicaﬁng H,ed par:s be[ngl SUDDIti'ed fo {og :‘i‘d
R e unsupplied parts may please be included in
Cardexed : Picked Packed your next stock arder/are being arranged___
Checked Priced_ Checked Kardexed by ?,iftz
Pkg. & Forw. No. of Cases Filed For Spareparts Division
TO BE FILLED BY DEALER TO BE FILLED BY ESCORTS
BACK ORDER DETAILS VALUE | Figure-lfem  PpaRT NO, QTY,.
S.NO FAST S QTY. [OF QTY, < | woca- |casE ;Eﬁ?
- MON-~ IN Back | B.0. [ORDER-|ORDER-} PART NAME MODEL |B.0.| TioN | no. [PESP:| werap | EXTENSION
s, (SToex g mi S N opper | vALUE | ED ED APPLI- - RS
SALES FilalJla)o ToTaL | RS. RS, CATION -

- - . SPECIMEN C"

ackngwledgemert of the order.

know|whaft|is be|ng supplied.

. .| Becomes BILL.

. +| Copy No. 3 is rpturned to the dealer as

« +| Dealgr getr it eaylier and as well comes to

DEALER'S ACKNOWLEDGEMENT COPY
Form No, SPD.1202.000.10.73 & :



-

"Phone : 271 (10 Lines) Grams: SPAREPARTS | From: Code No. _ RUSH/SUPPLEMENTARY ORDER 4
M/s, . ' | o _
e Address
s
‘ ' {Mention above fype of the equipiment .
ESCORTS LIMITED [ Destinationforgoods for which SPAREPARTS are required.)
SPAREPARTS DIVISION Order No. -Date -
19/6, MATHURA ROAD, FARIDABAD (HARYANA)
. ' R6gd. Office : Escorts House, Roshanara Road, Delhl-140007
Mode of Transport in Order of Preference
(Name of Transport Co. in case of Road)
Banker's Name and Address
Dealer's Authorised Signatory Name Date
FOR ESCORTS USE ONLY | TO EXPEDITE. ACKNOWLEDGEMENT
Release Advice No. Date Bill No. Date OF THE ORDER, COPY NO. 3 WII'..L BE
Cardexed Picked__- Packed . ! i .
Checked Priced. Checked RETURNED INDICATING PARTS BE]NG
Pkg. & Forw, No. of Cases Filed DESPATCHED.
TO BE FILLED BY DEALER TO BE FILLED BY ESCORTS
BACK ORDER DETAILS VALUE | Figure-ltem  parT NO, QTY. CE
s.h0. | faon- IN 0. |onDER-|Oroen: T NAME MODEL | B.0, | LOCA= |CASE b NETT) EXTENSION
THS  |sTOCK| J|m|mM| 3 {s(n]3ch  B.O ORDER-JORDER-| PART MODEL 5% mon | wo. "} RETAIL !
SALES FEA[JI]A|OIP |TotaL| ws. RS, CATICN -
SPECIMEN 'C’

.« Copy No. 8 is

acknowledpement of the order.

Deal

know what is bejng supplied.

.| Becomes BILL.

turned to the dealer as

r gets it edrlier and as well comes to

Form No. SPD.1262.000.10.73

DEALER'S. RECORD COPY
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8) There was separate order form for the orders to be placed in India and
another form for the orders to be placed on foreign suppliers. These
were merged.

7) Gate Passes were of small odd size 6 % 4" in book form—these were
standardised to 117 < 83" sheets—4 to one page.

8) Preprinted Telegram Forms-—typist has not to type “Not fo be
telegraphedicabied :

ESCORTS LIMITED,

Farm Equipment Division,
18/4, Mathura Road,
Faridabad-121002 (Haryana)
Ref: FED/

Date :

-

GOVERNMENT FORMS B g

Annual Savmgs

We found that it is cheaper to get the Government forms printed instead of
taking them from the quernment agencies. It is then possible to include
Company's name and address,  certificates and declarations and any other
repetitive permanent nature of information. These points have been well
iHustrated by Specimens D, E & F which are : ' : ‘

1. Registered Acknowledgement Due (Specimen D) (|ssued by the Post &'
Telegraph Department). :

2, Forwarding Note for General Merchandise (Specimen E) (issued by the
Railways)

3. Bill Form (with certificates printed on the reverse) (Specimen F) (issued
by the Directorate General Supplies & Disposals office). '

This way forms are always available and even though there is an initial
expenditure on printing and paper, it saves a lot of botheration and expenses
while processing. And, also this is a small way in which we can heip the
. Government!

Rs. 25,000



Annual Savings : Rs. 5,000 (plus good house keeping)

Vi

LR J

Uncluttered tables are the order of the day. This is done by having well
designed iable drawers. Top drawer contains only pending papers (papers
to be filed are kept in the place meant for if), the second drawer is for
supporting documents such as parts catalogues, price lists and our reference
articles and the third drawer for personal belongings. On the side runner—
registers and lever files etc. are kept.

To us clean table means the occupant is an efficient one and not that he
does not have enough weork.

At regular interval we check the tables and “dry clean' the contents. Surpris-
ingly, every one wants to keep "his copy''—"in case"—he may need it, failing
to realise that the office copy duly bound is lying only 20 feet away !

People have tendency to ‘“collect’” papers like old women collect things—
probably to keep themselves busy and occupied, '

Once we heiped a Zonal Manager to “dry clean'” his cabin—out of 53,000
sheets (including reports, books, statements)—30,000 were ohsglete; 10,000
were available with others and only 10,000 he wanted fo keep! Took us 2
hours to do the job. Later he told us that in addition to surplus space—he
could find things in half the time !

~ Started : 1969




Annual Sa

HAVE DIGNITY OF LABOUR ...
.. YOUR STAFF WILL LOVE YOU FOR IT !

There are hardly any peons now.

In 1967, the division was moved to new offices in Faridabad from Delhi.
Serving of tea, water etc., is done by the canteen, collection and pick up of
mail by the mail-room assistant; and departmental collection and distribution
of mail is done by the secretaries. This system encourages the Managers
and other supervisory staff to walk over to the next man and sometimes solve
a prohlem! '

‘No, no problems !

The peons have not been missed. (The earlier peons were absorbed and
not thrown out),

Conventionally, pecns stand around and become more of obstruction—sbread
rumeours and encourage gossip—because they are idle most of the time.

Electrical Switch Off System: In addition to individual switches for lights, fans and air
conditioners etc.—there Is one master swilch. By switching off at the end of the day saving is

achieved in electricity bill as well as building fire prevention into cur system without spending very
much extra |

vings : Rs. 5,000

Started : 1967




No covering. -
letter , Hhanke!

Generally, a covering letter states what has been stated in its attached document.
And, therefore, the better ideais to merge the letter into the document itself.
For example: : '

1. Lettel;s-to the banks (Specimen G) were merged into the bills (Specimen B)
(Volume : 12,000 bills per year). :

2. Covering letters to the Purchase Orders were merged into the order form
itself (2,000 per year).

3. The dealers are discouraged to send the covering letlers alongwith their
orders (14,000 per year). '

*if you are-worried about the quality of the letters, ask your assisfants to send you  blind copies—but
not hold up the letters for your reaction. You must be careful not to nitpick. If the letters are
substandard, rewrite the worst ones and keep your drafts untit you have a dozen or so. Then go in
and discuss yours compared with theirs. They'll appreciate ithe help and their letiers will improve.”
—ROBERT TOWNSEND

Annual Savings : Rs. 10,000 ' ‘ Started : 1969



) ’ SPECIMEN ‘G’
% ESCORTS LIMITED
MOTORCYCLE AND SCOOTER DIVISION
19/6. MATHURA ROAD. FARIDABAD (HARYAMA) \

197

PLEASE MARK REPLY!

YO0 CF

M/=.

AR
S A
.

.. COVERING LETTERS T© THE BILL

MERGED INTO THE BILL where documents
are sent through our BankersfDirect.

Dear Sir (s) See Specimen B

We have pleasure in sending herewith the undernoted documents : —

Our Bill No. Date Amount

Dezapatch Advice no.
" on account of

Please send us form *C’ for the said supply within a2 week’s time or elase we shall
be debiting the difference in Sales Tax to your account with us.

Yours truly,
for ESCORTS LIMITED
Motorcycle and Scooter Division

AUTHORTISED SIGNATORY

¥nel : As mentioned above.

PHONE: 2711 {10 LINES) * GRAMS: ‘RAJDOOT' * TELEX NOS. NEW DELHI 233 BOMBAY 2235 & 3226 CALCUTTA 320 MADRAS 823 FARIDABAD (031-7338
HEAD OFFICE: POST BOX 107 - NEW DELHI  ® REGISTERED OFFICE: ESCORTS HOUSE, ROSHANARA ROAD, DELHI-7

FORM NO. MSD-12,03.50, 100/ 11057




&

My

_ . _ SPECIMEN ‘G'
ESCORTS LIMITED _ GOPY -

MOTORCYCLE AND SCOOTER DIVISION
19/6, MATHURA ROAD, FARIDABAD (HARYANA}

7

PLEASE MARK REPLY : MSD- 64. 01 . I
. Merged
. . COVERING LETTERS TO THE BILL
 MERGED INTO THE BILL where documents
are sent through our Bankers/Direct.
M/s: . . See Specimen B

SUBJECT: DOCUMENTS.

Enclosed please find herewith the following documents towards the supply

of .
1. Copy of our Bill No. dat.
for Rs. : .
2. Despatch Advice N05 - dated

Please note that the documents have been negotiated through our Bankers
Punjab National Bank, Darya Ganj Branch, Delhi-86, Please arrange %o collect

the documents on its presentation through your Bankers

Thanking you,

Yours truly
For ESCORTS LIMITED

INDARJIT SINGH
Sales Manager

FHONE: 2711 {10 LINES} * GRAMS: ‘RAJDOOT' * TELEX NOS, NEW DELHI 233 SBOMBAY 2235 & 3225 CALCUTTA 320 MADRAS 523 F.&RIISABAD 031-7339
HEAD OFFICE ¢+ POST BOX 187 = NEW DELH .

vk ek R i T L,

REGISTERED OFFICEs ESCORTS HOUSE, ROSHANARA ROAD, DELHI-F
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P

D Annual Savings

DISCOUNT CALCULATIONS

i {
W ouN
2 -
! :\
~ N l ‘
NN )
)
~— =2
Before : After the Dealers orders have been processed (cardexing, pick-

ing, packing and despatching), the orders would come to the
Pricing Section. An assistant would put the rates, retail prices,
in the Rush/Supplementary orders or correct the rates (wherever
required) in the stock Orders as it already have got the rates
prinfed in them. Along with rates he would mention the
discount category of the items i.e. very fast {15%), fast (20%),
medium (25%), and slow (30%). He would then multiply the rates
into quantity ordered to arrive at the extension amount, These
extension amounts are added up to arrive at the gross amount of
the bill. He could then add up the items category-wise to arrive at
the item-wise discounts. To arrive at the net amount of the bill,
these discounts are deducted from the gross amount of the bill. All this is checked
again by another assistant, All this work requires experienced assistants. Every day
doing these calculations again and again—for years—was no fun for anyone. Confi-
dentially the boys told us that even in their sleeps they would dream about figures
and in fact did get grey hair. Our billing was generally one week to ten days late.
Inspite of various precautions we still had mistakes in our bills. Dealers wrote to
us whenever these were against them! This would result in correspondence
and associated credit notes and occasionally debit notes. ’

We were forced to look around the billing systems of various Companies similar to
ours as well as different from ours. We eventually found the answer—the very

simple one | (This does happen—quite many times as difficult problems have very
simple answers).

Now :

We started billing the Dealers at nett prices i.e. retail prices less
respective discounts. In our price list we have two columns i.e.
Retail and Nett. When we bill the dealers we calculate on the
basis of Nett rates while when dealers sell they refer to the
Retail column. Incidentally, for customers use we have same
price lists except the Nett rates column is missing. We got the
thought starter from a visit to a pharmaceutical company who
were using Bradma invoicing system—very excellent for quite
many applications and very economical one.

: 15,000

Started : 1968



ROUNDING OF RUPEES

5’,’,’% il ll/'/lh

mm"lllm... vl

s Amount figures of value of the bill, CST, P & F, Insurance, Labour, Totals -
etc., are rounded off to the nearest rupee. Therefore, no paisas in our -~
bills at all. : -

es The nett prices in our price list on the basis of which we prepare the bills =
have also been rounded off fo “two digits’’ plus issuing of parts in multiples =
of 10 and 100—if the value of such part is less than Re.1 and Rs. 10 ~
respectively. ~

¢+ This is our humble contribution to reduce the drudgery of poor accountants. B

CASH HANDLING -

**  \We avold handling cash. We send our goods freight to-pay and receive B
goods freight paid. We seitle as many paymenis as possible through -
account payee cheques. And we pay for registered letters postage through -
Registered Letters Journal Account with the Post Office. We issue cheques -~
weekly. Salary is paid by cheques to all supervisory staff and above, which ~
avoids handling of cash by 50% of salary amount. -~

An Accountant stood at the pearly gates, -
His face was worn and old; _

He meekly asked the man of fate :
Admission to the fold. B

‘What have you done ?" St. Peter asked ,_i
*Ta sezk admission here 2"

*f was an Accountant back on earth -
For almost twenty years.” ‘ -~

The gates swung open swiftly
As Peter touched a hell,
“Come in,” he said, *and take a harp, -

You've had enoughof Hell.” - _

Annual Savings : Rs. 8,000 ; Started : 1969 -
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SIGNING OF BILLS

Now this is
your baby

SUPERVISOR

I
| -’!fl )

f |

i

"IJ

Bills were signed by the ManageriSupervisor and. because
of the number of bills it was not possible to do the intended
checking. In real practice, it resulfed in signing of bilis
~blindly !

