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CHAPTER I

INTRODUCTION

The auther, while doing municipal censulting werk, had noted
numerous inefficiencies in clerical methods and procedures, and had
wondered how widespread these inefficiencies were among the towns and
cities of the Commonwealth of Massachusetts. This research project, there-
fore, was undertaken to determine the relative efficiency or inefficiency
of clerical procedures in the municipalities of %he Commonwealth.

It was believed that such a project would be of value and that
it would disclose certain areas in which clerical inefficiencies were es-
pecially evident. It was realized that some of these inefficiencies are
perhaps inherent in municipalities because of voter failure to appropriate
necessary funds; because of inadequate equipment; because of poorly paid
and possibiy poorly traimed employees; gnd, te Q large extent, because of
a lack of a centralized comtrol over clerical functions,

Importance of the Problem

In the aggregaﬁe, municipalitiesbdf the Commonwealth of Massa=-
chusetts constitute a business whose size 1s exceeded by very few com-—
mercial corporations. Tax revenues, derived from properties with valuations
of nearly $12 billion, émounted to more than $387 millioﬁéin‘1961. And tax
revenue is but a portion, though a large one,.of the total intake of munici-~
palities. The tax revenue ranged in 1961 from $11,325 for the tiny (42
people) town of Mount Washington to $148 million for the City of Bostom.?

This is big business and may be likened to a huge corpefation

with some 350 branches located around the state. The branches, though



pretty much centralized aﬁd autonomous within therqselves , are subject to
overall restrictions and procedures prescribed by the General Laws ef
Massachusetts. As far as clerical procedures are concerned, the towns are
subject to the administration of the Bureau of Accoumbs of the Department
of Corporations and Taxation of Massachusetts.

With an ever-increasing population, the tax collec¢ting problem
becomes more acute each year. The increase means added burdens for the
clerical employees of those municipalities whichf are sharing in the in-
creased populatién. More employees are needed fo handle the additienal
work and municipal budgets are growing; hence, the tax rates are also
increasing.

If efficiencies and cost savings could be instituted, some of
the additional work could be absorbed by the existing clerical force; in
fact, it is conceivable that fewer employees could do more work through
the use of proper equipment and clerical procedures.

Hence, the need for clerical cest savings in the municipalities
of the Commonwealth of Massachusetts is acute. It is hoped that the broad
and overall survey of this research project will be able to point to some
of those areas of apparent inefficiencies. The cure, however, rests with
each municipality which, in many instances, may have no imkling that it is
using inefficient methods, and which might be exceedingly reluctant to take
corrective action, if it did know.

Method of Procedure

Two basic decisions had te be made fé,'r the research project. The
first was what functional areas of clerical wdrKShbﬁld be covered and the

second was how many towns should be included in the sample.
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In solving the first, it was decided to concentrate on those
areas of municipal work which involved the most paper work. This was de-
termined to be (1) the preparation and collection of taxes and water rates >
and (2) the recording and handling of basic bookkeeping information.

In selving the second, it was décided that no purpose would be
served in surveying the smaller towns, some of which, as a spokesman of the
Massachusetts Bureau of Accounts said, somewhat facetiously, keep their
records in a cigar box. It was, therefore, decided to concentrate on towns
and cities with populatiomns in excess of 10,000,

Mr, James J. Costelloe, the President of the Massachusetts Munici-
pal Auditors and Accountants Association kindly offered the use of that
society's membership list which comprises municipal accountants and audi-
tors., This appeared an ideal method of getting the ql_xestionnaire dis~
tributed; accordingly, envelopes, provided by the author, were addresso-
graphed for the municipalities selected.

There are approxima.tely 100 towns in Massachusetts with popu-
lations in. excess of 10,000 persons; 103 questionnaires were majled out as
indicated in Table I. Of these, 56 were returned and analyzed. Four ad-
ditional quesfionnaires were returned after the analysis work was completed;
these were not included since their comtents were similar to many others
included. As a final result, nearly 60% of the municipalities completed
and returned the Questionnaire. | ,

The actual questionnaire is inéluded as Exhibits I through V of
this report, Its content was designed bjr the jauthor and re_ﬁewed by Mr.
James Costello? Accountant of the Town of Winchester. An attempt Wé.s made

f.o explore broad areas only and to‘ simplify the questionnaire to the extent
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possible., A standard form was used for each tax area and checking boxes

were provided wherever pessible.

MUNICIPALITIES INCLUDED IN SURVEY

Questiennaires
Number Returned
Total Mailed Number Per Cent
Cities 39 39 20 2
Towns 312 6l 36 56%
‘ 351 103 56 5h%

Massachusetts Public Document Ne. 79

TABLE I Sources: (Questionnaire




CHAPTER IX

REAL ESTATE TAXES

Despite the fact that real estate taxes acecount for nearly 85%
of the total tax levy of municipalities in the Go@onwedth of Massa- |
chusetts, the record-keeping function for this tax is no more exacting
or impertant than that of poll taxes, personal property taxes, and motor
vehicle excise taxes. The General Laws of the Commonwealth require that

detailed and precise reéords be maintained for each. Hence, it would

COMMONWEALTH OF MASSACHUSETTS
PROPERTY VALUATION :AND TAX LEVY. FOR 1961

- }:’répeﬁy#' | Tak Levy

Valuation . Amount Per Cent
Real estate $9,448,860,511  $740,535,636 83.5%
Motor vehicle 1,4310,274,413 78,522,047 8.9
Personal property 918,693,201 65,438,283 7.3
Poll - 2,902,094 «3

1960 figures; 1961 not fully committed.
TABLE II | , | Source : Public Document #’791

appear that the clerical cost pér dollar 61‘ real estate tax coliécted
would be sharply lower than that of, as an example, poll taxes,

Although the General Laws require the assessors to prepare tax
lists® and to commit them to thé tax collecters on warrants ,l’ they do not
indicate the clerical methods by which this should be accomplished. Be-

cause of this, the metheds used differ among the various municipalities.
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Valuation Eists

With respect to real esf,é.te taxéé the General LaW33 require that
the assessors maintain, for public scrutiny, a valwation list of all tax-
payers, showing, for any one year, the name of the taxpayer, the description
of the property being assessed, the valuation of the land, the valuation of
the building (if any), and the tax assessed. The valuation list of the Town

of Brookline is included as Exhibit VI, pagel05 of this report.

REAT, ESTATE TAX

Infozgatioh on Coﬁzmi‘i;ment Sheet

Is infematioﬁ the sa.mé as on valuatien sheet?
l. Yes . - P s - . o . 'Y l}s
2- No . . . - » - . » - ll

If the answer is No:
1, Is the commitment sheet prepared as a separate
operation from the valuation sheet?
Qe Yes . - . ° * . o ° 1
b' No - . - . * L £ ”* lO

TABLE III : ) Source: Questionnaire

Commitment to Tax Collector

The law’ ‘requires t.hat f.he taﬁc list be committed on a warrant to
the tax collector for collection. The tax cellector, who cannot be the same
person as the assesser, 1is responsible for computing any interest, charges
or fees, and for applying abatements against the taxes levied by the assessors;
therefore, the records maintained by the tax coilector must show, as a minimum,
the name of the taxpayer, the tax assessed, and the above information. See

Exhibit VII, pagel(5, for a sample of the commitment list of the Town of
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Brookline.

Information on Commitment Sheet

The survey indicated many inefficient clerical methods; however,
all of the.municipalities as shown om Table III, page 13, reported that they
prepared the valuation sheet and the éommitment sheet at the same time and
in one operation. Clerically this means that the municipalities have recog-
nized the savings inherent in the principal of integrated data processing.
This principal is described as "the automatic copying or posting of business
papers or records beginning With the creation of the original data medium

7

and continuing through the preparation of the reports for management.”

It is interesting to note from Table VIII, page 2L, that the sur-
vey indicated that Ll or nearly 80% of the municipalities used carbon paper
to achieve this integration, thus indicating that 20% used other methods.
This is further discussed on page 21 of this paper.

Of the 56 towns replying to the survey, eleven (20%) indicated
that the information on the valuation list, as i‘e‘bained in the assessors'’
office, was differeﬁt from that on the commitment 1ist rendered to the tax
collector.

In such instances, the valuatien lists showed the name of the
taxpayer, the location of the property being assessed, the valuation of
the land and of the buildings (if any), and the amount of the tax levied.
On the other hand, the commitment 1ist denoted the taxpayer's name and the
total tax levied, and also had provision for interest, charges, fees and
abatements, and for posting the date and amount paid.*

It should be noted that it is more coestly to design and print

forms with different information on each form. It is, therefore, emceuraging

*See Exhibits VI and VII, pages 105 and 106.
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to note that 45 (80%) of the towns surveyed indicated that the information
on the valuation and commitment lists was identical.

Even for those towns which had different information on the valu-
ation list from that on the commitment list, certain information was common
to both lists; to this extent, there was an integrated process.

A lone town (Rockland) reported that the valuation and the com~
mitment 1ists were prepared as separate operatiens. The town's comment on
the questionnaire was "valuation sheet is itemized account - c;ommitment
sheet is for money enljr". |

Preparation of Documents

The tax collector ié chéfééd 'witlilvthe responsibility of collecting
the real estate taxes committed to him by the assessors, and of paying over
the taxes and interest collected to the city or town treasurer.8 There is,
however, no indication in the law concerning how the. taxpayer is té be billed
or whe shall prepare the bill, It is poessible, therefore, to utilize inte-
grated data processing further aﬁd to prepare the bills at the same time as
the valuation/commitment lists.

In such a case it must be pointed out that the tax collector must
assure himself that the bills received from the assessors are actual dupli-
cates of the detail on the commitment 1lists.

As indicated by Table IV, only eighteen municipalities (32%) of
those repoi-ting utilized a' complétely integrated system by preparing the
valuation sheet, the commitment sheet, and the bill in one operation. In
each imstance, the integration was accomplished by utilizing one of sevéra.l
electric bookkeeping machines * which have the capability of typimg both

alphabetical and numerical information, and of totalling selected figures

*See page 17 for further discussioen
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(e.gs, the tax levy on each property, or the total tax) im accumulating
registers. Although the survey did not develop this peint, a subsequent
conbact with one of these municipalities indicated that the data for this
integrated operation were imprinted on the forms directly from.mastef cards
kept in the assessors! office for each taxable piece of property.

The majority (33) of the municipalities reporting indicated that

the valnation sheets and cbmmitment sheets were prepared in one operation

'REAL'ESTATE TAX

' Nnmber of operatlons requ1red.
l. Three separate operations . . o » 5

2. Two operations . . e . . . e« 33
a. Valuation/commitment sheet as one
operatioen and bill as separate
operation . . « e« & 33
b. Commitment sheet and bill as ons
operation and valuation sheet as
separate operation . . . . O

3. One operation « « +« « « « o 18

TABLE IV Source: Questiomnaire

and that the bills were prepared éeparaﬁely; however, sixteen (50%) of these
put basic data on the.valuation/commitmenﬁ sheet, and on the bill fhrough
the use of addressing equipment (Addressograph or Elliott). To a large
extent these municipalities were utilizing integrated.d;té processing; how-
ever, unlike those who did the entire committing and billing function in
one operation, they were forced to handle and process basic documents twice

(i.e., the commitment/valuation sheet, and the bill),
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Some inefficiency was indicated by the seventeen municipalities
which prepared the commitment/valuation sheet as one operation and the bill
as a separate operation, but which did not use addressing equipment. With-~
out exception, these municipalities used typewriters for preparing the forms
rather than bookkeeping machines or tabulating equipment.

By ignoring the advantages of integrated data processing, these
municipalities add to their clerical costs in several ways:

(1) Each sheet must be totalled on an adding machine in
. order to prove the entire real estate commitment.

(2) The tax bills must be proofread against the valuation
listing.

(3) The tax bills must be added separately to assure that
the entire tax levy was being billed.

Five communities used threé separate operations for preparing
these forms ; one (Agawam) indicated that two original lists (vsluation and
commitment) were desired. All:five, -however, used an Addressograph machine
for basic data, although a typewriter was used fo:_:' variable information.
Surprisingly, one of the five was the City oi‘ Cambridge which indicated
that there were three separate operations Wi‘th'./l.ddressograph and type-
writer being used. This would indicate thaﬁ the size of the municipality
was not the criterion with respect to efficient or inefficient operation.

Machines Used

An analysis of the Tachines used by the municipalities is shown
-on Table V. Of the 25 municipalities which used bookkeeping machines,
tweﬁty used either Burroughs (12) or National Cash Register (8) machines.
Three used Remingtoﬁ‘ Rands which have not been mamufactured for about ten

&ears. The other two used an Underwood-Sundstrand and an Elliott-Fisher,
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each old and not now manufactured.

Ten municipalities reported that they utilized punched-card
equipxnent-;-five International Business Machines and three Remington Rand
installations, At least one of these municipalities used an IBM service
bureau to process its documents rather than to‘ rent its own eét;ipment.

Format of Tax Bills

The General Eaws féquire thé.t the Asséssor commit the real estate
tax to the tax collector who shall collect the tax and any interest; how-

ever, since there is no stipulatién that the tax collector must physically

" 'REAL ESTATE TAX

| Ty'PeWriter - . . . » » - a' . 20
BOOkkeePing machines . . - »* . * - 25
Punched-~card machine . - . . . . - 12

. Addressograph. » « o+ o 4 e s e 7

TABLE V Source: Questionnaire

prepare t;he‘Bills > they.were ﬁfépéféci by the asseséor in many communities
at the same time as the valuation/commitment sheet. In such instances,
it was the practice of the collector to total, on an adding machine, the
bills commitbed té him and to verify the total against- the total tax com=-
mitted on the warrant. This, with reliance on the method of preparation,
assured that all dollars. committed were billed to some té.xpayer.

Once again the law is not definitive with respect to the type
of bill to be prepared, nor with respect to the number of copies; hence,

the type of bill and the number of copies prepared differs among communities.
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Some standardizatien is evident, however, since the Commissiener of Accounts
of the Commonwealth of Massachusetts must approve all forms of the munici-
palitiesi}o Samples of tax bills used by certain municipalities are shown

as Exhibits VIII threugh XIV on pages 107 and 113.

'REAT. ESTATE TAX v e

Format of Tax Bill

TWO"‘part form P | ® . o .' » o . 5
1. Demand copy prepared only:as required and
in a separate operation

3. Yes - - * - . - . 5
b . NO - - - . - . . » O
2. If answer is Yes, demand copy is:
a. One-part form. . . . . 4
b - TWO-part formo - ] » - l
Three-part fom . - o - - . . ) 12

1. Third part is used as demand copy
8o Yes » -« » o o L d * 12
b' No L] * - - L4 - » O

Four-part form . . e o o e = . 38
1, Two parts are used as demand copies 31

2. Two parts to taxpayer, one part is
demand cepy o " N . . o T

Five‘part fem A d R * > . > a - - l

TAEBLE VI Source: Questiomnaire

- Real esﬁate féiésAreﬁéiéiﬁg uﬁpaid affer November first of the
year in which they are payable are subject to interest cemputed from
October first at four per cent per a.mmm.l-1 In the case of umpaid bills,
the taxpayer is notified by a "demand" notice which lists the tax due,

interest charges, and fees.*

* See, for example, Exhibit VIII, page 107,
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Because of the anticipated;need for a demand copy, the great
majority (50) of the reporting municipalities used either a three or a
four=part bill. One part was commonly sent to the taxpayer, one part re-
maining in the assessors' office as a file copy to be removed when payment
w2s mads, énd onse or tﬁo>copies being retained for demand purpeses. In
the case of the four-part bill, one of the demand copies was usually sent
to the taxpayer when needed and the other was retained by the collector as
a file copy.

