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PROCESS CHART

8y

DATE
Pg 1 of 2 2/15/62 James Jones

PROCESS CHARTED

Processing Incoming Mail
(Before Analysis)

OPERATOR OR UNIT

Mail Clerk-Teller

O V é; ; E iz |ster DESCRIPTION OF EACH STEP
W | TMe <8 B3 w@ | (Show WHAT is done—include EVERY detatl)
reer | N IFE B2 6"
1 | office boy pute mail on clerk-teller's desk
2 | Clerk~teller opens bag, then
3 | Dumps contents on desk
L | Sorts into 2 categories:
(1) mail intended for specific person,
(2) general mail.
5 | Stamps date on each envelope for gpecific person
6 | Counts number of such pieces
T | Records in logbook by date
8 | Places in basket for delivery by office boy
9 | Counts "other" mail
10 | Records in logbook by date
11 | Bunches "other” mail by size of envelope
12 | Carries to slicer
13 'Slices envelopes for ease of extracting contents
14 | Carries sliced envelopes back to desk
15| Extracts contents, one envelope at a time, and
16| Staples envelope to letter or order
‘17 Stamps date of receipt on each letter or order
18| Counts remittance, 1f enclosed
19 | Writes amount of remittence on order
20| stamps serial number, in duplicate, on order & rem.
21| Places remittance in pouch
22| Places order in tray for "Order Processing"
== continued on next page --
U. 5. TREASURY DEPARTMENT - INTERNAL REVENUE SERVICE IRS - D, C. rorm 2505 (Rev. &59)
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PROCEDURE ANALYSIS WORK SHEET

~ GOORDINATION DIVISIUN

SHEET NO. OF SHEETS
PROCEDU RE
FORM TITLE FORM NUMBER

VOLUME PER
ORGANIZATION UNIT
“REMARKS
QO oreraTION [ TRANSPORTATION [ inspecTion D pevay 7 STORAGE
DETAILS OF PROCESSING
STEP |COP UNIT OR : FORWARDS DES-
NO. |NO. INDIVIDUAL __ [T™ OPERATION COPY 10 sEcTioN Troy|” L€
CHECKED BY

ANALYST
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TRANSACTION ANALYSIS

Sheet of

PROJECT
PROJECT NO.

TRANSACTION NUMBER AND TITLE

POSITION TITLE

FREQUENCY (%)

DESCRIPTION
Transaction Volume: Per
Se-
quence OPERATION

Date
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. PROPOSED PROCEDURE, FIELD HEALTH SERVICE L

SORT INTO N MC BEE KEY SORT CARDS WITH FRIDEN FLEXOWRITER EDGE PUNCHING, FlLEb .
MASTER' FILE ALPHABETICALLY IN TERRITORY ORDER. E

FILE ? >

TERR I TORY . : ) :
: CARDS FROM TERRITORY 1O BE SCHEOULED ARE REMOVED FROM MASTER FILE,, .
L . . APPROXIMATELY 9000 CARDD. A .
NO_EXAMINAT ION : | Y N , .
NTe T . NEEOLE SORT ON MONTH OF EXAMINATION. R . .
. . PROPER MONTH - ' ' : .
\
UNDER 35 @ NEEDLE SORT FOR OVER AND UNDER AGE 35 BREAKDOWN. .
T . ' o
OVER 38 o !
. »
. , o
o t it
TO BE EXAM. . ) NEEOLE SORT UNDER 35. TO INDICATE THAT THIS PERSON 1S TO BE

EXAMINED THIS YEAR.

MC BEE CARDS

SORY

DISTRICT
LETTER

T
Al
el
€

NO CHANGE

REVISED CARDY

CHANGE

PUNCH OUT
AS INDICATED

N
N

CATING THAT FORM 62 HAS BEEN RECEIVED.