It was decided to allow the incharge of the pricing section to
sign the bills. This not only saved the time of a senior
person but made the checking more meaningful. (12,000 bills
annually are signed).

Annual Savings : Rs. 8,000

FOT R e e T ma—

. Started : 1869 .




CHEQUE AND ‘C’ FORM

When we make payments to our suppliers—we send the cheque alongwith ‘C’
form. This reduces our and our supplier’s paper work and follow-up.

Similarly, we encourage our dealers to do so and if they do—we send them

‘the goods faster i.e. goods are sent directly instead of through the bank.

Experience has taught us to be uptodate in sending as well as receiving of
!C' forms. “A stitch in time saves nine''—truly applies in here.

On a few occassions we burnt our fingers and we now make sure that our
dealers have valid registration of products to issue ‘C’' forms which will he
accepted by the authorities. :

Under no circumstances we continue to supply the goods if ‘C*-forms are
not received in time.

‘“One good plan is for the chief executive to insist that he must personally use every form In
the company before if's installed. Like : requisition forms (for pencils, pads, or air tickets),
long-distance-telephone-call forms, or Personnel Department forms. And his secretary can't fill
in the form for him."—-ROBERT TOWNSEND

.

Annual Savings : Rs. 7,000

Started

1 1970
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WE BELIEVE IN SAVINGS

In the execution of orders—as we have eliminated delivery challans, bin cards
and packing list—we see that the goods leave at the earliest and we get our
moneys at the earliest as well.

We prepare the bills by converting the original orders {Specimen A & C) intfo
bill details list to which is attached the covering sheet i.e. the bill form itself
(Specimen B). Very little typing is done and so is the checking of rates and
extensions,

This enables us to prepare the bills economically and efficiently before the
goods go! Suppose the goods have been packed by 3 P.M. the pricing
saction makes the bill by ¢ A.M. next day enabling goods fo go for despatch
before 11 AM. The goods receipt ‘G/R' is attached with the relevant bill and
these are thus negotiated through the bank next day. This arrangement
helps us to get the moneys two days earlier.

Goods cannot leave our stores unless bills have been prepared and ready in
each respect except G/R or R/R particulars. We have seen cases where
Suppliers do not bother to send their bills for quite many days because their
accounts department remains very busy,

P

“Keep in mind that first impressions of*pe. Fce are" often wrong:” There are slow starters
who hecome stars, and flashes in the pa- .outter out."—ROBERT TOWNSEND

Annual Savings : 20,000

Started : 1968



Now :

Annual Savings : Rs. 5,000

Price Lists gave retail prices alongwith discount code — each
having a different percentage. Dealers had a problem to calcu-
late each time mentally to find out margins. Also, it was neot
“safe' to show this to the customers (Specimen M). .

Now there is a retail price list which is displayed by the dealers
in case customers want to see it (Specimen N). There is also
a separate Retail and Nett Price List i. e. nett price column
added to retail price list — for the use of the dealer.

Separate Price Lists have proved to be a better way. Further
improvements have been made. Earlier, prices were cyclostyled
on one side (Specimen M). [t has now been replaced by a sheet
printed on both sides (Specimen N). There are 320 items per
page as against 40 items on a cyclostyled page. In addition,
the price of every item is for “each” (Specimen N) and not for
ten (T) or hundred (H) (Specimen M).

There was no resistance — the dealers were happy with the
change. The fifty pages of cyclostyling was a time consuming
job for the staff, the printed list looks of course more attractive
with less pages i. e. 4 pages | We developed plastic (PVC)
folder containing PVC Pockets—one pocket to contain a sheet—
transparent. '

Started : 1971




SPARE PARTS PRICING BULLETIN NOMC/1/6%

o - 3

" Ttem  Umiv . - Ttem Unit
Part Mo, I -No,,Catg‘,"f_’_I_%ggi Part No. . Ho. -GCates gﬁ?ﬁ :
‘ oo . Sa RS

Gontde,  PLATENO, i1, - Conbd,,,PL & T.E N0, 12,

0104 S 5.0 M.tz . v 3 12,65

(W .06,07X S 9 F 3B . MJ11.37.00 . F 8,00

oN.97.01 o 0 5 250(T M.11.40.00 22 F 875

GN.21,03 : - i1 8 1.50(7) -~ . "PL ATE H0.13.. _

N.23.26.1 12 5 140 ML11L10.07K 1 18 126,00

G.22.10.1 - 138 7.so(m) Mat0.1521 0 5 F 6400

aN 21,01 1, F 1.00(T) M.52,33.06X v o6 F 7.1

ONsUX . 15 8 525 M.06U.10.13 13 F 250

®.22.24, < . 16 5. 7.50)T)  1/4"-TIPN/H-84452 14 F 4.00(T)

M .01,05X L 18 8 7.25 . M.06,U.10.06 15 F 250

GN.01.01 : 19 8 11.09 . M.06.U.10.12 0 . % F 2.50

K.22.731 : | s : ' 21 F Q’.é‘)(T) M.-"_'i6, T»'IO.VBS 18 3 g;Oﬁ( r_ﬂ)

GN.D5.03A S .22 F . 2,50(T) M.06,T.10.35% . = 23 S 425

GN.‘!A.‘OS‘ ' | 23 F . 1.90(D) L -

Gl .05.074 4, 8 2.00 . PLATB NO.1

N +14.01 o i S 2,90(T) M.11,11.01Z 1 8 62,00

G 1heu2 | 0 s 1.50(3) M06.T.1.13 0 2§ 3.40(T)

BN.11.,09 31 S 2.00 . M.06.T.11.13 8 F o 4e0o(T)

 GN.01.08 | 32 P 3.0 M.11,11.01Y 0 8§ 1810
| PLATENO.12.  sprcimen g 06T 1107 1 F 0,35
M.11.07,15 ' g F 15001
| contdeseassde

.. We used to have this typé of Price List

. Now we have as per SPECIMEN ‘N’




sﬁnpnﬂed
In the blank column we gwe the net rate at
whnch we bill to our Dealers. , ;

RETAIL & NET PRICE LIST is marked
‘CONF\DENTlAL’



ESCORTS LIMITED

DIVISION
19/6, MATHURA ROAD, FARIDABAD (Haryana)

SPARE

PARTS

_Page 13

ESCORI GENUINE SPARE PARTS PRICE LIST .

16th August, 1871

Prices subject to change without notice

Part No, R;;“‘fi-l ] Part No. ;! R;?il ) ] Part No. R;’:il Part No. ] R.gt;il
54.61.01.08 0.10 54.61.1203  0.03 54.66.03.13  2.10 83.15 6.70
54.61.01.09  0.03 54.61.12.05 0.03 54.66.03.14 2.30 8761-C/STD  34.20
54.61.01.10 0.10 54.61.12.08 0.05 54.66.03.15 3.50 8761-C/010 34,20
54.61.01.14  0.20 54.61.12.07 0.06 54,66.03.16  2.70 8761-C/020 . 24.20
54,61.01-17 0.20 54.61.12.09 0.05 54.66.03.18  8.80 8761-Cf080  34.20
54.61.01.18  0.20 54.6112.10  0.06 54,66.03.22  2.60 8761-C/040  34.20
54.61.01.19  0.75 54.61.12.11 0.06 54.86.03.23 2.60 8761/020 25,30
54.,61.02.01 0.04 54.61,12.12 0.08 54.66.03.26 3.50 Dv-24 23.50
54.61.02.04 0.20 54.61.12.13 0.08 54.66.03.27 2.30 F-10-10 110.00-
54.61.02.07 0.20 54.61.12.14 0.12 54.66.03.28  8.80 F-50-04 110.00
* 54.61.02.00 0.20 53.61.12.15 0.20 54.66.03.29 ©  2.40 F-5004-1 - 50.00
54.61.02.10 0.55 54.61.13.11 0.12 54.69.02.01 2.50 F-50-05-1 22.00
54.61.0213 055 54,61,15.07 0.40 54.69.09.01 0.70 F-50-08 4.40
54.61.02,15 0.55 54.62.02.01 0.20 74.071.833 2,60 F-50-10 54,00
54610218~ 0.40 54.62.02.04 0.45 83.003.681  55.00 F-50-22 1.80
54.61.03.03 0.03 54,62.04,01 0.90 83.005.411 55.00 F-50-31-1 - 10.50
54.61.03.05 0.03 54,62.04.03 0.80 83.006.311  40.00 F-50-32-1 0.55
54.64.03.06 0.03 54.62.04.15 1.20 83.007.601 - 38.00 F-50-33-1 0.35
54.61.03.08  0.05 : 54.62.04.18 1.30 83.009.861 6.10 . F-50-34-1 1.40
54.61.03,10 0.07 54.62.04.22 3.70 83.012.861 0.85 F-50-35 2,60
54.61.03.13 0.10 54.62.05.05 0.90 83.013.861 - - 0.35 F-50-36 ¢.70
54.61.03.14 0.15 54.62.05.07 ° 1.20 83.014.861 0.35 F-50-41 -~ 12.50
54,61.03.15 ~ 0.5 54.62.05.15 3.00 83.015.864  1.60 F-50-42 14.00
54.61.03.18  0.20 54.62.05.18 4.10 83.020.111  4.40 F-50-43 © 0.585 -
54,61.03.21 0.35 54.,62,05.20 5.00 83.023.181 5.30 F-50-44 " 0.80
54.61.04.01° 0,05 54.62.05.21 5.60 83.030.861 - .0.70 F-50-45 070 -
54.61.05.01 0.07 54.62.05.23 7.20 83.04 51.00 FPE-7.5.2ar  74.00
54.61.05.02  0.45 54.62.05.25 2.80 83.040.271  100.00 H1.2.16.01 0.35
5461.05.05  0.07 54.63.01.02 2,10 83.041.431 23,00 K1.1.12.00 0.70
54.61.05.08  0.09 54.63.01.04  1.50 83,042,101 8.20 KN4-1 1.80
54.61.05.17 0.15 54.63.01.06 1.20 83.046.401 , 9.80 KN4-2 " 6.50
54.61.05.18 0.20 54.65.01.01  0.20 83.075.891 23,00 KN5-1 1.80
54.61.06,01 0.20 54.65.01.03  10.50 83.076.891  11.00 KN6-1 0.70
54.61.06.04 . 0.10 54.66.01.01 0.70 83.079.811 1.10 KNG-2 0.20
54.61.06.10  0.70 54.66.01.02 1.20 83.082.301  40.00 KN6-17 0.06
54.61.07.01 1.00 54.66.01.07 1,20 83.084.731 17150 KNB-21 0.70
54.61.08.01  0.95 54.66.01.09 7.90 83.085.861 “0.55 K-242800 14.00
54.61,08.04  0.95 54.66.03.02  0.70 83.086,111 4.20 KN70-00 15.00
54.61.08.07  0.90 54.66.03.06 1.20 83,087.821 0.70 " 0dS-20 86.00
54.61.08.11 1.40 54.66.03.11 1.80 83.095.311 3.00 0S-20 14.00
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GENUINE SPARE PARTS PRICE LIST

Prices subject to change without notice

i

SPARE PARTS
19/6, MATHURA ROAD, FARIDABAD (Haryana)
Part No. | Retail ]
05-26-2 9.80
0s-27 3.50
05-28 530
05-29 2.60
08-30 6.50
05-31 7.90
PNM-82008  0.35
PNM-85008  0.90
PN/58M-82110 3.00
PN/58M-82118 3.50
PN-58/M-82146 0/35
PN-59/M.82008 0.90
PKN/M-82205  1.60
PKN,M-82209  1.20
PKN/M-82220  0.90
PKN/M-82235 1.75
PKN/M-85003 1,90
PN/M-85044  0.70
P1.1.56.00 1.9
PLLTSOT 450
P1.5.0209  3.70
P1.5:05.44  1.90
P16.1303  1.20
P1.7.07.12  9.50
P1.7.10.09  4.20
P2.1.12.84  190.00
P21.32.72  22.50
P2.1.40.01 610
P2.1.48.0¢ . 020
P2.1.70.01  3.70
P2.1.83.73  4.90
P2.1.83.88 490
P2.1.93.00 0.5
P2.1.93.01 0.5
P2.1.98.00  17.50
P2.1.69.00  0.20
P2.2.24.00 24000
P.2.3.00.01  39.00
P25.01.01  13.00
P2.6.02.00  17.50

