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Office Efficiency Notes. 
Seventy-two inernbers attended the 

second regular meeting of the Frisco 
Ofice Efficiency Association, As- 
sembly Rooms, Frisco Building, 
Springfield, Mo., February 19. 

Upon motion duly seconded, it was 
decided that the reports of the com- 
mittees \voulcl not be read in their 
regular order, but instead that the 
order would be changed so that the 
heavier reports \vould be handled a t  
the morning sessions and the lighter 
reports in the afternoon. 

The line-up agreed to was, first: 
Executive Committee's Report, which 
was read by the chairman of that 
committee. In this report particular 
stress was laid on the item relating to 
chief clerks going over reports with 
a view to cutting out some of them. 
or at least copies of the report. 

Action mas taken on the following 
subjects a s  per the report of the com- 
mittees: 

REPORTS CO1\'I;\IITTEE. 

Elimination 3 2 5 - A  Rcport .  I t  mas  
found this  could not be clone, bu t  [ h e  
numbcr  of copies issuccl w a s  Inrgcly 
c u t  down, s h o w i n g  consiclerable sax7- 
ing, and  t h e  subjec t  w a s  passed a s  
read.  

3Ionthly I n s p e c t o l , ~ '  Jntcl 'changc R e -  
port. s h o w i n g  number  of clcfect c a r d s  
isxuod, etc. Recommentlntion of t h e  
committee n-as t h a t  this  repor t  should 
not be  discontinued, anel upon nlolion, 
t h e  committee's recommendation w a s  
: i ccc~~ted .  

Daily Overt ime Rcpor t ,  F o r m  9 3 6 .  
1nver;tigation indicated t11i.q report  to  
be very impor tan t ,  a n d  recomn1enda- 
tion of the  committee w a s  t h a t  i t  he 
n o t  discontinued. The  subject  w a s  
1,assetl a s  read. 

Report  of Surp lus  Turn tab les  on 
JTand. Committee had  a l ready  secur rd  
nuthol.ity f rom Chief Enginper  to dis-  
continue, a n d  t h e  subjec t  was passed 
a s  rcad. 

Sending in t issue copy of Engineers' 
ant1 IFircmrn's pay rolls to  Gencral  Su-  

~)evinLcndcnt AZotive l'ower. Mr. H a n -  
cocli hav ing  a g r e e d  to discontinuance 
of th i s  unless especially a s k e d  for ,  t h e  
subject  was,  upon motion, passed a s  
per l,ecommendation of committee. 

Standarcl s h e e t  for distr ibution At .  of 
W. a n d  B 7 B material .  Rccommcnda- 
tion of the committee w a s  t h a t  th i s  be 
~ e f e r r e d  to thc different Chief Clerks 
to  de te rmine  a n d  advise the i r  requirc-  
m e n t s  and  views. Upon motion, this  
subject  w a s  passed. 

F o r m  7 1 2  'hily Repor t  of Mileage 
m a d e  by E n g i n e s  in  Switch a n d  W o r k  
Servicc. T h c  committee 's  recommen- 
dat ion w a s  t h a t  upon handl ing  wi th  
t h e  Car  Accountant ,  the  repor t  could 
n o t  be cliscontinued, a n d  i t  w a s  there-  
fore, upon motion, decided t h a t  t h e  
su1)ject bc passcd. 

FORMS CO313IITTEE. 

S r ~ g g e s t e d  new f a r m  f o r  distr ibution 
of labor a n d  material  to rcplace F o r m  
M P  2. As t h e  committee had a l ready  
referred t h e  m a t t e r  to Messrs. Nison  
a n d  J h n c o c k ,  a n d  had  the i r  approval  
f o r  new form,  t h e  recommendation of 
t h e  committee w a s  adopted a s  read. 

Change  in F o r m  909 Local. Changes  
having  been approvcd by MI-. Hancocli, 
nnd pl , int ing of the  changed form a u -  
thorized, upon motion, t h e  subject  w a s  
passed. 

Reduction in size of F o r m  BIP 1 2 0  
Standard ,  committee repol,ted the  mat -  
t e r  hael been referred t o  Mr. I-Iancoclc. 
who app-rnvecl t h e  change ,  m a k i n g  n 
s a v i n g  in pr in t ing  of $35 .00  yearly,  and.  
upon motion, the  subject  w a s  ~mssecl. 

