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Foreword 

At the commencement of this technical assistance assignment, the Fourth 

Judicial District Circuit Court in Multnomah County, Oregon, utilized 282 forms 

to conduct its daily administrative operations. Most of these forms were not 

designed by persons with expertise in forms design principles and practices. 

The court determined that the growth in numbers of forms had stabilized and that 

it was an excellent time to review and analyze the use of forms in the court. 

The court felt that future administrative operations would be impaired unless a 

forms management program could be established that would control the creation, 

design, use, and inventory of court forms. 

On January 15, 1980, the Oregon Law Enforcement Council endorsed the Mult­

nomah County Circuit Court's request to the LEAA Criminal Courts Technical 

Assistance Project at The American University for technical assistance in deve­

loping and implementing a forms management program for the court. This request 

was approved by LEAA on January 24, 1980. The court specifically requested the 

professional consulting services of Lysinger and Raybern Associates, a Portland 

firm specializing in assisting organizations in cost containment through organi­

zational research and development, increasing white collar productivity, simplifying 

paperwork, and expediting flow of information. Lysinger and Raybern Associates 

have designed and implemented organizational development programs for a number of 

public and private businesses and institutions in the Northwest. 

On May 5, 1980, project staff member William Linden conducted a problem de­

finition site visit for three purposes: to further explore the background of the 

request; to assess the scope and substance of the problem; and, to meet with the 

prospective consultants. Mr. Linden met with Mike Hall, Circuit Court Administra­

tor; John Donnelly, Coordinator for Administrative Services; and consultants 

Constance Lysinger and Linda Raybern. As a result of that meeting, it was agreed 
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that Lysinger and Raybern Associates would develop and begin impiementation of 

a forms management program with the assistance of Beatrice Hoffman, a specialist 

in court management analysis. The consultants worked with court staff for ap­

proximately twenty days from June through September 1980. During the early stages 

of the on-site assistance, court staff turnover in two key forms management positions 

caused a delay in the project. This delay created the need for follow-up assist­

ance after the completion of the original scope of effort for the purpose of pro­

viding additional orientation and training for key court staff. This one day 

follow-up session, Phase II, is tentatively planned for December, 1980. 

This report describes the development and implementat'ion of a foY'ms services 

program'in the Circuit Court resulting from this technical assistance effort. It 

concludes with an assessment of present and future benefits to the Circuit Court 

from implementation of the consultants' recommendations" some of wh'ich had been 

implemented during the site work as initial steps in the establishment of a formal 

Forms Services Program. 
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I. INTRODUCTION 

A. Purpose of Consultancy 

The request for assistance submitted by the Multnomah County Circuit Court 

described the problems caused by the court's ineffective procedures to monitor the 

use of forms. After conducting an initial survey of those problems, the following 

project objectives were set: 

B. 

1. To establish better control over forms inventory. 

2. To implement an inventory record-keeping system 
which could be automated easily at a later date. 

3. To introduce techniques for improving the functional 
design of forms. 

4. To develop effective procedures and logistics for 
the Forms Services function. 

5. To develop the information resources required to 
support the Forms Services function. 

6. To design a plan for an ongoing program of Forms 
Services. 

Definition of Terms 

• Form: 

• 

• 

• 

Any object (usually paper) containing preprinted (static) 
information and flaving space for variable information to 
be entered by hand or by machine. 

Perpetua'l Inventory: 

A method of inventory record-keeping which records both 
receipts and issues and maintains a running balance. 

Procedure: 

A chronological record of the steps in a process showing 
division of responsibility among more than one person. 

Job Outline: 

More detailed than a procedure, this is a description 
of the steps involved in a task performed by a single 
pe~son. Not to be confused with a position description 
WhlCh describes all of the functions associated with the 
position. 
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C. Philosophy of Forms Services 

White collar productivity has not kept pace with that of production workers. 

Government-related organizations spend a majority of their time processing forms 

and reports. It has been estimated that approximately 30% of that time is wasted 

due to inefficient forms and procedures. This problem has spotlighted the need 

to apply sound management techniques to forms and related information resources. 

The goals and objectives of a Forms Services Program should include the 

following: 

- to enhance the quality and flow of information through 
scientific forms analysis and design 

- to effect substantial savings in clerical and executive 
time through systems (manual) analysis 

- ~o avoid unnecessary costs through specialized forms 
lnventory management and improved purchasing practices. 

Although these objectives remain similar from one organization to another, 

the Forms Services Program must be custom-designed to fit each organization's 

unique division of re$ponsibility and existing resources. 

Performance of the essential services, as described in detail in this report, 

requires up-to-date knowledge and/or expertise in the following areas: 

Creative Problem Solving (Manual Systems Analysis) 

- Procedures Writing 

Forms Analysis Techniques 

- Form Design Principles 

- Specifications Writing 

Printing/Reproduction Technology 

- Forms Procurement Practices and Source Selection 

- Inventory, Storage, and Distribution of forms vs. office supplies 

- Automated Office Technology 

- Office Management Principles 
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Forms Services does not need to be an empire. The essential functions may 

be divided among several departments without detriment if all participants agree 

to several terms: 

- a formal division of authority 

- a formal division of responsibility 

- the goals and objectives of the service 

the performance standards required to provide 
acceptable service 

an organized method for communicating essential 
information and sharing information resources 

Forms Services is much more than "management" or "control". It attempts to 

provide white collar workers with tools to assist them in doing their jobs in an 

efficient and accurate manner. 

D. Methodology 

Forms Services includes a variety of disciplines as described, above, in 

"Philosophy of Forms Services". The consultants' initial needs survey estab­

lished that the staff of the Multnomah County Circuit Court did not have suf­

ficient expertise in these areas to implement a Form Services Program merely 

from a written plan of recommendations. Because of this situation, it was agreed 

that the Criminal Courts Technical Assistance Project would authorize additional 

consultant time for on-site training of court staff through some of the requisite 

program development steps. This report describes the sequence of events or tasks 

in developing the Forms Services Program at the Mu1tnomah County Circuit Court 

and recommends steps for further development and. maintenance of the program. It 

should be noted that several tasks had to be postponed to a later phase of the 

project due to turnover in key staff positions. 

1. Sequence of Events 

a. Survey 

b. Evaluation of , survey; determination of objectives. 
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c. 

d. 

f. 

g. 

h. 

[At this 

Initial set of instructions for preparation given to 
the court staff. 

Master files established. 

Seminar held for Forms Coordinators: orms erVlces IIF S . 
Principles ll and IIEvaluation of Formsll. 

Preparation begun for forms inventory function. 

Seminar held for Forms Coordinators: IIBasic Analysis, 
Design, and Production of Business Forms" 

point, work had to be postponed pending the hiring of a new Records 

Manager and Office Assistant II, the two key people in the Forms Services function. 

As a result of this significant organizational change, it was determined that the 

consultants' assistance would be required after the completion of this original 

scope of effort. The purpose of this assistance, hereafter referred to as Phase 

II, will be to clarify divisions of responsibility and to orient key administrative 

offi ci a 1 s to the overall potenti a 1 of the new Forms Servi ces Program.] 

i. Clerk oriented to final inventory set up process. 

j. Procedures for the necessary activities drafted and 
presented for review to the new Records Manager. 

k. Interim Office Assistant II oriented to forms inventory 
procedures and records. 

1. Staff oriented to establishing use rates and reorder 
levels. 

m. Review of procedures with modifications. 

n. Seminar held for Forms Coordinators: II Introduction 
to the New Procedures and Responsibilities of the 
Forms Coordinators". 

o. Orientation of new Office Assistant II to the inventory 
system. 

p. Preparation of final report. 
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II. ANALYSIS OF EXISTING SITUATION 

A. Survey 

1. Sources Evaluated 

The initial survey took three days. Information was gathered from several 

interviews with John Donnelly, Court Records Administrator at that time, and Gary 

Smith, Office Assistant II. The consultants also toured the forms facilities at 

the courthouse. Later the consultants interviewed Mike Huff, Manager of City/ 

County Duplicating, and toured that facility briefly. Mike Hall, the Court Adminis­

trator, was not available for an interview at that time. 

2. Questions Asked 

The purpose of this survey was to assess the following factors: 

- the degree to which the court was achieving standard 
forms management objectives (see I.C.) 

- additional objectives/special emphases desired by the 
court administration (see II.B.) 

- management philosophy and style of the court admin­
istration 

- average estimated systems life of the court's forms 

- number of active forms in use in the court 

- current automation of information resources, and 
future automation plans 

- adequacy of forms storage facilities 

- review and reorder procedures 

- forms design standards 

resources for information flow analysis and forms 
analysis 

number of staff available for ongoing Forms Services 
Program 

- level of technical knowledge of those individuals 
directly involved in any aspect of Forms Services 

5 
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Evaluation 

number and diversification of primary users of forms 
in the court 

requisition and distribution procedures 

- forms purchasing options, constraints, and procedures 

- forms production resources available to the court 

existing documentation on forms and availability of 
that data 

- tost control improvement possibilities 

- form numbering system and control of numbering 

- obsolete form procedures 

1. Stated objectives vs. actual objectives 

a. The initial objectives of the court were stated as follows: 

1) to achieve better control of forms being created 
unnecessarily 

2) to design a plan which the court staff could 
follow in implementing total Form Services 

3) 

4) 

5) 

6) 

to develop better control of form numbers 

to establish better control of form numbers 

to learn techniques for designing more effective 
forms including an analysis checklist 

to prepare for eventual conversion to an automated 
inventory system 

b. Additional problems were discovered through the survey and subsequent 

analysis. These problems include the following: 

1) storeroom grossly overcrowded 

2) storeroom arrangement inconvenient 

3) 

4) 

5) 

no distribution records kept 

irregular packaging, which causes errors in inventory 
counts and subsequent stock-outs 

too frequent occurence of stock-outs 
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6) inventory system inadequate for controlling 
stock 

7) little management information available from 
inventory system 

8) minimal knowledge of printing specifications 
among staff 

9) no formal information flow analysis (manual 
systems analysis) being done 

10) no procedure for automatic printing of standard 
forms 

11) Office Assistant Ills work load too fragmented; 
ordering of supplies of forms not batched 

12) forms produced incorrectly - with absent or 
wrong features 

13) no forms analysis being done on forms being 
created or revised 

14) most forms suffering from design problems 

c. This evaluation led us to restate the objectives and reorder some of 
the priorities. (see 1< A. of this report) 

2. Strengths found include the following 

a. Alphabetical and user indices to the forms which can be 
used as is until automation is available. 

b. Motivation and awareness of the importance of good forms 
management on the part of the Records Manager and Office Assistant. 

c. Good cooperation between the Forms Coordinators and the 
Forms Services staff. 

d. Good turnaround time on forms with simple construction. 

e. Exceptional perceptiveness and progressive management 
style on the part of the Court Administratm'. 

7 

, 



r ... ·- .~ 

j 

I 
I 
I 
I 
I 
I 
I 
[ 

[ 

[ 

--
[ 

[ 

., I 
I 
I 
I 
I 

III. DEVELOPMENT OF THE FRAMEWORK FOR FORMS SERVICES 

A. Responsibility Distribution 

A desired breakdown of responsibility was given to the consultants by the 

Court Records Administrator, John Donnelly, at the beginning of the project. A 

summary of that breakdown is as follows: 

1. Manual system analysis and paperwork flow studies were 
to be done by the Court Administrator, Mike Hall because 
of his knowledge of industrial engineering. ' 

2. Form~ anal~s~s was to be done by John Donnelly because 
of hlS posltlon as Records Administrator and his having 
attended an introductory class in forms management. 

3. Forms design was to be done by each Court Coordinator 
and other key staff for his or her own area. 

4. Pre~a~ation.of camera-read~ copy was to be done by the 
Admlnlstratlve Secretary S1nce this was already included 
in her responsibilities. 

5. Inventory, storage, distribution, purchasing, file maintenance 
and all other forms-related tasks were to be the responsibilty 
of the Office Assistant II. 

In early July, because of the staff changes mentioned earlier, it beCdme clear 

that this breakdown was unworkable. At that time there was a discussion of the en­

tire project with the Court Administrator. Based on his increased awareness of 

what Forms Services could offer, the Court Administrator requested a follow-up 

seminar, Phase II. In the interim, the Court Administrator will be able to discuss 

possible future goals with the new Records Manager, new Office Assistant II, and the 

person responsible for the court's written procedures. The follow-up seminar will 

hopefully produce a good division of responsibility. 

B. Administrative Logistics 

7 I 

1. Procedures for creating a new form and redesigning an existing form were 

developed. All "actors" in the system were oriented to their }'oles. 

2. Job outlines (description of tasks) were developed for the tasks shown below. 

The Records Manager and Office Assistant II have been briefed on their uses. 

B 

." 
! 

Form Number Assignment 

Posting a Manual Perpetual Inventory 

Calculating Weighted Use Rates 

Ordering a Form from Printing 

Receipt of Forms Supply 

Receipt of Cost Information 

Discontinuing a Form 
Objective: To remove obsolete forms from the 
system while documenting the reason and authority 
for the action. 

Updating Forms Files 
Objective: To keep form files current, thereby 
enhancing their usefulness. 

Annual Purging and Auditing 
Objective: To make the best possible use of file 
space; to ensure that obsolete material is discarded; 
and that active files are well-organized, up-to-date, 
and useful. 

3. A model for Forms Design Standards was developed and presented to the 
Records Manager. 

4. Samples and/or introductory supplies of the following forms were provided 
to the Court by the consultants: 

File divider identification labels 

Form Number Reservation and Checklist 

Numerical Index 

Perpetual Inventory Record 

Traveling Requisition 

Hold Notice 

Forms Analysis Checklist 

Form Specification - Commerical and Envelope 

Form Specification - Unit Set 

Form Specification - Continous 
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Revision Checklist (Records Update) 

Purging Checklist 

Discontinue Form Checklist 

Form Status Inquiry 

Form Evaluation 

5. The following materials developed for the other organizations were 

supplied for reference: 

History (Master) File 

Running the Forms Store 

Deciding Which Forms to Include in Central Inventory 

Distribution of Forms 

Forms Inventory Principles 

C. Information resources required to support Form Services 

1. The Forms Master File 

The Forms Master file was established and is currently in use. It consists 

of a separate hanging folder for each form with three dividers in each to organize 

the records for easier retrieval of information. This file is consulted each time 

a form is printed. It documents the current activity and historical aetails on the 

form. Individual stacks of documents relating to forms have been interfiled, there­

by eliminating the existence of several different sources of information about 

the forms. 

2. Form Number Index and Reservation System 

Cards were used for this index because it is frequently updated and the 

Reservation method required that the number be removed from the "available" category. 

This system effectively eliminates assigning a number to more than one form and pro­

vides for re-use of a number if desired. Extensive cross-referencing is included to 

expedite locating forms when numbers change or when one form is replaced by another. 

The "Reservation" is also a requisition to prepare the file folder and other records 

necessary at the time a new form is created. 
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D. Inventory Management 

1. The "perpetual inventory" method was chosen because of the number of 

forms used in the court and the expressed desire to automate inventory record­

keeping in the future. The advantages of this system to the court are as follows: 

a. it provides for better control over the balance-on-hand of the 
forms . 

b. it provides a visible history of the usage of each form 

c. it provides for trends analysis in use rates 

d. it collects unit price information, and provides for 
first-in/first-out pricing and for charge-backs 

e. at any time after six months, the data collected can 
be converted to an automated inventory system and be 
immediately useful 

f. it provides much more management information than is 
possible with other methods 

NOTE: The critical basic step in implementing the forms 
inventory, repackaging and reorganizing the store­
room, had to be postponed from July to October due 
to staff turnover. 