Part No, | Retail | Part No. j Retail Part No. ! Retail !
P2611.01 12,50 R2.607.01 160 V12.01.02  28.00
P2.6.12.03  16.00 R2.6.10.00 4.60 V1.2.02.01 5.60
R2.1.13.01 2.10 R4.1.01.03  44.00 V1.2.05.02 8.90
R2.1.14.00 2.10 R4.1.04.03 1.80 V1.3.01.00 8.90
R2.1.22.01 9.10 R4.1.12.00 4.40 V1.4.10.01 3.90
R2.1.28.70  12.00 R4.1.13.01 1.80 V914110 1.60
R2.1.26.00 0.35 R4.201.72  87.00 V1.5.00.00  36.00
R2.2.02.70  83.00 R4.2.04.00  74.00 V1.5.00.10  32.00
R2.2.04.03 2.80 R4.2,05.00 4.90 V1.5.04.00 0.70
R2.2.06.15 5.40 R4.3.15.01 12.50 V1.5.05.00 7.00
R2.2.10.01 4.60 R4.3.21.00 4.00 V1.5.12.00 5-30
R2.2,19.00 4.60 R4.3.60.00  6.50 V1.5.13.70  14.00
R2.2.20.00  11.70 R4.4.01.02  53.00 V2.1.01.92  110.60
R2.2.21.00 1.10 R4.402.00  53.00 V2.2.02.00 2.10
R2.2,21.01 1.10 R4.5.02.01 1.80 v2.2.04,00- 4.60
R2.2.22,00 1.20 R4.5.03.00 0.35 V2.3.02,00 3.70
R2.3.0212  16.50 R4.5,04.01 1.80 SPD-100.000 320.00
R2.3.10.10 2,30 R4.5,08.00 8.30 SPD-101.001 320.00
R2.3.11.00 4.40 R4.6.01.01 2.60 SPD-111.600 320,00
R2.3.12.01 2.80 R4.6.02.01 0.90 SPD-112.001 320.00
R2.3.13.11 24.50 R4.6.03.00 3,90 SPD-141.000 210.00
R23.16.02  3.50 R4.6.05.00 4,20 SPD-142.010 210,00
R2.3.18.00 . 6.00 R4.6.14.00 1.10 SPD-143.620 210.00
R2.3.18.02 6.00 SM3-016002 125.00 SPD-200.000 66.00
R2.3.19.12 2.60 SM3-016016 125.00 SPD-201.001 60.00
R2.3.27.00 0.20 SM3-016030 125.00 SPD-202.002  §0.00
R2.3.71.00 11,50 SM3-100018  130.00 SPD-211.000 51.00
R2.3.81.00 6.00 SM3-100040 130.00 SPD-212.001 51.00
R2.3.81.02 6.00 SM3-200003 210.00 SPD-213.002  51.00
R2.4.06.70  43.00 SM3-200021  150.00 SPD-241.000 25.00
R2.4.07.71 33.00 SM3-330012 200.00 SPD-242.010 25.00
R2.4.12.00 2.30 SM3-910001  75.00 SPD-243.020 25.00
R2.4.13.03 1.40 SM4-380001/2 8.20 SPD-244.030 25.00
R2.4.14.75  76.00 SM4-380001/3  9.50 SPD-245.040 25.00
R2.4.23.00 0.55 SM4-380001/4 8.20 SPD-300.000 130.00
R2.4.24.00.  10.50 SM4-761023  7.00 SPD-201.001 130.00
R2.4.29.00 0.70 SM4-791008  6.10 SPD-302.002 130.00
R2.5.01.00 4,90 SM4-811001  1.50 SPD-303.003 130.00
R2.5.06.00 1.80 Sh4-811005  1.50 SPD-304.004 130.00

0.35 SM5-813004  0.70 SPD-311,000 130.00

R2.6.05.00







BIN CARDS

® I

NO

NoT ANy
MORE. I}

BIN CARDS (Specimen P) kept with the parts in stores Were eliminated and
have not been missed so far ! (The records of issues and receipts were
earlier being kept in cardex as well as in bin cards.)

At the end of the year a considerable time was spent in tallying the entries
made in the bin cards with those made in the cardex cards.

~ The bin cards and- the cardex cards were maintained for over fifteen years.

The search each year for an answer to the tallying problem proved fruitless.
A number of improvements and simplifications were tried but eventually it was
decided to eliminate the job !

Pickers, packers and stores incharge were upset by this change. They said
that in future they won’t be responsible for stock balances since bin cards are
not there for them to account for issues. They did not have an answer when
confronted with five. glaring discrepancies. They came out with the excuse
that they must have missed the entries because the job is done always in a
hurry. They wanted to refer to the cardex !

' There were 13,000 bin cards and about 3,00,000 entries per year. After each

issue or receipt the balances were struck. Filling the bin card for each part
delayed the execution of the orders. On an average, an order was delayed by
two hours. At the end of the year on an average, ten minutes per card were

spent in tallying i. e, entries in bin cards were compared with the entries in’

cardex cards.

“Far and away the best prize that |ifo offers is the chance to work hard at work worth doing.”
—SIR SHRI RAM

Annual Savings : Rs. 10,000

Started

: 1967



Before :

Annual Saving : Rs. 7,000

PACKING LIST

12,000 Rush/Supplementary orders are received from the dealers
in triplicate. One copy was returned as acknowledgement copy.
Second copy was sent to the dealers alongwith the goods as
packing slip. Third became record copy from which the bill was
made. : ‘

We eliminated the packing slip. We reasoned that our bill

“{which includes a copy of the order duly processed giving therein

the details of the parts being sent} reaches the dealer eariier
than the goods. And, therefore, a dealer can use it for tallying
the goods received.

{In case of stock orders (2400 per year}—the second copy which
was used as packing slip became dealers bill copy. See Stock
Order Pad—B-7).

Incidentally—in many companies Packing List is made as a new
and complete document by the stores people and on the strength
of this document the bill is made. This is avoidable waste of
human eftorts,

Started : 1970



SO LIRS escorts umiren

R P44, '@Q(HARYANA) : \,,‘ _F_Anio.q‘;i-lc;s (H_[:\'kVYI:LIOAh; :;;

’ 18k Me O{knd Brg. Sot 2ot u/s
ooy -fACKED BY: . oty %hcuso BY.: AJG
ESCORTS LIMITED { ESCORTS . LIMITED

SPRAREPARYS DIVISION
e A (HARYANA) )

‘Brg. Sot 25t /3 5 BED~M43.0%0 :
188t AIC ﬁtﬁn Set est ws

(OTY.:.. - PACKEDBY: L erv.: Beackep by : ﬁJG

SRR, HES S U
et e e -

SPAREPARTS DIVISION
FARIDABAD {(HARYTANA)

LT ok

ss The tag (for identification of parts} is printed on Bradma addressograph

“machine. It is possible to get 15,000 tags printed per day per man—8 hours a

, day. This system provides flexibility in as much as from 1 to 10,000 tags can
b be printed—almost instantly, as required.

e+ On Bradma it costs us, for our present volume, Rs. 2400/- while on Computér
our estimate was Rs. 30,000. So Bradma came out the winner. Quite often
real costs are ignored in the anxuety to be. able to say that we are on
Computer!

«¢ SPD requirement is 12,00,000 tags per year. Comparing it to manual system
of hand written tags—we save a minute per tag. Earlier, each picker made
his own tags while picking the parts. He alse counted the parts as per
requirements of the order. We have now adopted the system of keeping parts
in precounted quantities of 10 or 100 depending upon prices of each part.
See “Countings’—B-34.

“Business is never so healthy as when, like a chicken, it must do a certain amount of scratching
‘for what it gets."—HENRY FORD '

Annual Savings : Rs. 24,000 Started :

1969



Annual Savings

L 1

L 2]

in the stores we had bottlenecks in the flow o #Brk as ‘ments
of small components andior huge quantities received This

delayed making of receipt reports, entries intc : e Lol )
back ordering and payments to vendors.

We eliminated the bottlenecks by having a packaging contractor who would put
such like items 10 in a polythene bag, 10 such bags into one bag making a quan-
tity of 100 and 10 such bags into a bag to make the quantity to 1000 and so on.

With the above job done — cur stores people almost eliminated all the
bottienecks and kept their paper work uptodate.

The precounting at the receiving stage has the advantage that it will not
have to be counted again at various stages such as picking, packing, inventory
and finally at Dealers end.

Incidentally, the above counting job is done by girls and blind people.

To expedite our preparing of bills we sell parts in mulfiples of 100 (upto
Re. 1 each) or 10 (upto Rs. 5 each)

Tags are also inserted into bags to expedite .picking and packing. See
“Tags' B-33.

The suppliers are being persuaded to send such items in easily countable
{(number, kg., meters) form of packing. Imagine receiving 10,000 Bolts from
one vendor in loose form ! The vendor sends the same quantity but 10 in a

polythene bag, 10 such bags into one polythene bag making a quantity of

100 bolts and 100 such bags to make a quantity of 10,000 bolts Y

Spare Parts in *"Economical’’ Quantities.

if the value of a part is less than Re, 1/- the issue is in multiples of 100 and if
the value of a part is less than Rs. 5/- it is issued in multiples of 10. This
helps in faster calculations and as the parts are kept pre-packed in this very
manner in the stores, the issuing becomes efficient and quick.

Rs. 12,000

Started : 1970
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We have been able to expedite our paper work by doing the following :—

*®

Heavy, bulky and “awkward' Spare Parts such as Cylinder Block, Housings,
Frame etc. are kept in pre-packed condition in wooden cases or crates—ready

fo go. As soon as an order is received the dealers' name and station is

stenciiled on the case and it is on its way out.

This final packing is done right on the receipt of the heavy parts. It helps
save storage space and utilise spare time of packers during lean periods.

This method provides same day service without sending anything extra.

Rush Order received from the dealer is processed - through. the cardex. And
as the parts are lying ready to go—in nine out of ten cases, not only the goods
go the same day but also the bill. This becomes possible because the order

_itself becomes the release advice, delivery challan and the bill.

“It's a poor bureaucrat who can't stall a good idea until even its sponsor is relieved to
see it dead and officially buried.”"—ROBERT TOWNSED

Started : 1867
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RECEIPT REPORTS B - 36 ~

]
)
i

There must be
a BETTER WAY

‘ Before : : R T
On receipt of goods from a supplier—we would list each item B
being received serially in our receipt report. -
We started attaching a copy of the supplier's "bill to our receipt h
report and mentioning on the receipt report as follows : -
“Goods as per bill No............ dated............ received’’. N

We make 3000 receipt reporis per year. -

The Peter Principle : *‘In a hierarchy, every employee tends to rise to his level of Incompetence."

The Peter's corollary :  ““In time every post tends o be occupied by-an employee who is incompetent
to carry out its duties."—ROBERT TOWNSEND -

Annual Savings : Rs. 5,000 Started : 1967 -



*® No insurance claims are raised if the value of the claim comes teg under
Rs. 100/- for indigenous and Rs. 300/- for imported consignments.

e¢ Similarly, wherever a dealer writes to us about a shortage of damage we
accept the claim dependmg upon frequency from that dealer and the
'amount mvolved Lo

*8 - On consignments received from the suppliers we extend the' same principle
and the amount will depend upon the value of the consignment.

** This practice enabled us to reduce our paper work and in many cases create
goodwill too.

bl !ncidenta!ly, we found it more convincing to send photographs (specially to
foreign suppliers) when we received consignments in damaged condition due
to under or wrong packing. A picture is equal to 1000 words !

LA

"“Yoii remember the old story about the philosopher who asked a beautiful socialite at a cocktail
party if she would sleep with him for $5 million. She said “'she would™. He asked, “How about $57"
:She was outraged. ' "‘What do. you.think | am—a whore?" "*We've already established that," said
the philosopher, “now 'm frying to establish your price.”"-ROBERT TOWNSEND — :

"Annual “Savings : Rs, 3,000 Started : 1967



There must be
BETTER IDEA

Delivery of Goods at the Cdulijtg_r- — B ~

Gate Passes were issued for the goods to be taken out. After the cash memo
had been made and signed and money deposited, the gate pass was made giving
therein the reference of the cash memo.

An additiona! copy of the cash memo now serves as gate pass and the making the -
signing of Gate Passes has been altogether eliminated ! .

Direct Despatches of Goods :—

An Outward Shipment is prepared indicating the number of cases to be sent to -
each destination. Each consignment is listed on separafe line. Expenses incurred

like freight, loading and unloading etc. are mentioned against each destination. -
Copy of it becomes an accounting document eventually. h -

A perforated portion of Outward Shipment beccmes the Gate Pass mstead of
making Gate Pass for individual censignments.

“Compromise is usually bad. It should be a last resort. If two departments or divisions have a
problem they can't solve and it comes up to you, listen to both sides and then, pick one or the other.
This places solid accountability on the winner to make it work."”

"“Condition your people fo avoid compromise., Teach them to win some battles, lose others
gracefully."—ROBERT TOWNSEND : . ‘ ‘ -

Annual Savings : Rs. 3,000 . Started : 1967 -



ORWARDING CHARGES B-39

VR R

Before Now-.

Before :

The despatch clerk used to enquire of the carpenter what to

charge for a case. This “subjective valuation would depend

upen the number and size of the wooden' packing cases. - Quite s
often dealers would question this *charge’ and would give ins-

tances where we charged them less earlier.

Now :

To expedite as well as to reduce complaints—we decided to fix
a percentage or minimum value (1% of the value of the bil or
Rs. 2/- whichever is more). This standard rate has worked very
well for us, MNofe : This percentage or minimum or average rate
we have extended to quite many areas like Re. 1/- per packing
case irrespective of size and 10 P. per card board carfon. This
simplifies accounting too.

Do you really delegate authority as well as responsibility ?*

"It is the easiest thing in the world to tell somebody that he is responsible for something, but the
most difficuit thing in the world is to give him the full authority and not interfere I'' — J. K. PARKER

Annual Savings : Rs. 2,000 _‘ Started : 1967



Before:

Annual Savings : 8s. 5,000

~ There must be
a BETTER WAY

SPD was closed for 15 to 25 days at the end of the year for
stock checking. The mistakes were discovered only at the year
end which was quite late for taking any corrective action, if any.

