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THE MAJOR PURPOSES OF THIS STUDY WERE TO DETERMINE THE
EXTENT TO WHICH THE SKILLS AND KNOWLEDGES INCLUDED IN THE NEW
YORK STATE SYLLABUS FOR BOOKKEEPING I AND BOOKKEEPING II
COURSES HAD BEEN USED BY FORMER BOOKKEEPING STUDENTS IN THEIR
BUSINESS LIFE, POST -HIGH SCHOOL EDUCATION, AND PERSONAL LIF
AND THE EXTENT TO WHICH CERTAIN NEW PRACTICES NOT INCLUDED IN
THE SYLLABUS HAD BEEN USED. DURING 1966 QUESTIONNAIRES WERE
MAILED TO A SAMPLE GROUP OF 5,814 STUDENTS WHO HAD COMPLETED
BOOKKEEPING I OR II DURING 1960-61 AND RESPONSES WERE
RECEIVED FROM 21064 STUDENTS, 3.6 PERCENT OF ALL PUBLIC HIGH
SCHOOL BOOKKEEPING STUDENTS IN THE STATE THAT YEAR. OF THE
RESPONDENTS, ABOUT 31 PERCENT HAD TAKEN BOOKKEEPING I ONLY,
27 PERCENT HAD TERMINATED THEIR BOOKKEEPING STUDY WITH
BOOKKEEPING II, AND 34 PERCENT HAD BOOKKEEPING AT THE
POST-HIGH SCHOOL LEVEL. OF ALL RESPONDENTS, 41 PERCENT HAD
WORKED IN BOOKKEEPING JOBS, AND 24 HAD USED THEIR BOOKKEEPING
SKILLS IN NONBOOKKEEPING OFFICE-STORE JOBS, THE GREATER THE
AMOUNT OF FORMAL BOOKKEEPING EDUCTION, THE GREATER WAS THE
PROBABILITY THAT THE STUDENT HAD USED THE BOOKKEEPING
VOCATIONALLY. OF 178 SPECIFIC BOOKKEEPING SKILLS AND
KNOWLEDGES ANALYZED, THE MOST FREQUENTLY USED WERE ADDING
MACHINE LISTING, RECEIPTS, PURCHASE ORDERS OR INVOICES, SALES
INVOICES OR ORDERS, PETTY CASH VOUCHERS, CREDIT OR DEBIT
MEMORANDUM, AND PAYROLL ENVELOPES OR CHECKS. FOR PERSONAL
USE, MONEY ORDERS, BANK DEPOSITS, FEDERAL OR STATE INCOME TAX
FORMS, CHECKBOOKS, W -2 WITHHOLDING STATEMENTS, SALES SLIPS,
RECEIPTS, AND APPLICATIONS FOR SOCIAL SECURITY NUMBERS WERE
THE MOST FREQUENTLY USED BOOKKEEPING ITEMS. SIGNIFICANTLY,
MANY ITEMS NOT INCLUDED IN THE SYLLABUS HAD BEEN USED
FREQUENTLY OR OCCASIONALLY BY A GREATER NUMBER OF STUDENTS
THAN MANY OF THE ITEMS INCLUDED. (PS)
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CHAPTER I

DESIGN OF THE STUDY

Background and Need of the Study

Under the direction of the Bureau of Business and Distributive

Education of the State Education Department, the New York State syllabus

for high school Bookkeeping I and Bookkeeping II is examined and revised

periodically by a committee of educators drawn from several high schools

and colleges of the state. The syllabus has represented, typically, the

collective judgment of those people as to what ought to be included in

bookkeeping courses, but the committee's judgment has been based on little

or no systematically gathered data concerning the actual use that former

bookkeeping students have made of their bookkeeping skills and knowledge.

In recent years, this committee process of curriculum development has

resulted in syllabus-outlined bookkeeping courses that are designed

primarily for the terminal, vocational goal of preparing students for

bookkeeping occupations; some, but lesser, emphasis has been given to the

use of bookkeeping in non-bookkeeping occupations or in personal life.

In 1965, a newly constituted bookkeeping syllabus committee discussed

at length the philosophy and objectives of high school bookkeeping and

perceived a need for more accurate and comprehensive information about

the uses made of bookkeeping by students who had studied it in high school.

The committee's request for information that could be obtained from a

follow-up study of bookkeeping students led to an arrangement whereby the

Business Education Department of the State University of New York at

Albany designed and conducted the study that is the subject of this report.

Funding for the study was provided by the New York State Education Department.
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PIM its inception, then, this bookkeeping follow-up study was designed

primarily to produce information that would be helpful to the syllabus

revision committee. Indirectly and remotely, the study was expected to

yield evidence concerning the practical value of such research for curri-

culum and course design in bookkeeping, specifically, and in other vocational

education areas, generally.

Purposes of the Study

In general terms, the major purposes of this study were to determine

the extent to which the skills and knowledges included in the New York State

syllabus-outlined Bookkeeping I and Bookkeeping II courses had been used by

former bookkeeping students in their business life, post-high school education,

and personal life; and the extent to which certain new topics, consisting of

practices and procedures which appear to be increasing in the business world

but which are not included in the present bookkeeping syllabus, have been

used by former students.

More specifically, the purposes of this study were to determine, for

a selectad sample group of former New York State high school bookkeeping

students:

A. What kind and amount of work involving bookkeeping

in business had been done since leaving high school.

B. What kind and amount of education and training beyond

high school had been achieved, and whether such training

had involved further study of bookkeeping and/or accounting.