E. Mini-Seminars Held 

Three seminars were held for all the staff who are responsible for authoring 

forms or managing them in some way. These individuals were given the informal title 

of "Forms Coordinators". The overall pU'rpose of the seminars was to enhance the 

technical knowledge of these people and to increase their understanding of and sup­

port for the new Forms Services Program. 

1. The first seminar was a three-hour introduction to "Principles of Forms 

Services". The objective was to acquaint the Forms Coordinators with the functions 

of a Forms Services Program and common symptoms of a poorly designed form. The 

participants shared experiences which illustrated the need for better Forms Services 

in the Circuit Court. 
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2. The second seminar, four hours in duration, included the basis of form 

analysis, design, and production. The objective was to introduce some techniques 

that the Forms Coordinators could use when authoring forms. A copy of Marvin 

Jacob's book, Forms Design Clear and Simple, was presented to each participant 

to use as a reference. 

3. The final seminar was an orientation to the procedures and standards 

described in II. B. 
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IV. RECOMMENDATIONS 

A. Logistics 

1. Responsibility Analysis 

Identify those who will be responsible for system (manual) analysis, forms 

analysis, forms design, specifying, purchasing, etc. These responsibilities should be 

assigned during the Phase II follow-up meeting. 

2. Authority Analysis 

Levels and assignment of authority also need to be made during the Phase II 

follow-up meeting. 

3. Policies 

The following policies (minimum) should be established: 

a. ordering supplies of forms. 

b. use of form design standards. 

4. Procedures and Job Outlines 

The procedures, job outlines, and job standards listed in Section III. A. 

should be rewritten to conform to the format of the Multnomah County Circuit Court 

Administrative Manual. These all should be updated at least annually to reflect 

current practice. 

B. Resources 

1. Forms Master File 

The Forms Master File should be diligently maintained to achieve its full 

value. 

2. Form Number Index 

The Form Number Index and Reservation System needs to be updated to 

cross-reference forms which are being discontinued. 

3. *Alphabetical index to forms. 

4. .*Specifications index to forms. 

5. * !lUser" index to fonns. 

6. * "System Family" index to forms. 

13 
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7. '>\- "Function" index to forms. 

* Where text/word processing equipment is available, each form should be 
entered on it and coded for these index functions. 

C. Inventory Management 

.7 / 

1. Urgent 

a. Every effoy't should be made to track down each form for which a 
number, a sample, or other record exists. Several questions must 
be answered concerning each form: 

Who is using the form? 

If the form is in current use, how many are used 
each week/month/year?, where is the supply of this 
form located?, are changes anticipated for this form? 

If the form is no longer used, a "Forms Status Inquiry" must be 
completed which shows disposition and authoring signatures. 

b. Stocks of any obsolete forms should be discarded or recycled. 
Related records should be updated. 

c. The forms storage room Clvault") must be reorganized to be in strict 
numerical order with cross-references at appropriate shelves to in­
dicate location of any forms not in their sequence regardless of any 
reason. A minimal amount of space should be allow for "fill-in" form 
numbers which are presently unassigned. This will prevent extensive 
and frequent physical reorganization of the storage area. 

d. Stocks of all active forms should be repackaged in the smallest logical 
unit of issue. These package quantities should be entered on a specifi­
cation record for each form to ensure that the printer packages them 
appropriately in the future. 

e. The Director of City/County Duplicating should be notified in person 
and in writing of the following court needs: 

1) To receive all supplies of printed forms packaged 
exactly as requested, and 

2) To provide written specifications for each ordered 
form attached to (but not transcribed onto) the 
Pri nt Orders. 

f. A regular weekly schedule should be established for posting inventory 
and processing the resulting actions. 

g. "Hold Notices" should be placed on each active form which has a non­
standard form number to ensure that the form will not be reprinted 
without change to a standard number. 
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h. "Ho1d Notices" should be placed on each active form which may be 
cryanged at the next printing or which may be discontinued. This 
wlll ensure that the form will not be automatically reprinted as is. 

2. First Week of November, 1980 

a. All reorder and notification levels should be re-eva1uated on the 
basis of actual usage history from August 1, 1980. 

b. Actual usages for each~of the three months should be recorded onto 
the "Traveling Requisitions". 

ESTIMATED TIME TO COMPLETE: 30 hours 

3. First Week of February, 1981 

a. A11.reorder and.notification levels should be recalculated on the 
basls of the welghted use rate since August 1, 1980. 

b. Actual usages for each month should be recorded onto the "Travel 
Requisitions". 

ESTIMATED TIME TO COMPLETE: 40 hours 

4. Ongoing ~aintenance (while on the manual inventory system). After the 
ca1culatlons under 3. a. are completed, recalculations of weighted use 
rates and levels should be made either at the time each form is ordered 
or quarterly, whichever comes first. 

5. As soon as Practical 

a. One of the following distribution methods should be adopted to en­
sure accurate usage history and to reduce the need for emergency 
delivery of forms to using areas: 

1. "Exchange Cart". A one-month supply of each form used in a 
given area would be placed in a portable box or mail cart 
and parked in the using area. Once weekly, on a prearranged 
schedule, the cart would be brought to the forms storeroom and 
restocked up to a one month supply. The amount used would be 
recorded by form, date, and using area. 

ADVANTAGES: 

I Improved convenience to the forms users. Greatly 
reduced number of emergency deliveries. 

• E1minin~tion of stockpiling and resulting uneven 
usage hlstory and obsolete stocks at using sites. 

• Reduced distribution time for Forms Services staff. 

• Reduced wasteage. 

~ Convenient chargeback accountability if carts are 
located in each cost center. 

15 
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DISADVANTAGES: 

- Initial investment of purchasing carts. 

- Initial time required to work out maximum quantities 
of each form for each area and to set up. 

Space required to park carts at each using site. 

Written Reguisitions. All deliveries required by using 
areas would be ordered in writing on requisition forms de­
signed for the purpose. No deliveries would be made without 
a properly completed requisition. 

ADVANTAGES: 

• Convenient documentation for chargebacks as well as for 
posting inventory. 

• Forms Services staff could IIbatch ll deliveries and recording 
to make more efficient use of time. 

• Emergency deliveries would be somewhat reduced if users 
were on a weekly schedule for orders and were well-oriented 
to the procedure. 

• Use of the requisitions for data entry source documents would 
be possible with minimal additional entries by Forms Services. 

DISADVANTAGES: 

Considerable incovenience to the using areas in having to 
write out orders. 

- Orientation period of several weeks required to accustom 
users to projecting their needs accurately and in a timely 
manner. 

- Little control over stockpiling and resulting problems. 

b. The Inventory system should be automated to achieve greater efficiency 
and accuracy. Since actual automation was not an objective of this pro­
ject, we recommend that cirteria for hardware and software selection 
and output requirements be determined by a separate project or included 
in a follow-up to this project. 

D. Forms Analysis and Design 

One staff member should be assigned responsibility for forms analysis and design 

to achieve maximum improvements in clerical productivity and form effectiveness and 

to effect cost savings. This individual would need advanced training. Time would 

have to be set aside for this training. 
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If the presently appointed Forms Coordinators are expected to continue as 

the sole source of forms analysis and design, the potential for improved paper­

work systems and productivity will not be realized. The Form Coordinators will, 

however, be able to effect improvements over forms created prior to this pro­

ject.if they individually have the time and interest to pursue the matter. 

E. Specifying and Purchasing Forms 

1. The court should purchase or have printed IISpecification Records ll for forms 

of three types: flat, unit sets, and continuous. The specification record for flat 

forms may also contain the appropriate fields for brochures and envelopes. The forms 

may be custom designed or modified versions of forms used elsewhere. A source of 

lIoff-the-shelf" specification records for unit set and continuous forms is the 

National Business Forms Association, 433 E. Monroe Avenue, Alexandria, Virginia 

22301. NBFA should be contacted directly for price and ordering instructions if 
this source is selected. 

2. At the time each form is ordered (purchased), a Specification Record should 

be prepared or reviewed and updated if already prepared. The Forms Services staff 

should bear this responsibility ultimately since advance training in Form printing 

and usage is necessary. Ideally, the individual doing the analysis and design 

should write the specifications. 

3. The benefits of using written specifications are as follows: 

• ~or~s are,prod~ced with the required features because 
1t 1S much eaS1er to think of all the variables with 
the Specification Record acting as a cue sheet. 

• T~e printer cannot substitute other specifications 
w1thout approval. 

• In case.of ~rror, responsibility for paying for the 
correct10n 1S well documented. 

• Forms ~e~rinted w~t~out.change can use a photocopy of 
the or1g1nal Spec1f1cat10n Record. This would eliminate 
t~anscription er~ors and omissions and reduce clerical 
t1me for process1ng. 
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4. Although cost reduction was not included by the Court as an objective of 

this project, certain savings will be possible as a result of the framework imple­

mented. Other savings can be realized with minor additions to the program. In 

spite of the purchasing limitations placed on the Court by its affiliation with 

the county duplicating and purchasing functions, the following steps can be taken: 

• By using the information provided by the weighted use rate 
resulting from the Perpetual Inventory, economic order quanti­
ties can be determined. This will be a change from the previous 
method of educated guessing or ordering the quantity ordered at 
a previous printing. The new method should provide for cost re­
ductions, elimination of overstocking, reduction of obsolete 
stocks, better use of storage space, and minimal rush orders due 
to stock- outs. Gradual implementation of this process should be 
completed by February, 1981. 

• When an automated Specification Index can be implemented, it will 
be possible to group and order forms by specifications. This pro­
cess will result in large quantity discounts which would be impos­
sible if the forms were ordered separately. This function will re­
quire the weighted use rate information which should be available 
by February, 1981, and adequate training in forms specifications 
for the individual coding the forms for the Specifications Index. 
This step should result in cost reductions of at leust 10% over 
the previous year's expenditures for forms. 

• For forms which are printed by "outside" suppliers, it may be 
possible to increase the order quantity to achieve a lower unit 
cost (within the constraints of use ability) by requesting that 
the supplier warehouse most of the supply and make monthly de­
liveries according to court needs. Many suppliers will provide this 
service at a minimal charge; however, few will do so at no charge. 
This arrangement might alleviate the crowded stockroom situation. 

• When selecting a supplier that will assist in the development 
and design of forms, make sure that supplier is capable of the 
task. Selection can then be made on the basis of the appropriate 
balance of quality, price, and delivery (lead) time. In the long 
term, this will result in savings. 

F. Camera-Ready Composition 

The Court is presently doing most of its own camera-ready composition on a 

standard typewriter as a cost-saving measure. Although these savings are important, 

many potential benefits of scientific forms design are lost because of the limitations 

of the typewriter. We believe it is possible to compromise and enhance the cost 

savings and convenience by one of two methods: 
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1. Composit'!on equipment could be purchased. Total outlay would range from 

$3,500.00 to $17,000.00 depending on the sophistication desired, what applications 

in addition to forms would be desirable, and whether the equipment is new or used. 

From four to eighty hours of training would be required. The length of training 

will depend on the sophistication of the equipment acquired. In addition to 

achieving better quality copy and utilizing improved forms design techniques, the 

cost of the equipment could be amortized fairly quickly if an even larger per­

centage of preparation could be done in-house. 

2. Oversize mechanicals could be purchased or printed. These are forms lay­

out grids which are drawn to scale iarge enough so that ordinary typewriter captions 

can be used, and when the form is printed, the image is reduced photographically 

to result in a printed form spaced according to the usage requirements. 

In any case, the individual preparing the camera-ready copy should receive fur­

ther training in forms design, forms composition, and forms pasteup. Possible sources 

for this education are: 

Business Forms Management Association, Inc., a non-profit 
organization for forms professionals. The Portland chapter 
w~ll ~e holding a seminar January 15 and 16. Topics covered 
wlll lnclude forms analysis and design and establishing an 
internal typesetting operation. 

t4ichael J. McCoy, of Seattle, offers a seminar on forms design 
and layout which would specifically address the needs of the 
Court. He will also be teaching one of the sessions mentioned 
in the BFMA Seminar. Mr. McCoy can be reached through the 
Forms Store in Seattle. 

Marvin Jacobs, of Cleveland, Ohio, offers frequent seminars on 
Forms Design and Forms Paste-up. These are not usually held in 
the Northwest; however, the BFMA seminar mentioned above includes 
a presentation by Mr. Jacobs. He can be reached through Formsman 
in Cleveland, Ohio. 

G. Chargebacks 

At a future date, the Court may wish to institute a chargeback system for forms. 

The Inventory System implemented in this project makes that possible by collection of 
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the necessary data. A chargeback system would require the adding of the unit 

price and total fieids to the document used to record issues (requisitions or 

other), and establishing the procedures necessary for accounting purposes. 

H. Information Flow Analysis (Manual System Analysis) 

This is an extremely important area in the Forms Services Program. Due to 

staff changes, it was not possible to initiate this function during this phase 

of the project. This topic should be addressed during the Phase II follow-up 

meeting. That meeting should include a discussion of criteria for assignment 

of reponsibility for information flow analysis. 

I. Staffing The Forms Services Function 

There is more than enough work performing all the necessary activities to 

keep a full-time employee busy. We recommend that the court hire or promote a 

present employee to this role as soon as feasible. Pay range should be equivalent 

to a person at a similar level in a data processing function. Discussion on posi­

tion description content and qualifications could be included in the Phase II 

follow-up meeting. 

J. Training 

S"lnce total forms services includes a variety of discipl ines, additional 

training of the staff providing the services will be necessary. This need is es­

pecially relevant in view of the turnover in key staff during this project. 

When the IIResponsibility and Authority Analyses ll are completed during the follow­

up assistance, a training plan can be designed to fit staff needs. 
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v. SUMMARY 

The Multnomah County Circuit Court identified the need to improve its forms 

management and requested LEAA funded technical assistance from The American Uni­

versity Criminal Courts Technical Assistance Project. This technical assistance 

provided by a team of two forms management specialists and a court management ex­

pert, produced analysis, recommendations, and actual implementation of the basic 

framework necessary to operate a Forms Services Program. A turnover in two key 

staff positions delayed the project for several weeks. This delay prompted the 

Court Administrator to request follow-up assistance, which will be provided dur­

ing a brief second phase of assistance. 

A. Benefits Realized 

1. The IIPerpetual Inventoryll system of record-keeping has been implemented 

and has begun to provide some management information. 

2. Forms Coordinators have been introduced to forms analysis and design 

techniques which should make it possible for them to effect some immediate improve­
ments in forms created and received. 

3. A comprehensive set of administrative logistics has been developed 
and introduced to the court. 

4. The IIForms Master File ll and IINumerical Index/Reservation ll system have 

been installed and are in use. It is now possible to locate all information 

available on a given form by consulting the IIMaster File ll . Control of form 

numbering i~ well-established. 

5. Charge-back of forms' costs to the using areas is now possible with the 
IIPerpetual Inventoryll system. 

B. Future Benefits 

These benefits will be realized in the future as a result of the completion 
of this project. 

1. The IIPerpetual Inventoryll system should reduce the number of stock­

outs by February, 1981, if recommendations are followed. 
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2. Conversion of the forms inventory to a computer application can be 

accomplished easily. The history being recorded at this time can be entered and 

used immediately. 

