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Expianatory note: Expansion of the Sanfa Fe from &
small Kansas enterprise into a vast franscontinental trans-
portation system has brought about many changes in its
operations. This arficle is the eighth in & series to explain
the workings of this modern railroad plant with its shops.
yards, offices and other physical properties which go to
make up the Sante Fe today. These articles have been
prepared by the public relstions department with the
co-operation of the various depariment heads and the
editors of The Santa Fe Magazine. The remaining articles
in the series will be published and distributed from tfime
to time until all departments of the raiircad have been
included.

Fmployes are urged fo retain this pamphlet and aft
others in the series so that at the conclusion they may
have & complete story of The Santa Fe Today.




EXECUTIVE OFFICE - NEW YORK

This New York Office of the Santa Fe
is the responsibility of Ralph M. Hogin,
Comptroller.

The staff includes Don C. Wilson, As-
sistant Treasurer, G. E. Wasko, Trans-
fer Agent, Ward Sheets, Assistant Trans-
ler Agent, and office personnel of some
thirty men and women,

The office occupies the northwest wing
of the 29th floor of the Equitable Build-
ing, one of the world’s largest office
huildings, located in the financial center
of the City, at 120 Broadway, housing
some 12,000 busy people variously en-
gaged in sundry lines of commercial en-
deavor; near the tip of Manhattan Island
and forty stories high, the building over-
looks the harbor, the East and North
Rivers, the Army Post on Governors
Island, the Tmmigration Office on Ellis
Island, Bedloes Island on which stands
the Statue of Liberty, and many other
peints of historical interest.

This is a selling, perhaps more appro-
priately a bartering, and dishbursing of-
fice. Tiere we meet or correspond from
day to day with men and women of all
degrees of affinence. The constant goal is
to sell Santa Fe, ie., to give friendlv and
attentive service to all alike in exchange
for the good will and confidence of the
owners of and investors in the Company
and the public at large, including our
competitors. The return cannot be ap-
praised but the responses are a spur tn
greater effort in this respect.

The Comptroller has custody of all
bonds, stock and miscellaneous =ecuri-
ties awned by the Santa Fe. Collections
are made of dividends and interest on
the securities in custody. other receipts
heing miscellaneaus like and unlike re-
mittances from other sources and cash
remiftances  from  Santa  Fe Swatem
Treasury offices.

The {unds thus concentrated are not
tong idle. Through the New York Office
flows all transactions pertaining to the
stock and bonds of the Company and
miscellaneous securities owned by the
Company, with the related numerous and
varied details and responsibilities, in-
cluding the payment of dividends and
interest on honds and other funded dehi
— Fauipment Trust and Equipment Par-
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chase Contract maturities, bond redemp-
tions, payroll and miscellaneous ex-
penses: stock transfers, bond transfers
and exchanges, purchases of securities,
solicitation and tabulation of proxies for
Annual Meetings of Stockholders, with
the attendant interviews and exchange
of correspondence with stock and hond
holders, et al. Annual dishursements for
dividends, interest and funded debt ma-
turities exceed $40,000,000 and these,
coupled with purchases of securities and
miscellancous transactions, result in an-
nual dishursements ranging to a peak
during the past ten vears of over
$250,000.000, the average annual dis-
bursement for the ten vear period ended
December 31, 1949, heing in excess of
$142,500,000.

Voluminous reports, compilations and
statistical data of general information
are originated for the Santa Fe, the
United States Government and various
State hodies, commissions and sub-divi-
stons., Detailed records are maintained
incident to the destruction (bv crema-
tion) of Santa Fe accounts, records and
memoranda, including hundreds of thou-
sands of paid and cancelled coupons, re.
deemed bonds, ete,




The outstanding  Capital  Stock  of
Santia feoas of December 31, 1949, com-
priced 2427 060 shares of Common and
1.241.728 of five per cent. noncumulative
Preferred, as lollows:

No. of dar Value  Total Par

Shares Per Share Value
Common 2427060 $100 $242,706,000
Preferred 1,241,728 $100 124,172,800

Totals 3668783 $306,878,800

It is gratifving to note that at present
market the stock represents a valuc ol
approximately $410000,000, some $43.-
000,000 in excess of par value.

The Tunded debt of Santa Fe in the
hands of the public as of December 31
1040 was $214.877 736, as follows:

Rale of In haxls of

Class [nterest  public
General Mortgage
Four TPer Cent.
One Hundred Year
Bonds - due
QOctober 1, 1995
{non-callable) 405
Four Per Cent,
One Hundred Year
Adjustment Bonds -

due July 1, 1995

$151,3149,500

{non-callable) 40z, 49,117,500
Fquipment Trust
Certificates - 1937 2.25¢; 2,760,000
FEauipment Trust
Certificates -
Series T - 1940 1.25¢. 1.000.000
Tleuipment Trust
Certificates -
Series T - 1941 1.6254 4,000,000
Fauipment Purchase
Contracts Averagce

1.5759% 6.650.7 36

Total funded debt $214.877 736

Note: During the vears 1941 to 1949
inctusive, Santa TFe funded debt was de-
creased in the net amount of $119,64.
380, refecting the maturity or call and
redemption of bonds and payment of
Tquipment Trust and Equipment Pur-
chase Contract maturities. The result,
an  annual saving in inferest  (fixed)
charges of over $4,800.000. At December
31, 1949, the ratio of Funded Debt te
Total Capitalization (Stock and Debt),
wis 36,949

The registered holders of Santa Te
stock now number approximately sixty-
two thousand. This does net by any
means, however, cnumerate all of the
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holders of the stock. Thousands carry
their holdings in the name of a “"Nom-
ince”, their names never appearing on
the hooks of the Company. A single nom-
ince registration may represent as many
as three hundred or even more individual
holders of the stock. These bencficial
owners cannot be counted and thus the
Company never knows the nuwmber of
its stockholders ner when it mav he
dealing with a stockholder. The holders
reside in all states and territories of the
Union and in over thirty foreign coun-
tries, representing a fine eross-section of
the people of the country and of the
world at large, of whom we arc justly
proud. :

Bv and targe the stockholders are in-
vestars as distinguished from  specula-
tors, the holders heing classifiable in
three groups; investors, brokers and for-
cign, The investor group holds a major-
ity of the shares and comprises educa-
tional and scientific institutions, life and
fire insurance companies, savings hanls,
hospitals and charitable arganizations,
eatates and individuals. An interestine
sideliaht is that of the fortyv-seven odd
thousand holders of the Santa Fe stock
wha are individuals, about 40¢7 or cight-
cen thonsand six hundred are men, hold
ing samething more than cight hundred
thousand  shares, and  about 60%  or
fwentv-eight thousand eight hundred ave
women, holding well over nine hundred
thousand shares, TToldings of Santa Fe
bonds as Tetween men and women prob.
ably are about (he same. The number and
variety  of inquiries received Trom  the
approximately  one  hundred  thousand
fiolders of the stock and honds are 2
source of never-ending surprise and in-
terest. They run the gamut of huaman
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emotions as related to stock, bond, divi-
dend, interest and siscellaneous trans-
actions and matters wholly irrelevant.
Lt is a “must” 1o answer these inquiries
courieously, Dbriefly, responsively and
promptly. 1t is the inteny that every letter
be an envoy of good will,

Stock Transfer Department.

Santa Fe, as a stock corporation, is
required by law to keep ledger accounts
rellecting the name and address of each
stockholder of record, the number of
shares held by cach and the date owner-
ship was recorded. The stock is listed on
the New York Stock Exchange and al-
ways bas Deen relatively active market-
wise. Influenced by various factors, the
number of registered holders fuctuates,
ranging during recent years from 52,000
1o 65,000.

During the ten-ycar period ended
December 31, 1949, the average annual
issuance of Preferred stock certificates
was 7,391, involving an average annual
transfer of 237,085 shares, For the same
pertod, the average annual issuance of
stock certificates for the Common shares
was 23,111, Dbeing an average annual
transler of 962,783 shares. Thus it will
he seen that for the ten-year period for
both classes of the stock, the average
annual issuance of stock certificates was
30.302, involving the transfer of 1,199,868
shares, an annual turnover in par value
of $119,986,800.

The Stock Transfer Department is re-
sponsible for all matters incident (o the
transfer of shares, including related cor-
respondence. It in brief: (1) Keeps the
stock ledgers, including the posting
thereto of some 8,000 changes of address
annually  (2) Controls the supply of
hank certificates (3) Tssues all new and
cancels alt surrendered certificates (4)
Participates in the distribution and re-
ceives and sorls incoming proxics, veri-
[es, tabulates, and certifics them on lists
for the Annual Meetings of Stockholders
(5} Tnserts and certifies shares on divi-
dend liste (6} Prepares or participates in
the preparation of all statistical  data
periaining to stockholders.

The transfer of stock imposes a heavy
responsibility, each transter requiring
experienced verification and careful proc-
essing from time of surrender of the old
to issuance, recording and delivery of
the nev certificates. It isimpractical here-

in to outline all of the detailed procedures
for transfer of the stock and control of
the stock accounts. Transfers requiring
the most time and care are the so-called
“Fegals”, i.e, transfers from the names
of deceased stockholders, to and from
trust accounts, to and from accounts ol
guardians, conservators and committees,
to and from corporations, etc. The
“legal” transfers average about twenty-
five daily. Vital steps to the transfers
include: (1) Verification of assignment
by transferor and 'a Power of Attorney
(Stock Power) — on reverse side of
stock certificate, empowering the Trans-
fer Agent as atiorney for the transferor
to elfectuate the transfer on the Corpora-
tion’s books (2) Comparison of the sig-
nature on the assignment with the name
on the face of the certificate, which sig-
nature must be guaranteed (3) Close
ingpection or wverification of the name
and address of the transferee, the date of
assignment and that Federal and Statce
Tax Stamps are provided for or affixed
{4) Vertfication that there is no estoppel
against transfer of the shares deriving
from prior notice of loss or destruction
of the stock certificate: of death of the
stockholder: of appointment of a Com-
mittee or Guardian: of claim against or
litigation invelving the shares, ete. (5)
TPosting of the stock Tedgers, verified by
balancing the dehits and credits against
recapitulation of shares represented by
stock certificates surrendered and new
certificates issued.

The Transler Agent maintains a file
of some 2,400 live specimen authorized
signatures  of Commercial Banks and
Trust Companies and New York Stock
Lxchange Firms, acceptable in guarantee
of signatures.

A daily recapitulation of stock certifi-
cates surrendered and new certificates
issued is signed by the Transfer Agent
and delivered with the new certificates
(each signed by the Transfer Agent and
an Assistant Secretary) together with
the cancelled old certificates to the Reg-
istrar. The Registrar authenticates the
transfers by signing the new certificates
and returns the certificates, whereupon
the new certificates are mailed or deliv-
ered over the counter against proper re-
ceipt and the cancelled certificates arc
passed to permanent file.

Santa Fe stock certificates are issued in




six cotors, three for Preferred and threc
for Common. RFach certificate is num-
bered, the letter “X” belore the number
indicates ten-share denomination (Pid.
Blue - Com. Red); the letter “A” pre-
fixing the nwmber indicates fractional
denominations of one hundred shares,
except ten, (Pfd. Olive - Com. Light
Brown); unlettered numbers indicate
one hundred share denomination (Pld.
Dark Brown - Com. Green), the Jast
heing the unit of trading on the New
York Stock Exchange, which approves
the certificates as to form.

