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REDUCING It-has “been’ well said that the
THE steam railroads have an advan-
TRANSFERS

tage over the urban electric rail-
ways in the ease with which they can raise fares. The
electric roads not only have to make a jump of 20 per
cent from 5 cents to 6 cents, but they have to substi-
tute an inconvenient fare for one which is not only con-
venient but has been in use so long that everyone has
become accustomed to it. To avoid this objection the
zone system and a charge of 1 cent for transfers have
been suggested, but each plan has certain disadvan-
tages. Still another plan is to reduce the number of
places at which transfers are permitted. It is a fact
which can be verified from the schedules of almost
any large company that under the existing transfer sys-
tem many rides are possible at an absurdly low charge
per mile. We admit that any individual case is apt to
be complicated by the existence of through routes, re-
quirements in the way of service on connecting lines,
ete. Nevertheless we believe that it would not be diffi-
cult to devise a transfer system which would grant the
privilege to the short rider only on the through route,
and to decline it to the long distance passenger, if such
a plan was legally permitted. Most roads in the past
have been so over-generous with transfers that we be-
lieve the commissions might look with favor upon this
method of increasing fares, should a definite plan be
devised which would be practicable for each particular
case.

[owa went “dry” last year—Ilong
AND THE enough ago so that the residents
CITY RAILWAYS of this wealthy farming state
may begin to determine the results. It seems a rather
remote step from prohibition to the street railways, yet
they appear to be sharing in the net returns. In Des
Moines, for instance, there has been a noticeable in-
crease in the amount of evening traffic on the city cars.
This is attributed to the effect of the law, and inci-
dentally indicates that the moving picture theaters are
conducive to greater transportation earnings than the
saloons. Many men who formerly stopped at the cor-
ner bar on their way home from work and spent a dime
or 20 cents are now going directly home and then com-
ing back downtown ‘after supper and bringing their
wives and perhaps their children to see a picture show.
Where the street car company formerly received a
nickel from them to carry them home, it now earns an
additional 20 or 30 cents. Human beings will have
amusement, and if the bottle variety is lost to common
usage, the movie is often the more wholesome enter-
tainment to which they will turn, and the railways
profit by the change for the better,

PROHIBITION
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THE MILWAUKEE'S In our first issue of the current
LENGTHENED year mention was made of the
ENGINE DIVISIONS promising outlook for new steam-
railroad electrifications, and the first of the projects
which were germinating during the past year has al-
ready taken definite form. This is the plan for ex-
tension of electric operation on the Chicago, Milwaukee
& St. Paul Railway to the west of the present electric
zone. According to the report, which is outlined on an-
other page of this issue, the 220 miles of electrified
track included in the immediate program will extend
over the two engine divisions east of Seattle, leaving
a gap of about an equal distance between the new zone
and the Western terminus of the existing one. The
primary object, obviously, is the provision of electric
power over the Cascade mountains, leaving the com-
paratively level line across the fertile plain of Eastern
Washington to be served by steam. In the latter region,
of course, the need for the economies of the electric lo-
comotive is less emphasized, but that the gap will be
closed within a relatively short time goes almost with-
out saying. What the Milwaukee road has done is the
demonstration, on a gigantic scale, of the savings to
be effected by long-distance operation of electric loco-
motives, and the results, while not available in actual
figures, have been shown to be successful by the mere
fact of the present plan for an extension of the system.
During the past year of trial the economies have been
obtained with electric locomotives running over engine
divisions only twice as long as under steam operation,
and the possibilities that will exist for cutting out ter-
minal losses, when the whole 900 miles of line are elec-
trified and permit still longer runs, are fairly stagger-
ing to the imagination.

PREPARING On a certain electric railway the
FOR LABOR representatives of the employees’
CONFERENCES

union conduct careful rehearsals
before sitting down at a conference with company offi-
cials. One set of delegates takes the men’s side; an-
other set puts itself in the places of the company officials,
and the pros and cons are debated with red-hot enthu-
siasm. This is a form of preparedness that might well
be practised by railway officials as well. The energy
and time expended by company representatives in con-
sidering the issues from every angle would be used to
an exceedingly good end. The outlining of the com-
pany’s side in debate would unquestionably tend toward
a better understanding of its position in the subsequent
negotiations, and the more that was done to secure the
viewpoint of the employees the more likelihood there
would be of a prompt and just settlement. In other
words, we are inclined to think that a well-prepared and
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able management could secure concessions from a well-
prepared union delegation that could not be obtained by
unprepared officials in dealing with an ill-informed
group of employees. Of course, the well-prepared group
will do its best for its cause, but the basis of negotia-
tion is certainly improved with fuller knowledge gained
from discussion and close application to the conditions
of each problem.

A FUNDAMENTAL A note was sounded through-
OF WOOD out all of the sessions of the
PRESERVATION Wood-Preservers’ convention of
last week to the effect that treatment of timber, to be
successful, must be accompanied by proper handling of
the wood before and after treatment. To the layman
attending technical sessions of a highly-specialized in-
dustry the expression of such an elementary formula is
interesting, but it is at the same time surprising enough
to make a very definite impression. It appears that
not even wood preservers have universally recognized
the inability of any commercial process of preservative
treatment to stop decay that has once gained a foot-
hold. The application of preservatives merely estab-
lishes a protective covering around the outside of the
stick, and if this covering is interrupted at any point
or surrounds a decayed spot that may subsequently
spread its infection from within, the treatment is
merely a waste of money. In practical application this
principle demands that timber, as soon as it is cut, must
be stored in a clean, dry spot and must be piled so that
air has free access to all sides of every piece. In fact,
a stick of wood seems quite as subject to contagious
disease as any mammal and must be protected from the
attacks of germs with equal or even greater care. Af-
ter treatment the same rule applies, and if the treated
timber is sawed or bored and the untreated interior ex-
posed, decay will follow just about as fast as if no pre-
servative had been applied. This fundamental principle
is, apparently, more often violated than any of the gen-
eral rules in timber preservation, and from this cause,
no doubt, come a majority of the apparently inexplic-
able cases where treated wood fails to last in service.

DEVELOPMENT OF TRAFFIC

There are two ways of increasing the net earnings of
any company. One of these is to increase the gross
receipts; the other is to decrease the operating expenses.
Under present conditions, the former seems the more
practicable, and it is the plan urged by four traffic man-
agers who contribute to a symposium this week on
the “Development of Traffic.”

It is obvious that any electric railway devoted purely
to passenger business, especially that traffic which comes
from absolutely necessary riding, has a low service fac-
tor, and almost any way in which this factor can be
increased means greater net receipts. The investment
in track and for right-of-way, in the case of an inter-
urban road, is a very large proportion of the total in-
vestment on every road, but if this property is idle, or
practically idle, for from six to twelve hours during
the twenty-four the railway is not making the most of
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its opportunities. This is the great argument in favor
of greater traffic development, especially in the direc-
tion of less-than-carload freight, which can be hauled
during those times when the power station and track
would otherwise be practically unused.

The business is one which, of course, has its own char-
acteristics. It must be developed along different lines
than the haulage of passengers, and to secure the best
results some additional investment is necessary in the
way of equipment, and some more is desirable in the
way of terminals and perhaps for sidings and cut-offs.
But such investment is small compared with that in the
entire plant, and by a judicious selection of the kind of
freight to be solicited so that it will include that on
which the highest rates are paid, most companies should
be able to develop a satisfactory additional income. Just
what to do and how to do it form the subject of the
articles already mentioned, and we believe that the
testimony there given as to results which have been
secured on the four roads concerned should be of value
to many companies.