3. The plan for maintenance and development of the Forms Services Pro­

gram is partially contained in the recommendations section (IV.) of this report. 

The rest of the plan will be developed as a result of decisions made during the 

follow-up assistance. 

C. Future Objectives for Consideration 

1. The benefits of improved productivity and streamlined work flow would 

be made possible through appointment and training of an individual to the role of 

Form Specialist. See Recommendation IV. I. 

2. Sizeable hard-dollar savings could be realized through improved purchasing 

techniques as described in Recommendation IV. E. 

3. Automation of the forms inventory and indices would improve speed and 

accuracy of processing and release IIpeople time ll for other tasks. 
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VI. APPENDICES 

A. Exerpts from Forms Analysis, National Archives and Records 
Services, U.S. Government GSA p. 47. 

B. Formtitle Keys 

C. NBFA Fact Finder 

D. Forms Services Standard, Forms Design, National Archives 
and Record Service, U.S. Government GSA p. 1. 

E. Specification Sheets: Commercial and Envelope Unit Set 
and NCR Redigum Set, and Continuous. Dataform'Inc., 
Portland, Oregon. 

F. Goals.of Effective Inventory Management, Forms vs.. Office 
S~pplles, C~lculating Weighted Use Rates, History (Master) 
Flle~ Nume~lcal Index, Setting up a Cross Reference Index. 
Conm e Lys 1 nger 

G. December 1979 Forms Index Alphabetical Listing. 

H. December 1979 Forms Index Listing By User. 

I. Business Forms Management Association, Inc. Phamphlet. 
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A 

GUIDE FOR BASIC ANALYSIS 

ASIC-TO GET THE FACTS 

NEED 
What do the forml in the procedur. 

accomplish which justify their exilt­
.nce? 

What other forml are related, or 
duplicate in whole or in part the 
information reque.ted? 

What inadequacies or. there in the 
forms in the procedure? 

PEOPLE 
Who require •. ~e data? 

Who enten th. informotion? 

Who extracb the information? 

PLACE 
Where are the forms in the procedure 

written and proceued? 

Wher. are the forms sent? 

Where are the forms filed? 

TIME 
When are the forms in the procedure 

written? 

When are the Ie forml procelled? 

When are the forms fi led? 

METHOD 
How art the form. in the pro'c'edure 
o .,i",,,? 
Ho;" i. the information on the.e forml 

proc ... ed?" 

How are th .. e formJ tran.mitted? 

Haw ar. forms fil.d? 

ASK-WHY' 

~. 
fijJ+m 

[g 
WHY this n.ed? 

WHY by th ••• peopl.? 

WHY h.r.? 

... , . 
_nn ,·It 

,,_4a.f.U '-I-'; • prln .. 4., 1M1711 ~ 
'-'Jlft·".~ 1- , I:. 

, ••• ~ I-••• , .... " t-
1I ........ 1i l!1-........ ....... ' , 
WHY ot this tim.? 

WHY this m.thod? 

,I"",,, .""")',,,, I ReCllrds Manar:emcnt i-bndbook published t;y the National Ar· 
,hiv~) .nd RC:I:ord) Sm'ke, U. S. (invernm.:nt G&:ncr;al S~'rvi,cs Administration, 
~gc 47. 

ASK-TO MAKE THE IMPflO't'EMfNTS 

NEED 
I. the information needed? 

Doe. th~ COlt exceed the worth? 

II there.a better source or a b.tter 
way? 

Con the forms or items on the forml 
be­

Combined? 
Eliminated? 
Simplified or re.equenced? 
Added? 

PEOPLE 
Con the work be auign'ed to other 

unit. or clerks to simplify the work 
or combine its handling? 

Can the forms in the procedure be 
resequenc.d to simplify the entering 
or extracting of the information? 

PLACE 
Can the wri'ing of the forms and their 

processing be combIned with lim­
ilar work done '" another unit? 

Can the forms be completed in 'he 
field without the need of feeder 
forms, or having to copy 'he ,"for­
mation on another form· in the 
office? 

Does the design of the forms aid in 
their filing, finding, "arage and' 
disposition? 

TIME 
Are the various processing I'eps token 

in their proper order? 

Can the po.:aklood. be leveled oft by 
beHer IChedulif1g of the forms flpw? 

Can information b. r.qu •• t.d .0 it 
can be processed during a slack 
periad? 

METHOD 
Can the writing method be changed 

for the blttt.,? 

Can the rou'lng or moiling method be • 
changed?, 

Have the form' b~en geared to the 
most efficient office equipment? 

-...! '-" 
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KEY\VORDS I~ '1'11'1·.1 ~(; FOR:\1 S 

KEYWORD 

Abstract. '" .•• 
Accounl 
Acknowledgmenl. 
Affidavit. •• • ••• 
Agreement •••••• 
Allolmenl .•.•.•• 
Appeol ••.. '" • 
Applicalion 
Appointm~nl 

Auignment. ' .. 
Authorizc:lion .' •• ~ 
Award •. " "'" 
Bid •••••••.•••• 
Bill •••••••••••• 
Bond ••.••••••• 
Cancellation ••••• 
Certificole ..•••. 
Claim ••.•••.••. 
Commiuion. 
Cc:.mlnunleotion 
Comploinl. 
Conlracl .••••••• 
Deed .•. 
Diary. ' •...•. 
Digt'sl. '" , 
Documenl ... ,., 
Endorsemenl.~ , 
Estimate, ... 
Follo .... ·up. 
Guide 

PURPOSE OF FORM. 

10 make a summary of 
10 record dc:bit and credil 
10 documenl Ih~ receipl of 
10 allesl th~ truth of 
10 oller ond accepl in writing 
to distribule- in porlions 
to request .he review of 0 decision 
10 requesl somelhing 
'0 constitute 
10 specify 
'0 permit an action 
to bestow 
to offer fo~ 0 price 
,10 ilemize 

to issue interest· bearing certificate 
to revok~ 
10 ... ~rify the rrlilh of 
to osk as due 
to grant powe,. 
10 interchclOge information 
10 formally allcge 
10 ogrce 10 provide for a price 
10 convey real e5tole 
to record doily 
10 classify and condense 
to furnis~ information 
to wrile; to aUlgn 
10 calculate opprollimolely 
10 seck completion of on aetron 
10 dllecl lilt' cou"e 

IdenliFication, • .. to nome 
Indell. • • • . • • • •. to list 
In=!uiry. • . . • • • •. to seek 10 ~naw 
Instruction. . .• , furnish with direclion 
Inventory. . . . • •. to itemize 
Invoice. '" ..• " to bill or charge for 
Itinerary. • • • . . •• to record a trip 

Journal. •. • . • .• to record daily transactions and 

lease •••••••••• 
Ledger ••••••••• 
List •••••••..•• 
Log ••••• , ••••• 
Manifest •••.•.. 
Memorandum ...• 
Memorial .... '" 
Meuoge 

Nolo ••.•.•••• 

Notice ••••••••• 

status 
to renl 
to record fiscal accounts 
10 catalog, enroll, or register 
to record dally progren 
10 l,sl cargo 
to record informally 
10 keep in mind 
10 cOr.lmunicale 

10 "Quisl Ihe memo,y; 10 acknowl. 
edge a debt 

to announce inf(lrmo,ion o~ direc' 
lions 

ICEYWORO 

Notification 

Order 
Pou 
Payroll 

P~rmll 

Petilion 
Queslronnolle 
Rt'ceipl 
R~commendolion 
Record . • .. 

Release ...•• 
Reporl, ..•.•. 

Request. 
Requisilion 
Return 

Roll 
RosIer 
Rouling 

Schedule 

SIolemen,. 

Summary ... 

Survey. 

Tobululron .•.. , 

Telegram. , ... , 

T,cJ"el ••.•. , .,. 

Transmillol . 
Transcript 
VOJcher 

Worronl ..•• 

PURP05E OF FORM 

a written or pllnted document by 
willch Informolron is st'nl 

'0 command 
10 permo' to 90 ond comt' 
10 losl penons receiving pay, as for 

wages 
to oUlhorize a specific oct 
10 rt'qut'sl formally 
10 os~ questions 10 oblnln dolo 
10 ockno .. ledge delivery or pO)'lnenl 
10 odvla- on course of o,Ioon 
to reioon on account .:>f focls or 

events 
• 10 lisl ev('nts or acl,ons .n lome 

s~qul-nce 

10 sci free 
10 make on accounl of OCIIO,~ or 

slolus 
10 ask for 
10 onply for formCJlly 
tl) r('porl on Income ond (lulg0 01 

fund~. 

10 reg isler events 
to list nom('s 

10 duccl documents from cne ci:ice 
or Ind,viduul,lo onolh"r 

to cololog recurrrng ev!-'nls; '0 pub. 
lish a plan of fulurt' ocloon 'c 
oppC'nd 

10 ~It.:.:() requor(:menls; 10 P~I:ICU' 
10'.le In del,:101 

10 ,,,",",pnicole ~ declorol'?1'l or 
report 

10 C~r.I:-rn Ihe slJbs:onc:! of 0 fu,!.:!r 
occoun,; to br,,,; 

10 ins,,~cl; to eAn:",:-:::: :md re;lorl on 
cend;:.:.:" end ~c.lue 

10 or~enge ,n :1 sptt'motic ou'!,ne, 
usually In Cl)IUmM 

It) ccnve)' a .... rilltm mes~og" by teie. 
graph 

to ollach to gcoo.:ls, giving Inforrr,o. 
I.on on nom&;nclehjf.'. SIZI)' or 
PfJ~e; II) .-/1';1:.· Ihe holot'r to 
specjii~d prOY de';) e' " 

10 senc1 oul on oll.J:lor:1cnl 
10 prOVide 0 '11"::.'11 ccpy 
to bc:cl wl,ncH, Iv rcct:ipl for pay. 

menl 
ttl guoronlee or,/tl'oIng; I;) ens ... ,"" 

fer Ihe gr'~l'lrot:r..::s~ of 
----------------___ ...l __________ •• , __ ... ___ . __ _ 
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Key 

Acknowledgment 
Affidavit 
Agreement 
Appeal 
Application 
Authorization 
Award 

Bid 
Bill 

Cancellation 
Claim 
Communication 
Complaint 
Contract 

Deed 
Digest 

Endorsement 
Estimate 

Follow-up 

Guide 

Identification 
Index 
Inquiry 
Instruction 
Invoice 
Itinerary 

Journal 

Lease 
Ledger 
List 
Log 

Manifest 
Memorandum 
Message 

Note 
Notice 
Notification 

Order 

B FORMTITLE KEYS 

i 
Action or Decision 

to document the receipt of 
to attest to the truth of 
to offer and accept in writing 
to request a review 
to request something 
to permit something 
to bestow, to grant, to give 

to offer for a price 
to itemize 

to revoke 
to ask as due 
to interchange information 
to allege, to report a problem 
to agree to provide for a price 

to convey real estate 
to classify and condense 

to assign 
to calculate approximately 

to seek completion of a,n action 

to direct the course 

to name 
to list 
to seek to know 
to furnish with direction 
to bill or charge for 
to record a trip, usually in advance 

to record daily transactions and status 

to rent 
to record accounting data 
to catalog Or itemize 
to record individual actions 

to list cargo or shipments 
to record informally 
to communicate 

to assist the memory, to acknowledge a debt 
to announce information or directions 
to formally send information 

to command, to requisition 

J-

'I 
I 
'I '\ 

\. ! 

-, 

I 
I 

i I, 

I 
I 
I 
I 
I. 
I 
I 
I 
'I 

Pass 
Permit 
Petition 

Questionnaire 

Receipt 
Recommendation 
Record 
Register 
Release 
Report 
Request 
Requisition 
Roll 
Roster 
Routing 

Schedule 

Specifi"cation 
Statement 

Summary 
Survey 

Tabulation 
Ticket 

Transmittal 
Transcript 

Voucher 

tO'permit to go and come 
to authorize a specific action 
to request formaily 

to ask questions to obtain data 

to acknowledge deliyery or payment 
to advise on course of'action 
to retain an account of facts or events 
to list events or actions in sequence 
to set free, to allow shipment 
to make an account of action or status 
to ask for 
to ask that something be supplied 
to register events or names 
to list names 
to direct materials from one place to another 

to list recurring events, to publish a plan 
of future action 
to state requirements 
to communicate a declaration or report 
to summarize invoices 
to contain the substance of fuller account 
to inspect, to examine and report 

to arrange in a-systematic outline 
to attach to goods giving indentification 
information, to give the holder specified 
privileges 
to send out an attachment 
to provide a written copy 

to bear witness, to receipt for payment 

'f 

I , 
i 
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COMPANY rON TACT lSI rATEIS' INTERVIEVH 0 

II 
.,JORESS 

rELE NO. 
EXl 

-
I:!CONTINUOUS I 0 UNIT SET '.10 FLAT SHEET lOMAN. BOOK I 0 ~~~I~TER IOTHER 

fORM NIU>!E I FORM NO. rD' 'ARTS 
rATE LAST IIEVIEWEO 

I • FOIIMS OIIDEIIED 

MD. I DAY T YlAR 

OTY COST 1M 10UGHT FROM REMARKS OTY.ONHANO ANNUAL USAGE 

I FOIIMS OIIDEII£D 

MO. -I' DAY I YEAII 

OTY. COST /M 10UGHT FROM liE MARKS OTY.ON HAND ANNUAL USAGE 

FORMS 0II0Ef'lEO OTY. COST 1M luuuH r"UM I "~MARKS OTY.ON HAND ANNUA~ USAGE 

t 

.MO. I DAY I YEAR 

~NFORMATION FLOW RELATING TO THIS FORM 

HAVE YOU CONSECUTIVELV NUMBERED niE SEQUENCE THAT THE INFORMATION IS ENTERED ON THIS DOCUMENT? USE A DIFFERENT COLORED PENCIL 
FOR EACH WRITING. 

HAVE YOU FOUND OUT THE SOURCE OF EACH PIECE OF INFORMATION? 

00 YOU HAVE. IN THIS JACKET, A SAMPLE OF EACH OF THIS COMPANY'S FORMS THAT ARE SOURCES OF INFORMATION. 

IIIOURCE INFO IEQUENCEO THE IHOULO SOU liCE FORM BE COMBINED 
'AlIT THAT IS THE IOUf'lCE SAME AS ON SUIJECT FORM WITH SUBJECT FORM 

SOUIICE FOIIM • NAME I NO. OF INFO 

~ 
YES NO YES NO 

.1 

" 

ffi. ON EACH OF THESE SOURCE FORMS. HAVE YOU NOTED IN THE PROPER PLACE THE CONSECUTIVE NUMBER AS REQUESTED IN ITEM 1 ABOVE - IN THE COLOR 
PENCIL THAT APPLIES. 

~i. ARE THERE ANV OTHER FORMS THAT 08TAIN INFO FRQM THESE SOURCE FORMS? COULD THAT FORM AND THIS SUBJECT FORM BE CpMBINEll7 

II. IS THIS FORM A SOURCE OF INFORMATION FOR ANOTHER FORM? SHOULD THAT FORM BE COMBINED WITH THIS FORM? 

1 1ST , WRITE 

1 

I n 
n 

ZHD 
WRITE 

lAD 
WRITE 

COf'Y 
COSTS 

KEY 
PUNCH 
COSTS 

IYELIIPE 

LOCATION OF INTRY 

LOCATION Of INTIIY 

LOCATION OF INTIIY 

MACHINE 11110 

..; 

... ' 
CAIID "VIIIAOE 

LAyOUT. fllLD LENGTHS 
ATTACHED! NOTED 

WINDOW IIZE 

YIIINO 
I( 

SOME OF THE COSTS OF USING THIS FORM 
MACHINE USED MODEL SPACING 'EAK LOADS NO OF HOURS OF SALAIIY OTY. 