Bond Department

The now oustanding Santa Fe bonds
originally were ssucd 1 coupon TBear-
er” form, mterest payable semu-annuilily
on the General Mortgage Bouds, annual-
Jy on the Adjustment Bonds, the optien
subsequently being given the hotders of
the Adjustment Bonds to cosvert them
o a semi-annual interest basis. Both ol
these bond issues were in $500 and $1,000
denominations, both subject to registra-
tion as to principal only in such denom-
inations, both subject to full registration
in denominations of $1,000, $5,000 and
$10,000. The Bonds are converted 1o
Fully Registered form in this office andd
registered as 1o Principal Only (retain-
ing coupon form} by the Trustees. Once
lully  Registered, neither issue of the
bonds is reconvertible to coupon form.
Presently, $27.440,000 par value, about
cighteen per cent, of the General Mort-
gage bonds and $8027,000 par value,
about sixteen per cent, of the Adjustment
honds are Fully Registered. Ownership
by individuals and others of the approxi-
mately eighty-two per cent of the honds
remaining in bearer form is unknown
and hence the number of such owners
cannot be determined. There has heen
some reduction in the number of holders
during recent wvears resulting in large
meastire from the conscription of forcien
held bonds by the foreign sovernments
and concentration and sale thercol here
in substantial lots to individual bnvers
Tt je estimated that such oweners nmv
pumber from thirty to thirty-fAive thou-
aand,

The exchange of the Adjustment
bonds, issued in Annual form as afore-
said, for Semi-Annual bonds invelved
the substitution of semi-annual coupons
for the unmatured annual coupons at-

tached to the surrendered bonds. and
impriniing of the exchange agrecment
on the reverse side of the bonds. This
agreement was signed by the Comptrol-
ler and the Trustee, the latter returning
the bonds for delivery to the depositor.
Annual coupons voided in the exchange
were forwarded to the Trustee and heid
for periodical cremation. On the last day
of each month the New York Stock Iix-
change was notified of the par value of
the bends so exchanged during the
month, total par value of each tvpe of
the honds outstanding at close of month
heing given, such reporting being certi
fiecd by the Trustee. This is mentioned
hecause it was an important feature of
the honds and is stated in the past tense
for the reason that less than one-tenth
af one per cent of the issue now iz un.
converted to semi-annual form.

The General Mortgage and Adjust
ment Bonds, both one hundred yeuar 1s-
sues, mature October 1, 1995 and july L
1995, respectively. Both issues were re-
leased with interest coupons for filty
years attached, the last of such attached
coupons, No. 100 for the General Mort-
gage Dbonds, matured October 1, 1945,
Nos. 30 and 100 for the Annual and Semi-
Annual  Adjustment  Dbonds, matured
November 1, 1946, The bond covenants
provided that {ollowing maturity of the
last of the attached coupons, and upon
presentation of the bonds to the Railway
Company, the Company would affix
thereto coupons for the remaining life
of the honds: one hundred coupons be-
ing reguired Lo complete the General
AMorlgage: ninety-eight coupons (o com-
plete the Adjustment bonds; all annual
Adjustments being converted (o semi-
annual upon receipt Jor new coupons
Following the maturity and collection of
{he coupon last attached fo the honds,
the holders forwarded the honds Lo this
office in great volume, a peak of $22.000,-
000 par value of the bonds being on the
foor for processing for new coupons on
a single dav. The regular force was sup-
plemented for this work. Special guards
were emploved and the greater part of
the bonds had been processed and re-
turned to the owners with new coupons
attached within ninety davs following
the above noted coupon maturity dates.
At October 1, 1945 the par value of the
General Mortgage Bonds in bearer form
was $127000.500: at November 1, 1046




the par value of the bearer Adjustment
Ronds was $43.558,000. As ol this date,
May 12, 1950, only $632,000 par value of
the General Maortgage Tonds, about one-
hall of one pereent, and only $45,500 par
value of the Adjusiment Donds, about
ane-tenth of one percent, have not been
presented  for attachment of the new
COUPOnS.

Bound books of Fully Registered bond
Blanks with stubs. in denominations of
$1.000, $5.000 and $10,000 arc kept in
hand for cach bond issue. When TFully
Registered bonds of higher denomina-
tion are cxchanged for bonds of lower
denomination a charge of $1 is made for
cach additional bond issued.

Separate transfer record books are
kept Tor each bond issue. These t1'a}1sfe1'
record books comprise three sections:
(1) Record of coupon bonds exchanged
far TFully Registered bonds (2) Record
of all Fullv Registered honds issued (3)
Fully Registered bonds transferred.

When coupon bonds arc exchanged for
Fully Registered bonds, the registered
bond issued bears the name, date, seal
and number, with bond numbers of
coupon bonds surrendered entered on
reverse side. The new bouds go to the
Trustee for authentication, together with
the surrendered and cancelled coupon
honds: the completed new bhonds being
returned by the Trustee for delivery to
the owner, the cancelled coupon bonds
heing retained by the Trustee for period-
ieal cremation on bagis of lists prepared
v the Bond Department.

When Fually Registered bonds  arc
(ransferred, assignments for transier,
guarantees of signatures of transferor
and all papers and documents in con-
nection with the fransfer are carefully
examined and the required amount of
Federal tax stamps (50 cents per $1,000)
i« affixed. Necessary entries are made in
the transfer record book, the new bonds
are transmitted to the Trustee for au-
thentication and return after which the
new bonds are delivered to the owner
and the cancelled surrendered bonds arc
held in permanent file as evidence of
transfer of ownership.

Within two weeks preceding interest
maturity dates, the bond transfer books
are closed and registered interest lists
are prepared in duplicate, one copy be

“ing retained hy the Comptroller, onc

copy being certified io the Treasury
Department for payment. The Bond De-
partment subscquently verifies the pay-
ments as made, against its copy of the
list. These lisls currently represent a-
beut 500 accounts.

The Bond Department verifies daily
all coupons paid and cancelled Dby the
Treasury  Department as  hereinafter
stated, retains, recancels, numerically
sorts and posts the individual coupons
“Paid” in the coupon registers —— masler
records of coupons, both issues, hond
and coupon numbers and maturity dates,

The paid coupons are cremated al any
convenient time after two years follow-
ing the date of maturity, from summaries
thereof prepared by the Bond Depart-
ment and submitted to the Trustee for
certification, the cremation being  wit-
nessed by representatives of the Com-
pany and of the Trustee after which the
summaries are certified as to cremation
v hoth, both retaining coples.

Sundry  related reports are made
monthiy or periodically to the General
Auditor, some of them being:

Securities  deposited in or released
from custody of Comptroller.

Cash received for exchange or transfer
of bonds - turned over to Treasury De-
partment. _

Number and par value of Adjustment
honds converted from Annual to Semi-
Annual, ctuding coupon numbers  of
vord annual coupons surrendered and of
semi-annual coupons substituted.

Classification of Company bonds out-
standing --- principal amount of each, as
between Tully registered and bonds regis-
tered to principal only {quarterly),

The Bond Department alse functions
as to a detailed monthly audit of divi-
dends paid during the month as reported
Isyv the Treagury Department to the Gen-
eral Auditor.

Treasury Department.

The Treasury Department makes
weekly and special reports of the cash
position to the President and detailed
interim reports of Cash Receipts and
Dishursements, four times monthly, the
last as of the close of business for the
month, to the General Auditor.




BOND INTEREST

Some interest coupons are prescented
for collection each day. All coupons al-
ways are paid on date of presentation
and registered interest, some 300 ac-
counts, on the interest maturity date. At
times between interest maturity dates,
only a small number of coupons are re-
ccived, bat on or near the maturity dates
the receipts are heavy, maximum re-
ceipts for maturity dates involving well
over 100,000 coupons, the aggregate val-
ue thereof, together with the payment
of the registered bond interest, constitut-
ing a payment of interest for the day of
over $2,400,000.

The Santa Fe General Mortgage and
Adjustment Bonds are so-called tax-
free issues, i.e., the tax covenants there-
in provide that the Railway Company
will pay both as to principle and interest,
all tax or taxes that it may be required
to “pay or to retain” therefrom by any
present or future Jaw of the United
States or of any State or Territory
thereof; the Railway Company agreeing
to pay such tax or taxes. Under Federal
law and such tax covenants (bonds is-
sued prior to January 1, 1934), the with-
holding (assumption) by the Railway
Company of tax at the rate of 2% is re-
quired {rom all interest payments to in-
dividuals, fiduciaries, and partnerships,
with taxable income. These bondhaolders
submit ownership certificates (U. 5.
Treasury Department Forms), one lor
each collection of coupon or registered
hond interest. Interest on bonds owned
by corporations is exempt from tax
withholding ; exemption being establish-
ed by submission of declarations of such
ownership - name of owner ordinarily
not disclosed, Under these tax covenants,
all Santa Ife bond interest is paid in full,
the Company assuming the 2¢4 tax there-
on, when appropriate. On heavy matur-
ity dates as many as 600 corporation
declarations and 6,500 ownership certi-
ficates are received, annual receipts of
declarations being about 3,000 and ol
certificates something over 30.000. The
ownership certificates must he verified
as to completeness and the amounts
shown thereon, together with the -
mounts shown by the corperation dec-
farations, balanced with the total pav-
ment for the dav before the pavmen
checks are released. The ownershin cer-
tificates are summarized on T 8 Treas.

ury Deparument Form 1012 and for-
warded quarterly to the Collector of In-
ternal Revenue, The amounts of tax
withheld (assumed) by the Company
are remitted to the Collector annually on
June i3th. The amount of tax thus as-
sumed Dby the Company approximates
$40,000 per year. Bond owners are cn-
titled in individaal income tax returns
to take a deduction for “tax paid at
source” of amounts so assumed and re-
ported. The paid coupons are cancelled
and passed to the Bond Department
daily for final verification, second can-
cellation and disposition as before stated.

At the close of business for the day,
funds in the amount of the interest pay-
ment for the day are transferred to a
special account in the bank, designated
“Coupon  Account”, against which the
checks in payment of the interest arc
drawn, Paid coupon checks, with state-
ment of balance, are received from the
bank daily, veribed and filed. While
there are always coupons that are slow
of  presentation, under normal condi-
tions the payment ol coupons approxi-
mates the bearer bond interest maturity.
Fhe normal receipt of coupons was inter-
rupted during the vears of the late war.

At the close of the month, a statement
ol coupon and registered bond interest
paid during the month, the balance “In-
terest  Matured Unpaid” representing
mattered coupons unpresented, is ren-
dered to the General Auditor.

DIVIDENDS

As a part of its services to the nation,
one of the prime objectives of all Santa
Te operations is to earn and pay divi-
dends on its Capital Stock. Santa Fe
since reorganization in 1895, has an en-
viable overall record oi earnings and of
dividends paid.

Noncumulative dividends are payablc
on the Preferred Stock at a rate not ex-
ceeding five per cent per annum, upon
declaration by the Board of Directors,
such declaration and pavment having
priovity over any payment of a dividend
an the Common Stock, Dividends have
been paid on the Preferred Stock for

cach fiscal vear ended June 30, 1898 (o
date. For the fiscal vear ended June 30,
1900, and each ensuing vear to date, the
Preferred dividend has heen paid at the
full rate of five per cent, except that for
two of the depression vears in the thir-




Here is a representative
truckload of mail bags
holding common  divi-
dend checks for mailing
to Santa Fe stockholders,

ties (fiscal years 1933 and 1938) less than
full payment was made, the payment for
the fiscal year 1933 being $4.80 per share,
for the fscal vear 1938 being $1.00 per

share.

Dividends on the Common Stock are
payable upon declaration by the Board
ol Directors, out of accumulated surplus,
after certification by the General Audi-
tor that the undivided net profits of the
Companv for the fiscal year are sufficient
to pay the dividend aggregating five dol-
lars ($5) per share on the Preferred
Stock. Dividends at varying rates have
heen declared on the Common Stock for
or during each of the forty-nine years
ended June 30, 1901 to June 30, 1949,
inclusive, (last payment for year 1949
to he made Tune 1, 1950), except that in
three of the depression years in the
thirties. 1933, 1938 and 1939, no Com-
mon dividends were paid. The yearly
pavments have ranged from one to fen
dollars per share, the average annual
declaration and payment for the fortv-
nine vear period being $5.37 per share
For thirty of the forty-nine vears - 1910
1o 1931, inclusive, and for the vears 1942
to 1940, inclusive, quarterly dividends
have heen declared on the Common
Stock. For the vears 1942 to 1947, in-
clusive. the dividend rate on the Com-
mon Stock was $6.00 per share and for
the vears 1948 and 1949, an extra divi-
dend of $2.00 per share was declared,
making the pavment for each of those
vears $8.00 per share,

Dividends are declared to holders of

record (registered on the books of the
Company) at the close of business of a
given date by way of establishing the

shareholders entitied to the dividend.
The declaration also fixes the date of
pavment, ordinarily twenty-five to thirty
davs following the date of record. 1t is
esgential that stockholders recetve their
dividends promptly and the dividends
are mailed on the day preceding the divi-
dend due date. Speed and accuracy are
requisite to such pavment of the divi-
dends.

