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The Terfitory turhed out approximately ten million pages of duplicated

i T s ST
s h 2 R B

material last year at an estimated cost of $60,000,00, This tremendous volume

of.WOrk was produced Ly €9 dupiicating ma&hines, located in 29 departments or

hgégcieﬂ,”represehting‘a total original cost of over $33,000.00.1 Some portion {f
of the time of over 130 public employees, paid for at rates ranging from $0.99
per hour to $2,09 per hour (#1,12 and $2.22 per hour if bonus is included) was

consumed in the process. . i

v PRESENT PRACTICES
Utilization of Equipment

A total of 37 departments, boards, commissions and agencles made some nge of :
duplicating processes. The four largest usera of such materiaia, the depgrtmenta
nf health; puhlie instruction, the fax commission and the univeraity, produced in
excess of sevea million pages; other major users were the departments of public
Jorks, welfare and the national gusrd, Materials most frequently reproduced by

"reogrevh, hnrctograph and multilith equipment included forms, letters, and ie-
ports 2

The (9 items of sauipment include 40 mimeograph, 22 hectograph and 7 multi-

o e A

iith machines, ranging in age from less than one to more than thirteen years,

R

" lIncludes only those machines on Oahu, excluding théese in public schools,
Data for the schools will be available at a later date.

- =>‘2No attempt has been made to evaluate the need for or the reason why such
lBtyrizls were processed, nor to determine whether more materials might have been
Irofitably turned out, For example, only one depertment was found to have made
Sonslstent use of duplicating to keep staff members advised of standard proced-
88, through extensive use of departmental manuals, Of the many hundreds of
orms produced, no effort has been made to determine whether stme are unnecessary,
¥ Whether the use of more would add to the efficiency of the offise.




and in cost to the Territory from $25.00 to $2,400,00. The university, with 16
machines has the largest number of any single department, but the greatest physi~
cal concentration is on the Palace grounds, where there are 20 machines, with,
however, a £ota1 of 37 machines being located in the immediate vieinity, i.e.,
Territorial Office Building, Health Depariment, Tax Commission, ete,, of Iolani
Palace.

The intensity of usage of each piece of equipment varies considerably from
office to office, from a high of 120 hours or more per month to usage of but cne
hour per month, Expressed in another way, & $600,00 machine with a2 ten year
life, costs $5,00 per hour to operate if used but cne hcur per month, whereas
the same machine, if used 120 hours per month, would cogt the Territory but $0.042
for each hour of operation., In terms of potential use, the average duplicating
machine in the Territory is used but 18 percent of its capacity--less than four
working days per month-- and is idle more than four days for each day of use.

In spite of this failure to utilize equipment, in 1948 and 1949 the Territory
purchased 18 new duplicating machines at a cost of nearly $11,000,00. Only two
.T these newly acquired machines are presently used at near capacity--the average
time in use fcr the 18 being but 31 hours per month, less than 20 percent of their
potential caracity., There is every reason to assume that in the next two or four
yecrs other new machines would be acquired with the exnenditure of another
$11,000,00, with unused capaeity available in machines already on hand.

It is estimated that four machines-~two mimeograph, one hectograph and one
miltilithe~could have produced the same quantity of materials turned out by these
18 new machines, giving the same variety of process, if the needs could'hava been
met as a unity instead of departmentally, By purcﬁasing these four machines for

the work, instead of 18, & saving of $6,000,00 could have been effocted. This




tﬁkés no aéeount of the fact that the machines then on hand, if properly utilized,
might well have obviated thebneceSSity for any nevaﬂréhases, except as might have
been necessary to replace obsolete equipment.
Utiligation of Space

To the consideration of the effective use of physical equipment must be
added the problem of fully utilizing the physical plant owned by the Territory.
The call for additional government services has placed and will continue to place
a serlous strain on the existing territorial office buildings as regards the
availability of adequate office spiee to meet requirements, No attempt has been
made to precisely compute the number of square feet of such space at present
boccupied by the duplicating equipment owned by the Territory; yet undeniably
that space is not‘being effectively utilized if it is used but a few hours each
month, When space requirements for the storage of supplies is added to that
démanded of the equipmenf itself, it would appear to be & problem worthy of fur-
ther consideration,
Utildzation of Personnel |