NO EXAM. . .
SORT . . _ NEEDLE SORT INTO DISTRICT ORDER, APPROXIMATELY 250 CARDS. THESE
) - ARE THE FIELD EMPLOYEES DUE FOR AN EXAMINATION NEXT MONTH .
e, [ - ' ,
\) CoPY OF - :
”EE;’,{}Q:S | TOTAL CARDS | : . . . e bl
; ! VO BE EXAM. THE LETTERS AND TAPES PRODUCED DURING THE PRECEDING MONTH ARE NOW USEO
= AS A GUIDE TO AUTOMATICALLY PRODUCE THME LETTER FOR THE CURRENT MONTH.
i B THE TAPE. PRODUCED LAST MONTH. WILL CONTAIN ALL THE CONSTANT INFORMATION,'
5 . £.G. 'MANAGER'S NAME, THE DISTRICT, AND THE AUTHORIZED PHYSICIANS. I
A v WiLL ALSO CONTAIN A LIST OF ALL PERSONNEL SCHEDULED LAST MONTH. THE
OPERATOR WILL NOTE, ON THE OLD LETTER, IF A NAME HAS BEEN CHECKED, INDI.

IF THIS IS THE CASE, THEN WE DO

NOT WANT THE NAME TO TYPE ON THE LETTER. THIS .IS ACCOMPL | SHED BY DEPRESS\:
ING THE TAPE SKIP SWITCH. (F FORM B2 HAS NOT BEEN RECEIVED, THEN THE
OPERATOR CAN DEPRESS START READ AND IT WILL AUTOMAT{ICALLY TYPE OUT.

.

THE OLO LETTER AND THE OLD TAPE CAN BE DiSCARDED.

' 1 I
THE CARDS Of THE PERSONNEL TO BE EXAMINED ARE NOW INSERTED INTO THE
FLEXOWRITER, ONE AT A TIME, COMPLETING THE LETTER., '~ .

WE HAVE NOW PRODUCED 3 ITEMS. A LEYTEh. MAILED TO DISTRICT MANAGER:

A CARBON COPY OF THE ‘LETTER TO BE USED AS A.CHECK SHEET: AND A TAPE

WHICH 1S FILED TO PRODUCE SUBSEQUENT 'LETTERS. '~ )
\ B . '

<«

THE MC BEE CARDS ARE SORTED TO REMO\;E. AND THEN CHANGE THOSE CARDS OF
PERSONNEL THAT WILL BE OVER AGE 35 NEXT YEAR.
' . .
. 5

e
S o .

_PUNCH_OUT OVER 35 HOLE AS INOICATED.

ey
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. . CALCULATION OF PRENMIUMS, COMMISSIONS, ETC.

Ve

[/ DATA CARD A I

CALOULATION ‘CARD 1

18M 077 Collator used to insert
blank Caleulation Cards ! & 2
behind Data Cards Ad B

18M 6024 OalculaiGQ Premiums,
Commissions and other policy data

. K ‘].

184 077 Collator used to separate . _
Policy Data Card A from the merged . CL
deck of cards o L

Insert IBM Gard;,lnto the fged
hopper of an .18M Key Punch, cable=
connected to a Flexowriter

Flexowriter converts Punch
" cerd data to Paper Tape

.‘_"

| ) L~ - - T$§e'éont£lnét {1 data from data
, . P -  and onlculatlo# cards, plus codes for
Biank Spaces, Decimal Points, ete,

| o

i X
! , i

o e e - . . . e - -y CaE - e SR O TR T i T T T T T T
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MACHINE FLOW CHART

3, PROGRAM AREA 4 PAGE oF PAGES

VOANALYST 1. DATE

. PROJECY WUMBER %, PROJECT TITLE

Approved For Release 2008/06/13 :

