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MANAG ER-’S REFERENCE SYSTEM

,...]’:’.E.CIFICATION fermmb pert of Letters Patent No 728 593 de,ted Ma,y 19, 1903

(Ne medel )

Appheetlen filed Novemher 19, 1902 Serial No 131,915,

To all whom it may conceri:

Be it known that I, HENRY ‘H. MAYBERRY -

a citizen of the Unlled States, residing at B1r-

mingham, in the county of Jeffel son and State’
of Alabama, have invented certain new and.
useful Improvements in Managers’ Réference
Systems, of which the followm0' 1s a speclﬁca,--

tion.

with each customer’s account and general
business relations with the firm. Sueh SYS-

tems are not unknown in the business world ;
butthey have failed of practical success either |

because when sufficiently comprehensive they

have proved too cumbersome or because they
only partially supplied the necessary infor-

mation, and thus did not. justify the trouble
and expense of keeping them up.

By iy invention I provide a svstem vs.hleh
I8 simple, inexpensive, and accurate; which
without belng too comprehenswe puts within
the manager’s daily inspection all that is nec-
essary to keep him generally and individually
in touch with his business and customers.

My invention consists in the particular con-
struction and arrangement of parts herein-

after described, and pointed outin the claims; |

reference being had to the accompanying
drawings, which form a part of ‘this specifi-
cation, and in which similar reference ehel a.c-
ters refer to similar parts.

Figure 1 illustrates one form of my inven-

~ tion, wherein a single-sheet system of refer-
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- gives fuller particulars regarding maturities.

50

ence-leaves is shown. Fig. 2 illustrates my
invention in the form of a double-sheet sys-
tem, which I consider the preferable form:

Fig. 3 shows a further modification of the dou- !}

ble sheet system, and Fig. 4£is a longitudinal
sectional view through Flﬂ' 3. Flﬂ' 5 shows
another form of single-sheet systems, which

a,nd collections.
In Fig. 1, which illustrates my invention in

the form of a single-sheet system, A indicates
a detachable leaf suitably ruled and subdi-

: ahle 'patenb-baek cover,
of -these sheets a vertical- column headed

The object of my mventlon 18 to provide.a.
system of individual reference-sheets prop-
-erly indexed and bound for .the purpose of
enabling managers and heads of large busi-
nesses to acquire at a glance a ﬂ'eneral knowl-
edge of the condition of the whole business
and at the same time to familiarize himself

tical columus. "

as B. To the left
‘“‘Names and addresses” contains a complete
list, alphabetically arranged, of all the cus-
tomers of the firm, with their addresses, the
name and address preferably occupying two
lines. For convenience in advertising and

| etrcular mailing itisoften desirable to classify

the customers, in which case separate books

would be kept for the local retail dealers, the

general jobbers, &c. The sheets in this form
are designed for continuoususe forsix months
or a year, and with this object 'in view all
dailyand monthlyentries will be made in pen-

cil, so that they can be readily erased when

overhauled on the first of the month., If
proper, paper, pencil, and erasers be used,

this system will prove pr actical and very eco-
nomical. A spaceisleftatthetopofthesheet
fortheinsertionof the currentmonthand year,

and belowit is'subdivided by ten parallel ver-
Column C is headed ¢ Credit;
limit,” and written therein opposite each

jname in the address-column are figures indi-
“cating the credit limit which the firm has de- -
cided to extend in the case of that customer.
I'he figures in this column being of a sub-

stantlally permanent nature are preferably
written in ink; but it is obvious that the ar-
bitrary limit may be increased or reduced, as
circumstances justify. Column ¢ is headed

““Openaccount” and contains entries in pen-

cil made on the first of the month by the

-bookkeeper, showing the total indebtedness-

on- open account a,t that time of each cus-
tomer. Since purchases  paid for by notes

would not be included in the amount dueon

open account; I provide the column C?, headed
‘“ Bills 1'eceiveble,” in- which the cashier