As ezrlier pointed out, at least 130 publié employees spend a part of each
month in oparating the various departments! duplicating machines, Where a
Aerartment uses a rachine but a few hours per month, not only is the per hour
cost of the equipment disproportionate to the task, but the cost in terms of
. wages and salaries is equally high, For example, in one department, where the
mimeograph machine is used but about five hours & month, a CAF-8 (approximately
$1.80 per hour, inciuding bonus) is called upon to do the operating., In still
another office, where the equipment is used on the average only five hours
monthly, a CAF=9 ($2,05 per hour at the second increment, including bpnus)

operates the machine., In contrast, two departments whose machines are in use
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over 120 hours per month, both utilize the services of a CAF-2, with an approxi-
mate hourly personnelvcoétvof buf $1.,17, bonus included, o v

The above data represents only the time consumed in the actual operation of
the equipment, still to be considered is the tims of other personnel called upon
to‘assemble the materials when processed, ;Frequently, when multi-page reports
are prepared, the entire staff of an offlice may be enlisted to help with the task
of assembling the copy. Although equipment designed to accomplish this step with
a minimum of personnel cost is available on the market, none is presently in ﬁée
in any of the territorial offices.3

Although the particular skills required of employees engaged in the opera«
tion of duplicating equipment varies from the relatively simple to the fairly
technical, certain basic training is necessarily required of all operators, Any
such training éonsumes the time of additional employees, and proficiency, and
consequently efficiency, in the operation of the machines comes only with prac-
tice. At the present time, at least 130 employees have been trained in at least
the fundamentals of duplieating machine operation, As indicated, some of these
erployees, after training, devote only a fraction of their time to applying
these skills,
Present Organization

A few departments have centralized and closely supervise all duplicating of
vﬁheir several divisions, In one department, all requests and work orders are

‘channeled through a central office, where it is handled by one employee (CAF-2)

34s an example, when the Legislative References Bureau was preparing the 10%
pags Index ggg Q;gest of Bills Enasted, Regular Session, the director, two re-
search asgociates, a research litrarian, a graduate assistant, and three members
of the slerinal forez sach devoted suveral hours to the job, at an estimated
hourly cost of @15 00

o




and reproduced on either a hectograph or multilith machine. In another depart-
ment, one employee (CAF-2) is responsible for all work duplicated; in another
department, duplicating is one function of its central stenographic pool. Par-
tial centralization is found in the main office of yet another department, and
plans are undervay to cdentralize all duplicating in another, Each of these
departments make effectiﬁe use of both equipment and personnel.

The pattern is not followed, however, in other departments, and in the vast
majority of cases, the work is handled alternately by several employees,4 It
appears not unusual for the equipment to be available for use by anyone needing
duplicating done, It is in these departments that machines are used at far less
than their potential capacity.® The inadequacies of the control over duplicated
materials results in lack of adequate cost records, production data, and the
amount of supervisory time consumed in the process. No estimate is possible of
the waste which occurs in paper, nor of the stencils that must be re-typed

because of improper care in filing,

RECOMMENDATIONS

The Territory can ill afford to have its capital invested in idle equipment.
Machines should be purchased only when their potential capacity is possible of
being achieved. Money spent for machines which are used but one hcur in each
thirty deys is analogous to paying an employee a month's wages for an hour's work.

Time spent in training employees for tasks to be performed by them only

rarely is to a very large extent wasted, It takes as long to train an employee to

4See Table III, infra, ». 16

5see Table IT, infra., p. 11




operate a machine one hour a month as it does to train one to operate s machine
150 hours per month, Personnel employed becsuse of their ability to carry out
assignments in an independent manner and without supervision, and becasuse of their
higher qualifications for edministrative duties, should not bs required to use
their superlor skills and training to do a job that can adsquately be handled by
less qualified persons, It is inefficient to pay more and reeceive sub-gtandard
returns. No employee can achieve proficlency in his work if he devotes but a
fraction of his time to a particular tagk, and the quality of the production
suffers thersby,