Sugges ted  reduction in size of F o r m  
2 1 0 1  Local. Committee reported the  
m a t t e r  had  been handled through 311'. 
F r a n k  Anderson. who, having  ilpprovecl 
t h e  changc,  w i t h  a s a v i n g  in pr in t ing  
of S.3.00 per annum,  t h e  quest ion w:~s ,  
ul>on motion, passcd. 

Retluction in size of F O I ~  I I m r  1 6  
Standard .  l 'hc committee h a v i n g  
recommended change  be m a d e  w i t h  
sav ing  in pr in t ing  of $ 2 1 . 6 0  per a n -  
num,  upon motion, the  committee 's  
recommendation w a s  accepted. 

Abolishment of Form N P  36 Local. 
Conch Cleaning Repor t .  A s  this  w a s  
in  use  only a t  K a n s a s  City, a n d  the  
m a t t e r  h a s  been h ~ l l d l e d  by Mr. I r a n -  
cock, \vho advisccl i t s  use  could be 



THE F R I S C O - M A N  - ~ 

cliscontinued a t  t h a t  point, the  subjec t  
was,  upon motion, passed. 

Abolishment of F o r m  I I P  1 0 5  B 
Standard ,  1)aily Repor t  of Locomotives. 
Committee having  handled wi th  Gen- 
e r a l  Super in tendent  of Motive Power ,  
who hacl s ta ted  F o r m  could be abol-  
ished, upon motion, the  subject  wns  
passed a s  read. 

Change  in  word ing  on bottom of 
F o r m  1'-16. Auditor  of I)isl,ursements 
h a v i n g  approved the  c h a n g e  a n d  t h e  
committee recommending i t s  adoption,  
t h e  subjec t  mas,  upon motion, passed. 

Change  in Form 3IW-04 Local. Uaily 
repor t  new rai l  laid. Recommenclation 
of commit tee  m a s  t h a t  form be  abol-  
ished when presen t  s tock  w a s  used, 
which  recommendation had  been 81,- 
proved by the  General  Ahnagel , ,  and  
thereaf te r  form to  be mimeographetl. 
Upon motion, t h e  subject  m a s  passed 
a s  reacl. 

Reducing  size of F o r m  CT 84 Stand-  
a rd .  Committee having  secured t h e  a]>- 
prov:il of General  Super in tendents  to 
the  suggest ion.  t h e  subjec t  mas,  upon 
motion, adoptecl a s  read. 

CORRESPOKDENCE AND FILES COM- 
MITTEE. 

Sugges t ions  t h a t  in handl ing  cal l-  
L I ~ S  w h e r e  a number  of par t ies  have  
been addressed on a given subject ,  in -  
s tead  of malch ing  up the  file and  send-  
i n g  i t  over a s  replies come in, i t  be 
held unti l  a l l  replies receivecl. T h e  
committee recommended a g a i n s t  this. 
bu t  did recommend t h a t  a l l  correspond- 
ence be handled over t h e  Chief Clerk's 
desks  except  a s  to acknowledgement  of 
circulars .  Upon motion, i t  m a s  re -  
solved t h a t  w l ~ e r e  n Chief Clerli h a s  
four  o r  five par t ies  d ic ta t ing  t h a t  
the  pract ice of al l  correspondence 
pass ing  over the  Chief Clerk's desk br  
cliscontinued, a n d  t h a t  acknowledge-  
ment  of circulars  be handled Llie s a m e  
as a n y  o t h e r  correspondence. 

W a s t e  of s ta t ionery  in double s p a r -  
ing let ters .  In  connection wi th  th i s  
there  w a s  read  a l e t t e r  f rom MI-. F .  C. 
Pearson of t h e  General  Manager ' s  of-  
fice, s u g g e s t i n g  t h e  use of s h o r t  shee ts  
of paper w h e r e  le t te rs  comprise no t  
more  t h a n  twelve lines. This  subject  
w a s  thoroughly  discussed. a n d  upon 
motion, i t  m a s  resolved t h a t  ins t ruc-  
t ions be issued by t h e  General  Manager  
to a l l  concerned t h a t  l e t t e r s  t h a t  could 
conveniently be wr i t ten  on half shee ts  

. -- - .. . - - - - - . - - - . - 
be so  handled, Stat ioner agree ing  to 
furnisll half shee ts  on requisition. 