Fourteen municipalities use a three-part bill, using the third
part as a demand copy. This obviously provides a savings in form design
and forms handling over ﬁhose communities which use four-part forms.

Of the 36 towns which prepared four-part bills, six sent two
parts to fhe taxpayer at the time of original billimg. This, in effect,
placed these towns in the same category as those which prefared three-part
forms. The taxpayer returned one part with his payment and retained one
for his personal records.

_Five towns prepared only two copies of the bill, one going to
the taxpayer and one remaining as a file copy. This would indicate that
at the time of preparing the demand copy it was necessary to review the
file of unpaid bills and to prepare.ogiginal demands. In four of the five
cases, the demand was a one-part form; in the fifth it was a two-part form.

The decision to prepare original demand copies can be made by
surveying bast years to determine the frequency pf demands in relation to
total bills rendered. Once surveyed, it is a mafter of economics to de-
termine whether it is less costly to prepare a minimum of demands or to

provide the demand copy as one of the parts of the original bill. The
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former method would result in a savings of forms and the latter is a savings
of clerieal time,

As between three- and fogr—part forms, it is rather difficult to
Justify thé four-part form where two parts were used as demand. It would
seem reasonable that many more towns could use a three~part form.éuite as
well as a four-part bill, On the far end of the spectrum is one town

(Framingham) which used a five-part form, three parts becoming the demand

copies., ™
"REAL "ESTATE TAX -
Duplicatlng Process
Carborned forms used o '; “," . o o 45
NCR (No Carbon Required) paper used. « e« 10
Single copy with attached stub e« + o« o+ « 1
TABLE‘VIli D Source: Queéﬁiénﬁaife

Dupiicaﬁing‘Proceés

NCR (No Carbon Reqﬁiréd)lpéﬁef-ié'a patented process whereby, by
means of specially treated paper, duplication from one document to another
is accomplished without the use of carbon paper.12 Typewriter or pen
pressure on the original sheet of an NCR form releases microscopic globules
of a chemical which turns a color when it strikes a clay-like substance on
the duplicate sheet reproducing the impression on the original. Though the
preparation of forms containing such paper commands a premium price of as
much as 20% over a carbonned form, eleven municipalities (20%) used the

paper for their real estate tax bills.

* See Exhibit XIV, page 113.
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A}l other municipalities (44) except one, used carbomned forms,
the majority with one-time, snap-out carbons which are inserted as a part
of the bill set when manufactured. The one town (Esthmpton) mentioned
above used a single copy form with ah attached stubs Since the town used
a typewriter in preparing its real eépate forms, the effect was the same
as. preparing the bill twice.
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CHAPTER IIT

POLL TAXES

The poll tax has remained at the fixed amount of $2.00 since it :
was devised‘in 178013 by the Colenial legislaiﬁre as a subsfantial source
of reverme. In the first year the statute was enacted, the poll tax col-
lections acooﬁnted for 14% of the emtire reverme of the Commomwealth. In
1960, the revenues from.pdll taxes amounted to $3,000,000, a mere .3%% of
the tax revemues of the municipalities and.lesélthan 1% of the everall
Commonwealth revenues, »

A review of Chapters 50-61 of the General Laws of Massachusettslh
indicated 46 separate sections in which pbll tax assessment, abatement, and
collection was discussed.

Despite the fact that the revemue from poll taxes is so insig-
nificant, the cost of processing the valuatiorn and commitment lists, and
the billing is basically the same as that of any other tax.

Table VIII, page 2lj, was prepared to illustrate that the cost of
colleotingrpoll taxes in teday's seciety is beginning to approach the revenue
derived from this source. The schedule depicts broéd figures only and
includes only these cests which seemed directly attributable te the effort teo
collect tax monies. A detailed study was net made te determine the exact
applicability of these figures. |

Tt is noted that the clerical cest of processing each bill in the
town is nearly $1.00. Since the revemue from each poll tax is but $2, the
impaet is obvioﬁs. The impact is worsened comsiderably when it is fealized

that abeut 10% of the poll taxes are abated (veterans, over 65 years of age,

*See Table II, page 12.
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poverty, absence, etc.),15 and thus never result in revenues.
The laws dictating the processing of poll taxes are in every way
as stringent as for any other tax or excise and the same clerical careimust

be exercised for poll taxes as for the other taxes.

'TOWN OF WINGCHESTER

Clerical Cost of Processing Bills in 1961

Costs Directly
Salaries  Applicable to the
and Bill' Processing Function

enses . Per Cents+ Amount
Assessors %%E,?@O* T B80% . $11,360
Collector . 17,000 90% . 15,300
General services 7,100 80% 5,680
Accounting 18,900 10% 1,890

Total 57200

Bills processed in 1961:

31,230

Motor vehicle excise 11,000
Water rates A 10,500
Real estate taxes 6,300
Poll taxes ' 5,200
Miscellaneous 1,200
Personal property taxes 300

Total 31,500

¥Does not include salaries of assessors
Estimated

.

Cost per bill: $34,230 — 34,500 = $0.9

TABLE VIIT Source: Town of Winchester, James J. Costello,
Town Accountant

Hence, despite the fact that poll taxes account for only .3% of
the municipal revernues from taxes,” they require about 15% of the clerical

cost of processing all documents,

* See Table II, page 12,
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Because the cost of collecting poll taxes is very high in pro-
portion to the revemues derived, 1t would appear especially mecessary for
each town to employ the most efficient methods possible., The survey, how-
ever, indicated that, in many instances, the opposite was true.

Once a clerical method or procedure isvinstalled in any business,
it is often difficult to change it for a more ecdnomical or efficient

operation. There is a matural human tendency teo resist change; in addition,

POLL TAX

Information on Commitment Sheet

Is it the saﬁe as on-valuation sheet?
1. Yes . . . . . . . . . 52
2. XNo . . . . . . . . . b

If answer is No:
- 1. Is commitment sheet prepared as a separate
' operation from valuation sheet?
a. Yes . . . < . . .+ . 1
b. No o e e e e s . 3

TABLE IX ‘ _ ~ Source: Questionnaire

changes often require an initial outlay of money for equipment, etcetera.
To get authorizations for such@zoutlays is a serious and difficult task; in
é municipality it is even worse. Hence, because of resistance to change or
lack of funds, many municipalities may be using clerical methods that are

decades old.

Information on Commitment Sheet

As indicated on Table IX, the overwhelming majority (99%) of the
municipalities tooek advantége of the economies of intégrated data processing
by preparing the commitment/valuation lists at the same time. In three
instances (Belmont, Chicopee, and Gardnmer) the commitment list showed mno

valuation. It is difficult to Justify why this value was omitted; however,
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this would result in no loss of processing efficiency since the poll tax
is at a flat rate of §2.00 per taxpayer.

A rather unusual approach was indicated by the Town of Danvers
which stated that the commitment list was prepared as a separfite operation
from the valuation 1list but that the information was the same on each sheet.

Such duplication of effort would appear to be highly inefficient; however,

POLL TAX

Preparatlon of Commitment Sheet, Valuation Sheet, and Tax Bill

Number of operations required‘ , .
1. Three separate operations &« .+ . . 3

2. TIwo operations . . . . o s
a. Valuation/commitment sheet as one
operation and bill as separate
operation . . . . 37
b, Commitment sheet and bill as
one operation and valuation
sheet as separate operation . 9

3 - One Operation » ] . » . . . 16

TABLE X Source: Questionrxé.ire

a further study of the questiqnnaire indicated that Danvers uses a punched-
card operation (IBM}, It would appear, therefore, that the cards were
processed twice to obtain the commitment and the valuation sheets. A logical
question could be raised concerriing why a carbonned form was not used to
produce the commitment/valuation sheet in one operation.

Preparation of Documents

In preparing the valuation sheet » commitment sheet, and bill,

three municipalities (4%) required three operations; 37 (65%) required two;



and 16l (#8%) required a single operation.

" The three municipa.litiés which indicated that they required three
separate operations to generate their forms should be studied further. The
Town of Agawam indicated that the commitment and valuation sheets were oxigi-
nals; therefore, the preparation of the bill would constitute the third oper-
ation. Some éfficiencf was present, however, since an Addressograph machine

was used for each operation. The questionnaire did not disclose why a carbon-

ned form was not used,.

POLL TAX

M‘achihes Used

Typewrit er » - -» » - . - - - - 22
Bookkeeping machine . . . . . . » . 14
Punched=-card machine . . . a s . e 9
Addressing machine ., . » . . P » 11

TABLE XI Source: Questionnaire

The City of Cambridge likewise indicated three operations and the
use of an Addressograph machine. There was, however, an apparent contradiction
(which was not resolved) in that the questionnaire stated that the commitment/
valuation sheets were prepared as one operation.

The Town of Rockland indicated that the valuation sheet was an
jtemized account but that the commitment sheet ﬁas for money only. Three
operations were required to produce ‘Ehe documents, and a typewriter was used.
fn the surface, $This appeared to be by far the ;least efficient operation

of the 56 reporting municipalities.,
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Machines Used
The following is an analysis of the machines used by the 37
municipalities which required two operations:

Typewriter . . .

Addressograph machine.

Punch card machine .

Bookkeeping machine .
' Total

* & & @
L T S 1

M- <o B

e o e &

The least efficient operatiori would appear to be the use of a type-
writer. Each of the twenty communities, however; prepared the commitment
sheet and valuation sheet as one operation, thereby effecting some economy.
By using the typewriter on two operations, it would appear that there would
be a necessity of proofreading the bills before mailing, and also the neces-
sity of totalling the columns and the bills,

The use of Addressograph plates for preparing the forms is an
ingenious and economical method, though probably no£ as fast an operation
as would be provided through the use of punched-card equipment. An Addresso-
graph plate is prepared for each taxpayer, showing name and address, and
the $2.00 charge. The plates are embossed on the pre-carbonned commitment/
valuation sheets; since most Addressograph machines have the ability to
consecutively number, the numbers are also printed on the sheets. The bills,
fed into the machine as a separate operation but using the same plates, are
numbered in the same fashion and to correspond with the numbers on the sheets,
FPurther to expedite the operation, the bills may be obtained from the printer
in a continuwous perforated roli. After imprinting, the individual bills are
separated and mailed, preferably in window envélopes.

The bookkeeping machine used by one vcommunity (Revere) was a

Remihgton Rand which hasnit been manufactured in nearly a decade. At best



this was a relatively slow machine and had but one advantage ~ it had
totalling registers. As a practical matter, it would appear that a type-
writer would provide a faster operationifér preparing-poll taxes than would

this particular bookkeéping machine,

POLL TAX

Format of Tax Bills

Two-part form . . . - ' « L
1. Demand copy prepared.only as required and in
a separate operation
de Yes S » . Y . . . . 3
b, No . . . . . " . « 1

2. If answer is Yes, demand copy is
e One-part form. - - - . ° 3
. b. Two-part fom: > . - . . - O

Three~part form e - e« o« 17
1. Third part is used as demand copy
a. 1es . . . . e s o o 17
b * No L3 & -* . * L d E - O

Four-pa.rt form . . » . . - - . .. 31}.
1. Two parts are used as demand copies
e YeS S . ‘» . * - * . 31
b. No . + e e e e o & 3

Five“p&rt fOI’m . » » . . . - » - * l

TABLE XIT Source: Questionnaire

Format of Tax Bills
P T
In connection with the preparation of poll tax bills, several

municipalities (Beverly, Brookline, Cambridge, and Winchester) were contacted
by the author to determine how many demand copies were issued for poll tax
collections. It was surprising to learn that it was necessary to send demand

¥

copies to ten to fifteen per cent of the taxpayers. Considering Winchester,
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a 10% demand would consist of over 500 forms s and a 15% demand nearly 800,
At this point it would seem more practicable to incorporate the demand
copies as part of the original bill, This was done by the great majority
(52 or 80%) of those municipalities reporting on the survey., Of the 52,
17 used a three-part bill and 35 used a four-part bill,

In every instance, the third part of the three-part bill became
the demand copy when needed. These towns apparently believed there was no
necessity of retaiming a copy of the den\and for ffile purposes.,

On the other hand, of the 35 municipaliﬁies using four-part bills,
the majority used two of the parts for demand copies.v Three of these com-
munities indicated that the original of the four-part bill went to the tax-
payer, that two parts were file copieé ,» and that one part was used as a
demand. The replies did not indicate why two vcopies were retained as file
copies. It would appear on the surface that the éxbra copy would require
more handling and with the additional forms cost, it would seem to make a
more costly operation than using a three-part form,.

One municipality (Pi_ttsﬁeld) indicated that a form with a perfo-
rated stub was prepared on a typewriter. Although this .city indicated that
it used two operations to prepare and bill poll taxes, the use of the stub
would require double typing in and of itself,

Duplicating Process
In processing real estate taxes it was noted that 16% of the

communities used NCR (No Carbon Required) paper; in the case of the poll
taxes, 29% used NCR paper. This is an indication that the same duplicating

process is not used consistently in the preparation of all taxes and excises.
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Agaih, realizing the necessity of producing all possible e conomies,
it is difficult to understand why fourteen municipalities would incur premium

costs by using NCR paper.

POLL TAX

Dupli cé.ting Process

Carbonned forms used », + « « & « o 40O

NCR (No Carbon Required) paper usede .+ <o o 14
Other: ' f

Stub form . . N . . . N . . 1

1

Punch cards . . . . . - . . o

TABLE XIIT Source: Questionnaire
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CHAPTER IV

PERSONAL PROPERTY

Tax laws generally provide that returns be made of personal
property of every kind and character that is subject to taxation. In the
early days of the general property tax, the assessment of personal broperty
was based largely on the declarations of taxpayers, supplemented by such
general knowledge of the property in his distriet as the assessor had or
might acguire by a casual tour of inspect:i.on.16 |

Although the General Laws are clear conéerning property taxable
as personal estate, the discovefy of such property is much more difficult
than it is in the case of real property. The law states in general that
the following are taxable: (1) goods, chattels , money and ships; (2) money
at interest, and other debts; (3) real estate mortgage loans; and publio
and uwtility, etc., securities, L7 |

In Massachusetis, persons subject to personal property taxation
are requiréd18 to file with the assessors a list of items and values sub-
ject to taxation. Because of the laol{ of definiteness concerning exactly
what personal propei'ty is, and who is ‘subject te the tax, it is safe to say
that much personal property probably escapes taxation.+9

Personal property taxes provide 7.% of the revenue of municipali-
ties. In 1961 this was about 3565 million based on a valuation of nearly
$19 million, *

Personal property assessed may be bréken down into three broad
categories: (1) utility (gas, electric, telephene) poles and wires; (2)

stock in-trade of unincorporated businesses; and (3) personal property of

* See Table II, page 12.
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taxpayers. in excess of a $5,000 exemption. The first category (utilities)
accounts for the majority of the personai propérty revenue., The discovery
of and the valuation of the other two categories appears to be on a rather
arbitrary basis with the assessors determining values which may appear

equitable but which are, notwithstanding, probably arbitrary.m'

PERSONAL. PROPERTY TAX

Information on Commitment Sheet

Is it the same as on valuation sheet? -
1- Yes » > - - Ed - £ - * [ 25
2. NO ) . Y - . s . . - F 31

If answer is No:
1. Is commitment sheet preépared as a separate
operation from valuation sheet?
a. 1es » . . - . 'y .
b. No - - * » . . . *

B

TABLE XIV Source: Questionnaire

Information on Commitment Sheet

The problems inw}oiw}ed inpreparing valuation and commitment' sheets,
and in billing personal property taxes are quite different from those of real
estate and poll taxes. Although the revenue derived from persenal property
is much less than that of real estate, it is far more (%5 vs. $ million)™¥
than that of poll taxes. Nconetheless, there is an inverse relaﬁionship
when it comes to a comparison of bills processed, Referring te the Town of
Winchester, it is to be noted that a mere 300 personal property tax bills
were processed in 1961 as compared with 5,200 poil taxes, *

With the relatively small number of documents processed, mass

* See Table II, page 12.
*% See Table VIII, page
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production methods are not always advisable or the most economical. Hence,
the survey indicates the use of somewhat more manual as opposed to maéhine
methods. This, however, doesn't necessarily justify the use of the former,
particularly when machines andﬂintegrated processes are avallable in other
taxing areas.