C. How frequently specific knowledges and skills presumed to

have been included in their high school bookkeeping courses

had been used in post-high school business and personal life.

D. How frequently certain knowledges and skills presumably

not included in high school bookkeeping had been used

in post-high school business and personal life.
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The study was planned to provide for analysis of the uses of bookkeeping

by the total group of students and by sub-groups. Sub-group identification

factors included:

A. Class or type of school in which bookkeeping vas studied

B. Sex of the student

C. Amount of bookkeeping education

D. Status as high school graduate or non-graduate

E. Length of time since last attending high school

F. Type of post-high school education

G. Type of bookkeeping work experience

N. Amount of bookkeeping work experience

Procedures of the Study

This follow-up study of former boo keeping students was conducted by

means of a questionnaire which was mailed during the spring of 1966 to all

students who had completed syllabus-outlined courses in Bookkeeping I or

Bookkeeping II at some time during the 1960-61 school year in one of sixty

selected high schools of New York State,

The Office of the Director of the Study at the State University of

New York at Albany planned and supervised the study, designed the question-

naire, interpreted the data, and prepared the report. The other major

participants in administration of the study were sixty "local coordinators,"

each slumber of the faculty of one of the sixty participating high schools.

Local coordinators were responsible for locating names and addresses of

former bookkeeping students in their schools, for addressing and mailing

questionnaires, for receiving completed questionnaires and returning tival

to the Director's Office, and for other activities such as obtaining local
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permission for the study and providing miscellaneous information. The local

coordinators were used to facilitate the task of identifying and contacting

former students, and to provide increased "leverage" or drawing power in

obtaining responses to the question tie. Coordinators were paid fOr their

services in proportion to the number of students who were to be contacted.

Certain of the major procedures of the study are described in detail

under the following sub - headings= the review of research, the sample, the

questionnaire, and the -nalysis of data.

The Review of Research

In the early planning stages of this study, the literature of research

in bookkeeping since 1930 was reviewed to determine if the problem had

already been investigated and to ascertain promising approaches that might

be used in the proposed study. This review, supported by interviews with

personnel of the Bureau of Business and Distributive Education of the New

York State Education Department, revealed no evidence that a study had ever

been conducted in New York State to establish the relationship between the

skills and knowledges included in the New York State syllabus-outlined

bookkeeping courses and their subsequent use by students.

The review of research literature revealed, fUrther, that =mous

studies relative to bookkeeping had been conducted, most of which were

either follow-up or job analysis studies in areas other than New York State.

These studies, individually and collectively, did not sees to provide the

depth or scope of information desired by the syllabus revision committee,

nor were they especially helpfUl in suggesting approaches or techniques

that night be used in the proposed study.

The most significant observations and comments upon these studies are

the following:
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A. Some studies showed little or no relationship between
bookkeeping instruction and the subsequent activities
of bookkeeping students in the business community;
other studies showed a high degree of relationship.
This divergence is findings may be related to the
limited geographical area of a study, or limited pop-
ulation of a sample; most of the follow -up studies
involved a relatively small sample of the students of
a single high school or of the several schools within
a single city. This divergence in findings may also be
related to gross variations in content and scope of the
data-gathering instruments. Several studies used a
check-list for indicating the degree to which skills
had been used, but these check lists were limited to
"traditional" skills and there were many differences
in the items included in each check-list. The diver-
gence of findings may stem from the fact, also, that the
specific goals of each study were quite different; that
is, studies were designed to obtain quite different data
of significance to different questions.

B. Only two of the studies reviewed were concerned with
the non-vocational uses of bookkeeping. J- These studies
were limited in scope, inconclusive in their findings,
and out of date. No reference was found in the research
literature to the value of high school bookkeeping
education in preparing students for additional higher
education.

C. In a study of the development of electronic data
processing (EDP) equipment between 1930 and 1957,
Frisbie observed that there is increasing application
of equipment to more and more office functions,
particularly in the area of bookkeeping. For example,
the most frequent applications of EDP equipment to
office jobs are in the areas of payroll, inventory,
sales statistics, labor distribution, general accounting,
and production control.3 The industries most affected
by this development are manufacturing, government,

lEthel Mae Rieke, An Investigation of Probable Personal and Social
Uses of Bookkeeping and Accounting, Unpublished Master's thesis, State
University of Iowa, 1933; and Inez Ray Wells, An Evaluation of the
Nonvocational Values Claimed for Bookkeeping, Unpublished Master's thesis,
State University of Iowa, 1933.

2M. Adele Frisbie, Emerging Electronic Data Processing and Its
Relation to Office Emplonpnt and Costs, 1930-57, and Implications for
Business Training, Unpublished Ph. D. dissertation, New York University,
1961, Vol. II.

3Ibid., p. 505.
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insurance, public utilities, and banking.
4 The most

frequent users of EDP equipment are organizgtions

employing more than one thousand employees.) As the

equipment becomes more powerful, more versatile, and

less expensive, however, more and more smaller firms

are investing in it. Based on these observations,

Frisbie recommended that, "Attention should be directed

to evaluating the course content of bookkeeping in

terms of current needs. It is obvious from this study

that the fundamentals of bookkeeping and the analysis of

bookkeeping records produced by EDP equipment are

becoming increasingly important to companies. Also,

it is shown that firms are applying their accounting

work to the electronic equipment. Particularly the jobs

of bookkeeping machine operator, general clerk, and

payroll clerk are pointed out as the areas needing more

training in bookkeeping."°

The Sample

The planned sample group for this study consisted of all students who

had completed a state-syllabus-outlined course in Bookkeeping I or Book-

keeping II at some time during the 1960-61 school year while attending one

of 60 public high schools which were selected as representative of New York

State schools. The planned sample group of 5814 students constituted a

roughly estimated 10 per cent of public high school bookkeeping students

for the sample year. Responses were actually received from 2,064 students,

who constituted approximately 35.5 per cent of the planned sample group,

or approximately 3.6 per cent of all public high school bookkeeping stufteAs

A

of the sample year. Fifty-nine schools were represented in the final eapp1e.