“makes daily entries of amounts due by notes

- Colamn C?, headed ‘‘Monthly

received.
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credits,” is:also kept by the cashier, who en-

ters therein each day all cash pa,yments on
These four columns at a glance
show the manager, first, the credit they have

05

agreed to extend; second, the total amount -

due on open account on the first of the cur-
rent month; third, the amount due by bills

ICO

receivable up to date, which when added to

the amount due by open account gives the
total indebtedness of the customer, and,

vided and adapted for binding in any desir- | fourth, the amount of payments made during
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the month. Since the entries in colamn C°
are made daily, their sum when subtracted
from the total indebtedness in columns C'
and C? will give the present condition of the
account. In the comparison of this result
with the eredit limit shown in column C lies
one of the points of greatest strength and
novelty of my system. = Thus it provides an
efficient check on the credit departmentof a

business, for the manager will see instantly

when the total indebtedness of a cusfomer
exceeds his credit limit and will know that
that department has permitted his account to
overstep the mark of credit safety. In this
manner one of the gravest dangers to all large
businesses arising from inefficiency in their

 credit departments is minimized, since a thor-
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ough familiarity with its work is within the

reach of the manager.

It is often desirable to secure a more inti-
mate knowledge of the condition of the indi-
vidual aceountsthan isderived from columns
C' and C?. Columns C* and C° are provided
to lay this information before the manager.

Colamn Ctis headed **Amountnow due’ and

contains entries made by the bookkeeper on
the first of the month or on the first and fif-
teenth, indicating the amount of the total in-
debtedness on open account that is now due,
and column C*, headed ‘* Special attention,”
shows so much of said indebtedness as arises
from accounts past due over thirty days or

bad for other reasons. These columns sup-
ply all information necessary to enable a

manager to keep a close check on his collec-
tion department, to secure a general idea of
the firm’s bad debts, and a closer touch with
each customer’s business for proper adjust-

- ment of his eredit limit.
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If the entries in the columus C’ of all the |

sheets be added, their sum shows the indebt-
edness by open account to the firm on the

first of the month, and if to this we add the

sum of the columns C? the result shows the
total indebtedness to the firm. If now the
sum of the entries in the columns C5, repre-
senting the total cash receipts, be subtracted
from the total indebtedness, the present co-
dition of the business is shown.
taken in this system of new business by dis-
count or open accouut since the first of the
current month. The total of columns C*
rives the manager the amount of good ac-
counts now due and enables him to estimate

- the percentage thereof that should be col-

lected, both with a view to keeping his col-
lection department well under check and also
of regulating his purchases. -

In keeping in touch with his customers it
is important that a manager should be in-
formed of the volumeof theirbusiness shown
by their monthly purchases, and with this
object in view I provide the columns D, D',
and D?, arranged parallel with the other col-

- umnsand headed ‘“ Purchases,” with a blank

space above for the insertion of the month in

No note is {

E

- are bound together in one cover.

798,598

the total purchases of each customer for the
month indicated in the heading, and when
all three columns are filled the one contain-
ing the entries of the earliest of the three
months will be erased and the entries for the
month last past substituted. In this manner
the last three months’ business of eaeh cus-
tomer can be inspected, or, if desired, the
two lines opposite each name in these col-
amns may he used and six months’ business
shown. | | -

The column E is used for entering any re-
marks or suggestions deemed necessary.

I have thus fully described the operation
of my system; but in practice I find various
other ways of embodying it. Thus in Fig. 2
I show a double-sheet system which for prac-
tical purposes I consider the preferableform.
Here twosetsof sheetsareused, Aand A’;and
The sheets

| A are used for a permanent record and are

|

only changed yearly or as often as the whole
business is overhauled. They contain the
names and addresses and the ¢redit limits ar-
ranged in columuns, as in Fig. 1, and also the