STATE TAX FOR CITY-OWNED LINES

The California State Board of Equalization, as men-
tioned in a news note last week, has made a recommen-
dation that has quite an important bearing upon the
question of governmental fairness to privately-owned
utilities in California. In short, the board urges the
enactment of a law by which municipalities owning and
operating public utilities shall be required to report
to it and pay a tax on gross operating revenues similar
to that imposed on privately-owned companies. This
proposal has special application to the electric railway
field on account of the municipal lines operated in San
It should be understood, of course, that
the lack of such provision heretofore has not served
to inflate the net profit of the municipal system, for
although it pays no taxes it is required by charter pro-
visions to take into account charges for taxes, city inter-
departmental work and insurance, so as to make pos-
sible a comparison of its results with those of private
operation. For example, the latest complete report of
the municipal lines includes in income deductions an
item of $86,029 for the State franchise tax of 514 per
cent upon gross operating revenue. This tax has not
been paid to the State, however, and this fact, in the
opinion of the Board of Equalization, throws an unfair
burden upon people in other parts of the State.

As we understand it, the authorities on taxation in
California are now somewhat uncertain as to whether
special legislation of this kind is necessary. The gen-
eral tax law provides that all “properties” owned by the
State, counties and municipalities are exempt from
taxation, but five years ago an amendment was passed
to the effect that all utilities of designated kinds are
to be taxed by the State on the basis of gross oper-
ating revenue. In other words, municipally-owned utili-
ties are not specifically exempted. It might, therefore,
be legal simply to levy the State tax on the municipal
utilities, but this might involve long litigation as to
the intent of the lawmakers, which the direct passage

Francisco.
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of a new bill would avoid. Certainly there is no sound
reason why the municipally-owned utilities should not
bear their just proportion of the State tax, and with
the equity of taxing them irrefutable the law should
be made specific to this effect.

ACCIDENT PREVENTION VIA THE
GENERAL MOVIES

Moving pictures have played a most important part
in many recent atcident prevention campaigns exem-
plifying the value of the safety-first idea. Such dis-
plays have stimulated interest among street railway
employees, their families and friends, and the good
which ocular evidence of the penalties of carelessness
has effected cannot be measured. The wisdom of pre-
vention through every possible agency needs no demon-
stration, and it is such a wholesome thing that even
the general moving-picture houses are willing to devote
some of their “footage” to this good cause.

From the standpoint of the operating man, however,
it is desirable that any demonstrations of the dangers
of boarding cars when in motion, alighting while facing
the wrong way, holding bundles improperly, failing to
look out for cars and automobiles on either side of the
street center line, etc., shall be not only technically cor-
rect from the railway aspect of the case, but that the
maximum impression shall be made on the observer. In
a photoplay display recently viewed which has the laud-
able object of warning the public against its own care-
lessness in street car use, the “play-up” of the accident
in almost every case was so weak as to give the onlook-
er the impression that only trifling injuries result from
carelessness or a criminal disregard cf the rights of
others on the street. The apparent victims in practical-
ly every instance appeared to suffer little more harm
than black-and-blue spots and generally walked away
from the scene with surprising alacrity.

No sensible operating man wishes to overdo the job
in demonstrating the dangers of certain practices on
the part of the public, but there is room for some use-
ful co-operation between the “movie” director and the
transportation man in properly staging such scenes. If
a boarding accident is to be depicted, it is better to use
a type of car permitting entrance while it is in motion
than to attempt to illustrate the affair by a piece of
rolling stock which has been specially designed to pre-
vent precisely this kind of accident, and which, in fact,
makes boarding while the doors and steps are closed
almost an impossibility. Then, too, the resources of the
camera man in adjusting the speed of cranking the film
to the requirements of the particular illusion sought
should enable more realistic speed and tumbling effects
to be attained in the illustration of some kinds of ac-
cidents, notably those resulting from the failure to look
for the oncoming car or motor-vehicle in the opposite
direction to that previously taken, and this without ex-
posing the actors to increased personal risk. And final-
ly, when the accident is depicted, would it not add much
to the value of the film to include one or two hospital
and convalescence scenes to clinch the impression of the
price paid for carelessness?

In the industrial field, moving pictures of accidents
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often go so far as to show the permanent injuries re-
ceived through heedlessness and perhaps hint at life-
long disabilities and hindrances. Certainly the general
public needs to be fully warned of the perils of a care-
lessness which no railway company can control outside
its own ranks and which adds so much yearly to the
burdens of operating men from the humblest switch-
man to the highest executive. Thus far, the connection
between the electric railway industry and the moving-
picture world has been of a pioneer character, but the
future is likely to witness a closer relationship as the
demand for industrial and pseudo-scientific back-
grounds for scenarios increases and as railway man-
agers realize the immense power for suggestion resi-
dent in the modern film.

ANOTHER ADVANCE MADE

Gradualty the New York courts are interpreting the
public service law and in so doing are confirming the
title of the commissions to wide discretionary powers in
increasing as well as decreasing utility rates, even when
such increases are counter to existing statutes or
municipal agreements. Some time ago, it will be re-
called, the New York Court of Appeals declared in the
Ulster & Delaware case that the Second District Com-
mission had power to raise the mileage book rate from
2 cents per mile which had been deemed sacrosanct.

Now, under a decision by the Appellate Division of
the Supreme Court, the same commission has been told
that it should not be estopped by local franchise pro-
visions from fixing reasonable rates. In 1915, as ex-
plained elsewhere, the commission denied the petition of
the New York & North Shore Traction Company for a
fare of 15 cents, on the ground that the municipal con-
sent for construction stipulated a 10-cent fare and no
increase could be made without the consent of the local
authorities. This, the court now holds, is not true. Al-
though the constitutional provision in New York re-
quiring municipal consent for franchises is a restric-
tion upon the Legislature, the constitutional clauses re-
garding legislative power over rates and the delegated
commission power over rates form a restriction upon
local authorities in regard to attaching conditions to
fix the rates. Thus, although in practice a fare might
be agreed upon by utility and municipality in institut-
ing service, the public service commission law provides
for the later adjustment of such fare up or down as
reason and justice demand. This is as it should be, for
to determine fair rates is not the proper duty of either
party directly concerned but of the impartial body to
which the Legislature has delegated its power.

By a singular coincidence we are this week again
calling attention to the remarkably well-equipped and
conducted organization of the very commission con-
cerned in these cases. This organization will undoubt-
edly be of great assistance to the commission in ful-
filling its duty of complete regulation along the line
now indicated by the court. Hereafter, we are sure,
the commission will feel more self-assurance as to its
power of determining all rate questions according to
the merits of each particular case.
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How a Commission Works

With a Description of the Divisions of Statistics and Accounts, Capitalization and Tariffs
and of the Central Clerical Office, This Article Concludes the Story of the Public
Service Commission for the Second District of New York

OR the purpose of showing the extent to which the

machinery of regulation has been thus far devel-

oped in this country, the ELECTRIC RAILWAY JOUR-
NAL began in its issue of Dec. 30, 1915, a description of
the organization, cost and work of the Public Service
Commission for the Second District of New York.
This first part, however, covered only those organiza-
tion units consisting of the three leading groups—the
commissioners themselves, their legal and confidential
staff, and the administrative division—and the five
groups that supervise grade crossings and separate
classes of utilities, viz., electric railways; light, heat
and power companies; steam railroads, and telegraph
and telephone companies. There are four other groups,
which are in general concerned with all classes of utili-
ties. These—the divisions of statistics and accounts,
capitalization and tariffs, and the central clerical office
—are described in this second and final part of the
article.

DIVISION OF STATISTICS AND ACCOUNTS

The personnel, general duties and salaries of the offi-
cials in the division of statistics and accounts are as
follows :

Title Duties Salary

ADMINISTRATIVE GROUP

Statistician in Charge:
General supervision, planning, corre-
spondence and technical review........
Assistant Chief Statistician:
Assistance in supervision and in critical
examinations devolving upon staff shown
under second ZroUP.........ocueeeuenn

CRrITICAL EXAMINATION GROUP

Telephone Accountant :
Examination of reports of telephone and
other corporations susswiwimassememsmsy

Junior Statistician:

Examination of reports and care of mis-
cellaneous related routine, as well as
tabulation work which ordinarily de-
volves upon the second group..........