Validating Inventory Shipped to Shipping Orders
CHARY DETAIL NARRATIVE
- —— - - - 1.
bl — 1
* ' | 1. Inputs
| | .01 Item 1 - Qutstanding shipping orders.
.02 Item 5 - C ted Data,
I ( Trlnlcripno; Library ( - Library ) C‘rranscrtp:ioa | en orrecte
' i 2. Process
| .01 Examinc data for completeness and validity. All
! records must contain:
1 | a, 6 digit shipping order number without blank
1 d— | spaces missing digits or Alpha characters.
i Corracted Carrier Corrected ' b, 10 digit stock number - firat two characters
Data (Item 5 B/L Data (Item 6 are always numeric - without any spaces or
| (Item 2 | missing digits i{n the total 10 characters.
| '] | ¢. 4 digit numeric latest shipping date without
any Alpha characters.
| | d. Quantity shipped not exceeding 10 digite
| | without any Alpha charactars.
! ! .02 Print a report of all incomplete or invalid data,
1 i Prepare report in shipping order number sequance
| | starting a new page for avery 50 shipping orders.
! 1 J33 | 3. Output
] .01 Item 3 - Raport of i{ncomplete or f{nvalid data.
!
\ 2,01 Examine 2,01 Examinec | 11
! .02 Print .02 Print !
| | 1. 1Inputs
| .03 Sort | .01 Ttem 2 - Carrier's Bill of Ladings.
.02 Item 6 - Corracted Data,
| |
) \ 2. Process
.01 Examine data for complotenass and validity. All
1 | records must contain:
| | a. 6 digit shipping ordar. number without blank
| spaces missing digits or Alpha charactors.
| b, 10 digit stock numbar - first two characters
| | are alvays alphadetical and last 8 digits
| | alvays numeric - without any spaces or misaing
digits in the toral 10 characters.
N o — [ ¢. 4 digit numeric latest shipping date without
| ncomplete Incomplate | any Alpha characters.
| Data Data d. Quantity shipped not excoeding 10 digits witha
aport Report | any Alpha characters.
| (Item 3) (Ttem 4) | e. Carrfer's tdent{fication code not exceeding 10
) b 1 digits; must contain at least 5 alpha-numeric
| ) digits of data.
| | .02 Print a report of all fncomplete or invalid data.
1 Prepare report in shipping order number sequence
! within carrier's identification code. Start a
! | new page for cach carrier's identification code.
Error Pag
! "Resolutio Resolution [
) .03 Sort each record to matching sequence of:
| a, 6 digit shipping order number.
14 _ .1 '__ R | b. 10 digit stock number,
gI11.
1. Process
.01 Match comparing on:
a. & digit shipping ordcr number.
b. 10 digit stock number.
111 c. 10 digit quantity shipped to quantity ordered.
== d, 4 digit latest ordered shipping date to date
1.01 Match shipped.
.02 Identify and select for printing the following:
-02 ;:'i:f_:fy and Unmatched shipping order or B/L records.

b. Matched shipping order numbers with une
matched stock numbers on B/L records.

¢. Unmatched quantity greater than 27 tolerance.

d. Latest shipping date is earlier than actual
date shipped.

e, Unmatched stock numbers on shipping orders
with latest shipping date less than 10 calendar
days away.