| columns D, D’, and D? headed *“ Monthly pur-

chases;” but in this.instance I subdivide the
horizontal lines occupied by the name and ad-
dress, so that under each column I provide
four spaces for the entries of monthly pur-
chases, and I further add three narrow col-
nmns G, G, and G?, headed ‘“Month” and ar-
ranged one to the left of each of the columns
D, D', and D% Thus twelve spaces.are pro-
vided, one for each month, and with the name
of the month printed opposite them in the
‘“ Month” columu they show the customer’s
business for a whole year. 'The temporary
sheets A’ are headed *‘ Bookkeeper’s report
for the month ending ——, 190-,” and have
the eolamns C', C?, C3, C%, and C°, as in Kig.
1, except that I place the ¢*Bills receivable”
column first for convenience, so that the col-
umns ¢’ and C3 will betogether. These sheets
areremoved monthlyand filed away and fresh
sheets are substituted, thus avoiding the ne-
cessity for any erasure with this system.

In the form shown in Figs. 3 and 4 the
names and addresses and credit limits only
are inserted on the permanent sheet A, while
the monthly and daily entries are made on the
temporary sheets A’, which may be changed
at will. '

The form shown in Fig. 5 is designed more
particularly for managers who control and
attend to their own collections and follows
the form shown in Fig. 1, except that three
lines are used for the name and address, and
instead of the vertical ‘“Monthly purchases”
columns I substitute the three horizontal col-
nmns F, F', and F* and intersect them by

twelve parallel vertical colamns, one for each

month of the year and soheaded. The hori-
zontal columns are headed ¢ Maturing 1st,”
“Maturing 15th,” and ‘“ Monthly purch’s,” or
‘“ Parchases,”.respectively. The dates when

pencil. The entries in these columns show | accounts fall due are averaged and the first
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and fifteenth are ‘selected as dates of final
payment.
amount of the open account that is due on the
first and place it in the proper column with
the month of maturity above, and so with ac-
counts due on the

the maturitiesand payments of accounts, ref-
erence being had tocolumn C3, where all pay-
ments made previously during the month are
noted. The column C*may be dispensed with
when this form is used, since the columns F

and F'show the manager the amount of total.

indebtedness now due; but I prefer to retain

it for greater convenience and for the ease |

with which a total of the amount now due can
be cast up. |

The column F*shows the total transactions
of the customer during the entire year. In
case it is desired to use these sheets for sev-
eral years the enfries in these columns will
be made lightly in pencil, so that that may
be readily erased. In this way the entries for
each month of the past year will be erased 1n
turn and those for the succeeding months
of the following year substituted month by
month,
months business.

When a customer discounts, no obhﬂ*etlon
is shown in any of these systems; but 113 isin-

- dicated when the monthly purchases of the

35
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customer are compared with the amounts
shown to be due by open account and bills
receivable.

Having thus described my invention, what
I claim as new, and desire to secure by Letters
Patent, 18—

1. In a manager’s reference system, a leaf

or sheet divided into a plurality of separate

columns appropriately designated to receive

the names of customers, the credit limit al- |

lowed each customer, and the general condi-
tion of said customer’s account, substantially
as described.

2. In a manager’s reference system, a leat
or sheet ruled to provide a plurality of sepa-
rate columns, one of said columns being ap-
propriately designated to receive the names
of customers, and the other columns being

appropriately designated to receive entries.

opposite each customer’s name showing his
credit limit and the present condition of his
account, substenmally as described.

3. In a manager’s reference system, a leaf
or sheet ruled to provide a plurality of sepa-
rate columns, one of said columns being ap-
propriately designated to receive the names
and addresses of customers, and the other col-
umns being appropriately designated to re-
celve entrles opposite each eustemer S name

showing the credit limit allowed him, his 1in-

debtedness on aceount at any fixed time, and
payments made by him on account since such
fixed time, substantially as described.