For purposes of producing all stock-
holder and dividend lists, Addressograph
stencils are prepared and maintained
alphabeticaliy on an up-to-the-minute
hasis (one or more for each account).
Manyv accounts carry two addresses, one
for checks, ote for miscellaneous com-
munications and this file ordinarily con-
taine some 80,000 stencils, These stencils
are in a state of constant change. new
accounts in, old accounts out, and seven
to eight thousand changes of address
heing received for the existing Hst of
stockholders annuallv, These changes
must be made daily bv wav of insuring
the release of each mailing to the proper
address. Daily lists of these changes arc
passed to the Transfer Department
where thev are posted currently to the
stock ledgers.

Preparatory to the pavment of a divi-
dend. an Addressograph stencil ma-
chine listing (on dividend sheets) 1s
made of all holders of record for the
dividend. the individual dividend check




nuibers being entered on the sheets in
the samec operation, The Transfer De-
partment  takes these sheets, insevts
thercon for each holder the number of
shares held at the record date, halances
the total number of shares thus inserted
with the stock ledgers and certifies the
list for payment,

On basis of the dividend lists thus
certified, the Treasury Department runs
the prenumbered checks in sequence with
the prenumbered lst, through the Ad-
dressograph machines, imprinfing there-
on the names and addresses of the stock-
holders. The checks and dividend lists
then pass through the checkwriting-
signature machine, which imprints the
amount of the dividend and signature
on the checks and the amount of the
dividend on the dividend sheets in one
nperation. Such machine carries a cumu-
lative total permitting sub-totaling and
balancing of the dividend in preparation,
by sheets or letters of the alphabet as
desired, and bringing out the grand total
of the dividend with the finat check. The
checks are produced at the rate of about
8,000 daily, encloged manually in “win-
dow” envelopes, run through the Post-
age Meter and mailed, a circular being
enclosed with each check giving details
of the dividend; date declared, record
and payment dates and dividend rate.
On the reverse side of this circular is a
change of address form for convenient
use by the stockholder. Under the pres-
ent schedule of dividend paviments. over
200,000 dividend cheelks (Preferred and
Common) thus are prepared, mailed and
accounted for annually.

On the dividend disbursement date,
funds in the amount of the dividend
(less nonresident alien income tax with-
held) are transferred to and deposited
in a special account in the bank, desig-
nated “Dividend Account”, against
which the checks are drawn. Paid divi-
dend checks with statement of balance
are submitted by the bank daily. Upnn
receipt, the payvment is wverified and the
checks sorted to number order. At the
clase of the month, paid checks arc
checked off on the dividend list and the
opett items are halanced with the month-
end “Thvidend Account” balance report-
ed bv the hank. A condensed Dividend
Account balance and a statement itemiz-
ing the balance as to checks from prior
month dividends patd during the month

1o

and to checks from current dividends
unpaid at close of the month are furnish-
ed the General Auditor each month, ex-
cept that for the month of December he
receives an itemized statement of unpaid
checks comprising the balance in the
Dividend Account at the close of the
vear. The General Auditor makes a spot
audit of the dividend and other balances
from the hasic office records one or more
times vearly.

Dividends due foreign stockholders
demand special attention. Under the cur-
rent Revenue Act, the withholding of
tax at wvarying rates is required from
each dividend pavment to a nonresident
alien stockholder. Before the war, this
withholding was made from some 3.000
items for a total of ahout $135.000 an-
nually. Since the war, there has heen a
substantial decrease in the numhber nf
foreign holders as the vesult of requisi-
tion of the shares bv the foreign govern-
meénts and sales thereof in this country,
For the vear 1949, withholding was made
from some 2,000 items. the amount with-
held totaling approximately $69,000. Pres-
entiv. the foreign stockholders number
554, The amounts so withheld are sum-
marized in detail on U. S, Treasury De-
nartment Form 1042, forwarded to the
Collector of Tnternal Revenue on or he-
fore March 15th of the first following
vear. and the amount so reported is re-
mitted tn the Collector on or hefore
Tune 15th thereafter.

War-time Executive Order No. 8380,
clfective April 8, 1940, {roze the assets
within the jurisdiction of the United
States of most foreign nationals. Pur-
suant to this order, voluminous reports
of foreign assets within the control of
Santa Fe - stocks, bonds. accounts re-
ceivable and payable, etc.. were made to
the Government Foreign Funds Control -
Department. No dividends could be paid
to these Dblocked accounts and the un-
paid dividends due them accumulated in
the dividend balance to a total of ap-
proximatelv $350,000. as compared with
a normal balance in the neighborhood of
$100.000. Since the war. the restrictions
have heen relaxed or lifted as to mosi
of these accounts but we had on hand
for each such Common or TPreferred
holding something aover thirty and fifteen
dividend checls. respectivelv. hefore this
came to pass. As to foreign holdings not
vel unblocked, the checks for the divi-
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This is an impressive picture of Lower Manhattan sky line as seen fram Governors lsland.

dends are accumulating. From and after
1940, the policing of these accounts has
requited a great deal of time and care.

Annual Federal Tncome Tax report-
ing is required as to each stockholder
receiving dividends amounting to $100
or more, similar reporting of the divi-
dends from all to varying totals being
required to State Tax Commissions of
nine states in which Santa e operates.
The Federal reporting is made on U. S.
Treasury Department Annual Informa-
tion Return Form 1099, ahout 35,000 of
such scparate returns being made an-
nuativ. The State reporting is made on
forms provided by the state or by typed
reporting in statement form, involving
over 6.000 individual returns 'mnuallv
For purpases of these reports, it is nec-
essary to combine two to six dividends,
flepcndcnt upon whether the reporting
is for a holder of Preferred or Commaon
shares or hoth. New and out accounts
must he considered and the overall re-
porting is guite a job.

Other activities include the prepara-
tion of vouchers, payrolls, wage statis-
ties, special mailings to stockholders and
miscellanecus statistical or other data
as required, the necessary basie ledgers
and records being kept for all of the var-
ious reports and transactions,

An interesting phase of the work and
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one that pays off in friendly relations
and in gratification of having fulfilled
an ohllgauon is the tracing of stock-
holders who move and fail to give us a
change of address; tracing for the repre-
sentatives and/or heirs of deceased stock-
]m]dms and the follow-up for disposition
f checks that for any reason are un-
dehvered or are not cashed. As previousiy
indicated, something over twelve per
cent of the stockholders change address-
es cach vear, a considerable mzmbm of
them failing to give us the new address
and these, coupled with the cases of de-
ceased stockholders  who apparently
leave no record of their holdings avail-
able to the executors or heirs. result in
numeraus  checks heing returned un-
claimed. Tn all such instances. we at-
tempt {0 locate the stockholder and/or
heirs and effect deliverv of the dividend
checks, although it sometimes takes vears
to find them. One of the difficult places
in which to find a stockholder is the City
of New York., Recentlv, we located a
stockholder here who had forgotten she
owned stock in the Companv but pro-
duced her stock certificate, whereupon
we produced the checks for and paid her
forty-two dividends on the shares. The
procedure in general is to write the bank
where the stockholder last cashed a
check; .to write the Postmaster and
others for a check of telephone, city and




other directorics and fo write city au-
(horities for a check of vital statistics,
at any place where the stockholder has
ever Deen known to reside. Through
these channels, we recently located a
stockholder in Toronto, Canada, whe had
never given us a change of address dur-
ing the period that she had held the
shares and in the meantime had resided
at various places, East and West, within
the United States; thus succeeding in
paying to her thirty-five accumulated
dividends. This stockholder now is re-

ceiving her dwidends regularly, A num-
ber of stockholders hoard, i.e., do not
cash their checks. Recently and after
much correspondence and personal calls
by representatives of the Company, we
prevailed upon a stockholder to cash the
checks for one hundred thirteen divi-
dends that she had filed away upon re-
ceipt. This is a never cnding process,
fully compensated for by the friendly
messages of appreciation brought by
cach such successlul effort,




THE SECRETARY AND
TREASURER DEPARTMENT

The Santa Fe’s numerous financial
transactions, collections, disbursements,
the handling of all funds, credit arrange-
ments, banking procedures, bonds of in-
demnity and related matters, are the re-
sponsibility of four Treasury Department
offices located threughout the system
lines - all under the direct supervision of
the President.

Thase duties and all obligations incuni-
bent on the Secretary and Assistant
Secretaries as sct forth in the Santa Fe's
by-laws are assumed by the following
ofhcers:

H. B. Fink, Secretary and Treasurer,
Topeka. '

A. O. Appel, Assistant Secretary and
Assistant Treasurer, [Los Angeles.

J. A, Manning, Secretary and Treas-
urer, G C & S F Railway, Galveston.

E. F. Browder, Secretary and Treas-
urer, P & S F Railway, Amarillo.

Additional secretary-treasurer respon-
sibilities are assumed byv: R. M. Hogin,
Comptroller and Assistant Secretary,
New York City; . C. Wilson, Assistant
Treasurer, New York City; C. A. Men-
ninger, Assistant Treasurer, Topeka:
R. D. Brown, Assistant Secretary, To-
peka; G. L. Garver, Deputy Assistant
Treasurer, Los Angeles; 5. A. Forrester,
Assistant Secretary, Los Angeles; W, 1.,
Camp, Assistant Secretary, Chicago:
R. B. Joseph, Assistant Secretary, Chi-
cago; 5. T. Hanson, Assistant Secretary
and Assistant Treasurer, Galveston.

The Secretary’s duties have been depu-
tized as outlined to facilitate the han-
dling of documents which require official
signature. The Secretary’s duties, as pro-
vided in article VII of the hy-laws, are
summarized as follows:

The Secretary or an Assistant Secre-
tary shali give due notice of all meetings
of the stockholders, of the Directors, and
of the Exccutive Committee,

The Secretary or an Assistant Secre-
tary shall attend all meetings of the Com-
pany, and shall keep a record of the pro-
ceedings. One of them shall attend afl
meetings of the Board and of the Execu-
tive Committce and shall record their
proceedings, unless a temporary Secre-
tary be appointed.
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H. B, Fink, sccretary and #reasurer, Topeka, Kan.

The Secretary shall be custodian of the
records, contracts, leases, and other pa-
pers and documents of the Company, un-
less otherwise directed by the Board or
by the Executive Committee.

The Secretary shall keep a record of
the Capital Stocks held by this Company
in all auxiliary or other companies, and
shall furnish the same to the Comptroiler,
to whom he shall also report {from time
to time any changes theremn.

An Assistant Secretary shall sign cer-
tificates of stock of the Company issued
from the New York office in accordance
with the regulations of Article XV, and
shall perform such other duties as may
be assigned to him by the Board or by
the Executive Committee.

The Board of Directors or Executive
Committee may appoint one or more
additional  Assistant  Secretaries, with
such powers as the Board or the Execu-
tive Commitiee may prescribe.

It is a Santa Fe policy in regard to
contracts, leases, and other documents
affecting particular (erritories on the
system lines, to maintain such documents




A. O, Appel, assistant secretary
and assistant treasursr,
Los Angeles

in the Sccretury’s or Assistant Secre-
tary’s care at Topeka, Los Angeles, Gal-
veston, and Amarille. Where a contract
or other document is systemwide in ap-
plication (such as the I'red Harvey con-
tract) copies are maintained at each lo-
cality, Various corporate and other
nstruments are maintained at New York,

All contracts, deeds, leases, and other
documents prepared or received are care-
fully examined to see that the President’s
rules governing their execution are com-
plied with. Record is kept of the expira-
tion date of alt instruments and holders
are notified of expirations or cancella-
tions.

The Secretary prepares the minutes
of corporation meectings and arranges
for their careful preservation. e lkeeps
an index of supporting papers pertaining
to  Secretary-Treasurer matters, such
papers being protected under fireproof
storage in line with LC.C. regulations.
He corrects and distributes the Secre-
tary’s Manual (done at Topeka only):
distributes annual report; checks and
passes on requests by various Santa Fe
officers for authority to <estroy records
—— as authorized by T.C.C.: maintains
historical records of a corporate and other
nature; conforms, true-copies, and dis-
tributes to interested departments con-
tracts, leases, easements, and mortgages
to and from the Santa Fe and affiliated
companies. Fle also maintaing records of
alecohol permits issued by the U. 5. Treas-
ury Department for Santa e and hospi-
tal associations,

Tn each procedure the Secretary (and
Asgsistant Seccretaries), swith respect to
instruments filed with them, exercise

John Manning, assistant secretary
and treasurer, Galveston

E. F. Browder, secretary, ireasurer
and transfer agent, Amarillo

complete caution to see that they con-
form with all faws, rules and regulations
and established Santa Fe methods and
procedure as to their recording, preser-
vation and dissemination.