Of the 56 towns (44%) reporting on the survey, 25 indicated that
the information on the valuaticn sheet was the same as that on the commitment
sheet, whereas 31 (56%) reported that it was not ﬁhe same. This compares
with a 45-11 indication for real estate and 52-4 f§r poll taxes,

Of the 31 reporting that different information was shown on the
commitment sheet, 29 indicated that the latter contained only the tax com-
mitted and not the detail of the valuation. Since only nine of these mu-
nicipalities did this same thing with respect to real estate taxes s it is
difficult to reconcile why these municipalities should handle the forms
differently with respect to personal property taxes,

That the towns again have recognized the savings inherent in inte-
grated data processing is evident in the fact that only two communities
prepared the valuation sheet separate from the commitment sheet., ZEven real-
izing that there are relatively few names on the personal property lists 3
it still requires duplicate effort to prepare separaﬁe valnation and commitment
sheets.

Needless cost and waste in an operation like this are easy to regard
as being minor in amount; however, if this added cost is repeated in another
clerical operation, and if that waste is justified in the same manner, the
total added cost or waste can often become major - to the extent of reguiring

an additional clerk.
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Preparation of Documents

Of the three municiéalitieé which.required three separate oper-
ations to prepare the valuation sheet, the commitment sheet, and the bill,
two used Addressograph machines whereas one (Rockland) utilized a type-
writer. Again, it is rather difficult to visunalize why these communities
did not use carbon paper (or NCR paper) in the preparation of the valu-
ation/commitment sheet. The twwn which performed all three separate oper-
ations on a bypewriter certainly seemed to be the farthest away from the

most efficient operation.

PERSONAL PROPERTY TAX

Preparation of Valuation Sheet, Commitment Sheet, and Tax Bill

Number of operations required: .
1. Three separate operations , + » « =+ 3
2, Two operations
a. Valuation/commitment sheet as one oper-
ation and bill as separate operation.,. . 34
3. ©One operation . o N . . . . . 19

TABLE XV ‘ | ‘ %ource: Questionnaire

Thirty-four of the municipalities used two operations for pre-
paring personal property tax bills., Of these, 28 used typewriters, three
used punched-card equipment, and three wused bookikkeeping machines, Three
of those using typewriters supplemented their equipment through the use of
Addressograph machines, It is interesting to note that many of those towns
© with addressing machine equipment did not deem!it advisable to utilize the
equipment in this area of personal property taxes.

Of the nineteen towns which prepared the valuation sheet, commitment



36.

sheet, and bill in one operation, the following machines were used:

Bookkeeping machine . . . . 15
Typewriter e s e e e e
" Punched card . . . . . .

5l

In analyzing the methods of processing personal property tax
bills, it was apparent that, because of the small volume of documents
ordinarily prepared, many towns used methods which were somewhat inef-
ficient. Even though this can perhaps be rationalized on the basis of

low volume, it would appear that more efficient equipment should be

PERSONAL PROPERTY TAX

Machines Used

Typewriter .+ .« « & » . . e o+ 29
Bookkeeping machine . « e s e . . 18
Punched-card machine « « + o o o & 6
AddreSSing machine ) . » . » . . . 4

TABLE XVI Source: Questionnaire

utilized if available; it was in many instances. Again this tends to
confirm the suspiciocn that in some instances, many municlipalities have

fajiled to provide the most efficient operation.

Machines Used

It is to be noted that 29 (52%) of the municipalities used type-
writers in the processing of perscnal property bills and commitment sheets.
This is a considerably larger concentration of typewriters than in any

other of the tax areas surveyed. A part of the reason is perhaps that the
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volume of persenal property transactions is small in relatien to that of
the other areas, Whatever the reason, this concentrgtion of typewriters
indicates a basieally ipefficient operation. First, the sheets and bills
must be proofread against basic documents (thié would net be necessary if
an addressing machine were used). Second, the sheets, and bills, must be
totalled on adding machines and‘reoénciled tc the total cenmitment (a book-
keeping‘machine .or punched-card machine would do this automatically). Third,
it was necessary to compute the tax manuwally or by reference to a chart.
Punched~card equipment and many bookkeeping machines have the capability
of multiplying the tax rate by the valuation thereby automatically. de-
termining the tax.

In eighteen instances municipalities used bookkeeping machines
for proceséing personal property taxes; in fou;'teen of these instances,
the municipalities prepared the valuation sheet, commitment sheet, and tax
bill in the same operation. The result was, of course, a high degree of
integration. The use of the ﬁzachines in such a way, however, meant that
all detail (e.gs., name and address of taxpayer, property, valuation, etcetera)
must be copied on the machine from the master cards. An additional degree .
of integration might be obtained if these basic data were embossed on Ad-
dressograph plates. This would then mean that the bookkeeping machines
would be used for impi'inting the basic data, inecluding the valuatiom, and
possibly for determining the amount oji‘ the tax,

Ifl punched card equipment is available, as it was in fourteen of
the municipalities surveyed, it would seem that the processing of the personal

property tax could have been adapted to this equipment. Such was not the
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case, however, sinée only six of the fourteen had this application. Four

of those which did not use their punched-card equipment for persongl proper-
ty taxes, used a bookkeeping machine (Remington Rand) which is slow and
which is at least ten years old since the company discontinued manufacturing

these machines at that time.

‘PERSONAL. -PROPERTY TAX

Format of Tax Bilis

TWO"part form . . . . . . . ° 6
l. Demand copy prepared only as required
and in a separate operatlon.
8. Yes . . . . . . 6
b, No . . . o " . 0

2. If answer is Yes, demand copies:
a. One-part form. . . - L
b - TWO“paI‘t fOI'm. . . - 2

Three-part form . . . . . 15
1. Third part is used as demand.GOpy
e JES + ¢+« e « e 15
b. No . » » . . . 0

Four-'pa.rt form . . . . . . . 3 ll-
1. Two parts are used as demand copies
a. YeS .+ .« e . o 28
b L] NO - * - - E d L 2 6

F iVe"'paI"b f orm . . Y . . . - Y l

TABLE XVII Source: Questionnaire

Format of Tax Bills

The content of-bills is governed.by.a statute?? which requires
that all forms relating to taxation be referred to the Commissioner of
Accounts of the Commonwealth of Massachusetts for approval. To this

extent there is some standardization among the various municipalities., The
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standardization, however, concerns the content of the bills, and hot their
physical shape or structure, Hence, the bills used vary from two-part forms
up to, in one instance, a six—part form, Samples of various types of forms
used may be found in Exhibits VIITthrough XV , pages 10711k,

Granted that the needs of the various towns and cities vary to
some extent, it is interesting to note the wide variation in the physical
size of the bills vand in the number of coples prepared. It is obvious
that some of the form designs provide for a greatgr_ degreé of efficiency
than do others,

Referring to Table XVII, if is noted that only six comminities
prepared personal property tax 'Sills in two parts; each of these municipali-
ties prepared a one-part form for use as a demand copy When such a form was
needed. This would appear to be an economical and efficient approach to
the billing problem. Using the Town of Winchester as an example,* of the
300 personal property bills rendered in 1961, only thirty (10%) required
demands. It would appear more economical to prepare thirty origj.nal demands
than to provide the demands in the original sets of bills, thereby requiring
that some 270 copies be discarded as not needed as demands. This tom, how-
ever, provide two demand copies in itsr four-part biil.

The six communities mentioned é.bove » saw fit to prepare a two-part
form of the bill with an apparent clerical and forms design savings. The
question is naturally raised concerning the real necessity, other than
tradition or lack of comsideration of the facts, of the other fifty munici-
palities to prepare three-, four-, five-, or even six-part bills. Though
the survey made no éttempt to uncover the reasons behind the clerical methods

of the various municipalities, it can reasonably be assumed that some lack

# See Table II, page 12.
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of efficiency existed in this area.

Of the municipalities reporting, fifteen prepared three-part
forms as indicated by Table XVII, page 38, In each instance one part was
used as a demand‘copy. Again;‘étudies made By these towns may have dis-
closed that it was more economical to provide a demand copy at the time
of printing the bills than to type up demands only when needed; if so,
the most economical plan would be, as these fifteen towns did, to print
a single part as a demand copya.

As had been noted in the caée of the real estate and poll taxes,
the majority (60%) of the municipalities prepared four-part bills, most
using two partis as demand. Unless there is some unusual local condition,
it is difficult to understand the advantage of using two parts, particularly
when so many communities use a single demand copy, Six of the towns which
used four-part foris kept two parts as file copies and used one part for
demand purposes, _

A lone town (Framingham) prepared a five-part form. It is inter-—
esting to note that this town also used five-part forms for billing real
esﬁate and poll taxes, and motor vehicle excises, On the questionnaire,
the town indicated that three parts were being used as demand copies. A -
sample of this form is included as Exhibit XIV, p&geBB‘.

Duplicating Proceéé

cities and towns used carbénned foﬁmé in processing personal pfoperty
taxes. Six used the more expensive, but, in some instances, more convenient,
NCR paper. One town (Saugus) indicated that it used neither, giving as an

eXplanation "separate copy", This cryptic reply would perhaps indicate



that it prepared two original copies of the bill on the typewriter that it

uses, If so, this appears to be a duplication of effort.

PERSONAL: PROPERTY TAX

Dubiicé@ing”Pfoceés

NCR (No Carbon Required) paper used., .

Carbonned forms uéed e » . » « A8
« b
Other . .+ . s s = . - PO . 2

TABLE XVIII Source: Qnestionnaire




CHAPTER V

MOTOR VEHICLE EXCISE
Concerning the motor vehicle excise, the General Laws<3 state,
in part "......there shall be assessed and levied in each calendar year
on everymmotor vehicle and trailer registered.,s..san excise measured by
the value thereof, as hereinafter defined and determined, at the average

state rate for the calendar yearsseess's

Motor Vehicle Eicise Revenue

The revenues from thé métor 7'vehicle e)icise were nearly $79
million, about 9% of total revenues from taxation, for the year 1960, the
latest fully committed excise year. This makes it second to real estate
tax in dollars derived from taxes and' excises. Table XIX is presented to
emphasize the tremendous impact of this excise on the revenues of munici-
palities in the past fifteen years,

Before discussing the clerical processing of the motor yehicle
excise, it is well to note how an excise differs from a tax such as imposed
on real estate, polls; and personal property; Taxes are defined as "com-
pulsory levies on private units for general governmental purposes. The )
term taxes does not include governmental receipts from borrowing, gifts,
reparations or various direct charges for special services or benei‘:i.ts."’m'L
An excise, on the other hand, is a tax,. or levy, on the purchase, produétion,
and sale of comodities.25 It is then, in effect, a specialized type of
taxs |

It is to be noted from table XIX that the number of vehicles

taxed has increased 2% times in fifteen'yéars 3 that the total value has



43,

increased fourteen times, though the average value has gained only five
times; and finally, and mest important from a revenue viewpoint, that the
total excise committed has increased a whoepping 26 times (the average

excise per vehicle has gone up about -eleven times).

COMMONWEALTH OF MASSACHUSETTS

Motor Vehiélé and‘Trailer Bixcise

Total ‘Total Aﬁerage Total Average

Year Number Value . Value Exeise Excise
1945 90L,588 $ 107,4565017 °  $117.89  $ 3,145,980.43 $3.75
1946 1,073,627 197,104,291 - 183s59  5,053,905.02 LoTL
1947 1,206,200 357,874,869 296.70 9,619,709.93 7.98
- 1948 1,300,860 569,816,669 361.16 13,899,388.21 10.68
1949 1,454,816 613,880,668 421.97 19,669,388.57 13.52
- 1950 1,605,024 752,779,680 469.01 25,604,052,95 15.95
1951 1,639,580 771,035,506 470.26  30,567,951.98 18.65
1952 1,622,556 754,250, 517 46485 - 30,789,283.90 18,97
1953 1,720,393 829,598,760 482,21 34,670,7,3.81 20.15
-+ 1954 1,813,730 905,931, 517 501,60 39,115,571.07 21.66
1955 1,931,892  1,042,182,678 539.46 46,072,631.43 23.85
1956 1,878,983  1,097,748,386 584,22 50,583,004.73 26,92
1957 2,118,179  1,231,550,311 581.40 59,172,917.30 27.94
1958 2,094,793 1,168,080,315 . 557.61  60,177,039.80 - 28,73
1959 2,225,339  1,280,393,650 575.34  68,089,202.38 30.60
1960 2,354,100  1,410,274,413 . 599,07 78,522,046 .86 33.36

: Bureau of Accounts
TABLE XIX Source: Commenwealth of Massachusetts

Along with the greatly increased revenues (about $ miliion per
year for fifteen years), the clerical prbblems have likewise riéen greatly.
The billing of the motor vehicle excise entails more individual bills than
any other form of taxation.3 By its very nature it is a diffi#ult tax to
process on a mass preductien bésis. It is well at this poiht to discuss

why this is so.

¥* For example, refer to Table VII, page 21.



Source of Billing Information

At the present time, the daﬁa for billing the motor wehicle excise
come from a portion of the motor vehicle registration form filed with the
Registry of Motor Vehicles by vehicle owners. The portion of the regis-
tration (about three inches square) applicable to the excise shows the
owner, registration number, make of vehicle, year of manufacture, and
other pertinent information. Depending on the make of the car, the year
of manufacture, and its automatic equipment, a value is placed om the stub
of the registration. This opefation is perforxﬁéd by clerks in the State
House of the Commonwealth, The stubs are sorted by municipalities and
forwarded in batches.to the municipalities. This process of valuing the
stubs and forwarding to the cities and towns takes place continuously over

.the year so that the various commumities receive the stubs in batches at
various times during the year,

Each vehicle registered for a full year is assessed at a standard‘
Commonwealth rate (In 1961, $66.00 per thousand dollars of valuation).
Further to complicate the situation, if a vehicle is registered for part
of a year, the excise is prorated for that portion of the year for which
it is registéred.

At the present time there is no apparent control to assure that
every car registered will have an excise billed against the owner. A stub
removed from the files at the State House or in the municipality's assessors!
office will never be billed. Since there is no control over cars registered,
a billing will never be made if a stub is removed from the files, either

intentionally or accidentally.
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There is currently much suspicion that a great number of owners
of vehicleé are never billed for an excise. Taxing authorities of the
Commonwealth are greatly concerned about this lack of positive control,
and studies are being made to install a better system. |

Since the registration stubs are received in batches by the
municipalities at irregular times during the year, commitments are made by
the assessors to the tax collector on much the same basis. Basically, the

various batches are totalled and committed as thej' are receiired.

