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3 Ray Marien, Marien On Forms Control. (New Jersey : Prentice Hall, 1970)
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{Subject Classification)

3 FHTNY‘% 1
f'; Subject deafivnii
1. Accident aaLwg
2. Account Payable ﬁqﬁﬁmﬂ
3. Account Receivable ﬂty%@ﬂ%&
4. Advertising ﬂ']?I‘INH W
5. Application nIedng
6. Bank Account TS dudinsuini
7. Benefits Hﬁﬂi:ﬁ{ﬂ"ﬂﬁ
8. Cash U
9. Claims 1IN AIRISENG
10. Costs AUN
11, Credits ﬁm% Q]
12. Earnings Te'lé
13.  Employment Status N OTULMWBDIRNTI
14. Insurance udsE
15. Jobs N
16. Land and Buildings ITTUAE BRI
17, Machinery & Equipment 19309573, Bud
18, Material & Supplies iﬁ@] 'i‘ui"ﬁl(ﬂ1
19. Pensions ﬂ'\‘mty
20. Persons UaAAs
21.  Product HNRAND
22. Production ATINAN
23. Projects 1aT4MT weunu
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(MIIN 1 (D)

i Subject douiui
24. Records ﬁ%ﬁﬂ
' 25, Securities winnInd
26. Shipments UWAHI BIF
27. Tools aaald
28. Travel AT AUN
29, Vacations AT gaRnHal
30. Vouchers tL‘lJﬁ’l@gfty
M3 2
LN OTUAN B I N6 LU
{Operation & Condition index)
V'I'ITNi’I‘l 2
Index Operation & Condition IEMItazdnNaEMIMIHAOY
1.  Absence NI mmqmm
2. Accident DIIGILAE)
3. Address a1l A
4. Amount U931mu
5. Analysis PIGRRrA
6. Application MIRuay
7. Approval N3 a6
8. Calculation MIFUIN
9. Cancellation MIYNLEN
10. Change nml_lﬁ'lﬂuu,ﬂ Gh!
11.  Charge mMIfasaauuNy
12.  Correction m3ufily
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A3 2 (AD)

N Subject Aounydi
13. Cost mMIfineiunu
14. Delivery MININAL
15. Design AIBanLLIL
16. Distribution M3 MU
17. Drawing ey Weuunwds
18.  Evaluation MIUTELIUNR
19, Inspection ATIAIIIRBY
20. Inventory mIAudsea
21. Operation AP RIS IATERLTE
20. Payment AT 1L
23. Procurement s ’5@1‘%?}
24, Production MINEN
25. Regeipt UL RAT
26. Recondition nsuiudgermwn
27. Retention nma‘lﬁ'
28. Return AITR 96U
29. Repair & Maintenance mstaauTy AT ainm
30. Regquirement fvuaf sfidasnTs
31.  Shipment NTSUUF 3
32.  Specification MIMAUATILAZLA DA
33.  Status MIUFHAIRTIURIN
34, Transfer ﬂ’l‘iIﬂﬂﬁ‘lﬂ
35. Typing NIANA
36. Use a3 Lt
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MO AR
(Function Classification}
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‘F; Functiona!l Index IlUﬂﬂ'llIHﬁ'l‘lﬁl

1. Acknowledgement MIAaUiU Vanuaua
2. Agreement mMIANey NITEuLDN

3.  Application NTLEAIANNINUY JUAT
4. Authorization nmyaula

5. Cancellation MsUDEALAN

6. Certificate myoanlufused

7.  Claims AMINII MIN9

8. Estimate minzUIzanm

9. Follow-up MTFAMIUHRIU

10.  Identification MILEAIVANFIN

1. Instruction muuin e

12.  Notification asudalvniu

13, Order ﬁwﬁ"a

14. Record Tudndszi® smziau
15.  Report ) NINTYNU

t6. Request nIva

17.  Route TNV I

18.  Schedule MINAHY  AIRUANIT
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ENTER EACH FORM WHICH HAS BEEN
FUNCTIONALLY CLASSIFIED AND
PLACED IN FUNCTIONAL FILE

o
mInm 4

FUNCTIONAL FILE LISTING .
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CONDITION
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File Card
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o L =& 5 d:d: 2 2
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o
—
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—