Relevant data concerning the sample schools, the planned student sample,

and the number of actual respondents are shown in Table 1, p. 7.

The selection of students who had completed a syllabus- outlined course

in Bookkeeping I or Bookkeeping II was intended to create a group of respon-

4Ibid., p. 504.

5Ibid., p. 504.

6Ibid., p. 519.
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dents who would be competent to render informed and significant judgments

on the use they had made of certain bookkeeping skills and knowledges that

had presumably been taught them.
1

With a high degree of assurance, it could

be assumed that this group had been taught a common body of subject matter

and that they would be familiar with the words and terms used in the question-

naire. It was recognized that completion of a syllabus-outlined course was

not a guarantee that all students bad been taught exactly the same subject

matter, to the same depth, by the same methods, nor that all students had

achieved the same mastery of the subject. On the other hand, this require-

ment would eliminate students who had not studied many syllabus-outlined

topics, either because the topic was not included in the course or because

they had not completed the course, and whose competence to make judgments

concerning those topics would therefore be limited.

The 1960-61 school year was selected because it was recent enough to

provide timely data amd to minimize problems of contacting students, yet it

provided an adequate period of time for students to have completed high

school and to he-re had extensive opportunity for post-high school experiences

with bookkeeping. It was reasoned that twelfth grade students of bookkeeping

in 1960-61 would have had approximately five years of opportunity to use their

bookkeeping; eleventh grade students would, have had four or five years, and

tenth grade students would have had approximately three to five years of

opportunity to use bookkeeping, depending upon whether they had graduated

or had dropped out of school.

1
FOr purposes of this study the term, "completed a syllabus-outlined

course," meant that the student had met the time and performance require-
ments of the syllabus-outlined course, up to and including the taking of
a final examination if required by the school, but not necessarily requiring
the passing of a final examination..
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The use of all former bookkeeping students from a relatively limited

number of schools was deemed an appropriate way to get a sufficiently large

and reasonably representative, unbiased cross- section of fonser bookkeeping

students at a defensible expenditure of time, effort, and money. It was

recognized that this procedure would not necessarily eliminate bias attribut-

able to factors such as the choice of schools, choice of sample year, or the

students' decisions to respond or not respond. A major alternative to the

use of all students would have been to use a selected portion of former students

from a greater number of schools. That alternative was rejected because it
would have introduced additional chances of error in identifying and enforcing

appropriate criteria for the selection; it would also Itave greatly increased

costs of time and money in making arrangements with schools and coordinators.

The sample was limited to public school students to simplify administra-

tion of the stud and to increase the assurance that students world have been

taught syllabus-outlined courses.

The choice of sixty schools, was somewhat arbitrary, but it was based on

consideration of the following factors:

A. An initial sample group constituting approximately ten

per cent of all bookkeeping students for the simple year

would be adequate and feasible. A response to the
questionnaire by 25-50 per cent of the initial group
might be expected, and this response would be a suf-
ficient base for generalizing to the population with
the desired degree of precision and confidence.

B. According to data provided 'oy the Bureau of Business and

Distributive Education, approximately 66,000 students
studied syllabus-outlined bookkeeping courses in public,
private, and parochial schools of New York State during

1960-61. It was estimated that 55,000 to 60t000 of
these students were in public schools.

C. A selection of sixty schools would adequately represent
the different types of public schools of the state and

would also yield the appropriate number of tonne, book-

keeping students.
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For purposes of selecting schools for this study, four classes or types

of schools were established for stratification of the sample, in the belief

that differences in bookkeeping employment opportunities and personal use

patterns might exist in differing sizes and types of population centers. The

four types of schools were defined as follows:

A. New York Citys Any public school operated by and within

the city of New York

B. Large City: Any public school iperated by and within a

city of 100,000 or greater population, other than New York

C. Small City -- Suburban: Any public school operated by a

city of fewer than 100,000 population, and any other

school located within 15 miles of a anal city or 30 miles

of a large city.

n. Rural: Any public school not classified as city or

suburban

In selecting the sample schools, effort was made to assure that all

schools of a type had equal opportunity to be selected and that all geo.-

graphic areas of the state were represented. Operating within those general

guidelines, two different methods were used for classifying, selecting, and

contacting schools--one method for New York City add Large City schools and

another for Small City -- Suburban and Rural schools. In both methods,

considerable effort was made to select schools which had offered both Book-

keeping I and Bookkeeping II in 1960-61 to assure the inclusion in the

ultimate sample of students from each group. For New York City and Large

City school systems having a city supervisor of business education, the

supervisor was informed of the purpose and design of the study and asked

if his system would, participate in the study. In every case the supervisor

agreed to participate, obtained administrative approval for participation in

the study, and contacted schools in his system to find participating schools

and local coordinators.

One Large City did not have a city supervisor of business education.

In this case the procedure was the same as that for contacting Small City--
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Suburban and Rural schools.