By introducing perpetual inventory system—inventory is taken of
a few items every day. As there are no bin cards—this system
does not miss the bin cards. In addition, the discrepancies
come to light much earlier leading to earlier corrective action.
At the end of the year, cardex quantities are mentioned in the
inventory sheets. All this involves closing of stores for only
2—3 days.

Prior consent and approval of auditors is a must. Let them
prescribe how they want the system to be implemented i.e.
quantity of items to be checked per day and what sort of records
to be kept.

We request both internal and external auditors to visit us
alternate months throughout the year instead of at the end of
the year. In addition, we do extensive physical checking in
October instead of December so as t6 he able to prepare
Divisional Balance Sheet (provisional) in January for the year
ending December.

Started : 1969



Now :

Annual Savings : Rs. 7,000

ACKNOWLEDGE MENT
- COPY-SAME DAY -
SERVICE:

Each order received from the dealer was individually acknow-
ledged (typed) with a copy to the field officer and a record copy
was kept. Generally—this was done on the third day because
of usual backlog in typing. ‘

In case of Rush/Supplementary orders the 3rd copy of Specimen
‘C' goes hack to the dealer same day. In addition fo elimination
of typing and delay, it tells the dealer as to what parts are being
despatched and what are not. This enables him to take the
necessary action at his own end.

'In case of Stock Orders, 1st copy of Acknowledgement Page —

Specimen ‘A’ goes back to the dealer within a day or two. It
tells the dealer as to how his order has been rated from the
point view of F.O.R, facility as well as Best Stock Order Award
and also to enable him as to where fo improve next time,

Note ;: Annually—12,000 Rush and Supplementary orders (average
7 items) plus 2,400 Stock Orders (average 90 items) are pro-
cessed each year at almost “computer” speeds !

Started : 1968



Release Advice or Delivery Challan is no longer prepared for Rush!
Supplementary Order (Specimen C). The order from the dealer itself becomes
the delivery challan as on it we mention what can be released. See also idea
B-6 as applicable to Stock Order Pad.

The tedious job of transcribing of information from one form tfo the other led
to thinking for better ways. This delay in paper activity reduced productivity
and was a bottieneck.

Preparing a chatlan delayed even the urgently required parts going to dealers.
A better way was found by studying the methods of some other companies.
Orders don't have to wait for delivery chailans for execution,

This system was being followed at various other companies. This elimination
affected Spare Parts Division a great deal. Moreover, the implementations
got off to a flying start since the boss himseif had conceived of this idea and
had it introduced. ! |

All the transcribing work was eliminated i. e. for 12,000 orders received per
year having 84,000 items. This delay elimination enabled processing of orders
quickly thus bringing in the moneys fhat much earlier. The assistants
previously employed on this job have been rehabilitated elsewhere in the
growing organisation.

Annual Savings : Rs. 12,000

Started :

1967
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THINK

There must be || ¢ and ask
a BETTER WAY || | QuESTIONS

** We have a huge dealer organization. Quite often it becomes necessary fo
write to them or reply them on important matters. Generally, there is no end
to it i.e. writing, replying, re-replying etc.

** We now call up the dealer and sort the poblem out on telephone.

** We also call him up before 8 A.M. when it costs half and more or less talk
over a cup of morning tea, Sometimes these calls are made just to enquire
how he is doing when he is likely to tell us what somehow he cannot put in
writing. Sort of good public relations job specially when very senior person
calis him up. Only it should not be overdone.

¢+ Similarly we occasionally use Telex - when we and the dealer come to the
respective Telex machines and start ‘talking’. !t is expensive, but useful form
of getting things done without too many letters, It so seems that everyone
has started hating paper work !

- “People in business not operating under close supervision tend to do what they like best rather than
what the management has decided they should do.

A case in Point: An area manager spent six weeks in his state capital {(his home town) supervising
a minor supply item while his territorial performance went from bad to worse. A request for the
loan of a ¢clerk from the Head Office could have satisfied in the case. He could then have done the
job that his management thought he was doing.”—J. K. PARKER

Annual Savings : Better Public Relations

Started : 1973
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DON'T TYPE BiLLS—CONVERT ORDERS INTO BILL

*® Typing of bills was eliminated in 1968. Orders are now received from dealers
in duplicate on pre-printed order forms, giving therein the details of the parts
and prices as well (See Specimen A). One copy of the order becomes office
copy of the bill and the second one bill copy for the dealer.

®*® pPrigr fo 1968, typing of bills was a bottleneck. There was achronic delay
of almost 7 days on an average. These delays resulted in the dealers getting
the spares late. This delay led {o the search for a better way !

%% |n order to reduce and eliminate the delays, various possibilities were thought
of such as Bradma invoicing system and an Invoicing Machine. The bstter
way turried out to be in improving the existing manual system !

*® The dealers really protested ! This was basically against the major change
"~ involved ; change itself was something to be protested about !l

*® QOur argument to the dealers was “if you want faster and economical service,
you will have to sacrifice the “beauty of typing’ and be satisfied with “"yours"
and ‘ours™ handwritien bills. We are willing to gold emboss the bills if you
are willing to pay the price’”. This won the point !

*® There are on an average 90 items per bill and each item means about

30 typing strokes. This idea had led to almost same day billing. To the

dealers, it means earlier receipt of goods. For both dealer and Escorts, it

means less errors because less copying and all that it means. And of course,
what 6 typists could nct do in time, two are doing it well in fime.

In the early part of this century typewriters were introduced in the offices to improve the appearances
of letters and documents. At first they were used only for important letters and documents created
by senior managers. As typed characters became a sign of prestige, the practice of using typescript
grew uniil nearly all letters, memos, and even unimportant forms (no matter by whom created)
were typed. In many cases a preliminary record in longhand or shorthand was made, thus creating
one of the most wasteful duplications of effort ever introduced into offices. Although a reversion
from typing to handwriting may seem to be against the modern trend of mechanization, regardless
of cost, it has nevertheless taken place. Many companies have realized that large number ot
documents which have to be originated in manuscript are acceptable in that form, and that there is
no need to duplicate their production {with the inevitable risk of error) on typewriters. The reversion
has made worth while savings in time, personne! and money.—HAROLD H. LONGMAN ‘

Annual Savings : Rs. 20,000

Startd : 1968
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PROCESSING

BACK-ORDER

= j *® To process the back-orders efficiently and eccnomically—it is necessary that
- . it is known date-wise at a glance and in an instant as to what is on back-order
- from each dealer, and order number.

s ** The above is achieved through the attached card specimen which is kept in
; ' the cardex with the related card. Numbers on the horizontal line indicate the
month and vertically the dealer code. Please refer fo specimen ‘A’ wherein
‘dealer mentiens similar details.

** Above system enabled us to eliminate the separate processing of Back
Ordered parts. Earlier, as and when Back Ordered parts were received we
originated “orders’ at our own end and processed them. Now, alongwith
fresh order we process the Back Ordered items—Specimen A.

SCRAP PADS : |f ever | had a choice | would give good paper scrap pads 1o the executives o
enable them tfo express their thoughts. | will even let them buy or develop their own scribbling

scrap pads.

It is a very false economy to economise on paper which has become relatively very less expensive.
It does not really pay to use the reverse of obsolete and used forms or computer reports except the
person who gets it done and gets the credit of saving so much per year irrespective of how much
harm it has cauged.

This economy in fact amounts fo **They had hire Einstein and then furn down his requisition for a
black board".

Annual Savings : Rs. 5,000 , Started : 1971




FIELD FLASH | B 46

®+ We used to issue circulars to our dealers in regard to Sales, Marketing,
Spares, Service, Commercial and Accounts. These were sent in the form of
cyclostyled circulars,

** We realised that the dealers were not reading all of them and moreover quite
many were not even filed properly for reference purposes.

** We decided to make the above interesting enough. We thought of a monthly
letter to be sent on every 25th and named it Field Flash. This is printed nicely
and on good paper. It has one sheet for each section—4 sections—Marketing '
& Sales, Spare Parts, Service & Training and Finance & General.

** We send Field Flash in duplicate. One the dealer keeps as a set monthwise
for his reference purposes. Other one is filed away sectionwise—monthwise—
to be used by respective section incharge.

BULLOCK CART vs. JUMBO : An executive who can decide what to take to reach the destina-
tion is the executive who will uitimately produce profits.

Very often a Jumbo is used when an Ambassador will do ! And more often an Ambassador is used
when bullock cart will do It Jumbo can be justified in many cases for going to Bombay from Delhi
but not for going from Faridabad to Mathura ! But the latter happens frequently more with the idea
to represent modernity and hell with the costs.

At.Escorts we stil use Bullock Carts for clearing and fofwarding work as the Job is to be done within
5-mile radious. :

Annual Savings : Rs. 10,008 ‘ - Started : 1973
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*®* We summarised all our past CIRCULARS ON POLICIES, PROCEDURES just
in one page—both sides. Previously dealars would write to us for such
matters and we would reply to them to refer to our such and such circular and
then they would ask us to send them that circular. We eliminated all this and
came up with a 4 page write-up.

*¢ We do make changes in this—just at the end of the year. (This very informa-
tion was in about 40 pages under different numbers—cyclostyled).

®*¢ | ater we included cartoons to make it interesting reading.

Eiectronic Calculators: We must start considering them as part of the office—as tpyewriter. The
ones being made in India are equally good, if not bettef, compared to the imporled ones. And these
machines ¢an do a lot. Relatively speaking—they are not very expensive and can be generously given
around in an office to anyone, who now spends more than. 25% of his time on calculations.
These machines do not require much training and are ten times faster than mannual working plus
considerably less prone to errors and fatigue to operators.

Annual Savings : Goodwill

Started : 1567
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We have developed a comprehensive report in regard to sales performance
and connected paper work. We compare this year figures with the last year
figures to figure out what corrective steps are required to achieve the targets
or exceed them.

We got request for additional staff because sales were going up! On
analysing we found that the 'paper work had not increased substantially—in
fact it was going down. Dealers were ordering more per order. This gave
us the idea to include paper work volume alongwith the sales volume on daily
basis and to compare it with the tast year performance.

This report has figures to be filled daily, weekly and monthly. It gives us
adequate information and we feel this is a better way forus, It includes
various reports, marketing, billing, cardexing, picking and packing—what have
been done and what is pending work.

It takes less time to make and at the same time effective use of various
activities are made af one place.

Statistics and Statements :

As a person goes up—he is likely to take his habits along with him. And he
becomes so much habitual of collecting information—"Just in case attitude™—
that he seldom gets time to analyse the information and useit. We try to
get ad hoc statements prepared as and when a decision is to be made.

Annual Savings : Rs. 5,000

Started : 1970




G eTpy

o
bl

%z

i e
&

&

We get our illustrated paris catalogues cyclostyled initially instead of getting
the same printed, After it has “worked'’ for some time and we have found the
mistakes - we go in for printing at ease insiead of a rough job.

Gestetner Duplicators representative called upon us to sell the cutting of
stencils through “photographic™ process. The process involves running the
page through their machine - Gestetner Scanner - out comes the stencil with
the information exactly similar to that of the page. Each stencil currently
costs Rs. 7.50 same day delivery from their office. We now have our own
machines and the stencil costs Rs. 2/-,

Printing entailed waiting for the printers fo do the job which included expensive
block making, composing, proof reading, printing efc. in some cases where
the information was likely to change, printing had to be dispensed with in any
case and dealers informed through ordinary stencils (without iliustrations) and
this was not a satisfactory arrangement. The print effect is retained to some
extent by the above process.

There was no resisfance. Only the printers did not like the idea of getting
jess business. Of course, it meant more work for stencilling, re-production
and later collating and binding. This was preferred instead of the offering
regrets for not being in a position to give the catalogue in time to the users.

The dealers get the catalogues earlier which result in correct ordering.

It seems to be a good substitute for "“Xerography' which is almost a decade
away from us.

Annual Savings : Rs. 6,000

Started : 1972
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EXCHANGE OF IDEAS

Correspondence and visits to various companies have brought in extremely
good ideas and have created a ‘bank’ of ideas for future use. Spare Parts
business cannot be learnt in schools or colleges nor from books. Corres-
pondence and visits media have given us exiremely good results.

.Years ago, in 1968, in our spare moments, we took the liberty of sending well

worded letters to the Presidents of American Motors, Chrysler, Ford and
General Motors. We got detailed replies and extremely useful literature.
This encouraged us to write to others as well and with similar results. Itis
heart-warming and surprising to know how many people are willing fo share
knowledge, '

To keep the correspondence going and in our humble way to reciprocate, we
sent in return our literature, some books published in India and miniature
paintings. In addition to foreign contacts, we have developed similar
contacts. in India through visifs and correspondence. Along with our
business tours we combine educational tours too !

There was no resistance from anyone. |In fact, people liked the idea. This
can be seen from the fact that we often get the literature by air. In one case
a friend of ours spent § 30 to send us 6 kg. of literature! We have received
about 300 kg of literature almost all of it by air !

In April 1970, we conducted a seminar to share these ideas. We had about
40 participants representing about 20 companies. We ourselves get two new
ideas and that more than paid off the expenses.

Anpual Savings : More ldeas

Started : 1967




Section 2

IDEAS THAT SAVE

at

Two Bombay Companies

By

B. T. DASTUR

Material Manager

CADBURY-FRY (INDIA) PRIVATE LTD.
| BOMBAY



INTRODUCTION

ldeas reported in this section have been evolved by the writer and implemented by
him in two of the organisations he served, of course, with the help of his
colleagues and the encouragement of his directors, One of these iis a long
established company and another a recently established one. it was found that
both provided opportunities for improved ideas. :

Even the smaller ideas have been reported because I have found that it is the search
for Ideas that is important, not the size of the ideas.

