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BUILDING

Building design

wWlanning and layout X

Lighting—-artificial and daylight

Color dynamics .

Heating and air conditioning

Plumbing and electrical

Noise control

Locker roons

FEmployee lounges

Drinking founiains

Elevatora and escalators .

Planmung for expamsion, alterations.
or new lucalion

Moving the orice

Muintepatwe .

Materials hanliing equipment

Safety and oflice secury -

Grouvnds and parking lot

Company library

FURNITURE AND EQUIPMENT

Selection and procurement
Stapdardization
Maiatenance

Repiacement schedules
Dispusal X
Control of purchases
Leaning vs. buying

OFFICE MACHINES AND
EGQUIPMENT

Standardization .

Approval of tequisitions i

New usés for dale processing equip~
© ment

Computer study-

Omce appliances

ORGANIZATION

Organizstion charts
Functuions: of departments
Supervition of depanmenls
Branch office opecations

RESPONSIBILITIES Ov ADMINISTRATIVE OFFICE MANAGERS

WRITTEN COMMUNICATIONS

Personal messengers
Office cuonveyor Systiems
Electronw: longhand  wrunsmission
Othce currespondence
Centralization
Dictating machines
Manuais
Form lciters
Review of lettors
Improvement in methods
Facsimile reproduction  and - trans-
mixsion
Teletypewriter
Telegraph -
Data communications systems
Leased lines .
Toll services
Wide-area telephone
HMioadbuny ¢achange

ORAL ,ge MMUNICATIGNS

Telephone
Intereonununications sysiems
Electric paging

Closed circuit TV

» RECORDS MANAGEMENT

Departmentalized und centralized
fitiny '

Lm:auonl and layoul of hlcs
Records retention scheduics
Translerning -and storing records
- Records retticval aysems
Mieroplming

Pruiection

Desiuction program

MAILING SERVICES

,Centralization .
Incoimng and vutgoing foulines
Equipment and appliances

REPRODUCTION SERVICES
Duplicating

Copying

Imprinting and addressing
Priating

FORMS DESIGN AND CONTROL

&andardizalign of size. paper colar,
Llypography

Design of forms .
Centralized control of purchasing
Storage and distribution

OVYTE PERSONMNEL

Approval of requisitions
Hinng procedures
Tesung program
Orienting

Records ol progress
Promotions

Vaucutions .
Training

Rating and evalualing
Tarciness

Absenteaism

Exit interviews
Gricvances

Analysis of turnover
Ottice houcr
Recrcutionsl facilities
Lunchivom, .
Employees’ suggestions

COMPENSATION PLANS

Limits of specified jobs

Companisons wilh saléfies of other
concerns - :

Premium systems

OFFICE SYSTEMS AND
PROCEDURES

Suggestions fur changes

Approval of changes

Manuaia

Simpliication and sandardization
Flow of work and forms

Motion amd lLime sludies
Depaniment wirveys

JOB ANALYSIS

Gathering job information
Job descriptions
Jub cvaluation

MEASUREMENT AND CONTROL OF
OUTPUT

Records of individual output
Records of depurtmental ocutput
Standards

Plannng

Seheduling

Handling and, reducing peak loads
Temporary help .

Qualdy conttol

Visual coatrol boards

PERT & CPM

Operations rescarch

woORK MEASUREMENT AND WORK
STANDARDS

Measuring otfice operations
Sctting sandards -

BUDGETARY CONTROL
Master budget : :

- Allucating office expenses

Cost analysis

. Deparunental expenac statements
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