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PREFACE.

One of the outstanding features the criticism of College
graduates is their lack of Business Training. Especially 1is this
true of Fining and Technical students. This point was early brought
home to me iIn my experience following graduation and It has been
impressed more and more as the years have passed.

Realizing that an extensive course in Economics 1is not

permissible in the limited time allotted to undergraduate work,
in engineering schools,! have for some time considered various
methods which might be introduced to give every graduate engineer
a basic understanding of the business side of mining.

Inasmuch as Accounting is essential to all forms of business
a good wyorking knowledge of this subject appeals to me as being

the logical angle from which to undertake this problem.

A survey of the technical books on this subject reveals some
excellent references for those advanced in commercial technique,
but In no case have 1 found an elementary tr4at$s8 on Mine Account-
ing. it _./as my purpose therefore in undertaking this work to rresent
the subject in a form which /ould be easily understood by the
student and serve as a ready reference for those engineers whose
practical experience may have led them into other fields than
those of the executive. 1 regret that lack of time has prevented
me from carding out my original plan of designing a model set
of accounts to be worked out by the student and also including

numerous tables of value iIn computing costs.



Acknowledgement is made for many valuable suggestions and
for having drawn freely from the information contained 1in
American nine Accounting by Charlton, from the Book-keeping
course of the 1.C.d. and frora the various mining companies with
which 1 have come in contact. Most of the forms presented®are
those which 1 have found useful iIn my own experience with several
mining and industrial concerns, dome are original,but all are evol-
ved from those which 1 have considered most practical. There
has been no attempt to illustrate them all;to do so would involve
infinite time and labor. That all of those contained herein will
apply iIn every case is not claimed,but it is hoped that the
suggestions they offer nffijf be useful iIn solving some of the local
problems of other engineers and in laying a foundation for a
better understanding of this most important factor of the

economics of the mining industry the "Business Side".

b.D.B.



INTRODUCTION.

The basic principle for the establishment of all business is
to realize a profit. 1t _/ill be veil to bear this in mind _-/men
installing an accounting systemjior many auditors in their zeal
to analyze costs have lost sight ox this fundamental idea and
have devised such i1nvolved methods for recording their inform-
ation that they have needlessly augmented the costs vhich they
started out to set do./n.

The primary consideration in all forms of accounting,
,/hether for mining,manufacturing or other industrial pursuits 1is
to record the cost of d.-oing things and from that to determine
the Profit on the business, ,/ithnthis idea 1in vie./ it is proposed
to take the reader through the various steps iIn the ,/ork of a
Book keeper that he ,/ould naturally folio /7 in the line of pro-
motion ,/ith any //ell organized company”™ progressing through the
positions of Timekeeper, stores clerk,Pine accountant,Cashier,
Auditor and secretary of the company. By assuming the ,/ork as
that for a small company he is supposed to cover the first three
positions at one time. The last three come more within the realm
of the Expert Accountant and ./ill not be described in such detail.
The engineer,for _/om this treatise is originally designed ./ill
have changed his course before that, point is reached, vhereas the
man vho expects to specialize in accounting //ill find advanced

books on the subject.

f_l-l









TIMEKEEPING.

The primer of bookkeeping is the "Tiraebook”. Most of
us are fTamiliar with the ordinary forms, such as shown in
Pig. 1. These serve for the preliminary or fTield record of
the employee’s labor. In cases where the laws require semi-
monthly paydays, a similar form ruled with 16 days may be used,
but for all practical purposes the standard ™onthly” book has
been found to serve fTully as well. On small properties, em-
ploying thirty men or less, the monthly book may be utilized

for the entire time record, until transfer iIs made to the '"Pay-

roll”
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MONTHLY AUD WEEKLY.

Large construction jobs usually employ a timekeeper whose
duty i1t is to make the rounds of all work,twice daily and tally
each man by name or number. In well organized manufacturing
or mining concerns, the employees are of a more permanent class
known more or less intimately by their department foremen and
their time iIs checked by the latter. Modifications of the forms
presented will make them applicable to almost any similar insti-

tution.



I1IMB TICKETS OB TIME SLIPS.

The modern method of recording the time of mechanics or
other employees whose work is divided between numerous jobs
during the day/is by means of the "Time Slip". These tickets
are made out by the workmen themselves and deposited in a
locked box to be collected daily by the foreman, shift boss
or master mechanic in whose department they are working. They
are usually "okehed™ by the latter, turned in to the local
office™ and posted directly to the payroll/ or entered in the
foreman®s time book for future reference.

A word of caution should be given here to those installing
this system of timekeeping for the Tirst time. Some bookkeepers
expect the workmen to make out these cards to show the various
accounts properly charged with their time. A little knowledge
of working men reveals to us that the simpler the card, and the
less they have to think about it, the more successful will be
the results.

It has been found that the most practical way to handle
this systemj is to require the man to state iIn a few words,
like those in the i1llustration, just what he did and the time
consumed in the work, leaving itto the foreman to determine the
account to be charged. The average man, though he may be system-
atic and careful in his own work, rebels at the idea of "keep-
ing books” as he terms this distribution of his timey and the
less his mentality is taxed the less liable is he to confuse
accounts.

I have seen hours spent in instructing men how to put in
their time on a complicated card, only to have them fill it

out all wrong as scon as left to their own devices, causing



discussion and disturbance from the general manager down.
Whereas, a simple slip and a little time spent in explaining
the accounts to an intelligent foreman™ and the reason for
charging certain items to their several heads would have
solved the problem in the beginning.

In the case of Employees who have regular assignments,
requiring distribution of their time to the same accounts
daily, the record of work done is entered in the time book

directly without the tickets.
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PAYROLLS.

The payroll is the monthly, semi-monthly”™ or weekly
statement of the labor account. It is a summary of the in-
dividual accounts in the time book, together with the deduc-
tions for Board, hospital or other charges against each
employee.

It was usual, fTormerlyf to omit the names of the Superin-
tendent or other executives, when it was the custom to require
the signature of employees as receipts for payment; but with the
advent of the ™oucher Check” and acceptance of cancelled ~"Checks"
legally as receipts, signatures are no longer necessitated.

There appears to be little argument for omitting any of
the department heads under the latter conditions; since '"time”
is properly segregated under the head of '"Labor"

In the case of General Superintendent or Manager, these
higher officials’ salaries are often classed under Overhead or
General Xxpensei to be distributed later. Their salaries are
accounted for by separate voucher.

A convenient form of payroll for this system is given below.
It will be noted that neither the daily time record nor signature
column are included, this with a view to save time iIn accounting

and to provide a more convenient size.
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The older type of payroll and one still frequently used, con-
tains the detail of each man®s service including the total
number of hours for each day. The wide sheets necessary for
recording so much data make i1t unwieldy for filing and the
progressive accountants are rapidly replacing them with the
narrower statement illustrated. 4s;

Having transferred each employee"s total time to the
proper column opposite his name, the next step will be to con-
sult the other record books for such items as may be found
charged against him. There are a few of these which are more
or less standard. They are:

Board
Hospi tal
Commissary
Advances

In some cases several or all of these may be omitted.
Where the company does not run a boarding house, or commissary,
it is obvious that these items would be unnecessary. Col-
lections for Hospital or Doctor are prohibited by statute in
some states, and many companies make it an unbreakable rule
that no advances be made before the regular payday. This dan
be carried cut quite satisfactorily where weekly paydays exist,
but the progressive companies are inclined to adopt a more
liberal attitude toward their workmen/ and will issue them a
reasonable amount of the money due for labor™ upon request,
until after the fTirst payday. This is a policy which iIs not
only commendable from the humanitarian view point, but is a
measure for promoting a better feeling between the employer
and employee.