The quantum of savings will depend on factors like volume of work and salary
patterns. Savings in this report have been calculated on the following basis :

1. There are 165 working hours per month,
On an average there are 200 out-going letters per day.
On an average, 100 in-coming letters per day are replied.

2
3
4. Roughly there are 900 items in monthly requisitions.
5

Approximately, sorting, scrutinizing, punching and filing 300 sheets of paper
takes 15 hours.

&

About 150 letters are sent out daily.
7. The average cost of an out-going letter is Rs. 3 to Rs, 4.
8. Salaries: (Average)

a) Stenographers Rs. 600
b} Filing Clerks Rs. 450
c) Accounts Clerks : Rs. 600
d} Cash Department Clerks Rs. 1000
e) Purchase Department Clerk Rs. 700
f) Telex Operator Rs. 800
g) Mean of office salaries Rs. 750

Note : To each of the above category of salaries add 40% towards * perks
9 Average Executive salary Rs. 2500/-

Note :  Add 50% towards ‘perks’
10. Executive time ccsts the company Rs. 0.37 a minute or Rs. 22/- an hcj:ur

I have emphasised the principle—drawn from practices—so that the reader can
apply them everytime he gets an opportunity.

B. T. Dastur
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A UTTLE BIT BETTER IDEAS

MAILROOM IDEAS - | | S ”

D-1  Inward Mail Register Rs. 5,000 -
D-2  Doubtful Incoming Mail - S 500 -
D-3 Mail Collection & Distribution . : 500 -
D-4 Savings Through Postal Rates 1,500 h
D-5 Glueing of Envelops 500 : =
CORRESPONDENCE . . : ~
D-6 Correspondent ) ' - 5,000 ' T
D-7 Routine Letters _ © . 5,000 ST
D-8 Dictating Machine - 5,000 -
D-9 Reminders 10,800 "
D-10 Dictation _‘ 7,500 ~
D-11 Acknowlegement of Greetings © 7,500 -
D-12 Quoting Messages " 2,000 -~
D-13 Addresses : ' 300 -
D-14 Marking Correspondence : 20,000 -
D-15 Retyping Letters _ 1,500 =
D-16 - Hotel Booking 600 .
D-17 Master File Copy : 4,000 :
D-18 lInland Letters - 3,000 B
D-19 Forwarding Letters - 7,000 ' o
D-20 Post Box Number ' : 3,000 h

D-21 Copies ' 3,000 N




PURCHASING

D-22 Telephonic Chasing
D-23 Terms & Conditions

D-24 Limited Vendors
D-25 €arbon Paper
D-26 Duplicate Payment
D-27 Quantity To Order

D-28 Requisition Cum Order

D-29 Preprinted
D-30 Categorising ltems

TELEPHONES

D-31 Hot Telephone Line

D-32 (nterna! Directory

D-33 Informed Operators

D-34 Messages

TEI_.EKX

D-35 Preprinted Telex Forms

D-36 Telex Messages
D-37 Telex Attachment
D-38 Fixed Time Telex

FORMS

D-39 Control
D-40 Improvements
D-41 Storing Forms

FILING

D-42 Mail Processing
D-43 Prepunching
D-44 Files Index

OFFICE PERSONNEL

D-45 |Interviews

D-46 Wanted Ads
D-47 Exit Interviews
D-48 Staggering Hours

STATIONERY

D-49 Telephonic Orders
D-50 Printing Proofs
D-51 Stapling

D-52 Cello Tape

10,000
2,000
4,000
2,500
5,000

20,000

15,000

15,000

20,000

3,000
2,000
3,000
1,000

3,500
3,000
5,000
1,200

3,000
5,000
1,000

2,000
2,000
3,000

5,000
3,000
5,000
3,000

3,000
1,000
2,000
1,000




D-53 Pencils

D-54 . General Savings
D-55 Letter Heads

D-56 Window Envelopes

GENERAL OFFICE ADMINISTRATION

D-57 Equipment

D-58 Lights

D-59 Utilities

D-60 Keys

D-61 Telephone Requirements
D-62 Staff Vehicles

D-63 Furniture

D-64 Layout

REPORTS
D-65 Exception Reporting

Do not wait for the Best Idea

Implement the ‘Better’ Idea !

500
. 5,000
- 500
. 4,000

10,000
2,000
500
200
3,000
20,000
- 2,000
2,000

59,000
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D-2

D-3

D-4

MAIL ROOM IDEAS

INWARD MAIL REGISTER ' :Rs. 5,000

It was scrapped. This expedited. the disfribution of mail. 1t also meant
quicker processing of orders and expeditious collections against cheques,
drafts, hundies etc. ‘ ‘

it was feared that some persons might take undue advantage by maintaining
that the particular letter, document or form was not received and take
shelter in the absence of proof. In practice, this fear turned outfo be
baseless.

Principle :  Any record must be useful a_ild improve upan an existing system.

DOUBTFUL INCOMING MAIL R Rs. 500

It is kept aside. As and when there is no rush—this mail is taken to the
Admrinist(ation Department for g_pidan_ce regarding its distribution to the
proper department.

Principle :  Segregate the difficult from the easy so that work flow can be

MAIL COLLECTION AND DISTRIBUTION Rs. 500

One person was held responsible for the distribution of incoming letters
and telex messages, and for the collection of oufgoing letters and telex
messages. He had to ensure that the trays, located on each floor, were
emptied at sel intervals.

Piominently displayed cards or plastic discs were inserted in the trays (from
which outgoing letters and telex messages are collected)—an hour before
the final collection. The card reads : “The last collection will beat......p.m."

Principle :  Where applicable, use staggering/cycling.

SAVINGS THROUGH POSTAL RATES Rs. 1,500

Several letiers, orders, bills and other documents, consigned to one party
were put in different envelopes. Heavy enclosures were sent as letter mail.

An analysis of the steeply rising postage bill threw up this possibility. A
butky mail, censigned to one destination, is putin a pre-printed master

envelope. The enclosures are sent by parcel post at a lower rate.

Mis-delivery of contents was feared. In the past four years, this happened
Just once,

Principie : Bunch wherever possible.




D5

GLUEING OF ENVELOPES - - . . Rs. 500

The envelopes were glued individually.

Some days a few letters could not be despatched, as the mail had to be
deposited at the GPO, by a particular time. :

The envelo_pés are glued-in bunches of six or eight, by openi-r_\grout the flaps

K and spreading them, one behind the other.

Principle : Combine operations to reduce repetitive work.

e e & - -
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CORRESPONDENT Rs. 3,000

Only a few persons used to dictate letters.

Some employees handled only correspondence, and were practically
ignorant about operations of the department. When absentecism was
heavy, out-going correspondence declined. Graduates, wuth a good
command over English, had no correspondence to do,

Almost every one was reguired to correspond, The traditional correépondent
idea was scrapped. We knew it served a useful purpose at one tlme now
it is obsolete, ;

Principle : Avoid excessive specialisation and introduce flexibility.

ROUTINE LETTERS Rs. 5,000

The executive used to dictate all letters, including routine replies.

One executive posed the gquestion: How can | save a few minutes In my
day ? A discussion led to this idea. ‘ |

Routine letters are now sent out by the respective SecretarylStenodrapher.

Principle :  What your assistant can do as well, do not do it youréelf.

DICTATING MACHINE ~ Rs. 5,000

Every letter was dictated to a steno across the table.

When the officer was away (on tour) the steno ‘idied' for want of work.
Sometimes, when the steno was busy typing, and the officer had | tume on
hand, the latter could not dictate the letter, ‘

Dictation machines were introduced. These are now being made in India.

Principle : \Where feasible, mechanize.

REMINDERS Rs. 10,800

Every time a written reminder was necessary, a ‘fresh letter was dlctated

_typed, checked, signed and despatched. On an average, f‘fteen written

reminders were necessary every day.

Extra copies were taken out, at the time of the first typmg, where delays in
the receipt of replies, were foreseen,

300 Written reminders were eliminated per month. Taking an empifical cost
of Rs. 3/- per letter, there was an estimated annual saving of Rs. 10,800.

Principle : Copies are less expensive and faster than fresh letters.
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D-11

DICTATION : Rs.i 7,500

Letters were dictated piece-meal. -~~~ = - S

A steno was given some specnal work and she complained of frequent
mterruptlons

Material is now bunched for a prolonged dictation, say, fourteen to fifteen
letters to be dictated at a stretch. Also, the letters are dictated before an
out-door visit is contemplated. This avoids ovértime.

Principle : To save time, organise. One way to organise is to bunch‘.
ACKNOWLEDGEMENT OF GREETINGS: Rs. 7,500
Letters conveying greetings were replied individually and at length. |

Important, out- gding mail was delayed. When we analysed, wé found

- scores of individually typed replies to season's greetlngs On an average

D-12

D-13

4500 cards were received, which were replied.”

" We introduced the system of greeting cards to reciprocaté the compiliments

of the season.

Principle : Use the principle of form letters, wherever possible.

QUOTING MESSAGES B " Rs. 2,000

Telex mes'.'sage-s were reproduced fully in subsequent letters. S'o'mietimes.

a second sheet had to be typed to an out-going letfer because of the full
reproduct.rons. |

The reproductnons were restricted to the opening and the closmg lmes with
the gaps in the text indicated by dots and dashes. '

Principle ; Eliminate avecidable duplication.

ADDRESSES ' ' ' - Rs. 300

There used to be a tendency to abbrewate the addresses (partncu!arly before

- the introduction of window envelopes). |

Letters, samples and parcels were refurned to the sender in some ca?es. '

Detailed addresses typed, or pre-printed.

Principle : - Do not economize at the wreng place, at the cost of effic'iiency.
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D-16

MARKING CORRESPONDENCE | Rs. 20,000

Every sheet of incoming paper, particularly these relatihg to the offer of
goods and services, was put up to a Senior Executive drawing a salary of
Rs. 4,000 per month (and was getting 50% more by way of perks).

While searching for some very important papers, it struck us thét routine
letters are clogging his ‘in’ tray.

Such papers, now, are disposed of and filed away by the departmental head
and are prevepted from moving upto the senior executives. The?'in' trays
of senior executives became more manageable. |

Many one-time letters were desfroyed, not even filed. The inward fnail clerk
(drawing a salary of about Rs. 550 per menth) was authorised to destroy the
incoming trash,

|

Principle :  Apply, where agreed fo, the principle of Exc.eption Repdrting.
RETYPING LETTERS _ , ~ Rs 1,500

Letters having minor mistakes were re-typed.

. , b
There were delays in sending out the letters, When we asked ‘why, we
found the above clue. ‘

Minor mistakes are corrected in ink. When we had only few out-gomg
letters, the re-typing practice -was all right but not now when the volume

of work has grown so large.

The principle was extended to the correction of minor errors, in ink, in
reports and in statements,

Principle : Repetition for purposes of minor corrections is costly, i

HOTEL BOOKING _ sz. 600

Every time a hotel-reservation had to be made, typed letters were | sent out
to the hotels, confirming the telephonic bookings.

There were some delays in typing out the confirmatory Ietters, which
resuited in reminders from the hotels.

Now pre-printed letters are sent out to the hotels.

Principle :  Wherever possible and permissible, use letter forms.,
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MASTER FILE COPY S . " Rs, 4,000

 Evety- 0ut-gorng Ietter had a master-file-copy, in addition to'the’ oﬂ“ ce-(:opy

The master-ﬂle copres were referred to rarely. Hardly, one in 500 copies

was referred.

The master-file copies were. 'elim'mate"d .

Principle : Too much safety is as expenswe as too little.

INLAND LETTERS ' Rs. 3,000

Several letters, irrespective of their nature or length, were typed on a letter
head, and inserted in an envelope. The postal cost was then 20 paise per

‘ 'Ietter

Hrgher postage costs made us look up.

Inland letters are used where the communications do not exceed one page

" or do not need an enclosure or where they are of a plain informative nature

D-19
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Principle : When a number of methods accomplishes a task, choose the
’ least expensive one.

FORWARDING LETTERS | Rs. 7,000

"Most of the outgoing documents had forwarding (covering) letters, even

though the statements, documents and negotiable instruments were self-
explanatory

An unnecessary filing of copies and the consequentra[ cloggrng of files

The covering letters for most out-going communications were done away
with,

Principle . Any unnecessary activity/duplication adds to avoidable cost.

POST BOX NUMBER - Rs. 3,000

A request was received from the General Post Office, Bombay, req;uesting
the Company to ask its correspondents to use the Company's Post Box
Number

The correspondents were urged to use the Company's Post Box. Number A
small slip was stapled to the out-going letters “Please use our Post Box

. No..... ..when replying”. : y

.

This resulted in faster receipt and thus distribution of incoming mail, which
is collected from the G.P.O., twice a day, by our peon.

Principle : Co- operate with the Government and enable it to serve the
society better.




D-21 COPIES : Rs. 3,000

L 2

A prominently-placed slip was attached to the out-going letter (where it

~ was foreseen that a copy of the reply would be needed to be sent to another

department). It read “PLEASE REPLY IN DUPLICATE".

Typing out copies, or making photographlc re-productions was: practlcally
ellmmated We had faster communications. !

In one department alone 10 copies per day were eliminated.

The slip was replaced by a rubber stamp.