WRITE WRITING FOIIMS 
HORlZ] VEIIT. MO. I DAY I HII. POINTS 'ERMO. USED 

MACHINE 11110 MODEL SPACING PlAK LOADS NO OF HOURS OF 'ALAIIY QTY. 
WIIITE WRITING FOIIMS 

HOIIIZ'

I 
VEIIT. 

MO'! DAY! HII. 
POINTS .PlIIMO. USED 

MACHINE IIIED MODEL "ACING PlAK LOADS NO. OF HOUII. OF 'ALA'W OTY. 
WIIITE Wf'lITING FOIIMS 

HOIIIZ.! VIIIT. MO., DAY! HII, 
POINTS "liMO. UIED 

MODEL WHICH AVIIIAGE TOTAL COST'EII ANNUAL' LA'OllTO 
'A"TIl NO. COPIES ANNUAL CO,Y '01'1 COPIES "UN COPIEII 

COPIES 

"'OIIATED MACHINE TOTAL K£Y 'UNCH SALAIIY 
COST FOIl THII FOIIM TIM£ 'Ell M FOIIMS 

I STD. WINDOW STD. ANNUAL OIIDEII ON HAND 
I 

, llZE 
, , lllAOE DlY. 

I I I I I I I , 
DAn I II I 

1 I I I I ! OTY. 

------------,--,~- " 

uo._COST 
. ·"R M FOIIMS 

< LAlOR COST 
1'£11 .. FOIIMS 

~ 

iPE'i"IOf'l COST 
1'1 M '0111015 

. 

~LCOI'YING 
1M 'OIIMS 

~. ': 

f 

·1t£Y~UNCH COST 
'Ell M '0111015 

t: .' . 

INVELOPE 
COST/M 

' " 
~" ~" <,.,~ • 

ANNUAL LABOR 
COST 

ANNUAL LABOR 
COST 

ANNUAL LABOR 
COST 

TOTAL ANNUAL 
COPYING COSTS 

TOT AL ANNUAL 
KEY'UNCH COST 

ANNUAL 
ENVELOPE COST 

z~ 
0:11 • I: 

'0 ')0 ... 
'" 

, 
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INTERVIEW WITH CUSTOMER 

PRELIMINARY 
YO 10 IF ICREENED lOX IS CHECKED, ACTION SHOULD BE 

IRA. TAKEN AND NOTES MADE IN SPACE PROVIDED BELOW. 

•• 1. DOES FORM PROVIDE ALL DATA REQUIRED FOR YOUR SYSTEM? 

2. CAN ANY INFORMATION liE ELIMINATED? .F.IO. .. IllS • 
I 

3. WOULD THE S¥STEM FUNCTION WITHOUT THIS FORM? \ --- ---------
4. COULD A STOCK FORM liE USED? 

.--- --

I. ARE THERE OTHER FORMS WlTli SUIISTANTIALL Y SAME DATA? 
\ -~ .... _-- ---------t-._-

I e. DO ALI. RECiPiENTS OF THIS FORM MAKE USE QF THEIR coPIES? . _ .. _-1 ------ .. " .. - -_ ..... '- -

7. DOES THE FORM TITLE CLEARLY INDICATE ITS PURPOSE? \ .... -_ ... -' . 
.... ---_ . ......, -.. -.--

.. DO YOU HAVE A FORMS CONTROL SYSTEM? 
IS THERE A FORM NO.? __ .J.-

I 
- - ~ - -+ •• 

_. ._----_ .... - .-.. -. 
e. IF THIS IS A REVISED FORM, CAN IT liE IDENTIFIED AS SUCH? 

I 

. -- - ----'--
_. - --- ---

•• APPEARANCE (GRAPHICS) -' -------...,. --~-. ._------ . -. . -

l 1. DO YOU HAVE A PRINTED IMAGE OF YOUR COMPANY? 
, 

"--'~- .... .~~------.---. --- --.- --~.- . ..--.-

2. DO YOU HAVE CORPORATE COLORS? .~.-.----

3. DOES PAPER OF PRESENT FORM MEET APPEARANCE REQUIREMENTS? 
... ..... _ .... - - - ..... _-.---_.-

[c. --1------------ -_ .... _ .... _-
SIZE I CONSTRUCTION I OTHER _._------- ... ---- , 

[ 
1. DOES PRESENT SIZE CREATE ANY FILING PROBLEMS? 

--~ 
_ .. ---_ .. .- - .. - ------

2. ARE ALL PARTS LEGIBLE? .~.- .. ----- .. . - --' .. 
3. CAN ANY PARTS BE ELIMINATED? 

[ 4. IS PRESENT PAPER COLOR SEQUENCE SATISFACTORY? 
. -~ .-~ _.---_ ... .-- - - - . - -_.- .-----_. 

Ii. CAN PAPER COLORS BE DUPLICATED WITHIN THE FORM? .--" ._r."_ -~ .- .' --_.---------- -
e. DO YOU EVER REPRODUCE A PART (COPIER)? - . - . --------_.- • [ 7. ARE MARGINAL WORDS NECESSARY FOR COPy IDENTIFICATION? 

~ ... -._--- -----
.. ARE FIGURES NECESSARY FOR copy IDENTIFICATION? 

. -...... - ~- . 

II. DO ANY coPIES GET RUBBER STAMPEDITIME STAMPED/KEY PUNCHED? - . - ~ . ... 0- -... .. ~.- --- • 'r 10. DO ANY coPIES GET PUNCHED? (IS AREA FREE OF copY?) .... - ... - -- .-- -----_ .... _. 
.' -

" 11. ISCQNSECUTIVE NUMBER NECESSARY? GUARANTEED? : --._--1- . ---_ ..... -- .~.- - . 
. __ . __ . 

12. IS CONSECUTIVE NUMBER LOCATED FOR EASY RETRIEVAL? I 

L~. 
_.~ __ .--_ M __ " --.:.-- .-----••• ---.,--- ---

Copy - ._---_ .. -_ .. _- .. - .. __ . .~ .. - ._----_.-.. -- ' 

1. IS THERE INFORMATION THAT NEEDS TO BE EMPHASIZED? .. -. ~. . ~ " ... ..... ----- .- -. 

[. 
. ---~., --------- .- .. -- .. 

2. ARE ITEMS IN CORRECTSEOUENCE FOR TRANSCRIBING DATA? ---- .. ---- _ ........ ---
~ 

3. CAN IIALLOT IIOXES liE USED? , 
---'."-' .--.. .. 

4. IS INFORMATION LAYOUT PRACTICAL FOR EACH USER? 
--

L 
, 
I 

~. SHOULD FOAM BE LAID OUT TO FIT ENVELOPE? 
\ ----~-~---

~ 
.. IS RULING NECESSARY? 

._. __ ._-_. 

r 7. IS THERE CONFIDENTIAL DATA ON FORM? , .) 
--- -- ---

.j 

.. CAN ANY ITEMS BE PREPRINTED? I 

t. CAN ITEIIIS IE CONDENSED TO FIT SMALLER SPACE? I 
.. ---~ ... 

i ._-""-" - .. _-1-' 10. SHOULD INSTRUCTIONS IE PRINTED ON FORM? IN STUB? i- .--

. : 11. SHQULD r:t:Jr'f IDENTIFICATION liE PRINTED ON FORM? 
\ -" \ 

12. ARE COLUMN HEADINGS ADEQUATE IDESCRII'TIVE)? 

[ 13. IS copy LOCATE·p FOIl EASY RETRIEVAL? 
, 

I ---
\ 14. DOES FORM REOUIRE SIGNATURE? 

,- • 11i. DOES FORM REQUIRETELEI'HOHE NUMBER? - .. --
[ 11. IS HORIZONTAL.ACING CORRECT? ICHECK MACHINE) ---'1 --'-'-----"---

. 17. ISVERTICAL.ACINGCO'''IECT? ICHECKMACHINE) i 

! 
----

11. IS copy PROPER&. Y POIlTIONED FOR LE" TO RIGHT TAUING? 
- _.- "' 

I MENTS OF SYSTEM? 

I···.·.·~·'·'l 
'. I 

I , I 

"

'.' .. 11. 

:a. 
. '". :. I 
, I r I· 
t I 

l 
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,I SALESMAN'S ANALYSIS 
:E. APPEARANCE (SEE GRAPHICS CHECK LIST) m H 

I 1. WOULD SPECIAL P""ER IE MORE APPEALING? 111·3) 
IF ICREENED BOX IS CHECKED, ACTION SHOULD BE 

TAKEN AND NOTES MADE IN SPACE PROVIDED BELOW • 

2. WOULD COLORED INK liE MORE APPEALlNG?ICORP'ORATE COLORS 11·2) 

I 3. WOUi..D SCREENS IMPROVE APPEARANCE? 
.F.IO. .MlWlKI 

4. IS TYPE SELECTION RIGHT FOR PROPER BALANCE? 
, 

- - ... _---.. 
}I':, SIZE I CONSTRUCTION I OTHER . 

- -.-~---1. CAN THIS SIZE FOIIM liE PRODUCED ECONOMICALLY? (C·l) -, - .. --. -_._-. -- ..... -. - ... . - ---------- - - .. ...... 

~ 2. COULD REPRODUCING MASTER liE USED? ~-~ -- .. ---- --. -.~.-, .. ._._----- -. 
3. WOULD CARBONLESS PAPER IMPROVE FORM? (C·2) --

rn 
... WOULD COLORED PAPER HELP IN SORTING? (C-465) 

I 
-----_ ...... .. - - .. _--_. .. ~ ~~ 

Ii. IS PAPEA PROPER WEIGHT FOR LEGIBILITYIDURABILITY?IC·2) .-

I 
- .. _._-_._-- -. --_._---.. _-----_ .. -- --'---" 

Ii. COULD "APE A liE REPRODUCED IF REOUIRED? IC-6) .-

rn 
-- ---.. -. 

I 

[:6) 7. COULD INK liE REPRODUCED IF REQUIRED? (C-6) I -_ ..... _. -_ .. '" ... 
I I 

I. SHOULD THERE BE MICR ENCODING? 
, . _.--_ .... - -

m , 

w;,J 
e. IS CONSECUTIVE NUMBER IN STANDARD POSITION? (C·ll&12) - ---- ... - . ----_.---

10. SHOULD THEAE BE DIFFERENT LENGTHS FOR EASY SEPARATION? ----_.-, , .. ~-- - . . _. - -----------_ .. 
I 

ill 11. HQWSHOULD FORM BE FASTENED? .------... ----_. ..-.~ .. -- ..... - ---. -
A. GLUED? ,---- -_._- .-----, .. -, .. . _----------_ ...... ~. --. ., 

n~ 
I. CRIMPED? ----' -, ..... _-_ ... _---

U 
_ ....... ~ ~ ... -- - -- - . --- .---

... oJ C. STAPLED? ---","!-- ... ~--------. .. -_._. -----.., ...... - . - ~ .. , ... 

U, SHOULD THERE liE SECTIONAL FAl.'TENING? ... -. -~-~".- .. - --- -

rn ,': t13, WHEN ENTRY IS NOT TO APPEAA ON A PART 10·7) .-. .. --.---,- - _ .. ----- .. .. 

A. SHOULD PATTERN CARIION liE USED? 
I 

-.- ... .-

ill I, SHOULO STRIPE CARBON liE USED? 
I 
I .. __ .- ..... - ~- ----«_.-.. - - ._------, 

C. SHOULD CARBON liE DIECUT? 
j 

, 

rn 
D. SHOULD BLOCKOUT I~ PRINTED? ----+ , 
E. SHOULD IT liE P'ERF'D. TORN? 

, 

, 
F. SHOULD DIFFERENT LENGTHSIWIDTHS IE USED? , 

I G. SHOULD COATED P~ER liE DESENSITIZED? 

, , 
: ! 

14. HAVE ACTUAL USERS AND PERSONS RESPONSIBLE FOR ITS usE , i 
IE EN CONSUL TED FOR SUGGESTED IMPROVEMENTS? 

, 
It. . I I' copy 

.. 
, , ~"'; . " ·t '~ , .. I 

1. CAN SCREEN IE USED FOR EM .... ASIS1 ID.I) 
i 

I 2. DO!2!! THINK FORM NEEDS RULING? 10-41) r , 
: 

2. SHQULD THERE IE FOLD MARKS? CD-li) 
t 

I 
4. IS THERE PROVISION FOR SIGNATURE LINE? 10.14) ~ 

t 

I. IS THERE I'RovlklOt.i FOR DATE? , 
.. DOES THE TELEf't4ONE NUMlER PRINT? CD·tlil I 

I 7. II THERE IACltPAINTlNG? 

I 
.. DOESIJACIaIIIINTlNG ALIGN WITH FACE? IHEAD TO HEAD.ETC.I 

, 

.. II THERE lLANK AREA FOft RUlIER ITAWl tc4) 
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~.COLUMN HEADINGS (OR BOXES) - ONE ~LOR INK ON FORM , 
IF SCREENED BOX IS CHECKED, ACTION SHOULD 'IlE : 

1. BOX OUTLINE AND STRAIGHT LI',\IE copy ~ 
TAKEN AND NOTES MADE IN SPACE PROVIDED BELOV>'. 

2. SOLID REVERSE 
~ ~------------------------------~~--~ 

IlEMARKS 
3. lOX OUTLINE AND STRAIGHT LINE copy WITH SCREENED BOX 

f-:- _F.ID. 
, 

I--- I 

--1--- .---... -----
4. SOLID Rf-VERSE WITIt:lCREENED COpy 

T'"!i~-. -CO-L-U'-M-N-H-EAD--I-NGS-'-OR-80-X-E-S)---TW-O-CO-L-O-R-'-N-K""'ON-FO-R ..... M...;· -1 .---1- .. -
! 

. -- - ~ - -- . -. -. . - .. 
1. lOX IN ONE COLOR AND copy IN SECOND COLOR 

2. lOX AND Copy REVERSED IN ONE COLOR AND COPY IN SECOND COLOR 

3. lOX AND Copy REVERSED IN ONE COLOR AND copy SCREENED IN 
SECOND COLOR. 

4. lOX AND COPY IN ONE COLOR AND SCREEN IN SECOND COLOR 

S. BOX AND COPY IN ONE COLOR AND BOTH COLORS SCREENED 

=--+-~- ---- .. _-
.~ i -_._ . ..., '.-

e. BOX IN FIRST COLOR. copy IN SECOND COLOR AND SCREEN OF EITHER COLOR ~ 

7. BOX IN FIRST COLOR. copy IN SECOND COLOR AND SCREEN IN BOTH COLORS r--
B. OTHER COMBINATIONS I---

~. -- .- . .. 

J<.. COLUMNS - ONE COLOR INK ON FORM '" ~ 
- .- - . 

1. STRAIGHT EQUAL LINES - .- --. 
2. STRAIGHT LINES OF DIFFERENT WIDTHS - j 

i . -
3. ALTERNATING BLANK AND SCREENED COLUMNS ---
4. STRAIGHT LINES OUTLINING ALTERNATING DIFFERENT SCREENED -. 