Suggesl ion t h a t  C a r  hccountont  ad-  
dress  Agents  direct  a b o u t  rnis-report- 
i n g  car  numbers  and  ini t ials  on wheel  
reports. Committee l,ecommended t h a t  
Super in tendent  w r i t e  each Agent  a t  
point w h e r e  train te rmina tes  t h a t  
these repor t s  m u s t  be mailed t h e  s a m e  
date.  Upon motion, the  subject  was 
disposed of a s  recommended by t h r  
Committee. 

Agents  g iv ing  equal  a t len t ion  to 
Weste rn  Union Telegraph  business a s  
to Railroad Company business. Com- 
mi t tee  h a v i n g  concui~recl in recom- 
mendation t h a t  Super in tendent  s o  in- 
s t r u c t  agents ,  upon motion, the  sub-  
ject w a s  adopted a s  reacl. 

l\lonthly S ta tement  of Charges  to  
Additions and  Bet te rments .  Committee 
recommended a g a i n s t  el imination of 
this  s ta tement  for  m a s o n s  s ta ted ,  nnd 
upon motion, reconlmendation w a s  ac-  
cepted. 

P a y i n g  espenpe accounts by Agents.  
Committee recommended no  chnngc  in 
the  p1,esent form of expense voucher,  
a n d  upon motion, the i r  recommends tion 
w a s  accepted. 

General  O F ~ c e s  in issuing ins t ruc-  
t ions to  a l l  Agents,  fu rn ish  sufficient 
number  of copies of the i r  General  
Circular  to  handle  wi th  a i l  par t ies  in-  
terested.  Committee strong1 y recom- 
mended this, and  upon motion, their  
recommenclation w a s  accepted. 

Car Accountilnt to prepare  mimeo- 
g r a p h  forms  in w r i t i n g  conductors for  
information a s  to wheel  re11o1.t~. Com- 
mi t tee  had a l ready  hancllcd wit11 the 
c a r  Accountant ,  w h o  agreed  to pu t  t h e  
scheme in effect, and  upon motion, t h e  
subjec t  w a s  passed. 

Mat te r  of ar l , iving a t  nuniber of c a r s  
hanclled a s  reported on 504 report .  
Committee recommende(1 t h a t  General  
Super in tendents  re-issue i n s t ~ u c t i o n s  
bear ing  on  preparat ion of 2650 report .  
and upon motion the  Committee's 
recommendation w a s  accepted. 

Vsing checlc shee t  in l ieeping l ine 
on Stat ion Agents '  requisi t ions.  This  
considered in connection w i t h  t h e  Cor- 
resl)onilence a n d  Files Coinmiltee re -  
port. Considerable discussion w a s  pro-  
voked a n d  motion was  madc t h a t  al l  
divisions use the  Checlc System. 
Amendment w a s  proposed and  secondcd 
t h a t  General  Super in tendents  issue in -  
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structions outlining the plan and put-  
t ing  it into effect a t  oncc. Upon 
  notion, the amendment was  acccptecl 
and upon motion made and properly 
seconded, the motion a s  amended was 
adopted. 

Inauguration of loose leaf boolc in 
each office containing instructions to 
clerks. Committee's rccommendation 
tha t  each clerlc be required to prepare 
a detailed statement showing work 
gerformed on his desk, and tha t  when 
new instructions are  issued, Copies bt  
given to each clerlc, was  adopted. 

Suggestion tha t  better understand- 
ing  be had between Chief Clerks and 
subordinates. Subject was  adopted a s  
read. 

Use of dicluphones in division offices. 
Considerable discussion was  had on 
this subject, al l  concerned being of the 
opinion tha t  economy could be had 
both in time and possibly in money, 
and upon motion, it was  resolved tha t  
the Association ~'ccluest Vice-president 
Greig for  authority to secure ma- 
c l~ incs  for test  purposcs in two or 
three division offices. This was  
amended by leaving the mat tcr  to 
Chairman Van Valkenburg to handle 
with Mr. Greig. 

Adoption of mail box a t  division 
points where train, enginemen and 
others may leave mail  without address- 
ing envelopes. Recommendation oE 
the committee being t h a t  many ol -  
fices were already doing this and tha t  
i t  be adopted in each division ofice. 
Upon motion Lhe 1,ecommenclation was 
adopted. 