rintin;
Tape
bl
=~
U B YREASURY DEPARTMENY « INTEANAL REVENUK SEAVICE
cro p1883e romm M-3906 (262
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TIME SURVEY
FORM R-1077-2
LOCATION SECTION DATE
NAME POSITION MACHINE
TIME [CODE|UNITS| TIME |CODE|UNITS|{TIME |[coDE|UNITS[ TIME [copE|uNITS|| TIME|copE|UNITS| TiMe [copE|uNITS]| TiME [copE|UNITS] TIME cooa!umrs
8:00 9:15 10:30 11:45 1:00 2:15 3:30 .4:45
1 16 31 46 1 16 31 46
2 17 32 47 2 17 32 47
3 18 33 48 3 18 33 48
4 19 34 49 4 19 34 49
5 20 35 50 5 20 35 50
6 21 36 51 [ 2] 36 51
7 22 37 52 7 22 37 52
8 23 38 53 8 23 38 53
9 24 39 54 9 24 39 54
10 25 40 55 10 25 40 55
1 26 41 56 1 26 41 56
12 27 42 57 12 27 42 57
13 28 43 58 13 28 43 58
14 29 44 59 14 29 44 59
8:15 9:30 10:45 12:00 1:15 2:30 3:45 5:00
16 3 46 1 16 31 46 1
17 32 47 2 17 32 47 2
18 33 48 3 18 33 48 3
19 34 49 4 19 34 49 4
20 35 50 5 20 35 50 5
21 36 51 [ 21 36 51 6
22 37 52 7 22 37 52 7
23 38 53 8 23 38 53 8
24 39 54 9 24 39 54 9
25 40 55 10 25 40 55 10
26 41 56 11 . 26 41 56 1"
27 42 57 12 27 42 57 12
28 43 58 13 28 43 58 13
29 44 59 14 29 44 59 14
8:30 9:45 11:00 12115 1:30 2:45 4:00 5:15
31 46 1 16 3t 46 1 16
32 47 2 17 32 47 2 17
33 48 3 18 33 48 3 18
34 49 4 19 34 49 4 19
35 50 5 20 35 50 5 20
36 51 6 2 36 51 6 21
37 52 7 22 37 52 7 22
38 53 8 23 38 53 8 23
39 54 9 24 39 54 9 24
40 55 10 25 40 55 10 25
41 56 n 26 1 56 11 26
42 57 12 27 42 57 12 27
43 58 13 28 43 58 13 28
44 59 14 29 44 59 14 29
8:45 10:00 11:15 12:30 1:45 3:00 4:15 5:30
46 1 16 3 46 1 16
47 2 17 32 47 2 17 SUMMARY
48 3 18 33 48 3 18 CODE|UNITS|TIME
49 4 19 34 49 4 19
50 5 20 35 50 5 20
51 6 21 36 51 [ 21
52 7 22 37 52 7 22
53 8 23 38 53 8 23
54 9 24 39 54 9 24
55 10 25 40 55 10 25
56 11 26 41 56 1" 26
57 12 27 42 57 12 27
58 13 28 43 58 13 28
59 14 29 44 59 14 29
9:00 10:15 11:30 12:45 2:00 3:15 4:30
1 16 K} 46 1 16 31
2 17 32 47 2 17 32
3 18 33 48 3 18 33
4 19 34 49 4 19 34
5 20 35 50 5 20 35
6 2] 36 51 6 21 36
7 22 37 52 7 22 37
8 23 38 53 8 23 38
9 24 39 54 9 24 39
10 25 40 55 10 25 40
n 26 4] 56 1 26 41
12 27 42 57 12 27 42
13 28 43 58 13 28 43
14 29 44 59 14 29 44
9:15 10:30 11:45 1:00 2:15 3:30 4:45
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DISTRICT OFFICE

0.0. CLERK

WHEN DOCUMENTS ARE RECEIVED FROM A SOURCE
NOT INCLUDED IN THE COLUMNAR HEADINGS OF .
THE CHART, SHOW THEIR ORIGIN IN THIS MANNER.

CHANGE OF NAME (0154)

1. Complete form,
2. Obtain mliey rrem p.h,

FORW LETTER (08 SUSPENSE ACTION IN THE FLOW OF FORMS CAN
BE INDICATED BY BREAKS IN THE F.LOW LINES
N IMMEDIATELY OPPOSITE THE PROCESSING STEP
Fovmare oma i conFletanmss. ame WHICH DESCRIBES SUCH ACTION.

£ Torvant poltcy, Gange of e : F

fora, ant Fora Lettar to 7.0,

[ 4

NUMBER EVERY STEP. THIS SHOULD BE DONE
AFTER ALL THE STEPS HAVE BEEN ENTERED ON . . R
THE CHART 50 THAT THE NUMBERING SEQUENCE : - L
6. Baquisition application WHEN A PARTICULAR PURPOSE CAN BE SERVED,

MILL FOLLOW THE NORMAL ORDER OF EVENTS . AS IN THIS [LLUSTRATION, CHANGE FLOW LINES.
FROM HORIZONTAL TO PERPENDICULAR IN ORDER

- B : TO PLACE THE FORM SYMBOL IN ITS MOST AD-
POLICY APPLICATION (aPP) ‘_ VANTAGEOUS POSITION.