Once the New York City and Large City schools had been selected, a

packet containing an explanatory letter, a copy of the study proposal, a

copy of the questionnaire and cover letter, (Appendix A), and an instruction

sheet describing the coordinator's duties (Appendix C) was prepared and sent

to each of the teachers who had agreed to serve as a local coordinator in

the study. In addition, Large City school coordinators were sent a return

postal card requesting the nuMber of students who had completed Bookkeeping I

and Bookkeeping II during the 1960-61 school year. The card was necessary

because the bookkeeping enrollment figures for these schools for the 1960-61

school year were not immediately available from any other source. The postal

card was not sent to New York City schools because the city supervisor had

enrollment figures for the 1960-61 school year. The process of contacting

supervisors, identifying schools, and contacting the selected coordinators

spanned the period from February 15 to April 15, 1966.

Small City -- Suburban and Rural schools were selected with the aid of a

list,provided by the Bureau of Business and Distributive Education, of all

the public high schools in the state, except those in New York City, offering

both Bookkeeping I and Bookkeeping II during the school year 1964-65, and the

Bookkeeping II enrollment in each school for that year. The probability of

these schools' having offered Bookkeeping I and II in 1960-61 bad to be inferred

from this list since earlier data had not been preserved by the Bureau and it

was known that there had been changes in enrollments and changes in the number

of schools offering Bookkeeping II between 1960 and 1964.

Schools presumably offering both Bookkeeping I and II in 1960-61, as

shown by the Bureau's 1964-65 list, were selected for geographic distribution

by developing a map which showed the location of schools in the 62 cities and
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the Suburban and Rural areas in New York State as defined by the study.

Eleven Small City schools and nine Suburban schools were selected from a total

of 197 such schools. All of the Rural schools which offered Bookkeeping II

were selected for preliminary contact because there were few of them--only 15--

enrollments were small, and it was conjectured that some of them might have

introduced Bookkeeping II since 1960. The selection of Small City--Suburban

and Rural schools was checked with a member of the Bureau, who concurred that

the chosen schools were adequately representative of their type.

A list of the names and school addresses of the Chairman (or "leading"

teacher) of the Business Education Department, the high school Principal, and

the Superintendent of Schools or Supervising Principal for each selected school

was obtained frmn the Bureau. A packet containing a letter explaining the

study (Appendix B), a copy of the study proposal, a copy of the questionnaire

(Appendix A), an instruction sheet (Appendix C), and a return postal card for

reporting the number of students completing, Bookkeeping I and Bookkeeping II

during 1960-61 was then prepared and sent to the prospective coordinator in

each of the selected schools. The letter explained the purpose of the study

and invited the teacher, or some experienced member of his department whom

be felt might be better qualified, to participate in the study by identifying

the 1960-61 Bookkeeping I and Bookkeeping II students and mailing the question-

naire to these former students. The letter also advised the teacher to request

the school administrator's approval for participation in the study. A similar

letter was sent to the superintendent or supervising principal and the high

school principal of each school. This letter explained the purpose of the

study, requested permission for his school to participate, told of the materials

sent to the business teacher, and informed him that the business teacher would

be making a request to participate in the study.
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Responses from the teachers contacted revealed the following information:

1. All but two schools were willing to participate in
the study.

2. Eight of the Small-City-Suburban schools did not offer
Bookkeeping II in 1960 -61. Ten of fifteen Rural schools

contacted did not ofte Bookkeeping II during 1960-61.

3. Total Bookkeeping II enrollments in the schools contacted
were well below the figure anticipated for contact within
these groups.

With these results from preliminary communications, additional schools

and coordinators were contacted to round out the sample while maintaining

geographic distribution of schools. This was accomplished eventually by

selecting some Rural schools which did not offer Bookkeeping II in 1960-61.

The Questionnaire

The questionnaire which was used in this study (Appendix A) was initially

developed and partially refined during the summer of 1965 as a seminar project

by two inservice business teachers engaged in graduate study at the State

University of New York at Albany: Mrs. Mildred Pratt and Miss Ruth Stevens.

After numerous conferences with the Project Director and intensive analysis

of the bookkeeping syllabus, they drafted a questionnaire. Their next-to-

last revision of the questionnaire was submitted for commentary and criticism

to approximately 30 other in-service teachers who were also in graduate study.

The final draft by these vvo people was quite similar in design and content to

the questionnaire which was ultimately used.

The questionnaire was farther revised by the Director and Assistant Direc-

tor, in consultations with personnel of the Bureau of Business and Distributive

Education, with several faculty members of the State University of New York at

Albany School of Business, and with the data - processing group at the State

University of New York at Albany. After numerous alterations and refinements,

including changes to facilitate machine processing of the data, a fluid-dup-
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licated version was pre-tested by administration to 100 graduates of Albany

High School. The procedures of administering the questionnaire in the pre-

test were the same as those planned for the final study, so the pre-test was,

in actuality, a pre-test of administrative procedures as well as of the

questionnaire.

Analysis of questionnaires returned. by 47 respondents in the pre-test,

supported by telephone interviews of several respondents after they had returned

the questionnaire, indicated that the instrument was generally understandable

and functional and that procedures of administration were workable. Only minor

changes were made before printing of the questionnaire in its final form. The

pre-test respondents and responses were not used in the final study, but the

remainder of Albany High School respondents were included in the final study.

In retrospect, the questionnaire seems to have effectively served the

purposes for which it was designed. It was lengthy, but the information sought

was important, and suggestions to eliminate material were counterbalanced by

suggestions to increase the scope of coverage. Compactness of design and ease

of response may have offset respondent fatigue and any tendency toward patterned

response.