Use of larger blotters between leavcs 
in pay roll impression boolc. Commit- 
tee recommended tha t  this be adopted. 
Upon motion, the subject was  passed. 

Suggestion a s  to increasing the 
size of pay roll impression book, loose 
tissues and copying clolhs. Mr. Lori- 
mer having stated tha t  this had al-  
ready been taken care of by furnishing 
larger  cloths and the book slightly in- 
creased, upon motion, the subject was  
passed. 

Suggesting tha t  check of pay rolls 
in division ofllces be performed by 
some clerk other than the  one wri t ing  
the roll. Committee recommended, and 

upon motion, Lheir recommendation was 
accepted. 

l 'reparalion of l ist  of Clcrlcs in each 
ofice showing position, term of ser-  
vice, experience, salary, etc. Commit- 
tee recommended this be done and sub- 
mitted sample of fol,m and upon 
motion, recommendation adopted. 

Issuance of instructions a s  to watch 
deduction orders. Committee recom- 
mended tha t  cases differing in some 
particular, no rule could be laid down, 
but the Timekeeper use best judgment. 
Upon motion, the rccommendation was  
adopted. 

Vacations for Clerks. Committee 
recommended each case be handled on 
i t s  own merits, and upon motion, their 
recommendation was  adopted. 

Numbering of reciuisitions on Store- 
keeper. Committee recommended tha t  
the requisitions from any one division 
be assigned not to esceed three series 
and upon motion their recommendation 
w\;as adopted. 

Method of prevention of overloolcing 
bills fo r  detouring. There is a rule 
now in effcct t ha t  the Chief Dispatcher 
furnish the necessary information to 
the Accountant a s  well a s  to the C. T. 
Timekeeper, and upon motion, i t  was  
resolved tha t  the General Superintend- 
ent  reissue the instructions t ha t  Chief 
Dispatcher so handle. 

Nethod of notifying Auditor of all 
bills t ha t  should be made, discussion 
dcvcloping tha t  there was  no particular 
trouble along this linc except in the 
office of the Car Accountant. I t  was, 
upon motion, moved tha t  the Car hc -  
countant thresh out this trouble him- 
self with the Auditor. 

Bad Order Report. Committee's final 
recommendation was  tha t  the system 
recently inaugurated by Mr. Doggrell 
of sending out these rcports twice each 
week, and then issuing a let ter  a t  the 
end of each two weeks, giving compari- 
son. Upon motion, their  recommenda- 
tion was  adopted a s  read. 

Fil ing and handling of 0. S.  & D. 
claims. The committee's recommenda- 
tion outlined fully a method for filing 
and upon motion the  scheme a s  out- 
lined therein was  adopted. 
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Some More Reasons Why Railways are Unpopular. 
The railways of the United States 

a re  more popular than a few years 
ago. They a re  so because they have 
set out to make themselves so. They 
have tried to popularize themselves 
by correcting things that are  wrong 
and remediable in their service and 
rates, and by explaining things that 
merely seem wrong or  a re  not rem- 
ediable. But the roads are  not nearly 
so popular a s  they want to be, ancl 
ought to be for their own good and the 
public's. This is largely because there 
still exist conditions that need to be 
changed, More people come in con- 
tact with railways a s  passengers than 
in all other ways. The way pas- 
sengers a re  served, will, therefore, 
make a road more "boosters" or critics 
than anything else. And the way pas- 
sengers are  still treated by the roads 
and their employes in many instances 
makes thousands of critics. 

This paper published a few years 
ago (Railway Age Gazette, November 
19, 1909) an article entitled "Some 
Reasons Why Railways are  Unpop- 
ular," in which were given specific ex- 
amples of the sort of shortcomings of 
the railways o r  their employes we  now 
h a r e  in mind. Recently many roads 
have conducted campaigns among 
their employes on the subject of con- 
sideration for and courtesy to pas- 
sengers. In many passenger cars and 
stations, placards are  tacked up stat- 
ing that the managements desire their 
patrons to be given every reasonable 
consideration and attention, and ask- 
ing patrons to  report to headquarters 
all cases of incivility, etc. These 
things have had a wholesome effect. 
But it  is still true that  a large part 
of the employes who deal with pas- 
sengers a r e  not a s  civil a s  they ought 

to be and that many are careless or 
incompetent. 

