































































































These card checks are prepared by reproducing the
check number, dividend number, and dividend amount
from the dividend cards into the check forms. Then the
dividend cards, certificate record cards, and name and
address cards are arranged in check-number sequence.
The check forms pass through the bill feed, the other
group of cards through the feed of the accounting ma-
chine, and the checks are printed—check number, divi-
dend number, dividend amount, and name and address
of the payee (Figure 31). Continuous-form card checks
can be prepared in a similar manner.

PROXIES

Each stockholder is a part owner of the business and
has a voice in the management of the business. So, pe-
riodically, the stockholders meet to vote decisions on var-
ious subjects.

It is usually impossible for some stockholders to attend

these meetings. But absentee stockholders can still par-
ticipate in making decisions by means of proxy votes.

Therefore, proxy cards are distributed to all stockhold-
ers well in advance of the stockholders’ meetings. The
proxy cards solicit the stockholders’ votes on the issues to
be presented.

Let us consider the preparation and distribution of
proxies. The open-accounts file for the given date is proc-
essed in the accounting machine to prepare a list of all
stockholders entitled to vote. At the same time, a sum-
mary punch prepares a summary card for each stock-
holder, giving the stockholder’s number and the total
number of shares he has.

All the summary cards are reproduced, and the repro-
duced cards are the actual proxy authorizations. When
they have been properly signed and returned by the
stockholder, they constitute legal authority to vote on
behalf of that particular stockholder (Figure 32).

/
A PROXY
I i The undersigned hereby appoints John A. Doe, William H. Doe, James Smith, D. M. Smith,
George K. Smith and Dean D. Jones, or any of them who shall act, proxies for and with all the
1 powers of the undersigned, each with power of substitution, to vote all shares of stock of
I KRAUSZ MANUFACTURING CO.registered in the name of the undersigned at the annual
meeting of the stockholders of said corporation to be held on April 29, 196~, and at all
adjournments thereof:
! ! (a) FOR THE ELECTION OF DIRECTORS;
i (b) FOR THE ELECTION OF INSPECTORS OF ELECTION; AND
() FOR THE TRANSACTION OF SUCH OTHER BUSINESS AS MAY
3 11 PROPERLY COME BEFORE THE MEETING. %W
Dated &)45/’”6 3196 (L. 5)
U Signature of Stockholder

Figure 32. Maximum efficiency in handling proxies.
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The reverse side of the proxy is printed with the stock-
holder’s name and address in another bill-feed operation,
and the card is ready for mailing in a window envelope.

The returned proxy cards are arranged in account-
number sequence and matched against the original sum-
mary cards. The unmatched cards, set aside by the col-
lator, represent proxies that have not been returned. It
may be that your board of directors will request a follow-
up for these unreturned proxies.

The voting power represented by each proxy is coded
and punched in the order of business specified. On the
date of the meeting, you can preparc a listing of the
proxies and the shares represented. The speed and flexi-
bility of the operation permit you to include every proxy
received right up to the last moment (Figure 33).

TAX REPORTS

One of the reports that your organization must prepare
is a listing of all stockholders who have received divi-
dends in excess of $100 during the calendar year. The
data needed for preparation of this report is in the history
files and in the open-accounts file.

All the dividend summary cards can be removed from
the files in a high speed machine operation. Then a
printed report can be prepared in the accounting ma-
chine.

Using the same general procedure, you can also pro-
vide a periodical summary of dividend payments. This
could show stockholders, dividends paid, breakdowns of
totals by types of stock, geographical studies by state or
by residence, number of shares held, or any other signifi-
cant factor involved (Figure 34).

