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Brand New Book ***** Print on Demand *****This historic book may have numerous typos and missing text.
Purchasers can download a free scanned copy of the original book (without typos) from the publisher. Not
indexed. Not illustrated. 1922 Excerpt: .and opens book-fashion. The leaves are alphabetically indexed, giving
space for almost 300 names. THE PERSONAL EQUATION (Continued from Page 127) held, whether collections
are too slow or too aggressive as compared with other periods. It serves in production for control of various
activities. The same is true in administration and in sales. All performances may then be combined into one
composite result. Handling Reports Reports are a means of keeping management informed. They show the
needs of improvement in methods or equipment. They should be written and signed by you, and presented to
immediate supervisor, and with a copy for yourself and one for the general management to be delivered at
once, or in some cases, held for later presentation. Here is the place where you can make all the cost of records
and statistics pay dividends. Here is where you can perform a valuable service for your firm. You may also help
yourself by cutting expenses, by improving equipment, by providing means of controlling operation cost, by
tying up your facts with those of other departments. These assist in developing workers. These produce
economies and appreciation ot the management. The files, centralized, are a means of information as to
operations, and reports from this source may be made valuable in management. If you are doing work of this
kind, you are going up, and you are likely to be asked to use the same ideas and methods in a larger field. The
report must...
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