It is thersfore respectfully recommended that:

1, A central duplicating service be established under the control
and direction of the Bureau of the Budget %o provids duplicating services as
follows:

&; One unit of the central service for the departments and
agencies that will occupy the new territorial building on Miller
and Vineyard streets, to be located in thet building;

b, One unit of the central service for such departments and
agencies as may be situmtad in the territorial office building,
the Judicisry building, the board of health building, the tax office
building, the tax office extension, the new department of labor
building, the library of Hawaii, those located on the Iolani Palace
grounds, and such offices as may later occupy Iolani Barracks,.

2. There be tranaferred to such central services items of dupli-
cating equipment now under the control of the departments and agencles affect-
ed =3 may be necessary to adaquata%y answer the needs of such departments and
agencles for duplicated materials,

6The squipment presently in use by the Hawaii Aeronmutics Commission; by the

Board of Agriculture and Forestry; by the outlying institutions under the control

of the Depertment of Institutions; by the Hanos and Halawa housing offices of the
Hawaii Housing Authority; by the Kapahulu Health Center and the Lanakila Health
Center, under the Bosrd of Health; by the several schools under the Department of
Public Instruetion; and by the University of Hawail, would be retained in their
present locetions for the reason that the geographic lecation of such egenciss and
departments would appear to preclude efficient centralization with other depart~
ments.

whe



3., A thorough survey of all remaining equipment be made and where
- deemed advisable, excess items in good condition be used to replace obaolate
items vhich ere to remain at their present location,

' 4. Equipment remaining after tranafers to the central service and
to outlying agencies and departments noted above has been made, be disposed
~of through proper channels.

- 5, A system of service charges be esteblished by the central
service, whereby each department would be charged with an amount for each job
order consistent with cost records toc be maintained by the central services,
and thst to sccomplish this end, there be created a revolving fund against
which would be charged all expenses of the services and to which would be
credited all department charges,

"6, Each department and agency frcﬁ which equipment is transferred
to the central services be credited with the appraised value of the equipment
so trensferred, to be used to the extent of the credit for future work orders.

7.- The purchase of all supplies and equipment necessary to the
service be the responsibility of the central service,

: 8., Consideration be given to the establishment of a similar cene
tralized service at the University of Hawaii, and that excess equipment after
transferring to that»central service be disposed of through proper channels,

- The following advantages would accrue from oentralizihg dupliéating services

83 recommended above:

B Raduction of duplicating equipment to an amount necessary to
maet needs on a territorial rather than a departmemtal basis,

2 Optimum utilization of ‘equipmett,

3+ Optimum utilizetion of persohnels

4; Coptrol and centralizetion of duplicating services so that--
a., Exact costs of duplication will be known;

by Personnel can be trained and constantly inerease their
skill in duplicating work;

¢. The moBt efficient process can be used for each indivi-
* dual job; and

d. Cost of suppliesgcan be reduced through standardization
and centralized purchasing."

5. The most effsctive utilization of existing space can be
achieved, -

-




The responsibilities of the central service would be as follows:
1. Froduce duplicated material at the request of, by the process
end within the time limits specified by all territorial departments and
agencies;

2, Care for and masintain all equipment under its suparvision;

3. Advance its knowledge concerning techniques, advancements and
improvements in the dupliceting field;

4. Disseminate such information among the users of its services;

5. OStandardize duplicating supplies, and procure all necessary
supplies through the Budget Bureau;

6. Train personnel assigned to its office;

7. MHaintein adequate and complete records to show all duplicating
costs;

8. Establish a system of service charges by which the central
service will be reimbursed for actual operating expenses, including deprecia-
tion, from the using agencies; and