Assistant Examiner:

Critical examination of reports and revi-
STON, ‘OFf LOPMIS ; oy srv s w0 w1 g e s w5 s 6 o 0ot ot 000

Junior Accountant:

Critical examination of reports.........

Bookkeeper :

Critical examination of
assistance on tabulations

$5,000

2,400

2,500

1,800

1,800
1,500

reports and

1,500
TABULATION GROUP

Statistical Clerk and Assistant Examiner:
Tabulation of results of critical exam-
inations and assistance in examination

work 1,080

Clerk:
Examination of reports and related detail
in connection with tabulations.........
Clerks (2):
Examination of reports and related detail
in connection with tabulations..........

CLERICAL ROUTINE GROUP

1,080
900

Stenographer:
General supervision of clerical routine
and other necessary details............
Stenographers (2):
Stenographic routine, including typing
Of tAD1eS;,. etC s sm v o.05.958 858 o0 Bt suslaoa

1,800

1,200
Clerk :.
operation of comptometer,

Typewriting,
copying, etc. 1,080
Clerk:
Filing correspondence and other clerical
PESIFTANGIET o 260,010 510 010 SR E A RGIC0 0 5 00c 0 0030 a6
Index and Filing Clerk:
Filing correspondence and other clerical
routine

900

900

The foregoing groups represent reasonably distinct
sections charged with the performance of the classes of

work indicated. Changes in the assignment of em-
ployees, however, from one class of technical work to
another is of almost daily occurrence, thus making pos-
sible the training of all-around men.

The division of statistics and accounts is charged with
the examination of periodical (i.e., annual and special)
reports required from utilities. This work falls under
the following natural heads: the formulation of classi-
fications, accounting forms, interpretations and instrue-
tions to govern the preparation of corporation reports;
the critical examination of such reports to see that the
rules are followed; the tabulation work for commission
statistical reports; the publication of these reports and
the general furnishing of information, and clerical and
business routine.

1. Formulation of Classifications, Eftc.:

The scope of the work under this head can be judged
by a glance at past developments. Since the formation
of the commission the head of the division of statistics
and accounts, acting in conjunction with the heads of
other divisions, has prepared numerous regulations and
forms that have been sent out to utilities and other
interested parties. Among the pamphlets of instruec-
tions sent to corporations are those dealing with the
uniform system of accounts for electrical, gas, telephone
and electric railway corporations. Official classifica-
tions and forms covering electrical and gas corpora-
tions, natural gas corporations, telephone companies,
telegraph and cable corporations, steam railroads and
electric railways have also been sent out. Besides such
general work the division stands ready at all times to
interpret its rulings, ete., for individual companies.

2. Critical Examination of Corporation Reports:

The first point of interest in connection with critical
examination work is, of course, the requirements of the
commission in regard to the submission of reports by
the utilities within its jurisdietion. The rules with
respect to the time and the manner of sending in reports
may be indicated simply as follows: Annual reports on
prescribed forms from all corporations, and quarterly
reports on prescribed forms from steam railroads. The
quarterly reports are regarded as a supplementary re-
quirement, each steam railroad being compelled to sub-
mit an annual report as well. For this reason, the ex-
amination of quarterly reports includes only certain
elements of the examination of annual reports.

There are four well-marked steps involved in the ex-
amination of annual reports, the first two being of a
rather preliminary nature. The first step involves a
mechanical comparison of the basic figures of the report
under examination with the totals of the preceding
year’s report. The second step consists in verifying
additions, subtractions, multiplications, etc., in the new
report, being thus a purely mathematical checking to
determine accuracy. The first advanced step is a cross-
check of analogous items in different financial state-
ments to determine their correspondence. For instance,
items on a balance sheet are checked with the totals of
the several supporting’ schedules. As the examination
progresses, corrections are made on a form designated
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as “memorandum of errors,” which contains captions
facilitating the entry of facts “as reported” and as the
examiner thinks they should be. This form is repro-
duced on page 198. The second and last advanced step
is the critical examination itself, which may include a
preliminary and a final review or only one examination.
In either case the intention is to summarize the errors
and discrepancies discovered and to prepare a report to
the corporation at fault.

3. Tabulation
Reports:

Work for Commission  Statistical

The third class of work covers the classification and
tabulation of the results of the examinations in the
form of an abstract, which is the basis of the commis-
sion’s statistical reports. As in the examination of the
reports, there are certain well
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report material; stenographic and typing routine in-
volved in the preparation of reports, and correspondence.

DIVISION OF CAPITALIZATION

The division of capitalization is engaged almost ex-
clusively in the examination of books, papers and rec-
ords of companies asking for authority to issue securi-
ties. A utility presents to the commission an applica-
tion stating in detail how the money is to be used, and
from this application a preliminary analysis is made.
1f the matters involved are varied and complicated, the
commission holds a preliminary hearing to learn fully
what the directors of the utility propose to do. After
this hearing, the case is referred to the division of
capitalization for examination. Its investigation in-
volves, when necessary, a thorough examination of the

transactions of the corpora-

defined steps to be followed.

tion during the entire period

The first is the preparation of
the original tabulation, which
involves the drawing-off of
figures from the annual re-
ports of distinct classes of
corporations upon improvised
financial statements agreeing
in classification with thé
forms used by such corpora-

in the limelight,

“BEHIND THE SCENES”

An editorial under this title, published
in the ELECTRIC RAILWAY JOURNAL
of Dec. 30, urged utility operators to learn
regulatory practices as well
They should not, it was said, confine their
attention to the words of the principals
the commissioners,
should be acquainted with the diversified
work behind the scenes.

of its existence. While this

is going on, an inventory
of all property is required
from the utility, and the

as theory. examiner analyzes this with

the view of identifying the
particular items of property
which are shown on the books
as having been acquired and

but

To this end an

tions. Unimportant financial a}r]tidehwastgrersrf:tedagsf;s::;tssaof?eth‘iatcz ntlo included in the capital ae-
show how the ny o

data, of course, are not al')- ! missioners for the Second District of New count's.‘ After the wo'rk of

stracted. The second step is York set the stage for the regulation of examining the records is fin-

the verification of the original
tabulation by checking back
the items to the reports to de-
termine the correctness of the
posting. The next two steps
are the verification of all com- portunity to see it.

for instant use.

each class of utility. Now, in addition, this
journal is taking its readers to the “prop-
erty room,” where the accumulated records
and data of the commission are held ready
A remarkable system it all
is—utility officials should not miss the op-

ished, the inventory is turned
over to an engineer in the
proper division, who makes an
appraisal and reports there-
on. The results are all com-
bined in a final report show-

putations on the tabulation - —

ing the actual condition of the

itself, and the comparison of

analogous items in different tables to obtain a cross
check. After these comes an important feature of the
work, the preparation of notes to explain items on the
abstract that are of doubtful meaning. The last step is
that of typewriting and checking the tables. These
steps are also followed in the abstracting of quarterly
reports, but the process is abbreviated because of the
limited scope of the examination.

4. Publication of Commission Statistical Reports and
Furnishing of Information:

The actual printing of commission statistical reports
and all mechanical details relating thereto are referred
to later under the central clerical division of the com-
mission’s organization. The work done under the divi-
sion of statistics and accounts relates only to the final
preparation of reports as a basis for printing. The
furnishing of information by this division, however,
consists of compiling statements in tabular or other
form as a basis for submission to corporations or other
parties, furnishing personal assistance to those who
call at the office to inquire about the financial condition
of corporations in which they may be interested, for-
warding printed or manuscript material for information
purposes to the public generally, and assisting the other
divisions of the commission by making its information
available to them.