A separate account is kept for the boarding house, which



is controlled by local conditions. The individual accounts
are figured and totals transferred to the payroll the same as
from the time book. Extensions are then made to their proper
columns and footing totals brought down.

A detail worthy of mention here is the method of posting
the names. Two general systems are followed either of which
are good. The one to be adopted depending entirely upon its
application to the particular®aee.

"mlhere industrial insurance applies/ and it is required to
classify the men into groups for different ratings, i1t will be
found convenient to make this classification at the time of
posting, 1In order that the reports may be taken off more readily
when the proper time arrives, ifor example, office help, miners,
carpenters, mill men or mechanics will be grouped under each of
these occupational heads, so that totals for each group may be
taken directly from the Roll without transcribing each amount
to another sheet.

The other method is to arrange the names alphabetically,
usually iIn circumstances where there is a paymaster, or the
checks are issued by a cashierx or bookkeeper other than the
local office.

It is well for the local accountant to bring down all totals”
and to figure averages where possible. This information, besides
being useful for statistical data, furnishes an excellent check
on his work.

Having completed this much of the labor account, it is
ready for issuance of the pay checks™ and may be laid aside until
time is available to make up the distribution and carry the

various charges to the "back™. This part of the work will be

taken up again unde: *gegregat: on o-






STORES

The Storehouse or ”’Stores” as it is more commonly called is the clear-
ing house for all supplies entering iInto the manufacture of the pro-
duct. It is the distributing agency thru which the accountant secures
an accurate check upon the material consumption of each department or
branch of the business. As the name implies it serves to provide
means for supplying a surplus of those material-in constant demand and
such repair parts or machinery that may be needed upon a moments notice
to keep the plant in operation.

The magnitude of the stock depends upon the scope of the oper-
ations and the nature of the equipment. It may vary from a few hun-
dred dollars for the small developing mine to six figures for the
operating property of large tonnage output. Considerable judgment
should be exercised iIn the selection of the storehouse stock. While
it is inadvisible to tie up large sums of money for iInactive equip-
ment or supplies, it is always well to bear iIn mind the seriousness
of an i1dle plant or often of a single unit. The breaking of a part
of any iImportant machine may result in suspending operation- of a
large section of the plant for days. In the large concerns such im-
portant single units generally have eafnﬁ%ﬁuplicates already assem-
bled for replacement iIn addition to a stock of the smaller, easily
broken parts. Experience is paramount in deciding to what extent the
concern must go iIn their investment in "Extras”. Consultation should
always be had with the superintendent or departmental head, when it
comes to such matters. In ordering minor supplies such as bolts, nuts,
nails or other materials of daily issue the storekeeper will be able
to refer to the old records to determine the average consumption,

basing his orders upon such averages. It is obvious that one of the



qualifications of a good stores accountant is a knowledge of mechanics®!
equipment. For that reason it is often found more advantageous to
employ a clerk trained iIn mechanics rather than an outright hook keeper
for the storehouse work. Other requisites for this position are”

alertness, a good memory, attention to details and above all interest

ia and faithfulness to ones work.



REQUISITIONS

This term has been confused to some extent by its application to
two forms in general use in stores accounting.

The first of these forms is the "requisition” of the storekeeper
upon the Manager or Purchasing agent for new stock. It is in fact
the storehouse "order” for material. It will be taken up more iIn de-
tail under "Purchasing".

The second form is the requisition upon the "Storekeeper for sup-
plies to be used in some department of the work. It may be issued by
a foreman or department head or by the storekeeper himself. This
usually depending upon the number of men employed and the nature of
the work. In the larger establishments material is drawn from the
stores through the foreman, who then knows for what it iIs being used.
These requisitions correspond to the "sales slip” of the department
stores In serving as the temporary record of the delivery of stock.
To distinguish them from the first form they will in this work be
termed "Delivery Slips™. They should always contain

The date

Quantity and name of article
Description of article

Place used

Name of person responsible
for its Iissuance.

Two good practical forms are shown in figure 5



STOREKEEPER:
PLEASE DELIVER TO BEARER THE FOLLOWING

QUANTITY ITEM AND WHERE USED

NO. 191-

STOREKEEPER:
PLEASE DELIVER TO BEARER THE FOLLOWING

For i

Foreman

kig. b’. otor ehouue requisition "blanks.



The stores clerk will find it advisable to see that these slips
contain all of the iIinformation above, even if he has to assume a
belligerent attitude to accomplish it. The importance of it will be
seen in the following.

At the end of every month these slips are segregated, the price
of the articles entered and each account charged with the proper
total. The quantities and values are likewise deducted from the stock
records for each item and the credited accounts balanced against the
segregated charges. "_.There the "delivery records”™ are properly made
out and the full data covered, it is a comparatively simple task to
check and total them. IT through inadvertence or otherwise there has
been an omission on the slips, with the date and name of person draw-
ing the supplies recorded, it is still possible to trace it through
the time cards for that date. This failingneither the workman or
foreman will usually remember the occasion and disposal of the article.

As the pu.rpose of this discussion is to propose a direct and
simplified method of accounting, a short description of a system of
expediting this work may not be amiss.

Segregate all delivery records into the departments to which
they are charged. Then under each department assemble the slips
covering the same article. Total each of these and add all for the
total of the account. Transfer the totals to the stock cards or stock
books indicating the account charged thereon. A summation of these
accounts can be made from the cards later. These sums should then

cheek the like amounts when the slips are totaled.



STOCK CARDS

Two systems of stock records are in use. The fTirst iIs the em-
ployment of loose leaf ledgers. Ordinarily one page is assigned to
each article. This saves confusion and gives ample room for ex-
tensions, new purchases and issues. The objection to the use of
books of this kind is the unwieldy proportions to which they grow
when large assortments are carried-awgﬁ<storehouse, making them ex-
tremely awkward to handle.

The other system i1s the use of "stock cards'”. These may be
ruled the same as the books above described. They can not of course
contain so much detail as the books in the limited space available,
but by condensing the least important items, practically all the
information required may be pasted thereon. The chief criticism
raised against this form of accounting is the liability to loss of
the card. However in any well regulated office there seems little
room for such argument. A clerk careless enough to misplace or des-

troy his record-card might as easily lose an entire book. The ad-

vantages of the card are many. It adapts itself readily to any kind
of file or container. It files vertically iIn a drawer for quick
reference. It is easily indexed and easily removed or transferred

to another file. When pasted it lies flat on the desk and 1is not
elevated as the page of a thick book. There are no ring holes to
tear out or binder mechanisms to adjust. When filled it may be
stored In a comparatively small space and is more accessable for
later reference. The illustrated form is one which has given satis-

factory service. (Figure 6).
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Fig.6. otorehouse Record card posted as 1in use.