9. Develop cherts showing the most effective and efficient dupli-
cating process to be used for each particular job,



TABLE T

DUPLICATSD HATLRIAL PRODUGED DURILG 194G%

! Department Mineogreph| Hectograph | Multilith' Totals !
Pages Pages Pages

Aerongutics _ 20,000 N ! 20,000
Lericulture & Forestry . 100,000 | 100,000
Attorney General o i __no_estimate
fuditor - 2,400 2,400
Budpet Bureau _30,000 30,000
Civil Service _ 94,750 94,750
Employes' Retirement System 16,650 16,650
Harbor Commiggion** .
Hawaii Statehood Committes 5,500 o 5,500
Hawaiien Homes Commission 9,000 9,000
Health ] 83,000 1,500,000]1,583,000
{Housing huthority. 59,000 18,000 {77,000
Ingtitutions et 42,000 120,000 162,000
Labor & Industriel Relations 44,000 800 44,800 ]
Library of Hawaii 37,000 s 37,000
Militery 547,000 547,000
Public Insgtruction 1,500,000 223,000:1,723,000
Public Lands 1,500 i 1,500
Public Utilities Commission 65,000 65,000
Public Welfare 86,450 35,300 207,000 328,750
Public Uorks 500,000 500,000
iSecretary of Hewali

(Incomplete) !
S8ight Congervation 86,490 86,490 |
Tax Commissioner 952,9501 952,950
Treagurer 12,500 12,500
Univergity of Hawaiil 1,700,000 525,000 400,00012,625,000
(Veterans Affairs 15,000 15,000 :

*Thege Tigures are estimetes of the department themselves excent for the Tax
Commission and Public "elfare, who keep an exsct record of work done.

*#¥Sands work to a2 commercial establishment.

Cost approximately $1,380 during

-—

1949,
11, COURTS
Department i liimeograph | Hectograph | lultilith! Totgls |
. ‘ Pages _Papes Pages ' |
Circuit Court i 7,000 7,000 |
‘Supreme Court ! 1,000 1,000 |




111,

REGULATORY BOLRDS

Department Lidmeograph Hectograph Iwltilith Totals
Pages Pages Pages
Barbers Bosrd 1,000 1.000
Boxing Commigsion 18,270 18,270
Hairdressers Board — .3,150 — 3,150
Lasrace Doard 1,000 1,000
lurses Board _ 1,000 1,000
Real Egtste Licenge Board 62,000 62,000
IV. LEGISLATIVE
Department Iimeograph Hectograph Maltilith Totals
Pages Pages Pages
House no_estimate
Senate . no_estimate
Grand Total 1,647,990 1,944,770 2,882,950 9,100,710




Hsg;. éuthority
Building

Table II INVINTORY OF DUPLICATIVG LATERIAL
I. L4dministrative and Executive Agencies
Lasximum Year Hours
: , Seriel Tmpression Pur- nonth
Departnent Location Trade Neme  Hiodel Yo Process Sizs Pover chased Cost in use
Aderonautics dirport Niagars 125 6%0 nimeo- Ox 4 electric 1948 535,33 12
Commigsion 2nd floor graph
Agricultare & Agriculture  Standard flaster 17430 hecto~ G x 14 electric 1947 520,00 22
Forestry & Forestry F. ?P. todel Tquid
, Building )
&ttorney 3rd floor Niagara K2 5255 mimeo= 9 x 14 electric 1946 667.80 less than
General Polace Eraph 1
Basement Standard ST 23986 hecto~ 9x 14 hand 90.00 2
el Kawaihao church licuid ,
fuditor Terr.Building Ditto Direct D-43 mimeo- 14 x 17 hand 1945 515.00 3
i \ 2nd_fleoor Process _graph
Budget Bureau Pzlsce Niagara K-2 4968  nimeo- 9 x 14 - electric 1946 737.40 5
/ Besement graph
Civil Service Tax Office iagara 150 1699  mimeo- 9 % 14 electric 1947 550.00 77
I Bldeg, 3rd floor graph }
Hawaiian Homes Palace Standard 54425 hecto- g x 14 hand 1657 185,00 12
, Basement ilew Procegs liquid
Health Kapuaiva Niagara 150 265 mimeo- 9 x 14 electric 1948 950,00 18
Building . graph
Kapahuliu A. B. Dick o0 52233 wmimso- 9 x 14 hand 1948 148,70 6
Health graph
Center
Kapuaiwa I"nltigraph 1440 866265 mvltilith 9 x 12 electric 1946 2,100,00 150
Building
. Lanakila arr B “1029  mineograph 9 x 14 electric 1846 550,00 12
Housing iianoa lsg. . nineograph S x 14 hand 3%.50 2
Talker llocter 6175 hesto-lig. § x 14 hand 165.64 4
Iialawe Hsp, Ditto Dectd~lig. 9 x 14 electric $5.00 20
Palolo Hse. mimecgraph 9 x 14 hand 1646 39.50 10
Palace Grds. 4. B, Dick g2 17175 mimecgraph © x 14 electric 505,178 20