Fach of the {our treasury department
offices — FTopeka, Los Angeles, Galves-
ton and Amarillo — conforms with uni-
form rules and methods in respect to the
funds entrusted to their care. The gross
sums handled by those offices, compris-
ing the receipts and obligations for the
Santa Fe's entire operations, represent
many millions of dollars. Here too, intri-
cate and varied details must be handled
with caution and precision.

The overall direction of Santa Fe
[unds rests with the Board of Directors
or the Executive Committee. Mr. E. 5.
Marsh, Vice President - Finance, handles
for the President, details incident to in-
structing the various treasury depart-
ment officers in regard to executive pro-
cedure, allocation of funds, and other
financial and corporate matters.

The Treasurer is largely responsible
for matters of policy affecting the treas-
ury department. He and the various as-
sistant treasurers receive and receipt for
monies belonging to the Santa Fe and
disburse and deliver the same in accord-
ance with prescribed rules. The extension
of credit to patrons by local Santa Fe
agenis must conform with existing regu-
lations and must have treasury depart-
ment approval. The latter also passes on
the sufficiency of the surety furnished on
all bonds of indemnity accepted by the
Santa Fe.

The Secretary and Treasurer and the
various Assistant Secretaries and As-
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sistant Treasurers, as a rule, are either
Secretary or Assistant Secretary, and
Treasurer or Assistant Treasurer of
companics affiliated with the Santa Ie
which transact busihess in Santa Fe ter-
ritory.

The detailed functions of each of the
Santa Fe's four treasury department
offices are grouped under three depart-
ments headed by a cashier, a paymaster,
and a bookkeeper, respectively. Each of
those officers has various assistants de-
pending on the velume of work cleared
by the office.

Treasury department work may Dbe
sadd to begin with the execution of freight
bills by agents, receipt and record of
remittances or advices from agents, con-
ductors, banks, other railways (interline
settlements}, and miscellaneous collec-
tions account leases, audit bhills or sale
of company property or materials, and
other receipts. Comparatively  little
money actually reaches the department.
‘That means that countless checks, drafts,
vouchers, warrants, and other negotiable
papers are issued, sorted, balanced, ex-
amined for cndorsements, and otherwise
handled.

The treasury department must see that
agents, conductors, and others handling
cash collections remit promptly and ac-
cord proper protection to funds retained
on hand for any purpose. Crediting of
remittances is closely supervised. Atftnts
inclose two copies of remittance shp 10
banks, one of which the bank forwards

o the treasury department. Up-to-date

Santa Fe's Assistant Secretary R. D. Brown emerges
fram the fire-proof  depository at the general office
building in Topeka.
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records are kept of the some eight hun-
dred safes in use in Santa Fe stations
and other offices. Those safes are inspect-
ed periodically, repairs being directed hy
the treasury department.

The Treasurer determines how much
cash an agent may retain at his station.
That depends on local conditions,
Agencies located where there are no
banking facilities remit cash via Rail-
way Express to depositories  (banks)
designated by the treasury department.
Santa Fe funds are kept in local banks,
iz other strategically located banks
throughout the system lines (known as
reserve centers), and at New York City
and other off-line points. Such arrange-
ments permit control of funds and facili-
tate the task of meeting current obliga-
tions.

There are certain freight commodities
which, by tarifl regulation, may not be
shipped unless the freight charges are
prepaid or guaranteed. In instances
where Santa Fe agents need assistance
with guarantee bonds, shipper’s order
bills of lading, or other credit arrange-
ments, the treasury department handles
direct with patrons for a speedy solution
of the problem.

Other treasury department matlers
concern miscellaneous bonds; guarantec
agreements; promissory notes; unclaim-
ed and undelivered negotiable papers;
duplicates of negotiable paper; stop pay-
ment orders on negotiable paper lost,
stolen or forged; claims against indivi-
duals, corporations, and companies in-
volved in receiverships and bankruptcies:
outstanding accounts due from other
railways and private carline companies;
unpaid negotiable paper; various reports
and credit references; car 1epa1r mﬁeaoa
and other vouchers and bills ; bank drafts
issued in settlement of daily hank cleay-
ings; and inter-company settlements and
refunds,

The treasury department buys, sells,
and distributes the postage stamps used
by Santa Fe departments, Shipments of
money are prepared and dispatched to
agents for use in cashing pay and dis-
Lhatqe checks, and other emergency
ywhich demands working funds at a Santa
Fe agency. Remittance slips are checlked
to determine that monev so forwarded
has been properly used and that agents
have claimed credit in proper manner
A postage stamp distribution statement
is prepared for the disbursements section
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J. C. Fink, paymaster, Eastern Lines, dictates 1o secretary during a typical busy day in the treasurer’s

department in Topeka.

of the accounting department. Daily
statements of items received and paid by
the treasurer go to the accounting de-
partment.

Rank accounts are reconciled the first
of cach month. Daily check is made of
bank statements and bank balances.
Bank accounts of general agents (off-
tine cities) are checked at close of each
month. Endorsements on all paid checks
received with bank statements are veri-
fied. Checks go to the accounting depart-
ment for auditor’s verification and later
are fited by the treasury department.

Responsibifity is placed upon all rail-
way agents, as well as patrons, for strict
compliance with the rules and regula-
tions governing the settlement of trans-
portation charges. Under the Federal
faw any wilful violation is cause for pros-
ccution in the Federal courts.

Credit for railway transportation
charges is limited by the Interstate Com-
merce Commission. Prior to August 1,
1918, there was no uniformity in the
allowance of credit for freight tariff
charges by railways. As a result, charges
were not always paid promptly and the
railways were without working capital
amounting to many millions of doliars.
There also was some discrimination in
that prompt payment was required in
some instances and long time credit ex-
tended in others.

On August 1, 1918, collection of rail-

way tariff charges was placed on a cash
hasis. The railways, however, were per-
mitted to defer collection of freight
charges for a period not te exceed forty-
eight hours to those patrons who filed
a surety bond satisfactory to the treas-
arer of the railway. Each railway main-
tained its own bond list.

Section 405 of the Transportation Act,
1920, empowered the Interstate Com-
merce Commission to enforce Federal
jaws governing the collecting of freight
tarifi charges. The Congress, effective
February 28, 1920, incorporated in para-
graph 2, Section 3 of the Interstate Com-
merce Act the following:

“From and after July 1, 1920, no car-
rier by railroad, subject to the provisions
of this Act shall deliver or relinquish
possession at destination of any freight
transported by it until all tariff rates
and charges thereon have been paid, ex-
cept under such rules and regulations as
the Commission may from time to timc
prescribe to assure prompt payment of
all such rates and charges and to pre-
vent unjust discrimination.”

The Interstate Commerce Commission
was not empowered to fix terms of credit
for the railroads but was authorized to
prescribe rules and regulations which
would permit the railways, if they so
desire, to depart, to the extent indicated,
from the cash principie established by
the statute.
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The ninety-six hour maximum credit
period is based on the extension of an
allowed forty-eight hour period in those
instances where application of the latter
retards prompt delivery of {freight. A
maximum period of 120 hours is allow-
able on 1..C.L. freight. When the freight
bili is presented prior to or at the time
of delivery of the freight, the forty-eight
and ninety-six hour periods of credit
shall run from the first 12 o'clock mid-
night following delivery; if presented
subsequent to delivery, periads of credit
shall run from the first 12 o'clock mid-
night following presentation of the
freight bhill.

Because trucking lines allow credit
from seven to fourteen days, waterways
from seven to thirty days, and air lines
an indefinite period, additional regula-
tion would do muck to dispel occasion-
ally voiced sentiments that railway
credit arrangements are somewhat strin-
gent, '

Notable work has heen accomplished
by the AARs treasury division (the
outgrowth of the long established Rail-
way Treasury Officers Association), in
the establishment of uniform rules and
simplified procedures in the matter of
coflections from patrons and interline
scttlements between railways; also uni-
formity in character of drafts and vouch-
ers, C.O.D. arrangements, diversions, re-
consignments and other practices.

Thanks to intelligent teamwork there
no longer is any doubt regarding such
gquestions as to what constitutes delivery
of freight; the proper methods of pre-

senting freight bilis (in person, by mail,

to traffic organizations, ete.); computa-

tion of- credit periods and collection of

freight charges on rail-water (ocean)

traffic; acceptance of checks; delinguen-

cies; credit suspensions and many other

matters. An important development

lias heen the establishment of joint credit

arrangements between carriers. The lat-

ter, now embracing more than nine hun-
dred points throughout the nation,’
have greatly [acilitated the handling of
railway credit matters.

Under joint credit arrangements, in
which all carriers serving a community
participate, the carriers act.uniformly in
regard to credit extensions, cancellations
and related matters. Through daily re-
view of uncollectible or deferred items,
also exchange of information regarding
the financial and other status of delin-
quents, a composite picture is obtained.
That joint action also concerns the inter-
pretation and application of rules and
regulations. It abolishes credit abuses
and prevents discrimination by carriers
or patrons.

The paymaster’s section of each Santa
Fe treasury office 1s responsible for blank
stock of pay checks and issues the stock
te the accounting departmment as nec-

The treasurer's office in the general office building in Topeka has cages similar to those in use in
modern banks.




essary during that department’s process
of preparing the pay-rofls and writing
the pay checks on 1.B.M. machines from
the same cards used in preparing the
rolls. The pay-rolls and the pay checks,
which then carry only the name of the
pavee and the amount payable, are re-
ceived by the paymaster, who proves
the checks against the pay-rolls, com-
pletes them as to signatures, date, etc.,
lists them on delivery shects, keeps pay

check mailing lists in order, and handles:

the often involved details incident to
getting pay checks to Santa IFe people on
time at particular places. Pay checks
must reach their lawful recipients. De-
livery to Santa Fe people on-line is ac-
complished almost wholly through sta-
tion agents who act as the representa-
tives of the Treasurer. Delivery at
general headquarters is accomplished in
the greater part through departmental
officers. Accounting work in relation to
the computation of wages -and the var-
ious deductions - hospital association
dues, 1. S. Savings Bonds, retirement
fund, and others - is accomplished first
in the timekeeping records by local
agents, general, and division office staffs,
then Dby the accounting department’s
dishursements and tabulating and time-
keeping bureaus. More than 120,000 pay
checks are issued monthly on Santa Fe
System, divided between two pay days
each month.

While modern business and other ma-
chines are utilized in the pay check and
pay-roll task, there are many functions
which require special handling, Work in
connection with pay checks is speedy
and decisive. The task begins with the
receipt of the blank checks from the
printers. All must be accounted for. A
record of unpaid and outstanding pay
checks is kept for three years, monthly
reconciliations being made with the ac-
counting department. At the conclusion
of that period transfer of the outstanding
items is made to an appropriate account,
from which pavments are made by
voucher.

From records of pay-roils kept in the
paymaster’s office, report was made to
the Railroad Retirement Board of past
service record of Santa Fe people - kept
up currently by the accounting depart-
ments’ reports to the Board. Each month,
all Santa Fe people pay a minimum of
6¢ of their wages up to $300 into the
Railroad Retirement Fund and the Santa

Te makes a payment of like amount. The
Santa Fe also makes unemployment in-
surance payments to the Federal govern-
ment amounting to ¥ of 19 on wages
up to $300.

More than two million and more
checks, vouchers, and other forms of
negotiable instruments are prepared an-
nually by the treasury department of-
fices (exclusive of the Santa Fe's New
York office). Wages constitute the larg-
est item represented by those instruments
which also include payment for supplies
and expenses of various nature. Santa Fe
expenditures are defailed in the dis-
bursement secticn of the accounting de-
partment chapter.

The Treasurer's bookkeeper is respon-
sibte for and is the custodian of all paid
cash papers and files pertaining to daily
cash receipts and disbursements, also
general ledger posting and proof.

The bookkeeping section, using mod-
ern business machines, prepares and veri-
fies daily cash receipts and disburse-
ments schedules ; also sorts and lists cash
slips, paid vouchers, and drafts relating
thereto. Weekly and monthly cash state-
ments are prepared and submitted to the
President, Comptroller, General Auditor,
and others.

