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HARVARD UNIVERSITY

COMPUTATION BOOK

GENERAL INSTRUCTIONS

In all work in which accuracy and ease of 7eference are important, much depends upon carrying out the computation
in a systematic manner. The following instructions, taken from the Enginecering Department Figuring Book of the

Allis-Chalmers Co., serve as a guide in this matler.

“All computations, of whatever kind, are to be made in these books, except in cases
where special blanks may be provided for specific kinds of computation. Computations may
be made in ink or pencil, whichever may be more convenient. Pencil figuring should be
done with a soft pencil. All the work of computation should be done in these books,
including all detail figuring.”

“Each subject should begin on a new page, no matter how much space may be left on
the previous page. The subject, with the date of beginning it, should be plainly written at
the top of the first page of the subject.”

“Work should be done systematically, and as neatly as consistent with rapidity. The
books are, however, intended for convenience, and no unnecessary work should be done for
sake of appearance only. Errors should be crossed off instead of erased, except where the
latter will facilitate the work. Work should not be crowded. Paper costs less than the time
which would be expended in attempting to economize space in making erasures.”

“Where curves drawn on section paper (or sketches) are necessary parts of a computa-
tion, they should be pasted in the book, except where specifically otherwise provided for.”

“Computations should be indexed, in the back of the book, by the person using the book.”
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