Illustration sho.ys initials of firms from ,/foia purchases

,/ere made. This reference may he b< Invoice _Number as veil,
led initials stand for the accounts to yhich supplies yere
issued and the figures for the Storehouse requisition numbers,



It will be noted that the credits or deliveries from stock are entered
in red while the debits or receipts are in black. The advantage of
this system is iIn the saving of columns and consequent reduction 1in
tfidth of the page. The more elaborate double entry systems are just
as effective, but involve more paper, more ink and more labor. When
all the Delivery records are pasted to the stock cards the latter are
balanced as seen iIn Figure i»and the values transferred to the Store-
house Statement, (Figure which 1s totaled and mailed to the main
office. Accompanying this statement or backed on the outside is the

distribution of the contained charges. (To be referred to again under

"Segregation of Costs™).



PURCHASING

The tendency in buying is toward purchasing through a central
office or purchasing agency. This practice is growing rapidly. As
the mining business becomes more concentrated, the larger corporations
as a matter of economy fTind it advantageous to employ a purchasing
agent who establishes a department for handling all of the parent
company’s business. The subsidiary concerns send the.ir orders to
this department, which through its larger purchasing power and de-
veloped facilities obtains a much lower price for the articles ordered.

The requisition (Figures 7 and 7A) fTormerly mentioned, is the
medium for making known the wants of the local office. It is de-
signed to save labor. The Stores elerk will note the depletion of
various articles when posting his stock cards. An ~order-book™
consisting of any standard blank form may be utilized to jot down
“Wants™ as they come to his attention. The usual practice is to
place orders for staples once a month and other items for which there
is no particular hurry may be included in the same list. This Iis
done so that the purchasing department may, in so far as possible,
take advantage of freight rates on the larger shipments. Figure 7
is an elaboration of a form rapidly becoming a standard in manufac-
turing establishments and is ideal for the mining company. The Tfirst
page as noted is shorter than the copies. It is the order to the
Vendor to be signed by the Manager or Purchasing agent. The instruc-
tions and spaces for notations at the bottom of the copies are for
the purchasers use, therefore unnecessary on the original. In using
this form of requisition or order the proceedure is as follows.

The Stores clerk fills in the date, shipping point, consignee
or buyer, name of article or articles regtiired and time of delivery

following the instruction at bottom of duplicate copy. The name of
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REQ Ho.
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ORDER HO.
(date).
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the vendor is left blank. All copies are sent to the Purchasing
Department hut one. The one iIs retained as a temporal record
for storehouse use. ,/hen the purchasing agent sends the order
he inserts the name of Vendor and price quoted on all copies,
returns one to the storehouse and one to each of the other depart-
ments necessary, retains his copy and mails the original to the Vendo/\
It Is not necessary through this operation to rewrite the order.
The record at the bottom is used at the storehouse. The spaces for x
several entries are to he used when the supplies are not received
altogether or when separate invoices are received, /here this method
is followed up closely it is not possible for an invoice to he
passed for payment a second time,which occasionally occurs where large
numbers are disposed of regularly.

The copy returned to the storehouse "becomes the permanent
record. It is attached to the invoice along with all other corres-
pondence in connection with the transaction and filed away when

posted in the local ledger.



INVOICES

The modern business invoice has been well standardized as to
oform. It is still to be improved upon in its size, but this will
probably come about as the demand for standardization becomes more
insistent. The 1i1llustration, Figure 8, is the reverse side of an
invoice with the storekeeper’s "backing”. Two or more copies of
the invoice are always requested, one of which is mailed to the
main office or sfeedesor, the other retained in the local fTiles. It
is the practice now when dealing with reputable firms to check up
the iInvoice prices, quantity, size of goods and if the extensions
are correct, pass for payment immediately in order to take advantage
of all cash discounts. Such business houses are always ready to
make reasonable adjustments in case of error or dissatisfaction 1in
their sales. The decision as to the advisability of immediate pay-
ment usually rests with the local superintendente

Figure 18 illustrates an iInvoice containing items for the Stores
account and some to be used directly in Construction work* It ex-
emplifies the idea of ""Segregation™ which is to be dealt with later.
The items charged to Stores are now noted and the quantities, sizes
and values transferred to the Stores Record Cards in black ink. All
debit entries having been made on the cards from the iInvoices the
"Credits” previously mentioned follow leaving them ready to balance
and close for the month. This accomplished, the statement (Figure
of the main classifications iIs made for the month and sent to the
main office. Again it is manifest that a high degree of flexibility
must be given to such classifications.

This statement issued, monthly by some companies is in my opinion

an unnecessary refinement. It Is iIn effect a detailed monthly in-

ventory of the stores account and supplies. I contend that such a
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detailed account is not required by the main office. Under the central
account "'Stores"™ the cashier will have posted all invoices returned

to him for payment and a simple statement of the value of materials
iIssued from Stores during the month properly segregated is sufficient
to permit him to make up his Balance and Cost sheets for the month.
Such a fonp, however, 1is valuable for a semi-annual or quarterly iIn-
ventory, at the end of/vhich periods a careful checking of the stock
should be had.

The statement suggested should take the form shown iIn Figure 10
and Internal Transfers should be sharply contrasted with invoices
from outside fTirms. It will be noted that while there is a debit
and credit in this latter transaction, no cash i1s i1nvolved and con-
sequently there is a distinction between the two. Interdepartmental
transfers marked by some distinctive method such as "Transfer Memoran-
dum” or ""Journal Voucher™ will save endless confusion when making up
later reports.

One account to be observed on the distribution is "Accounts
Receivable™. It will be foundsadvantages to "credit"” all outside
"sales™ from stock under this head and debit the account when the
bills are sent out, leaving it to the main office to balance the
profits or losses. This is assuming that the bank account is con-
trolled by that office. Where the conditions are such that the mine
has a local bank account and pays the supply as well as labor bills
it is handled in the ordinary business way.

A number of companies in charging out supplies from Stores”™ add
a percentage or profit sufficient to cover the cost of handling. Once
a basis for estimating this cost is established, 1t becomes a con-
venient means for disposing of endless loss and adjustment of accounts

and overcomes an infinite amount of detail in distributing the minor

expenses. It also gives a more equitable distribution of these costs.



REPORT

Mine or mill if separata. STOREHOUSE

NAVE or COMPANY.

I - - ONHAD RREVDDRANG HMRDDRNG

Assay oup.pl iey.
babbitt .Lead & Solder

Jjelting & Belt Repairs

Hrooms

Coal & Coke

Electrical supplies

caa = Fuel Oils

[Hardware

iron & Steel

Lubricants

Limber

Packing

Paints —
Pipe < pine Tfittings

Fodder, fuse & caps

Tools.

MACHINERY" REPAIRS

List of machines for <h.ch repairs a3e carried.

_ b is. 9.
yonthlV Inventor v sc Store} ous 1 statement .