5. Clerical and Business Routine:

The last section of the division’s work concerns the
clerical and business routine of its office. This, in gen-
eral, falls in the following groups: Handling and filing
correspondence other than reports; handling and filing

. corporation. This 1is sub-
mitted to the corporation, which then signifies its as-
sent or makes its objections. If necessary, a hearing
is held in the matter. If the securities are authorized,
the division follows up the case so that it can tell at
any time the amount of authorized securities sold and
the application of the proceeds thereof to dates within
six and three months respectively.

The leading employee in the division of capitalization
is the chief ($4,000), under whom is the senior ex-
aminer ($2,500), one examiner ($2,250), one examiner
and one examiner of accounts ($2,000), four examiners
($1,800), two assistant examiners of accounts ($1,500)
and two assistant examiners ($1,080). Besides these,
there are a junior accountant ($1,080), two stenogra-
phers ($1,200 and $1,080) and two copyists ($900 and
$600). The chief analyzes petitions referred to the
division, supervises and directs the examiners in the
field, and prepares reports embracing the results of
such examinations. The senior examiner, the examiner
of accounts and five other examiners make detailed ex- -
aminations of the books and accounts,. verify liabilities
by comparison with the original vouchers and documents,
eliminate unnecessary items and redistribute the ac-
counts as required by the official classifications. They
also prepare correct financial and statistical statements,
make detailed lists of property for inspection by the
commission’s engineers and report in detail on each
company examined. It is customary to assign any one
of these examiners to a particular case, with assistants
as necessary. To one of the examiners of the $1,800
class is assigned the special duty of supervising the
stenographic preparation of reports, recording them
und compiling data for the commission’s orders. The
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four assistants and the junior accountant do the minor
part of the work, such as checking, verifying schedules,
examining vouchers, etec.

Of the 928 utilities under the jurisdiction of the com-
mission on Dec. 31, 1915, there may be excluded, as far
as supervision over capitalization is concerned, more
than 200 municipalities, unincorporated persons, etc.,
with the capitalization of which the commission has
little or nothing to do. This leaves about 700 corpora-
tions which may reasonably be expected to require
sooner or later an examination of their books in con-
nection with security applications. Of these companies,
there are 137 whose accounts had been examined by this
division up to Jan. 1, 1916. Each company had its en-
tire capitalization reviewed by the commission, and in
connection with subsequent applications for authority
to issue securities it will be necessary only to bring
these examinations up to date.

TARIFF DIVISION

The work of the tariff division is mainly to prepare,
for the approval of the commission, rules governing the
form of tariff schedules and the procedure for filing the
same, as well as to keep all schedules filed. This divi-
sion now also handles traffic inspection at Buffalo with
reference to freight congestion. The employees consist
of the following: Chief of division ($4,000), traffic in-
spector ($2,400), chief clerk ($2,000), senior tariff
clerk ($1,800), stenographer-and-tariff clerk ($1,500),
tariff clerk ($1,200), bookkeeper ($1,200), stenographer
($1,200) and clerk ($1,080). The chief of the division
handles directly the correspondence relating to admin-
istrative work, inquiries and informal complaints, and
issues under the direction of the commission, orders
permitting tariff changes on short notice, suspension of
tariffs, etc. He also acts in an advisory capacity to the
commission and represents it in tariff conferences. The
chief clerk attends to the classification and distribution
of mail, the preparation of memoranda on requests for
information, and the supervision of the filing of rate
schedules. In the absence of the chief he is in charge
of the division. Other important organization details
are included below in describing the progress of the
work, the minor clerks being most concerned with the
filing and the indexing.

During 1915 the schedules of rates filed for the vari-
ous utilities numbered 18,272, of which 112 were re-
turned as unlawful. There were also 579 authoriza-
tions of various kinds relating to rate and fare schedules
and 123 contracts of gas companies and electrical com-
panies, making the total filing for the year 18,862 and
the total up to Jan. 1, 1916, 180,959. In the electric
railway group the new tariffs filed were ninety-six for
freight and 249 for passengers, the latter number in-
cluding 192 short-term excursion tariffs. In addition,
there were fifty-five supplements to freight tariffs and
fifty-one supplements to passenger tariffs filed. Freight
tariffs numbering 100 and passenger tariffs numbering
239 were cancelled.

A considerable amount of work is involved in the
handling of all these rate schedules. They are received
by the stenographer-and-tariff clerk, who reviews them
to see that they are accompanied by a proper letter of
transmittal, and that postage is inclosed if a receipt is
desired. They are handed to a clerk, who stamps the
date on them and enters them in the receipt book. A
specimen page of this is shown in the illustration on
page 199. The schedules are then sent to the chief
clerk, who examines them to see whether proper notice
is given as to the effective date and whether they gen-
erally comply with the commission’s rules as to arrange-
ment. They are next returned to the clerk to be sorted
according to the various corporations, the gas, electric,
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telephone and telegraph schedules being given to the
stenographer-and-tariff clerk and the common carrier
schedules to the senior tariff clerk. If the new schedule
is an amendment to or a superseding issue of the sched-
ule on file, a comparison is made to ascertain what
changes have taken place. As the schedules pass through
the described route, a memorandum is made if any de-
fect is discovered, and the defective schedules are sent
to the chief of the division to be taken up with the cor-
porations for correction.

Besides this routine work in handling rate schedules,
the tariff division each week publishes a tariff bulletin,
which is edited by the senior tariff clerk. A specimen
copy of this is reproduced on page 199. These bulletins
are the means whereby the public is kept informed as
to changes in rates, etc. They are free to the public.
Each weekly issue is ready for delivery, one to each
applicant, at the office of the commission in Albany
on Monday morning. The bulletins are regularly mailed
free to commercial organizations, trade publications,
and the daily and weekly press, and they will also be

MEMORANDUM OF ERRORS IN REPORT OF i)

Report No, Page

Exan:ination
made by

. Cols
Line No. Roe

Date
Think should be

Reported as

Initials and
date

COMMI1SSION REGULATION—FORM FOR CORRECTIONS USED IN
D1VISION OF STATISTICS AND ACCOUNTS

mailed periodically to shippers or carriers upon written
request if the necessary postage is supplied. In 1915
the tarift bulletins contained 8138 items, which involved
the examination of 15,312 schedules.

The work of the tariff division, in order to be effec-
tive, requires an accurate system of filing. The present
file case contains 222 drawers (10% in. x 12% in. x 24
in.), arranged in sections six drawers high. These
sections show on their face the section numbers and the
numbers of the filing corporations whose tariffs are
contained therein. All tariffs are numbered consecu-
tively by the commission and filed accordingly. Certain
drawers contain tariffs in effect, while others contain
those cancelled or superseded. The index case takes
cards 3 in. x 5 in.

The intricate character of the indexing is well shown
by the five-division system for steam railroad cards.
First, there is a road card showing the name of the
corporation; second, cards showing the form and the
number of powers of attorney and concurrences giving
the road authority to issue joint tariffs, and third, a
division card headed “Local Rates.” Back of this are
cards showing for each tariff the file-case section, the
road number, the point from and to which it applies,
the history of rates by tariff numbers, and the dates
effective, The fourth division of the scheme of index-
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ing provides for a division card headed ‘“Miscellaneous
Schedules.” Back of this are filed the cards indexing,
in the same manner as class rate tariffs, all the miscel-
laneous schedules for back-haul charges, stock-feeding
and watering charges, switching charges, etc. These
miscellaneous schedule cards are filed alphabetically ac-
cording to application behind sub-division letter cards.
The fifth index division is for “Joint Rates.” This
group includes sub-division cards numbered to repre-
sent the road numbers of carriers, behind which are
filed the index cards for joint rates. Moreover, all
articles for which commodity rates are provided are
indexed by this division as to article. Such indexing
requires the making of from one to approximately 500
cards for a tariff.