Analysis of the Data

Two thousand sixty-four completed questionnaires were received from the

coordinators of 59 schools. (Completed questionnaires from one school were

lost in the mails.) These questionnaires were examined and edited for com-

pleteness in the office of the Study Director, and were then transmitted to

the data-processing group of the State Education Department. There the data

from the questionnaires were coded, key-punched, and tabulated as requested

by the Director. Two-axis tabulations of all factors were prepared for all

respondents, for the sub-group of students who had no formal study of book-
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keeping beyond Bookkeeping I, and for students who 'sad no formal study of

bookkeeping beyond Bookkeeping II. These data were then analyzed in the

Office of the Director where appropriate data were selected, supportive

calculations were made, and the report was prepared.

Limitations of the Stud/

Any conclusions or recommendations which may be drawn fres the data of

this study must be tempered by the limitations of design and procedure. Cer-

tain of those limitations seem especially noteworthy:

A. The information sought in this study was limited to

that which was deemed most usefUl to the syllabus

revision committee and which was obtainable through

a questionnaire. The focus of the study was the

frequency with which bookkeeping students had later

used specific bookkeeping skills and knowledges in

their post-high school business, education, and

personal life. This study was not designed as a

job analysis of the work of bookkeepers.

B. Data of this study were obtained by means of a

limited-response questionnaire which required
recall, thought, and judgment by respondents. The

validity of the data, therefore, is necessarily

closely related to the competence and interest of the

respondents. The accuracy of responses to items on

the first page of the questionnaire may reasonably

be assumed to be high since relatively little judgment

was involved; on the other hand, responses to "fre-

quency of use" items on the second, third, and fourth

page may be less accurate because each respondent had to

interpret the item, recall its meaning and his experience

with it, determine the limits of the terms "frequently,"

"occasionally," and "never," and make a final decision
concerning his frequency of use of the item.

While no formal measurement was made of the extent to

which respondents may have become fatigued or lost

interest in completing the lengthy questionnaire,
visual examination of many completed questionnaires

suggested that interest of some respondents may have

waned beyond item 150 and their responses thereafter

may have become somewhat patterned. Patterning of

responses, however, was not judged to be excessive.

C. Data obtained from this study were grouped and analyzed

with regard to a limited number of vocational, educa-
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tional, and personal, characteristics to determine if
there were discernible patterns within these cate-
gories. Such categorization and analysis, however,
were not intended to show a cause and effect relation-

ship in any differences which may exist; rather,
categorization and analysis were used only as indica-
tors of the,types of skills used by each group.

D. The population or universe of this study, from which
a sample was drawn and concerning which generalizations

might be made, was all those public high school students
of New York State who completed syllabus-outlined courses
of Bookkeeping I or Bookkeeping II during the school year
1960=61. The sample group consisted of approximately 5814

students or an estimated 10 per cent of the population.
The response group of 2064 students constituted approximately
35.5 per cent of the sample group, and 3.6 per cent of the

population.

The limitation of sample and response groups raises the
question of the extent to which the sample represented

the universe. No formal follow-up of non-respondents
was deemed feasible, but a chi-square analysis was per-

formed on the responses describing the educational and
work-experience background of respondents from two
similar Large City schools, one school having the highest
and the other school one of the lowest per cent of returns
(approximately 70 per cent and 30 per cent respectively).
The chi-square test indicated that a significant difference
existed only in the responses to item 34--"If you have held

an office or store position other than that of a book-

keeper, did the job involve the use of any bookkeeping
skills or knowledges?" The school having the 70 per cent

response had significantly more "no" responses to this

question than did the other school. This analysis would
indicate, then, that the non-respondents in the total
sample probably contained a disproportionately high
number of individuals who have had office or store em-
ployment other than as bookkeepers and have not made
use of their bookkeeping skills. In other words, there
is a good possibility that fewer students have made
business use of their bookkeeping education than is
indicated by the study. On the other hand, the fact that

many questionnaires were undeliverable for lack of

adequate addresses provides some assurance that those
respondents' failure to return the questionnaire was
involuntary and unavoidable.

Organization of the Report

The wealth of information that was obtained from this study has been

extensively analyzed, and the iata which seemed to be of greatest co..;ern to
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the syllabus revision committee are preseni:ed in Chapter II: Uses of

Bookkeeping in Business Life, and Chapter III: Uses of BookkeepinOn

Personal Life. Within each of these chapters, certain major and subordinate

questions are posed find data are presented in partial answer to those

questions. Throughout the report, data for the entire group of 2,064

former bookkeeping students are reported for each question. With the in-

terests of the syllabus writers in mind, data are also presented separately

for those students who had had no formal bookkeeping eucation beyond

Bookkeeping II. In addition, data have been reported for sub- groups based

on the classification of school which the student attended. Other sub-

group data have been reported as they seemed to have particular relevance

to the needs of the syllabus writers.

Summaties of data are presented at the ends of Chapters II and III.

Key data are again summarized in Chapter IV, with recommendations for

action by the syllabus committee. Several of the instruments that were

used in this study are presented as appendices to this report.
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CHAPTER II

USES OF BOOKKEEPING IN BUSINESS LIFE

A major purpose of this study was to obtain information in answer to the

broad question: To what extent and in what ways have former high school

bookkeeping students used their bookkeeping skills and knowledge in their

post-high school business life? For reporting purposes, this broad, general

question has been divided into the following two subordinate questions:

A. What kind and amount of work involving bookkeeping in
business had been done by former bookkeeping students
since leaving high school?