Principle : Put carbon paper to productive use.
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PURCHASING

TELEPHONIC CHASING Rs. 10,000

There was no person specifically charged with the responsibilities of cHasing
the suppliers for delayed deliveries or reminding them in advance about
vital materials. !

The work stopped in a department for want of some materials.i The
purchasing department was blamed. |

An additional telephone line was obtained for the purchase department and
reserved for the exclusive use of the ‘chaser’. '

This step eliminated 3000 wntten reminders per annum. ' l

Principle : Where follow-up is necessary, prowde facnht:es for the same

TERMS AND CONDITIONS Rs. | 2.000

Every time that an enquiry was sent out, a long sheet of paper, giving
exhaustive terms and conditions of purchasers, was issued. The Vendors
used to return the sheets, confirming an acceptance of the said terms, \when
submitting their tenders. !

The clogging of tender files disturbed us one day. |

A formal letter was sent to the various vendors on the List of Suppliers,
explaining the futility of the system. They were asked to ratify the 'Eerms,
once and for all, till such time as either the buyer or the seller w:shed to

modify or rescind them. i

Piinciple : Make periodical review of procedures. i
|

LIMITED VENDORS _ Rs. i 4,000

Enguiries used to be sent to as many as eight to nine parties, for one group
of items, e.g., rubber parts, electrical spares or hardwares.

The undue delay in preparing the very long comparative statements of
tenders put us on a new track. i
Vendor evaluation was introduced, whereby an “army" of vendore was
evaluated. The Mills were consulted before finalising the ratings of every
vendor. i

After the rating was finalised, the vendors were given two chances to behave
themselves, or face de-listing.

The effective list of suppliers, for the thirty-four categories of supphes was
reduced from 436 to 130.

. The revised comparative statements did not have the rates of more than

four suppliers for critical items and of three suppliets, for routine items.

1

|
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The'list of suppliers toe was periodically reviewed. The indiscriminate
selection was at the root of the large list of suppliers, ‘

Principle : Keep information current and functional.

CARBON PAPER Rs. 2,500

The various bills were sent to the factory daily, for approval of payment.
The bills were entered thrice in one sheet of paper (separately). in three
parts. The first part was retained by the factory, the second was returned
to the Head Office,” acknowledging the bills, whereas the third part was
retained at the Head Office till such fime as the second copy was received.

The form was re-designed by cutting it down to 1/3rd of its original size,
The second and third parts were placed helow the first part (as separate
sheets of paper) and carbonised entrles were made, mvolvmg writing at
one sfage.

The use of the above form was eliminated by entering the déta in an
exercise book and obtaining the acknowledgment of the concerned person,
at the factory, on the book itself.

Principlex Use Carbon Paper.

DUPLICATE PAYMENT - 'Rs. 5,000

On reading an order copy, it was not apparent whether the order was
executed, payment was made (in part or in full) or whether there were
rejected items.

A duplicate payment of Rs. 15,000 was made to a very reputed‘ Company
which detected the oversight and returned the cheque promptly And we
wondered how this happened.

Six columns were printed on the reverse of the order copies which gave the
following information. Date of receipt of goods, item number, quantity
supplied, balance quantity, bill passed for Rs......... and balance payment
Rs.......

After the order was executed in full a diagonal line was put across the face
of the order.

Advance payment was recorded, in bold red letters, on the face of the order,
and also in the appropriate column, on the reverse,

When the full payment was effected, the total amount of the order was
crossed, ‘

Office copies of the orders-were kept in the bdu nd form.

Principle ; System must be foo! proof.
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QUANTITY TO ORDER Rs. 20,000

Requisitions for raw and packing materials, from the factory, contained
columns for stock on hand and average consumption during the jthree
preceding months. These columns were never filled in. ;

We noted one day that there was no indication of the stock on iwand, nor of
the average consumption during the three preceding months; and the
fixation of Stock Maintenance levels was purely a matter of guess-work.

The -un-used columns were utilised to furnish valuable_data. Two colzumns
were added on the requisition to indicate the last Order-Number, date and
the last price paid for the part:cular item,

There was a precise indication of the stocks on hand, the last price pald for
a specific item and the average consumption during the three preced:ng
months.

The determination of Stock Maintenance levels was systematised. Dange-
rously low levels and excessive stocking were both eliminated. The
investment in inventories was _regulated.

Principle : Control data must enable a better use of existing’ resourceg.

REQUISITION CUM ORDER : - Rs. 15,000

Requisitions were placed by the departmental manager, on the pur‘chase
department, which in turn issued enquiries, received the tenders and placed
the orders.

Bottle-necks in production and prolonged delays in supplying the materlals ’

against the requisitions made us enquire into this one.

Requisition-cum-order forms were prepared at the Miils and sent to the
Head Office. The first fwo copies formed the outgoing order and the ack-
nowledgement. The third copy was retained by the Purchase Department
which signed and issued the order, the fourth one was returned fo the? Mill's
Stores Department. The fifth copy was retained by the Mill's Stores
Department, which originated all the requisitions and destroyed them on
getting the fourth copy.

Such reguisition-cum-order forms were used for contracted items, where
the suppliers insisted on receiving intimations of the monthly reqwrements,
against total contracted quantity.

These were also used in non-contracted items which were repéated[y
procured from a particular supplier (at the same rate} but who was not
prepared to enter into a contract with the Mills.

Principle: Up-to-date Procedures.
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. For every item in the requisition, an enquiry was sent out to the supplrers,

and the order was either hand-written or typed.

There were prolonged delays in the .preparation of. I'ethISltIOTlS.‘ and the
issuance of enquiries and orders. We enquired into the causes,

We executed the following. Requisitions, enguiries and orders contarned
pre-printed items, which were procured frequently.

| Preparation of requisitions was expedited five times. The_preparetion time

was reduced from 150 hours fo 50 hours. (Average number of iterns in the
monthly requisitions was 9000). o ;

With the extension of the princigle of annual contractrng. the enqurnes were
sent out and orders placed only once a year.’

For contracted items, in certain cases, the suppliers insisted on, receiving
monthly orders. In such cases, requisition-cum-order forms were prepared,
|
|

Principle :  Simplify Procedures.

CATEGORISING ITEMS ' Rs. 20,000

Thousands of items were grouped under the heading of a department and
not according to their functions or categories like electrical, rubber spares,
hard-wares, machinery spares, dyes, mtermedrates, ete. I

We had the formidable task of breakmg up requisitions and regroupmg
There were prolonged delays in typing out the enquiries and sending out to
the suppliers. Because of the constant rush, there were numerous errors in
typing. :

The twenty thousand items, stocked by the Mills, were broken down into
54 estavlished categories.

The departmental managers were requested to include the varlous rtems in
the appropriate categories.

- The requisitions became meaningful, and invoived no extra Iabour in their

preparations. . !

The range of items included under the annual contract:ng system was
increased from 18 to 68. Requisitions, enquiries and orders for the most
common items were pre-printed.

Principlé :  Make systems easy for processing.
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TELEPHONES

HOT TELEPHONE LINE - Rs. 3,000

The local sales office was contacted via the Telephone switch board like
any other party. There were prolonged delays in establishing telephonic
contacts with the sales office, which handled over 50% of the annual sales
(The local Sales office had only two telephone lines).

We came to hear that a leading company in Bombay had a specnal connec-
tion between ifs Head Office and one of its divisions.

A private wire connection was established between the Head Office and the
local sales office, via the Telephone Switch boards of the two oﬁ‘ces, (A
formal application had to be made o Bombay Telephones for grantmg such
a connection).

At a total cost of Rs. 200, an instant contact could be establlshed between
the two offices.

Principle : Look around, What others do can give you an actiqn“—sta:rter.

INTERNAL DIRECTORY Rs. 2,000

Executives and non-executives on tours were handicapped for want of a
comrpehensive internal telephone-telex directory, for contacting the various
units of the Company in India. They had to search for information.

A comprehensive and condensed directory (which can fit into a wallbt) was
devised for ready reference. If contained the addresses, telegraphic codes
and telephones and telex numbers of all the establishments of the Company
It also contained the addresses of all the executives who had res;dentla!
telephone facilities.

An instant contact can be established with any establishment or an execu-
tive of the Company. It eliminated frantic searches for telephone numbers
and addresses. |t enabled urgent business decisions to be taken wpén on
tour,

Principle : QOrganise information for ready reference.

INFORMED OPERATORS ~ Rs. 3,000

The telephone operators were not informed of the executives on vacat:ons

or tours.

The hesitations and searches ‘for one who is not there' created a poor
impression before the caller. This we learnt from a discussion with a couple
of customers.

The telephone operators are now informed of such facts in time.
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Hesitations and searches are now practically eliminated. It has created
a better impression amongst the callers,

A prompt diversicn of the call to the next in command has become bossible.

Principle ;: Organise to eliminate hesitations and searches.

MESSAGES o | ' Rs. 1,000

There was no fool-proof system of communicating incoming méssages,
received in absentia. :

A section-head complained that a few important messages remained to be
conveyed fo him, on his return to the office. OQutside parties also comp-~
lained : What happens fo the messages your people take ?

A small slip was devised for use by the telephone operator, which! enabled
her to record, briefly, the in-coming call. It was passed on to the person
concerned. :

All in-coming messages were conveyed. There was less aﬁnoyan%:e to the
callers. They in fact complimented us for the improved telephone service.

Rrincipie: Check and remove blockages in communication flow.
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.e Both for in-coming and out-going messages, a lot of Writing had fo be done
by the telex operator, apart from cutting, punching and filing of the copies.
And the stapling of in-comingfout-going messages to standard forms;

*®  When we observed the operator one day, we noted that he has to dd a lot
of wrltlng for both in-coming and out-going messages.

e®  The standard form was re-designed, and contained a maximum | of pre- ~
' printed and a minimum of varlable information. -

Principle : Go for maximum preprinted information. Study bottlenecks.

D-36 TELEX MESSAGES Rs. 3,000 h
*¢  Telex messages bore formal salutations and clesings, mdlcated des:gnat:on N
and rank, and were almost like regular letters. i ,

#¢  The mounting telex bill made us stop and think. ' 3- ~
®e  Articles, some prepositions, formal salutations and closings, were -
eliminated. ‘ -

**  The branches also were instructed to cut out the frills. -
*®  Driority codes were introduced for captive use e.g. “Paris; 27th January . ~
* meant “please establish the L/C before 27th January". -
Principle : Play down frills. Develop codes. b

D-37 TELEX ATTACHMENT Rs. 5,000 -~
o The telex operator used to have peaks and valleys of work-load, as she had -
to type out the out-going messages only when the telex-channel was o
granted by the Overseas Communications Service (OCS). 3 -

*®  The suggestion came from Bombay Telephones. The following attachments .«_
were hired out, aiong with telex machines : Perforator attachment, Trans- -
mitter, Power Pack, Control unit. _ .

e®*  Before the channel is granted by the Central Telegraph Office or OCS, the B
operator can type the messages and feed them into the attachment As T

sogn as the channel is granted, the messages are fransmitted at very high . .o
speed. . ‘ -

®®  pPgaks and valleys in work loads are reduced considerably. The overtime-
payment is reduced. The transmission time, and therefore, the cost of
messages, is reduced considerably,

Principle : Consider suggestions from suppliers. You too may benefit.




D-38 FIXED TIME TELEX Rs. 1,200

As soon as the Overseas Communications Service confirms the grant of
the channel, at a said time, a small pre-printed slip is circulated tc some
executives, indicating that the telex connection will be available
at.... ...am/p.m. ‘

All those concerned can send in the out-going messages to‘ the telex
operator, before the Channel is operative.

A maximum number of messages can be fransmitted during the?ﬁrst three
minutes, for which there is a minimum charge of Rs. 48. The subsequent
minutes cost only Rs. 16 per minute.

The out-going messages can be pre-punched and fed mto a perforated tape,
and kept ready for instant transmission.

Principle :  Bunch and organise.
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CONTROL : : Rs. 3,000

There was no knowledge of the number of forms in use and in existence.
Anybody could originate, modify or amertize a form.

By combining various forms and consclidating them mto standard paragraph
letters a good deal of typing-time was saved.

There was some initial resistance to the cenlrahsat:én of autho”ty fdr the
design, medifications, control and elimination of forms. It was later reahsed
that the function best served its purpose when centralised.

A standard forms file was introduced Wthh conta:ned spemmens of every
form in use.

Principle : Rationalise forms.

IMPROVEMENTS Rs. 5,000

A forms-improvement folder is retained. It contains every valuable sugges-
tion to' improve the design, effectiveness, circulation or control of forms.

There was no regular system to improve the design and exercise a better
control over the forms. Forms used to be designed casually. Some good
suggestions, to improve the design of forms, were lost sight of because
there was no system to record the valuable suggestions and implement
them,

The forms are designed effectively and made functional.

We found that forms design and control is one of the important aspects of
organisation and methods. We made one senior person responslble for the
redesign and control of forms.

Principle : Up-to-date form design.

STORING FORMS Rs.j 1,000

Nearly three dozen type of cyclostyled forms used to lie on a rack with only one
shelf. They were dumped one over the other. One lot of forms positioned
horizontally used to have another lot of forms over it vertically. One day
not a single specimen of a particular form was available for re-cyclostyling.
Used form from specific file had to be borrowed for re-production.

The same rack (which had a lot of space wasted) was p|geonholed by
providing some more shelves and vertical compartments.

The forms were inserted with their bottom edges towards the rear wall 'of the
rack i.e., the headings of the forms were visible. A master-chart of the

locations of all the forms was typed out and inserted under the glass top ot
the rack.