Before leaving this division a mention should be made
of its work in inspecting freight congestion. One em-
ployee, the traffic inspector, is located at Buffalo, where
congestion is more prevalent and requires prompt inves-
tigation and provisions for relief. He looks after com-
plaints and does such field work as is from time to time
assigned to him. He also makes a number of investiga-
tions of the movements of less-than-carload shipments
of freight between points on trunk lines. These in-
spections operate to keep the carriers’ service uniform
and to obviate complaints against delays which occur
when carriers do not maintain their train schedules.

CENTRAL CLERICAL OFFICE

The work in the central clerical office is so diversified
that it can probably be best explained by describing
first the clerical employees, with their respective duties,
and then important points in connection with the most
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COMMISSION REGULATION—SPECIMEN PAGE FROM RECEIPT BOOK
IN TARIFF D1V1ISION

invelved part of the work, the filing and indexing sys-
tem of the commission. The employees in this section
may be classified in five groups: General, accounting,
publishing, filing and stenographic.

1. General Clerical Employees:

The chief official in the general office is the executive
clerk ($5,000), whose duties are many and varied. In
general he writes memoranda to the commissioners as
to the contents of petitions, complaints and answers,
attends to the serving of orders by mail, sends out no-
tices of hearings, draws some orders and conducts gen-
eral correspondence. He now has three regularly as-
signed stenographers, and a large part of the time two
or three additional stenographers work for him. The
chief clerk of records ($2,500) follows up all orders to
see that they have been complied with and reports there-
on to the commission. He also has the custody of traffic
contracts between carriers and is responsible for the
indexing and filing of these. For certain annual reports

TARIFF BULLETIN No. 412 STATE OF

SECOND

Showing Changes in

PuBLIC SERVICE COMMISSION

Week Ending July 13, 1916

NEW YORK

DISTRICT

Transportation Rates

Note.— The rate changes herein shown are made, voluntarily,

pounds and 2240 pounds respectively.

smnouncement thereof in this bulletin for the benefit of the public, implies any approval of such rates by the Commission.
as are all rates, to complaint, under the Public Service Commissions Law.

EXPLANATION OF ABBREVIATIONS AND REFERENCE MAREKS: c. 1, car load; ¢, cents; D., decrease; gal., gallon; cwt., hundredweight;
I, increase; k. d., knocked down; L. c. 1., less carload; min., minimum; n. o. s., not otherwise specified; No., number; O. C., Official Classi-
fication; 0. r. b., owner’s risk of breakage; lbs., pounds; P. S. C., Public Service Commission, Second District, State of New York; qt., quart;
Sup., Supplement; wt., weight; * by special permission of the Commission.

by the carrier. Neither the filing of rates with the Commission, nor

They are subject,

The terms net ton and gross ton are understood to mean 2000

Junction), N. Y.; effective July 13, 1916. Embargo 1203.

£) ¢ .
rates per cwt.; reductions. Effective August 10, 1916. Sup.
No. 4 to P. S. C. No. 595.

ELECTRIC RAILROADS.

FREIGHT.
GENERAL COMMODITY.

Albany Southern.— Various articles, including Baskets,
Grate Bars, Board (fibre), Belting, Bobbins, Castings, Clay,
Cloth, Lead, Machine Parts, Pumps, Radiators, Shoddy,
Teasles, Twine, and Waste, 1. ¢. 1. and ¢. 1., from Hudson to
Stottville: Reductions too numcrous to specify hercin. Ef-

fective August 7, 1916. Sup. No. 3 to P. S. C. No. 123.
W

EMBARGOES PLACED
New York Central (East).— On shipments of Hay consigned or to be reconsigned to all consignees at Westchester Avenue (Melrose

~ New York Central (East).— On shipments of Waste Paper or Paper Stock consigned_or to_be reconsigned to Smeallie & Voorhees,
= it -

MW“W
SWITCHING CHARGES.

New York State Railways.— On Construction Material, c. 1.,
from Utica Park to Stop No. 4, on Little Falls line, $15 per
car. No switching rate heretofore in effect. Effective July 14,
1916*. P. S. C. No. 5.

STEAM RAILROADS.

PASSENGER.
ONE-WAY, ROUND-TRIP, AND COMMUTATION FARES.

Buffalo, Rochester & Pittsburgh.— Joint one-way per capita
fares for partics of ten or more adults or their cquivalent

Wtieket to Plattsburgh, yia Roghegter,

COMMISSION REGULATION—SECTION OF WEEKLY BULLETIN 1SSUED TO INFORM PUBLIC AS TO CHANGES 1IN RATES
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of the commission he prepares statements covering the
istory and organization of the various corporations.
‘he hearing and publicity clerk ($2,500) prepares state-
ments in regard to commission decisions for the daily,
weekly and technical press.

The general clerical section of this division has as-
signed to it four male stenographers, one of whom is
temporarily assigned to the division of statistics and
accounts. The remaining three perform certain work
in the clerical department in addition to their steno-
graphic routine. One stenographer ($2,000) supervises
the opening and stamping of all incoming mail and as-
sists in the sorting and distributirig thereof, and he
also reads all outgoing correspondence for typographical
and grammatical errors and reports any necessary re-
writing to the secretary. In a general way, he is re-
sponsible for the mailing work of the commission. Of
the two other stenographers ($1,500), one receives the
follow-up matter from the filing department each day
and sees that it is sent through the secretary’s office
to the proper individuals, while the other distributes
the hearings for the calendar and keeps a chronological

_record of them, as well as a register showing the status
of all complaints before the commission. There are two
clerks ($1,500), one of whom keeps a docket record
of all formal cases. The other clerk is a general utility
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from noon until 11 p. m. on Saturdays and from 8 a. m.
until 11 p. m. on Sundays and holidays.

The commission also maintains a section of its gen-
eral office in Buffalo, which is in charge of an assistant
to the secretary ($1,500). He keeps a record of local
hearings and their disposition, and receives complaints,
etec., for forwarding to the Albany office. This em-
ployee is the only one in the Buffalo office, except when
other employees of the commission make use of it for
convenience.

2. Accounting Department:

The employees in the accounting section of the gen-
eral office consist of the auditor and his clerk. The
former keeps all the financial records of the commis-
sion, makes up the payroll and relieves the secretary
by handling all civil service matters concerning the com-
mission. He is assisted when necessary by his clerk,
who is that general utility clerk mentioned under the
preceding heading. This clerk is qualified to act in
the auditor’s absence.

3. Department of Publication:

It is the function of this department to edit all re-
ports, bulletins, orders, forms, circulars and other mat-
ter that are printed under the authority of the commis-

NUMBER  [cLAsS No. | o RNE | PATE, COMPLAINANT

RESPONDENT SUBJECT

A 3526 |172.82 27 8 16 Schwinger & Gri 14,69 ¥. 38th St New Yark City NoYe Tel. Co. Refusal to give coin box eervice.
A 3527 |63.82 |28 16 Montclair Iaprovimont Assn.,120 S. Salips St Syracuse Ltg. So. Rafueal to maky gxtsneion on Seoley Road, Syracues.

yracide, N.Y. St. Batavig
A3528 | 12.16 % Will, %, F. M.D., Batavia MY, C Blocking croseinge at Harveetsr Ave., Swan St. and Jackson/

44.2
R 3529 k44,24 LI Brisbane, J: 483 East 48th St Brooklyn N,

National Expreee Co.

Delay and damage to shipmant of plume from Arena to Brooklyn.

