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Check the “Valuable Links” on Page 5 for additional information. 

Where to start?  At the beginning, 
of course.  But, where is the begin- 
ning – really? 
 
It’s pretty clear that before you 
begin to build your dream house, 
you’d be better off to hire an 
architect who’ll take care of all 
those preliminary things that must 
happen before the contractor can 
hammer in the first nail.  It should 
be equally apparent that before 
you begin to “design” an effective 
form, some important preliminary 
work needs to be done. That’s the 
analysis phase. 
 
In the same way your architect and 
your contractor use universally- 
understood terms specific to their 
vocations, forms folks should use  

their own set of specific terms.  
Fortunately, the Business Forms 
Management Association has 
copyrighted and given us four ba- 
sic terms as a foundation for our 
forms glossary.  Here they are.   
 
FORM: 
 the basic business tool 

(whether printed or electronic) 
for collecting and transmitting 
information,  

 the catalyst for getting things 
done, and 

 the record of what was done. 
 
FORMS ANALYSIS:  the system- 
atic execution of those steps nec- 
essary to assure that 
• productivity is increased in 

preparation, use, filing, and 
retrieval;   

 the total number of forms 
within the system is mini- 
mized;   

 data element relationships are 
apparent through consistency 
and adherence to standards;  

 the effectiveness of the entire 
system, as well as the individ- 
ual form, is enhanced;  and  

 the resulting business tool 
communicates. 

 
DESIGN ANALYSIS:  in addition 
to resulting in the design layout, 
 increases productivity by cre- 

ating a basic business tool 
which is self-instructive,  

 encourages cooperative  
response,  

 provides for easy entry of 
data,  

. . . more on Page 4  

By: Carl W. Brannon, CFC, CFSP 
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RIP. Rest in peace. It’s over. There 
is no more “forms industry.” What 
remains is a collection of highly 
fragmented companies that have 
morphed into organizations that  
derive a relatively small percentage 
of their revenues from “forms.” 
 
It used to be that there were three 
distinct segments within an $8-12 
billion, defined industry called the 
“Forms Industry.” These groups 
were represented by three trade 
associations. 
 
End Users. There are the people 
involved day-to-day with the crea- 
tion, deployment and management 
of business forms.  Most large  
organizations had a forms depart- 
ment.  The Business Forms  
Management Association (BFMA) 
served the educational and opera- 
tional needs of these forms manag- 
ers. Although this organization still 
exists, its membership has declined 
steadily over the past ten years and 
several local chapters have ceased 
operations. 
 
Forms Manufacturers.  These  
companies printed complex busi- 
ness forms in large quantities. 
There were two distinct groups of 
manufacturers – the “Directs” and 
the “Independents.” The Directs 
maintained their own sales organi- 
zations and sold directly to the end 
user companies. The Independents 
focused on manufacturing and  
relied on distributors for their sales. 
The International Business Forms 
Industries (IBFI) was the trade  
association for manufacturers. IBFI 
recently changed its name to the 
International Association for Docu- 
ment Technologies (IADT). 
 
Distributors. Consisting largely of 
small local or regional selling or- 
ganizations, this channel focused 
on providing customers (end users) 
with services that complimented the 
products they sold. Services in- 
cluded forms management, forms 
design, warehousing, workflow 
analysis and recommendations for  

 Opinion 

By: Ray H. Killam, CFC, CFSP 

improvement, and in providing 
hard-to-find products. Fiercely in- 
dependent, these entrepreneurs 
were represented by the National 
Business Forms Association 
(NBFA), now the Document Man- 
agement Industries Association 
(DMIA).  
 
In many respects, these three in- 
dustry groups, and the trade asso- 
ciations that represent them, com- 
peted with each other and viewed 
the entirety of the competitive 
landscape as being each other. 
Collectively, they represented the 
whole of the industry. Of course, 
there has always been the 
“others,” such as in-plant print 
shops, commercial printers that 
dabbled in forms production, etc. 
But, largely, this was the industry 
of the 1950s through the early 
1990s.  
 
Today, considerable fragmenta- 
tion has occurred. Considerable 
blurring of the groups, and their 
trade associations, has occurred. 
The “others” group has expanded 
rapidly to include electronic forms 
developers, quick printers, digital 
printing companies, technology 
companies (such as Adobe and 
Microsoft), and more.  Simultane- 
ously, each of the three industry 
groups has substantially changed.  
 