4 George R. Terry, Administrative Office Management (Illinois + Richard D.lrwin 1975). p 110

5 Julius B.Kaiser. Forms. Design and Contrel (New York : A.M. A Inc . 1968). p.84-85
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Wasuin g wwuvefufialimsfiddannin Tas
(n) Fatuilwensedounsouly
(v) Yudlude 4 wmanzauuus e
(9) mﬂﬁﬁwﬁl’aag'lnﬁ'q Futdasfidaamsnsantrdaniulinaufinlam
Aoy
. (1) frdndaiuduuaclsfuiuuefufiatumsdmualisuse i
ayjé’muum?aﬁ'qnmwamuuwaiu

(3) Falvawvasdrdsadammspeauuwasuimant odseniailanle

v

o

(8) MluiRvuEumh N aRuidd T unimasuuvedy wiafuuy
wa§uﬁ"’mﬂmmuﬁl’ﬁ'agLﬂuﬂfs:ﬁﬂanqﬂﬂmﬁm aradaRuadelslu
ARauuuWatufle

(8) m3Buioa (Introduction) ?1a‘j'J’amwumﬁ'uaﬂ'lﬁ’mmimuuwa%'mfu.f[
Geafulas azls We'lws
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6Ten’y. op. cit., p.112-122
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duaalUlvRas miuss agﬁayalm"l,ﬂmmuﬁ?uﬁn Fsmarinlalagmsaavudimusiaa luil

< - ] 9 4 d
11]1’1 12.1 ﬂ]n]llle)Win'im]mﬂHﬂmdilx'U'i'iil‘?IJ1NIIUUV‘la1'I.I

1. ﬁaauja'l,@ﬁ'mﬁinLﬂutﬁalﬁuuuﬂa%uﬁuquqm@mumﬁﬁmuﬂ'H

2. loniludly wweazls Wedols fdduiuasustisle

u

& [

P [y 2 o o ¢« a
Affinadasezdasier Infvifouuunadaiu

Ao a4 [ Fo = '
fdeviueaun s whuurewaduiiuanlestlas agsla

€

5. glfuuuned sinesifauustqlaths
6. wdadoyslasanldig wieaxilwheduldlna
7. awets v uiluwaininzudmia

8. thlalfulsanuuradutulwndunieirdauneiull sclidgmlafatuniols

@ Tmuatouuuvaduhimnzay (Adequate Identification) HDUBILIL-
ﬂai&m’ni]::ﬂa'l.ﬁ’mwuﬁaa}m@mmﬂmamuuwa{mfue] ae wu lusdas lum lueda-
Tusdn

Tootndudrnisintauuuwes wliuusmnmamiingzas  useadsdeuf
wionwnasuinfulSndtauuunaiudsonlddusadm wialddanesszaufudis
W ¥3.24, n9a.9, 1.20 Hueu r“a’muuv'lai‘uu?mﬂmqum (fultiple forms) finoslsiaui
guwdan wianisrrylWldmivhatulassdslulne wieornacldnszarmfieng q fu
AU U Wi filer

(4) MIPATHIAUTIONS (Sequence of items) N1IIINTWNIALAEITD MU
Widunguidnfuuss §aisosdrdumutuaaunsd jaamdu 1 vattoafulaldiing

wieulwifeunsuluin wazthazimmidayannuuuneiunidslumanaduiuuaiy
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a

duene  Aersasesddunemldraaadasin  iRatasiwluldinnedonlviuuuinin
faundvlinuazarvagladsrdduirdunems Lidefasunsdnldnmssisd s uas

s day

1]4 v e u ¥ ¥ o
1 niz2.2 ﬂ119ﬂﬂ1ﬂu11Uﬂ1ﬁ1ﬂﬂﬂﬂﬂﬁ'ﬂlﬂ“

) puuidhlveanuurein (General pattern of the forms) A3 IMUA
;Uuuwaaﬂaiuﬁuﬁi%ﬂué’fmﬁan masasmIAar it lunTniansuueduily 1 19z