B. With what frequency had former bookkeeping students used
certain bookkeeping skills and knowledges in office-store

work?

Each of these two questions is uded as a section heading of this

chapter; pertinent data in answer to the questions are presented in tables,

and the more significant data from each of the tables are discussed. A

summary of the major findings of the sections is presented at the end of the

chapter.

The following observations and explanations are important in under-

standing and interpreting the data that are presented in this chapter:

1. Bookkeeping I and Bookkeeping II were state-syllabus-outlined

courses. In 196041, as at present, no state syllabus existed for
Bookkeeping III, a course which was offered by some New York City
Schools and at least one Large City school.

2. For simplicity in reporting, former bookkeeping students
who had completed no formal bookkeeping study at any level above
Bookkeeping I are referred to as "Bookkeeping I Students," and students who

had completed no formal bookkeeping study at any level above Bookkeeping II,

with Bookkeeping I as a prerequisite, are referred to as"Bookkeeping II

Students." Each of these groups is a "pure" group of students whose book-
keeping education is purely high school syllabus-outlined bookkeeping,
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uncontaminated by further high school or post-high school bookkeeping
education of any kind. These "pure" groups provide a more accurate measure
than the "All Respondents" group of the extent to which syllabus-outlined
bookkeeping courses alone have served as a base for subsequent business use.

3. Tr. ! following definition of "bookkeeper," created for this study
primarily bar reference to and synthesis of information in the Dictionary
of Occupat!.onal Titles, was provided on the questionnaire for the
guidance o: respondents:

A "Imokkeeper" is any person holding any job involving the
recording of business transactions and/or the preparation
of financial reports, or the examination and analysis of
business transactions. Examples of bookkeeping positions
include jobs with titles such as: accountant, senior or
junior accountant, accounting clerk, accounts receivable or
accounts payable clerk, check clerk, check register clerk,
tax record clerk, voucher clerk, voucher register clerk; auditor,
audit clerk; expense clerk, inventory audit clerk, journal
clerk, cashier or assistant cashier, account clerk, accounting
machine operator, recording clerk, posting clerk, payroll clerk,
and any title containing the term "bookkeeper."

It must be assumed that respondents classified and reported their bookkeeping
experience in the context of that definition.

4., In this study, on-the-job training was treated as a kind of post-
high school education; it may or may not have involved the study of
bookkeeping.

Section A

WHAT FIND AND AMOUNT OF WORK INVOLVING BOOKKEEPING IN BUSINESS HAD BEEN
DONE BY FORMER BOOKKEEPING STUDENTS SINCE LEAVING HIGH SCHOOL?

In answer to this question, data are grouped and presented in a series

of tables showing characteristics of the bookkeeping work of respondents

classified according to the amount of their bookkeeping education, the

type of school attended, the amount of ruse opportunity" time since last

attending high school, high school graduation or non-graduation, and

sex of student. Tables 2 through 6 are concerned with the work of those

respondents who had worked as bookkeepers in stores or offices; Table 7

is concerned with those respondents who had not worked as bookkeepers but
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who had used their bookkeeping in other office-store positions.

Work as Bookkeepers and Amount of Bookkeepi Stu

Characteristics of the work done by respondents who had worked as book-

keepers since leaving high school, classed according to the amount of their

bookkeeping education, are shown in Table 2 , p. 23. Some of the more

significant data in that table are the following:

A. Of the 2,064 respondents in this study, 631 or approximately
31 pee cent of all respondents had completed Bookkeeping I as
their highest level of bookkeeping study, and 564 or approximately
27 per cent of all respondents had completed Bookkeeping II as
their highest level of bookkeeping study. Thus, 58 per cent
of all respondents had no further study beyond Bookkeeping I
or Bookkeeping II. Approximately 34 per cent of all respondents
had completed same post-high school bookkeeping study in
addition to Bookkeeping I, or Bookkeeping I and II,
or Bookkeeping I, II, and III.

B. Ofthe 2s064 respondents in this study, 849 or approximately
41 per cent of all respondents had worked as bookkeepers.
Approximately eight per cent of all respondents had worked
as bookkeepers for one to two years, and 18 per cent of all
respondents had worked as bookkeepers for twn years or more;
thus, slightly more than 26 per cent of all respondents had
worked as bookkeepers for a year or more.

C. Of the 631 respondents with Bookkeeping 1 as their highest
level of bookkeeping study, 186 or 29.5 per cent had worked as
bookkeepers. Of this same group, 7.4 per cent had worked as
bookkeepers one to two years, and 9.4 per cent had worked as
bookkeepers for two or more years; thus, more than 16 per cent
of Bookkeeping -... students had worked as bookkeepers for a year
or more.

D. Of the 564 respondents witll Bookkeeping II as their highest
level of bookkeeping study, 191 or 33.9 per cent had worked
as bookkeepers. Of that group, 6.2 per cent had worked as book-
keepers for one to two years, and 16.5 per cent had worked
as bookkeepers for two or more years; thus, nearly 23 per cent
of Bookkeeping II students had worked as bookkeepers for a
year or more.

E. Of the 693 respondents who had studied bookkeeping beyond high
school, 398 or 57.4 per cent had worked as bookkeepers. Of
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that group, 12 per cent had worked as bookkeepers for one to two
years, and 26.6 per cent had worked as b ckkeepers for two or
more years. Thus, more than 38 per cent of students who had
studied bookkeeping beyond high school had worked as bookkeepers
for a year or more.