DENSITIES (INCLUDING BLANK) 
~ 

.; 

I 
~. COLUMNS - TWO COLOR INK ON FORM 

'-' 
_ ........ 

1. ALTERNATING COLORS OF VERTICAL LINES ~ -- .. - . 
2. ALTERNATING SCREENS OF COLORS (EVEN VARY SCREEN DENSITY) ~ 

I -_ .. _-+-_ .•. , ._. 1M. HORIZONTAL LINES - ONE COLOR INK ON FORM 

1. STRAIGHT OR SCIIEENEO LINES ~ "-=1_-=-.~~._~ .. , .... _~- __ .~._._ ... 
2. SCREEN BARS I 

---~---.- .. 
• ",TOR .. ,. scm, "'OS., .","",NT "' .. ,,' ~ 

fi. HORIZONTAL LINES - TWO COLOR INK ON FOR~ -- ~=.=-=-~~'-~-' ~--~~~- .' 
f 

~ --,---- ._---_._- -.-.... --... 

,--- '-'-, -----.- -- - ~ - '---"'--~ --." -.--1. AL TillNATING SCREEN BARS OF EACH COLOR 

~ .-~-.---.--. 2. AL nllNATING VAIIYING DENSITIES OF SCREEN OF EACH COLOR --_.-.----- --
P. COLOR ZON ES - ONE COLOII INK - VAIIY SCIIEEN DENSITY 

TWO COLOII INK - USE SAME 
Q. COLOR ZONES - ICIIEENOFEACt4COLOR 

R. PHANTOMS CICIIEEN OF LOGO) 

S. STEP AND REPEAT 

. := - j---~--------------::--------------:---------- ... --.~=~~~-.~~.~~ 
: r- --1------------ -... --.-.--. 

po-- -----t-----.-------------.. - . ----
T. DIAGONAL OVERPRINTS ,..---.--------------.-.... ~ ... --- ... ,>-_. _ ..... ---'------_._------_.-._---- .. _ ... 

LLk .EM $.'- ._ .. 1. L.A.$S .J..J.J ; '. SltiE.J L ..... & .. kMMk4li k.kS.uU .liM.J! j 
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c.:z r::~:lj r;~J; [~::O (_u] [ , D'RM f.] t:J D c] 0 ~ :-r;RM" _ __ .. 
;._~U~S~T:O~M~E:R~::::::::::::::::::::::::::::::::::::::::::::~N~A~M~E~:::::::::::;~~~~~::::::::::::::::::::::::::~~O~.~::::::::::::::~D~~~::::::::::::: ''-. 
!-RESENT PROPOSEO 
I ROCEOU~E$ PROCEDURE$ 
j. 

i 
I , 
I 

:ONSTRUCTION DIAGRAM· VIEWED FROM ______ EDGE OF OLD FORM. 
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D Forms ~ervices 

Standard: Form5 Design 
August 1980 

A standard is an attempt to define the best practice. Standards 
are the tools whereby the various principles can be uniformly and consistently 
achieved •. When deviation from standards is necessary, there should be a 
concious, logical justification which clearly demonstrates that more is 
to be gained by deviation than by compliance. 

This is not to say that the efficiency of a procedure in which a 
form is the backbone can be guaranteed by anything so pat as a set of 
standards. But, since st.mdards require careful thought and inves~igation, 
better forms are bound to result where standards are applied than where 
solutions are left to chance or to the intuition of the worker.· 

1. DATA REQUIRED ON ALL FORMS 

A. Form Number 

. ; 

1. Content: Initials, number of digits 
Numbers are aSSigned by Forms Services without regard to 
function or form authorship. These purposes are served 
by the Functional Index to the forms. 

a. SUFFIXES shall not be used - separate form numbers 
shall be assigned for each form. Suffixes shall not 
be used to indicate a revision - this is done by use 
of a revision 'date. Suffixes shall not be used to 
indicate forms that are in a group or series - t~ey 
shall each carry ,a different number • 

--- b: IDENTIFICATION OF BACK of fQrills shall be-included on 
all forms printed on both sides for which negatives 

'---and -plates ltl'~f-Forms-$er\licei. 

c. ~fore than one number shall not appear on a form, 
except to denote that the form (same plate) is 
available with diff~rent specifications, such as 
paper color or number of plies. This specification 
description shall appear to the right of the form 
number and date, and all numbers and descriptions 
shall be printed on the same plate. 

2. LOCATION OF FORM NUMBER 

a. Preferred location: Bottom left of the form, no more 
than ~ inch from the edge of the form and flush with 
the left margin of the copy. 

*Forms Design, a Records lolanagement Handbook pubUshed by the Nat ional 
Archives and Reco):ds SerVice, U.S. Government General Services Administration, 
page 1. 
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B. 

C. 

b. Exception for forms with imprint area in lower left: 
the form number should appear to the right of the 
imprint area, no more than ~ inch from the bottom 
edge of the form. 

c. Exception: when all efforts to piace the form number 
in the preferred location fail, the number may be 
placed in the upper left of the form, no more than ~ 
inch from the top edge and flush with the left 
margin of the copy. 

d. Esthetic considerations for form number location are 
invalid in themselves. 

3. FOR..'fAT OF FORM NUMBER: 

Form Date 

1. CONTEN'P 

a. A three-letter abbreviation of the month, followed 
Dy the two-digit abbreviation for the year, with no 
punctuation. If the month nas'only four letters, 
all four may be used. 

b. If the form is a reVision, add "REV" before the 
date, with no punctuation. 

c. Dates shall be assigned by Forms Services, using the 
month the final draft is approved. 

d. Dates shall appear on all forms, new and reVised. 

e. Dates shall not be changed until the form is revised. 

2. LOCATION OF FORM DATE: to the right of the form number, 
whereever it appears. 

3. FO~!A~ OF FORM DATE: same type size and style as in the 
form number, all upper case, no punctuation. 

Form Title 

1. CONTENT 

a. "A general description of the form's function stated 
as briefly as possible. 

J. 

I 
I 

I 

I 
I 
I 

I 

II. 

f'n rmi;··.scrylcefi-i--.. · .. ·_·· .. ··_··· , 
Standnrd: Porms ne~ign 

AUhllst 1980 
Pnge 3 

b. The words "forni," "sheet," "card," etc. are redundant 
and to be avoided. 

c. The name fo the authoring department is not an 
adequate form title. 

2. LOCATION OF FORM TITLE 

a. Preferred title location for most forms is at the 
top, either centered or flush with the left margin. 

b. Forms which are to be filed in a manner which requires 
identification at the bottom edge will have the 
title near the bottom. 

3. FO~~T OF THE FORM TITLE 

3. Type size: Larger than all other type on the form, 
if possible. 

b. Type style: All caps. 

CONSTRUCTION 

A. ~!argins 

A "gripper margin" of at least ~4 inch shall appf~ar on each' 
form, location to be determined by printing method. "Bleeding 
to the edge" shall be avoided unless the design and printing 
method do not result in higher costs. Other margin requirements 
shall be determined by the use of the form (binding, filing, 
microfilming) • 

B. PAPER 

1. Grade 

2. tvelght 

'3. Color' . 

a. Single ply farms may be white, canary, light pink, 
goldenrod. light blue, or lip'ht green. Cherry, 
salmon, and other hard-to-read colors shall be 
avoided. 
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C. 

D. 

I~K 

b. ~llti-ply carbon/bond sets shall fellow the standards 
for carbonless papers, unless use of the form determines 
the need for another color sequence. 

c. CarQonless sets shall follow thi~ color sequence 
unles~ printed on rotary equipment: 

2-ply 3-ply 4-ply 5-ply 6-ply 

white white white white white 
canary canary canary green blue 

pink pink canary green 
goldenrod pink canary 

goldenrod pink 
goldenrod 

Black ink is preferred. The use of colored inks must be 
justified. 

SIZE 

The size of the form shall be determined by its use, within 
printing indursty standard sizes. l~ritten justification must 
be made for use of a non-standard size. 

II!. DESIG~ STYLE 

A. Block (box, or upper left corner) design is the preferred 
style and should be used to the exclusion of other less . 

----.- efficient design--stYles.--- ., 

B. Ballot boxed should be employed where logical. 

C. Reverse printing and other "eye-catchers" should be used with 
restraint, only where really needed. 
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1. GOALS OF EFFECTIVE INVENTORY MANAGEMENT 

A. Hinimize Problems of Materials Control and Flow 

1. No "stock outs" on critical items. 

2. l-!inimal stock outs On any items. 

Example: One company set an objective of less than 5 per month. 

3. No stock out over 48 hours. 

4. Minimal rush orders. 

5. Minimal substitution of items or "emergency specs." 

6. Streamline orderpicking and distribution. 

B. Reduce Costs and Increase Profits. 

1. Provide for optimum stock turnover. 

2. Control shrinkage. 

3. Avoid unnecessary freight charges. 

4. Avoid excess stocks which tie up working capital and 
space. 

5. Avoid unusable stocks due to obsolescence, damage, or 
deteriora tion. 

6. Minimize carrying costs. 

7. Minimize man-hours required 'to effectively manage 
inventory. 

8. If charge-backs are used, ensure that changes are 
accurate, complete, and up-to-date. 

C. Provide Accurate and Timely Information 

1. To the Forms Buyer: 

111. "ABC" analYSis of cost and value. 
b. Economic Order Quantities 

(calculated from Kish's formula, p. 171-3). 
c. "Groupings by specifications. 
d. l-leighted use rates. 

Copyright 1979 Connie LYSinger 
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2. 

3. 

To the Forms Analyst/Designer: 

a. Who all users of each form are. 
b. Usage history (actual and weighted). 
c. Documentation for cost savings. 
d. Slol~-moving or inactive forms. 

To the Accounting Department: 

a. 
b. 
c. 
d. 

e. 
f. 

Charge backs, if used, and audit trail. 
Changes in unit cost. 
Adjustments in charge-back prices. 
Dollar value of inventory by item, for net worth, 
tax, and insurance purposes. 
Budget performance and projection figures. 
Document costs of doing business. 

Copyright 1979 Connie LYi1nger 
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II. FORMS vs. OFFICE SUPPLIES -- lolhy do they require different trea tment? 
Custom Made, Constant]y changing, Subject to use rate fluctuations 

OFFICE SUPPLIES FORMS 
-".------.;:.:.;::..:::::.::-:::.:::.::..:.::;:::.::----'T'--...:..:::~:.-.-.---------

1. Lea d time da yfl 

2. Stock'rotation usually unnecessary 

3. Reorder leyel "min-max method O.K. 

4. Review level unnecessary 

5. Unit of Issue usually static 

6. Unit of Purchase usually static and/ 
or same as unit of 
of issue. 

7 •. Order Quantity 

EJ. Source/Mfr. 

9. Specifica tions 

10. Sa fety Stock 
(secrli!t) 

11. Quantity 
received vs. 
quantity 
ordered 

12. Stortlge 
faci.lities 

13. Substitutions 

14. Wha t is in 
central stock? 

usually "min-max" 
is O.K. 

pr.'obably doesn't vary 

usually don't vary, 
and catalog # suffices. 

usually unnecessary 
(short lead time) 

these must agree 

usually shelves 

usually O.K., to 
cover temporary 
stock outs. 

usually only items 
in general use. 

Copyright 1979 Connie Lysinger 

weeks or months 

all old fot'ms !!!!:!.!.t be issued first 

must be a "floating" time factor, 
contin'uaHy computed from l~eighted 
use rate and lead time. 

necessary in addition to reorder 
level to allow for revisions. This 
must also be calculated as above. 

must bf! changeable from ord'er to order, 
but system must convert order quant­
ities and usage. , 
must be in "each" or "thousands," 
converted from unit of issue. 

"E.O.Q." formula very important. 

mBly vary with each order. 

rr~y vary with each order, and 
must be in writing. 

may be required for any forms 
critical to a function. 

a 10% over-run or under-run is 
industry standard - exact quantity 
requirements may cost extra. 

storage dictated by unit of issue -
some pallets, some shelves, and by 
paper type - some require humidity 
and temperature control. 

seldom workable, except that sub­
stitute specifications may be 
implemented to print a rush order. 

often includes forms used by only 
one depa r tmen t • .... 



~ 

j 

I 
I 
[ 

[ 

[ 

[ 

[ 

[ 

( 

I 
I 
I 

.. 

I 
I 

~ I 

~--~------,--,-----,--------..,..------,-.--~----.----------

IV DECIDING WHICH FORMS TO INCLUDE 

Rule of Thumb: ill prevent or solve problems _ 
If the services of the inventory w ld be included in the 
for the user ££ supplier, the form shou 
centralized inv~ntory. 

Any of the following are indications that an item should be included: 

1. 

2. 

3. 

4. 

5. 

6. 

~l.·strl.·buted to more than one area. Forms which are \001 

The use rate is over an established minimum - for example, 
100 per month. 

Lead time for reorder is more than 2 weeks. 

space for an economical quantity Using area(s) lack storage 
of the form. 

Specifications restrict the sources of supply. 

The form is critical to a function. 

"Copyright 1979 Connie Lysinger 
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Calculating Weighted Use Rates 

OBJECTIVE: Trends analysis of ferms usage. Aids in preventing Stock-outs 
and overstocking; is a better control than "straight" average method. 

WHEN TO USE: Any form which shows a fairly steady pattern of usage 'is a good 
candida~e for weighted use rate. 

WHEN NOT TO USE: 

1. 

2. 

a. Forms·which have seasonal usage patterns or extremely low and 
irregular use rates should use the minimum-maximun (MIN/MAX) method 
of determining reorder points and quantities. 

b. New forms for which usage cannot be accurately predicted should 
function on a MIN/MAX systlam for the first three to four months, 
then be converted to WEIGHTED USE RATE if possible. 

Working from the Perpetual Inventory Record, add the quantities issued 
per month. Enter the sum in the appropriate ~th on the Trcveling Requisition. 

Working with the most recent six months' usage history, calculate the 
weighted use rate as shown below: (Month III is the "olde£:t" month). 

Month Number Actual Usage Product 

a. 
b. 

c. 

d. 
e. 

x = 
1 

x = 
2 

x = 
3 

x = 
4 

x = 
5 

x = 
6 

Add the month numbers--sum will be "21" if you are using 6 months. 
Enter the actual usage from the Traveling Requisj.tion for each of 
the six months, entering the oldest information in Month Ill. 
MUltiply the month number by the actual usage for that month--enter the product. 

When all months have been calculated, add the products. 
Divide the sum of the products by the sum of the month numbers. 
The result is t'he WEIGHTED USE RATE, which should be used to determine 
lead times snc economic order quantities. 

Copyright 1980 C. LYsinger 
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HlSTOR Y (~IASTER) FILE 

A. 

B. 

C. 

Description' . h form inclurlcd 
The history file consists of a rile fol~~e!:r r:~fers contain data 
in the Forms Management program. . of each form. 
about the past, present, and future activIty 

Principle som'ce of information about 

!~ ~:::::: ~:e t.~~~ld?:ee c~n:~!let~efore any wo.r~.is d~:eth:n 
f m All other forms records should serve as Itln rr:~:: be kept ~is~~ry' File, with minimal duplication of data. 

current to be effective. 

Purpose . 
The history file should provide. answers to most questIons 

I ht have about each form. your stafr, and your. c ients mIg 
of these questions might be: . 

1. 
2. 
3. 

When was this form created? 