In using this form of statement,distribute.ons are made
on back or accompar ying shee * *s3 rie as thos e u ider "Deli /er: es"

Fig-10.

ONHAND



Under this system the Storekeeper®s salary, hauling and delivery-
expense are charged against the control account 'Stores'™, no further
distribution of these items being made. When the paper percentage
is determined it is added to the "Ledger Value™ of every article
immediately when posted on the Record Cards, thus being: included in
the Unit cost a.nd ready for charging out. The commoner method is
to carry a "'Storehouse Expense™ account which takes up all of these
minor charges end distributes them again later when making up the
cost sheet. This latter account would be a sub-account under

Operations.



OTOREO STATEMENT

FOR .INTH OF APRIL 1919.

Balance stock on hand April 1,1919 1t 46,292.00
Received during month (Invoices) 16,160.00 % 62,452.00

xBLIVERIES DURING MONTH.

Gash oales $ 500.00
Accounts Receivable 900.00 1,400.00

internal transfers from storehouse to

MNS
development 2057.00
Ore 1718.00
General 395.00 00
MLL
Operation 6650.00
. Equipment 197.00
Construction 702.00
General 359.00 9.986.00 15.66b.00

valance on nand may 1,1919. 9 46,764.00

Dig-10. Example of proposed Monthly Storehouse statement






SEGREGATING costs.

The most critical subject connected with Cost accounting,
is the "Segregation of Costs'. This important detail of the
bookkeeper®s work is one that can be mastered only with exper-
ience and studied application of the knowledge gained upon each
job. The diversity of opinions existing among executives and
accountants as to the various classifications and the point of
limitation for the detail thereunder, makes it a subject to be
broached with caution. The amount of detail, however, 1iIs a
question to be determined in each particular case, and to make
progress, arbitrary assumptions are herein made for the purpose
of a general outline.

The accountant not familiar with the local distributions
usually Tfinds ready co-operation in the superintendent of a small
mine; he being more vitally interested In the costs than anyone
else, will generally see that charges are properly made.

When making up a cost sheet, which is the linal efxort in
the cost accountants® work, there are a few cardinal points to
keep In mind.

The main or "control™ accounts must represent one of three
classes of value.

1. CAPITA! ACCOUNTS _ AT
JA) That which until consumed has its full marker value,

and may be considered a 100fo asset.
Stores
Bonds
Real Estate etc
Bill receivable
(b) That having a partial or second hand value.

Buildings

Equipment
Livestock, etc.

11. OPERATING accounts. ) )
That which is consumed immediately, and has no recover-

0.0



Operating supplies
Power
Labor, etc

111. SUSPENSE ACCOUNTS.
That which is expended for operation or iImprovement,
. with no prospects of recovery, but which cannot be
charged out in one payment.
Insurance
Taxes
Large machinery renewals, or
Repairs which have several
months® life.
(This class of accounts might properly come under div-
ision No. 1 as a sub-account, but it is usually dis-
posed of iIn the above manner.)

The accounts and sub-accounts under these three divisions are:
Division 1.

(@ Stores
Bonds
Bullion (in storage or transit)
real estate
Cash
Accounts Receivable

(b) . EQUIPMENT
Mining property
Headframes
Buildings
Office Furniture
Machinery of all hinds
Livestock

CONSTRUCTION
New construction of a permanent
nature (i.e that adds value to the plant)
Excavations
Grading & Pilling
Foundations for bldgs.
" for machinery
Erection of new equipment!
Laying of new or additional pipe lines,
electric lines, etc.

#Note the distinction between equipment and the erection of
same. The eouipment itself has a depreciating value, which
ultimately reaches what is termed '"Scrap value™, but always
retains some worth. The "construction'™ costs may include
labor charges, material, such as cement, nails, reinforcing
steel, paint, etc, whose collective value lies in the service
it gives; therefore, 1t should be charged out with a view to
having i1t entirely consumed in "Depreciation'”™ before the mine
is worked out.

-S3-



- OPERATING.

Overhead (Main Office Accounts)

Officers™ fees

Main Office Expense

Legal '
Insurance (Eire)
Taxes

Amortization of capital

Interest

(These accounts are

(Carry in Columns.)
Controls: :Subs.:-.ltems;3:

inserted
would not be handled by the

3: P:

to complete the list, but
accountant at the mine.)

T: ?7T:

INDIRECT OPERATING ACCOUNTS(Mine Office Accts.)

General Expense
Administrative
General
Camp Maintenance
Industrial

Office Expense

Insurance

Assaying & Surveying

Bullion Tax

Marketing of Product

DIRECT OPERATING ACCOUNTS.
Mine General

Timekeeper

(11ems, not accounts)

Superintendent & Foreman

Miscellaneous
Hauling

Stoping (Sub-accounts)
Drilling

Breaking

Tramming

Hoisting

Timbering

ltems.

Miners )
Compressed air,

Pipe Lines

etc

Caps
powder
Ruse

Muckers
Car Repairs
Track Laying & Repairs

Hoistmen
Fuel or Power

Lubricants
Cage & Hoist repairs

Timbermen
Stulls,

Wedges
Framing

square sets, etc



Mine Development.

Drifting (may be subdivided) Drilling
Grosscutting (into each working) Breaking
Raising (place, and take a) Tramming
Sinking (Winzes) (detailed division) Hoisting
(as those above. ) Timbering

Shaft Sinking.

Mill General. (ltems, not accounts)
Timekeeper
Superintendent & Foreman
Office Supplies
Miscellaneous

Hauling

Mill Operation. } }
Crushing & Conveying Filtering
Stamping Clarifying
Classifying precipitating
Tube Milling Refining
Concentrating Bullion Expense
Neutralizing Tailings Disposal
Settling Syperlntendence
Agitating Mi scellaneous

Accounts Receivable.
List names of individuals or firms.

These accounts are fTinally divided into the classifica-
tions Labor, Supplies, and Power, totaled and carried out to
the cost per ton bases.

With this list, it will be possible to take up in detail
the distribution of charges contained on a standard invoice.
(Fig. 11)

The Tirst three items on the bill are obviousljf for use
in operation, but as they will be drawn when used, and may be
in stock for some time, they are charged into "Stores . No
sub-accounts exist under this control except those carried on
the record cards; the information for the latter is taken 1in
detail from the face of the invoice, therefore, It is not

reouired on the back.

Construction is a control which i1s subdivided; in this



case both accounts falling to the mine account. It will be
observed that either article debited to these sub-accounts
will have no future value, and therefore could not be charged
to equipment.

Mill fools is an account which iIs sometimes carried under
Operation. It 1s believed that this is not the proper procedure.
Tools newly purchased to iIncrease the stock on hand are Equipment.
However, the fact must not be overlooked that some of these will
wear out or be lost as time passes, and when replacements are
ordered, they are properly chargeable to Operation, 1in the de-
partment in which they are used. It is recommended that allsuch
articles should be charged through the Storehouse, to be distri-

buted when put into commission.