F. Of all 2,064 respondents, 246 or 11.9 per cent had held part-
time bookkeeping jobs, and 709 or 34.4 per cent had held full -
time bookkeeping jobs. (A respondent may have been included in
both categories.) Of the Bookkeeping I students, about 9
per cent had held part-time bookkeeping jobs and about 24 per
cent had held fUll-time bookkeeping jobs. Of the Bookkeeping II
students, approximately 10 per cent had held part-time book-
keeping jobs and about 28 per cent had held full-time bookkeeping
jobs.

G. Nearly 20 per cent of all respondents had worked as bookkeepers
in service businesses. Nearly 13 per cent of Bookkeeping I students,
and more than 17 per cent of Bookkeeping II students, had worked
in service businesses. The category "service butiiness" drew
a larger total percentage of responses than any of the other three
categories, with manufacturing showing the smallest percentage
for all levels of bookkeeping study. Forty-eight per cent of
all students of any educational background who held bookkeeping
jobs held them in service businesses, while 21 per cent had worked
as bookkeepers in manufacturing businesses, 27 per cent in
merchandising concerns, and 30 per cent in other types of businesses.

Work as Bookkeepers and Type of High School

Characteristics of the work experience of respondent: in this study

who had held positions as bookkeepers, with respondents grouped according to

the type of high school they attended and amount of bookkeeping they

studied, are shown in Tables 3A and 3B, pages 25 and 26. Definitions of

school types are on p. 12 of this report. The bookkeeping work of all

respondents is shown in Table 3A; the work experience of "Bookkeeping I

students" and "Bookkeeping II students" is shown in Table 3B.

With reference to those tables, it should be noted that the number

of respondents from Rural schools was relatively small by comparison with

the number of respondents from other school types. The data may be deemed
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reliable, however, in that representation in the Rural school sample was

proportionally as large as in the samples from other school types, and the

rate of response was high. On the other hand, sub-groups of the Rural

school category are quite small and the representation of those sub-groups

as rates per dent of the total group must be viewed as rather imprecise

measures. e

Some of the more significant data from Table 3A, and 3B are the following:

Concerning ALL respondents: (Table 3A)

A. Approximately 40 per cent of all respondents from New York
City, Small City-Suburban, and Rural schools had worked as book-

keepers. Approximately 47 per cent of Large City respondents
had worked as bookkeepers.

B. About 25 per cent of respondents from New York City, Small
City-Suburban, and Rural schools had worked as bookkeepers for
one year or more. About 32 per cent of Large City respondents
had worked as bookkeepers for one year or more.

C. About 10 per cent of respondents from New York City, Small
City-Suburban, and Rural schools had worked in part-time
bookkeeping jobs; slightly more than 16 per cent of Large City
respondents had worked in part-time bookkeeping jobs.
Approximately 34 per cent of New York City and Small City-
Suburban respondents had worked in full -time bookkeeping jobs,

-. about 30 per cent of Rural respondents had worked in full-time
bookkeeping jobs, and about 37 per cent of Large City respondents
worked in full-time bookkeeping jobs. (A respondent may have
been employed in both part-time and full-time work as a book-

keeper.)

D. Approximately 20 per cent of respondents from New York City,
Large City, and Small City-Suburban schools had worked as
bookkeepers in service businesses. About 15 per cent of Rural
School respondents had worked in service businesses. The 20

per c'nt "Service Business" response is noticeably higher than
that for the other types of businesses, except for the
nearly 17 per cent "Other Business" response of Large City respond-

ents. (A respondent may have worked in more than one type

of business )
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Concerning "Bookkeeping I" students: (Table 3B)

A. Slightly more than 51 per cent of Bookkeeping I respondents were
in Small City-Suburban schools; 12 per cent were in Rural schools.

B. Slightly more than 36 per cent of Large City respondents had
worked as bookkeepers. About 25 per cent of Rural respondents
had worked as bookkeepers; about 28 per cent of New York City
and Small City-Suburban resport1ents had worked as bookkeepers.

C. Nearly 19 per cent of the Large City respondents had worked as
bookkeepers for a year or more; about 17 per cent of Small City-
Suburban, and 16 per cent of New York City respondents had worked
for a year or more. Roughly 13 per cent of Rural respondents
had worked as bookkeepers for a year or more.

D. About 15 per cent of Large City respondents had held part-time
bookkeeping jobs, and 25 per cent had held full-time bookkeeping
jobs. Data for other categories are similar, and the miters of
respondents involved are too small to draw conclusions concerning
apparent differences.

E. A higher percentage of Large City respondents (17.2%) and Small
City-Suburban respondents (13%) had worked as bookkeepers in
service businesses than in any other type of business. A higher
percentage of New York City respondents (12.6%) and Rural
respondents (9.3%) had worked in the "Other Business" category
than in manufacturing, merchandising, or service. Except for
New York City respondents, fewer respondents had worked in
manufacturing businesses than in any other type of business.

Concerningstookkeeping II" students: (Table 3B)

A. The 242 New York City respondents represented nearly 43 per cent of
the Bookkeeping II respondents, and Small City - Suburban respondents
constituted almost 33 per cent of the Bookkeeping II respondents.

B. Approximately 28 per cent of the New York City respondents and
28 per cent of the Rural respondents had worked as bookkeepers.
Nearly 43 per cent of the Large City respondents, and about 37
per cent of the Small City-Suburban respondents, had held jobs as

bookkeepers.