Daily cash entries are posted in bank
ledger. Responsibility 1s assumed  for
checks drawn on banks. Various drafts -
car mileage, claim, and others - are pre-
pared for validation and signature; also
weekly and monthly affiliated companics’
cash statements. The bookkeeping scc-
tion checks the return of all paid vouch-
ers from the disbursements section, rec-
ording date of retwrn on daily cash
statement, Vouchers are listed on “Move-
ment of Vouchers” record at time of for-
warding. All cash statements prepared
within department, daily, weekly, and

_monthly, are verified.

The Treasurer and Assistant Treas-
urers must be cognizant of all factors
relating to the reccipt, disbursement, and
handlirg of funds in their respective ter-
ritorics. Thev must insure that all Santa
Fe people handling funds are aware of
and are enforcing rules relating thereto.
In addition to established rules, the treas-
ury department from time to time issues
special rules covering particular matters.
This is done by special letter to all inter-
ested parties.

Agents and others are cautioned not
to cash checks indiscriminately; that all
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Latest and most modern bookkesping machines are employed in keeping records and sccounts in
the treasurer's office of the Santa Fe Railway at Topeks, Kan.

tickets sold and baggage charges asses-
sed must be for cash only - with certain
specified exceptions; how to proceed
when served with a garnishment sum-
mons, garnishee <emand notice, or
notice of assignment cavering wages, The
latter information alse reaches superin-
tendents, master mechanies, and other
department heads. Troper identification
of persons presenting government war-
rants for pavment of transportation
charges 1s stressed. Procedures in rela-
tion to the delivery. diversion, and other
disposition of shipments where continu-
ing blanket indemnity bonds are in effect
are outhned, as are regulations govern-
ing the collection of demurrage charges,
the pavment of certain claims by station
drafts, and details of procedures in re-
gard to remittances,

Other instructions govern the accept-
ance of travelers’ checks, how, by whom.
and where and when pay checks are to he
delivered, and the necessary precautions
to be taken: the use of company safes for
other than railwav papers and valuables
(not permitted); use of posiage stamps
(sale is prohibited) : collection of charges
on  pick-up and  delivery shipments:
blanket and single shipment indemnity
bonds; detailed instructions on handling
and protection of Santa Fe funds and
prompt compliance with instructions
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from treasurer regarding delivery of
checks and currency to a local bank for
draft on a reserve center.

Agents in particular states must be
instructed with respect to laws within
those states governing payment of wages,
attachments, garnishments, and collec-
tion of transportation charges on intra-
state business. Agents are promptly
made awarc of fraudulent practices cur-
rently active within their respective ter-
ritories; or the activities of individuals
who are preving upon the Santa TFe or
other railways, Fictitious money orders
and travelers’ checks as well as forged
negotiabte papers of many kinds are di-
rected toward railway agencies. Pre-
caulions against their acceptance must
be taken,

Agents also are advised in regard to
changes in postal rates; the honoring of
air-line exchange orders; when delivery
may or may not he made without surren-
der of original bill of lading: special in-
structions on credit arrangements: and
extension of credit on telegraph business
handled through railway agencies.

Prompt assistance is given by tele-
phone or telegraph to agents when con-
fronted with any problem involving pav-
ments or credits to the end that Santa
IFe patrons are given thoughtful and
efficient service.

e S,




THE ACCOUNTING DEPARTMENT

The books and accounts of the Santa
Feareinnumerable, They begin with the
capitalization of the company and the
sale of honds which made possible the
purchase of lands, the construction ol
iraclks and other facilities, the purchasc
ol locomotives, cars, fuel and supplics.
They include revenue from passengers,
freight, express, baggage and U, 5. Mail
transported: operafing and other ex-
penses:  additions and  betterments to
facilities: and the pavment of federal,
state, county and municipal taxes. They
el with the payment of interest on
bonds and the payment of dividends on
the preferred and common stock shares
ol the company.

Tiach Santa Fe [reight depot and ticket
office has a sct of books, known as
agent’s or station accounts. Freight and
passenger revenues, the principal sources
of income from Santa Fe operations, are
recorded thercin, Conductors on Santa
Fe passenger trains collect some cash
fares and the average vailway will have

other sources of income —— rental of fa-
cilities and equipment, non-operating
physical property, dividends, income

from funded and unfunded securities and
miscellaneous items — all of which ne-
cessitates the keeping of accounts at
many locations throughout the railway’s
lines and ternitory.

FEventually all those entries are re-
duced to one figure: the net income [rom
the year's operations. On the Santa Fe,
that figure is supplied by General Audi-
tor W. E. Davis, Chicago, to whom flows,
in condensed form, all acceunting factors
of the entire Santa Fe system. In turn,
the general auditor’s stafl will have as-
certained bv itemized check the accuracy
and reliability of those factors.

Railway accounting is governed by
rules and regulations prescribed by the
Tnterstate Commerce Commission in line
with Section 20 of the Tnterstate Com-
merce act which reads:

“The Commission may, in its discre-
tion, prescribe the forms of any and all
accounts, records, and memoranda to he
kept by carriers and their lessors, includ-
ing the accounts, records and memoran-

W. E. Davis, general auditor, Chicago

da of the movement of traffic, as well as
of the rcceipts and expenditures of
moneys, and it shall be unlawful for such
carriers or lessors to keep any accounts,
records, and memoranda contrary to any
rules, regulations, or orders of the Com-
mission with respect thereto.”

Because so much of railway account-
ing involves settlements or division of
charges between the railwavs themselves,
all railwayvs operating in North America
which are members of the Accounting
Division of the Association of American
Railreads, are governed or guided hy
mandatory and recommendatory inter-
line accounting rules and the use of
standard forms as approved by the stand-
ing committees of the Accounting Divi-
sion of the AA R, Arbitration rules like-
wise are set forth. The mandatory rules
concern freight, passenger, overcharge
and disbursement accounting, The rec-
ommendatory rules concern freight and
passenger accounting.

The A AR rules and recommendations
have bheen preacribed in the light of ex-
perience gained. There was a fime when

21




Assistant auditors of the Coast Lines, Los Angeles,
are: [loft to right] E, C. Stumbaugh and W. E. Miller.

lack of uniformity in accounting methods
hetween the railways precluded the pos-
sibility of prompt and accurate interline
settlements. Even under LC.C. rules
there remained sufficient latitude in re-
gard to methods as to require some sort
of an understanding and - agreement
which would enable the railways to sim-
plify the multitudinous details of inter-
line accounting.

The Santa Fe's accounting methods
always have been highly regarded. Not
only did the Santa Fe actively partici-
pate in improved railway accounting
procedures, but Santa Fe methods in
instances were made the basis for man-
datory and recommendatory practices.
Officers of the accounting department of
the Santa Fe serve on important com-
mittees within the A.A.R. and other rail-
way groups.

Details of Santa Fe accounting proce-
dures are outlined in working memorai-
dums {of which there are more than 100,
cach covering a scparate class of worlk)
which serve as guides for accounting de-
partment employees in the performance
of their daily duties. These memoran-
dums might well be termed “manuals of
standard practices”.

The accounting department’s instruc-
tions to ticket agents and conductors are
contained in Form 300 (a manual of over
90 pages) copy of which is furnished
agents, conductors, and other interested
employees. Instructions to station freight
agents are contained in Form 500 (a
manual of some 240 pages) copy of
which is furnished each station agent and
others having to do with freight account-
ing matters. Instructions relating to dis-
bursement accounting are to be found in
Form 600 (a manual of some 230 pages)
copy being furnished to employees
handling payrolls, vouchers, bills and
other disbursement matters.

These manuals of instructions insure
uniformity and standardization of the ac-
counting work and have contributed
greatly to the high accounting standard
attained bv the Santa Fe. Attesting to
their merit is the fact that requests for
copies have been reccived from railway
accounting organizations, from account-
ing officers of other railway companies,
and even from representatives of the
Chinese government sent to this country

This panel of accounting department officers include, from left to right, W. M. Sellards, assistant
auditor of passenger accounts; E. &, Miller, assistant auditor of freight accounts, and W, B. Watson,
assistant auditor of disbursements. All are located in the Topoka general offices.
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Assistant general auditors with headquarfers in Chicago are:
[feft to right) W. &. Hunt, J. P. McPorald and $. V. Reeves,

Senior Officials
of the
Accounting Department

L. L. Taylor, asst. to E. E. Stein, asst.
©A, Chicage to GA, Chicago

y
i

C. O. Clark, C. F. Gilroy, aud. of A, F. ilopfstein, aud. Dale McGrath,
auditor, Topeka frt. aceis., Topeka of pass. accts,, Topeka aud. of dish,, Topeka

C. F. Lodter, auditor, J. F. Lovely, auditor, R. D. Ewers, audi- J. J. Turpinat,
Los Angeles GC&SF, Galveston tor, P&SF, Amarille statistician, Chicago
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to study accounting procedures of Ameri-
can railroads.

The Santa Fe accounting depariment
differs from that of most railways in thai
i is not centralized at one location. The
Sapfa Fe has flive accouniing  offices,
stalled hy some 1,200 Santa FFe men and
women, wha serve under General Audi-
tor Davis and the [ollowing officers:

W. G. 1lunt, Assistant General Auditor,

Chicago.

J. 1. MeDonald, Asatstant General Au-
ditor, Chicago.
S\ Reeves, Assistnnt General Auditor,

Chicago.

I.. 1. Tavlor. Assistant to General Audi-
tor, Chicugo.

T2, 12, Stein, Assistant to General Auditor,

Chicago.

I, J. "Turpinat, Statistician. Chicago.

O, Clark, Auditor, Topeka,

Dale MeGrath, Aunditor ol

ments, ‘Topeka, T
C. . Gilrov, Auditar of Freight Ac-

counts, Topeka.

A. T Kiopfstein, Aunditor of Passenger

Accounts, Topela.

C. ¥, Lodter, Auditor, f.os Angeles,
J. F. Lovely, Auditer, Galveston.
1. D, Ewers, Auditor, Amarillo,

The General Auditor's office in Chi-
cago is the administrative office for the
system accounting department. Control
is exercised over personnel and proce-
dure in the departmental syvstem audil
offices in the interest of uniform prac-
tice and thé meeting of responsibilities
an each system line,

The fundamental responsibilities of
the General Auditor and his stafl are:
To insure that the Santa Fe receives all
the revenues and other receipts (o
which it is entitled and that all expendi-
tures have been duly authorized and arc
made for a proper purposc: to maintain
a record in the books of account for the
company of all such transactions: to pre-
pare the necessary reports, statistics and
analvses of the business of the company
for the information of its stockholders.
the management, and public authorities.

Tt is the responsibility of the General
Auditor to insure the prompt rendition
ol reports to the Tnterstate Commerce
Commission in line with Section 20 of
the Tnterstate  Commerce  Act  which
reads:

“Phe Commission is hereby authorized
to require annual, periodical, or special
reports from carriers (as defined) and

Dishurae-
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from lessors (as defined), to prescribe
the manner and form in which such re-
ports shall he made, and to require from
such carriers and lessors specific and fuil.
true and correct answers to all questions
apon which the Commission may deem
information tu be necessary, classilying
such carriers and lessors as it may deem
proper for any ol (hesc purposes. Such
annual reports shall give an account of
the affairs of the carrier or lessor in such
form and detail as may be preseribed by
the Commission.”

The most detailed of those required
reports is the Annual Report of The
AT & ST Ry, Company and Affiliaed
Companics to the T.C.C. which is pre-
pared in the Chicago accounting office.
in addition. the Chicago accounting staft
prepares other Santa Fe system reports,
the mest important of which are:

Satistical section of the Annual Re-
port o stockholders.

Annual reports to state commerce and
raitroad commissions.

Federal income tax returns and corres-
ponding state returns where required.

System general balance sheet, income
account, various operating statistics and
ather reports needed by the management.

The General Auditor’s matiing list in-
cludes the Association of American Rail-
roads, the Securities and Exchange Com-
mission, Bureau of Railway REconomics
and others. Through the Comptroller's
office in New York City, banking and
publishing institutions, financial advisers,
statistical agencies and colleges receive
Santa Fe comparative operating income
statements. The Santa Fe's Board of Di-
cectors, President Gurley, the traffic and
operating vice-presidents and the heads
of various Santa Fe departments receive
numerous statements and analyses.