'
aad A

P = F-3 d' = | F= P 9 ] 1 L = ar o
ATENEIBNanIDIAT aIRUNGR ﬂiaI@U’Jﬁau‘I'L'Wﬂﬁltvl,(ﬂL’JWHEN’J’]JVLEJJLWWEILWEIGﬂ‘].liﬂvo’m

ﬁayaﬁ'aznsanmummuwa%uﬁu TINTNIA AU NN TR AT ULTTHO N TIATRANTRe

9
o

TIANUREAINLAZANURWNU IasBandnd il
(5.1) MTIVIUTDINIMNUMIGS (Vertical Spacing) wangsmaiutznzusavia
o [ & d‘ [ d' & L] [ s
- FwTunuuwaiufinsandoaTadANRES  MTIULTTYG I zHe
1 7 97334 3-6 UTTYIA (Single space W38 double space)
- #wmTunuunesufinTanaule arTiu 4 uTeve luszer 1 dn
(5.2) MIIUTDIIINMUULITIL (Horizontal spacing)  wawhamsiiugaslv
Tnsendeyassuusuuraty
Q [ I3 ::Il (7 :Il F=Y £a n‘; q_l, Qs
- #wdunuuval ufinsandnesosRunaatin lanraldudlusses
-: =y & ar [7 [ (" Qe (7] rsl :al a
1 47w aRuNGIEArTld 10-12 & uaihlEisntandwialuizey 1 1 adou
NI NI T 8 6
(5.3) fhéipslfiaTasiiodu ¢ lunweanuuuvefy Flddidsdmussamn
maatﬂ?aaﬁaﬂfuq Wundn wu mmnazdareaufesd nesudassuwuuiniis 99

IfeTasrauRaeasasrans 1Dudu
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(5.4) 3 iutlidmivarpRafivisuresudhudantu easiusves
1918 1 /2 fa e ldlernuuiuuneSunninzmamely
A ['s o 7 L o, & a e 1
(5.5) ails mIssALLUWaSMIzdasliRasade i LIS Myl fiRnuluas
o ool ¢ w2 s < G i ! 9 ;:ll o L A o [E=)
fpuadt nrmdnduuiuWasy  deiate  wuuWai Rz dasntanaruiadasfiuRae
dauludniudastiduursvialy wathazldnsandwiafarmiduussvialily asoiu
l 1 wh W N o o 2 = @ o @ ar :;
rasd T wnsondsanuia s iulilvwonrs farsdasnzilsrmitumdidnnifaz
U‘nqmiwﬁaa’jnﬁuj wazininduld @ ldwee s [ Ballot Box) Viwitiaanuts.
dl "] W s =3 all [ 5 o (3 o &V w1
Gyiwua LW anfenasumuniurey  Fedsanuuudaduazdasman wliiednsen
awa}:man-ﬁayaatimlmﬂmmuﬂa%wﬁfuﬁ'n SR ﬁﬁ‘%‘o’ﬁaﬂlﬁtﬁﬁammuwa%m
- 1 V'Lvn‘ & A = . av 2 Pl o -
anfulalaiiniun Jadumstisdewianaasinen winafinsudriedasmng v
WIANINUIN x 14 Box WTasnufiianynnu wastadlun1iusanisasiagaunas
ﬁﬂﬂa;&a'liﬂ%ﬁau
waaidlsfiany nmIdang ! uasdsaiuiiu 5@&@{1"1%’@1%;})'?\@%&1111 FUDIT
bignrenleedssnangldar sivtonnufidasmsien

F) o aq ¥
alitiz.3 dedini 1y Ballot Box

HEUNNZA VUL

o

L AU U 008 e e e

'
L% = &

IR FORE T e RNt (SO
6 oL
TR D e L0 15 S SO
Nudmaniawnasisenau Sy uTanwg s
o FIRUUALD URUELRID