REQUISITION FOR 4PP (080}

NOTIFICATION OF CHANGE (O1159) e — < rom oEsTROY
LOAN RECORD GARD (0481) 7 — i =
RECORD INDEX CARD (033)

POLICY RECORD CARD (099) Fom FiLE
N - 0481

THIS IS THE MANNER OF DEPICTING THE TRANS-
MISSION OF DOCUMENTS TO AN ORGANIZATION N S
OR INDIVIDUAL NOT INCLUDED IN THE COLUMNAR SHADING THE LOWER RIGHT-HAND 20, Pull Lom Becord Card; changs
HEADINGS. ' CORNER OF COPY | INDICATES THE - e Card; commge nme; refile Card; destrcy
- - POINT OF ORIGIN, ol ard Kot "of Crange.
! . -t N NOTE: If the p.h. has no
outetent;

PROMPT DELIVER NOTICE T0 0qf
(0861

- WHEN SPACE LIMITATIONS MAKE IT NECESSARY,
RENEWAL CARD-MO (086 MOy 13. lnsert palicy ta AN ADDITIONAL ORGANIZATIONAL COMPONENT
sttach Fromyt Il Tattar CAN BE INTRODUCED INTO A CHART IN THIS
_ 10 poliey; forerd to D.0. MANNER. BY THIS METHOD THE USE GF AN ENTIRE
RENEWAL CARD-00 (086 DO) g COLUMN IS AVOIDED.  IF SPACE IS AVAILABLE,
T IS PREFERABLE TO USE THE-COLUMN INSTEAD
OF THE INSERT METHOD SHOWN.

INDEX CARD=-0O0 (040}
fe
.9 ant 1o
15, Setumn enforsed policy to p.h. Zantsy Toreand parey o e
b

. 16, Raftle app.; dastroy req.
roy Proapt Deltwer Latter, . Jertia o

r11e
ter 1n special file,
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* WIFIV MITW IVIAVITIITE  VITAan

-
POSITION (8) CHART NO._____ SMEET NO. —_ OF

SUMMARY
SUBJECT CHARTED CHARTED BY

PRESENT | PROPOSED! IMPROY.
TIME MAN WOR DIVISION

NO. CLERKS ENGAGED IN THIS WORK TLME_MACH | ME. NORKS

) o [|ToTAL CcYCLE i -ME
APPROX. DAILY APPROX. DA
TIME PER CLERK _______ VOLUME PER tLERK $ OF MAN'S EF! DATE 194

$
CLERK CHARTED APPROYED BY DATE
(USE OTHER S1DE FOR LAYOUT |F DESIRED)

SECTION

PRESENT METHOD PROPOSED METHOD

CLOCK OR = [ CLock OR §

METER METER
READING g READING §

L MACHINE Ll MACHINE

SYMBOL
SYMBOL

L

VPR PPV TP YV VPt PRV OO PR VPO

L un,unlmllnulmnluulunlnulm|luulnlnlnmlmnlu.nhmlmllnuluulnul

bbb doobin bt i,

doadibindi

FORM 9675 = Feg, 1946
PRINTED IN U.S.A.

_,u-lm-rn [.u.]””]nn’nn!unIm.qulun’m|I,|.xlun-Iunlnnlunlnnlu.nlnu:quprnluulnulm||||u|m||uuImv|lnlI»ullvullnu||u||lllllnnllmlrrhllln|n||lvln|u|;Iullllmlnulnl|I|||I'm.Inu'lu.’llulurr[

boobinesstiindintinn b biotiob it bdulintedididinin bt b oo benten bt o g

I||||]unln|('nn]llllllnII|luInnlnu,llulmvlullllrrrlﬂllI!ulllmllm'un]luv]nn!llll)m llllnllnvlllnllulllnl|||||I|||||||||Im|Innl|lull||l|u|||ul|]lnl|lnllu||Illulnnl|n|lu|||||ll

E

e
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