Many large end user companies 
have reduced or eliminated their 
in-house forms departments in 
favor of outsourcing some or all of 
the forms management function. 
Still others have combined the 
forms function into their Informa- 
tion Technology departments. 
Printed forms became a commod- 
ity, sold at commodity price levels. 
Many forms were converted to 
digital technologies ranging from 
print-on-demand digital forms to 
total electronic forms. Along the 
way, the focus of “forms” as a  

discipline has been significantly 
diluted.  
 
The forms manufacturing industry 
has experienced major change, 
from rapid consolidation, to diversi- 
fication, to outright bankruptcy and 
closing. This segment is hardly 
recognizable today compared to 
just ten years ago. A recent pres- 
entation at an association meeting 
asked the question “Will the real 
majors please stand up!” Associa- 
tion membership has declined pre- 
cipitously. In fact, the largest com- 
panies, the former “majors,” have 
mostly left the associations. 
 
Many Independents are looking to 
sell direct, at least for the “new” 
products they manufacture, such 
as variable imaging and direct mail 
products. Both Independents and 
Directs have greatly diversified 
their product mix. Questions 
abound as to their future. 
 
Distributors have also changed 
dramatically. Most distributors de- 
rive the majority of their revenues 
from non-forms products such as 
advertising specialties, or they 
have settled into a niche market. 
Manufacturers question their loy- 
alty (if it ever existed) and whether 
they can rely on the distributors for 
their growth. Distributors respond 
by starting or buying their own 
manufacturing operations, particu- 
larly in digital printing. 
 
Add to this the fact that most 
manufacturers and distributors 
have not embraced the new tech- 
nologies such as digital and Inter- 
net forms and still capitulate this 
growth segment to the technology 
companies and it becomes easy to 
see how the gap between what 
end users want and what the rest 
of the industry provides continues 
to widen. 

. . . more on Page 4  
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 Industry Leader Profile 

For more than half a century, one 
name, Dr. Ben S. Graham, Jr., 
has been synonymous with paper- 
work simplification and process 
improvement.  With the help and 
support of many well-known ex- 
perts, including Lillian M. Gilbreth, 
Industrial Psychologist (wife of 
Frank B. Gilbreth, founder of 
“Motion Economy”), Allan H. Mo-
gensen, founder of “Factory Work 
Simplification,” and Gladys F.  
Graham, who provided magnificent 
transition after the 1960 death of 
his father, Ben has continued the 
work begun by Ben S. Graham, Sr. 
in the 1940s.   
 
In the early 1960s, he set up a 
training and consulting business 
and has since trained more than 
30,000 people from more than 
1,000 organizations in methods of 
process improvement – getting 
more done in less time and with 
better results.  The Ben Graham 
Corporation (of Tipp City, Ohio) 
now has two international 
affiliates.  They are The Ben 
Graham Group, Inc. of Winnipeg, 
Manitoba and the newly formed 
Ben Graham Latin America. 
 
A frequent speaker at various 
symposia and in roundtable con- 
ferences, he has also presented 
at many universities, including 
University of Wisconsin, Okla- 
homa State, the University of  
Dayton, the University of  
Richmond and Massachusetts 
Institute of Technology. 
 
Over the years Ben has been a 
part of many exciting projects,  
doubling the productivity of the US  
Bureau of Drugs, streamlining the 
building permits process for the 
City of Dayton (which has in turn 
contributed to dramatic city devel- 
opment), reducing processing time 
in new product development for 
Sara Lee, reducing new customer 
hook up from three weeks to two 
and one half days and then to two 
hours in a cable company.  His 
projects have included sales proc- 
esses, manufacturing processes, 
hiring, expense, research, payroll,  

manufacturing, mining, admitting, 
repair, warrantee, estimating, and 
patents in over one thousand or- 
ganizations of all sorts: research, 
sales, insurance, banking, health 
care, and government at all levels.  
 
In 1990, Ben introduced Graham 
Process Charting Software, which 
will soon release version 6.0.  This 
software enables companies to 
build and maintain libraries of their 
processes in chart form.  These 
charts, often described as “the 
organized application of  
common sense,” visually display   

in behavioral science.  This bal- 
ance has led to professional  
recognition as a fellow of the  
Institute of Industrial Engineers 
and as recipient of the Mogensen 
Bronze (top award of the Improve- 
ment Institute).  Ben has been a 
regular presenter at Business 
Forms Management  
Association functions where he 
was the first to introduce forms 
people to the importance of form 
flow.  “Dr. Ben,” as he is affection- 
ately known in BFMA circles, is the 
winner of its highest and most 
prestigious Jo Warner Award 
given “in appreciation and recogni- 
tion of outstanding contributions to 
the advancement of the forms/  
systems profession.”   
 