—11-




I.' Administrative and Executive Agencies - Continued

Maximum Year Hours
‘ , Serial Impresasion Pur- month
Department Location Trade Name HModel No Process Size Pover chased Cost in use
Ingtitutions Kawailos &, B. Dick 77B 72405 nineo- S x10 hend 1937 5 225.00 4
Training graph :
School
Taialee A, D. Dick 92 9563 mimao- 9 x 14 hand 1945 505.178 5
Troining ' graph
-, School
Bldg., F - Standard EiP- 2530 hecto- 9 x 1 electric 1948 484,00 22
Palece 17440 liquid - o .
- Grounds N '
2 Territorial Niagara 150 3030 mimeo- 9 x 14  electric 1945 €74.50 10 : f
B Hospital _graph :
Traimano A, B. Dick 92 4050 mineo- Cx 14 electric 1944 505.17 4 ‘
Home graph
Labor ‘Bldg. & Ditto H-3 17768 hecto~ ?x 14 hand 1942 45.00. 1 E
__gelatin . \ ;
Bldg. & 4. B, Dick 92 1409¢ mimeo~- 9 x 1 electric 1944 505.17 6 Y
graph _ e o
Bldg. & Ditto H=3 17767 hecto~- 9x 14 hand 1942 45.00 1
gelatin —
- Library - Library Niagara Cx2-R 7650  mimeo- 9 x 14 electric 1S41 285.C0 - 20
graph
i iilitary Armory Nisgara AF-4 12715 mimeo- 9 x 14 electric 1939 157.50 3
. graph . ‘
Armory 4. B. Dick 001691 mimeo- G x 14 electric 1349 500.00 60
' , graph
Publie 3rd floor Ditto 14-d~-44, 50815 hecto~ 14 x 17 electric 1947 701.50 6
_Instruction Terr. Office liguid .
Bldg. &, B, Dick 92 3044-92 mimeo~- S x 1/ electric 1941 475.00 22
, graph
i, B. Dick 92 17182 nimeo- 9 x 14 electric 1946 505,17
' graph
Bldg. I IIARR B 1199 mimeo=- 9 x 14 electric 1S47 707.75 5
Palace graph
Grounds
1252-4 Fulti- multi- $x 14  electrie 1941 2,385.00
Young St, graph 1ith



I. Ldministrative and Lxecviive fpe

13 i Yrar Euoiure
Serial Jurression Pup=- month
Department Location Trade Name I.odel No. Process Eigo Pouver  chased Cogt in 1=e
Publie 1227 4. B. Dick 92 1824 mimeograph & x 14 electric ©505.172 4D

Instruction Pensocola St.

L. B, Dick _450 000615 nimeograph S x 14 electric iG4i9 £58.50
Public Pier 8 Standard ELi~LA 101094 hecto-liguid 14 x 19 electric 154C 536,50 15

Utilities F. P. _
Public Velfare Bldg. E Niagara 25824 mimeograph ¢ x 14 electric 1946 52750~ ]
Palace Grds. F 130
(for sale) é _

Bldg. D iultigranh 1215 120-551 aultilith S = 32 electric 3949 2.1316.G3- —_
__Blgz. D Ditto D -5 25031 hecte-licvid % - 3/ hend 1547 RRL.CC 4T
Public Ylorks Terr. Bldg. L. B. Dick £50 000616 mimeograph ¢ oz 14 electric 1G4S QULLEG 13T
__5%th Floor
fecretary of lolani Palace Niagara -4 163824 mimeograph € = 14 electric 19456 87,50 some
idswaii Basement ues
&
~
H
Sight Bldg. C L, B, Dick g2 £886 mimcograph S % 14 electric -927 3754502
Conservetion . -
Tax Com- Tax Bldg. tultilith 1250 357274 multilithk’ Qw14 electric 19/6& 1,001,331 250
missioner 2nd Floor e _
Tregasurar Terr, Bldg. Standard l'ceter hecto~liquid 1. - 3% electrie 134 555,00 T

