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Humans are informavores
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ORGANIZING AN OFFICE

bon of the estimate blank and gives the information on
the spot.

Every executive has an endless chain of demands upon
him for specific information. The president calls on
the general manager over the ’phone for the costs on
some piece of work; the treasurer asks for the returns
from some advertisement; the superintendent is in a
hurry for a schedule of ingredients; customers are ask-
ing continually for this or that. Such demands con-
sume a large percentage of the desk time of the executive
unless the desk itself 1s made a tool for supplying the
answers quickly.

It does not make much difference what position the
executive holds; his desk procedure, if inefficient, may
keep him working far into the night. If efficient, he
will get his work out at closing time.

Even the banker has reformed his desk operations
during recent years. No longer does he keep his credit
information tucked away in uneclassified pigeon-holes and
drawers., His desk is merely the center of a highly
specialized finding system. The professional man is fast
falling into line and is discarding the desk as a mere
vieee of furniture and is turning it into a machine. The
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Communication



People do not trust data
People trust people

Scott Davisl.yzasoft
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