A @ o1 |
9158 A IWUABRANE A QLR e e

(5.6) MifinToUNBNIOLIWN Box Captions) WNainfimillafliagdlurouivn
ol 4 o - o 2 o ) as = v 1
fiwaunnedailunvisniaillofuasinldalusuda Soudos e wzeandams
mranfaanuuszimasnnidayalulian  fuRelWasaindenydiedQeoalavumay

Frmfunanzintialidn’

Toed oyt
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o w 1 L4
124 d20013m319 Box Captions

REQUEST FOR PERSONNEL DATA
1. Name 2. Grade
3. Address 4. Telephone No
5. Age 6. Sex Weight 7. Height

o4 .t "
1'!.'“ 12.5 ﬂj]NH10QU1—IUTi 1%l Captions on the line

1. To-Toenn (Wendinuyyaa)

2. m{g..................
pythuiarf
b
B e
u

R T S T T Eot o L WSO

Tdusin I lduuy 12.5 w3
1. msviure sl sy

W

- 4
2. W anwwsssnuaiawlmluminsandaya

u
i

3. thnvendioyadamaiasRadfadanlugzain e ldnsRudeda e
7z I ilutag 1
a. wlazniendwiisfldazandwniudldtoys uasdariamay

5. wa3g llnuen
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o4 . Y
1N 1z Amnihaglausinia (Captions under the line)

REQUEST FOR PERSONNEL DATA

{Nam?) (Grade)
{Address) - (City)
{ Sernial No ) - . Age) __  (Sex)

— (State) —

Tunusi MWl Ui 126 ez

wanRAETUTUA 12,5 wsznifinidoanmirIfdussvadu Re el

ar

Auvsialdmza i

Qs

(5.7) hilfeannfisrvrsesslunounasuludrussmoen T AMuarsly

USTRADNORD A LL@imsLLﬁaﬂaﬁmﬁLﬁalﬁ@pmm aoytfi 12.7

nhtiz7

Frsiotreiuiti ieTw. . L5En

A RO ULITE W e e i
SRR et (21 o 1 R U3 01

MU L v
‘ Vs U TRWAE. s W

eyt D resowrededse e ) i

RN L TR PR DR T 1
52 DU TE M LT

o e Goe Mo n o S A e A @ .
6. virenr s AT e L I L LS T BB BT A L o e e e et e

(neuluasud e sziBoetd aa i)

(5.8) Wadaamutuanud dyrn Woyadmlae1ali35usie (Shading)
mudufuseu 9 inadoyedu 1w peariudu v 79w Iwd s demiludmitiRe
(s.9) mydansdaanuhluivuredy  andalididnwriogazesdeg

luwszezas siunnussvia wWeszaanlunsldiasosRudAansaniuunedmiu Featha
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T iae gt 1aarrdae il
Name : Name
Address : Address
S.K.Number : 5 R.Number ;
Age : Age :

(6) FIUIMFUUT (Number of copies) AIRUPTIUIUFUUWITDILLUNWET NTUAS
o _ A& ) & Qs & & U Qs ua.dli [ 7T @ % ar 1 iy
SRR R 'I,ﬂ-a‘a]:t,ﬂusg"lmwamuus[ma azdinanniilale Hidacliarnzduatiumiin
fiamaclduuunatuasies 1 atiy fo nraniRisaudon winssdaanslEanluwmands
fanaudarRuduled LLGii'hi’Jmmﬁ’]Lﬂuﬁaa'lfﬁuuuwa{uﬁ’uf[%wmwmmﬁu finrda¥in
s & A ' a £ a | ) a ' - e &
Lmuwmmﬂu"qm 7 Lwai]:"l,mmamwmmammu@mm‘smsﬁmmﬂ“lﬂﬂaimma 9 VIR RIS
16 daflunistrdseswiarabwvamintanuss o fuwnTAansIaannInTanLuUNaS s
W@efiunag q a3 w3 s AmumIszdareSatdlvimsdar g v niuanw
Fnin
(7) WL IBUNBSY (Types of forms) mydarinnuunaiuaanlfiuaradiania
ldwmyduuy dedasdrfefisnmusrlanifazldTuusrdunulunsfariuuuveds
un g a7 @Tqﬂ‘ﬁ' 12.8
<, 9y d A -1 A
3.2 NINTITONNUMUNNUDINDUWBIY (Physical considerations) @aTut50
=Y ] o o & 2 1 :!I - -4 @ dl = 7
naneflaeg q fudniludosnssunaufzadonatvaonld Fan1ausnias o 'le
4 Yszmadil
a - A - A o e s & - va A e o
(1) &vaanin (nk) nMIRonFuasninRuRuULWad utuasIRoNn TR Ndaiy
FUDINTEAWRIIWRINZAY A8 AN A UL I UBZURQE LM WIn LS MR U
wuuwWes unils T gaur e faringeiuannnlddides
Qs A -4 o LYY sq 9 dl. o o
(2) @RNN (Print type) ATAMUALTzIANGRURIRIRINz R uRB LA UA NS
wanehaszwiisdiaysdis 9 suunuvety wu deenuladesnsuiuldiutasuaudu
farTiFnumasRuAlwadlunndssTuat w019l duar dnanamn delsuaa