-86-



vour Order — v

PACIFIC HARD/ARE COMPANY . Our Order j &
Req.No. 0-5 @
Reno Nevada.
cold To University Mining Co. April 1,1919.
tems 60/2/X0
=.10 4 Gr.Kacksa,/ blades = 37.00
6 Dos.-Mill files 12" 14.40
10 Only 3" C.l.Flanges. 3.60
10 Lbs.Pipe cement 3.00

2000 Lbs. 3/0" t/isted steel reinforcing rods 160.00
1 otarr.et speed indicator 2.00

222.00

Fig- 11. Bottom illustrates invoice as received.
Top Reverse side ., /ith segregation.
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ACCOUNT BOOKS.

The 1invoice charges having been properly distributed and
"backed', it remains for the superintendent to approve it and
send it to the M. “o.bL

An excellent method of keeping the accounts checked closely,
is to have a form (Nig. 12) known as an Invoice Register made up
to accompany each batch of invoices sent to the main office. It
has columns for the control accounts only as will be seen, a
duplicate of this is kept on fTile at the local office. This form
is not absolutely essential, but will aid in the discovery of
losses of invoices between the two officesj and save future time
in checking. Where a large number of invoices are handled, it is
advisable to adept it.

MINS HEDGER.

The usual procedure is to accumulate a number of bills before
posting them to the "Mine ledger™, thus systematizing the workjj
and avoiding unnecessary handling of bocks and bills.

The method of backing the invoice adopted iIn this case, Iis
that being installed by expert accountants in many large manu-
facturing establishments. A rubber stamp with the proper heads
and blanks is used to make the iImpression, the operation requir-
ing little time or effort. The items are filled iIn by pen and
ink, or stamped. When posted they are filed without folding in
a box file or drawer, where they may be indexed in accordance
with the system adopted.

The popular method at small mines for collecting the costs
represented on the invoices| 1is known as the '"Voucher System™.
The idea is a modification of the well established Journal used

in commerce. This book is the detailed record of every transaction.



The "backing™ on the voucher which is the receipted invoice
serves the same purpose as the Journal; it gives the name of
vendor, total amount of billy and segregation of the account.

The permanent book of record for this system, is the "Vouch-
er Record". This latter is a multi-column combination Ledger,
Journal/ and cost sheet, in which the month®s accounts may be
collected and totaled under their various heads/ (*“fig* 13~,This
simple system is in use very generally throughout the country.

This record, however, dees not conclude the work of the
local bookkeeper, for he has yet to make up the cost sheet for
the M-B- and on the latter it is customary to divide the costs
under the three heads - Labor, Supplies and power.

It will be observed that to complete the work then the ac-
countant must again refer to his vouchers to get the latter in-
formation. To overcome the inconvenience of this double handling
of vouchersy®and at the same time/ to have a more detailed record,
it has been €GIU&L cdvisable in a number of instances”™ to re-
turn to the old single entry ledger, but using a specially de-
signed wider page.

Attention is called to the omission of detail from the
Voucher Record. As an example of its inadequacy, suppose a
certain machine or repair were purchased from a Machinery Com-
panyy"and that numerous transactions were concluded with this
company during the year. It is obvious that a new bookkeeper
coming In a year later would have great difficulty in determining
the cost of that machiney*were he called upon to find it. Only
the memory of someone who knew when and where it was purchased,

or an accident, would save him from endless search through all of

the vouchers of that firm ever a long period.



«/mJy 00
3i%00

13719.15 voucher Record shoving a portion of the accounts

13 usually ruled and printed from special designs. /o Methods of
posting are illustrated. " Total voucher " has twmo columns.In

some cases It is desirable to have all accounts so posted; in j/hidk
event the same colored ink js used for poth Debits and Credits and
the red indicates the Balances only, for Mine cost keeping the num-
erous accounts preclude doubling the space required for this method

Therefore ft™13 customary to carry; the' pebits in #slf,ck and the Cred
in Red in one column for each account.

.This book
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J?ig. 14 is a suggested form for the mine or mill ledger
and a method for 1its posting. It is not assumed that this is
entirely novel; on the contrary, it iIs a composite of numerous
forms and ideas offered by others on this subject.

The points of advantage claimed for it are: (1) The final
cost sheet takes a similar form, it being a summary or recapit-
ulation of the Ledger entries; for convenience then we have a
form] wherein each invoice is posted under its various heads”
and the determination of its classification made at once; 1i.e.
it is entered at that time as Labor, Supplies™ or Power. One *
handling thereby disposes of the invoice\ and leaves the accounts
ready to be totaled in the form they will be used on the final
cost sheet.

(2 The name of vendor and item may both be posted without
crowding, thus showing at once where a particular item was pur-
chased™ and its price at the timej without further reference to
the vouchers.

(3 If the charges against one account far exceed all others,
it may be forwarded to another page without totaling”™ and for-
warding all of the remaining columns.

(4) An ordinary 3 column Journal may be utilized for this
record without involving the expense of the high priced,
specially ruled and printed "Voucher Record™.*"

IT It is desired to make a distinction between Operation
and Repairs in a book of this kind, it would be well to allot two
pages to each account; one side to be Operation, the other Repairs.
Credit entries would then be made iIn red ink, debit in black. In

the event the two are charged together, one page may represent

Debits, the other Credits. (The old single entry system.)
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jig. 14. T.-0 pages from Mill Ledger. The ledger divisions may
be carried under the three main heads,or as mine Ledger & Mill
Ledger. |Invoices are here numbered. They may be referred to by
the firm name or initials if desired.



INTERNAL TRANSACTIONS.

The reader will have received some idea of disposing of
transactions between departments from the illustration in the
preceding discussion.

Although transfers aside from Stores”™ are infrequent, it
occasionally becomes necessary to make changes whereby material
charged to one department is removed to another. The "Transfer
Voucher™ 1is brought into use iIn such cases where the voucher
system is used. The inside of the form is the ordinary iInvoice.
One department bills the other for the items specified. The
outside is backed as in J?ig. (1.

Where the other system is followed, a "Transfer Memo"™ 1is
in loose leaf sheet form™ and all such transactions are noted
upon i1t. The original is sent to the M. 0. The copy 1iIs re-
tained and filed, usually in a loose leaf Binder, the same as

the "'Voucher Register™.









HEPORTS.

Included in the divers duties of the mine accountant is the
receipt, interpretation and compiling of reports.

The competency of a mine bookkeeper is perhaps better demon-
strated by his ability to handle such information than to correctly
post and balance his books. He performs the function of the de-
tective service of the police departmentj or the intelligence ser-
vice of the army/ in his relation to the management. In so far as
he can correlate the information contained in the various daily or
monthly reports with his cost records”™ and present them to the
Superintendent”™ to that extent will the latter be able to take ad-
vantage of the collected dataj and adept corrective measures when
necessary.

Much of the routine of handling and filing the daily plant or
mine reports fTalls upon the new bookkeeper along with the timekeep-
ing and Stores accounting and should be taken up with those topics
to follow in the progressive order of his work; but to avoid con-
xusion of subjects, it nas been necessary to leave this discussion
until we could consider all reports under one head.

As In the case of the time and stores records, the detail
emanates from the working men. The shift bosses utilize this de-
tail for their reports. These latter make up the information for
the £oreman®s statement” and the data becomes more collective and
concentrated as it iIs summarized iIn the various reports up the line
to the Superintendent and Manager.