MOTOR _VEHICLE EXCISE

Information on Commitment Sheet

Is it the same as on valuation sheet?
1. TYes e . . » - . ‘. . - 31
2. NO - . .- - . . » . » 25

If answer is No:
1. Is commitment sheet prepared as separate
operation from valuation sheet? .
e 'YeS - . . . - . . . O
bo NO . ° . « . . . . 25

TABLE XX Source: @Questionnaire

When received by the lﬁunicipalities s the valuation has already
been placed on the stubs, but the excise has not been computed. Numerous
cities and towns compute the tax manually by multiplying the value by the
standard rate and, if for less than one year, prorating the excise. Some
municipalities use charts for determining the tax. Still others program
their machines (whether accounting or punched-cards) so that the compu-
tation is performed automatically when the motor vehicle excise bills are

being prepared.
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Information on Commitment Sheet

As in the case of persénal properﬁy taxes, and as indicated by
Table XX, the information on the valuation sheet is often (25 instances)
different from that on the commitment sheet. The difference in every
instance was that the commitment sheet showed 6nly the owner and the tax,
whereas the valuatiom sheet showed additional informatiom such as make,
year, etc. Once again, it is obvious that having different information
on the two sheets is more costly than showing the same information. This

is true because more intricate form design and carbon planning is required.

MOTOR VEHICLE EXCISE

Preparation of Valuation Sheet, Commitment Sheet, and Tax Bill

Number of Operations Required:
1. Three separate operations . . . .+ 3
2. Two operations ., . . . . .
a. Valuation/commitment sheet as one
operation and bill as separate
operation
3. One operation . e . . . » 25

TABLE XXI Source: Q@uestionnaire

If 31 of the mnnicipalitieé wﬁich'showed the same information on
the commitﬁent as on the valuation sheet, there is little doubt that the
others (25) could do the same thing with resulting savings. Differences
in handling may again be caused by tradition, lack of knowledge, or incorrect
conceptions of the statutory requirements. |

Preparation of Documents

From analysis of the questionnaires which are summarized on Table

XXI, three municipalities (Cambridge, Leominster, and Rockland) required
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three separate operations for preparing motor vehicle excises, Considering
that more excise bills were processed than any other tax.(probably in excess
of 30% of the total number of bills processed by any one community)¥ the
separate preparation of the commitment sheet, valuation sheet, and bill ap-
peared on the surface, to be gross inefficiehcy. This inefficiency was com-
pounded in two of the municipalities in that they used typewriters. The
third (Leominster) utilized an Addressograph machine. The use of this
machine was unique among the 56 reporting tOWnS and is further commented

on in the section discussing the use of machines in processing motor vehicle
excises, %

A slight majority (28 vs. 25) used two operations in preparing the
documents as opposed po one operation. Four of the 28 used punched-card
equipment, two used old bookkeeping machines and the balance (22) used
typewriters.,

- Of the 25 which used but one operation, only two reported that
typewriters were used whereas 21 indicated that some form of bookkeeping
machiﬁe was used. The remaining tw§ municipalities used punched-card
equipment. This latter is somewhat surprising since these machines normally
are not capable of such integration. It is believed that perhaps the state-
ment on the questionnaire was misunderétood and that these replies should

have been recorded as two rather than one opefation;

Machines Used
Many towns and cities have found that addressing machines are
extremely adaptable in imprinting basic data on tax documents., Through

the use of such equipment it isipossible to imprint the name and address

_¥For example, see Table VII, page Z1.
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of the taxpayer, the property being taxed, the valuation, and other data
needed to identify the property. This leaves only the tax itself to be
imprinted with other equipment. Addressing eguipment can be used because
each of the-taxes is processed just once a year and at the same time of
the year.

Unlike the other taxes, motor vehicle excises are not adaptable
to addressing equipment. There are several reasons for this.,

- First, the stub notifications come from the Commonwealth in

batches throughout the year, and often into the succeeding year. They
are in no particular order and if an addressing plate had been prepared
for eachvehicle, or taxpayer, it would have to be removed by hand from
the files and replaced by hand after use. This immediately tends to offset
the basic savings of using addressing:equipment.

Secondly, a great many motorists change vehicles during the year,
If addressing plates were used, these changes W;)uld necessitate corresponding
changes in the plates, or even new plates. The very volume of changes would
tend to create a cumbersome process. ’

Thirdly,. many taxpayers own two or more cars which would cause
a problem of i.dentifying the proper plate for each vehicle.

It was, therefore suprising to note on Table XXII that one town
(Leominster) used an Addressograph machine. This town applied the plates
to the commitment sheet » to the valuation sheet, and to the tax bills in
three separate operations and aprlied the tax with a typewriter. Unfortu-
nately the questionnaire received from Leominster did not reveal the mechanics

of specifically how the equipment was used; however, it would appear that
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the use of Addressograph equipment could easily slow down the entire billing

operation.

Ideal Equipment

An analysis would indicaﬁé fhat the ideal equipment would probably
be punched-card machines with a card being punched for each stub received
from the Commonwealth, showing the name and address of the taxpayer, the
make of vehicle, etcetera, and the valuation. The machine could be program-

med to multiply the valuation by the tax rate and to print out the resulting

MOTOR VEHICLE EXCISE

--Machines Used

Typewriter +« =+« « o o o s o o 19
Bookkeeping machine + o+ « . o+ o+ & 29
Punched-card machine . PO e » @ 7
Addressing machine and typewr:.ter. . . . 1
Total 56

TABLE XXIT Source: Questionnaire

excise. Once the basic cards have'been punched, future processing and
preparation of the valuation sheet, commitment sheet, and tax bills is a
simple matter of moving the cards from machine to machine for the various
operations.

Seven of the 56 manicipalities reporting utilized this type of
equipment. On the other hand, seven additional communities which had this
type of equipment available, did not use it in this area.

Since it appears that it is not practicable to utilize addréssing

equipment for processing motor vehicle documents, it is evident that the
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basic data must be created with some typing device (e.g., the key punch
mentioned above). It would also appear that an economical processing would
be one in which the three documents (valuation sheet, commitment sheet, apnd
tax bill) are created at the same time in an integrated operation, This,
coupled with the ability to add the various flgures being processed would
create a system which could be as economlcal, or more economical in some
instances, than the use of punched cards.

Such an integrated system is available through the use of book-
keeping machines, Of the 29 municipalities indicated by Table XXIT as using

such equipment, 27 used one operation. The following machines were utilized:

Burroughs . . » o . . . 10

National Cash Registers . - . - .

Remington Rand . * . . . . .
Total

18l o

Not all of these machines are necessarily equally efficient. The
survey made no attempt to determine the specific models of machines used,
However, it can safely be stated that some of these machines have the ability
automatically to multiply the valuation bj the rate to determine the excise.
This ability, while a slow opération on bookkeeping machines (it is a series
of additions) is generally f aster andl probably more accurate than manual
calculation, |

Attention is directed to the eight towns which utilized the
Remington Rand bookkeeping machine. ‘It is again pointed out that this
company discontinued the‘ma.nufacture 6f this machine at least ten years
ago. At best, by present-day machine standards, this is a slow, cumbersome

machine; neither does it have the ability to multiply.
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Format of Tax Bills

Referring to Table XXIIT, it is noted that, as in the case of
the real estate, poll, and persbnal property taxes, few (four) municipali-

ties utilized two-part forms as tax bills. Here again, the demand copies

MOTOR VEHICLE EXCISE

Formst of Tax Bills

Two -par t form . - - . . . » . ll»
1. Demand copy prepared only as requmred and
in a separate operation:
Qe Ye S » r's . ) - - - K} l‘-
b, No . - . - * - > . 0

2. If answer is Yes, demand copy is:

a. One-part form. e s e e e 4

b - No-part fo T, - - - -« » 0
Three-part form . . . . e o« 16

1. Third part is uSed.as demand copy :

a. Yes L3 - * - - - - 2 16

b * NO L - - * k4 L 3 * L d O
Four-part form . . . . .« . « o 33
1. Two parts are used as demand,copy
Se Yes s - * - ] o r's - 29
b . NO . . L] . - . £ 3 Z{r
F iVé*-paI‘ t form . . . . . . . . . 2

Sm‘p&rt form . » » . . - - » . 1

TABLE XXIIT Source: Questionnaire

were prepared only when reqnired.and, whén prepgred, were one-part forms.
One of the four (Springfield) had a punched-card operation, making the

use of a two-part bill a natural. Of the otheré, however, two (Andover
and Easthampton) used typewriters and one (Holyoke) used an NCR bookkeeping

machine to process the tax bills,
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Sixteen municipalities prepared three-~part bills using one of
the parts (usually the third) as a demand copy. From the freguency (16
vs. L) of three-part forms as opposed to two-part forms, it must be assumed
that most municipalities have decided that it is more economical to provide
a demand copy at the time of printing the original set of biilé than pre-~
paring them as a separate operation.

This assumption is further confirmed when it is noted that some
33 mumicipalities prepare four-part bills, the majority using two of the
parts as demand copies. The overwhelming majority (52 or 93%) of the
reporting municipalities provide demand copies when prinbding the original
sets of bills, The assumption is that ﬁhis is more economical than preparing
the demands when needed. Iven agreeing that this assumption is true, it
is not possible to reconcile why 16 towns used a three-part form whereas
33 used a four-part form; on the other hand, four of these 33 provide two
file copies which in effect places them in the same category as a three-
part community.

On the opposite end of the spectrum was a town (Framingham) which
prepared a five-part form, and a city (Boston) which used a six-part form.
The latter, using a Remington Rand punched-card operation, indicated in
its reply to the survey that the six-part form was disfributed as follows:

(1) Bill

(2) Demand

(3) Warrant notice
(4) Notice of release

(5) Duplicate bill _
(6) Collecting division warrant to distrain or commit
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Duplicating Process

Once again, the majority (45 or 80%) of the municipalities used

‘carponned forms for producing their documents. Table XXIV indicated that

ten used NCR paper and a single town (Ehsthamptoh) used a form with a stub,
thereby foregoing the necessity of using carbons or NCR paper for its bills.

It was necessary, however, for this town to duplicate its operation since

MOTOR VEHICLE EXCISE

Duplicgggﬁg Process

Carbonned forms used . " . o
NCR (No Carbon Required) paper usede » .« . 10

Stub form * . L Py - 'S P

TABLE XXIV Source: Questionnaire

it used a typewriter to create its document. Some bookkeeping machines

have the capability of creating two original documents with one indexing

of information; however, a typewriter does not have this capability.
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CHAFTER VI
WATER BILLS

The questionnaire sent to the municipalities included a survey
of the clerical procedures used by the water departments in billing water
rates. Attention is directed to Exhibit V, page 104. The reasons for
including this department were twofold: (1) it was a billing operation
with probably the heaviest volume of ahy department; (2) it involved a
cash-receiving operation of large volume, paperwise, fhough the money
values were not substantial.

Here, then, was an operation which somewhat paralleled that of
the poll tax what with heavy volume of paper but reasonably small amounts
of money.

It was interesting to note thaf all of the towns reporting had
water depai'tments with the exception of four which sf,ated that water charges
were not billed by the towns involved.

Cycle billing is a method of billing utilized by meny commercial
businesses, particularly those with large volumes of customers (e.g., retail
stores, banks, and utilities). The purpose of cycle billing is to spread
the work of billing over ‘bhe‘monfil, thereby avoiding a peak load at the
end of the month. As an example‘, customers whose last names begin with the
letters A through D might be billed during the first three working days;
those beginning with the letters E through H might be billed during the
second three working days; etcetera. ‘I‘b has the very important clericai

26

advantage of making a much more even work load.
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Method of Billing

The survey indicated, as showﬁ én Table XXV, that 35 municipalities
took advantage of the savings inherent in cyéle billing. | This does not
necessarily mean, as possibly inferred in the preceding pai‘agraph, that
every person usmg water was billed monthly. On the oontrary,: it is common
practice to bill water rates twice a year. The use of cycle billing simply

means that all persons using water are noét billed on the same day; rather,

WATER BILLS

Method of Billing
Cycle billing used:
: 1. Yes » . - - . - S Py ° 35
2.0 NO - * * - - - - [ 3 . 17

Forms which have no water department . . " L

TABLE XXV : - | Source: Questionnaire

each person would receive two bllls pei' year but not necessarily at the
same time as his neighbor.

Even for the seventeen municipalities which did not‘ utilize cycle
billing, the chances are good that each person using water was billed twice
during the year, Using Winchester as an example,* the town would process
about 21,000 bills per year (10,500 individuals, twice each year).

The function involved in water~rate billing involves two processes:
(1) reading the meter, and (2) billing the customer. The meter readers are
usually furnished with a card for each customer. The latest reading is

recorded directly under (or over) the previous reading, The billing operation

*See Table VIII, page 2L.
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consists of imprinting the name and address 61‘ the customer on the bill; of
typing on the bill the present and previous meter readings; of determining
the water usage (the difference between the meter readings) of applying the
water rate against this usage; and of recording the water rate on the bill,
Exhibit XV illustrates a sample of a water-rate bill.

Because of the steps involved it is well to consider the machines

used by the various municipalities., This is summarized by Table XXVI..

WATER BILLS

Machines ' Used

Typewriter - - . » - . » » . « 10
Bookkeeping machines . . . . . . . « 34
Punched~card . . . . ° - » » ° P 2
Addressograph. . . . . . . . . . 13

TABLE XXVI ‘ Source: Questionnaire

Machines Used

"~ Although some fourteen xﬁﬁﬁicipalities indicated that they used
punched-card machines on some phase of their billing operations, only two
(Pitchburg and Pittsfield) used this equipment for billing water rates.
It is rather significant that Fitchburg did not use this equipment on any

other application than this one.

The following (Table XXVII) is a tabulation of the types of book-
keeping machines used by 34 of the municipalities for billing water rates,
The use of bookkeeping machines has two advantages in this area:

(1) the machines permit the accumulation of the individual water rates billed
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in order to determine the total Billed, and (2) they may permit the auto-
matic computation of the amount to be billed. Some machines are able,
through a succession of additions, te muwltiply. Though the operation is
relatively slow, machine-wise, it is probably faster, and is certainly more
accurate than a manual compﬁtation.

Some of the machines listed oﬁ Table XXVII do not have the capa-

bility of multiplying. Specifically, the Remington Rand bookkeeping machines

WATER BILLS

Makes of Bookkeepiné Machines Used

Burroughs . .« & . N . . - « =« 19
National Cash Register . « & @ o © & 6
Monroe + .+ o« &+ e = e . a . . 3
Underwood=Olivetti o o« o« & o ‘6o o o 3
Remingt on Rand . * @ E'Y - 'y * » Y 2
Olivetti. * S PY » s ® ® ° * 'S __l

Total Sh

TABLE XXVII ' Source: Questionnaire

have no provisions which permit.éﬁltipliéation. In the instance where the
machines lack the ability te multiply, the only advantage of using such
machines is to obtain their totalling ability.

In the instances in which a bookkeeping machine cannot muwltiply,
or when a typewriter is used, it is necessary that the extension of the
water usage by the rate be done manually. Charts are also available showing
the proper amount of billing for specific cubic feet of water usage. Such

charts are a definite savings over a purely manual calculation.
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Table XXVI, page 56, indicates that some thirteen towns use
addressograph machines. &ince thgse machines do not have the capability
of imprinting dollar amounts, they must ‘be used in conjunction with some
other machine, Of the thirteen instances in which municipalities used an
Addressograph machine, five used typewriters as the additional machine,
three used bookkeepiné machines, and the remainder (five) put in the amounts
by hand. The latter method might actually be faster than using a typewriter

since it would not be necessary to feed each form into the machine.

WATER BILLS

Format of | Bills

One-part . . » . - » . s . - . . 17
No—pa:b’t . . . - . - » - - - . 17
Threﬁ -’-par‘b . - - » . » s - . - - ].l
Four-part « o« o ¢ o « s 2 s o« e 17
TABLE XXVIIT Source: @uestionnaire

Format of Bills

The seventeen mﬁnicipalities indicated by Table XXVII as using
one-part bills would retain no duplicate to use as a cash recéiving document
when the water bill was paid. It would be necessary for the tax collector,
who also collects water bills, f,o post payments directly against the com=
mitment sheet to determine open accounts, Some of the seventeen towns used
a stub in conjunction with its one-part bill, thereby permitting the water
user to include the stub with his payment. Exhibit VIII, pagelO7, illustrates

a one-part bill with a stub. While not a water-rate blll, the principal is

the same,
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Dupliéating Process

The municipalities using no“duplicating process were those
seventeen which indicated that they used one-part forms. This is another
saving inherent in using such a fOI‘I;l. Of course, if a stub is provided
on the one-part form, some dnplica‘b:?.on of effort will result because of

the necessity of imprinting the data on both the bill and on the stub.