2nd Floor 7. P, tlodel
Palece Rex-C-Graph 101093 5340 hecto-licuid 2 = 14 hand

Bildg. L

Jniversity 216 4dm, Blde., 4. B, Dick [-92 3723 mineozraph electric
217 #dm. Dlde. &, B, Dick (=92 17250 mimeozradh cleciriec
Haraii Hall Dovidson Dusl 316 13044 multilith electric
Basement Duplicator _ ODAL 10353 electric

Duplicatorw SDISA 4228
201 Gilmor L. B, Dick =02 2230¢ tric
dall
Teschere! L. B, Dial on o rgan piag
College ie L. Dicl 62758

Telber-Copy=- 145 16489

Fite




Process

I. Aidminigtrative and Exaeutive'ﬁgenciés - Continued
" Laxdmum Year ‘Hours
Serial Process Impression Pur=- month
Department Location Trade Name Hodel No. Size Power chased Cost in use
University Teachers? Duplicator B 53199 mimeograph 9 x 14 1939 & c
College #78
Agricultural Ditto 9n5 25762 hecto-liquid 9 x 14 . hand 1947 22li507 Ldy
Extension A. B, Dick 92_ 3049 mimeograph 9 x 14 241 427.50--
L. B, Dick 92 22305 mimeograph 9 x 14 hand 505, 173- E
Home Ditto 9D15-4 4650 hecto-liquid 9 x 14 hand 1949 261.00 25 :
Economics | »
Social Speed-0-Print L 140331 nimeograph 9 x 14 hand 1949 85.00° ¥
Regearch -
Industrial Victograph hand 25.00 {(just
. _Relations acquired) .
¢ o '
a Bgtimated 4
b The bulk of work was switched, during 1949, from the mimeogreph to the multilith mechine,
¢ Not availsble Sf |
1
II. Courts '
Eaximm Year Hours
Serial Impression Pur- month
_ Departnent Location Trade Name Lodel No. Process Size Power chased Cost in use
~ Juvenile Court Judiciary  Standard v 5214  hecto-liquid 9 x 14 hand 01d machine 22
2nd floor Hew Process has no in-
ventory
J value
Circuit Court Judiciary Ditto D - L4 49258 " hecto=liquid 14 x 17 electric w 650,00 16
1st floor
Supreme Court Judiciary  Standard s 2808,  hecto-liquid 9 x 14 hand 1547 200.00 'less
2nd Floor Liquid than 1




IIT. Regulatory Boards

e kaximum ' Year Hour§w$a
Serial Impression Pur- month
Department Loecation Trade Neme Model No. Process Size Power chased Cost in use
Boxing ~  Bldg. I Rex-O-Graph F 293/ hecto-liguid 9 x 14 hend 1945 O 185.00 o
Commission -
~ Real Estate Palace 4, B, Dick 440 000730 mimeograph 9x 14 hand 1949 511,50° - 5
IV. Legislative 5,
bi
|
Maximum Year Hours
~ ‘ Serial Impression - Pur- month
Department Location Trade Name liodel No. Process Size Power chesed - Cost in use
House } Palace Hultigraph miltilith 9 x 14 electric 1937
Basement _
Palace = Multigraph multilith 9 x 14 electric 1937
— Basement
Senate Palece Niagara K-2 5257 mimeograph 9x 1L Slectric
Basement :
Legislative Niagara k-2 5259 mimeograph 9 x 1 electric
Referaence
Bureau

(rented)
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PERSONNEL PERFORMING DUPLICATING SERVICES
I. ADMINISTRATIVE AND EXECUTIVE AGENCIES