The accountant is the custodian of all of these data (detail
and all) and in many casesj checks them over for possible errors.

A comprehensive i1dea of the use of reports and their course

through the organization is best demonstrated in a flow sheet



suoh as 1i17?ig. -16.

The i1ndividual report forms fTollow:






uie flo,/ sheet (Fig.16) 1is a graphic illustration of
t.e course of-reports and statements in thelr progress to

the company stockholder.

A similarity is suggested to the solar system in ,/ich.
the President®™s report occupies the position of the sun. All informs
lion giavitates 10 this central point. .he reports occupv smaller
orbits as thejr importance increases. The red connecting lines
are reports of Progress and /orlc, tine blue lines Statements and
Cost records. Upon reaching the General "'"anagers or Secretary’s
reports they are merged ints the nurple lines to the President’s

Annual Report.



TIMBER FRAMER'S REPORT

BATE- 7vuL-v' /5" 19/f
ITEM number LUMBERS  USED LAZ&OR POWER  COST.
PBAME.P  PCS.1 SI'ZE BB.FB.UT HRS. HKS
-POSTS - ty' 1 C iXSX/8 a- /
r
-EAPS L b= <
.TIES

BUTT C.APS-

SILLS

CRIBBIHG.
STULLS.

I-ASGIMG. ILo ixi'iyll /%Iog */ >/

WEffSES.

% AB-R tracer
Rig.-17. Timber Pramer®s Report.
Thiy report is in reality a part of the stores records, Z/hile
recording the ,/orlc done it also serves to account for the lumber
and timber stock. The finished nieces remain in Stores until used bv
the mine timbermen. It ,/ill be .yell to keep these reports of a
size corresponding to the time cards and progress reports,file
daily and post to the stock cards periodically.
A stock card should be carried for each item and credit made

to "Lumber'™ for the amounts used in framing.



TIMPERMAN?'S REPORT -

SHift_ _TV-JL Pate VAR 7 4
HRS. PLACE AMP MATURE OF WORK . MATERIAL wused
pcs. kind
1 /co- Tf. /~Lusbh a
Haldj -
a/ /L a
8. >
200- Ocj - L *4- 74"
1 /& ,
/
tIN&tRMAM .

Rig.-Ib. Timberrnan®s Report.
The Timberman’s Report is self explanatory, it should be
simple,made up daily and serve both as Time and Material card
to assure a proper report on the latter, /hen the Book keeper
has checked off the time it should go vith the stores requisitions

for reference ./hen balancing stock.

avVv



HOISTIWG REPORT.

SHAFT HO,

SHIFT 7~3 OATE. 3
LEVEL. CARS CARS CARS WASTE

Ho MU-L. WASTE WATER To

PIRT. FU.LS .

loo ZL 0 a/ O L

Tummel 3 1L
Zoo a/n
300 10 YK

*42.0 3 a

500 Jo 2 0

710 73 jlo % tf
total.. 73 n o

! SHIFT BOSS 11 TOPMAH,

Pig- 19. Topman®s Report.
The gager™ Reports at the small mine usually consist of
a series of Tally-boards /hich are pegged as the ore and ,/aste
are hoisted. The totals are reported to the Toprnan //no generally
makes the report for the day. /here more elaborate systems exist
the forms are specially designed and no standard can he _/ell applied.
The Shift boss checks up and approves the Topman®s Report

before it goes to the bookkeeper.



EXPLOSWES RECORD .
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b"ig. 20, Powderinan®a Record and Report.

During the war and sinee;the strict regulations imposed upon
handling explosives demand that an accurate account of these items
he kept and responsible men placed, in charge of the issues,
dome properties had already installed systems for special accounting
o* suen material and such a form is shown in I'ig-20 revised to meet
idie bovernment requirements. Except in the smaller properties where
a Powderman would be unnecessary, there is no reason /hv such a
record snould ge d.scar3§57rH§p§t5?§F£'ﬁgégn%oﬁggnfggoﬁgﬁ a loose

metnod of checking out these supplies because of the necessity for

storing them in unexposed places. One means of maintaining such
a system is to designate one of the employees *st as powder-man

during that part of the shift when withdrawals are made.






Under the system described therein individual reports of
work and time expended thereon are made by the workmen, there
is not so much need of a daily report from the. Shift Boss. It
is well to have it so, for with his time book to keep correctly
posted, his stope and face samples to taker and the multiplicity
of details which he has to attend, his time is well occupied. He
should receive-.and check all daily reports from the mine and when
he has attested to their correctness, these with the daily time-
book! constitute his report.

As a matter of good management, however|] and to retain his
interest, he should receive a weekly summary of the work accom-
plished in his department; this, with intelligent advice from
the Superintendent occasionally will go a long way toward keeping
up production records.
mASSAY REPORTS are made as simply as possible to cover the mineral
values contained in the ores. Usually|] a system of numbers are
adopted for identifying samples/and this system is adhered to, so
that all parties concerned may know from what location they came.
The Mine Superintendent receives the report on all mine samples
and the Mill Heads,the mill Superintendent mill samples only. The
Manager also receives copies of each.

A book of Repairs and Renewals is generally kept in the office
in which the Master Mechanic makes report as necessary, otherwise”®
he makes a daily report which is carried to cost cards on individual
pieces of equipment.

The Engineer reports ore reserves, Progress in Developmentv
and ore extracted as called upon to do so. His data are kept or-

dinarily on mine maps, stope sheets”™etc. in graphic form. The



reports submitted by him are checks against the daily reports
coming through the shift bosses.

This information all coming into the Superintendent-s
office iIs now concentrated iInto a general report and submitted
weekly or monthly to the General Manager. It may be well to
suggest to the new Superintendent that complete detail reported
at short intervals will serve to make less frequent the visits
of the manager and thereby give him greater freedom of action

in performing his own work. A specimen follows,



MILL REPORTS.

As iIn the case of the mine, the Mill has its detailed

repots ,/hich likewise are okehed by the shift boss or in

some smaller plants he receives verbal reports from the var-

ious departments and includes the information iIn one report.

several forms folio,/ ,/hich _/ere used extensively by

the Goldfield Consolidated Mines Co at Goldfield,Nevada.

These have been utilized for illustrating because of their

availability. Many of them could be materially improved for

a general form,but they .,/ill at least offer some suggestions

,/hich the reader may find ,/orth considering.



Average Daily CAR DISTRIBUTION OF ORE RECEIVED

DATE TONS-WET TONS-DRY T onnage o REMARKS
Received Mohawk Combination ~ Clermont Laguna Assay Total

10
11
12
13
14
15
16
17
18
19
20
21
22
23
24

25

26
27
28
29
30 i
31

TOTAL

Stock

or Hand * locoy 0* ore il o«

Total to
Account for

Milled
this Month



BATTERY

10

11

12

13

14

15

16

17

IS

19

20

Total
Hours

Tube Mill

Total
Hours

HOURS RUN

MILLING DEPARTMENT

SHIFT ENDING

CAUSE OF DELAY

t1 try ar;c

JT1 roan ~ ,.