The Chicago accounting office has
three principal departments: accounting,
taxes and statistics. The accounting sec-
tion, in addition to the duties previousiy
mentioned, also keeps the hooks for The
AT, & S.F. Railway Company (which
includes the Eastern Lines, Western
Lines — except P. & S.F. Ry. Company
— and the Coast Lines) and the hooks
for ali lessors of The A.T. & S.T. Rail-
way Company. The general accountant
analyzes the balance sheets and in-
come accounts of zll companies swhich
the Santa Fe owns or in which it has
an interest and consolidates the balance
sheets and income accounts for all Santa
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This is a section of Topeka's auditor's office, Freight and passenger, disbursements, preparaticn and
verification of pay rolls, and the settling of freight and passenger accounts with foreign lines, are

part of the operations performed in this office.

Fe lines, From the latter grouping is
produced the system general balance
shecet and income account —— a sizeable
task. :
T the tax section, an Assistant Gen-
cral Auditor, an Assistant to the General
Auditor and tax accountanis prepare the
Federal income tax returns, and various
state fax returns, and supervise and re-
view the preparation of tax returng and
detailed scheduies in other accounting
offices. All together, the tax section pre-
pares or supervises preparation of more
than fifty income tax returns each year.
One Assistant General Auditor, statis-
tician, chief clerk and stalf, do cconomic
and statistical research to meet manage-
rial needs, prepare statistical and econo-
mic evidence and supply witnesses in for-
mal cases bhefore the Interstate Com-
merce Commission and other regulatory
hodies dealing with freight rates, acquisi-
tion and abandonment of railway mile-
age and related matters, Statements and
analvses prepared by the statistical sec-
tion concern economic and funclional
features of Santa Te aperation and trafhe
including locomotive and train perform-
ance, revenues and costs of transporta-
tion service, and a comparative state-
ment of the source and disposition of the
Santa Fe dollar, Study is given technical
subjects under consideration by the
standing committee on statistics of the
Accounting Division of ALAR. regarding
the preparation of railway statistics.

The administration of the accounting
department  entails considerable corre-
spondence with the various system audi-
tors  concerning  dishursements  and
reight and passenger accounts and the
1ssuance of departmental working meny-

oranda covering procedure in svstem ac-’

counting office departments, necessitat-
ing a rather extensive fling system.
Accounting procedures at the Topeka,
Los Angeles, Galveston and  Amarillo
accounting offices are grouped into four
general departments: freight accounts,
passenger accounts, disbursements and
machine burcaw. The latter consists ol a
large force of comptometer operators,
key-punchers, typists, Remington-Wahl
and Elliott-Fisher operators, who per-
form the arithmetical calculations, punch-
ing of cards fer use in electric account-
g machines, and stenographic and typ-
ing work for the accounting department.
The largest Santa Fe accounting de-
partment, at ‘Popeka, is the successor
of the Santa Fe’s original accounting of-
lice, established in 1869, and is in many
respects a model railway accounting bu-
reau. IHere the revenues and expenses of
the Santa Fe's lines cast of Albuquerque,
are accounted for: as is also interline
and government passenger business of
the Santa Fe system lines. Flere also
are prepared svstem statistics covering
freight traffic, passenger traffic, and em-
plovees’ service and compensation, and
svstem operating statistical reports re-
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guired by the Interstate Commerce Com-
mission. Government {reight accounting
for all Santa Fe lines except the G.C. &
S.F. and P. & S.F. Railway Companies
is centered at Topeka. Auditor Clark is
assisted by Auditor of Freight Accounts
Gilroy, Auditor of Passenger Accounts
Kiopfstein, Auditor of Dishursements
Dale McGrath, a Machine Bureau Chief,
C. T5. Ahlstrom, and a staff of some 620
The ILos

Santa Fe men and women,
Angeles, Galveston and Amarillo ac-

counting offices handle all other account-
ing matters for their respective  terri-
tories.

The most important source of revenue
for the Santa Fe is the transportation ol
{reight. Such transportation entails fwo
important accounting procedures: assess-
ing the proper rate or charges; and re-
porting or accounting for those charges.
Upon the ireight accounting department
rests responsibility for the correctness
of the former and the prompiness and
compictencss of the latter. To periorm
these duties a jarge force of experienced
clerks, rate and tarifl specialists, and
many others, verify the rates and
charges as computed by Santa Fe agents
and the subsequent reporting of those
charges. Such reporting is done daily,
weekly or semi-monthly, depending on
the volume of business handled by a
particular agency. Incidental charges,
switching, demurrage, storage, items ad-
vanced against a shipment such as feed,
handling and many other services, are
included in the reporting and auditing
procedures. There is also the very im-
portant matter of insuring for the Santa
Fe its proportion of the charges assessed
freight transported a portion of its move
via Santa Fe (interline movement} the
accounting of which is performed by the
destination carrier. On all freight ship-
ments moving by rail the destination
carrier is responsible for the computation
and collection of correct charges.

The work of the freight accounting di-
vision is divided into three departments:
agents accounts, which includes a tracing
division and an assorting bureau; re-
vising and overcharge; and interline.
which includes government freight and
statistical sections. A force.of traveling
auditors performs all auditing work at
local stations.

The agents accounts department
checks all station commercial reports
{government reports being checked by

2t

the government scction) to insure that
all are received and that supporting doc-
uments are included. Interfine portion
of each report is separated out for pro-
cessing by punched cards. Before the ro-
maining portion ol reports are separated,
comptometer operators verily charges,
footings and other calculations. Tt is the
responsibility of the tracing section (o
determine that all freight shipments in
which the Santa Fe participates are duly
accounted for, not only by Santa Fe
agents, but by other raibways. on Santa
Fe intertine freight forwarded and inter-
mediate traflic handled. Unreported way-
hills are traced until reported. The trac-
ing section also determines that all ad-
vance and prepaid charges carried on
wayhilis are properly accounted for. The
assorting bureau assorts the quantities
of waybills and reports which are re-
ceived. Interline waybills are sorted to
proper road and route order, separated
between car load and LCI. shipments.
for preparation of interline settlement

rabstracis. All records and waybills even-

tually are bound, becoming records of
Santa FFe frcight movements.

Whereas a local Santa Fe agent {ex-
cept the larger agencies) will consult
comparatively few freight tariffs, the
ireight accounting revising and over-
charge department will, over a period of
time, consult practically all tarifls cover-
ing the movement of freight in Mexico.
United States, and Canada. Those pubii-
cations number some 4,000 (ocean, termi-
nat and many other types of tariffs are
included) and it requires much skill and
patience to become conversant with and
properly apply the many rules, regula-
tions and charges. Waybills received
from agents are reviewed by revising
clerks each of whom handies those re-
ported at certain stations, enabling the
revising clerks to specialize in tarifls
covering those particular localities. A
correction notice goes to an agent on
cach crror detected. The agent refunds
overcharges and collects undercharges.
Refunds are handled by the auditor il
the agent cannot do so. Promptness of
revision and issuance of corrections is
stressed to save Santa Fe patrons the
expense of filing overcharge claims.

Overcharge claims arise from alleged
errors in rate, weight, routing, deserip-
tion of articles, or an alleged unreason-
abieness of published rates. The former
can be settled by the Santa Fe in accord-




Yiew of accounting de-
partment machine bu-
reau in Topeka.

Topeka's accounting de-
parfmonts' typing Is ac-
complished here,

Group of comptometer
operators in  centralized
machine bureau, Topeka.
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ance with published tarifls, but the latier
must be submitted to the Interstate
Commerce Commission which body alone
has the authority to depart [rom pith-
tished rates or to award reparation o
that basis, When received by the auditor,
overcharge claims arc classified as to
nature of shipment and recorded. Investi-
gators examine all phases of the matter
o determine whether or not the claim
is valid under published tariffs authos-
ized by the Interstate Commerce Com-
mission, which have the force and eifect
of Federa} law. Claimants have the right
to appeal to the J.C.C. or to the courts
when they do not agree with a carrier s
interpretation of a tarill. The Santa Fe
experiences very little ol the latter.

A portion of overcharge claims involve
shipments in which other railways partic-
ipated with the Santa Fe in the total
movement. When such claims are paid,
the proportionate amounts to-be assumed
by interested railways are determined.
Claims also are received from other rail-
ways on freight movements in which
the Santa Fe participated, the reporting
or destination agent being that of another
carrier. Settlements ol claims  between
railways are expedited by arbitrary debit
rules which malke compulsory the accepi-
ance of debits issued hy claim paying
roads, subject to subsequent audit by the
debited road and reversal of the debit
if found incorrect,

There are many important details per-
taining to freight diversion, reconsign-
ment, stopping-in-iransit’ (cotton stops
for compressing, wine for Dblending,
coffee for roasting, nuts for shelling, talc
for grinding — many others} and to other
in-transit operations (milling, storing,

manufacturing, [labricating, inspection,
{wnigation, reconditioning, repacking,

partial unloading, to complete loading)
all of which are governed by tarift regu-
lations. They often create problems in
application of rates and rules. Transit
claims constitute a sizable [actor in over-
charge claim work.

In the interests of Santa Fe patrons,
all possible means are invoked to pro-
mote accuracy in the assessment of
freight charges to climiate overcharge
claims. During the past twenty years,
such claims have been reduced sixty per
cent.

All Santa Fe auditors’ offices have an
interline freight department, with sec-
tions for (a) divisions and (b) abstracts,
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The former handles the apportionment
of charges to the participating carriers,
The latter handles the preparation of re-
ports to the carriers covering that pro-
cedure,

Statements embodying interline freight
setelements are prepared by the carrier
reporting the waybill. Wayhill references
and other detailed data are shown. Prep-
aration is by roads, routes, and stations
(from and to) except for less carload
shipments where road to road simplified
divisions apply. This group of abstract-
ing is in forwarding station order. The
revenue due each carrier is recapitulated
on summary sheets. Percentage and di-
vision shee(s are the basis or guide for
determining the amount of revenue each
carrier receives on a particular interline
shipment in which the carrier has partic-
ipated, Qther reporting railways pre-
pare similar statements on shipments in
which the Santa Fe participated. Actual
payments between the carriers are made
on net balances. The carrier having the
larger debit draws a sight draft for the
amount due. Auditing of the settlement
statements follows, differences being ad-
justed by what are termed “correction
accounts”. The latter are included in the
monthly halance slatement,

Division work is highly techntcal. In-
spectors review the initial work of divi-
sion clerks and the divisions reported by
other railroads. Arithmetical computa-
tions, as performed by the machine bu-
reau, are voluminous and must be accur-
ate. All errors noted by the interline in-
spectors are promptly brought to the
attention of intcrested parties to pre-
vent recurrence. Millions of dollars in
freight revenue are involved. It has long
heen a Santa Fe accounting policy specd-
ily to adjust errors of any nature,

Santa Fe agents do not assess or col-
lect charges on freight delivered at their
stations which is covered by a govern-
ment bill of lading. Such documents, prop-
erly accomplished, are forwarded to_the
government section of the Topeka freight
accounting office for the Lines East and
Coast Lines. On the Gulf Lines, they arc
sent to Galveston and on the P & SF to
Amarillo. Charges on government ship-
ments are computed by the auditor.
freight bills are made and they accom-
pany the bills of lading to the govern-
ment department or agency which issued
them. There are some 700 governmental
departments and agencies involved, re-




Tabulating machine bureau, Santa Fe ieneral offices, Topeka, eclu'lpped with the most modern
K

electronically controlled high-speed punc

ed card equipment, quic

y and efficiently completes the

processing of many functions of work for all three accounting offices there, Electric accounting
machines are used also at Los Angeles and Galveston.

gquiting proper classification -of ladings
and such additionat breakdown of items
as is required by a partdcular govern-
mental department.

The government section of the freight
accounting  department is  responsible
for the proper accounting for govern-
ment ladings by Santa Fe agents. This
section sees that the bills of lading ac-
company freight bills to the various gov-
ernmental  departmenis and that the
charges are paid promptly, When rates,
bills and other factors have been com-
pleted, government bills are recorded on
punched cards, Tach governmental de-
partment is assigned a code number.
Unpaid bills are readily scgregated, The
punch card machines, at the close of
each month, assort and tabulate in any
fashion required.