WATER BILLS

Duplic'ating. fPi'ocess

Carbon paper . .. 25
NCR (No Carbon Requlred) paper . . . 10
None . . . . . . . .17
TABLIE XXIX : Source: Questiennaire

Of the 35 towns and cities which used carbon (25) - or NCR paper
(10), a surprisingly large percentage (30%) used NCR, the premium process.
In 2ll ‘instances in which towns used carbbn paper, the carbon was a one-use
baper which came as part of the printed form and which was destroyed after

use, Exhibits IX, X, XII, XIV, and XV illustrate this type of throw~away,

~

one~time ca.rbon.
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CHAPTER VII

CASH RECEIVING PROCEDURES

As in the operation of any business, it is essential that munici-
palities keep adequate and accurate recérds of all money received. The
statutes of the Commonwealth of Massachusetts directly indicate that such
records must be maintained. In fact, Chapter 60 of the General Laws, com~
prised of 105 sections, specifically covers the area of the collection of
local taxes.,

The recording of cash receipts poses more technical problems than
any other area of tax commitment and collection. Before discussing the
clerical methods used in recording cash‘receipts, some of the directly ap-~
plicable laws should be examined since many of the methods hinge directly
on what these laws say.

For example, with respect to the commitment of taxes, the law says:

Every collector of taxes, constable sheriff or deputy
sheriff, receiving a tax list and warrant from the
assessors, shall collect the taxes therein set forth,
with interest, and pay over sald taxes and interest to
the city or town treasurer according to the warrant, and
shall make written return thereof with his tax list and
of his doings thereon at such times as the assessors
shall in writing require, He shall also give to the
treasurer an account of all charges and fees colleeted
by him. He shall, once in each week or oftener, pay
over to the treasurer all money received by him during
the preceding week or lesser period on account of taxes .
and interest, including any sums received as interest on
money received by him on account of taxes and interest
received and deposited in anybank.2

One problem, which will be discussed later in this paper, concerns

the fact that numerous cities and towns have a joint tax collector/treasurer,
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thus giving use to the question of exactly what procedure should be
followed:
An additienal section of the law states:
The collector shall make and keep in the book containing
the tax list committed to him, against the name of every
person, assessed for a tax, entries showing the disposition
thereof, whether reasgessed, abated or paid, and the date
of such disposition.2
It is the practice of most of the municipalities to bind the tax
lists committed to them in post binders and to post against these lists the
payments made by the taxpayer, or other disposition such as reassessment or
abatement. Exhibits VI and VII, pages 105 and 106 demonstrate the type of
sheet which is filed iﬁ postubinders. Provision is usually made in the com-
mitment forms at the time of printing for such postings. This posting
process, through misinterpretation of this section (#6) of the law, can
create minor inefficiencies, as will be pointed out.
The statute stipulating that the collector shall keep a cash book
is very broad in scope but it is on occasion interpreted rather strictly
as to thesexact form of the record. This section of the statute follows:
He shall also keep a cash book, in which he shall enter all
sums paid to him, as received, specifying the total amount
of tax, abatements allowed, all interest charged, the total
amount received and the date of receipt, the date and amount
of every payment and disbursement made by him, and to whom
paid, with such other matters as the town requires. J
That the tax eollector of a Massachusetts municipality is reluctant

to make chénges in his collecting methods, even though they might result in

more efficient methods, is not surprising in view of the following statute:
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A collector who neglects or refuses to exhibit accounts
or to produce receipts, as required under section ninety-
four, shall forfeit to the town two and one half per cent
of the sums committed to him for collection.

Preparation of Cash Recelpts Book
The following is an analysis of the returns of the questionnaire

submitted to the selected mumicipalities with relation to the cash receiving

areaes
PREPABAT_ION OF CASH RECEIPTS BOCK
Handwritten - . . s » - » * - /4,2
Typewriter - ™ ™ ' ® . . » . 11
Bookkeeping maChin.e . . ‘. . . . . 2
Punched~card machine . o e s e . . 4

TABLE XXX | Source: Questionnaire

It is interesting to note that 53 (94%) of the communities reported
that ﬁhe cash receipts book was kept manually or, at best, through the use
of a typewriter. Only two indicated the use of bookkeeping machines and four
the use of punched-card mechines. The rveason for this seemingly outdated
method of recording cash receipts stems from two sources: (1) the number
of accounting distributiomws a municipality is forced to make, and (2) a
strict interpretafion of Section 7* of chapter 60 of the General Laws con-
cerning what a cash book is. The former is illustrated by Table XXXT.

Account Distributions

One half of the 56 reporting towns indiéated that their accounting
systems required thirty or more accounting distributions. Since most book-

keeping machines have, at best, no more than thirty registers for recording

* See page 61. i
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totals, such machines are, generally speaking, not adaptable to the munici-
pal cash receiving function.

A 5ookkeeping machine is simply a glorified adding machine. The
latter is equipped with a single registe£ which records, on a cumulative
basis, figuresfed intq the machine. At any'time, the cumalative total can
be printed out on the adding machine tdpé. A bookkeeping machine is equipped
with a number of these adding registers and may have as many as 25; few have

more than this number., It is these registers which permit the accumulation

NUMBER OF ACCOUNT DISTRIBUTIONS. IN CASH RECEIPTS BOCK

1-20

. . . . " - . . - »* . 19

21"'3 O . . - - - - - ® * - - 9

3 l—l;O . . -~ - » - . 4 - Ed - . » 7

14.1"5 O - . - - - . - » 4 i » 7

More than 5 0 . - -« P . . » . r ll}
TABLE XXXI : Source: Questionnaire

of various accounting classificétioné‘

To illustrate the problem faced by the municipalities the following
is illustrative of the cash receipts books (four in all) which are meintained
by hand by the Town of Winchester. Each item represents an accounting classi-

fication and hence a column in a book.

1. Motor Vehicle Excise:
This yeards excise
Last year's excise
Prior year's excise
Interest
Charges and fees
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2. Added to tax bill:
Water lien
Assessments:
Sewer
Sidewalks
Street -
Committed interest on assessments
Interest on tax
Charges and fees

3. Taxes:
Poll
Personal
Real estate
Interest
Charges and fees

L. Miscellaneous:
Town hall
Police
Spraying
Health
Sewer repairs
Highways and bridges
Public welfare:
Temporary aid
0ld age assistance
School:
Tuition
Rental
Cemetary general care
Water:
Repairs
Rates
Costs

Every payment received by the town must be entered individually
in one or the other of the four cash receipt bocks. The Town of Winchester
processes about 35,000 bills ¥annually. Since water rates are billed twice
a year, the total increases by another ll;OOO.

Assuming 240 working days per year (20 days per month), this means
that about 190 bills are processed per day (Aé,OOO £ 240 days) or about 24

per hour (190 * 8 hours). This is at a steady rate of about twe bills per

+*Table VIII, page 2L.
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minute., It is easily seen why one clerk spends her full time in Winchester

recording cash receipts. |
That the other towns havén't solved the problem is obvious in the

fact that 93% record cash.réceipts bﬁ hand or through the use of typewriters,

Definition of Cash Book

Chapter 60 Section 7 of the General Laws states that the collector
shall ",...keep a cash book, in which he shall enter all sums paid to him,
as received, specifying the total amount of tax, ébatements allowed, all
interest charged, the total amount received and the date of receipte...'.

The Commissioner of Accounts of the Commonwealth must, by statute,Bl approve

all forms used in the collection of taxes. Though Section 7 of Chapter 60
simply says that a cash book shall be kept, the Commissioner has interpreted
the section to mean that each individual payment must be entered in the cash
book and has not accepted the practice of many commercisl businesses of
entering in the cash book only the summary of the cash received during the
day.

The commercial practice would be accomplished in municipalities
by accumulating and sorting into the proper aécounting classification the
duplicates of the documents paid during the day. The total, by accounting
distribution, would be entered in the cash receipts boek which would then
become a line book with a single line éntry for each day's business; The
duplicate slips would be saved as a basic part of the record and as support
of the line entry. Since it is the practice of most municipaiities to save
the duplicatesdocuments of all payments for several years, the suggested

method would appear to work no additional hardship.



The Commissioner, however, believes that this method would not
constitute a '"cash book" as required by the statute. And yet, the cash
book as mentioned in the statute envisions both cash receip%s and cash
disbursements in the same book; it is doubtful if there is a single munici-
pality in Massachusetts which does not utilize separate books for césh
receipts and for cash disbursements.

As shown on Table XXX.page‘62, the use of a bookkeeping machine

(Remington Rand) by two towns (Melrose, and Newton) was rather surprising

particularly because each of these towns indicated that they had more than
50 accounting classifications. This machine has a larger number of registers
than most machines but not nearlj 50. To clarify this matter, a call was
made to the City Hall of Newton and the matter discussed with the City
Treasurer (Mr. A, B. Whitman).

The Treasurer stated that the machine was used as a subsidiary
register to analyze the accounting distributions of each kind of tax. The
totals, at the close of each day were entered in the cash receipt book which
was, in effect, the line book referred to before. The duplicate slips are
retained by Newton.ﬁor arperiod of seven years.,

The use of punched-card machines by four of the municipalities
would appear to be a natural for those municipalities with such installations,
and yet only four of the fourteen with such insta%lations used the equipment
for the cash receiving function, Once a card is created in a billing function,
it can, with the exception of partial paymenﬁs, be used equally as well to

serve as the cash receipt, thus avoiding the typing of the same information



twice. Of the four municipalities using punched cards, only two (Boston

and Springfield) used the eguipment for billing all four taxes and for the

cash receiving function.

Posting to Commitment Sheet

A conversation with a representative of the Bureau of Accounts of
the Commonwealth of Massachusetts indicated that the preferable method of

preparing the cash receipts book and of posting the payment to the commitment

POSTING TO COMMITMENT SHEET

Posting made from: ~ ,
1. Copy of bill . . . ® ” * . - 17
2. Cash receipts book ., * . . . . 39

L]

In posting to commitment sheet:
l. Date pald and amount paid are posted . 49
2. Date paid only is pested . .+ .+ . 7

TABLE XXXII . Source: Questionnaire

lists would be to prepare the cash recéipts book from the duplicate of the
document being paid and post payments to the cemmitment list from the entry
in the cash receipts book. | The survey indicated, as shown on Table XXXII,
page 67, that, the majority (39 or 70%) were doing it in this way; howevér,
a substantial minority (17) were also posting the. payments to the commitment
list from the duplicate copy of the bill. f’rom an efficiency viewpoint, it
would appear that the latter method was the easier;. Winchester, one of the
towns in this minority group, had one clerk whose ’;i‘ull-time job was the

posting of these payments to the commitment lists and to reconciling the

open balances at the close of accounting and ta.xirig perieds. Hence, the




town had two full-time clerks entering and posting cash receipts.-

The General Lawso2 require that "The collector shall make and
keep in the book containing the tax list céﬁmitted to him, against the
name of every person assessed for a tax, entries showing the disposition
thereof, whether reaséessed, abated or paia, and the date of‘such disPésition."
Table XXXII, page 67, indicates that, when posting payments against the com-
hitmenﬁliiét, L9 towns posted the date paid gggithe amount paid; seven brave
‘towns posted only the date paid. One of these (Wellesley) posted only the
date against poll taxes but pested the date andéfhe amount for the other
taxes.

From an efficiency standpoint it is difficult to justify the
necessity of posting the date paid and the amount paid with thé possible
exception of partial payments. In this case, the amount paid must be
posted. In the others,‘however,'the date paid should be sufficient to
identify'fhe payment.

To illustrate this point, Table XXXTIIT is presented. It shows
the portioh of a typical commitment sheet Withkéome'illustrativeAentries
recorded. In the Table, the payments of November 1, December 9 and Noevember
8 were full payments; that of November 11 was a partial payment of $300..

As already stated, seven municipalities presently recérd 6nly the
date when posting payments to the commitment sheet.

Deposit of Cash Rebeipts

Chapter 60 Section 2% of “the General Laws of Massachusetts indicates
that the collector shall pay over to the treasurer once each week or oftemer,

all money received during the preceding week or lesser period. The inference

*See page 60.
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that might be gathered from this section is that the collector should
maintain a separate bank account and draw checks against this account in
order to transfer the money to the treasurer.

As indicated by Table XXXIV, page 70, of the 56 towns reporting
on the survey, 23 (40%) agreed with this interpretation and did just that -
the collector§ had bank accounts of their own (as collector of the munici~

pality, of course) into which all money collected was deposited. Checks

TYPICAL COMMITMENT SHEET

Charges .
Total and Tax Paid
Owner and Location Tax Interest Fees Title Abatement Amount  Date
John Jones 468,22 Nov.l,1962
J. Joseph Blough 534,16 3,54 1.00 Dec.9,1962
Peter Smith 2,9.25 Nov.8,1962
James White 459.22 300,00 Nov.1l,1962

TABLE XXXTIT ' Source: Author

were drawn on this account to transfer the money to the treasurer.

On the other hand, the collector of majority of the towns (33)
simply made daily deposits into an account in the name of the treasurer,
thereby dispensing with a collector's bank account, This obviously
simplified the record-keeping procec_iure and probably made the money
available to the treasurer mach quicker.

Of the 33 towns which deposited directly into the treasurer's
bank account, six indicated that the collector/treasurer was a combined

office with a single person serving in both capacities. On the other
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hand, at least one town (Winchester) had a combined office but still
made deposits in a collector's account, later transferring the cash to
the treasurer.

A question might be raised at this point concerning the ac-
counting necessary when there is a combined collector/treasurer. The
statutes of the Commonwealth still apply even though there be a single

collector/treasurer, and it is necessary for the collector clearly to

DEPOSIT OF CASH RECEIPTS

Deposits made to account of tax collector;
later transferred to account of treasurer . 23

Deposits made directly to account of treasurer, 33

TABLE XXXIV Source: @Questionnaire

discharge his duties as collector before assuming the role of treasurer.
There still must be a clear line of demarcation between the two offices
and the collector must report all money collected by him in detail to

the treasurer exactly as if there were separate individuals in each

office.
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CHAPTER VIII

ACCOUNTING APPLICATIONS

The questionnaire submitted to the municipalities probed
broadly into the clerical procedures of the accounting departments;
however, in the interest of keeping the guestionnaire as simple as
possible, it did not make an exhaustive study'of all phases of this
department.

The ultimate in efficiency and cost savings results through
a maximam application of the principal of integrated data processing.*
The preparation of checks; and of check or payrqll registers as one
6peration is an example of the principal. This is not always as easy
to.achieve on a bypewriter as it is when a.Bookkeeping machine is used.
Nevertheless, much integration can be obtained from typewriters since
at least one make can be fitted with a form~feeaiﬁg device which makes
such integration possible,

Use of Warrants

A major problem in the payment of invoices and payrolls is
that cash may be disbursed only on a warrant drawn by the accountant on
the treasurer. The implications will be discussed after the statute is
gquoted, in part:'

The selectmen and g1l boards, committees, heads of departments,

and officers awthorized to expend money shall approve and
transmit to the town accountant as often as once each month.