MONTHLY SALARY

NUMBER OF | CLASSIFI- HOURS PER MONTH
DEPARTMENT EMPLOYEES: _CATION __RATE ON DUPLICATING
1l CAF 2 $212,30=3244..17 5
Aersnautiecs i 1 CAF 3 227,50~ 262,50 5
e' 3 GAF 6 282.92= 334.58 2
: 1 CAF 2 212,30= 244.17
- 1 CAF 3 227,50~ 262,50
Agriculture and 2 CAF 4 244,41 7= 282,72 22
Forestry 4 CAF 5 262,50~ 307,50
2 CAF 6 282,92- 334,58
1l CAF 7 307.50= 365,42
Attorney General 1 CAF 5 262,50-_307.50 | Less than one
Auditor . 2 CAF 4 244017~ 282.92 3
Budget Bureau_ 1 CAF 8 334,58~ 398,75 5
: 3 CAF 3 227,50~ 262,50 72
Civil Service 2 CAF 4 244, 17= 282.92 5
Employees! Retirement several | do work 3
1l CAF 3 227 ,50- 262,50 3
Hawaiian Homes 1 CAF 6 282.92= 334.58 2
1 CAF 3 227 .50- 262,50) 3
1 CAF 5 262,50- 307,50)
2 CAF 3 227,50~ 262,50 6
Health several | do work 20
3 CAF 2 212,50- 244.17)
1 CAF 3 227.50~ 262,50) 10
1 CAF 3 227.50~_262.50 160
6 CAF 2 212,50~ 244,17) 37
Housing 2 CAF 3 227,50~ 262,50)
1 CAF 4 244,.17= 282,92 _10
students| at training] school A
4 CAF 2 212,50~ 244,17)
Institutions 4 CAF 3 227,50-262,50 )
1 CAF 244,17~ 282.92) 40
2 GAF 5 262,50-_307.50)
Labor 1 CAF 3 227 .50~ 262,50 4
2l caF 4 244,17~ 282.92 6
Library 1 . CAF 3 227.50- 262.50 20
Military | 1 CC_4 202,50~ 232,50 60

16—




IVE AND EXECUTIVE AGENCIES

ADMINISTRAT
f continued 5

NUMBER OF ! CLASSIFI~ MONTHLY SALARY | HOURS PER MONTH

DEPARTMENT EMPLOYEES| CATION __RATE ON DUPLICATING
1 CAF 3 227 ,50= 262,50 1
1 CAF 3 227.50- 262,50 35
Public Instruction 1 CAF 4 244,17= 282,92 9
1 CAF 10 398,75= 468,75 5
several ! do work 22
gseveral | do work 40
1 CAF 2 212,50~ 224.17)
Public Utilities i gﬁﬁ z 321;28: §8§;3g§ 15
Public Welfare 1 CAF 2 -212,50= 244,17 170
Public Works - 2 CAF 2 212,50= 244,17 130
Secretary of Hawaii | 1 | CAF 3 227,50~ 262.50 | Less than one
Sight Conservation 1 CAF 2 212,50~ 244,17 10
_ 1 CAF 2 212,50~ 244.17 | Less than one
, 1 CAF 3 227 .50= 262,50 "o "
Tax Commissioner 1 CAF 4 244,17~ 282,92 noou it
1 CC__4 202,50= 232,50 150
v 2 CAF 3 227.50= 262,50 63
Treasurer 1 CAF 4 244,,17= 282,92 ]
3 CAF 2 212,50~ 244.17) | '
1 CAF 3 227.50= 262,50) 215
2 CAF 4 244,,17- 282,92)
1 cc 5 217,50~ 247,50 100
4 CAF 2 212,50- 244.17) 130
1 CAF 3 227,50- 262,50)
"niversity 3 CAF 2 212,50~ 244.17) no
| 4 CAF 3 227,50- 262,50) | 4srose
1 CAF / 244,17- 282,92)
1 CAF 2 212,50~ 244,17 43
i CAF 4 244,,17= 282,92 1
various personnel 44
1 CAF 2 212,50= 244,17 25
2 CAF 2 212,50= 244,17 260
1 CAF 2 212.50= 244,17 3
1 CAF 3 227.50= 262,50 | Less than one
Veterans! Affairs 1l CAF 4 244,,17= 282,92 L "
1 CAF 5 262,50= 307,50 v "
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II, COURT