sl aaas dalih Hudu ineflawmafioraved Ui nmininmelssmunle

" Ibid, p.116
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< ar ¢ dq ¥
guliiiz.s  @rnanmaiunly Ballot Box 1a% Box Captions

dlavmsuudiiszinaing

ARRIVAL CARD - THAILAND

TagmiasnW By rail
TM 8051863 . .
T bmumiasntus By road
[ ] TaumiuSe By ship
Bun19u1910 (From) .+ Tasmiaoaniat By air
£ Fllg NOow Squeoreeeiaeneenn
sl
i
¥ Names Male
..................................................................... B RLETR
. 4 ¥ . 4 .
(uiuana Family) (¥0au First) (wona1a Middle] | Female

- " —T- -
Ju ihou 1 uazeonufRa Date/Place of Birth

............ F e e

#Fyvi Nationality 919W Occupation

va = p)
wilaffeduma v Passport No.
4.
oiun dazuoon

Place and Date of lssue

El 4 v
291809 Vita No. aon AN Tssued at

a 4 P
Uszmatiufioy Moy Address
Country of Residence

-------- B T Y TR TP P PR TP IY I

d . ;
nﬂg?uﬂi:mﬁ"lnu Address in Thaijtand

¥
waazaaflunisfeu Purpese of Visit [ iaau#fisy Tourist

&
C o o yelszmanew q
_. BsN9 Busmess [ ] 319077 Official :+_,
Other Purposes

A
1Rk 13}

Signalure

IMMIGRATION DIVISION All.e/¥ N,

GM 315



(3) Mzl (Paper) MItRanUIzIAMMAIzaBE T UTaiuuLWautuals

AnTonndnddy s Uszms fo

a
©

7. Unidn  (Weighty dindnvadntzarwiufisuinuailutoud a9iiu
muRenMaTemedasdl dnitrdnreintsawda bl iz TmenTais u
amadninuadsummaindn  wsrlisnunienszarwfidnaziwuauiasgiue

nizan HIﬂﬂLLUﬂﬂ']&l‘iJW]ﬂLLﬂﬁifuila Gﬂ‘itﬂ']“lﬂm:Lﬁ'm&l'lﬂ'ilﬂdﬂ']'ﬂ‘ffﬂ?tﬂﬂﬂ'ﬁ?ﬂ @ 9919814

¥
sl ENYRTeY

Bonds, ledgers, general writing 177 x 22”

Book papers and offset papers 25" x 38"

Cover stock 20" x 26"
Newsprint 24" x 36"
Bristol board 221/2" x 281/2”

1 = o = a & Pl ﬁ' = & o
F T nvaantzaeilouninua duiy (ream) fawlSuIziIwmUIzIM

500 WHY

nszasfsiiwinn M fdouiniadauenit aztiu JsemRenldaszaw

€

[}

wdnifigamfaz UFaUsslortlunld wazdeflazdndadulainery inzais

"
a0 3 Qs

i
smtndwamrledudfe  1ERNT i I 1w A% I UINUDINTE LU

-3 1

o ' ¢ & = ad o o= 3
Naﬁ&l“']uvlﬂﬂd‘ﬂﬂ']\? ‘] qm;wmummuuuﬂmuuu ‘T AFAINTAaN IFTNTIALNUY mqm‘imu