What makes Ben’s work stand 
apart from much of what is done 
with processes and systems is a 
rock solid commitment to employ- 
ees.  In Ben’s words, “Employee 
experience is the key to creating 
and maintaining best processes.   
It is the crucial resource that  
distinguishes the excellent compa- 
nies.  Companies can unwittingly 
embalm their processes with  
sophisticated systems when they 
lose sight of the essential  
contribution of their employees.  
Meanwhile, healthy companies 
don’t allow any excuses to cause 
them to treat their employees 
shoddily.  Instead they allow  
themselves to benefit from the 
continuous improvements that 
proud enthusiastic employees  
provide in an environment of trust.” 
 
Ladies and gentlemen, we give 
you a true industry leader,  
Dr. Ben S. Graham, Jr. 
======================= 
Contact:  

BenSGraham@aol.com 
graham@worksimp.com 

 1-800-628-9558 

all the items involved in a  
process, showing not only what  
happens, but when it occurs and 
by whom it is performed. The 
libraries also generate standard 
operating procedures in Play- 
script form.  (Development and 
improvement are done in chart 
form and the approved charts 
generate the playscript.) 
 
Ben has built into his work and 
into his life a balance between 
the technical and human.  He is 
well educated, with four univer- 
sity degrees that include the  
production management aspects 
of industrial engineering at the 
masters level and a doctorate  
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 Forms Analysis  -  continued 

 reduces the potential for error,  
 facilitates use of the information,  

and  
 enhances the organization's 

image. 
 
FORMS MANAGEMENT:   
the systematic process of  
 increasing productivity and mini- 

mizing errors in information cap- 
ture, transmission, and recovery 
through the use of workflow 
analysis and graphic design 
techniques;  

 providing administrative control;  
 reducing procurement, storage, 

distribution, and use costs 
through standardization;  and  

 ensuring the adequacy, business 
as well as legal, of all historical 
records. 

 
Now, let’s add a few more defini- 
tions. 

 
METHOD:  the manual, mechanical 
or electronic means by which each 
operation is performed   
(an individual step) 
 
PROCEDURE:  a series of planned 
steps using those resources needed 
to handle discrete and recurring op- 
erations uniformly and consistently. 
(steps to the first landing) 
 
SYSTEM:  the people, facilities, 
equipment, information, forms and 
other resources required to com- 
plete a major phase of administra- 
tive work 
(a whole flight of stairs) 
 
WORKFLOW:  the sequential (or, 
when appropriate, parallel) proc- 
esses which, when followed  
according to a predefined and  
carefully engineered pattern,  
produce consistent, predictable and 
effective results 

(the guarantee that the stairs lead 
to somewhere useful) 
 
Now that we have some terms we 
can all understand and use, let me 
pose some basic questions. 
 
Why do people use forms?  The 
three top motivators are:  1) captur- 
ing information in an organized    

fashion; 2) communicating to oth- 
ers what information has been 
gathered; and 3) using that infor- 
mation to complete one or more 
tasks in the workflow of a process. 
 
Where do form requests origi-
nate? Forms requests originate 
from a need.  It may be a new re- 
quirement and/or revision sug- 
gested by directly affected operat- 
ing personnel.  Sometimes, areas 
within the organization require as- 
sistance to build the tools neces- 
sary to realize potential savings 
and/or increased efficiency as 
identified by senior management.  
Often the requests originate from 
areas within the organization were 
problems are known to exist.  And 
some requests are triggered by  

regularly scheduled operational 
form reviews. 

(to be continued) 
+ + + + + + + + + + + + + + + + + 
In the next edition of Ensight, 
we’ll address additional issues, 
like: 
 Why not just let each user 

draw the form the way he or 
she wants it?   

 What is the analysis proc- 
ess? 

 Why apply the analysis 
process to form systems? 

 How does one start the 
study? 

 How does the analysis proc- 
ess tie to forms design? 

 What are the elements of 
good forms design? 

 Opinion  -  continued 
We believe that new definitions 
are in order. We believe that an 
entire new industry is emerging, 
rising like the legendary Phoenix 
from the ashes of the old industry. 
Bold, new leadership is required. 
Opportunities abound, money can 
be made, equilibrium reestab- 
lished. Because, at the root of all 
this, the need for effective, func- 
tional, efficient business forms still 
exists, as strongly as it did 50 
years ago! All organizations run 
on forms. Forms provide structure 
to business transactions and 
workflow processes.  
 
