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... and quarto drawers respectively, and

!}is of such a design that it can be sup-
pleﬁgted at any time with additional
nngike- ’

N regard to listeners’ reports, these
v are filed geographically, being in-
dexed primarily under the correspond-
ents’ geographical location and sub-
indexed  alphabetically in accordance
with correspondents’ names, The sys-
tem offers special facilities for the in-
vestigation of reception at any par-
ticular point.

Since the opening of its new sta-
tions the company has reeeived
15,000 reports, 98 % of which ars
~goad, and 2 % either unfaveurable
or indefinite, the latter referring to
correspontdence dealing with other
phases of the company’s trans-
“missions, and not necessarily
critical.
Library of Music,
A FURTHER extension of the filing
, system provides speciglly for the
filing of music. In its desire to in-
erpase its repertoire the company has
established a musical library, which,
althhough Deing augmented daily, in-
cludes at the present time some 2000
full orchestral selections, 600 orches-
tral trio works, and 1500 vocal works,
jiicluding scores for solo voices and
vocal combinations. The music is
lodged in specially designed steel cabi-
nets with large drawers, under two
main divisions, instrumental and voeal,
in each of which it is filed alphabeti-
cally under its various classifications.
. "These classifications are cross-indexed

(programme journalist).
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alphabetically under titles and com-
posers.

THE nature of the company’s service

demands that the utmost atten-
tion be given to every detail, and this
essential is prompted by the use of a
very complete system of standard
printed forms, each designed to facili-
tate a particular phase of the work.
Ninety-one standard forms are utilised
in all, and several coming within the

scope of this article will be mentioned.

as occasion arises.

A system is in use whereby any sta-
{ion manager or officer can requisition
head office for material or facilities
which will aid them in carrying out
their duties. TRequisitions must state
¢learly the nature of the requirements,
must be approved by the manager con-
cerned in regard to necessity and ex-
penditure invelved, and if finally ap-
proved by the general manager they
are then passed for action by the au-
thorising official. In this econnection
it is worthy of note that the respon-
sibility of fully and clearly defining the
material requisitioned for and the pur-
pose for which it is required, rests with
the requisitioning officer. In the case
of actual purchases of material,
{hese are made on the company’s
official purchase dockets, and in turn
are made out in accordance with the
requisitions, including instructions to
the vendor in respect to delivery and
duplicate invoices. On receipt of the
material at the station a “goods re-
ceived” dockét is made out and re-
turned to Head Office, where it facili-
tates the ecompletion of the transaction
when the invoices come under consid-
eration.
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Record of Matter Broadeastk
HE company is bound to keep an
accurate record of all matter
proadeast. 'This information is re-
corded at the station on a special
printed form during every broadecast,
checked by the station manager, and
submitted to Head Office. Here it is
perused by a responsible officer, check-

od with a view to ascertaining that

the company’s instructions have been
adhered to, and filed as a record for
reference purposes and as a source of
detail from which various returns are
compiled.

Discipline is insisted upon in every

phase of the company’s work, and each
member of the staff personally signs
a daily attendance form indicating the
actual time of arrival and departure
for the office.
of discipline so essential for efliciency

is promoted.
SO far reference has been made only
to general office routine. Another
important branch of the company’s
work, however, is handled by the ac-
countancy department, which com-
prises the accountant and his staff,
who are concerned with the payment
of salaries, wages, and artists’ fees
and accounts, as well as the mainten-
ance of property records and other ac-
countancy work., This department is
located in an office apart from the
main office. An idea of the work
handled will be conveyed by the fact
that upwards of 1000 cheques are is
gsued per month., In addition to the
above a record is maintained of all
plant, office and studio equipment, and
loose tools, which can be referred to

Contrel of Expenditure.
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In this way o sense.

at any time as a complete inventory
of the company’s assets, S

Check on Programmes.
A_ FURTHER department of the
Head Office is that which -super-
vises and directs the preparation of
the station programmes., These are
submitted by the station six weeks in
advance, and having been approved by
the general manager in regard to ex-
penditure, they come before the direc-
tor of music. The details ave carefully
perused in conjunction with the pro-
grammes from the other stations, in
order to determine whether any unde-
sirable repetition of items is’ present,
and, further, to emsure that the pro-
grammes aré maintained at a specified
standard. .
District Offices. -

HIZ station and studio equipment
‘and acconmmodation = have- beén
made the subject of a separate article
Dy the company’s chief engineer. Eae¢h
station. operates primarily..for ithe
benefit of the province in whieh it “is
located, and its organisation is divided
into. three departments—the manager-
ial, programme organising, and. tech-
nical. : . L
The programme organising depatt-
ment iy divided further into three sub-
departments concerned with the pre-
paration of the entertaihment, news
and instruction, and children’s . -§ér-
vices. ‘ : L
The managerial department. , ¥Ye-
gsembles the secretarial side as. re-
ferred to in the case of the Head Office,
The station iz directly under the cons
trol of the station manager, who ‘is
kept fully instructed as to the coin~
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