Y [ a g = A & uL @ dl a ar &
MIANUAHIZHUNATULABDIWTI AT DINW LLﬁtI@U“ﬂ? "'[ vLﬂLLﬁ'Jﬂ?:'ﬂ']H‘Uﬁlﬂuﬁﬁuﬂ\‘l']uuu

[ [ =2 I3 1 o o L = -
Pnazifutuia 16.6 w30 20 Uaud FIMTRIRLIAIT MNTEMBIWIe 7 wia 9 Uaud
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. LY ; ¥, o :
i mumhmidnszagan s lsdmisauma 9°

I seiamnizany
Bond Ledger Copy
Letterhead 20 9 win 7
Legal document 24 9 win 7
Ledger 32 w38 28
General office use 20 W38 16 9 W30 7
Forms-Continuous types
Initial copy 16 %38 13
Other copies 9 WD 7
Forms-Unit Set types
Initial copy 20 W30 16
Other Copies 13 W38 9 13 W38 9

¢

2. FULIBINTEMY (Grade) waBTanmmwraimizaudeluiviagiufl
Tunsuda mm.ﬁanlifn‘s:mwﬁ*mi’uﬁwLLuuwa‘iuﬁué‘faaﬁwﬁaﬁammmﬂwﬁﬁuagﬁu

M

5 o Vo | s @ i =1 |
2graNUUNeiy  Fuaun1Id smazyUT e Wi udu ¢ a1sedaluterare

Tumssiadulald
Eﬂq‘llﬂ\lllvllﬂﬂ'gll %"’umaqn‘;'::ﬂmﬁmﬂ%
1-5 ¥ 100 percent sulfite
6-12 1J 50 percent sulfite and 50 percent rag
12 ﬂ%uvla‘l_] 100 percent rag
Blbid., p 120
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FIGURE %-7
Types of Office Forms
RED-I-MAILER

1 PIECE MAILER PRINTED ON CARD
STOCK. DESIGNED TO FOLD AND MAIL
1-WAY OR ROUND-TRIP. USES: NOTICES,
ADVERTISEMENTS, LETTERS, BILLING,
RECUESTS.

TAB-1-DENT

o 2°a o s wiv e 4 mual

T,

e e

CONTINUOUS 1. D. CARDS ARE USED
8Y COMPANIES, SCHOOLS AND ORG-
ANITATIONS, DIE-CUTTING EQUIPMENT
CAN ALSO CREATE SECURITY HOLDERS
FOR CREDIT CARD MAILINGS.

PRESSURE SENSITIVE AND GUM
STRIP APPLICATIONS

SPECIAL DESIGM PROBLEMS MAY BE
SOLVED 8Y OUR CAPABILITY FOR IN-
CORPORATING PRESSURE SENSITIVE OoR
GUM STRIPS AND/OR LARELS INTO
BUSINESS FORMS.

Courteay. Shumite Busimers Forms Cn ., Duseen of Arery Corp., Lebanor. Ind.

DAT-A-CLOSYRE

CONTAINS A POCKET TO HOLD DATA,
TAPES, PAYMENT, ETC. PRODUCED COM-
TINUQUS OR AS A UNIT SET. USES:
INVOICE, STATEMENT, ORDER, SHIPMNG
OR SOLICITATION FORMS,

MULTIPART-CONTINUOUS AND
UNIT SETS

FORMS ARE PRODUCED FOR ALL TYPES
OF DATA PROCESSING AND HANDWRIT.
TEN APPLICATIONS. AVAILABLE WITH
MOD, CONSECUTIVE, MICR AND/OR
SECURITY NUMBEBING,