Who worked on the last revision? 

What is the purpose of the form? 

4 Who are the primary users? 
.. f th form look like? What did an earlier edition 0 e 

5. . What is the past and current cost of the form? 6 . 
7. 
8. 
9. 

10. 
11. 
12. 

Who produced the form (vendor)? 

What is the current use rate? 
. d? Why was the form revise . 

What is the procedure for use of the form? 

What are the current printing specifications? . 

you, 
Some 

13. 
14. 

Has anyone requested futur.e changes to the. ~or~? ? 

Is there work in progress on the form at tillS tIm.e: ? 

Who approved the final product of the current editIOn. 

Connie Lysinger, 1976 
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HISTOR Y (MASTF;R) FILE, continued 

D. Content 

1. 
2. 
3. 
4. 
S. 
6. 
7. 
8. 
9. 

. Requests for future changes to the for,n 
"Suspense" copies of any procedural forms in process 
Notes about" any current work being done by an analyst 
Copies of designs and proofs in process 
Order history (unless duplicated completely elst!where) 
Current printing specifications 

. 10. 

. Correspondence about the form 
Authorizations for any activity to the form 
Procedure for use of the form 
Any flow charts which show use of the form 
Name of originating department, person, and title 
Names of major using departments or areas 

E • 

11. 
12. 
13. 
14. 
IS. 
16. 

Copies of previous requests for creation or revision of the form 
Invoices (or requisitions) for printing 
One permanent copy of each edition of the form 
Several "working" samples of the form' 

Materials and Organization. . 

Principle: Fasten down everything' except the working samples of 
the form. Use devices which allow you to keep the material 

'separated into convenient groups. Enter retention information on 
pertinent pieces of data.. Within each group, keep the most recent 
information on top. . , .. ".'" .: . 

. . 
Determine your filing needs .and select type of fLIes accordingly. 
For instance, if only one or two people access the files, an open 
shelf arrangement may, wor:k best for you. If several people access 
the files, and they' are frequently' upfiilted, you' may find that 
hanging files are most convenient. 

Connie' Lysinger, 1976 
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n. NUMERICAL INDEX 

A: Description 

The Numerical Index is a listing of aU forms by number 
including current and obsolete forms and form numbers, ~s 
weU a~ numbers available for future forms. 

B. Purpose 

1. To provide a number control device, preventing duplicate 
numbering and other form number problems. 

2. To cross reference old and new form numbers. 

3. To provide a reference to forms replaced by other forms. 

4. To provide a list of the alphabetical cross-references for 
updating purposes. 

5. To provide a quick reference to current forms (especially 
helpful when the files are out). 

C. Content 

1. Form number 

2. Form title, if any 

3. Date numher assigned (if known) 

4. Listing of cross references foulld in thc alpha index 

5. References to or from other form numbers (forms' made 
obsolete, consolidations, form number changes, etc.) 

D. Materials and Organization 

The numerical index must be in the format most easily main­
tained, and most readily available. It mllst he kept current at 
all times. For this reason, a hard copy index is preferred to 
an a~tomated Jisting. 3" x 5" index cards are probably (he most 
pracbca), allowing for frequent changes in order and providing 
adequate space for the items listed undcr "Content" a"ov(~. Numbers 
to be used for future forms should be listed on a second color of 
card, to be drawn out of the card file when a numher is needed. 
Thi~ automatically reserves the number and prevents dllplication. 
Varlolls hand stamps (:an be purchased to facilitate addinrr of 
cross references to the index. . t> 

Connie Lysinger, 1976 
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SETTING UP A CROSS REFERENCE INDEX NOTES 

,We often talk of how reluctant forms users are to change their ways. 
- This applies to us as well, in the systems we use. 
- Let's keep an open mind for better ways to do things. 

Forms functions have a lot of information about the forms used in 
the organization. 

References to that information can be made much easier by the 
use of the right reference tools. 

- Value of the information is much greater if it can be referenced. 

Form Number 
Basic purpose of identification best served by short, simple number. 

Form Title 
- Basi.c purpose of identification best served by short, simple title. 
- Use keywords consistently to aid in identification and reference. 

Construction 
- Need to know the type of construction, size, and number of parts. 
- Nice to know of any special papers (labels, etc.) 
- For ease of reference and storage, use short coding structure. 

Function 
- Need to know what a form does. 
- Several coding systems are possible. 

User Group 
'- Need to know who uses a form 

*approvals *cornbinations 
- Develop coding system to fit the 

*duplications 
organization. 

Usage 
- Need to know how many are being used and if obsolete. 
- For file management and reorder process. 

Reference Tools 
Your 

Lists 

form file is the core, the central spot of a cross reference syst~m. 
File in form number sequence, and include: 

*latest specification sheet 
*previous specifications, for at least several years 
*current order information, and order history 
*origination and revision information 
*samples of ~urrent form and some past versions of it 
*any other information you have on that form 

- Handwritten lists in a binder can serve well for up to about 10PO 
forms. 

Cards 
- Either edge-punch cards or tab cards will provide an adequate 

system for up to 4,000 forms. 

Electronic Storage 
- On-line storage and access for cross reference information brings 

the office of the future into today. 
Can use word processors, micro-computers, mini-cc,nputers, time­
sharing systems, or large main-frame systems --depending on what 
you have available. 
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ACKNOIAILEDGEMENT 
ACTIVIT\" REPORT 
AIIJlISTMENT 
AGREEMENT 
APPLICATION 
APF>ROVAL 
AUTHORIZATION 
BID 
BILL OF LADING 
CAILL REPOF:T 
CERTIFICATION 
CHANGE 
CHARGE OUT RECORD 
CHECK 
CODING SHEET 
COMPLAINT REPORT 
COMPUTER INPUT 
CONTRACT 
CONTROL RECOF:D 
CREDIT MEMO 
CUSTOMER INFO RECORD 
DEBIT MEMO 
DESK ORDER 
DRAFT 
ENVELOPE 
ESTIMATE 
EXPLANAT I Oti 
FILE FOLIIEI': 
FORECAST 
IDENTIFICATION 
INFORM 
INSTRUCTION 
INVENTORY REPORT 
INVOICE 

01 LOOSE SHEETS 
02 PAD(2S) 
03 PAIl (50) 
04 PAIl (1 (0) 
05 PAIl OF SETS 
06 PAIl 
07 UNIT SET, CARBONLESS 

FUN CT.ON 
AK 
AR 
A,J 
AG 
AP 
AU 
AU 
QO 
BL 
CR 
CE 
RV 
CD 
CH 
CI 
AJ 
e:I 
AG 
CD 
Hi 
CU 
IN 
SO 
CH 
EN 
ES 
EX 
FO 
FR 
III 
IF 
EX 
IR 
IN 

08 UNIT SET, CARBON-INTERLEAVED 
09 BODK,25 2 PT SETS 
10 BODK,25 3 PT SETS 
11 BODK,25 4 PT SETS 
12 BODK,25 5 PT SETS 
13 BOOK 
14 COtH I NUOUS . 
15 TAB CARD-SINGLE 
16 TAB CARD-CONTINUOUS 
17 WHEELIIEX CARD 
18 KARIIEX CARD 
19 VISIRECORD CARD 
20 POST CARD 
21 EN ..... ELOPE 
22 ENVELOPE - WINDOW 
23 TAG 
24 LABEL GUMMED 
25 LABEL - PI'S 
26 LABEL - STENCIL 
27 LABEL - GUMMED t CARBONIZED 
28 FI'LE FOLDER 
29 SELF MAILER 
30 MANUALI'PAMPHLET 
31 OTHER 

LAYOUT SHEET 
LOAII TICKT 
NOTIFY 
PAYROLL INFO 
PERFORMANCE APPRAISAL 
PERSONNEL INFO 
PRODUCTION ORDER 
PRODUCTION REPORT 
PRODUCTION SCHEDULE 
PRODUCTION STANDARDSI'FORMULA 
PURCHASE ORDER 
QUOTATION 
RECEIPT 
RECEIVING REPORT 
RECORD PRODUCTION INFO 
RECORII QUALITY INFO 
RECORD-MISC 
REGISTRATION 
REJECTION 
REPORTING-MISe: 
REQUEST 
REQUISITION 
I':EVISION 
SALES ORIIEF: 
SCHEIIULE 
SHIPPING DOCUMENT 
SHIPPING LABEL OR TAG 
SHIPPING ORDER 
SHIPPING SCHEDULE 
STATEMENT 
TEST REPORT 
TRANSACTION LOGI'REGISTER 
I,..IOF:K SCHEIIULE 
1,ln~'k' ~HFFT • 
SI~E 

A --, 
.:" ><: 5 

'. 
L .... · 
LT 
IF 
PL 
PA 
PI 
F'I1 
PI': 
PS: 
PF 
PO 
QO 
AI< 
F:R 
Pf': 
G!I 
RC 
RG 
1': ... 1 
f':P 
F.:E 
RG! 
Fi~V 

SO 
SC: 
I:L 
LA 
SH 
ss: 
S:T 
TF: 
TL 
I.~IS: 
I,IT 

B 3-1·/2 X ~-11'2 PST C f':.I1 
C 3-1/4 X E.-11'2 
D 3-1/4 X 7-3/8 TAB CARD 
E 3-2/3 X 8-1 .. · .. 2 
F 4 ~: 6 
G 4-1/4 X 5-1/2 
H 5-11'2 X ... 

( DE:LE PST 
I 5-11'2 X E:-11'2 
J 5-1,..'2 X 9-1 ..... 4 
K 6-11'4 X 8-1/2 
L 7 X 8 
M 8-i/2 X 11 
N 8-1/2 X 11-3/4 
0 9-'11'4 X 11 
F' 9-71'8 X 11 
G! 11 X 17 
R 14-71'8 X 11 
S 6 ENV 6-1/2 X 3-5/8 
T 9 ENV 8-7/8 ::.:: 3-7/8 
U 10 ENV 9-1 ..... 2 X 4-1/8 
V EN ..... 6-1/2 ~\ 9-1/2 
W EN ..... 9-1,..'2 X 12 
X ENV 4-1 .... ·2 X 11-5/16 
Y ENV to1ISC SIZE 

, , 
H 
. , , . , 

! , , 
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:DECEMBER 1979 
'PORMS INDEX 

ALPHABETICAL LISTING 

FORM TITLE 

ACKNm,lLEDGEl-:ENT OF CHAUGE OF V"".z=.NUE 
AFFIDAVIT FOR APPEAL . 
AFFIDAVIT OF FINANCIAL STATUS AND PETITION A.~D ORDER 

FOR COURT APPOINTymT OF COUNSEL 
AFFIDAVIT OF LOST BAIL RECEIPT 
AFFIDAVIT OF LOST CHECK 
AFFIDAVIT OF O';lNERSHIP OF PROPERTY 
AFFIDAVIT OF VALUE OF PROPERTY 
AGREE!'!EnT FOR LIEN 
APPOINTMENT ORDER 
ARRAIGNME.nT ORDER AND ENTRY OF NOT GUILTY PLEA 
ATTACHI"!E~i'r EXEGUTI011 
AUTHORIZATION AND ORDEa T.ERJ'lINATING SUPPORT OBLIGATIOn 
AUTOMATED PROCEDUHES!POLICIES 
BENCH 't!ARRANT 
BILLING INFORMATION 
CASE LEDGER 
CASE SUI'iI"111RY 
CASHIER'S RECEIPT 
CERTIFICATE OF ADOPrION 
CERTltICATE OF CHA:~GE OF NA!'lE 
CERTIFICATE OF POHECLOSURE 
CERTIFICATE OF N/I~E CHANGE 
CHA.'TGE OF VEnUE R.S.V.P. 
CIRCUIT COURT STORES RE~UISITION 
CIRCUIT COURT TRANSI'1ITTAL SLIP 
CIVIL ASSIGNMENT AND DISPOSITION CARD 
CIVIL BILLING INFORNATION 
CLERK'S GERTIFICATE OF SATISFACTION OF JUDG!-"LENT (DOH. REL.) 
CLERK'S CERTIFIOATE OF MAILING 
CLERK'S CERTIFICATE OF SATISFACTION OF JUDGMENT (CIVIL) 
CLERK I S REPORT 
CONDITIOlIAL RELEASE ON RECOGNIZANCE 
CONDITIONS OF SUPERVISION 
COURT INFO~~TION BROCHURE 
COURTROOM UTILIZATION STUDY 
CRIMINAL ASSIGNt1ENT AND DISPOSITIOn CARD 
CRIMINAL CASE INFORMATION 
CRIMINAL COURT DOCKET 
CRIMINAL COURT RECORDS 
ORIMINAL PRETRIAL AIiD TRIAL DATE 
DAILY C'ALENDAR 
DAILY 'CASH ACCOUNTING" 
DAILY DOCKET SHEET 
DECREE FOR nEGISTHATIOl~ OF BIRTH 
DEFERRED No'rr CE 

• 

,""", 

FOR!'! NO. 

CO-2;l+ 
CC-J.86 

CC-J.4 
CC-101 
CC-J.90 
CC-1;7 
GO-136 
CC-l;; 
CC-22 
CO-28 
CC-174 
CC-226 
CC-16 
CC-12 
CC-46 
C~-177 
CG-68 
C~-170t 
CG-5 
CC-54 
CC-251 

. CC-4; 
OC-257 
CC-205 
CC-6; 
OC-42 
CO-264 
OC-169 
CC-254 
CO-5; 
CC-228 
0~-260 
CC-11B 
CO-2 
CO-259 
CC-41 
CC-90 
OC-189 
CO-20 
CC-37 
CC-18 
00-239 
CC-81 
CC-l~5 
00··126 

f 
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DEFERRED PART-TIME JURY SUBPOEUA 

'

I: .DEPOSITION NOTICE 
J DISPOSITION OF EXHIBITS 

DISPOSITION OF TRANSCRIPTS 

.. 