#See page 16.
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all bills, drafts, orders, and payrolls chargeable to the
respective appropriations of which they have the appropri-
ation. Such approval shall be given only after an exami-~
nation to determine that the charges are correct and that
the goods, materials or services charged for were ordered
and that such goods and materials were delivered and that
the seryices were actually rendered to or for the town as
the case may be. The Lown accountant shall examine all
such bills, drafts, orders and payrolls, and, if found
correct and approved as herein provided, shall draw a
warrant upon the treasury for the payment of the same,
and the treasurer shall pay no money from the treasgﬁy
except upon such warrant approved by the selectmen,

DISBURSING PROCESS

Payments of Invoices and Payrolls:
With respect to invoices:
1. Are checks and check register prepared
at the same tlme?
ae Yes ° - B . 3 . . » 35
b- NO o . rs . » . - - 21

With respect to payrolls:

1. Are checks and payroll reglster prepared
at the same time?
ae Yes ° Py . e e - - - 36
b. No . . o . » - - - 20

2. In addition, are earnings records posted
at the same time as check register is
prepared?
ase Yeas » . . ‘. ° . - » 37
b. No . . . . e e . 19

Machines Used:

Typewriter Coa » . » » “ . . » 33
Bookkeeping machine . .+ '« o o+ o & 27
Punched card . . . . . » . - - - 3

TABLE XXXV Source: @Questionnaire

The usual method of disbursement is by means of a “voucher
warrant check! prepared by the accountant and given to the treasurer,

It contains a statement of the payee's account, becomes an order or
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warrant on the treasurer when signed by the accountant, and is an order
or check on the bank when signed by the ‘breasurer.Bb'

Because of this.requirement that the accountant 'give to the
treasurer a warrant to aubthorize disburséments for inveices and payrolls,
there may be a tendeney for some municipalities to prepare amn extra and
duplicate document. This area will be explored later. in this paper¥
under "Budgetary Applications. L

Disbursing Process

Table XXXV indicates that the majority of the municipalities
prepared checks and registers (both invoice and payroll) at the same
time, thus integrating two opei:a'bions. .In addition, abbﬁt the saxﬁe
number of towns (37) also saved a furthef operation by posting the
empl@yeés' earm‘.hgsﬂ records at the same time the check register was
prepared.

In order better to evaluatbte the degree of integration of the
checks and.regis’cers » 1t would be helpful te note the type of machine
used, Of the 21 who indicated on Table XXXV that, with respect to
invoices, the checks and check regisfer were not prepared in the same
operabtion, it was not surprising to note that some fifteen used type-
writers; however, three used bookke_eping inachine_s and three others used
a punched-card operation.. The latteriis understandable, but it is unusual
not to prepare the check and check register in-one eperatien when book-

keeping machines are used.

*See page T6.
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The three towns (Medford, Needham, and Shrewsbury) used NCR
(2) and Barroughs (1) machines which have a capability of printing the
check avsb an or'iginaﬂ.‘ operation from the printing on the check register.
Because of this, the towns may have misinterpreted the question. In
actuality, such machines are performing but one basic operation even
though there are two printing operations. If this be so, then the only
towns which do not integrate this operation‘would be those using ‘bype-
writers; this conctusion would be logical.

With respect to payrolls, twenty indicated that the checks were
nob prépar‘ed at the same time as the check register. Of these, 15 used
typewriters, two used punched cards and three, bookkeeping machines. It
is interesting to note that the three using bookkeeping machines were the
same as 'bhbse using them for invoice preparation.

One town (Billerica) indicated that all inveice and payroll
processing was a hahawritten 6pera’ci6n.

Showing some consistency, 37 municipalities reported that the
earnings records were posted at the same time that the checks and payroll
check registers were prepared. Of the nineteen who stated that the
earnings records were not posted at the same time, seventeen indicated
that the posting to the employees' earnings record was a hand operation.
Two performed the. task by using punched cards.

Again it is interesting to note that although thirteen towns
had punched-card equipment, only three u"oilizea it in the accounting

area. This would indicate either that the appiications had not been



5.

increased to encompass this department or that there was a lack of com~

munication among departments,

Duplicating Process

A larger proportion of the municipalities used NCR paper in
the accounting department than in any other area surveyed. Those towns
using NCR paper appeared quite enthusiastic about it; in.fact,’several
of the guestionnaires indicated that the towns were planning to change

to NCR paper during 1962.

ACCOUNTING DEPARTMENT

Duplicating Process

Carbon paper .+ »
NCR (No Carbon Required) o « o «

TABLE XXXVI Source: Questionnaire
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CHAPTER IX

BUDGETARY APPLICATIONS

Because of interpretation of Chapter 41, Section 56*'of the
General Laws, there may be a tendency for séme municipalities to prepare
an extra and duplicate document. ‘

This statement is borne out by the faét that in 45 of the 56
reporting towns (as shown on Table XXXVII),the treasury warrant is pre-
pared through separate operation. This requires a duplication of effort
which is avoided by the eleven more progressive municipalities which
utilize a copy of the check.register ag the warrant. A sample of this
form is shown as Exhibit XVI, page 36. Provision is usually made on
such an integrated copy for the signatures of the selectmen or other
approving officers, and for that of the town accountant who is presenting

the warrant to the treasurer for payment .

Budget Procedurs

Municipal accounting hinges basically on the budget approved
by the municipality. Detailed appropriation accounts are set up for
the amount budgeted for each detailed proposed type of expenditure.
Actual expenditures incurred are charged against their proper account,

showing, at all times, the amount appropriated (budgeted) but not yet

expended,

* See page T1.



Budgetary Processes

e

In order to determine the practice of the municipalities, the

questionnaire asked (see Table XXXVII), "are budgetary control (appropri-

ation) accounts charged at the same time that the warrant is prepared? "

Twenty towns and cities indicated that they were, whereas 36 indicated

that they were not charging the control accounts. Again, the twenty

BUDGETARY PROCESSES

A, The treasury warrant is a separate document 45
B. The treasury warrant is a copy of the check
register s - R . o ° s - . 11
C. Are budgetary comtrol (appropriation) accounts
charged at the same time that the warrant is
prepared? '
) l. Yes . ® © * L ] b 2 ” - L d - 20
2a NO . - » (3 © ° o - o » 36
D. Is budgetary detail (classification) per-
foérmed as a by-product of C above?
lﬁ Yes & * * L] t d E . K- - 27
2. NOQ » » * £ 4 - * L » k4 29
i, If answer is No, is contrel and
classification procedure per-
formed at the same time, as a
separate operation?
(a YeS » L4 EJ » @ ° -] 16
(P) Noe & « .« « + + o 13
TABLE XXXVIT Source: Questionnaire

towns were performing two operations at the same time, thereby utilizing

an excellently integrated operation.

Surprisingly, seven of the eleven

municipalities which prepared the check register and warrant at the same

time, did not charge the appropriation accounts in this operation.

That
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such integration is possible is borne out by the four towns which
integrate the three operations.

Behind each control account (an account controlling a broad
category of expenses) are subsidiary accounts, one for each of the
detailed classifications. Although municipalities did not take advantage
of the integration features inherent in the check register/warrant, and
in posting the control accounts in this operatiqn, it was perfectly pos-
sible to post the detailed account at the same time that the control
account was being posted, and as a by-product of preparing the warrant,
In fact, 27 (not guite a majority) of the towns did this whereas 29
indicatéd the detailed account posting was not such a by-product.
Fifteen of these 29 towns utilized typewriters in their operstions;
the balance (lh) used bookkeeping machine (either Burroughs or NCR).

As indicated by Table XXXVII, page 77, 29 towns did not post
the budgetary detalil as a by-product of preparing the warrant; hovever,
sixteen of the 29 posted both the detailed and the control accounts in
one posting operation, Fourteen of the sixteen towns indicated that

bookkeeping machines were utilized in this operation.
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CHAPTER X

SUMMARTIZED OBSERVATIONS

This paper has this far discussed the results of the survey
as it affected each functional area. Specifically, these areas were:

Real estate tax

Poll tax

Personal preperty tax
Motor vehicle excise
Water rates

Cash receiving procedure
Accounting applications
Budgetary applications

EFach functienal area indicated interesting resultsbﬁhich
pointed out certain of inconsistencies existing among the municipalities
in these areas, Each also tended to indicate theose towns which appeared
to have the more efficient clerical operations.,

In order to show the relationships of the various functional
areas, one to the other, the same information was summarized in compara-
tive tables. These tables, the first of which (XXXVIIE) appears on the
next page, summarizes the information that was shown on the commitment
sheet.

As a result of summarizing the data in these broader and more

over-zll categories, comparisons appéér which were not possible through

analyzing the questionnaires on a functional’basiso

Information.on Commitment Sheet

The municipalities were quite consistent as between the real
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estate and the poll taxes, 47 indicating that in both areas the infor-
mation on the commitment sheet was the same as it was on the valnatioﬁ
sheet.

Here, however, the similarity stopped. Only twenty cities
and towns (36%) handled all four taxes in the same manner, In nineteen
instances the information appearing on the valnation/commitmént sheet

was the same in all four areas; on the other hand, in one instance only

1
'

INFORMATION ON COMMITMENT SHEET

Real Personal Motor
Bstate Poll Property Vehicle

- Is it the same as on valuation

sheet?
Ye S - * - - * > 45 5 2 25 3 l
No - . - E R . 11 li— 3 1 25

If answer is No:
1. Is commitment sheet pre-
pared as a separate oper-
ation from valuation sheet?

Yes . . . s @ 1 1 2 0
No . . - » . 10 3 29 25
TABLE XXXVITE Source: Summary of Questionnaire

(Gardner) was the inforﬁation on the two forms consistently not the same,
It would appear then, that the towns basically have no objection
to having the same information on both the commitment and valuation sheets,
(84% did) in the case of real estate and poll taxes. For some reason,
however; the reverse was true in the case of personal property. Here,

57% of the towns which had the same information on both sheets for the
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real estate and poll taxes, did not have the same data on both sheets
for the persconal property tax and one wonders about the reasoning for
this difference,

This, summarized, indicates that for 47 towns, the information
appearing on the commitment sheet was the same as that on the valuation
sheet: for real estate and péll taxes; however, for twenty of these same
towns, some of the information appearing on the valuation sheet did not
appear on the commitment sheet in the case of personal property and motor
vehicle excises, It is not easy to reconcile this different apprecach.

To show different information on one sheet as opposed to its
presumed duplicate is more costly than to have the same data on both
forms. Many towns show the same data on both the commitment and valu-
ation sheets for all.foﬁr taxes.

Despite this apparent conmtradiction, the overwhelming majority.
of the municipalities prepared the valuation/commitment sheet in a single
operation. An interesting observation may be seen in noting on Table

XXXVIIIQpage 80, those towns which answered Yes to the question, "Is the
comnitment sheet prepared as a separate operation from the valuation

sheet?" The following responded Yes:

Area Tovn
Resl estate Rockland
Poll Danvers
Personal property Concerd

n n Marlboro

Again, it should be noted that there is no consistency since

no town answered Yes in more than one area.
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Preparation of Documents

With respect to the number of operations required to prepare
the valuation sheet, commitment sheet, and tax bill (Table XXXIX), there
appeared to be considerable consistency shown by the reporting.towns.
38 (70%) reported that they used the same number of operations in all
four tax areas. Of the remaining towns (18), ten reported that they

performed the operations in three areas with the same number of operation,

PREPARATION OF VALUATION SHEET, COMMITMENT SHEET, AND TAX BILL

Real Personal Motor
Estate Poll Property Vehicle

Number of operations required:
1. Three separate operations 5 3 3 3

2. Two operaticns
a. Valuation/commitment
sheet as one operation
and bill as separate

operation ., . » 33 37 34 28
3. One operation . =« « 18 16 19 25
TABLE XXXIX Source: Summary of Questionnaire

but used a second methoa in.the fourth area.

An unusual indication was that of Plymouth which reported that
it, for real estate, pefsonal property, and motor vehicle excise, required
Bitbrone operation to prepare the valuwation sheet; commitment sheet, and
tax bill, but that it required two operations fo; the poll tax. This is

somewhat unusual because the poll tax, being a constant amount would
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appear to be the one most suitable for a single operation.

Only two municipalities (Cambridge and Rockland) used three
separate operations in preparing the valuation sheet, the commitment
sheet, and the tax bill. As mentioned earlier in this report™ , Cambridge
used an Addressograph machine for imprinting the basic data on the forms
whereas Rockland used a typewriter for each operation. At least, Rockland
was consistent in its apparent inefficiency.

It also should be pointed out that, for some reason, a greater
nunber of towns used one operation for billing {,he motor vehicle excise
than in any of the other three areas. An interesting facet of thié
observation is that each one of the 25 municipalitigs which utilized a
single operation in billing the excise, used bookkeeping machines. This
type of equipment is certainly the most adaptable to a single, integrated
operation. Again, however, the question is raised as to why some other
tax areas could not be integrated in the same manner.

Format of Tax Bills

A cursory examination of Table XL would indicate that there is
a great deal of consistency among the towns and within the individual
towns with respect to the number of copies of each tax bill prepared.
Such, however, is not the case, as will be developed.

Of the 56 reporting towns, 32 reporfed that they used the same
number of copies for the tax bills in each of ‘the four areas, The fol~-

lowing analyzes the number of parts used by eachs:

* Page Li6.
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Number of Number of
Parts in Bill Towns Using
5 1
k. 23
3 )

2 2
Total 32

FOBMAT -OF TAX BILLS

Real Personal Motor
Estate Poll Property Vehicle
Two-—part form . . * s - 5 4 6 L]-
l, Demand copy prepared only as
required and in a separate
operation.
8¢ YeS +« 4 .« & s 5 3 6 L
b No .+ .+ . . 0 1 0 0
2, If answer is Yes, demand copy
is
Aa One-pa.rt f orm . Y l{. 3 Z‘, [{,
b. Two=-part form e ° 1 0 2 0
Three-part form . o & o o 12 17 15 16
1. ©One part is used as demand
copy
Qe Yes - . o - P 12 17 15 16
b, No . & > 0 0 0] 0
Four-part form - s+ s o s 38 34 34 33
1., Two parts are used as demand
copies:
ds Yes . - 3 » > 31 31 28 29
b P N o] Y e T o o 7 . 3 6 14.
Five-part form . + - =« = 1 1 1 2
six-Part f orm e . & a & O O O T’_
TARLE XL Source: Summary of Questionnaire

This means that the remaiming 24 towns (43%) used bills with

a different number of parts for billing different taxes,
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Three towns (Grafton, Plymouth, and Stoughton) indicated that

four-part bills were used for real estate and personal property taxes

ANALYSIS OF TOWNS NOT CONSISTENT IN USE OF FORMS

Number of Parts of Area in Number of Parts
Tax Bill Used in Which not Used in this

Town Consistent Area Consistent Area
Andover : 2 Poll 4
Boston 3 . M/V b
Concord L "P/P 2
Hingham 2 M/V L
Holyoke L M/V 2
Leominster 3 R/E L
Medford L R/E 2
Middleboro L M/V 3
Milton 3 R/E L
Needham L P/P 3
Newton L M/V 5
Northbridge I3 R/E 3
Reading L Poll 3
Rockland L Poll 3
Saugus L Poll 3
Shrewsbury 4 Poll 2
South Hadley 2 Poll 4
Stoughton 2 M/V 3
Webster 3 R/E A
Wellesley 3 Poll L
Weymouth 3 Poll L

Glossary of terms:
M/V = Motor vehicle
P/P = Personal property
R/E = Real estate
TABLE XLI Source: Questionnaire

whereas three-part bills were used for poll taxes and motor vehicle

excises.

The remaining 21 towns used the same number of parts in three

of the areas but were inconsistent in a fourth area. And not too many
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of the towns were consistent within themselves as shown in Table XLIT.