A 3530 u.2 | &= Akron, Reeidents by S111, S. E. at al. Buffalo,N.Y

NoY.C

Service between Buffalo and Rochester

3531

- — T ————"
A 2549

A 3580

COMMISSION REGULATION—SPECIMEN

PAGE FROM ACCESSION

BOOK USED IN FILING DEPARTMENT

FOR RECORDING CORRESPONDENCE COMPLAINTS

employee for the office, assisting and substituting for
the docket clerk and the auditor, acting as librarian for
the commission and assisting in the compilation of sta-
tistics for the annual report of the commission.

A messenger ($1,080) is in charge of the supply room
and under the direction of the secretary purchases and
distributes office and typewriter supplies. He has the
custody of all annual reports and bound volumes and
directs the mailing of these. A laborer ($2 a day) as-
sists this employee in the packing of reports, etc. Two
junior clerks ($720), one junior clerk ($600) and two
pages ($480) open, stamp and deliver the incoming
mail and also seal and stamp all outgoing matter. These
employees are general office and errand boys for the
commission. There is also one telephone operator
($900), and a janitorial force consisting of two laborers
($900), one laborer ($720) and one cleaner ($1.25 per
day). ’

The Public Service Commission law requires that the
office shall be kept open from 8 a. m. until 11 p. m. On
account of this provision there is a night clerk ($1,500),
who reports at 5.20 p. m. and remains until 11 p. m. on
every working day. He answers the telephone, opens
messages and if necessary reports these to the secre-
tary. The duties of an attendant ($600) are the same
as those of the preceding employee, except that he works

sion. The superintendent ($2,400) is directly respon-
sible for such work. He arranges, revises and edits the
material, makes all proper and necessary arrangements
with the State printer; settles the details for the printer,
such as the size of paper, quality, etc.; makes requisi-
tions for printing, with estimates of approximate cost,
and checks and approves the bills. He is assisted by
a proofreader ($1,080) and a clerk ($900).

4. Filing Department:

The filing department is charged with the custody
and recording of all papers, reports and correspondence
handled in the commission with the exception of special
files maintained in some of the divisions on account of
expediency. The department contains two filing clerks
($1,500), one filing clerk ($1,200) and one clerk
($1,200). The first two change work each week so that
each employee knows the entire scope of the work and
is able to take up any part of it in an emergency. One
week’s work includes classifying the secretary’s first
morning mail and directing the indexing of it by the"
clerk; making up the subject matter of most of the
correspondence complaints, which are indexed by the
clerk; answering requests and getting out from the
files old papers asked for; revising the indexing and
classification of all formal petitions and complaints, and
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with the assistance of the clerk filing papers belonging
to these. The next week the work covers the collection
and dispatch of papers for out-of-town hearings and
the supervision of the follow-up system.

The ($1,200) filing clerk has general charge of classi-
fying and indexing the first morning mail other than
the secretary’s, and all second morning and afternoon
mails. She also reads over and classifies all interdepart-
mental letters and letters of commissioners received
without numbers referring to the commission’s files.
She enters correspondence complaints in an “accession
book” and makes filing folders therefor. Each morning
she looks up all follow-up material in formal cases, in-
formal complaints and general correspondence. She
closes informal complaints by marking folders, index
cards and book record with the date of closing and
makes a list for the secretary, and she also closes formal
cases by marking ‘closed” on the envelope of the case
and the date of closing on the index card.

5. General Stenographic Force:

Besides the stenographers previously mentioned in
connection with the various divisions and officials, there
is in the general office a stenographic force consisting
of a chief stenographer ($1,800), one stenographer
($1,500), four stenographers ($1,200), two stenogra-
phers ($1,080), one stenographer ($600), and two
stenographers ($480). These employees attend to the
writing of reports, memoranda, notices and orders of
the commission and the making of copies thereof, this
work being done chiefly through the executive clerk.
They also do the stenographic work for the auditor and
the steam railroad and electric railway inspectors, and
they assist in the various other divisions when neces-
sary. Some of them do copying work from the com-
mission’s files, records and decisions, as requested by
attorneys and other interested parties, for which work
the commission is reimbursed.

FILING AND INDEXING WORK

As before stated, the most involved part of the work
arising in the clerical division occurs in connection with
the routine tasks of the filing department, which has
to keep in orderly fashion and available shape the multi-
tude of papers and records that come to the commission.
The most interesting points have to do with the filing
system used, the indexing methods, the charging and
follow-up systems and the handling of mail.

1. Filing System:

The problem of devising an adequate filing system for
the commission was a perplexing one. Finally, however,
a highly useful and essentially economical decimal sys-
tem was worked out, and this is the one now in use.
The principle of the system is the assigning to each of
the ten digits from 0 to 9 a class heading and then sub-
dividing for subjects as often as necessary. Thus the
main headings cover the classes of public utilities under
the supervision of the commission, as follows: 0, gen-
eral; 1, railroads; 2, street railways; 8, —; 4,
express companies; 5, ; 6, light, heat and
power companies; 7, telegraphs and telephones; 8, ter-
minals and warehouses, and 9, Where a dash
is shown the number is left open for future use.

These are further divided according to the subjects
arising out of the practical working of the commission
law. As far as possible, the same figures have been
used to show analogous sub-divisions of main heads
throughout, as such an arrangement makes for greater
mnemonic value. For instance, 11. stands for stocks,
bonds, etc., of steam railroads, 21. of street railways,
41. of express companies, and so on throughout the
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classification. Subdivisions after the decimal point in
each group are made as far as needed. For reference
purposes the filing department has an alphabetical index
to the classification for every possible heading and all
synonyms. ’

The cabinets in the filing department are of steel
construction, and are divided into drawers wide and
deep enough to hold legal size documents. Under the
class number in the file the material is arranged alpha-
betically, generally under the name of the company and
occasionally under the name of the correspondent. In
front of each subject there is a large guide card bear-
ing the number and name of the subject, plainly printed
on a celluloid tab. On the face of the main guide there
is an outline of the divisions and sub-divisions for the
class number and the subjects they denote. Simple
correspondence is filed just as it comes in. Informal
correspondence complaints are placed in heavy manila
binders, ruled on the outside to show the file and com-
plaint numbers, name of complainant, nature of com-
plaint and closing date.

Formal complaints, those which cannot be adjusted by
correspondence and upon which it is necessary to hold
hearings, are treated in the same manner as applications
from companies for permission to exercise franchises,
issue securities, etc. The documents and correspond-
ence in such formal cases are placed flat in large linen
envelopes. The various kinds of papers for each case,
such as correspondence, briefs, orders and permissions
of service and testimony, are fastened separately in
binders of distinctive color before being placed in the
large case envelope. This obviates the necessity of
going through the entire envelope in order to locate
any particular kind of document. Formal and informal
cases are transferred from the files as they are closed,
but simple correspondence is transferred annually.

2. Methods of Indexing:

The method of indexing simple correspondence con-
sists simply of writing a card (3 in. x 5 in.) under the
name of the correspondent with a file number at the
left. Cross-reference cards are made for the names of
additional correspondents. A letter on a new subject
would mean the addition of a new class number on the
correspondent’s card. In case the letter refers to a
particular company, the main entry would be made in
the name of the company and a cross-reference card
under the name of the writer. Cross-reference cards
are also used for any company officials who sign letters.
If the name of a place is mentioned, a blue cross-refer-
ence card is prepared.

The indexing of informal correspondence complaints
is a little more elaborate than that for simple corre-
spondence, but it is along the same lines. The name
of the complainant is indexed on a white card, that of
the respondent corporation on a salmon card, and that
of the place, if any, on a blue card. Each card is
marked “CC” (i.e., correspondence complaint) in the
upper right-hand corner, and on it is placed a brief
statement as to the nature of the complaint. A serial
number is assigned to each complaint in the order of
receipt. This number corresponds to a record kept in
an “accession book,” a specimen page of which is re-
produced in the illustration on page 200. In this a
single line is used for each complaint, and twenty-five
can be entered on one page. The chief value of this
book is its use for statistical purposes, as it is a very
simple matter to count the number of complaints re-
ceived under each class during a year. It also helps
the filing clerk to locate complaints when they are
called for by serial number.