SHINGLED CONSTRUCTIONS

ANSWERS TO RECORD-KEEMNMG PROS-
LEMS WHERE CHECKS, RECHPTS AND/OR

RECAPS MUST BE MADE. INFORMATION
IS ENTERED ON ALL FORMS AT ONE
WRITING.
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o, lnseany (Grain) myzarsRgwdsduleredld iz hlunnde
ms;mwﬂ"’umaﬁmﬁmuuﬁmu@lﬁ’mﬂwaans:mww“JVLUmmumuauﬁaumﬁbuﬁaa:
Toladnwl adhusa e

1. & (Color) mMIldnTzawd v uudesuauiusslordunmedszns 1 ou
Fplddurmmiodafiude azadndansaTiarey waaddlsfinuntzawd Sndseuns

AIINTZA WU

o
& t

= s & - a =
2. PUID (Size) PWIAVDINTEO1A M AT AL UUWES Wiulnas S i mw

u
]

fToyafiirvaraasmunneduin Jiziaminuedesfuidaniaiedasdefiozldluns
manuuLeswiu 1 ansaausuamnaTurasiudaiudsuazddsfnuainasgiu
vosnrzauluiasamadin HeliRelifindanizanldaidilszinimmw daammg
dold szumm ey uneIgm §emdannnizasinargdalalifnrzans

R e lama sy Tomd

sl 129
o
STANDARD SIZES FOR OFFICE FORMS ?

SIZES ARRANGLED ACCORDING TO BASIC SHEET FROM WHICH THEY CUT

BONDS LEDGERS. MANIFOLDS

These sizes cut from 17" x 227 paper stock

21727 x 21,2 4,147 x 51727 §1/27 x 11"
21/2” x 41/4” 41/4” x 511" 117 x 71"
31727 % 81/2” 51/2” x 81/2” 177 = 22"

These sizes cut from 17" x 28" paper stock

21787 »x 31/2” 41/,4" x 7" 81/2” x. 14"
31427 x 41747 41/4" x 14” 147 x 17~
31727 x 81727 7ok 8172”7 177 x 28"

9 Ray Marnen Marien On Forms Conirol {New Jersey - Prenuce-Hall 1970} p 107
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INDEX BRISTOL

These size cut from 25 1/2% x 30 1/2” Index Bristol
3 M x 5’[ 4 ” x 6 M 51’ x 8 ”
The following sizes cut with waste of stock and inefficient production

6" x 9” 87 x 10~ B1/2" x 11”

2. MIEATEAIBOTI LU (carbons)
Finfudaslfuuunadudmsunawaiiy  farvwldnszarnrmivouls
W LG N Tueuda I «'ﬁaa:ﬁwlﬁﬂunmuanmam e dunstaaiu
nThanaa uaTsAasanle
3 ey vauluarsvind nuniuararin ldn munuy 1Bu
. . 6 o e . . . o
(n) lanszarwadvaulduuwuudasufaziflud i auitwaus nuf
ABINTT
(v) WWnszewmivenliluuvuveiufindudnwlasfavinduge 9
(f) arfupuatluiaios 4a5end1 floating carbons
-9 & o @ a P ] =g ¢ @
(1) a1t vaulfuudunimeaiuuredy Geeraeudisnivaull
1 1 1 A & Jdl 2 o o 1 [
waAE I8 I laduniiawa swuunas ug sdasmI W RE 1w oz daeyuadiEns

gralddndudasnslibingssunuuuai vuneduwnAla

. S 3/ ¢
4. Mowe lsihznaunivinsanoonuuunain’® (Form design check list)
nwswm”au”al,ﬁaﬁa'l‘: anlunsaanuuuWesviua1amdiaauliTud10ud
da Uil

Is the form identified with name and number?

Are type faces clear and readable?

W

Are all captions easily understood?
4. Does the information supplied by the form tie in with state requirements of the
adopted systems, procedures, and methods?

5. If machine-entry, are machine specifications such as maximum size of paper. size

YV ihid., p.111
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of printing characters, and length of line taken in to account?

6. Are the supplied space requirements adequate for each individual item?

7. ls fill-in writing reduced to a minimum and is repetitive information printed?

8. [s information grouped logically and, if source document, are data in sequence
that will be transcribed?