The government's general accounting
office in Washington post-audits all hills,
Tn case of alleged over-pavment, a de-
duction equal thereto is made from a
current unpaid bill. Deductions for al-
leged loss or damage to shipments is
made in a simitar manner, The Santa
Fe’s claim  department receives such
cases for investigation.

The freight statistical section at To-
peka compiles statistics and  relaled
statements. There is the voluminous com-
modity classification of all carloads trans-
ported into 262 groups as specified by
the T1.C.C. T.esz-than-cartoad shipments

are grouped under one class. The L.C.C.
requires monthly and annuval reporting
of cars and tons Tor each of the 262 com-
modity groups and tons of less-than-car-
load freight handled. This reporting must
e segregated as follows:

Revenue freight originating on the
Santa Fe: Terminating on line; delivered
to connccling carriers.

Revenue freight received {rom con-
necang carriers: Terminating on line:
delivered to connecting carriers.

Total revenue freight carred (ecars,
tons and revenue).

The I.C.C. also requires monthly and
annual reporting in geographical order
of the same carload traffic originating
and terminating in each of the twelve
Santa Fe states, The various state regu-
fatory bodies also require annual report-
ing of cars and tong handled within each
of the respective states, separated as to
revenue freight originating, carried with-
in, and terminating within the state.

A punch card system is used 1n com-
niling these data, each card providing a
very complete record of a shipment or
group of shipments including the year,
month, class of (traffic, route, origin
state, Santa Fe state from, via or to, des-
tination state, commodity, number of
cars, hundred-weight, Santa Fe revenue
and directly connecting rdilway from or
to. A numeral cade sysiem is used. Lo-
cal freight commodity statistics are com-
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piled from agents’ received reports; intes-
system or interline from reports pre-
pared and received by Santa Fe audit
offices from data secured primarily from
wavhills. Both carload and less-than-
carload shipments are grouped as much
as possible in the card punching opera-
tion., The machine and tabulating bu-
reaus play an important part in the prep-
aration, punching, assorting and com-
piling operations.

The statistical section can  develop
{reight traffic statistics to determine the
various kinds of commadities transport-
ed, the producing or marketing centers.
and the popular preference for one com-
modity in comparison with another, to-
gether with the volume and amount of
revenue derived from each. It also can
disclose the relative importance of each
commadity, the extent to which each con-
tributes its share of the cost of providing
such transportation service; and can re-
flect the volume of traffic by commod-
ities (from and-or to) by stations, states,
districts or territories.

Raitway passenger accounting differs
from freight accounting in that in the
former the Santa Fe agent or the foreign
line agent selling the ticket is respons-
ible for the correct application of rates
and the collection of charges.

As with freight traffic, Santa e pas-
senger husiness is of three general tvpes:
local, hetween Santa Fe stations on @
single svstem line: intersystem, between
Santa Fe stations on two or more sys-
tem lines: and interline, between the
Santa Fe and other railways. Instead of
wayhills, tickets, scrip and other forms
are wsed. Interline tickets are provided
with a contract and a separate coupon
for each railwavy which the passenger
ulilizes during his trip and which are
honored hy the various train conductors.

Fach Santa Fe passenger accounting
office is responsible for local ticket ac-
counting within the respective system
territories. The Auditor of Passenger Ac-
counts, Topeka, is responsible for inter-
svslem, interline and government pas-
senger accounting for the Santa Fe sys-
tem lines. There are other responsibil-
Hies, conductors’ cash fare collections,
excess haggage collections and miscel-
laneous receipts, C.0O.D. checks, scrip and
others, and the compilation of various
siatistics.

Agents arce required to prepare weekly
and monthly reports to the auditor show-
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ing complete description of tickets issued,
fares coliected, class of service, routing
and other data; and at close of business
for the current month to prepare a pas-
senger balance sheet reflecting debits and
credits in station account. Conductors
are required Lo prepare reports of cash
fare collections to auditor for cach train
run (conductors send money to Treasur-
er through local agents) enclosing with
reporte all tickets or coupons of tickels
collected from passengers on the train,
The passenger accounting department
verifies fares with tariff publications,
Revenues are classified by accounts as
prescribed by the 1.C.C.

Pertinent data on interline fickets sold
by Santa Fe agents is kev-punched into
accounting cards which are used to {(H
verify correctness of fares. and {2) pre-
pare monthly reports to other interested
carriers. The proportions of fares accru-
ing to foreign roads are transferred to
the accounting cards either from a set of

‘master division cards previously prepared

or (if master division cards not available)
from computations made by division
clerks. These cards are run through elec-
tric accounting machines which prepare
separate report to cach interested carrier
showing complete description of tickets
and proportion of revenue from each
sale which accrues to the road to which
report is sent. Other carriers prepare
similar monthly reports to the Santa Fe
which are checked with tickets of their
issue honored by Santa Fe train condue-
tors. Anv tickets not included in the
other lines’ reports are listed on tracers
sent to the lines involved. The disburse-
ments department is furnished dailv
statements showing amounts reported hy
other lines as due the Santa Te from
foreign lines’ sales and monthly state-
ments of amounts due other lines from
Santa Fe sales.

Agents receive their stock of hlank
tickets from the passenger traffic depart-
ment and ihe passenger accounting cle-
partment mainiains a complete card ree-
ord of ftickets supplied the various
agents and conductors. Approximately
450 different forms are involved. Credits
to station and conductors stock arc post-
ed on cards from agen(s’ monthly reporls
of ticket sales and from conductors’ re-
ports. From this record the anditor is in
a position to determine an agency’s stock
of tickets the first day ol the current




Savings Bonds purchased by Santa Fe employes through pay roll deductions are rapidly imprinfed
on Addressograph in centralized machine bureau at general offices In Topeka. Colored lights signal
to operator correct denomination of bond to be written.

month. Obsolete stocks of tickets are
recalled.

In the agents and conductors accounts
section, balance sheets are received from
all agencies on which agent shows cal-
lections made from ticket sales, excess
haggage, milk and cream traffic, tele-
graph, federal tax, storage and insurance.
Credits are shown for prepaid ticket
ovders, redeemed tickets and other items.

I.ists of remittances are checked with
cash boolk furnished Treasurer’s office
for such listings. A ledger is prepared
showing balance for each agency hrought
forward from previeus month's ledger.
Tatal voucher credits (for cash furnished
bv agent, prepaid orders, tickets re-
deemed, etc.,)) cash remittances and West-
ern UUnion collections are entered in led-
ger as well as ticket sales and excess
baggage collections. A monthly ledger
also is prepared with a page for each
conductor having cash sales. Debits to
conductors Tor cash fare receipt bhooks
are recorded on card stock records on
hasis ol receipts given to agents and
conductors, Credits fo conductors arc
entered on basis of cash fare slips issued
as reflected by reports of collections re-
ceived [rom conductors.

When vou surrender vour ficket to a
Santa Te conductor he encloses it with
reports and other tickets collected in an
envelope which first reaches the local
accounts section of the passenger ac-
counting department. There the contents

are sorted hetween local, intersystem and
interline, Fach conductor has a punch
which has a cutting design enabling the
auditor to determine at sight the name of
the conductor., Monthly reports from
agents are checked to verify collection
of proper fares, the time limit of tickets
as issued, and if tickets were reported to
the destination as honored by the con-
ductor. Cash fares collected by conduc
tors are checked to sec that they agrec
with published tariffs and conductors
are advised of any errors.

Bills against the U.S. Government for
passenger transportation are based on re-
quests prepared and presented bv the
Government. This request is authority
for a Santa Fe agent to issue tickets as
shown on the request. The agent for-
wards the request to the Topeka passen-
ger accounting department, the Govern-
ment section of which checks the request
against agents’ reports of such transpor-
tation issued: the Government. reguests
are then rated, bills prepared and mailed
to the Government,

The Treasurer sends memorandum
notice to passenger accounting depart-
ment of all pavments received from the
government which are posted. Pavment
of unpaid bills is traced after 75 days and
thereafter every thirty davs. Refunds on
unused or partially used tickets received
from  governmental departments  arc
made hy the Auditor of Passenger Ac-
counts who also handles government in-
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quiries regarding unused transportation,
accuracy of rates and related matters.

Foxcess baggage checks, local and inter-
line, are reported monthly. Stubs are
checked against agents’ reports and all
details including rates and charges are
verified. In the casc of interiine, the
usual apportionment is made to interest-
ed lines, C.0O.1). checks, issued to cover
amounts for excess weight, storage, and
other charges, are collectibie by the des-
tination agent. Reports also are received
from Toreign lines on laggage collec-
tions due the Santa Fe. These are check-
ed against data received from Santa Fe
haggage agents and tracers issued to
forcign lines on checks not reported.
There are manthlv reports on parlor car
tickets, baggage storage checks, package
storage checks, transier checks, accident
insurance tickets, bridge toll tickets, coin
lock devices and other sources of mis-
cellaneous revenue, All are checked in
detail and credited to the proper ac-
counts,

Wayhills are issued by agents to cover
transportation of milk and eream, pre-
paid or collect. These are reported
monthly and are checked in detail.
Monthly serip reports and detachments
accepted hy agents are received, verified
in detail, and statements prepared to in-
terested foretgn lines. Monthly state-
ments of scrip issued by the Santa Fe and
honored by foreign lines are received.
IEnvelopes for each individual book num-
her are prepared from record of sales and
all detachments filed in envelopes num-
bered to correspond with the number of
the haok from which collected.

The statistical division of the passen-
ger  accounting  department  abstracts
statistical data in order that sufficient
and correct information may be obtained
tor the compilation of wvarious state-
ments required hv the Santa Fe, the
1.C.C, the A AR, state regulatory hodies
and others:

Passenger statistics compiled by the
Santa Fe are classified as between states
and between state and interstate traffic.
Theyv include passenger revenues, pas-
senger-ttain revente, revenue passengers
carried, revenue passengers carried one
mile, and average computations including
revenue passengers carried one mile per
mile of road, miles per passenger (aver-
age journey), revenue per passenger,
revenue per passenger per mile, passen-
ger revenue per passenger-train mile and
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passenger-train revenue per passenger-
train mile,

The statistical scction furnishes spe-
cial statistics covering any segment of
the Santa Fe's lines selected for special
study due to government requirements
ar operating or traffic department re-
quests for such information. Various
statistics are compiled in refation to
revenue classifications ol baggage and
miscellanecus collections.

The Topeka, Los Angeles, Galveston
and Amarillo accounting offices cach have
a disbursements department responsible
jor the corrcctness and propriety of all
pavments made [rom the Santa Fe’s
treasury within  their respective terri-
tories, System procedures, particularly
the compilation of statistics, are centered
at Topeka., Traveling accountants per-
form auditing duties and field checks at
necessary paints throughout the system
fines.

Before acceptance by the Treasurer,
vouchers, time records and other pay-
ments, with supporting documents,
must he approved by the dishursements
department. First in importance are the
pavrolls representing millions of dollars,
which are verified in detail. Payrolls are
prepared twice monthly, electrical tabu-
lating machines aiding the procedure.
Expenditures for fuel, material and sup-
plies represent millions of dollars, em-
bracing pavments to manufacturers and
industries throughout the nation. Taxes
likewise are huge. Tax auditing demands
expert knowledge of laws and regula-
tions.

The dishursements department sces
that hills are rendered and collections
made for amounts due the Santa Fe from
sources other than the transportation of
passengers and freight: for example, for
construction of spur tracks for private
industries and other contractual arrange-
ments, for work performed by Santa Fe
mechanical and other forces for an out-
side agency or company, for repairs to
cars of foreign lines while on Santa Fe
rails, etc.

The Tnterstate Commerce Commission
has prescribed rules and regulations in
regard to the following accounting: In-
vestment in road and equipment; oper-
ating revenues and operating expenses;
income, profit and loss and general bal-
ance sheet accoubnts. The disbursements
section prepares journal entries on all
dishursements. receipts and other trans-




Revising clorks in auditer
of freight accounts de-
partmend, Topeka.

Revising  department,
ganeral office building,
t.os Angeles.

Voucher and bookkesp-

ing sections of Santa

Fe's Coast Lines.
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actions, which items receive further elab-
oration to meet government and Santa
Fe official requirements. Important a-
mong the latter are the assignment oi
operating expenses to the respective di-
visions and comparative statements of
the unit costs between superintendents’
territories.