CLASSIFI-

HQURS PER MONTH

| NUMBER OF T-T MONTHLY SALARY Q A1
DEPARTMENT LOYEES| .CATION |  RATE OM DUPLICATING
Cirouit Court 1 _CAF 2 $212,50-$244 .17 16
Juyenile Court 1 CAF 3 | 227,50- 262,50 22
Supreme Court | various| personnel Less than one
III. REGULATORY BOARDS
o NUMBER OF | CLASSIFI-| MONTHLY SALARY | HOURS PER MONTH
DEPARTMENT LOYEES | _CATION RATE ON_DUPLICATING
o 1 CAF 2 $212,50~8244..17 3
Boxing Commission 1 CAF 5 62 ¢ 50~ 0 1
Real Estate 1 CAF 9 365,42 432.08 4
License Board 1 IN 5 307,50-365.42 1
IV, LEGISIATIVE
NUMBER OF | CLASSIFI- | MONTHLY SALARY | HOURS PER MONTH
DEPARTMENT EMPLOYEES | CATION RATE ON_DUPLICATING
Not clas- no
Houge 1 gified estimate
Not clag- no
Senate . 1 sified estimate




LPPINDTY,

SYPEE (F DLPLIGLETiC PROCTLLTS

The digtinction het:een the terms "dunlicating" end "orinting" is not alweys
2 ghir™ end cleer one. In this report, hovever, dunlicatin: refers to vrocesses
used in ¢ general husiness office as o pert of the ordinary office routine,
usvelly carried ovt by clericazl emplovees. Printing; on the other hand, refers to
a nore nrofegsional type of work involving the use of large or complex nieces of
eguipnent; such es relief orinting presses or large offset presces. This revort
hag been confined to e study of the irost widely used dupliceting processes., &
brief description of esch follows.
Sltencil srocegs

Iineographing, the most comiuon type of stencil nrocess, vses & wex covered
gsheet,; impressec tith letters or imsges by typevriters or stylus, which is placed
on p revolving ink drum. &g paper is fed under this drum ink is forced throuvgh
the openings in the stencil end onto the paper, to produce a long lssting copy,
vsuelly blaclk, althovgh colors cen be used. 4 good stencll, carefully prevared
end used, should produce ur to £;000 - 10,000 coples. If considerably fever
copies are made in the first run, the etencll may be cleaned end preserved for a
later rm,

Hecto ranh Procesg

Therc r~re tvo kasic types of hectograph processes - the gelatin end the lig~
vid, The 1ligrid is the never of the two and is renerelly replacing the gelatin.
In the gelatin process s mester sheet 1s nrepared by use of o specizl typewr:ter
ribhon or carbon pener. The imwregsion s treonsferred from the inked sheet to
the duplicator and, in turn, to blonk sheets of peper. In the licuid (or spirit)
process trping is done on e sheet becked Ly o special cerbon sheet which transfers

the imsge, in negetive, to the back of the paper. The master sheet is then placed
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on a cylinder vwith the inked image outword, and pcper is fed under the cylinder,
j‘ nicking up the image in positive. Only ebovt 60 legible copies may be obtained
vith the first process, and‘up to 150 - 200 with the liquid process. BDoth types
nroduce copies that fede over a period of time; especislly if exposed to sunlizht.
0ffset Process

In multilith duplicetion; the type of offset lithography with which this re-
port is concerned, impressions may be typed, written or drevm on paper or metol
pletes by the use of pgrease~base typewriter ribbon, carbon paner or ink. The
nlate is placed on o cylinder and the image transferred to an offset blanket and
from there to sheets of paper. The same principle apinlies to photo - offset work
which involves the burning of a photogrephic image on the plate, and vhich mckes
nossible enlarging or reduction in size of the original materisl. Depending on
the type of plate end other supplies used, o single plate can produce up to

25,000 - 30,000 copies.
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