Formal matters are indexed on the same colored
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cards as informal correspondence complaints, green ones
in addition being used for applications for new securi-
ties, etc. A case number is placed on each index card,
this being taken from the docket, in which a whole page
is reserved for each case. All papers or letters in rela-
tion to formal cases are entered in this book before
being filed, as well as the dates of hearings, closing
resolutions and orders.

3. Charging System.:

A simple charge system for letters and other mate-
rial removed from the files is kept by means of small
blank manila slips (about 2 in. x 8 in.). These slips
contain the file number, the date of the letter or docu-
ment, the name of the borrower and the date when
taken. They are arranged in a special drawer in ex-
actly the same order as the material in the files. When
the papers are returned, the slips are destroyed. Should
any member of the staff transfer any letters or docu-
ments charged to him, a transfer slip having a notation
to that effect is sent to the filing department. From
this slip a new charge is made and the old one de-
stroyed.

4. The Follow-up:

An important function of the filing department is
the following up of all matters until they are brought
to a conclusion. The system used is the “Memindex.”
A notation is usually made on the face of correspondence
returned to the files as to the date when the person
conducting it wishes to have it again. In the absence
of such notation, the clerk who discharges it uses her
own judgment as to the date when it should be brought
up for attention. KEach morning one of the filing clerks
takes from the files all papers which need attention
that day, and these are sent to the secretary’s office for
distribution. Follow-up cards are also kept for various
members of the staff, these containing lists of the
matters which have been delegated to them for special
.investigation, ete.

5. Handling of Mazl:

A point worth special attention is the procedure gone
through in handling the incoming mail. All such mail
goes first to the filing department, where it is classified,
indexed and charged. Any previous correspondence is
taken from the files and sent out with the incoming
letters. Thus a record is obtained for each piece of
mail before it comes to the attention of the addressee,
and he automatically receives any related corre-
spondence.

CoST OF REGULATION

What it has cost the taxpayers in New York State to
build up the regulatory machinery that has been de-
seribed may be partly judged from the following table
showing the expenses of the commission for the periods
designated:

First ﬁiteen montlns Julw 1 1907, to }Loptl 309 1E90.3 S $307, 734

Fiscal year from Oct. i 1‘)0‘2 to Sept. 909 <o s niails 216,575
Fiscal year from Oct. 1, 1909, to Sept, 80; 19100 e osmomes 295,443
Fiscal year from Oct. 1, 1910, t o Sept. 30, 1911........... 342,739
Fiscal year from Oct. 1, 1911, to Sept. 30, 1912........... 912,323
Fiscal year from Oct. 1, 1912, to Sept. 30, 1913........... 373,068
Fiscal year from Oct. 1, 1913, to Sept. 30, 1914........... 405 955
Fiscal year from Oct. 1, 1914, to Sept. 30, 1915........0 438,056

$2,818,893

The approprlatlonb for the last fiscal year, from Oct.
1, 1915, to Sept. 1, 1916, amounted to $394,296. The
foregoing figures, however, do not include $43,414 ex-
pended from a special fund of $100,000 appropriated to
investigate telephone rates in New York City. Prob-
ably the real cost of the commission for the nine years
of its existence will be not far from three and a quarter
million dollars.
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New Clubhouse for Employees

Chicago Surface Lines Opens New Clubhouse for
Its Employees, Made Necessary by the Growth
of the Club Formed Two Years Ago

BOUT 600 employees including the various officials

and department heads were present at the opening of
the new Chicago Surface Lines clubhouse at 1126 North
Dearborn Street on Jan. 20. The club quarters are the
natural outgrowth of the activities of the Surface Lines
Club which had its beginning just two years ago when
a small group got together in a bowling club. The idea
grew from the good spirit of this small organization
and the officers fostered the plan of promoting the feel-
ing of fellowship and common interest among the em-
ployees until the club came to include some 700 mem-
bers from the administrative offices with a women’s
auxiliary of eighty members.

From the enthusiasm which prevailed at the first an-
nual banquet at the Midday Club, at the dances and
other social events, it became evident to the officers that
the club should have a home. The property on Dear-
born Street offered the possibility. This is a three-
story building on the north side, five minutes from the
loop, which was originally built as a club house for the
old Lincoln Cycling Club.

When the Union Traction Company built its cable-
power house just back of this on Clark Street, it was
forced to purchase this property on account of the vibra-
tion caused by the heavy engines. The place has since
been leased to different oroamzatlons with the last lease
expiring on Aug. 1, 1916. Shortly afterward the officials
decided to make this the social center of the company,
and accordingly began making the building ready. The
interior was rebuilt and redecorated completely, except
two rooms on the main floor which are now used for the
library and the chess and checker room, in which the
old genuine black walnut woodwork was refinished and
retained. The rooms were pleasantly furnished and the
club equipped with two bowling alleys, an indoor golf
course, swimming tank, gymnasium, etc. The library
and lounging room on the first floor were furnished in
a particularly attractive manner. There is also an
auditorium which will seat 600 people comfortably, and
a stage large enough to serve the company’s entire or-
chestra. This room will also be used for dancing.

At the opening gathering, President L. A. Busby, H.
A. Blair, J. E. Wilkie and A. J. Klatte, president of the
club, gave short addresses, and the company orchestra
furnished music. Later the ladies’ auxiliary served

‘light lunch and dancing followed.

It is the plan of the club to reserve the bowling alleys
and swimming pool for the use of the ladies one evening
a week. The present activities of the club will probably
be extended later on to include certain educational fea-
tures, and it may eventually become a section of the
American Electric Railway Association.

In keeping with an annual custom the Illinois Trac-
tion System, Peoria, Ill.,, has awarded prizes to the sub-
station attendants at stations where the appearance of
stations and station grounds was the best during the
past year. For stations with an agency first prize was
awarded to Pithian, second prize to Harristown. For
stations without an agency first prize was awarded the
attendants of the substation at Anderson, second prize
to Virden. In the bulletin announcing the prize win-
ners Signal Engineer John Leisenring comments on
the improvement in condition of many other stations.
The competition for the 1917 prizes promises to be de-
cidedly keen.
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Developing a Publicity Plan

Immaturé Publicity Ideas of Officials Handicap Publicity Men—Latter Must Have Real
Chance to Show Way to Publicity—Means of Promoting Loyalty of
Employees and Minimizing Public Antagonism

By W. DWIGHT BURROUGHS
Publicity Manager, United Railways & Electric Company, Baltimore, Md.

N electric railway contemplating the employment
Aof a publicity manager should first determine that

it wants publicity. The man approached to under-
take such work should assure himself that the organi-
zation wants publicity. Wanting a publicity man and
wanting publicity are not so closely related as the un-
initiated may suppose. The reason for this is that the
average railway official is so thoroughly wrapped up in
the minutize of his business that he has no publicity
ideas at all, or those that he has are of such a primitive
character that they are worse than useless—they are
dangerous.

It is all very well when the employing organization
understands this. It too frequently happens, however,
that such is not the case, and the publicity man’s first
task is to disillusionize his employers. Sometimes this
is his most difficult and discouraging task. Publicity
men who have met such conditions tell me the more
primitive the publicity ideas held by company officials,
the more insistent these men are that such ideas are
the actual goal posts of successful publicity. This
attitude, if persisted in, stultifies the most efficient
efforts that might be employed by the publicity
man for the good of the organization. It blocks the
way to the accomplishment of anything that proper
publicity would bring, and when such officials finally
come to a realization of the stationary position they are
occupying, they simultaneously realize that they did not
want publicity in the first place.