Property accounting, an important
phase of disbursements auditing, entails
the recording of costs of new facilities
such as tracks, buildings, locomotives,
cars and other essential installations and
movable equipment, Property taken out
of service 18 minutely recorded so that
stated fgures disclose only property in
actual use.

LEstimates and  completion  reports,
which are submitted for each separate
project allecting voad and cquipment
property, must be checked in detail to
determine that proper separation is made
between Additions and Betterments and
Operating lixpenses as prescribed under
7CC rules. Records must also be main-
tained of amortization and depreciation
of road and equipment property and
monthly accruals made for recording
such expense in the accounts.

A monthly report of wage statistics s
required by the Interstate Commerce
Commission. This report represents a
valuminous analysis of wage <costs
relation to hours of service. Basic time-
keeping records are received in the To-
peka office alone from some 3,000
sources, and in relative large numbers in
the T.os Angeles and Galveston offices.
Fach employee's compensation is audit-
ed and a punched card prepared. The
punched cards are adaptable to sorting
and listing by electrical tabulating ma-
chines, producing payrolls, paychecks,
income tax data, and many reports re-
quired. Payroll taxes necessitate the
maintenance of voluminous records, in-
cluding social security account numbers
of all Santa Fe people. Monthly earnings
of each employee are reported every thiece
months to the Railroad Retirement
Board for credit under the Railroad Re-
tirement and Railroad Unemployment
insurance acts for wages earned. Collec-
tion by deduction of railroad retirement
tax from employee’s wages as well as
federal income taxes and the preparation
and distribution to all those carried on
Santa Fe payrolls during the year of in-
come tax information returns are dis-
bursements department responsibilities
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ivolving  hundreds of thousands  of
items, There are payroll deductions for
U. S. Savings Bouds, hospital associa-
tion dues, and such other deductions as
are permitted by Santa Fe rules.

The hookkeeping scction makes a daily
audit of the Treasurer’s cash rcceipts
and dishursements. All voucher audits
include check against voucher index to
prevent duplicate payment, A passing
record-is maintained for regularly recur-
ring items. Each voucher is assigned an
audit number and recorded in the vouch-
er index When reported paid Dby the
Treasurer the date of payment is posted.
A general ledger is kept, also auxiliary
records of various accounts including the
liospital associations, terminal companies,
affiliated companies and others. Trial
Lalances are prepared and certain journal
entries and statements pertaining to the
general accounts including  statcments
and reports required by the LC.Co A sub-
ledger record is kept relating to tax ac-
cruals and payments : sales, use and fran-
chise tax returns and basic data support-
ing federal and state income tax returus
are prepared.

The material accounts section performs
the accounting for all material and sup-
plies purchased and used in the exten-
sive operations of the Santa e Every
item of material issued by the store de-
partment s covered Dhyoa requisition.
After filling, all requisitions are sent o
the audit office where the cost ol the
material on each requisition s compuled
by reference to price books, which show
the up-to-date cost of each ifem in stock
(upwards of 100,000 diferent items). Re
sults are stummarized, using  punched
card procedure, and distributions requir-
od Tor accouniing purposes are prepared
therefrani. An important function of the
material accounts section is the verifying
and pricing of annual inventories of
stock material, which for the vear 1949
were vained at more than 31 million
dallars for the system.

The accounting for the enormous quan-
tities of coal, oil and Presel Tuel used by
the Santa Fe entails the auditing of re-
ceipts and disposition of fuel also the
preparation of reports showing fuel con-
sumption on the tweniy-two operating
divisions and hyv different tyvpes of loco-
motives —- all important in the control
of fuel costs and ihe aveidance of losses
through inefficient usage. Monthlv inven-
tories of fuel on hand are verified, aver-




age issue prices are computed, basic in-
formation for locomotive pcuolmqnu, i
maintained and various fuel statistics
compiled.

The bill department audits b1lls ren-
dered Dby the operating, mechanical,
stores and other departments, and pre-
pares all bills against other railways for
their proportion “of the cost of operating
facilities jointly with the Santa Fe and
bilis for 1cpa119 to foreign cars while on
Santa Fe rails. Each bill is assigned an
qudit number and record maintained to
insure that ail bills rendered are account-
ed for. Each bill after audit is recorded
i a sub-fedger maintained on punched
cards, Payments as received are posted
on the appropriate card, providing a
current record of paid and unpaid biils.
Mailing, collection and correspondence
in” relation to bills entails a considerable
task. Bills {or repairs to {oreign cars are
handled at Topeka for the system lines,
Such bills necessitate 350 statements to
foreign lines the preparation of which
involves the pricing of some 28,000 in-
dividaal car repair bills.

The analysis divigion of disbursements
accounting  assembies on  condensing
sheets the distribution of charges and
credits to the accounts irom all scurces.
These sheets serve primarily as a sub-
ledger, furnishing the basic data for
monthly comparative statements by ac-
counts. Numerous journal entries are
prepared and wage and operating statis-
tical reports are u)mpllcd The disburse-
ments office is frequently called upon for
statements covering special analyvses and
cost studies, including those in support
of branch line ai)dmlomncn[ applications.

All those {unctions could not be per-
formed with the speed and accuracy de-
manded without the efficient tabulating
machine  burcaus. The Dbureaus are
equipped with the latest type electrically
operated accounting machines which use
tabulating cards in which are punched
a series of holes indicating alphabetical
and numerical characters which in turn
activate the machines. In the Topeka
tabulating burcau alone some 475,000
cards are used each month. Vouchers,
bills, payroll distribution and other items
are listed by the machine method and car
repair bills, payroils and pavchecks arce
mmtcd Other work handled on tabulat-
ing machines includes preparation of
interline freight settiement abstracts for
L.CI. upments interline passenger set-

tlement slatements, freight traflic statis-
tics, quarterly statement of material pur-
chases by individual firms, and many
others involving thousands of cards,

Meriting the particular commendation
not only of Santa Fe people but all those
who have viewed first-hand their appoint-
ments and methods, the Santa Fe's four
accounting department machine bureaus,
high-lighted by the expansive Topeka
bureau, are the focal points in the ac-
counting department general routine. In-
to the machine bureaus flow ail manner
of bills, statements and documents, in-
cluding each waybill and station abstract
and countless other accounts and mem-
oranda comprising the sum-total of Santa
Fe system-wide accounting details and
the statistical reports derived therefrom,

With its acoustical ceiling, flaorescent
hghting, 10,300 squarc feet of floor space,
latest types of machines and office equip-
ment, its long rows of trained operators
and typists performing all manner of
caleulations and recordings, the Topela
machine bureau is not surpassed in effi-
ciency and economy of time and method
by any like bureau in the nation. The
Santa Fe accounting department was one
of the first organizations in the country
to centralize machine operations of all
sub-departments in one burcau. At Lo
Angeles, Galveston and Amarillo, com-
parable bureaus facilitate accounting de-
partment procedures, '

In each machine bureai, arithpetical
calculations are made on kev-driven, non-
listing calculating machines, Statistical.
pavroll and other cards are punched hy
expert kev-punchers many of whom are
skalled comptometer operators., Batieries
ol bookkeeping machine aperators type
and recapitulate various data. and rows
of typists transcribe from phonograph
recordings correspondence dictated Ty
members of the accounting department,
Numerous billg, correction notices, stale-
ments for government freight and other
items in volume including operating ex-
pense statements, statistical reports and
statements in relation fo traffic, revenues
and many other headings are prepared
on typewriters.

Fach machine burcau has a dishurse-
ment section where time-sheet factors
and extensions on bills and vouchers are
verified, electrical accounting machine
cards are punched, payrol! charges to
cach operating expense or other account
affected are computed, and various other
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punching and caleulating procedures are
accomplished, A freight scction verifies
extensions  on  freight  waybills  and
agents’ reports, extends factors on ab-
stracts of interline waybills to develop
amount duc each participating carrier,
computes amount due on government
shipments, and verifies other carriers’ re-
ports to the Santa Fe of interline freight
revenues due the Santa Fe. The passen-
ger section performs most of the caleu-
lating functions in relation to passenger
husiness, verilying agents’ local ticket
reports, calculating bills against govern-
ment [or tickets furnished and computes
passenger traffic statistics and state-
ments. Some of the bureaus perform du-
plicating, mimeograph and similar tasks.

Accounting department forces in the
field include traveling auditors, traveling
accountants and train auditors. All are
skilled in their particular branches of
railway accounting procedure and all are
intrusted with responsibilities peculiar to
their posttions.’

Traveling auditors personalty audit all
freight and passenger agencics maintain-
ed by the Santa Fe. They determine that
cach agency’s cash is in balance and that
there has been no fraudulent practice or
misuse of company funds. They note and
correct deviations from existing instruc-
tions governing the handling of funds
and accounts which may lead to the loss
of revenue or other complications. They
adjust crrors in the accounts, taking
necessary measures to prevent recur-
rences by instructing employes involved,
Neediess to say, each station transaction
is scrutinized by the traveling auditor.

Traveling accountants are the field
men of the disbursements department
responsible for the detailed auditing of
various railroad departments directly or
actually receiving and expending com-
pany funds. The bylaws of the Santa Fe
provide that the accounting department
must periodically verify the cash and
securities held by the Treasurer, Assist-
ant Treasurers and the Comptroiler. Peri-
odical reviews arc made of methods and
practices in the purchasing and stores
department, insuring that the Santa Fe
receives the lowest bids in the purchasc
of material and that discounts are being
secured where proper. Verification also
is made of costs in relation to locomo-
lives, cars and other equipment and ma-
terial purchased,
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Asn important
accountant is Lo
wage allowances

duty of the traveling
verify the accuracy of
by review of the basic
time records of all departments: that
wage pavments conform to the numerous
wage schedules provided in the Santa
Fe's agreements with the various organt-
zations authorized to represent Santa Fe
men and women in their relations with
the company. Traveling accountants
audit the records and accounts of joint
facilities, including union stations, which
the Santa Fe operates with other rail-
wavs, insuring that all contractual pro-
visions are being comphied with, Tt is
the duty of the traveling accountant to
verifly inventories of maternials and sup-
pliecs on hand, actually recounting the
stocks of selected classes ol material as
a test procedure. Traveling accountants
are called upon from time to time to
make extensive investigations of operat-
ing costs and other matters as requestec
By Santa Te exceutive officers, Other
duties include field ingpection and in-
struction fo foremen in connection with
addition and betterment projects for the
purpose of insuring accurale reporting o
time spent in performing such work.

Pagssenger {rain auditors, in uniform,
present their credentials to the conduc-
tors of the trains they audit. They are
familiar with all curreat instructions in
relation to passenger transporlation and
tarill or rate provisions. Boarding trains
at intermediate points between terminals,
train auditors contact all passengers, col-
lecting tickets and fares and examining
the (ransportation of passengers who are
detraining at destinations bevond the
conductor’s train run. Train auditors
tally by destinations all passengers on
the train. This reflects the number of
tickets which should have been lifted by
conductor before auditor hoarded train.
Tickets in the possession of conductor
are conmied. A report to the regional pas-
senger accounting department, including
any violations of rules, is signed by both
the conductor and the train auditor

Tn its broad and detailed functions, the
accounting department works with and
must have the cooperation of all Santa
Fe departments, The very nature of the
responsibility assumed by the account-
ing department demands that all tasks
be pursued thoroughliy and accurately.
The accounting department must sec
that papers of every description includ-
ing payrolis before being audited or re-




eorded bear the signature or approval of
the head of the department in which they
ariginate or the signature of such person
acting for the head of the department as
mav e authorized under rules hy the
Board of Dircctors or the IExccutive
Commitlee.

Authorized accounting department rep-
resentatives have access to all books
ol accounts, voeuchers, deeds and papers
of the Santa Fe or of anyv corporation
controlled by it in charge of any of its
officers or agents, The books of all rail-
ways affiliated with the Santa Fe are in-
cluded in the general auditor's overall
responsibility. His signature or that of
a representative of the accounting de-

partment designated by him with the
approval of the president must he placed
an all vouchers and pavrolls  before
transmittal to the treasurer for pavment.
By wire, telephone and correspondence,
the general auditor disseminates advice
to the various auditors and to other
Santa Fe departments covering the many
phases of Santa Te accounting.

Only Dby detailed application of all ex-
isting ratlway accounting rules may the
Santa Fe conform with the regulations
vf the Interstate Commerce Commission,
the Association of American Railroads,
various state railroad and commerce com-
missions, and other regulatory hodies,