4. In a manager’s reference system, a leat
or sheet ruled to provide a column designated

The bookkeeper will enter up the

1fteentll Whlch however,
will be entered under the proper column E'.
Inthiswaythemanagercan follow very elosely‘

80 a8 fto show at all tn:nes fwelve

waall

1

LY

to receive the names and addresses of cus- -

tomers, a column designated to receive the
credit limit allowed each customer, columns
appropriately designated to receive entries
showing the present condition of each custom-
er’s account and the volume of his business
by the month with the firm, substantially as
described. |

5. In a manager’s leferenee svstem, a leat
or sheet ruled £0 provide separate columns
appropriately designated toreceive the names
of customers, their credit limits, and entries
showing the condition of the account of each
customer his total monthly transactions dur-
ing a,numbel of months past, and so much

of the amount due by him on account as re-

quires special attention, substantially as de-
sceribed. |

6. In a manager’s reference system, a leaf
or sheet ruled to provide separate columns
appropriately designated toreceive the names

75
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and addresses of euetemers, their credit lim-

its, and entries showing the present condition
of the account of each customer, his monthly

transactions during a number of months past,

the amount of the total indebtedness on ac-
count now due and the amount requiring spe-
cial attention, substantially as described.

7. In a manager’s reference system, a plu-

| rality of leaves or sheets each divided into a

plurality of columns appropriately desig-
nated toreceive entries showing each cuetom-
er’s name and address, his eredlt limit, the

amount due on the first of the month on open

account, the amount due to date by bills re-
ceivable, the amounts paid since the first of
the month on aceounnt, theamount of his total
indebtednessnowdueand the amount requir-

Q0
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ing special attention, and his total monthly

purchases during a number of months past,
sibstantially as descmbed |

3. In a manager’s reference system, a plu-
rality of leaves or sheets each divided into a
plurality of separate columns appropriately
designated to receive the names of customers

and theiraddresses,thecreditlimitandentries

showing the present condition of the accounts

| of ea,ch customer, his total monthly transac-

tions daring a number of months past, and
columns appropriately designated to indicate
the dates of maturity when such accounts fall
due duringanumber of months, substantially

as descrlbed

(IO
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120

9. Inamanager’sreferencesystem, twosets

of leaves or sheets, the leaves of oneset being
divided into columns appropriately desig-
nated to receive the names and addresses of
customers, their eredit limit, and their
monthly purchases for a number of months
past, the leaves of the other set being ruled
to correspond with the leaves of said first-
mentioned set and divided into columns ap-
propriately designated to receive entries
ehewmﬂ' the present condition of each custom-
er’s account, and a suitable binding for said
leaves, subsbautlelly as shown and described.

10, In a manager’s refelence system, two

125

I30
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sets of leaves or sheets, the leaves of one sef | customers,their creditlimits and mt}nthly piii-

being divided into separate columns appro-

- priately designated to receive the names and

IO

15

addressesof customers, their credit limit, and
their monthly purchases for a number of
months past, the leaves of the other set being
rualed to correspond with the leaves of said

first-mentioned set and divided into separate .

columns appropriately designated to receive
entries showing the amount due on open ac-
count at any stated time, and the amounts
paid on account since such time, and a suit-
able binding for said leaves substantially as
described. |

11. A manager’sreferencesystem, compris-

chases for several preceding months, and the
otherset of leavesdivided into columns appro-
priately designated to receive entries indicat-
ing the total amount due on open account, the
portion thereof now due, and the amount re-

quiring special attention, the amount due by

bills receivable, and the monthly credits of
each customer, such enftries. corresponding
with and being opposite to the customer’s
name on the leaves of said first-mentioned set

' to which they relate, substantially as de-
seribed.

In testimony whereof I have hereunto set

30

my hand in presence of two subscribing wit- 35

ing two sets of leaves or sheets suitably ruled | nesses.
and arranged for binding in any desirable
manner, one set of said lea,ves being divided
1into sepamte columns applopuately desig-
20 nated to receive the names and addresses of |

HENRY H. MAYBERRY.
Witnesses: |
ROBT. D. JOHNSTON, Jr.,
C. W. WILSON.
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