Principle : Eliminate hesitations and searches.
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| FILING

MAIL PROCESSING ' ' Rs. 2,000

The in-coming and out-going mail was dumped in one or two traysl All the
papers, iniended for filing, used to pile up on the ta_bles in the filing
department. ' o

This resulted in delays in the sorting of in-coming, out-going mall and
papers to be filed. And also untidy appearance of the tables, in the malllng
and filing departmeats.

Sorting racks were provided in these departments.

The sorting and distribution of papers was expedited. Filing was expedited.
A neater appearance of the tables was achieved.

Principle : Work flow must be straight, short and smooth.

PRE-PUNCHING Rs 2,000

The copies of several out-going letters/documents had to be punched and

. then filed,

The confinuation sheets and the originals and copies of all documents, bills,
credit notes, debit notes etc., were pre-punched.

Even the letter-heads are now pre-punched.‘

Principle : Eliminate/reduce repetitive work.

FILES INDEX : Rs. 3,000

There was no Master-index of files. The location of files was more a matter

of convenience to the f‘hng staff rather than an example of a systemat:c
arrangement.

Sometimes, after office-hours, when a file was needed ‘urgently, it cou[d not
be located or it was located after a prolonged search.

The master-index of files was prepared. It was mamtamed on LINEDEX—
similar somewhat to cardex—and sold by manufacturers of office equipment.

Any file was located instantly. It eliminated a heavy depe_ndenc‘ef on the
filing clerk about the location of files. it was possible to know! the exact
number of files in use, and discarded, during any period.

Principle : A system should work in the absence of the persoh manning it.
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OFFICE PERSONNEL

INTERVIEWS ' " Rs. 5,000

When there are a number of candidates outside Bombay (say at Bangalore)
to be interviewed for a position, the concerned executive flies to the place.
Only the best two or three are called to the Head Office and that too if the
Managing Director has to see them.

It costs 75% less to interview the candidates in their. home town, rather
than call them over to Bombay, - f

Principle :  Apply optimising techniques.

WANTED ADS ' Rs. 3,000
it was a practice with the Company to mention “the salary would be commen-
surate with the qualifications and experience of the applicant'.

Commensurate being a very vague word, it led to a situation where the
under-experienced or over-experienced persons applied for jobs. There
used to be a flood of incoming applications.

The advertisements now specify that “persons drawing a salary of less than
Rs.......need not apply.”

Principle : Be specific and thus reduce unnecessary communrcatron and
_ handling.
EXIT INTERVIEWS Rs. 5,000

Apart from the mental indexing of the various causes which led to resigna-
tions, in the case of certain officers and ex-employees, there was no record
available of the various causes of turnover.

The high cost of advertising, interviewing, placing and training involved in fill-
ing a vacancy caused by a resignation opened our eyes to the rapid turnover
of highly paid saies and technical staff but we did not have data to work on.

An Exit Interview is now held to ascertain the causes of resignation, of any
executive and sales/technical representative.

Principle : Analyse undue manpower turnover.

STAGGERING HOURS Rs. 3,000

One clerk and one pecn in the out-ward mail department had to stay late
and be paid overtime wages.

An analysis of overtime bill showed steep figures for lhe mail departrnent.

The clerk and the peon, who were attached to the out-ward majil work,
arrived and departed an hour later than the rest of the staff. (The inward
mail staff used to arrive and depart an hour earlier than the other staff).

The principle of staggered working hours was extended to the filing staff

and the accounting machine operators and stenographers attendmg on the

travelling sales representatives.

Principle :  Consider staggering.
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TELEPHONIC ORDERS Rs. 3,000
All stationery purchases are made telephonically.

We heard at a seminar that preparing a single purchasing order means
Rs. 10 or more,

Numerous orders were typed out for procuring stationery.

The question of legal complaints over the failure of executmg an order was
mooted but found untenable, - ‘

All low-value purchases are made telephonically.

Principfe : Use the least expensive form of communication.

PRINTING PROOFS 'Rs. 1,000

No printer is permitted to submit more than two proofs. Ifa second proof
contains errors which were OK'd by the office, and subsequently also over-
looked by the printer, the office bears the blame of the proof—readmg and
the cost of defective lot of printed matter.

The wastage of time and effort involved in repeated proof-reading is
eliminated. Some printers use to submit no less than four or f‘ve proofs.
A lot of time was wasted.in checking the proofs. |

The cierk in the office is compelled to be vigilant, particulariy because the
office will bear tae cost of poorly checked second proofs whrch resuit ina
poorly-printed material.

The printer is asked to indicate his peak period, during which time little
work is given to him e.g., before the Diwali time and after the first half of
January. it keeps his press going and means speedy supplies to the office,

Principle : Coordinate and cooperate with suppliers of services.

STAPLING Rs. 2,000

Pins and clips were used extensively. Loose papers were plcked up by
clips, mis-filed with other papers and never traced.

Wherever feasible, the papers are stapled. Stapies hold the papers better.

 were lighter and prevented mis-filing of papers.

A box of 1000 staples costs Rs. 1.33 whereas pins cost Rs. 5.12 per 1000.

A recorded analysis of the search for the misfiled papers, in the Purchase
Dept. alone, revealed a daily wastage of 6 hours. :

Only the filing department can have the staples painted with a distinctive
colour to establish whether the papers were stapled inside or outside the
filing department.

Principle : Consider using office gadgets.
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CELLO TAPE ' Rs. 1,000

In most cases a cello-tape, mounted on a dispenser, is used.

Through fransparent adhesive tapes are costlier than glue, they do thg job
ten times faster and infinitely neater. ‘

On a }'ough calculation, it saved one hour per day,

Principle : Uptodate facilities.

PENCILS Rs. 500

Mechanical (propelling type) pencils were-issued to the accounts department,
which had a lot of calculations and checking- work to do. Later these were
issued to other departments as well.

We had to replace only the lead re-fills,

Principle : Consider new developments.

GENERAL SAVINGS | | Rs. 5,000

Drafts were typed out on continuation sheets which were of good quality
paper. Drafts are now typed out on cyclostyle-paper. The drafts are typed
out by using the red portion of the type-writer ribbon wherever two colour
ribbon cannot be avoided.

Two colour type-writer ribbons were eliminated.  Only black ribbohs are
used. :

The use of the reverse of obsolete forms, reduced thé cosf of stationery
further. : '

Three-in-one scribbling pads were introduced The pad had three sections
of perforated slips of paper, with these dimensions: 12 cm.x12 cm.,
8 cmx12cm,, and 5 cmx12 cm. This eliminated two sizes of scribbling
pads {octavo and quarto).

We urged the departments to plan their weekly requirements in advance.
Routine stationery was distributed once a week, to a particular department,
follewing the principle of staggering the work-load e.g., accounté and
secretarial departments received it on Wednesday., We stopped lssumg
Stationery in driblets, all over the day, every day.

The clips in the box files are salvaged and supplied to the suppliefs. for
reuse in the files supplied. Forthe English and Austrian clips, a rebate of
50 paise per clip was given. For the Indian clips, a rebate of 30 pai$e per

" clip was given.




®*®  The continuous length carbon papers used on Telex machine and the
Computer, were dumped in the waste-paper basket. Now the§e carbon
papers are cut and distributed to the stenos for a further use.

Principle : Drops fill a Bucket.

D-55 LETTER HEADS : . Rs. 500

**  The out-going letters were folded, according to the judgement of the steno
or of the despatch clerk,

*®*  The name and address of the addressee were at times neot properly posi-
tioned in the window of the envelope

®®*  Two fine marks are now printed in the left hand margin to mdlcate the exact
folds.

*®  Two bracket marks were pre-printed on the letterhead, so that the name and
address were typed in the pre-determined space.

Principle : Standardise.

D-56 WINDOW ENVELOPES . Rs. 4,000

*e¢  Addresses were typed on closed envelopes.
*®*  Window envelopes are used now for un-registered letters.

Principle : Reduce repetitive work,




D-57 OFFICE EQUIPMENT ' Rs. 10,000

Unallocated appliances and equipment were lost sight of. There was no
verification of unallocated assels, when placing orders agamst capltal'
requisitions.

A comprehensive list of unallocated assets was compiled, on all India basis.

 Requisitions for capital purchases resulted in orders, only after satisfying

that there were no unaliocated assets within the Company. The first saving
was worth Rs. 3,500, :

The principle of inventorying of assets, and particularly of unallocated
assets was extended fo an Invenfory of human skills. Such an inventory
came in handy at the time of promotions, transfers and retlrement and
when contemplating an expansion of business.

With the introduction of the pooling of machines, requisitions for further
purchases were vigorously edited. A requisition had to be supported by
acceptable data of utilisation of existing machlnes.

Adding/listing and calculating machines on each floor were pooled.

" Heavier and costlier machines like duplicators, photocopiers, and franking

D-58
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machines were used by the entire Company,

Principle : Inveniory confrol leads to better utilisation of resources.

OFFICE LIGHTS : - Rs.i 2,000

For an entire row of electric tube lights, there used to be one switch. An
entire row of lights were to be kept on, even if one or two employees, S|ttlng
in one corner, were working after the office-hours.

During lunch break, cne day lights were not switched off. Wheniasked
why, we were told a stray employee is at a statement.

The lighting arrangement was sectionalised so that small areas can be
with or without illumination. ‘

The company had also a moral consolation that it co-operated w&h the
Municipality to direct the power to defence-oriented industries and to those
clamouring for operating the third shifts.

Even the three-pin plug peints for electrical equipments, like the calcuiating/

-dictating machines and fans, were freely distributed over the entire floor

area.

The lights in the cabins are switched on, only when the occupant is in,
When he leaves his cabin, he switches off the lights.
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The general office and the gangways have dimmed lighting hefore the office
starts, during the lunch break and after office hours.

Principle : Conserve resources. Avoidable waste helps no one.

OFFICE UTILITIES ' ! Rs. 500

Over-head cisterns used to function day and mght throughout the year

The piping connections of the cisterns were provided with manually-ope—

rated taps, were turned off, immediately after office hours.

All the water tanks were provided with push-cock type of taﬁs. This |
eliminated the wastage of water which always takes place when the conven-
tional types of taps are used.

Principle : Waste does not help any one.

OFFICE KEYS | Rs 200

Various keys were inserted in key- chalns which were left lying m a heap,
on the shelf of a cupboard. !

Difficulties in locating a particular key and consequent exchangeiof words
one day among good friends in the office led us to the new arrangehent.

The keys were mounted on ‘L' hooks in a closed rack with a g[assed front.

Frinciple : Keep things in a systematic order to save tlmeleﬁort m Iocatmg
them, _

TELEPHONE REQUIREMENTS Rs. 3,000

We had prolonged delays in getting telephone and telex connections, and
telephone switch-boards of a higher capacity. It was however a press
report which indicated a lengthening of the waiting period for telephones
that sparked the idea.

Detailed planning was done about the communication requirements at the
Head office, and of the other establishments of the Company in India. The
provision was made for the following five years, and an analysis was made of
the minimum requirements of every establishment of the Company. Appli-
cations were made to the regional Telephone Authorities well in ad:vance.

Principle : Forward planning is imperative particularly for scarce Eesources
and facilities.

STAFF VEHICLES st 20,000

The Company used to own a huge fleet of cars and trucks. 1

One company hiring out the services of transport coniractors told us it
saves bother (absenteeism etc.) and money (repair and overtime).
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A beginning was made with hlrmg out a car, for doing general dutles Most
of the heavy-duty vehicles were sold, not to be replaced.  As the drwers
retired, or opted for superanhuation, they were not replaced. ‘

A fixed, lump-sum payment per month is made to the contractor. The hired
vehicle is available between 7.00 a.m. and 7.00 p.m. ;
\

The transport contractor insures, at his cost, the lives of four off‘ce emp-
loyees, at Rs. 20,000 per head.

On hiring out a single car, we found a nett saving of Rs. 400 per month.

The principle of hiring v/s owning was extended to services like electncal
maintenance, gardening etc..

i
Principle : Concentrate on your main business and consider | hiring
supporting services. L |

FURNITURE Rs; 2,000

There was no standardisation of furniture. Furniture was bought to the likes
and dislikes of the various executives,

There was an odd assertment of furniture and equipment of dlﬁerent‘ types,
shades and qualities.

When the Head Office moved out to new premises, it standardfsed on
‘Godrej’ steel furniture, with Formica top. The shade selectediwas a
pleasant grey. The standardisation was restricted to two types of chairs
and two types of tables. The cupboards and filing cabinets wefe also
standardised. ‘

Principle ;: Standardise.

LAYOUT Rs. 2,000

When the Head office was to be shifted fo new premises, a planning was
done to rearrange the seating arrangements of the officers and Staff on a
functional basis, and on the principle of a linear flow of work. Persons
performing similar and identical functions were grouped at one p!alfce, had
common communications and reference facilities, and were as close as
possible to the officers to whom they reported. B

Unnecessary movements of men .and papers were eliminated. Motion
economy was effected. The lines of communications were shortened.

Some persons were humanly prone to status symbols. Hard |oéic and
better counsels prevailed upon them last.

Principle : When you move, modernise.
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D-65 EXCEPTION REPORTING Ré. 59,000

.o

Routine reports were prepared for most activities, that is, the sub-normal
normal and abnormal performances were all reported. i

On a monthly basis, 50 reports were prepared on an average. A report
varied from one sheet to four sheets and took roughly 10 man hours
per page. |

For want of time (as numerous reports had to be compiled, typed and
checked), really lmportant ones were not made in time,

Reporting by Exception was introduced. Only the sub-normalifies and
abnormalities were reported. }

The result was that what should be reported was reported in t:me and
facilitated appropriate decision and action.