Chilian Mill
*a=12. reporl..



ORE

Date Metals
Heads

Au. ozs.
Ag. ozs.
Cu. %

Insol. %

DAILY FLOTATION REPORT

Goldfield Consolidated Milling and Transportation Co.

ASSAYS

FLOTATION

Concen-
trates

Tails

%
Recovery

Concen-
trate

TABLE

Tails

%
Recovery

Goldfield, Nevada

CELLS
Total Moisture Screen Tons Ko|:1|§ lésigs
Recover i Ratio Analysis Treated .
y Series y per Ton
Rougher or Cleaners
Parallel

REMARKS

SIGNED

Other
Chem-
icals



The Goldfield Consolidated Mines Company
FILTER RECORD

SHIFT ENDING

M. DATE.
Charge No. Minutes Minutes Minutes Minutes Minutes
Filling Making Cake Returning Washing Disclhgrging TOTAL
REMARKS:
Operator

j >1i 26, jilter .ecord used in connection *itL Titer*a
niter. At ,uay plants a filter Log Ouok in ker t and
tiiin information remains #ih the oncoming shift to serve
as a gtiide to their ,/orx. The summary only 1is retained
for trie office report.



27*

on fr.e opposite page

report,

reports should be combined ,/ith others here

CONSOLIDATED MILL

DAILY REPORT

FOR 24 HOUR DAY DATE 191
HOURS
BATTERY HOURS

TUBE MILL HOURS
LBS.

PEBBLES USED
KCN USED

LIME USED
ZINC DUST USED

LEAD ACETATE USED

TONS KCN P.
STRONG SOL. PUT.
WEAK SOL. PPT.

SLIMES FILTERED

-report,
in
./here the dhii”E boss system

pply
inat the latter

is

"his differs from the Pom

is a production
in vogue the t,yo
illustrated.



GOLDFIELD CONSOLIDATED MINES COMPANY
DAILY MILL REPORT

TONS ASSAY HEADS TAILS PRODUCTION

% Time Run
Shifts

Ore Received
Ore Milled
Mill Residues

Mill Solutions

NS o "TiniXy Production report. £ee remarks under j?ig.27
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GOLDFIELD CONSOLIDATED MILLING & TRANSPORTATION CO.

REFINERY RECORDS DATE, 191
SHIFT SHIFT SHIFT TOTAL
12TO 8 87TO 4 4 TO 12 24 HOURS

Lbs. Dry Precipitate Received
Lbs. Dry Precipitate Fluxed
Lbs. Dry Concentrate Added for Flux
Lbs. Litharge Added for Flux
Lbs. Ashes Added for Flux
Lbs. Flue Dust Added for Flux.
Lbs. Added for Flux.
Lbs. Added for Flux.
Total Lbs. Dry Briquettes
Lbs. Dry Briquettes fed to Blast No. 1
Blast No. 2
Lbs. Base Bullion from Blast No. 1
Blast No. 2
Lbs. Base Bullion fed to Cupel No. 1
Cupel No. 2
Ozs. Refined Bullion from Cupel No. 1
Cupel No. 2
Steele-Harvey
ST 1o L L= o IO UUPPPPS
Watchman, 12 to 8
ST 1o L 1= o I PO PUPPPRRUPPTPY
Watchman 8 to 4
£ e 4 =T c N Signed, ......
Watchman, 4 to 12 Refinery Foreman.

-Fig. 29. Refineryman'3 Report, This coters the “orlc of
a refinery practice closely foJNo./ing that in use in lea
smelters, in fact is a small settie lead smelting plant. A

remodeled form
refining.

./ould te ap$lieci to a different systaem of



GOLDFIELD CONSOLI1J

MILL RETURNS
F Ag Base Ozs. Base Ozs.
NBg.r Total Ozs. lZAﬂEts ‘A@?S TOtZIuOZS' T0t2|gOZS. Total Value @ Before After
T.Oz. Melting Melting

KKk Office- rraord of _.Bullion ©hipmmiie. The bullion
_ acaliv: .=4smafford1 ~y T - Qf



ATED M. & T. COMPANY
JON RECORD

ine

GOLD

Fine Ozs.

Value

71

MINT AND SMELTER RETURNS

SILVER Value Express
. . Gold and Silver Charges
Fine Fine Ozs. Value I

1

Treatment
Charges



THE GOLDFIELD CONSOLIDATED MINES CO.

Sampled at _
Lol NO 19
CAB NUMBER GROSS TARE NET

' i

Total Net Weight
less. %H 0

Dry Weight of Lot

Sampler

fig. 31. /signer and. Sampler’s report. Used, /here ore
is transported in railroad cars coming fron several £ri

Upon a one mine property moternly equipped the recording,
sealeo tags are usually turned in to the office for totaling

and recording.



ithe Tinal reports of the Mine and Mill superintendents
should he comprehensive and yet in such concise form that the
General Manager does not have to spend his time in studying®
unnecessary detail. These reports, It must he realized are the
summaries of those that have gone before including the costs
of carrying out the #ork reported, rig. 33 and HA shov the
ideal form of monthly statement from the line superintendent
/bile 1 e forms illustrated oy Jlgs. 3> and 36 cover completely
the information required of a Milling and Cyanide plant.

The reader #ill have become familiar enough vith the forms
b; this time to understand the monthly and yearly reports ,/ithout
detailed explanation, Hor the benefit of those o yish to folio#
the subject fTarther,a complete Annual Report to Stockholders
formerly published by the Goldfield Consolidated Mining Company
is appended. This is the final official report for the year and
is the general M"orm adopted by most mining companies, 1 submit
it in its entirety as an excellent model and m the belief that it

cannot be materially iImproved upon.






MINE STATEMENT EOR BONTH OR

Labor.

KELOPMENT .

RIFTj .
132
134

600

ROOSCUTS.
601

M

11sBs.
forth 6
iiauth 2

INZEs.
1004

fanvond Drill

otal.

U ral.

meeying
assaying
echanical
lectrical
topling
Eerint end -
enc e.
utomobil e
iscellaneou 3.

Jtal,
OTAL MINING

3uppli e3.

"over.

Statement

OPERATING EXPENSES THIS MONTH.

Total.

Per
Ton.
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Total.

TO DATE - !
Per
Ton. |
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i
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Goldfield Consolidated Milling & Transportation Co.
MONTHLY MILL REPORT

INDIVIDUAL ITEMS CONSTITUTING MILLING

THIS MONTH

Quantity Per

ITEM

Cyanide, 100%
Zinc Dust

Lime

Lead Acetate
Muriatic Acid
Water

Belting
Lubrication
Borax

Litharge

Pig Lead

Shoes and Dies
Pebbles, Flint
Pebbles, Rock
Tube Mill Linings
Chilian Mill Steel
Machinery and Repairs
Screens

Office Supplies
Filter Cloth

Iron and Steel
Assaying

Hose and Fittings
Pipe and Fittings
Lumber

Crusher Parts
Mortar Linings
Coal

Coke
Slag

Pump Parts

Waste

Electrical Operation and Repair
General Stores

Fuel Oil

Iron Ore

TOTAL SUPPLIES

Operating Labor
Repair Labor
Power

TOTALS

«

Jrig. -his report

Ton Ore
Milled

should

L

Cost Per
Ton Ore
Milled

EXPENSE

MONTHS- TO DATE

Quantity Per Cost Per
on Ore 1on Ore
Miltted Milled

be the standard 11- 1 length.