2 

DOMESTIC RELATIONS CLERK I S \-IORKSHEET 'I DOMESTIC RELATIONS HISTORY AND ASSIGNMENT CARD 
DOMESTIC RELATIONS JUDGES AVAILABLE 
DOMESTIC RELATIONS MOTION PRAECIPE 

I DOMESTIC RELATIONS ORDER ORDER OF DISMISSAL 
DOMESTIC RELATIONS TRIAL NOTICE 
EMPLOYER JURY EXCUSE DENIAL 

'I
' ENVELOPE, LETTER SIZE 

ENVELOPE, NOTE SIZE 
EXCUSE, JURY DUTY 

. EXECUTION 

I EXECUTION AND RETUR..'i 
EXECUTION DOCKET 
EXEMPLIFICATION CERTIFICATE 

I 
EXHIBIT AUDIT REPORT 
EXHIBIT BOX LABEL 
EXHIBIT El'iVELOPE, IJ'.AUILA 
EXHIBIT ENVELOPE, 12" X 18" 

I EXHIBIT IND~X CARD 
• 'EXHIBIT RECEIPT 

EXRI BIT WITHDRA'\v AL ' 
.' FELONY RELEASE ORDEH AND AGREE!"'1ENT 
!I, l'ILE CHECK-OUT CARD 

FILM ATTACHMENT FOR BLOTTER 

[
FORECLOSURE EXECUTION 

. FORMS MANUAL FORM 
FRIDAY WEEKLY CALL PRAECIPE 
GRAND JURY OATH AND ORDER r HANDBOOK FOR GRAND JURORS 

L HANDBOOK FOR JURORS. 
INTERVIE'v1 UPDATE 

, [~ JUDGES AVAILABLE 
_ JUDGES AVAILABLE/UNAVAILABLE 

JUDGMENT DOCKET 

[
JUDGMENT OF SECURITY FORFEITURE 
JUROR ATTENDANCE CEnTIFICATE 

., JUROR EXCUSE/DEFERRAL INFOm'iATION SHEET 
~ JUROR NEED PROJECTION, CIRCUIT COURT 

[ JUROR NEED PROJECTION, DISTRIGT COURT 
. : JUROR NEED PROJECTION, DISTRICT AND CIRCUIT COURT 

JUROR qUESTIONNAIRE 

[
_JURY DUTY BROCHURE 

JURY PAYROLL 
JURY REQUEST SLIP 

(
JURY SERVICE CERTIFICATE 
JURY SERVICE EXIT QUESTIOI~AIRE 

( 

I. • 

1/ / .-

. CO-110 
CC-86 
OC-84 
CC-256 
CC-31 
00-98 
CO-225 
CO-230 
CC-253 
CO-99 
CC-I08 
CC-34 
CO-33 
CC-13 
CO-167 
CC-147 
OC-265 
cC-158 
oC-178 
OC-219 
CG-217 
CO-266 
CC-181 
OC-188 
Cd-18l~ 
C0-106 
00-176 

.GO-255 
CO-173 
CC-4 
OC-39 
00-83 
C0-10 
00-1 
OC-?~)5 
OC-21 
CC-207 
CC-200 
CO-146 
CC-107 
C0-114· 
CC-155 
00-156 
OC-l54-
CC-26 
CO-3 
cO-23 
CO-70 
OC-72 
CC-77 
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i 

LEI'TER t ANSWER TO POSITION APPLIED FOR 
LETTER DENYING REINSTATEMENT OF CASE 
LETTER OF APPRECIATION 
MEDICAL RECORDS NOTICE 
MEMO-INCOMPLETE INFORMATION 
MERIT INCREASE: AWARD/DENIAL 
MILEAGE SLIP 

.. , 

MOTION AND ORDER SUBSTITUTING COUNSEL OF RECORD 
MOTION FOR RECOGNIZAnCE OR BAIL REDUCTION 
MOTIOri PRAECIPE 
NOTICE CONTINUING TRIAL 
NOTICE OF DEFERRAL 
NOTICE OF FORFEITURE 
NOTICE OF MOTOR VEHICLE ATTACHMENT 
NOTICE OF HEGISTIU.TION OF It'OREIGN JUDGYlENT 
NOTICE OF SATISFACTION OF COURT 1,IEN 
NOTICE OF SATISFACTlmi OF JUDGr~ENT FOR COSTS 
NOTICE OF SJIS EXHIBIT ENTRY 
NOTIFICATION OF E!~TRY OF JUDGSr-w~NT 
ORDER APPOINTING ATTORNEY 
ORDER APPOINTE'lG ATTORNEY AND FOR TRMISCRIPl' 
ORDER A?POINTING PSYCHIATRIC EXP~RT 
ORDER J,UTf{O~I7-ING INVESTIGN1'IVE EXPENSE 
ORDER CCN[)OLIDATE 
ORDER CONTINUING TRIAL 
ORDER :nSllISSING AP!'EAL AND REr:ANDI~-W CASE TO DISTRICT COURT 
ORDER ENTERING HANDATE 
ORDER ENTERING PLEA OF GUILTY 
ORDER EXONERATInG B/IIL 
ORDER FOR ALCOHOL AnD DRUG REFERRAL 
ORDER FC:R EXHI3IT DISPOSITION 
ORDER FOR INDIGE!{T EXPEHSE 
ORDER FORFEITING BAIL, REVOKING RECOGNIZANCE 

AND ISSUI~G BENC:! ~ .. rARRAi;T 
ORDER 01'~ ASSIG:n'1E:'!T 
ORDER OF DISMISSAL 
ORDER OF RELEASE 
ORDER RE: DISCHARGE OF JUDGf'lENT 
ORDER REDUCIHG BAIL 
ORDER REHISTATING 
ORDER RELEASING FHON CUSTODY, RESCINDING OF WARHANT 
ORDER Sm'TING ASIDE CONVICTIONS 
ORDER TEm1INATING PROBATION 
ORDlR TO AP?EA~ 
ORDER TO SHOH ~AUSE 
OREGO~ STATE HOSPITAL TRj~rmpORT ORDER 
PAYI1EN'T INSTRUCTIONS 
PEREMPTO~Y CHALLEnGES 
PERFORf"1.ANCE EVALUATION FOR OFFICE ASSISTANT 
PETITION AND ORDER FOR ALLOHAIlCE OF ATTORNEY FEES 

AND 'EXPENSF..8 
PE~ITIo~r FO~ REGISTRATIO!l OF' BIRTH 

• 

... -- . 
-----'----------'~-----

CC-215 
CC-71 
CC-9 
CG-88 
CC-210 
CO-50 
CC-268 
CO-67 
CC-32 
CO-69 
C(;-267 
CO-Ill 
CO-138 
CC-1 7),) 

CC-182 
CG-13l~ 
CC-55 
CC-232 
CC-15 
CC-12l~ 
CC-25? 
C~~-8? 
CC-125 
CC-21~ 
cC-20i 
00-115 
CC-123 
CC-85 
CC-152 
CC-74 
CO-17? 
CC-21i 

CC-17 . 
CC-231 
CC-60 
CC-130 
CC-179 
CO-25 
CC-62 
CC-193 
OC-204 
OC-196 
CO-180 
OJ-52 
CC-65 
CC-89 
CC-119 
CC-49 

CO-57 
CC-44 

. 1 
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PETITION/onDER Fon ALLm·,'A!fGE, OF INDIGENT FEES 
PETITION TO ENTER PLEA OF GUILTY 
PRAECIPE FOR '.,mIT 
PRE-SEN':'E!WE INVEStrIGATION HEFER."qAL FORI"! 
PRE-TRI/~ A~D TRIAL NOTICE 
PRE-TRIAL DISCLOSURE 
PRE-TRIAL RELEASE PROGRAM DAILY AUDIT 
PROBATION SHm .. ! CAUSE 
RELEASE OF GARNISHr'!ENT 
REMAND FOR FURTHER PROCEEDINGS 
REQUEST FOR HELEASE OF CONFIDENTIAL II~FORMATION 
REQUEST REJECTION 
REQUEST TO CLARI}4'Y SATISFACTION 
REQUISIT!ON F'O~ JUROR CAB FARE 
REQUISITION r-~EAL FO~ JURORS 
RESPONSE LOG b:fEET 
RETURU OF DO~ur'j1:.~~TS 
RIGHT OF APPEAL 
ROUTING SLIP 
RULE 4:00 HEARING NOTICE 
RULE 4:00 NOTICE FOIDI 
RULE 4: 00 sur1r"'Jdn OF PROCEEDI:ms 
SATISFACTIO!'I OF JUDGEMENT 
SATISFACTIon OF SUP?ORT JUDGEMENT 
SECURITY RECEIPT 
SHERIFF'S CERTIFICATE 
SHOR! DOCKET SHEET 
SUBPOENA 
SUMMARY OF PROCEEDINGS 
SUPPLY PICK-UP 
SUPPORT ClERK RESPONSE LETTER 
TITLE OF CAUSE 
TRANSCRIPT OF JUDGMENT 
TRANSMITTAL, FINES, ATTORNEY FEES, RESTITUTION 
TRANSPORT / JUDG!'1E~rT 
TRIAL DATE AND FRIDAY 1,oIEEKLY CALL NOTICE 
TRIAL READINESS 
VERIFICATION OF RELATIONSHIP A:iD NET f~IORTH 
WAIVER OF HOMESTEAD EXEMPl'ION 
WAIVER OF JURY TRIAL 
WAIVER OF PRESh"'NTENCE REPORT AND TIME FOR PRONOUNCING 

JUDGMENT 
WAIVER OF TRIAL 
WARRANT FOR CONTEMPT OF COURT 

• 

f I 

CC-?12 
CC-2!J 
CC-166 
CG-236 
CC-19l4 

CC-150 
CC-21/~ 
CC-l1 
CC-l(,l 
CC-199 
CC-7R 
CC-185 
CO-l?9 
CC-56 
00-40 
OC-224 
CC-261 
CC-80 
CC-263 
CC-58 
C·,j-100 
G'~-61 
CC-lf-:=; 
CC-IB"3 
CO-l?:l 
OC-13<) 
(:C-;?08 
CC-?3 
CC-33·!1. 
CC-;~62 
CC-221 
C':;-7 
C:;-?O() 
CC-?'L ' 
CC-?'~:­
CC-35 
CC-115 
~C-132 
CC-151 
CC-93 

CO-258 
cc-a? 
CC-l?2 

, "I 

APPENDIX H. 
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FOR~5 INDEX LISTING 
H BY USER 

FORM TITLE 

COURTS 

REQUISITION MEAL FOR JURORS 
REQUISITION FOR JUROR CAB FARE 
CIRCUIT COURT TRAUSMITTAL SLIP 
ORDER DISMISSING APPEAL AND REMANDING CASE TO DISTRICT 
CONDITIONS OF SUPERVISION 
PEREMPTORY CHALLENGES 
CIRCUIT COURT STORES REQUISITION 
ORDER APPOINTING ATTORNEY AND FOR TRANSCRIPT 

ADMINISTRATION 

COURT INFOP.MATION BROCHURE 
FORMS MANUAL 
APPOINTME~T ORDER 
ENVELOPE, NOTE SIZE 
ENVELOPE, LETTER SIZE 
MERIT INCREASE, AHARD/DENIAL 
LETTER DENYING REI!mTATEr~E:-rT OF CASE 
CIRCUIT COURT STORES RE(~UISITrON 
LETTER, ANSt'ER TO POSITlmi APPLIED FOR 
COURTROor1 UTILIZATIO!i STU!)Y 
RETUR~t OF DOCUr-j~~lTS 
SUPPLY PICK-UP 
ROUTI~G SLIP 

[ CIVIL 

r TITLE OF CAUSE II NOTIFICATIO~i OF EHTRY OF JUDGr1:ENT 
DAILY :JALE!iDAR 
JUDGES AVAILABLE 

[ TRIAL DA~:=; AND FRIDAY "riE1.'LY CALL NOTICE 
FRIDAY ~'.rE:=;KLY CALL PRAECIPE 
CIVIL ASSIGNMENT AND DISPOSITION CARD 

[ BILLING INFORMATION 
, PERFORI'lANCE EVALUNrION .FOR OFFICE ASSISTANT 

I-:ERIT INCREASE, AWARD/DEInATJ 

[
CLERK'S CERTIFICATE OF SATISFACTIon OF JUDGMENT 

: RULE 4:00 HEARING NOTICE 
RULE 4: 00 SUr-lMARY OF PROCEEDInGS 

'" ORDER REINSTATING 
I . CASE SUMMARY 

, MOTION PRAECIPE 
RULE 4:00 NOTICE FORM 

[ TRIAL READI~ESS 

[ 

[e e 

COURT 

FORM NO. 

CC-40 
CC-56 
CC-63 
00-115 
CC-118 
OC-119 
CC-205 
CC-252 

CC-2 
CC-4 
CC-22 
CC-33 
CC-34 
CC-50 
CG-71 
CG-205 
CC-21S 
. .,~ 2t:9· 
vv- =-' 
CC-261 
CC-262 

,CC-263 

CC-7 
CC-15 
CC-18 
CC-21 
CC-35 
CC-39 
CC-42 
CC-46 
CC-49 
CO-50 
CC-53 
CC-58 
CC-61 
CC-62 
OC-68 
CG-69 
CC-100 
CC-116 

/ 

'/J CIVIL 

,,'ARRANT FOR CONTEr-1Pl' OF COUR1 
NOTICE OF FORFEITURE 
WAIVER OF HO~ESTEAD EXEMPTION 
JUROR NEED PROJECTION 
RELEASE OF GARNISHMENT 
PRAECIPE FOR·WRIT 
EXECUTION 

!11 FORECLOSURE EXECUTION 
W ' ATTACHMEnT EXECUTION 

CASE LEDGER 
ORDER RE: DISCHARGE OF JUDGMENT 

2 

NOTICE OF REGISTRATION OF FOREIGn JUDGMENT 
AFFIDAVIT FOR APPIAL 
REMAND FOR FUHTHER PROCEt:nnms 
JUDGMENT DOCi<:ET 
CIRCUIT COURT STORES REQUISITION 
TRANSCRIPT OF JUDGMENT 
ORDER OF ASSIG~MENT 
CERTIFICATE OF FORECLOSURE 
CIVIL BILLING INFORMATION 

CRIMINAL 

PROBATIon SRm! CAUSE 
BENCH "IA'l1RA~~T 
AFFIDAVIT OF FINAHCIAL STATUS AND P:r:TITION AND ORDER FOR 

1'1 COU~T APPOINTf1ENT 0}4' COUNSEL 
t ORDER FORFEITING BAIL, REVOKING RECOGNIZAnC~ 

AND ISSUING B~NCH \tJARRANT f] ORDER REDUGI!W BAIL 
l ARRAIGm1ENT ORDER AND ENTRY OF NOT GUILTY PLEA 

. PETITIO:~ TO ENTER PLEA OF GUILTY 
MOTION FOR RECOGNIZA.NCE OR BAIL REDUCTION 

111 CRIMINAL ?RETRIAT.I AND TRIAL DATE 
!U CRIMINAL ASSIG:mE:-iT AND DISPOSITION CARD 

PERFORY:AUCE EVALUATION FOR OFFICE ASSISTANT 
to PETITION AND ORDER FOR ALLOHANCE OF ATTORNEY FEES AND EXPENSES 
3n ORDER OF DISMISSAL 

OREGON STATE HOSPI~IAL TRAnSPORT ORDER 
MOTION AND ORDER SUBSTITUTING COUNS} .. 'L OF RECORD 

~ ORDER FOR ALCOHOL AND DRUG HEFERRAL 
- RIGHT OF APPEAL 

WAIVER OF TRIAL 
!lJ) ORDER EnTERING PLEA OF GUILTY 
l.Ii: OFtDER APPOINTING PSYCHIATRIC EXPERT 

CRIMINAL CASE INFORf"IJ~TION 

I WAIVER OF JURY TRIAL 
J • ORDER ENTERInG MANDA.'!~E 

ORDER APPOINTING ATTORNEY 

I 
I 
.:1'" I, • 

ORDER AUTHORIZING INVESTIGATIVE EXPENSE 
ORDER OF RELEASE 

.. 