Furthermore, there a re  serious de- 
fects in the passenger service of 
numerous roads which the manage- 
ments alone can correct. This is es- 
pecially true on branch lines. One of 
the most serious shortcomings is the 
glaring disproportion between the 
amount of attention given ancl money 
devoted to providing through pas- 
senger service and local passenger ser- 
vice. When we observe the kind of 
local service given on most branch 
lines and on many main lines we do 
not wonder that  public sentiment in 
communities outside the cities often 
becomes hostile to the railways or that  
the people of these outside communi- 
ties often encourage the development 
of electric interurban lines and flock 
to them when they a re  opened. 

Take, for example, the difficulty 
that people a t  towns and small cities 
often meet in getting proper sleeping 
car accommodations. Our experience 
has been that in most cases when the 
agent a t  a country station is asked to 
wire reserving a lower berth he fails 
to do so, and the passenger has to 
take an upper berth, o r  gets none. 
The passenger in that case criticises 
the railway management. Why 
shouldn't he?  The agent represents 
the management; and the manage- 
ment is properly held responsible for 
his faults of omission and commission. 
Here is a specific instance which il- 
lustrates what often happens: A 
traveler going from a good-sized city 
to a small town had to change trains 
a t  3 : 3 0  o'clock a ,  m. He asked the 
ticket agent a t  the point of origin to 
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telegraph for a lower berth for him on 
the train to which he was to change. 
JVhen this train came in he hurried, 
carlying two heavy pieces of baggage, 
toward the rear where the sleeping 
cars mere. ATone of the doors of the 
sleeping cars were open; and he  had 
to carry his baggage back to the chair 
car  and go through the train back to 
the sleeping cars. He finally found a 
porter who was awake, but who knew 
nothing about his reservation. The 
ticket agent should have wired for the 
reservation, but apparently did not. 
And the doors of a t  least one of the 
sleeping cars should have been 
opened, anyway; for the rules require 
this a t  every station where a stop is 
made. In this case complaint was 
entered, and both the railway manage- 
ment and the Pullman Company took 
prompt action. 

Here is another experience of the 
same traveler: Desiring to leave New 
York for Chicago he telephoned for 
a drawing room on a through sleep- 
ing car operating over two lines con- 
necting a t  Buffalo. When the ticket 
was delivered i t  was not for a draw- 
ing room, but a section, and it was re- 
turned. Then the ticket agent said 
that the drawing room could not be 
reserved until the next morning, one 
hour before the time for the train's 
departure. Repeated inquiries as  to 
why a t  last elicited the information 
that the agent mas preparing to sell 
the passenger a drawing room on a 
car that went to St. Louis, in con- 
sequence of which, without previous 
warning to him, he would have had to 
change cars a t  Buffalo. Naturally, he 
got angry and went by another route. 
And if he had gone the way he 
originally planned and had found he 
had to change a t  Buffalo, he naturally 
would have been indignant. Think of 
such things happening in connection 

with transportation between two such 
points as  New York and Chicago. 

Recently a n  eastern business man 
who was traveling from one eud of 
the continent to the other reserved a 
drawing' room from one of the large 
interior terminals to the Pacific Coast. 
When he got on the train he found 
the same drawing room had been sold 
to other persons who were in posses- 
sion of it  and refused to give it  up. 
He stood on his rights, insisted on 
having a drawing room, and the rail- 
way had to put an extra sleeping car 
on the train and haul it 2,400 miles. 
That  was pretty expensive for the 
railway. But who ought to bear the 
expense and annoyance caused by the 
carelessness or incompetency of rail- 
way employes? 

The dining car service of the rail- 
ways of the United States is the best 
in the world. But things occasionally 
happen in dining cars that are  enough 
to try the soul of patience. There 
is a certain railway president who has 
a disconcerting way of turning up in 
unexpected places. H e  turned up for 
breakfast a t  7 : 3 0  o'clock one morning 
recently in a dining car  on one of his 
own trains. He found the car cold 
and unclean, the cooking poor and al- 
most every feature of the service un- 
satisfactory. When he  finished break- 
fast he called the dining car con- 
ductor and told him to hand in his 
resignation a t  the end of his run. The 
astonished conductor asked for an es- 
planation. The  president replied that 
if that morning's service was a sample 
of what was being given on that car, 
and the conductor did not know why 
he should resign, that was a conclusive 
argument for discharging him. The 
result was that the conductor was not 
discharged, but that he became a chas- 
tened and a more efficient employe. 