Types of Machines Used

Table XLIT was prepared to show a comparison among the towns
of the different types of machines used in the various areas. Included
in this Table are the machines used for billing water rates » in recording

cash receipts, and in the accounting department.

TYPES OF MACHINES USED

Bookkeeping Punched-card
Typewriter Machine Machine Addressograph

Real estate taxes 20 25 » 12 ks
Poll taxes 22 14 9 11
Personal property taxes 29 18 6 . L
Motor vehicle excise 20 29 7 1%
Water rates 10 34 2 13
Cash receipts®¥ 11 2 4 -
Accounting 33 27 3 -

*Some used in conjunction with another machine
#42 towns prepared handwritten cash book

TABLE XLIT ' : Source: Summary of Questionnaire

It was believed that the incluskon of these three areas would
provide a broader and more comprehensive picture of the actual use of

machines, Because of its comprehensiveness, each of the machines,
excluding the addressing equipment, will be discussed separately.

Typewriter

Table XLIT indicates that the typewriter is apparently the most

commonly used machine for preparing tax i‘ormé , and that it was most
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commonly used in the accounting area (33) with personal property taxes
close behind with 29 municipalities,

A further analysis indicated that eight towns used typewriters
in each of the four tax areas. One reaction to this analysis would be
that, clerically speaking, these probably have the least degree of inte-
gration and are, therefore, perhaps the least efficient. These towns
were: Agawam, Barnstable, Easthampton, Grafton, New Bedford, Northbridge,
South Hédley; and Somerset, With the exception of New Bedford, these
are among the smaller towns surveyed; in fact, excluding New Bedford,
these towns have an average size of about 11,000 inhabitants,

It is quite surprising to note that a city the size of New
Bedford (about 106,000 population) indicated no equipment beyond a type-
writer. It should be emphésized, hoﬁever, that before a decision could
be made on the relative efficiency or ineffioiéﬁcy of a particular muni-
cipality or operation, it wquld be necessary to meke considerable further
studies. This is true whether the municlipality be a relatively large
commupity'such as New Bedford, or a relatively small town such as Somerset
(10,600), Based on the questionnaire; submitted by the 56 cities and towns,
however, and assuming that these are representative, the municipalities
which process all documents by typewriter are, to say the least, in the

minority..

Bookkeeping Machines
The use of bookkeeping machines appears, in the aggregate,

reasonable, Table XLII, page 86, indicates that the area in which the
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fewest (14) are used is in the billing of poll taxes. Since this is a

constant $2.00 amount, a typewriter may be nearly as efficient as a book-

keeping machine; further, probably a static Addressograph is the most

efficient of all.

ANALYSIS OF PUNCHED-CARD EQUIPMENT

Real Personal Motor Cash
Town - Estate Poll Property Vehicle Receipts

Beverly ‘ IBM IBM Type IBM IBM
Boston ' FRR _ RR  RR RR RR.
Danvers IBL™ IBM"  Book Book Type
Gardner ‘ RR Type Type Book RR
Greenfield . FF RR RR RR Hand
Medford IBM IBM Book Book Hand
Melrose ° IBd Book Book Book Book
Methuen IBM IBM Type Type Hand
Pittsfield IBM IBM IBM IBM Hand
Saugus I8 Type Type Type Hand
Springfield IBM IBM IBM - IBM IBM
Swampscott IEM Type Type Type Hand
Wellesley Book hHR RR RR Hand
West Springfield  IBM IBM IRM IBM Type

Glossary of terms:

Book = Bookkeeping machine
Hand = Handwritten :
IBM = Inbternational Business.Machines
ER = Remington Rand
Type = Typewriter
#* = Service bureau
TABLE XLIIT Source: Summary of Questionnaire

The largest number of bookkeeping machines are utilized in the
area of water rates (34). This also seems reasonable since this area
requires considerable multiplication (usage times the rate) which many

of these machines can perform,
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Ihnched-éard'Equipmént

Fourteen (25%) of the municipalities surveyed used‘punched;card
equipment in at least She of the areas studied. Because of the growing
importance of this type of équipment; a somewhal ﬁore detailed study was
made in this area. The result of the analysis is listed in Table XLIII,
page 88. ‘ | o

Of the fourteen towns ubtilizing the punched;card equipment,
ten used IBM and four, Remington Rand units. In two cities (Boston and
Springfield), the equipment was used in all five areasAsurveYéd (and in
the accounting area also). Four used it in four areas; one in,three
areas; four in two areasé and three mnnicipglities (Melrose, Saugus, and
Swampscott) used it in one area (real estate) only.

An interesting point isvnofed in that only four communities
used the equipment for cash receipts; of the others, seven handwrite
the cash receipts book, two type it, and one uses‘a bookkeeping machine
(Remington Rand). In this present day it is not easy to picture ten
towns, which have pﬁnched-card equipment available, handwriting the cash
receipts books. It is again pointedAoutAthat this may be caused possibly
(1) by a temporar§'failure to include this function as a punched-card
épplication, or (2) by a lack of commnications between the various
departments of the‘municipalities. Because of the unusual organlizational
set-ups of many communities, each deﬁartment (e.g., assessor, tax collector,
accountant, water) tends to be autonomous within itself and sometimes it

is difficult to break down departmental barriers.
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One encouraging highlight shines from an analysis of the usage
of punched-card equipment in the municipalities of Massachusetts, The
officials of twenty-five percent of the cities and towns have been pro-
gressive and aggressive enough to install, in at least one phase of their

operations, this equipment which, when properly controlled and used, tends

to give highly satisfactory, accurate, and reasonably low-cost results.

DUPLICATING PROCESS

Carbonned NCR Single Punched

Forms Paper Form Card
Real estate tax L5 10 1 0]
Poll tax 40 14 1 1
Personal property tax 48 & 2 0
Motor vehicle excise L5 10 1 L0
Water rates 25 10 17 0
Accounting 35 21 0 0

TABLE ZLIV Source: Summary of Questionnaire

Duplicating Process

In the aggregate, nearly 30% of the municipalities using a

" duplicating process use NCR (No Carbon Required) paper. This ranges
from 11% on personai property taxes to about 38% on the accounting
applications,

Although NCR paper<sells atza premium above carbon paper
(nearly 20% according to the Standard Register Company*), there appears
to be a definite trend towards the use of this paper among municipalities,

This trend is somewhat confirmed by the fact that five of those now using

carbonned forms indicated in their questionnaire that they were planning

*Courtesy Mr., Lawrence Stahbenfeldt, Zone Manager, Providence, R.I.
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to adopt NCR paper for the 1962 forms. Forms used by municipalities for

tax billing must be ordered each year, thus permitting a change in the

basic repreoduction process on a yeai-ly basis, Most commercial companies

must commit themselves to a specific process for a much longer period.
'Although the paper sells at a premium, a recent newspaper

article35 stated that the total sales of such paper in 1?61 reached
$7.8 million, nearly triple the $6.2 millién total for 1956,

Whether or not the trend toward NCR paper is justified is
another matter. Factors to be considered in deciding wfxetlﬁer to adopt
.the baper would be applicability in a particular operé.tion; added ef-
Ai‘iciency acquired in the operation; caiparative cost with relation to
other methods; and an overall interest in keeping clerical cost at a

minimum and yet keeping the operation at its most efficient best.
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CHAPTER XTI

CONCLUSIONS

The survey conducted as the basis;of this research project
indicated that many municipalities had installed up-to-date and efficient
clerical methods and procedures., Many others, however, are processing
heavy volumes of paperwork with equipment and methods which are, at best,
somewhat antiquated.

The survey also pointed out rather strbngly that efficient or
inefficient operations are not the monopolies of either the large city
or of the smaller towns. inefficient operations were apparent in the
clerical operations of some of the larger cities, and efficient operations
were quite apparent in the operations of some of the smaller municipalities.

The cash receiving function of the tax collector appeared to be
the area where the most generally inefficient operations were apparent.
It is again pointed out, however, that this is a direct result of an un-
usual situation caused by a large number of accounting distributions,
Present-day bookkeeping machines simply de not have the capacity to handle
the condition,

Punched Paper Tape

Despite the fact that the usual bookkeeping machine does not
have the capability of handling these distributions, there are other
machines available which few municipalities have explored. For example,
there is one type of accessory, which has appeared on the market in very
recent years, which is capable of handling such a condition and which is

not expensive. To recommend it to a municipality, however, would be
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rather radical since.its use would require an dntirely'new‘concept of
procedure and even of thinking, This accessory is punched paper tape,

This medium is a paper strip in which are punched round holes
representing codes, These coded‘pﬁnched holes may.be readyby machines
at laterpoints in a processing cycle by means of mechanical reading
fingers or pins, electrical brushes, or photoelectric processes.

Punched tapes are seldom the primary result of machine writing;
rather, they are by-products. Thus, the tape may be created by a type~
writer, adding machine, or bookkeeping machine, at the same time that the
operator is preparing a document (e.g., a sales order; purchase order,
tax bill, cash receipt, etcetera). All of or part,of the information
being typed can be capbured, in code, in the paper tape436

The great advantagevof paper tape as a processing medium is
that it can be used later to create otherlmedigms (eegs, punched cards)
or to activate other machines (e,g., typewriters, punched=-card machinesz.
electronic computers, etce)s

Considering the area of cash receipts, with the use of assimple
adding machine equipped with a paper tape punching device, it would be;
possible to create in the tape all of the data necessary to identify the
taxpayer, and to show the amount paid'and the account diétribution. From
the tapes, punched cards could'be created, and from these, detailed printed
reports., |

Even if a municipality did not have its own punched-card equip-

ment, the tapes could be sent to service bureaus for the processing dis-

cussed above. The cost of such a service is a few cents per card processed,
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That such a system is practicable is demonstrated by the City of Somerwille
which has had a similar one in operation for about three years.

As pointed out earlier, such a system would be a radical de-~
parture from existing manual systems and would require a considerable
degree of selling and education. Also as pointed out earlier, humans
are reluctant to change and to suggest that present methods are inef-
ficient and that they should be replaced is just short of blasphemy,
particularly when the existing system was also pérformed by the present
operator's grandfather. The famous cry is usually that the present system
is working well, and, while somewhat slow and gumbersome) it does produce
the necessary end result, That the same end result might be obtained

faster, more efficiently, and usually cheaper, is rarely considered,

Minor Wastes

Generally speaking, a savingé results from changing from an
inefficient to a more efficient operation, Often, the savings are not
major in amount¥, and though the change saves some clerical effort, it
is not possible to eliminate the clerk, Because of this, the change
may not be instituted on the theory that it will accomplish no actual
8aVingsse

If, however, there are a number of areas where more efficient
operations can be installed with some savings, the aggregate of all the
savings is often sufficient to justify the replécement of a clerk, It
is, therefore necessary to look at the overall picture rather than at

one segment only. In the case of the replaced élerk, it is often possible

*For example, see page 71l.
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to transfer such a person to another position because of attritien, death,
etcetera.

In analyzing the results of the qﬁestionnaire, there was a
feeling that in any one municipality there were areas of inefficienmt
operation with reasonably minor savings in each possible through a more
efficient method. On the other hand, there were strong indications in
some cases that a reasonably large amount of money could be saved with
more efficient methods and equipment.

Unfortunately, such savings are sometimes on a reasonably long
basis and often require some capital-eutlay for new equipment. Ever
ready te question such outlays are the Finance Committees and the voter
himself.

Poll Tax

Since there is strong indications that this tax may easily be
costing the municipalities money to collect, it wowld appear that some
corrective actien should be taken. This actien, of course, cannot be
taken by the municipalities themselves 3 it -must ceme from the Legislature
of the Commonwealth of Massachusebtts. Any action must result in a revisien
or repeal of the General Laws.' )

In the opinion of the auther, twe alternatives are possible:
(1) to raise the bax to an amount-which would make it a mere profitable
operation, or (2) to repeal the entire tax.

Equipménf,

The survey showed, beyond a question, that much of the equip-
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ment used by the municipalities is old and slow, and that some of it is
used in areas in which other equipment would be more adaptable.

The cholce of more adequate equipment, however, would of course
hinge on the results of -surveys to determine the immedizte and long range
savings inherent in the proposed equipment. |

Perhaps the best way of Jjustifying the cost of new equipment
would be to show thé possibility of immediate savings. This usually can
be done most effectively by indicating a correspo‘nding savings .in clerical
help even if it does not at once result in the eiimination of a complete
clerk.

Demand Copies

The survey indicated that one of the most inconsistent .areas
amoeng (and‘ even within) the towns was in the method of creating demand
copies. Though each method had its group of supporters, there was enough
inconsistency to camse some speculation concerning the pessibility of
cost savings if the inconsistencies were removed. - h

It would appear that many municipalities should consider con-
ducting surveys to determine the need for demand copies in any particular
taxing area. From such surveys it would be possible to determine whether
it would be mbre economical te provide a demand copy as part of the origi-
nal bill when printed, or to prepare the demand only as required.

ther, studies should be made to determine the real need for
providing two demand copies. Certainly, many m@icipﬂities seem to
function effectively with a single copy.

Final Conclusion

Taking an overall look at the questionnaires submitted by the |



97.

56 cities and towns, it would appear that, broadly speaking, many munici-
palities have net faced up to the necessity of streamlining their clerical
procedures, and to the crying need of bringing them up te date.

Voters have long been reluctant to|spend more than a minimam

1

s . | cas ;
on governmental administration; however, those citizens who are interested

in thé potentials and who are familiar with e¢lerieal procedures should,
as has been done in some communities, form committees to investigate the
clerical routines and to recommend changes. ?

Until some such group of interested, aﬁd even aroused, citizens
.take a deep interest in tﬁis problem, it is firmly believed that many of
the municipalities will continue to bungle along as best they can and, at

-

least to the clerks, in old familiar ways.
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BXHIBIT I
QUESTIONNAIRE COVERING REAL ESTATE TAX 100.

Ipality

REAL ESTATE TAX,

-

Information on commitment sheet:
A. Is it the same as on valuation sheet? Yes [:] No[:]
B, If answer is No:
1. Is commitment sheet prepardd as a separate operation from valuation
sheet? Ye:ﬁ
2. How does inform atlo n Valuation sheet diffel from that on commitment
sheet? :

(If more space is needed to answer questions, please use reverse side of forms.)

Preparation of valuation sheet, commitment sheet, and tax bills:
A, Number of operations required
1. Three separate o eratians[:]
2, Two operations £§§
g. Valuation/c
operation
b, COommitment Bheet and bill ag one operation and valuation sheet as

‘separate operation
3. One opération f;;
B. Type of maohinﬁ ed:
1., Typewrlter
2, Bookkespin achineD (Please name)
3. IBML;] or Rem. Rand
L. Othe (Pleass g:gls,l.gnate

0. Tex bill:
1, Two-part form v _
a, Dem copy prepéred only as required .and in a separate operation
I-‘:iY

1tment sheet as one operation and bill as separate

Yes No _
b, If answer eg; demand copy 1ls
él) One-part I""m[:]
2) Two-part rm [~
2. Three-part form
&, If threé-part Torm, third part is used as demand copy. YesD No[:]
(1) If enswer is No, what is it used for?

3. Four-par% form Q '
a. If four-p orm, third and fourth parts are used as demand coples.
Yes[:l No
(1) If'enswer is No, what are they used for?

-

Carbonned forms used. Yes [a_j
NOR (No Carbon Requmred paper uge Yes[:] No[:]
If answers to both L and 5 are No, what is used?