9. Are box and columnar arrangements featured?

10. Are vertical and horizontal spacing in conformity with the writing method to be
used?

11. Is the need for tabular stop held to a minimum?

12. Are bold types. markings, numbers, shaded areas. and color used to facilitate
handing, routing, and checking?

13. Are varying thickness used to set off sections of the form?

14. Is form self-instructing-are instructions clear, brief and located either at the top of
the form or close to the section to which they apply?

15. Is the routing of the form clearly identified?

16. Is information for filling placed advatageously on the form?

17. Will the form fit standard binders and file folders?

18. Is adequate gripper space included in the form design?

19. Are the proper weight. grade, and color of paper being used?

20. Are the combinations of paper and carbon acceptable for desired carbonization?

21. Are carbonless papers preferable for this form?

22. Are perforations, die-cuts, and narrow plies of paper and of carbon used for
positive selection of data on certain copies?

23. Is the form suitable for window envelopes if it is mailed?

- ¥ -
5. winvoudgulumsoonuuureiy

(1) Double fine 15ug IHawzFanasieauriniu
o o T, all ar € W W @ Qr £ o W 1
(2) Heavy line \funiln 11%a dunadwidmuueu mudhs sadudiadiodon a1n
wadlalng)
(3) Dotted fine Lauldtm TFuLismass1uIwidu 1w 1 xanad
(4) Combination line \Wuilizan 3 1§u lanliiduusnuazidumedfwidan
VHUNRT 'Lﬁuu'a‘ﬁ'aaﬁw?unmﬂﬁmﬁuﬁ’ﬁal%u'sﬁmﬂuﬁﬁwf’uqﬂﬂaluai@'hamnﬁnn

dafultluduanun §afialy

™ Marion. po.cit., p.92
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(5) Standard weight line \§ 333N 9 T wanainfinaadhadiu

6. e tumseansvuasulny

= 4

Welddnfunsiadquinmenivauuuuneivvasgsfaluust nseenuuy

u

Qs

Wotulnaduld azdomesuf@lufmiisaivguuuuneiy Fasvwmbhiaunsiieuas
WUUWB3Y (Bith control of forms) AFUFIRIMATanuULWET N IndTuATI NIz AU DT 9
gyl 12

1) mizeeudRaanuuuweiulnl  nieveeudmuTulTmuuraiui ity
yoauiinrenuuunas weaudfoanuuunes umuiinmueuly dGsezdasunusoaziBon
dofiudoyaitdain wdseaeiuaenyls wiauisuuunefulnilde

2) wihsmuguuuureivamzidoulusesudBoanwuuresulnildny 12,0

=h,

U

12.10

ol

LY 1 < ] [
aleunauuuaiimyiinuauauuuo iy

nudoueuauuuuweiy WHUN
u.224 . f o g . wil 4
(voawif@lna dfulsussRudiAy) K EATMIARIA
\ i . U3zen
. i | fa-aa | wauld wwurasy ninBLeY
Jufity | . o I T A 7%,
fiaoyl@ | Avefy | & S Rl BUld woraiy

Tnd |uudye lioud®
1 i aaua | (wiln)

HOU 1w

12 Johnson, op. cit., p.383-384
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3) duflunisveaud@livilssuuuwefumildaguin Idiuduwnunedy

H
=

o . Ao o ﬂ'Lw uq .:1' & VL !
FAUAUMURINBLEUATNGT Jﬁ]@’;mmuu:m AL i feub sewi o ba

aremouniudatiuuWefuf afiumunioiey  uszamadsuism 1Ragn
= 3 2 l_‘il i'e £ Aﬂ, 1 I F=} = [-4
Suuuradulathforsswasanudaemranwuuwadufiruemingld wioduuuwoy
lafiszdasuily 17u wiadahmioly

5) e zAuazfariwuuwesulng  Tasiamsdnmfumdsaushs q Al§
uuwasuin  tRednw LRI aT IR un IFuuuWatutiu  inmsanadlunsiinueds
dt@ensuurwaiulnag nwvhedaiivienanifprivrdiauasAumnianszas

6) Avuaknues I Yssamnize wasiinindanuunatuvu

-
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