A byproduct was saving of hard cash which conservatively works out to
Rs. 59,000, |

Principle : Consider exception reporting.
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THOSE WHO ACHiEVE HIGH OFFICE .PRODUCTIVITY AND COMMENDABLE
PAPERWORK COST REDUCTION SEEM TO BE CONSCIOUSLY OR UNCONS-'
CIOUSLY SEIZED WITH CERTAIN BASIC CONCEPTS.

In this section we will outline these concepts.

We will also see in this section some of "“the secrefs’” of the two authors (of the
first two sections) who have consistently done well in this area.

CONCEPT 1: THE OFFICE CANNOT STAND STILL-—IF IT DOES NOT
"HELP, IT HINDERS.

From time to time we hear how delays at the office—and government, being the
largest office, the news of delays often relates to its working—have led to huge losses
of cash, opportunities, morale and image. Why should delays at the office have
such implication? Because, it is of the very nature of an office.

Without a piece of paper to guide, little moves in an organisation.

If the organisation is large, we can even say nothmg moves without a piece of
paper saying: Go ahead. : ‘

Resources wait for a signal from the office (paper processing station), Productive
resources, material resources, manpower resources, creative resources, in the
factory and the farm: all wait for a piece of paper.

Behind the resources outside the office and behind the office itself there are
people. Both the people may be well meaning; neither of them may like the inade-
guate utilisation of the resources. And still, delay in action in one place (office)
and (conseguent) wastle in another can happen and does happen.

Either because of the geographical distance or because of the immediate preoccu-:
pations, those in the office may not see the implications of their delayed action on
other resources. Because they do notsee, they may even feel annoyed it others
concerned point them out to them.

In other words, those engaged in the office activity, if they mean well, have to be
constantly aware of one reality; namely, the office resource has a big say on other
resources. If it does not actively help, the office will be actively hindering.

*® That it does not know it is hindering will not-reverse the fact.

*s  The office actually co-ordinates other activities.

' ~*¢ |t co-ordinates thirdugh' communication.

*+ [t communicates mostly through paper.

If it does not energetically, creafively and purposefully communicate to co-ordinate

or help, it is actually hmdermg It is hindering because no other division can take
up its activity. ‘ '



Those in the office should have both a sense of overall goals and an actwe
imagination. They should constantly ask :

Can 1, because of the way | go about my work ir{'tHe'dﬁ‘i’ce, accelerate or
deaccelerate the other economic functions of the organisation?

Who is waiting for a signal from me? What is idling for want of a SIgnal from -

me? What does that waiting or idling mean to the transaction, the orgamsatlon
~or the community?

In more mundane terms, is a paper with me holding production, raising the
cost of a product, preventing an export order being obtained, or goods reaching a
customer ? |

It is such seeing (on the part of atleast the key men in the office) the -relationship'

between the office work and other work, through goal orientation, tmaginatidn and
active sense of contributing, that makes high office productivity possible.

The growth of an organisation as the growth of the economy is largely determined
by the purposefulness and dynamism in its offices. Where paper moves at a snail's
pace, resources remain potential, not productive. Those who say ‘it Is a mere
office’ do not quite realise the crucial role of the office. ‘ '

'CONCEPT 2: THE SHORTER THE OFFICE WORK CYCLE, THE
HIGHER THE OVERALL PRODUCTIVITY. - |

Like any other ac_tivity, the office activity too has a start and a finish.

The time that elapses in between can be described as the work cycle. The
shorter the work cycle the better for the related resources; and for the office too.

- i the resources wait less and less for the go-ahead saymg paper, it is good for the
utilisation of the resources.

Also, if the work cycle is less, the office resources themsetves are better
conserved,

Perhaps because they are part of it, those in the office normally do not think
of or see the cycle and their part in it.

Office work like many other work is relay work. There are work stations. ;Those
at the work stations should do their best to shorten the work cycle. It is ‘not one
man's effort; it is that of many men. :

CONCEPT 3: THE WOIRK FLOW SHOULD BE EVEN AND FAST.
In a relay race, the slowest runner determines the fate of the team.

However fast many may run, the team has a handicap if a few runners havelan in-
adequate pace. If they happen to be the first few runners, they almost break the
heart of the rest of the relay team.
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This is why while speed is desirable, evenness of tempo is ali important in-a relay
“team like the off.ce. ‘

This is not easy because relay stations are many and one relay station does not
know of the existence of even the other relay stations. All the more reason why we
need to be vigilant, Poos

CONCEPT 4: TIME IS THE KEY ELEMENT IN AN OFFICE,

In terms of impact on other activities, we saw time is the key element in an office.
When things don't happen within the office, things can't happen outside the office.
in terms of cost too, time is the key element.

Most office costs are time costs. ‘
The biggest single cost (namely, the salary cost) is basically a time cost.

The more we get out of “the unforgiving minute,” thereforé, the more we get for
the office and the more we get for the activities that depend on the office,

The focus should be logically on time savings and not cost savings. Sometimes
it would be necessary to spend more to save time.

CONCEPT 5: MAN'S INGENUITY AND PRODUCTS OF MAN'S
INGENUITY HELP TO GET MORE OUT OF “THE
UNFORGIVING MINUTE".

Many have used their ingenuify to make the work flow even, the work cycle shorter.
Some do this by chance. - '
And some others by design.

And those who do by design use one of two types of product of man's ingenuity
or may be both.

One is the soft-ware ftype. This type is essentially one of tools* of systematic
analysis of work flow and work content. Flow chart is one example. Form
analysis is another. Record management is a third. And there are many more.

Another type is the hardware one. It consists of office gadgets, equipment and
machines. Examples would range from ready reckoners fo calculating machines,
from staplers to photocopying machines.

New for a word on *'the secrets' of my co-authors |

*These techniques and tools you find described in any book on office management.
(2g. Developments in Office management by J. Batly. London, Heinemenn).
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The first secret seems'to be their quest for a better way.  They concede there
is a better way and they go for it. ,

The second secret seems to be their willingness to learn from others.. They
seem to say: We are grateful to any one from whom we can get an idea or two;
and we will openly acknowledge them. To us ideas are primary. That we are
authors of ideas is secondary indeed. . . . L _ -

The third secret is their sacrifice. They spend time, effort and meney to learn.
They learn,- may be from books, may be from study tours, may be from COITes=
pondence with strangers abroad or may be from specialists. '

The fourth secret is their capacity to stick their neck out. They know that
implementing an idéa is not that easy, nor smooth, hor comfortable. " They have to
convince people at every level, sometimes even their boss. They.should be pre-
pared for non-co-operation. ‘ L L

The fifth secret is the stick-to-it-iveness. lIdeas implemented do not stay imple-
mented automatically. The chances are people revert back to their old ways, that
scmeone along the line scuttles the idea because he finds it convenient to do so.

These people obviously Llug on—all the t:me urging their colleagues to do one

better than yesterday.
And the final secret is they share credit.
When | requested them to write out some of the case histories, they hesitated.

They perhaps thought it meant taking credit for themselves. |t took timé forine to
convince them that they are only discharging their professional duty of sharipg.-. |
have seen them in action. 1 have found them saying (and meaning it):. We dnot I)
evolved this; we (not [} implemented this. ‘

“Ideas are nobody’s monopoly. Perhaps because of our interest and functlon, we
spent a little more time and thought than others on it. That is no reason for
claiming any special merit for what we. achieved. {t is -because every idea
became our idea you see them now in action. If.it has been just my idea, it would
have remained only a paper idea.” ‘

- The secrefs are not that complicated in stating. Practising them is hard,
sustained work indeed,
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RESISTANCE TO CHANGE

In this research study, we kept on asking one question against each idea-in-action,
namely : Was there resistance to change ? How did you tackie it ?

The other related questions were: How did you or any one else get the idea ?
How was the job done before ? How long was the interval between the birth of
the idea and the implementation of the idea ?

Here are five sets of answers fhat figured frequently :

1.

“Most people look to the boss. If he says 'ves', the rest is easy.” _
“The major problem is to get time with the boss and explain and convince him."

“If we have succeeded, it is because everyone knows that the boss.is behind
the effort. ln fact, in some cases, they know it is the boss' own ideaja A

“So leng as they do not understand it, they oppose it. The problejm is one
ol helping the concerned pecple know and understand. This does take time."

“The concerned people are often very busy. When you go to them with an
idea, their first thought is that you are going there to add to their job pressure;
The consequent reaction on their partis: Leave me alone with my present
method of doing things."” ' i

“Il once sprang a surprise on a departmental head without meaning it. Not
that | wanted to. In my enthusiasm, and abetted by the boss’ réady green
signal, | started implementing a good new idea. The supervisor concerned
obviously said to himself, this shall not work here. He saw to it the idea did
not work there! "

“Itis difficult to get the concerned people discuss the idea with you. Once
you succeed, you succeed in more ways than one. They substantlally improve
the idea you take with you."

“They iike our telling them the facts and adding this is a tentative idea. |f we
hide the unpalatable facts and they smell the hiding, you had it [

“If we tell them, may we try this out for a while, they tend to say, go :ahead."”

“I have no staff even to do my day-to-day work. How can | take up this
experiment ? This we often hear." C

:'i will take it up when | get some time : This also we hear."

“Okay by me if you will work it out for me. My men will certainly help you,
provided you don’t make demands on them.”



5. “If not in so many words, they do ask: Who gets the credit 2" i

“*Our major problem was to resist the temptation to tell the world we ar¢ the
great idea-makers." ‘

“While we did not hide the fact that we worked for the idea, we did rnot]' hide
another fact, namely, that without our boss' blessings and the colleagues’ co-
operation, the idea will be only on paper.”

We, the researchers, came out with the impression that people do not so
much resist change as they do the way change is introduced. i

There may be many other precautions called for; the basic one is to find out; who
are affected and how are they affected. Having done that, and having done the
needful, we should take the following conscious steps: ‘

» Get the boss's backing.

e Keep the concerned people informed.

¢ Include (wherever possible) the concerned people in developing the improved’

method.
e Help actively in implementing the idea.

¢ Share credit.
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Books by N. H. Atthreya R:gzg"

On Self-Development Rs. Ps.

1. Read Faster Read Better (3rd revised edition), Pp 234 15.00

2. Rapid Reading : Exercise Manual, Pp 190 : 15.00

3. Public Spéaking : Committee Meetings (2nd revised edition) Pp 130 =~ 15.00
4, How to develop a winning voice, Build organisation’s image and i

make a sale over the telephone, Pp 120 o 10.00

Written Communication and Results, Pp 328 . . 24.00

6. Effective Report Writing, Pp 256 | 19.50

On Management Development
Management by Implications, Pp 35 3.70

8. . The You and | in Business : What makes people give their

best (2nd revised edition) Pp 92

English edttlonl 15.00
Hindi edition ~ 10.00

9. How to Select Well : Thought processes, techniques and tools, Pp 360 24.00
10. The Executive Skill of Persuasive Listening, Pp 232 - 19.50

11. So the Business System may Survive in India: -

a Ten point programme, Pp 43

2,75

12. Essence of Modern Management : The art of raising the standard of

living Pp 240

Deluxe Editon 19,50
Paper back edition :  15.00

13. Modern Correspondence : how te increase efficiency and reduce

costs, Pp 240
Other Publications

15.00

14. . Law for Factory Executives : A manual of Do’s and Don'ts in
non-iegal styte, Pp 327 by N. H. Atthreya and C.M, Shukia

English edition.  24.00
' Hindi edition = 19.50

15. Comparative Business and Non-Business Administration by

H. N. Nanjundiah, Pp 64

6.00

16. Computer Programming with Industrial & Engineering Applications
by Prof. 8. Ramani and others, Special Industry edition Pp 350 ~ 28.00

17. Organisation & Administration of Research and Development . 50.00

The School publishes the following monthlies :

Rs. 60.

have both a point and a pointed way of saymg it.
Annual subscription is Rs. 60,

MANAGEMENT IDEAS :- This is in its eleventh year of publication. It carries a number of
tested cash-saving, bother-saving ideas. A singleidea can well bring you a saving of 100
times the subscription cost. This is edited by Prof. N. H. Atthreya Annuai subscnptlon is

APPROPS : Pointed PUNCH lines to assist public speakers, committee chairmen, Partygoers,
conversationalists and executives. The carefully researched, pruned and edited collections

This again is edited by Prof. N.H. Atthreya.
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AFTER READING ‘IDEAS THAT SAVE’
YOU ARE NOW READY TO IMPROVE
YOUR DEPARTMENT ‘

&4

BUT PLEASE REMEMBER .. .

TAKE ONE IDEA AT A TIME
DISCUSS AND CONVINCE YOUR STAFF
AND IMPLEMENT IT.

BE SURE TO SUPERVISE bURING IMPLEMENTATION STAGE

TO SOLVE ANY PROBLEM OR OVERCOME
ANY RESISTANCE.




 THEREFORE
k|
|| and ask
Q'UEST‘ION_S" ”

. |THINK...
| Theremustbe [} \ /

- ‘.L,'.,'

ClaMaEz e e e e ol wl

Q)JJQUQJUQOJQQUQQQUUUUUQQQQQUQQQQQ%Q@UQMQQQU@QQQQ@OUUUQ

Lo

[ - '
| ‘ ’ . - . R )
= B Lo ol
é?'ﬁ_., L T
. r . ! {
P N o Y i - . . .