ONULE
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QUESTIONNATRE COVERING PCLL TAX 101,

ipality

POLL TAX

Information on commitment sheet:
A, TIs it the same as on valuation sheet? TYes D NOD
B, If answer is No:
1. Is commitment sheet prepared as a separate operation from valuation
sheet? Yes No [j
2. How does informatio

n valuation sheet differ from that on commitment
sheet? :

(If more space is needed to answer questions, please use reverse side of forms.)

Preparation of valuation sheet, commitment sheet, and tax bills:
A, Number of operations required
1. Three separate o erationsD
2. Two operations I:P;l
a. Valuation/cS
operation
b, Commitment Sheet and bill as one operation and valuation sheet as

separate operation
3. One operation @
B, Type of machine(s) Tged:

1. Typewriter N

2. Bookkeeping maohineD (Please name)
3. IBM or Rem. Rand

L. Oth D (Please designate)

itment sheet as one operation and bill as separate

C. Tax bill:
1. Two-part form
a. Demand copy prepired only as required and in a separate operation
Yes No ;
b. If answer 15 Yes, demand copy 1s
(1) One-part Form[ ]
(2) Two-part form [—]
2. Three-part form o
a. If thres-part form, third part is used as demand copy. Yes[:] NOD
(1) If answer is No, what is it used for?

3. Four-part form ,

a. If four-part form, third and fourth parts are used as demand copies.
Yes]:] No .

(1) If answer is No, what are they used for?

Carbonned forms used. Yes[j Nol;]
NCR (No Carbon Required) paper used. Yes D No D
If answers to both L and 5 are No, what is used? .

NI




EXHIBIT ITT

QUESTIONNAIRE COVERING PERSONAL PROPERTY TAX 102.
ipality . S .

PERSONAL, PROPERTY TAX

Information on commitment sheet:
A, Is it the same as on valuation sheet? Yes D NOD
B, If answer is No:
1. TIs commitment sheet prepared as a separate operat:.on from valuation
sheet? Yes No L:j
2. How does informatio

n veluation sheet differ from that on commitment
sheet? :

(If more space is needed to answer questions, please use reverse side of forms., )

Preparation of valuation sheet, commitment sheet, and tax bills:
A, DNumber of operations required
1, Three separdte o erationsD
2, Two operations
a. Valuation/commitment sheet as one operation and bill as separate
' operation
b. Commitrment Sheet and bill as one operation and valuation sheet as

separate operation D
3. One operation E

B. Type of machine(s ed:
Typewriter
Bookkeéping machineD (Please name)
TBM or Rem. Rand
Other D (Please designate)

[

W o

°

C. Tax bill:
1. Two-part form 7
a. Demand copy prepired only as required and in a separate operation
YesD NOEY
b. If answer Is Yes, demand copy is
(1) One-part form[ |
(2) Two-part form ]
2. Three-part form
a. If three-part form, thlrd part is used as demand copy. YesD NOD
(1) If answer is No, what is it used for?,

3. Four-part form )

a. If four-part form, third and fourth parts are used as demand copies.
Yesl:] No '

(1) If answer is No, what are they used for?

Li, Carbomned forms used. Yes ‘;}
5. NCR (No Carbon Required) paper use YesD No D
6. If answers to both L and 5 are No, whab is used?




EXHIBIT IV

QUESTIONNAIRE COVERING MOTOR VERICLE EXCISE - 103.
ality | ' ‘

MOTOR VEHIGLE EXGISE

nformation on commitment sheetb:
.+ Is it the same as on valuation sheet? Yes D NoD
}, If answer is No:
1. Is commitment sheet repared as a separate operatlon from valuation
sheet? Ye L‘—Pj
2. How does i ormat:_o
sheet?

n valuatiorn sheet differ from that on commitment

If more space is needed to answer questions, please use reverse side of forms.)

reparation of valuation sheet, commitment sheeb; and tax bills:
Number of operations required
1. Three separate o erationsl:I
2. Two operations
a. Valuation/commitment sheet as one operation and bill as separate
operation
b, Commitment Sheet and bill as one operation and valuation sheet as

geparate operation D
3. One operation E

e Type of machine(s) used:
1. Typewriter
2. Bookkeeping maohineD (Please name)
3, IBM or Rem. Rand[™] _

i, OtheT l:l (Please designate)

+

ax bill:
Two-part form ) 4
a. Demand cop:f _frepared only as required and in a separate operation

=3

Yes[] No
b. If amswer IS Yes, demand copy 1s
(1) One-part form
(2) Two=-part form ]
2. Three-part form
a. If three-part form, third part is used as demand copy. YesD Nol:]
(1) If answer is No, what is it used fore__ =~

3. Four-part form q
a; If four-part
Yés[j No
(1) If answer is No, what are they used for?

orm, third and fourth parts are used as demand copies.

Carbonned forms used. Yes l;] = s
NCR (No Carbon Reguired) paper use YesD No D
If answers to both L and 5 are No, what is used?

NI




EXHIBIT V

10k.
QUESTIONNAIRE COVERING VARIOUS ASPECTS N

TAX COLLECTOR

CASH RECEIVING PROCEDURE

Collection of bills:
A, Cash receipts book
1. Handwritten I or typewriter used [J
2. Bookkeeping machine used [] (Please name)
3. IBMO or Rem. Rand [J
L. Other (Please designate)

B. Approximate number of credit distributions in Cash Receipts book:
1. 1-200d, = 21-30 O, 31-Lo O, L1-50 [J, more than 50 (.
C. DPosting is made to commitment sheet from:
1. Copy of bill[]
2. Cash receipts book[] .
D. When posting payments against commitment sheet, tax Collector posts:
1. Dabe paid and amount paid [
2. Date paid only ]
E. Cash received by tax collector is deposited in an account in the name of:
1. The tax collector; later, a check is drawn on this account to transfer
to breasurer ]
2. The treasurer [

ACCOUNTING DEPARTMENT

Payment of invoices and payrolls:

A. Method of preparation:

. Typewriter ]

. Bookkeeping machine[] (Please name)
. IBM or Rem. Rand [J

. Other (Please designate)

=W -

B. With respect to invoices:
1. Are checks and check register prepared at same time? Yes[] No [J
C. With respect to payrolls:
1. Are checks and payroll register prepared at same time? Yes{] No 7]
2, In addition, are earnings records posted at the same time-as check/
register? Yes{] No (7]
a. If answer is No, how are earnings records maintained?




__Form 38

1961 REAL ESTATE TAX COMMITMENT WITH ASSESSMENTS AND CHARGES

THIS FORM APPROVED BY THE COMMISSIONER OF CORPORATIONS AND TAXATION

NAME AND ADDRESS
OF PERSON ASSESSED

LOCATION

DESCRIPTION OF EACH
PARCEL OF LAND
OWNED BY EACH PERSON.
NUMBER AND STREET

ExpbrVl

valuoha Shat 4

THE COMMONWEALTH OF MASSACHUSETTS

TOWN OF BROOKLINE

BUILDINGS
OF ALL
KINDS

DESCRIBED

BY NAMING

THE USE
OF EACH

VALUE OF
BUILDINGS

NO. SQUARE
FEET IN
EACH LOT OF
LAND

VALUE OF
LAND

TOT. VALUE
EACH PARCEL
OoF
REAL ESTATE

TAX

MOTH

SPECIAL ASSESSM

LIST COMMITTED INTEREST UNDER

SEWER

TO WHICH IT APPLII

STREE'
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COMMITMENT SHEET

THE COMMONWEALTH OF MASSACHUSETTS

PAGE TOWN OF BROOKLINE
1961 REAL ESTATE TAX COMMITMENT WITH ASSESSMENTS AND CHARG

Form 38 THIS FORM APPROVED BY THE COMMISSIONER OF CORPORATIONS AND TAXATION
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AND INTEREST TAX TITLE ABATEMENT AMOUNT PAID DATE
FEES
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EXHIBIT VI
ONE~-PART TAX B WITH STUB

Original Bill

3 : o | A
THE COMMONWEALTH OF MASSACHUSETTS
ciTy OF BEVERLY 008853 COLI.ECT?‘)I?S??OSP‘? DETACH
OFFICE OF THE COLLECTOR OF TAXES ; - JEAALL
Date of Issue Tax Year  _ RETURN WITH PAYMENT
You are hereby notified that your POLL TAX is —| $2|00 POLL TAX $2/00
POLL TAX not paid when duc is subjecr to penalties of Interest, Demand = Demand
35 cenrs for demand charges and fees, ™
POLL TAX remaining unpaid for more than 30 days ~ Charges and Fees Charges and’ Fees
ifter the date of this notice is subject to 4% interest i it
fmlﬂ dau due. nierest L niere
ANY APPLICATION for ab ne o mp: be
writing ON AN -AP?RO:;"BD”;?R':I n:i::: Tb&ﬂg:i?; ’;I' Al?::loir.: Fotnd X e

on or before October 1, of tax year.

5 - DETACH HERE —
HIS IS YOUR COPY DETACH AND RETAIN Wer 5. R, MAKE CHECKS OR ORDERS PAYABLE TO THE CITY OF

Office Hours: 8:30 A. M. to 5.00 P. M, Mondays through Fridays. BEVERLY. MAIL TO COLLECTOR OF TAXES. FOR RECEIPT,
This form approved by C issi of Corporations and Taxati Collector of Taxes ~ enclose & stamped addressed envelope with envire bill

L) - - - b — W W

Demand Copy

f
1
|
|
:
[
E
|
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EXHIBIT X

THREE-PART TAX BILL

One Demand Copy - Carbonned

1960 TAX RATE
Per $1000 THE COMMONWEALTH OF MASSACHUSETTS
School Rate § 19.77
General Rate § 33.23 Town of Belmont
Total Rate $ 53.00 OFFICE OF THE COLLECTOR OF TAXES

4

NOTICE OF
REAL ESTATE TAX

JANUARY 1, 19C0

You are hereby notified that your 1960 REAL ESTATE TAX. upon the following described parcel of land is as follows:

Form 208
A.W. L, & Co.
. LAND EXCLUSIVE OF BUILDINGS BUILDINGS EXCLUSIVE OF LAND
LOCATION Torat
AREA VALUE DESCRIPTION VALUE
LoT
PAGE AND NAME AND ADDRESS TAX srva—1 RN
s sewer | streer | oMM, | WiEns | AssEssments
>

Due and paynble in full on July 1, 1960, THIS TAX MUST BE PAID IN FULL.
Taxes not paid when due are subject to penalties at §1.00 for demand and charges and fees.
Taxes remaining unpaid after November 1 are subject to 4% interest from October 1. DEMAND
FOR RECEIPT, ENCLOSE ADDRESSED ENVELOPE WITH ENTIRE BILL. FOR INFORMATION RE-

GA.H.D G ‘l'l-‘lE 'mx ASSESSED, INQUIRE OF THE BOARD OF ASSESSORS, Any application for CHARGES

b tion must be filed in writing ON AN APPROVED FORM, with Board of AND FEES

Assessors cru nr waore Oct. 1, 1960. (Sce Chapter of the Acts of 1954).
All payments must be to the Town of Belmont. Mail to Collector’s Office.
TAXES PAYABLE at the Collector’s Office, Town Hall, § a.m. to 5 p.m, Daily excepting Saturday. INTEREST
This form app d by C of Corporations qnd Taxation. TOTAL

FRANCIS J. LALLY
Co ertnr of Taxes

B e e o i s, R St S g e S, . i e W A . e, S s e . A P A S A e e e P e e e i i "

—






EXHIBIT XII
FOUR-PART TAX BILL

Two Demand Copies - Carbonned

| 1961 Tax Rate per $1000 THE COMMONWEALTH OF MASSACHUSETTS N o
Seiool Rate 818,05 CITY OF EVERETT s |5 W
General Rate 840.35

Total Rate  858.40 4

You are héreby nofified that the 1961 REAL ESTATE TAX upon the following-described parcel of land is us followa:
Locatlon: Land Area Value Land Dos, of Bldgs, Valoo Bldgs. Total Valuation

& L L
=
B

Tax doe and payable July 1, 1961, THIS TAX MUST BE PAID IN FULL.
Tazes not paid when due are subject to penalties of $1.00 for demand, charges and fees.
For receipt, enclose addressed envelope with entire bill. Feor h!um.w &Eﬁ

inquire of the Board of A Any application for abatement or exemption must
writing ox AN ArrrovED rorx with the Board of Assessors on or before October 1, 1961. See Chaprer
444 of the Acts of 1954. Taxes unpaid after November 1 are subject to 4G5 interest from October 1. D d
g Page l.l-l_ '_-l and Fees
z
25 I
Ef
6 {00 R
3 |
55 EVERETT 49, MASS.
-
i L I e
3 All payments must be to the CITY of EVERETT. OFFICE HOURS: 8 A.M. to 4 P.M.
% (Closed Satwrdays. Monday Evenings 7 P.M. to 8 P.M. when Council is in session.
Form 208  This form approved by C of € and T Collector of Taxes |




FOUR PART TAX BILL

DO NOT DETACH

—_——

Two Demand Copies - NCR Paper

V- T P U Y R G A T —

1961 TAX RATE $79.00 ON $1,000

SCHOOL RATE $33.70
GENERAL RATE $45.30
TOTAL RATE  $79.00

e e e et e e et el el el el il il il il il el el el e el i il W i it

THE

] ] ] P e o ek bt el e

COMMONWEALT F MASSACHUSETTS

Town of Stoneham

OFFICE OF THE C CTOR OF TAXES

NOTICE OF

]_961 REAL ESTATE TAX

J anuary lq 1961

Pay THIS AMOUNT

YOU ARE HEREBY NOTIFIED THAT YOUR 1961 REAL ESTATE TAX UPON THE FOLLOWING DESCRIBED PARCEL OF LAND IS AS FOLLOWS:
SPECIAL ASSESSMENTS TOTAL TAX
BILL NoO. NAME AND ADDRESS LOCATION OF LAND BUILDINGS TOTAL TAX : ] e AND
PROPERTY IF DIFFERENT mm”'_‘.“ ——| VALUE HO GARAGE ::::: VALUE SEWER STREET | SIDEWALK |WATER MAIN| - | LIEN ASSESSMENTS
'y w-
STONEHAM 80, MASS. _ i
£ =
: DEMAND
Taxes due and paysble in full on July 1, 1961. AN yments must be to the Town of Btoneham. For ipt; enclose an L
sddressed envelope with enrire bill. Taxes not paid s due are subjéct ro peoalries of $1,00 for demand, dwr; . Iea:.' Tax PAYABLE at the Collector's Office, Town Hall. CHARGES & FEES
R e, e s Noveaiss b, w b o 45 v frm it .o i sl this Novie Office Hours: 830 AM. to 4:30 P.M. Closed Saturday. e o WOLDEN  [vvanmer
FORM with the Board of Asessors o or before October 1, 1961, See Chapte 444 of the Acts of 1961 Tuesday evening 7,00 P.M, to 8;00 P.M. except June, July and Angust. Collector of Taxes
THIS TAX MUST BE PAID IN FULL. MAIL TO COLLECTOR OF TAXES. FORM 208 This form opproved by Commissioner of C ions and Taxation. TOTAL
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FIVE-PART TAX BILL




FOUR-PART WATER RATE BILL




TOWN OF WINCHESTER

TREASURY WARRANT NO.

INVOICE

CHARGED TO ACCOUNT

TE

NUMBER

AMOUNT

NUMBER

AMOUNT

TOTAL
AMOUNT

REMARKS NAME AND ADDRESS OF VENDOR
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SELECTMEN

TO THE TREASURER OF THE TOWN OF WINCHESTER:

PAY TO EACH OF THE PERSONS NAMED IN THE ABOVE WARRANT THE SUMS

SET AGAINST THE RESPECTIVE NAMES, AMOUNTING IN THE AGGREGATE TO §
AND CHARGE THE SAME TO THE ACCOUNTS INDICATED.



