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HOW TO USE YOUR DATA 

PROCESSING DEPARTMENT 

PLANNING KIT ••••••••••• 

TEMPLATES ... 

. . . of machines and auxiliary equipment are cut to 
';4 inch scale. They have pressure-sensitive backing 
and are easily moved from one location to another. 
Note that one edge of each template is devoid of 
backing - this facilitates removal. Lift slowly. 

Machine main line cables are designated by 110" 
on template. The side of a machine or accessory 
that must be clear for operation is designated by 
an "X" on a template. 

PLANNING GRID ... 

.. . is used in the following scale: 

1 inch = 4 feet 
';4 inch = 1 foot 
1/8 inch = 6 inches 

This matches scale of template stickers. 

PLANNING THE LAYOUT 
(1) Draw a floor plan of your department on the 

grid, using ';4 inch-to-the-foot scale. 

(2) Roughly determine best location of machines 
and accessories. Remove appropriate machine 
and accessory templates from sticker sheet 
and place in location. 

(3) In locating machines, keep in mind basic organ­
ization of department and operation to be per­
formed by personnel. 

(4) Locate machine and auxiliary equipment for the 
most efficient flow of work thro.ugh the depart­
ment, keeping in mind lighting and ventilation 
requirements, and grouping for simultaneous 
operation. 

(5) Locate auxiliary equipment, such as Storaways, 
to provide maximum accessibility of all mate­
rials required near machines served. 

Your Tab Products representative will be glad to 
provide additional stickers and planning grids, and 
to assist you in using this planning ki t. 
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A few of Tab Products Co. major products 

Open R eference Files for 
speed and convenience. 

Disk Pack Rollout with retractable 
doors and full-suspension shelves. 

Forms Handling Machines-fast, 
economical and trouble free . 

Card Punch Desk series with 
stainless steel legs. 

Card Files . .. a complete ran ge 
w ith interchangeable drawers. 

Efficient Reel Storage 
Equipment at low cost. 

Spacefinder Fi ling Cabinets 
in many styles and colors. 

TAB PRODUCTS CO. FREE PLANNING AIDS. 

DATA PROCESSING DEPARTMENT PLANNING KITS . .. pressure-sensitive templates of machines and 
accessories, with scaled grid paper. Most useful when changing or rearranging machine rooms. 

flOW CHART KIT ... Flow chart stickers and scale templates of principal accounting machines. 

SPACEFINDER PLANNING KIT . . . for the general office. Templates of Spacefinder files, with grid 
sheet folder for efficient planning. 

YOUR TAB PRODUCTS REPRESENTATIVE . . . will help you with literature, planning aids and counsel 
on equipment purchase. Please call him today. 

Home office: 
P .O. Box 2630 
San Francisco, 
California 94126 

T A B 
PRODUCTS co. 
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