MILL OPERATING REPORT FOR MONTH OF

ORES MILLED

Per Cent

On Hand T

Re ’ed. This Month
Total

Milled This Month
On Hand

Milled to Date
Cyanide Plant Heads
Ditto to Date

Mill Tails this Mo.
Mill Tails to Date

0Zs. AU. Total Totat

Dry Tons
Per Ton 0zs. AU. Value Au

MILL AVERAGES, ETC. THIS MONTH TO DATE

Battery Hours Run

Battery Hours Lost

Per Cent. Time Run

Per Cent. Time Lost

Power
Water
Shoes— Dies
Screens
Stems

Chilian Mills
Tube Mills

Cyanide Plant
Battery Tank

Miscellaneous

® @0 00 ® ®® ® ®

Total
Stamp Duty per 24 Hours (Running Time)
Per Cent. Recovery by Concentration
Cyanidation
Total
Per Cent. Recovery from Concentrates— Raw
Per Cent. Recovery from Concentrates— Roasted
Lbs. K.C.N. per ton ore milled
Lbs. Lime per ton ore milled
Lbs. “ Special” per ton ore milled
Lbs. Zinc Dust per ton ore milled
Lbs. Lead Acetate per ton ore milled
Lbs. Steel— Shoes and Dies per ton
Lbs. Tube Mill Pebbles per ton
--.Ljjs. -Cliillan.MilL&tael per ton



Operating Expenses This Month Months to Date

Per Ton Per Ton

ORE MILLED TOTAL ORE MILLED

1

Labor Supplies Power Total

PRODUCTION

Actual Value
Bars
Tons

-7 -

Fig.36. A Monthly Mill Statement, Thi; a combined



DATE

JUMBO EXTENSION MINING COMPANY

DAILY MILL RECORD

SAMPLE
NO. DESCRIPTION
ORE
CONCENTRATES

PER CENT

WET WEIGHT MOISTURE DRY WEIGHT
ORE RECEIVED

CAR PER CENT

NO. WET WEIGHT MOISTURE DRY WEIGHT

tfie.37. A comblped daily

GOLD 0zs.

report.

PER CENT

COPPER

REMARKS

T
VAI

THE GOLDFIELD CONSOLIDATED MINES COMPANY

DISTRIBUTION OF LABOR, SUPPLIES AND POWER

LABOR SUPPLIES POWER TOTAL
ting & Conveying
__Japing
lien & Tube Milling
ivating & Separating
jentrating ................
ation ...,
ijlering & Disoliarging
—eipitation
tiling oo
Etinent Concentrate
Nation Concentrate
tion Filtering
tion Dewatering
«andling Tailings
P-UP oo e
sying
ler Service
Total
OSE REPORT
ORE RECEIVED CYANIDE SULPHIDE TOTAL
ipany
Total
ORE MILLED CYAN'Diu ore SULPHIDE\ o TOTAL
. . u. ZS.
Tons Per Ton Tons Per Ton Tons é;’; (1?3?1
SJPAY s
JBS e
hNore ...
4 Re't'd e
TAILING DISCHARGED MAJOR SUPPLIES
Au. Ozs.~ Item .
Tons Per Ton Quantity Cost
aide Cyanide
ilation Lime
Zinc Dust
Litharge
Acid
Shoes & Dies
t Fuel Oil
*e * 36* Another - of loathly Mill Report an2

CYANIDE

Cyanide & Sulphide ................

Tailing-s

Clean-up

Flotation Concentrate ..........

Tons

Tons

Remarks

FLOTATION

CONC. PLANT

COST PER TON

Au. Fine Ounces

Au. Ozs.

Au. Ozs.

BULLION SHIPMENTS

Ag. Fine Ounces

FLOTATION SHIPMENTS

Ag. Ozs.

CLEAN-UP SHIPMENTS

Ag. Ozs.

Total Pine Ounces

Cu. Lbs.

Cu. Lbs.

TOTAL






STANDARDIZATION

Before concluding, it will be well in connection with the
foregoingj to state that greater headway can be made and less con-
fusion result in all accounting systemsj if an early attempt is
made to standardize the account bocks and report, forms! both as
to size and methods of Tiling.

In this noset rule can be laid down, every business having!
to a greater orless degree, its own peculiar problems; but the
accountant who is far sighted will readily see the advantage of
formulating a plan for recording his information, so that it can
be followed out indefinitely. In so doingj he will save his com-
pany endless expense iIn later years in efforts to simplify their
methods.

One of the first considerations 1iIn this line is the adoption
of as few sizes as possible. IT all records can be kept to two or
three standard sized forms, there will be found much greater flex-
ibility in the entire system of handling and disposing of them.

As an example of this, numerous manufacturing concerns have
adopted the Lefax notebook for their plant records. The various
department heads are supplied with a loose leaf book of the same
size! and as their notes are recorded, they may be passed on to the
foreman, plant superintendent]|] or to another department for exchange
of views or iInformation. Proper files are provided in the office
for preserving all data of whieh a permanent record 1is required.
This may be referred to or sent out again to the plant at any
future date without imposing labor on the office force.

The system mentioned provides a convenient size for pocket
note book! and the originators of the plan carry the idea Tfarther

by publishing their technical literature on the same sized sheets,



bo that any information of value to the plant organization may be
issued to the r;lfiftr:;, thus keeping up a continuous campaign of in-
teresting iInstruction iIn their work. The double or triple si”ed
sheets are made to fold to the proper size for the bookSy- and gen-
eral ordersy or special instructions from the central offices may
be pointed or typewritten on these larger sizes ready for iInsertion
in the books for later reference.

The next size of which almost universal use ean be made, 1is
the ordinary Business Letter size 8] x 11". This for the purpose
of making out reports either printed or typed, for statements of
accountSy or for almost any other purposey is hard to improve upon.
It is of proper dimensions for attaching to correspondence. It is
the same width as the standard invoice and may be punched and in-
serted 1In a loose leaf book, bound with letters or bills which
apply to the same.subject/ or filed loose in any box, drawer”™ or
portable container, always presenting a neat and compact manuscript
that cannot be obtained with odd sizes.

where possible all cost data should be kept on one ?Js the other
of these sizes. IT the Lefax i1s not suitable, a size should be
adopted that will come nearest to Tilling all requirements and all
additional records thereafter made to conform to it.

0
g In the question of books requiring special ruling, this same
principle should be followed as nearly as possible. These must again

be adapted to the particular case, but for the sake of uniformity,

a standard length or depth should be established.
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The foregoing may also he advantageously applied to draw-
ings, sketches, or maps. By adopting a certain unit size for
a minimum drawing, the larger tracings can he made twice, three
or four times that size, so that the blue prints will fold into

a uniform and compact package.