KRAUSZ MANUFACTURING CO.
LIST OF PROXIES SIGNED AND RETURNED
AUTHORIZED VOTE FOR
STOCKHOLDER TOTAL NO. OF A B C
ACCOUNT NO. NUMBER OF __ || _NUMBER OF _ || — NUMBER OF _ __ _|
PROXIES SHARES PROXIES SHARES PROXIES SHARES PROXIES] SHARES
174-887 1 450 1 450 1 450 1 450
174-901 1 50 1 SOH 1 50
174-902 1 50 1 50 1 50
174-906 1 1,725 1 1,725 1 1,725
174-910 1 360 1 360 1 360 1 360
175-143 1 100 1 100
175-144 1 400 1 400 1 400 1 400
175-149 1 2,508 1 2,508 1 2,508
GROUP )t 264 e 205 #* 231 * 227
TOTALS FORWARD] e 9,562 ﬁ 5,158 3¢ 7,875 Bt 7,650

Figure 33. Accurate and up-to-date proxy authorization.
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NATIONAL PRODUCTS INC.
SUMMARY OF DIVIDEND PAYMENTS FOR 196~

PAGiOFE]

NAME AND ADDRESS

ACCOUNT
NUMBER

TOTAL
DIVIDENDS PAID

DIVIDENDS PAID ON

FIRST
PREFERRED

SECOND
PREFERRED

COMMON
STOCK

CHARLES M..  ASTRANDIAN
855 HUDSON STREET
HOBOKEN, NEW JERSEY

TRUST ACCOUNT OF LUCY C. ASUNCION
SALMON BANK AND TRUST CO.

27 OLYMPIC AVENUE

OLYMPIA, WASHINGTON

HAROLD F. ASUSA AND CO.
116 STRAIT STREET
SAN FRANCISCO, CALIFORNIA

THOMAS JOHN ATES AND EMMA LEIGH ATES
IN EQUAL SHARES OR ALL TO SURVIVOR
CRESTWOOD CROSS, CONNECTICUT

ATGOOD, ATGOOD, AND BRINE
21 PINE STREET
NEW YORK CITY, NEW YORK

AMELIA LOUISE ATHERTON
% SEACLIFF TRUST CO.
SEACLIFF, FLORIDA

BRENDA MAE ATHERTON
% SEACLIFF TRUST CO.
SEACLIFF, FLORIDA

CYRIL GEORGE ATKINS
2 EAST 56TH STREET
NEW YORK CITY, NEW YORK

ESTATE OF ROLAND TRAVIS ATKINSON
GENESEE COMMERCIAL BANK, EXECUTORS
P. 0. BOX 1699

SYRACUSE, NEW YORK

GUGLIELMO AND SERAFINA ATTILIO
UNDER LAST WILL AND TESTAMENT OF
AGOSTINO ATTILTO DECD.
38-32 CONEY ISLAND CONCOURSE
BROOKLYN, NEW-YORK

113-825

416-140

127-389

294-111

455-261

117-863

117-864

326-419

110-90%

212-663

362,50

93.70

5,616.30

450.00

18,975.50

1,250.00

1,250.00

185.00

4,460.00

85.00

1,000.00

450,00

2,200.00

$ 1,800.00

$ 1,250.00

$ 1,250.00

M

£3

362.50

93.70

2,816.30

16,975.50

185.00

4,460.00

85.00




Data Processing Systems

Management control over the operations of modern busi-
ness results from examining, tabulating and comparing
great masses of information-—data about every business
transaction.

The general ledger, and financial control concepts for
management are the result of summarized details of every
operation of every division and every department of a
business organization. These foundations for manage-
ment decisions represent a tremendous expenditure of
man-hours and money.

Let us examine the concept of automation in record
keeping as it has been implemented by automatic data
processing systems. 1BM data processing systems are
groups of machine units, capable of accumulating, com-
puting, storing, comparing, recording and transcribing
information.

Furthermore, these component groups of machines can
take a series of circumstances within the data and com-
pare it with a predetermined pattern. Whenever a de-
viation from the predetermined norm is encountered, the
machines will follow a course of action chosen by man-
agement to fit such variations from standard.