As “Forms Professionals,” we  
focus on the form, not necessarily 
on the “form of the form.” We let 
the needs of the workflow dictate 
the requirements for the form. We 
neither love paper nor hate it. 
We’re neither for nor against  
electronic forms. We neither fear 
nor fall in love with the new tech- 
nology. We use it to build better 
solutions! All technologies, from 
paper to XML, are available to  

the new generation of forms pro- 
fessional. 
 
Future articles will delve into 
various areas surrounding 
forms, workflow, production, re- 
tention, legal, and other require- 
ments for forms. We’ll examine 
the role of traditional players – 
end users, manufacturers, and 
trade associations. We’ll also 
examine the role of emerging 
players – software developers, 
technology providers, and inte- 
grators. Finally, we will propose 
how this new industry works – 
how it could be defined and 
structured in a way we can all 
work together in peace and har- 
mony. OK, at least in harmony. 
Most of all, we want all the talent 
that exists within this industry to 
think about it and participate with 
us. 
= = = = = = = = = = = = = = = = = 
Ray H. Killam, CFC, CFSP is Ex-
ecutive Vice President and Chief 
Marketing Officer for Amgraf 
Inc., Kansas City, Missouri. 
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See  bottom of Page 1 for contact info. 

 I’d Like to Subscribe ! 

Adobe Systems, Inc. (Acrobat, Accelio, PDF Forms) www.adobe.com 
Ansyr Technology (Mobile Workflow Management Software)  www.ansyr.com 
Association for Information and Image Management  (AIIM International)  www.aiim.org 
Association of Records Managers and Administrators (ARMA International)   www.arma.org 
Business Forms Management Association (BFMA)  www.bfma.org 
Document Management Industries Association (DMIA) www.dmia.org 
Evincible (Comprehensive Security Software Applications) www.evincible.com 
Forms Management Data Systems for Distributors (Quantum 2000) www.quantum2k.com 
International Association for Document Technologies (IADT) www.iadt.org 
National Association of State Chief Information Officers www.nascio.com 
Strategies for Management, Inc. (Print Marketing) www.drjoewebb.com 
The Ben Graham Corporation  www.worksimp.com 
Xplor International  www.xplor.org 

 Valuable Links                                                                       (see our web site for additional links) 

 Hints for Better Forms 

Form Captions 
The preferred position is the upper 
left corner caption.  Captions fol- 
lowed by blank lines and captions 
below the writing line can confuse 
the form filler. 
 

Check Boxes 
Unless there is an overwhelming 
reason to vary, check boxes work 
best when placed immediately to 
the left of each choice, especially in 
a list. 
 

Dates 
Always identify which date is to be 
entered, e.g.  “Today’s Date” or 
“Date of Order” or “Effective Date” 
or whatever date is requested.  
Reason: there are often several 
dates on the same form.  It’s easy 
to confuse which is which without 
clear caption identifiers. 
 

(We’ll gladly accept your sugges- 
tions for this space in future is- 
sues.) 

 BFMA Symposium Recap 

Some 70 educational sessions 
were made available to attendees 
at the May Symposium in Balti- 
more, presented by forms man- 
agement practitioners, industry 
consultants and vendors.  Catego- 
rized under several distinct tracks,   
(Basic, Management, Workflow, 
Information Systems, and Vendor 
Product Tutorials), the presenta- 
tions were geared toward advanc- 
ing attendee awareness as related 
to the fields of knowledge which 
form the focus for the association’s 
Certified Form Systems Profes- 
sional program.   
 

The five specific fields of knowl- 
edge are:  
• Design and Development 
• Forms Management 
• Manufacturing, Technology, IS 
• Personal Development 
• Process & Workflow Analysis.   
Classes took various form, include- 
ing lectures, hands-on labs, panel 
discussions, case studies and 
product  demonstrations. 
 
The Presidents’ Award of Excel-
lence was presented to two highly 
active members at the President’s 
Banquet on Tuesday evening.  Re- 
cipients were A. R. “Rusty” Boehm 
and Lea Anne Fuchs. 
 

The association’s most prestigious 
award, the Jo Warner Award, was 
presented to Rune Simard and to 
George Bubnash (in absentia), 
both former association presidents. 

From the Ice Breaker reception Sunday evening, through the Opening 
Ceremonies and Keynote Breakfast Monday morning, to the President’s 
Banquet & Dance Tuesday evening, and the local chapter-sponsored 
“Crab Fest” Wednesday evening, attendees had ample opportunities to 
network with friends and business associates – old and new. 
 

