CHAPTER IX

FORMS DESTGN AND CONTROL ~~22-

Once the accdhﬁting forma have beaen deocided
to ﬁe used by the buﬁ;néaa, the next step is to
consult the client whiather it is the desire to buy
the forms or to have thgm printed, Though not
entirely suitable, many accounting forms are

obtaineble in office gupplies atores,

Where it'ia necessgsary to print the formas,
the sratem analyst must furnish the printer the
neceasary rulings and printing specifications ancd
algo to considef the forms and design suitable to
each kind of business concerned, These printing

gpacifications shall include the following:

k

1, Headings to be printed,
2. Rulings to be madas,

3, Binding deaired,

4, Size of the sheat.

5. Paper to be used

6. Number of coples

7« Color of the paper.



l, Characteristics of Good Accounting Forms

The chéracteriétics and esgential requirestonts

of a good acecounting form may be summed up, in brief,

Bs fﬂllaws:.
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It must be complete

it must be accurate

It must be neat

The name, heading, end particularas in the
form muat be self-explanatory ta avaid
ambiguity to the user,

Highly accountable forms must be pre-
numbered and all numbers accounted for,
even if veoided, sa that they can be
controlled,

Its use should require the minipum of
time and labor on the part of the uaer,
The data called for in the form can be
gupplied satisfactorily and without
confusion.

The forms are essgsential and &ield rogsults
of value to the management,

It must bo of the same size,

It must contain nothing less than the

required data,
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2, Value of Accounting Forms

The value of accounting forma in any given

concern, may be enumerated as followa:

1, Quicker means of identification

2, Minimize miategken

3. Moro easily hendled

b, 41l the needed data cannot be overlocked

5. Saves time and lahbor

b, Uniformity of size and color Tacilitates
filing and reference

7+ Expedites racorﬂing of information with

the least cost

17, Rules for Deasigning forms

Rulea for designing forms can be stated as follows:

1, Before attempting tec design any form,
clearly define purpose for which that form
1s intended,

2, Carefully list all informaticn which tha
Torm must record to fulfill its purpose,.

3. Eztabhlish proper assquence of this information
80 that the moat desirakble pesition can he
agsigned to important elementa and that all
lnay be arranged for ease of recording and

refare nce,



4, Determine amount of gspace nacossary ior
proper entry of information, and decide
on headingé, types; size and faces, &o
as to give important points of proper
emphasis,

5- Investigate forms serving similar or
related purpoées and endeavor to corizine
form whenever possible so0 that by making
a number of copies at one writing, omne
form will serve several purpoces,

6, Determine most satisfactory size that will
take care of required information to the
best advantage.

7+ Consider grade of paper that wlll engure
clarity and permanency of record, satis-
Tactorily withstand usage, and pleasant
appearance,

B8, Incorporate on face of sach form brief
instructions showing its proper use,

9. Give attention to balanc¢e and general
appearance of form, especlally those

Tor external use,

L
b

10, Where forms are to be written exclusively
by machine, horizontal lines sghould he
eliminated and vertical lines reduced

to minimum,
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11, All forms to be malled should be designed
for use in a window emvelope B0 as to

eliminate addressing,

AccnuntingFunuﬁ to be Printed

The accounting forms to be printed can be

clagsified into the fellewlng:

1, Supporting documents
- 2, Book of record
3. Book of account

4, Other memocranda

Accounting forms as a rule should be prepared
in durable material that could stand constant hendling
" and will not deteriorate rapidly when placed in the

achieveg for future reference,

Tvpe of Paper

The choice of paper will to a great extent be
detarmined by the number of oopies required,; the
number of times the paper will be handled, the
methods of filing, how long the record is to be
ﬁresarved, and convenlence in its daily use, The
decisinn in aclecting the kind of paper to be uszed
will depend on the physical course of the form froa
fha primary handlers through the secondary handling

by clerks and others,



5ixe of Form

.There 1s no hard apd fast rule to follow
regarding size of any particular form, Convenience
in handling and filing are the criterie as they
promots @conomy and utility, The most important
information to be contained in the form must be
brought to atfention, because the best form should
be one that bfings to fore all the needed datz about
a particular transaction, Statements tec customera
must follow the size of the standard mail envelop,

hence avoiding wasteful and inappropriate folding.

Rulings of Accountine Formsg

All forms to be printed should be fully
deaigned with consideration of control purposes,
Dimensiona should be gpecified when no full size

drawings are made,

What is to be emphasieed here are the
important data to be included in the form; This can
be achie#ed by listing the maximum informaticn that
the form is to provide, Then comes the weighing of
their relative importance, With this in mind, the
arrangenent of the information on tho form can be

wall determined,
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