CC-122 
CC-138 
OC-151 
CC-155 
CC-161 
OC-166 
CC-167 
CC-173 
CC-174 
CC-177 
CC-179 
CC-182 
CO-18.6 
CO-199 
C~-200 
CC-205 
C~-209 
CG-?31 
CC-251 
.C-J-?fA 

CC-.ll 
CC-12 

. CG-17 ,.,,.., "5 
v·"",-~ 

:::0-28 
CC-29 
GO-;2 
CC-~7 
CC-l~ 1 
CC-l~9 
(',.. t:.7 
vV- .. ' 

CC-EO 
CG-E,5 
",.. '"7 v·...,-r.; 

CC-74 
~c-eo 
oo-e·2 
~C-85 
CC-87 
C:-90 
CG-93 
CC-123 
00-12L'­
CC-125 
00-130 
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CRIr1INAL 

PRETRIAL DISCLOSURE CC-150 
ORDER EXONERATING BAIL CC-15? 
ORDER TO APPEAR CC-180 
CRIMINAL COURT DOCKET CC-189 
ORDER RELEASING FRor1 CUSTODY, RESCInDING OF WARRANT CC-193 
PRETRIAL AND TRIAL NOTICE OC-194 
ORDER TERMINATING ?ROBATION 00-196 
ORDER CONTI!WING TRIAL OC-201 
ORDER SETTING ASIDE CONVICTIONS OC-2(jl+ 
CIR~uIT COURT STORES REQUISITION OC-205 
.oRDER FOR INDIGENT EXPEIlSE :':;C-211 
PETITION/ORDER FOR ALLO\o/.A.NCE OF INDIGENT FEES CC-212 
TRANSPORT/JUDGMENT CC-233 
PRE-SE1TTEnCE INVESTIGATIOrr REFERRAL It'Om1 OC-235 
WAIVER OF' PRE-SENTENCE REPORT AND TII1E l"OR PRONOUNCING JUDGHENTCO-258 
NOTICE CONTINUING TRIAL CO-267 

DOMESTIO RELATIONS 

CERTIFICATE OF ADOPTIO~ 
AUTOKATED PROCEDURES/POLICIEG 
CLERK'S vIORY.SH:':E.T 
FRIDAY VlEEKLY CALL PRAECIPE 
CERTIFICAT::: OF tlAl'!E CHANGE 
PEl'ITION FOR REGISTRATION OJ<' 3IRTH 
DECREE FOR REGISTHATION OF BIRTH 
BILLING INFORr'1ATION 
PERFORI'!A~-1CE F:V ALUATION FOR OFFICE ASSISTANT 
MERIT INCREASE, A'.-!ARD/DENIAL 
CLERK'S CERTIFICATE OF SATISFACTION OF JUDGMENT 
CERTIFICA'rE OF CHANGE OF NANE 
RULE 4:00 HEARI~G NOTICE 
ORDER OF DISHISSAL 
ORDER REINSTATING 
DAILY DOCKET SHEET 
DOMESTIC RELATIONS HISTORY AND ASSIGNMENT CARD 
DOMESTIC RELATIONS TRIAL DATE A~D FRIDAY WEEKLY CALL NOTICE 
WARRANT FOR GONTEMPl' OF COURT 
RE~EST TO CLARIFY SATISFACTION 
WAIVER OF HOf'lESTEAD EXEMPrION 
RELEASE OF GARNISHl'lENT 
SATISFAOTION OF JUDGI'1ENT 

, PRAECIPE FOR ~~IT 

,,,,.,, 5 
,J\J-

0~-16 
CC-31 
OC-39 
c~-43 
CC-44 
cC-l~5 

[
... EXECUTIon CLERK'S CERTIFICATE OF SATISFACTlm~ OF JUDGMZNT 

ORDER :RE: DISCHARGE OF JUDGMENT . 

. CC-46 
CC-49 
oC-50 
CO-53 
CC-54 
CC-58 
CC-60 
CC-62 
CO-81 
CC-98 
CC-99 
CC-122 
CC-129 
CC-151 
CC-161 
CC-165 
CC-166 
CC-167 
CC-169 
CC-179 
00-182 
00-183 
CO-186 1

1, NOTICE OF REGISTRATION OF FOREIGN JUDGM11'lT 
SATISFACTION OIt' SUPPOHT JUDGM~NT 
AFFIDAVIT FOR APPEAL 

I 
I. • 

.-... '. 

" f 

.. . 
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DOW...5TIC Rl!."'LATlmm 

CIRCUIT COURT STORES RE'~UISITION 
JUDGES AVAILABLE/UNAVAILABLE 
SHORT DOCKET SHEET 
TRANSCRIPT OF JUDGMENT 
rJ.Er-IO-INCOMPLETE INFORr1ATION 
ORDER CONSOLIDATE 
SUPPORT CLERK RESPONSE LETTER 
RESPONSE LOG. SHEET 
JUDGES AVAIJ.lABLE 

4 

AUTHORIZATION AND ORDER T3RIUNATING SUPPORT OBLIGATION 
CLERK'S REPORT 
MOTION PRAECIPE 
ACKNO\.JLEDGEMENT OF CHANGE OF VENUE 
DISPOSITION OF TRANSCRIPrs 
FILM ATTAO~ENT FOR BLOTTER 
CLERK'S CERTIFICATE OF Y.AILING 
ORDER OF DISMISSAL 
EXECUTION DOCKET 

RECOGNIZANOE 

BENCH WARRANT 
ORDER FORFEITInG BAIL, REVOKING RECOGNIZANCE AND ISSUING 

BENCH WARRANT 
ORDER'REDUCING BAIL 
MOTION FOR R3COGNIZA~CE OR BAIL REDUCTION 
REQUEST FOR RELEASE OF CONFIDENTIAL INFORMATION 
FELONY RELEASE ORDER AND AGREEMENT 
DEFERRED NOTICE 
CIRCUIT COURT STORES REQUISITION 

. PRE-TRIAL RELEASE PROGRAM DAILY AUDIT 
INTERVIE~ UPDATE 
CONDITIONAL I'LELEASE ON RECOGNIZANCE 

FILES 
1 
jU 
i CRI~INAL COURT RECORDS 
i fill . EXEMPLIFICATION CERTIFICA'I'E 
I rul· FILE CHECK-OUT CARD fl REQUFBT REJECTIOIl 

t'!"1 If:t.l. CIRCUIT COURT STORES REQUISITION 
f ~ NOTICE OF SJIS EXHIBIT ENTRY 

I
f CHANGE OF VENUE R.S.V.P. 

.1 ~ Stm1ARY OF PROCEEDINGS 

J I W 
Pl 
i! ¥.11 11 II 
f: 'I 
r, I f! I· 

• 

OC-205 
CC-207 
CC-208 
GC-209 
CC-210 
CC-213 
OC-221 
CO-224 
OC-225 
OC-226 
GG-228 
OC-230 
OC-234 
OC-256 
CC-255 
CC-25''' 
CO-253 
CC-265 

CC-12 

CJ-17 
CC-25 
CC-32 

. CO-78 
CG-I06 
CC-12G 
CO-205 
CC-214 
OC-235 
OC-260 

CC-20 
OC-158 
CC-176 
OC-185 
CO-205 
CO-232 
CO-257 
~0-334 

[I." ,ti . · 
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DISPOSITIon OF EXHIBITS 
DEPOSITION NOTICE 
MEDICAL RECORDS NOTICE 
ORDER FOR EXHIBIT DISPOSITION 
EXHIBIT AUDIT REPORT 
EXHIBIT INDEX CARD 
EXHIBIT WITHDRAWAL 
EXHIBIT RECEIPI' 
CIRCUIT COURT STORES REQUISITION 
EXHIBIT ENVELOPE-MANILA 
EXHIBIT BOX LABEL 
EXHIBIT ENVELOPE 12" X 18" 

ADMINISTRATIVE SERVICES: 

ACCOUNTING 

NOTICE OF SATISFACTION OF JUDGMENT FOR COSTS 
PAYMENT INSTRUCTIONS 
TRANSMITTAL: FINES, ATTOIDIEY FEES, RESTITUTION 
AFFIDAVIT OF LOST BAIL RECEIPI' 
SEGURITY RECEIPT 
VERIFICATION OF RELATIONSHIP AND NET HORTH 
AGREEMENT FOR LI~i 
NOTICE l .' SATISFACTION OF COURT LIEN 
NOTICE OF MOT03 VEHICLE ATTACHr~ENT 
AFFIDAVIT OF VALUE OF PROPEHTY' 
AFFI DAVIT OF OHNERS!HP OF PROPERTY 
SHERIFF'S CERTIFICATE 
JUDGM:E.1~T OF SE-ClIRITY FORFEITURE 
EXECUTION AND RETURN 
CASHIER'S RECEIPT 
AFFIDAVIT OF LOST OHECK 
CIRCUIT COURT STORES REQUISITION 
DAILY :.iASH AGCOmJTING 

JURY 

HAND BOOK FOR JURORS 
JURY DUTY BROCHUrtE 
LETTE~ OF APPRE:JIATION 
HANDBOOK FOR GRAND JURORS 
EXCUSE, JURY DUTY 
JURY PAYROLL 
JU?'O~ '~UESTION:-lAIRE 

• 

f I 

~:J-84 
~C-86 
CC-88 
OC-175 
CC-178 
CC-181 
C~-184 
CO-188 
CC-205 
CC-217 
CC-219 
CO-266 

CC-55 
CC-89 
CO-94 
CC-I01 
CO-131 
CC-1~2 

. CC-133 
CC-134 
CO-135 
CC-136 
CO-137 
00-139 
OC-146 
CC-147 
CC-170 
OC-190 
CC-205 
CC-239 

CC-l 
",., 3 v\';-

CO-9 
CC-I0 
CC-13 
00-23 
OC-26 

~' ' , ' 
• J.' I 

r i 6 

I. JURY 

;1 ORDER TO SH01:l CAUSE 
I' JURY RE~UEST SLIP 

JURY SERVICE CERTIFICATE 

rn 

m 

u 
[1 

SUBPOENA 
JURY SERVICE EXIT QUESTIONNAIRE 
GRAND JURY OATH AND ORDER 
JUROR ATTENDANCE CERTIFICATE 
EMPLOYER JURY EXCUSE DENIAL 
DEFERRED PART-TIME JURY SUBPOENA 
NOTICE OF DEFERRAL 
JUROR EXCUSE/DEFERRAL INFORHATION SSEET 
JUROR NEED PROJECTION,· DISTRICT AND" CIRCUIT 
JUROR NEED PROJECTION, CIRCUIT COURT 
JUROR NEED PROJECTION, DISTRICT COURT 
CIRCUIT COURT STORES RE~UlnITION 
MILEAGE SLIP 

, . Ll 

[1 

U 
~ 

~ 

00 

!rI 
il 

.·1, .~ 
. t • 

i 
, I 

i {I 
ll~ t 

il ~ ; 
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COURT 

CC-52 
CC-70 
CC-72 
CC-73 
CC-77 
CC-83 
CC-107 
CO-108 
CC-I10 
CC-l11 
CC-114 
CC-154 
CG-155 
OC-156 
CC-205 
CO-268 
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ABOUT BFMA 

The Business Forms Management 
Association, Inc. was formed in los Angc!<~ 
in 1958 as a vehicle by which forms 
professionals could exchange information 
and ideas. The success of that local 
organization indicated that such an 
Association would benefit individuals in the 
forms management professions on an 
international scale. BFMA began organizing 
other chapters in 1969, and ten years later 
had over 1500 members and 32 chapters in 
the United States and Canada. 

The members of BFMA represent virtually 
every industry, especially those service 
industries -which require many forms. In 
addition to chapter members, members·at· 
large (those not near a chapter) are found in 
many countries of the world. Memberships 
are individual rather than company. 

BFMA's purpose is to promote good 
management of information resources, and 
especially of fotmS, throughout all industries 
and governments. It does this through 

., education of the business public and its 00,'1\ 

rllembers in the principles and techniques of 
f JrtnS management and related areas. 

! 

FORMS MANAGEMENT 
KNOWLEDGE 

Each company or organization has 
unique information needs and unique 
division of responsibility. Because of 
this, each company needs a forms 
management program tailored to its 
needs. BFMA provides an extensive 
"menu" of technical knowledge through 
its publications, meetings, workshops 
and seminars, so that each member can 
find information pertinent to his or her 
job function. Topics presented typically 
include: 

Administration of a Forms 
Management Section 

Forms Analysis and Design 
Forms Inventory and 

Procurement Practices 
Forms Production 
The Role of Forms in 

Information Resource 
l'.1anagement 

Form~ in the Office of the Future 
- and many more. 

BENEFITS OF 
MEMBERSHIP 

• Subscription to FORMat, the only forms 
management journal 

• An annual International Seminar and 
Conference, held each year in May, in 
changing locations. 

• A Ir,':>nthly newsletter for members only. 

• Seminars, Workshops, and Classes 
offered by local chapters of BFMA. 

• Chapter meetings, usually held monthly. 

• Opportunity for interchange with other 
forms professionals. 

• Annual Salary Surveys 

• Employment listings (positions sought and 
available). 

• Discounts on books, training courses, and 
other materials. 

• BFMA's Network, an automated index to 
the membership by responsibility and 
industry. 

• Opportunity for personal and professional 
growth. 

• Representation of member interests and 
professional needs within the entire 
information resources community. 

• Working together for an increased body of 
knowlege, higher standards', and more 
visibility for the forms management 

• professions. 
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WHO SHOULD JOIN 
'ectors/Managers/Officers/Super­
ors of: 
=orms Management, Systems, 

,)rocedures, Records, Information 
~esources, Administrative SerVices, 
)ffice/Support/General Services, 
Ioiaterials Management, Data 
)rocessing, Word/Text Processing, 
)perations, Reprographics 
rms Analysts 
;tems/Procedures Analysts 
:ords Analysts 
:hnical Writers 
cumentation Specialists 
ms Designers 
>esetters/Compositors 
iphic Artists 
'chasing Agents 
rms Sales Representatives (if 
lterested in Forms Management) 
dents of Business 
liege and University Instructors in 
lusiness Administration, Business 
:ducation, Office Management, 
Jraphic Arts. 

HOW TO JOIN 
::Omplete an application, and send 
h a check or purchase order for 
es, to your local chapter's 
mbership chairman (or any member 
the chapter &..ard of Directoru). If 
J do not know how to contact the 
Ipter, or if there is no chapter in your 
'a, send to: 
klsiness Forms Management 

Association, Inc. 
\dministrative Offices 
).0. Box 3043 
)ortland, OR 97208 

, c;n~\ ?':1?n?~? 

cr=,;; C~~TEi::[ocCXiFIO~§~ 
As of September, 1980, chapters are located 
in: 

Allanta, Georgia 
Baton Rouge, Loul.lan. 
Bloomington, tIIlnol. 
~lo.ton, Mas.achusett. 
Chicago, illinois 
Cleveland, Ohio 
Dalla., Te.a. 
D.nv.r, Colorado 
Ft. Worth, T •••• 
Hartford, Connecticut 
Hou.ton, T •••• 
Hull, Qu.bec, Canada 
Indlan.poll., Indiana 
K.n ... Clly, MI •• ourl 
L.n.lng, Michigan 
Lo. Ang.le., Callfornl. 
Madl.on, Wisconsin 
Miami, Florida 
Mllwauk .. , Wisconsin 
Mlnn.apolla, MlnnNot. 
New Jersey 
N.w York City 
Ott.w., Ontario, C.nada 
Peorl., a!llnols 
PIIIsburgh, Pennsylvania 
Portland, Oregon 
St. Louis, Missouri 
St. P.ul, Mlnnesot. 
St. Petersburg, Florida 
San Fr.ncl.co, California 
SeatU., W.shlngton 
Springfield, illinois 
Tamp., Florida 
Tucson, Arlzon. 
'Tul.a, Oklahom. 
Washington, D.C. 
Wlnston-S.lem, North C.rollna 
Is your company located in or near one of 

the cities on the growing list of BFMA's 
• chapter locations? If not, you may be the only 

individual in your entire community with the 
professional expertise, business contacts and 

• leadership capabilities to undertake the role 
of chapter organizer. Can you afford not to 
take the time? 
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