Plans are already underway for the 2003 Symposium in Denver, CO. 
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digital identity so it can be linked to 
the Internet, tracked, and copyright 
protected.  Since business docu- 
ments are typically paper products, 
paper’s role will be strengthened 
by such advancing technologies.  
People still find it easier to read 
from paper than from a screen, 
especially for long documents.   
But smart paper offers much more 
flexibility than paper. 
 

Ensight’s Take: 
Essociates Group advocates a re- 
thinking of the traditional ways the 
forms industry has been defined.  
Technology, an integral factor in 
today’s forms tool box, is charac- 
terized by at least one constant: 
change.  To survive, the forms in- 
dustry must recognize that fact and 
keep pace.  The “paperless office” 
will probably never materialize, so 
advances in paper-related tech- 
nologies cannot be ignored.   
 

The business form is the tool busi- 
nesses use to capture, transmit 
and preserve information.  While 
the ultimate role of the paper form 
may diminish in the overall scheme 
of things, digital information cap- 
ture is here to stay.  Paper is not 
the enemy.  Rather, it is but an- 
other technology available to the 
forms professional for creative so- 
lutions to workflow requirements.  
And if the form of the form takes 
on more properties than can be 
supported by a simple cellulose- 
based medium (aka “paper”), then 
forms professionals must recog- 
nize that their sphere of influence 
must extend outside a paper-only 
mentality. 
 

Regardless of the medium used for 
the form, workflow analysis, good 
forms design and systematic forms 
management are still required ele- 
ments for an effective forms pro- 
gram.  Only the tools may change. 
 

Author: mpederzoli@ibfi.org 

 About Essociates Group, Inc. 

Essociates Group, Inc. serves 
the forms industry by providing our 
business and government clients  
an experienced consultation re- 
source offering expertise in devel- 
oping and improving the workflow 
of forms-related processes.   
 

Cost-effective strategies to man- 
age forms and maximize workflow 
productivity are our specialty.  
We’ll help you determine a system 
that best satisfies your organiza- 
tion’s needs: 
 

  eForms—electronic forms  
 (with or without intelligence) 
 

  iForms—Internet forms 
 

  A combination system that  
 may also include existing  
 paper forms 
 

Beginning with a Forms Assess- 
ment Study (which will include  
improvement recommendations), 
we’ll help you to develop and  
implement an effective eForms 
Strategy designed to save you 
money.  Our study will include,  
program design requirements,  
project objectives, forms technolo- 
gies to be used, parameters for 
forms development, user accep- 
tance, return-on-investment calcu- 
lations, and business advantages.  
Where appropriate, we can also 
help you to build a Forms Portal 
to enhance user access points for 
your forms. 
 

Keep in mind: 
 Forms are the lifeblood of all 
business endeavors, large or 
small.  Forms provide structure 
to business transactions, keep a 
record of those transactions, and 
facilitate communications. 

 

 Many forms should be elec- 
tronic.  Some may start out as 
paper, but be converted to elec- 
tronic.  Still others will exist only 
on paper.  We’ll help you define 
the differences. 

 

 The goal isn’t to eliminate paper 
forms, but to support your work- 
flow in the most cost-effective 
manner possible. 

Going to Canossa:  
Mr. Screen’s Return to Paper       
      Author: Matteo Pederzoli 
 

Based on the premise that the 
business forms industry is under- 
going a digital evolution, and that 
it’s imperative for current industry 
leaders to seek out and under- 
stand new technologies with com- 
mercial application to the industry, 
IADT leaders recently toured the 
facilities of both MIT Media Labs 
and Escher Labs.  What they saw 
opened some eyes. 
 

New Technologies: 
Work is underway at MIT Media 
Labs on technologies to build a 
desktop printer capable of printing 
a fully functional computer onto a 
piece of paper or plastic.  These 
technologies may be manifest as: 
• Electronic ink and electronic 

paper – physical books with 
high-resolution electronically 
addressable paper-page dis- 
plays that use paper substrates 

• Printed displays – microencap- 
sulated electrophoretic displays 
for applications including books, 
signs and portable handheld 
devices 

• Rewritable substrates for print- 
ing and large-scale reflective 
displays – reusable paper sub- 
strates capable of producing a 
high-quality, high-contrast im- 
age that may subsequently be 
erased and rewritten multiple 
times without using expendable 
materials (toner or chemicals) 

 

Escher Labs is exploring the mi- 
gration of computing, sensing, and 
communications to both paper and 
nontraditional information plat- 
forms such as clothing and cars. 
 

Conclusion: 
Paper will be gradually replaced  
by smart paper, embedded with a  

 Review 