Do Not TIE YoUR PUBLICITY MAN DowN

Hence, if you imagine you want a publicity man, sat-
isfy yourself that you really want publicity. Then get
a good man—one who will have confidence in you, as well
as one in whom you will have confidence. Give him a
chance to learn something about the business, and then
let him show the way to publicity.

Do not tell him all you know and require him to fol-
low your ideas without deviation. Do not give him a
guide book to publicity and tell him to follow exactly all
the rules laid down therein. Do not hand him a copy of
the address of some one at the Atlantic City convention
and tell him to have no other rule than those laid down
in that eloquent paper. Do not show him a magazine
article by a publicity man—Burroughs or anybody else
—and direct him not to depart from the suggestions
made in it.

Your publicity man can absorb a great deal of good
from all these various agencies, but he should not be
tied down to any rules that have not been predicated
upon the conditions he finds in your organization and in
your community. Tell him all you know of publicity,
give him the guide book if you want to, let him read
all the convention addresses and the magazine articles
on publicity, and then tell him to select from each of
these sources the best ideas to meet the particular situa-
tion which he has to meet.

Persons who make a close study of railway operations
must be impressed with the care exercised—frequently
under the most discouraging and unfavorable condi-
tions—to cater to public comfort, convenience and

safety, and to comply with public demands. I believe
that the railways desire to give the people what they
need; that they are anxious to render the best service
possible, and that they accept the legal maxim: “When
you devote your property to a use in which the public
has an interest, you grant to the public an interest in
that use and must submit to being controlled by the
public for the common good to the extent that such in-
terest is created.” And, generally speaking, I believe
that railways dissent from suggestions for their con-
trol only when they believe the suggestions do not
represent the public will, and when they are not sat-
isfied that the control sought is for the “common good.”

It is so very easy to understand that the best interests
of such a public service corporation as an electric rail-
way is to do the people’s will, that there can be but one
answer to the question: why does any part of the public
assume, as it undeniably does, that the company is an-
tagonistic to the people, arbitrarily set against them,
contrary-minded and obdurate, pompously running
roughshod over the community without leave or license,
save when it is summarily seized by the neck and shaken
to its senses? And that answer is, the people do not
know. They have not been taught to think kindly of cor-
porations generally, and they have had many opportuni-
ties to be misinformed concerning the railway in par-
ticular.

There is not a man in any railway-blessed city in the
land who, if he took stock of his store of information,
would not find that he knew fifty good things about the
electric railway, fifty ways in which it was of indis-
pensable worth to him. Yet, because he knows one
thing that he does not like (which fact does not signify
that it is wrong), he is prone to forget the fifty benefits
he enjoys and rise in indignant protest, denunciation,
abuse and insult. No public service corporation will
ever be free from unjust attacks. There is no earthly
possibility of the extinction of the fanatics, grouches
and unreasoning people who constitute an ever-present
thorn in the side of everything good. But the vast ma-
jority of the people are reasonable, if one can reach
them and direct their reasoning into correctly charted
channels, and this directing must be done by practice
and preaching.

FOSTERING THE SPIRIT OF SERVICE

One of the best forms of preaching for an electric
railway is that done by individual employees. For in-
stance, the newspapers may devote columns of space to
articles saying that street railway treats its men with
fairness, but the man who reads these columns will not
be half so much impressed as he will be by the plain
spoken answer of an employee in such a conversation as
follows: ‘“Where are you working?” “On the Sixth
Avenue line.” “How do they treat you?”’ “Fine!”
Here is the ideal situation. The company has won the
loyalty and confidence of the employee, and he has be-
come a preacher to the people. Railways need thousands
of such preachers, and they will be far more eloquent
than a whole lot of words in the newspapers.
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The problem of every publicity man is to promote and
foster a spirit of service in employer and employees,
and to help this spirit of service to become generally
recognized in the community as synonymous with safe
service, courteous service and efficient service? To the
extent that a corporation is able to instill in the heart
of each individual and into the daily practice of every
employee this spirit of care, courtesy, capability and
co-operation, to that extent will it progress toward the
solution of the problems that it is called upon to face.
If a railway is diligent, constant and conscientious in
its devotion to service, it is going to infuse some of this
self-same spirit into the public mind and action, win its
confidence and strengthen its moral support.

One may appear rather optimistic and enthusiastic in
thus expecting a development of greater devotion to the
organization among its employees and a cultivation of a
clearer understanding of the organization by the public,
but optimism and enthusiasm, faith and energy are es-
sential to the accomplishment of the things in mind, if
one intends to go after them in dead earnest.

SUCCESS REQUIRES TIME

In this undertaking it is impossible to achieve a con-
siderable measure of success in a day, a week or a
month. One can make headway with an individual in a
day, an hour or probably an instant. A courteous word,
a considerate act, something which is done right and
which the layman can see might have been done wrong
with the exercise of less care—any or all of these will
help to win a friend. But it will not suffice for Citizen
Smith to have a good opinion of the gentlemanly quali-
ties of Jones, the conductor; or of the proficiency of
Brown, the motorman; or the accuracy of Black, the
clerk, or of the executive ability of White, the official.
He must come to know that Jones, Brown, Black and
White are not exceptions but are types of the men
throughout an organization which is doing with all its
might everything it can to render the public a safe
service, a courteous service and an efficient service.

In an effort to analyze ways and means of encourag-
ing employees and promoting loyalty to a company and
of minimizing public antagonism and cultivating pub-
lic support, I have arranged a classification of ideas
which may be considered severally or jointly. Some of
these are now in practice in many companies. Others
are probably impracticable in some cities. Some that
appear at first blush to be impracticable may prove
upon consideration to be perfectly feasible.

For CULTIVATING PUBLIC SUPPORT

1. News articles for the newspapers concerning the
activities of the company:
a—~Construction work (prospective, under way and
completed). .
b—New, remodeled and improved equipment.
¢c—Routes and re-routing.
d—=Schedule changes.
e—~Special provision for meeting specific conditions.
f—Such action of the board of directors or officials
as may be interesting to the public, ete.
2. News articles for the papers concerning resorts
reached by the company:
a—Current and coming attractions.
b—Public activities at these resorts, with daily
publication of organizations attending, games
scheduled, etec.
3. Feature articles for the newspapers concerning in-
teresting phases of the railway business.
4. Transfers; use of the reverse side for safety ad-
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5. Folders.

6. Newspaper advertising.

7. Leaflet for distribution in the cars weekly:

This should be prepared with the idea of inspiring it
with an educational value through the presentation in
concise form of plain, striking facts and figures with
which the public is not familiar, but which it should
know if it is to be led to a proper conception of the rail-
way’s place in the life of the community.

8. Talks on interesting railway topics to community
gatherings and civie, social, church and other organiza-
tions.

9. Safety first exhibition, or a general railway edu-
cational exhibition.

For ENCOURAGING EMPLOYEES:

1. Sports:
a—DBaseball.
b—Bowling.
c—Billiards.
d—Outings.
e—Other pastimes.
2. Entertainment:
a—Reading rooms.
b-—-Periodic meetings at which there may be talks
on railway matters by heads of departments,
etc., and on general current interest topics by
outsiders.
c—Other entertainment.
3. Publicity: ’
a—Newspaper reports of results of contests, ete.
b—Newspaper reports of anniversaries of service,
ete.
c—Personal items to be placed in the newspapers
for the men.
d—A magazine:

This should be published monthly. Its contents
should be informative and encouraging; not too techni-
cal, but instructive and helpful—including good, plainly
written contributions from heads of departments, etc.,
on various phases and features of the street railway
business, the operation of the road, daily transportation
problems and how they are solved, methods of man-
agement, the system in different departments, etc. With
all its seriousness it should avoid heaviness and sombre-
ness, though it should impress its readers with the dig-
nity and importance of the respective posts which they
fill and of the duties they are called upon to dis-
charge. In short, it should be worth while to every
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