All these functions are performed at speeds never be-
fore attained in business machines or computers. Many
of the operations take place simultaneously, and infor-
mation can be fed into the system from various sources
at the same time. The net result is that procedures not

previously attempted because of the prohibitive cost in
time and money have become fast routine operations.

The speed and adaptability of data processing systems
combine to produce diversified results:

All subsidiary ledgers are maintained, and automatic
postings to general ledgers achieved.

The chart of accounts is complete and simple, pro-
viding many subdivisions of accounts, with ample room
for expansion. Source records of all kinds are readily
adapted to the simple source requirements of data
processing systems,

Trial balances are produced quickly; increased ac-
curacy reduces the need for corrections, and adjust-
ments are part of routine programming.

Financial reports, income statements, balance sheets,
and analytical reports require no special handling.
They are provided for in planned programming.

Operating and administrative reports are also a part
of the procedure. Management receives reports as soon
as the need for them is evident; this evidence of need
is a planned period, or any deviation from pre-estab-
lished standards. ,

All the requirements of capital stock accounting can
be provided for in designing the program.

This is automation in record keeping for modern busi-
ness. The concept has already been applied in many large
organizations. The use of this efficient tool for manage-
ment is increasing steadily.

ABCs of IBM Data Processing
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data processing machines or systems

which calculate, rearrange, do table
look-up and process current data with
master data and historical data stored

on magnetic tapes, drums, disks or cofes. ..

C

to produce updated master files
and finished results which are
recorded into punched cards,
magnetic tape, magnetic disk
files or printed reports.
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Advantages: Profit to Your Company

Intimate knowledge of every detail of a business is essential if management is to
make the most efficient decisions concerning the welfare of that business. But there
is not enough management time to permit intimate knowledge of every detail.
Actually, management must have knowledge of significant details—cumulative effects
of transactions, abnormal variation from standards, and net results of operations.

So it is on these significant facts that management bases decisions—significant facts
that become available at the peak of the accounting pyramid: the general ledger
and the financial reports it provides. That is where you will find the summary of
your company’s activities.

Because management bases decisions on these facts—because the facts themselves
are derived from summaries of great masses of detail—your accounting methods
have a direct effect on the efficiency and operation of your business. i

The 1BM method of processing data can provide the facts you need—provide
significant facts from accurate and fast processing of all the details that make up
your company’s operations. Facts, analyses and detail are made available, according
to your requirements, with speed and economy, with accuracy and flexibility.

Let us sum up briefly the clear-cut, measurable advantages your company will
derive from the 1BM method of processing data:

CLEAR DEFINITION of subsidiary ledgers is a direct result of a diversified chart
of accounts. Regardless of expansion or multiple subdivision in subsidiary accounts,
entries, calculations, postings, and summaries are all performed mechanically.

EFFICIENCY in handling the records of your company results in accurate and
complete reports of all kinds. More important, these reports are timely—available
when they are needed.

FLEXIBILITY of the method for handling data makes it possible to accommodate
rapid expansion, corporate changes, revised tax structures, with a minimum of devia-
tion from established routines, and without interruptions to normal flow of business.

TAX REPORTING to fulfill all the requirements of tax collection agencies is routine
operation, rather than a year-end burden on your staff.

CONTROL over every phase of the business is a prime objective of management
everywhere. The data and analytical material available in the 1BM method makes
close control a more easily attainable objective.

MORE INFORMATION becomes available than ever before. Mechanization of
data processing makes possible routines that could not be attempted under slower
and more cumbersome methods.

AUDITING is facilitated by the clear-cut audit trails left in documenting all details,
all transactions. All final reports make complete reference to source documents.

BUDGETING is reduced to a smooth-working routine, and more accurate, workable
budgets are the result.

ECONOMY OF TIME AND MONEY is one of the greatest benefits derived from
the speed, accuracy, flexibility, and efficiency of the 1BM method for general ledger
accounting and financial control.
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