C. About 21 per cent of the New York City respondents and of the
Small. City-Suburban respondents had worked as bookkeepers for one

year or more. Over 29 per cent of the Large City respondents had
worked as bookkeepers for one year or more, and about 15 per cent
of the Rural respondents had worked as bookkeepers for one

year or more.
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D. About nine per cent of the New York City respondents and of the

Small City-Suburban respondents had worked as tart-time bookkeepers.

More than 16 per cent of the Large City respondents had worked as

part-time bookkeepers. Only three per cent of the Rural respondents

had worked as part-time bookkeepers. About 25 per cent of the

New York City respondents and of the Rural respondents had worked

as full-time bookkeepers. Over 31 per cent of Large City respondents

and of the Small City-Suburban respondents bad worked as full -

time bookkeepers.

E. A higher per cent of respondents from New York City schools.,

Large City schools, and Small City-Suburban schools had worked

as bookkeepers in service businesses than in any other type of

business. More Rural respondents had worked as bookkeepers in

merchandising fastnesses than in any other type of business. Fewer

of the large City and Small City-Suburban respondents had worked

as bookkeepers in manufacturing businesses than in any other

type of business. Fewer of the New York City respondents had

worked as bookkeepers in merchandising businesses than in any

other type of business.

Work as Bookkeepers and Use Opportunity

Charact.tristica of the bookkeeping work experience of respondents related

to "use opportunity" are presented in Tables 4 A and 4B. Table 4A shows

the work experience for all respondents, and Table 4B shows the responses

of "Bookkeeping I" and "Bookkeeping II" students.

In interpreting the data of those tables, the following definitions

and limitations should be noted:

A. "Use opportunity" is a phrase used throughout this study and

report to indicate the period of time during which respondents

could have made significant use of the skills and knowledge

acquired in their high school bookkeeping courses. It is the

approximate time, expressed in full years, from June of the year

of last attendance at high school to the date of completing the

questionnaire (April-May, 1966). In this section of the report,

else opportunity time is a base with which to compare actual time

spent in bookkeeping work.

B. The group of respondents with two years of use opportuhity (last

attended high school in 1963-64) is so small that the data and the

rates per cent used to represent those data should be considered

as imprecise measures of the group's activities. Furthermore,

that group had not actually had a full two years of use opportunity

at the time they completed the questionnaire.
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Some of the more significant data from the tables are as follows:

Concerning ALL Respondents: (Table 4A)

A. At the time the study was conducted, nearly 39 per cent of the

respondents had had five years of use opportunity (last attended

high school during the 1960-61 school year), and nearly 46 .ex

cent of the respondents had had four years of use opportunity

(last attended high school during 1961-62 school year). Thus,

nearly 85 per cent of the respondents had had four or more years

of use opportunity. Only slightly more than one per cent of

respondents had had less than three years of use opportunity.

B. About 42 per cent of respondents with four or more years of use

opportunity, and about 38 per cent of respondents with three years

of use opportunity, had worked as bookkeepers. Thirty per cent

of respondents who had had less than three years of use opportunity

had worked as bookkeepers.

C. Nearly 20 per cent of respondents with four or more years of use

opportunity had worked as bookkeepers for two years or more, and

nearly 27% of respondents with four or more years of use opportunity

had worked for one year or more. About 24 per cent of those

with three years of use opportunity had worked as bookkeepers for

a year or more. Twenty per cent of the group classed as having

two years of use opportunity had worked as bookkeepers for a

year or more but, as previously noted, the group was small and the

actual use opportunity for most respondents was probably somewhat

less than a full two years.

D. About 12 per cent of respondents with four or more years of use

opportunity had worked in part-time bookkeeping jobs and about

35 per cent had worked in full-time bookkeeping jobs. The rates

per cent of part-time and full-time bookkeeping employment in the

three-year use opportunity group were lower, as were the rates

for the small group of two-year use opportunity respondents.

E. Work as bookkeepers in service businesses predominated over work

in other types of businesses for all use opportunity groups. Work

in manufacturing businesses was least common for all groups.

Concerning "Bookkeeping I" students: (Table 4B)

A. About 45 per cent of the respondents had been out of high school

for five years, and over 43 per cent had been out of high school

for four but fewer than five years. Thus, over 88 per cent of the

Bookkeeping I respondents had four or more years of use opportunity.

About two per cent of respondents had less than three years of use

opportunity.
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B. About 33 per cent of the respondents with five years of use
opportunity had worked as bookkeepers; almost 27 per cent of the
respondents with use opportunity of four years had worked as
bookkeepers; nearly 31 per cent of the respondents with three years
of use opportunity had worked ac bookkeepers; and about eight per
cent of the respondents with less than three years of use
opportunity had worked as bookkeepers.

C. Nearly 20 per cent of the respondents with five years of use
opportunity had worked as bookkeepers for one year or more;
over 14 per cent of the respondents with four years of use oppor-
tunity had worked as bookkeepers for one year or more; almost 18
per cent of the respondents with use opportunity of three years
had worked as bookkeepers for one year or more; and none of the
resoondents with less thhn three years of use opportunity had
worked as bookkeepers for one year or more.

D. Less than 10 per cent of respondents in any one use opportunity
category had held part-time bookkeeping jobs. On the other hand,
almost 28 per cent of the respondents with five years of use
opportunity had worked as full-time bookkeepers; over 20 per
cent of the respondents with use opportunity of four years had
worked as full-time bookkeepers; over 24 per cent of the
respondents with three years of use opportunity had worked as
full-time bookkeepers; but none of the respondents with less than
three years of use opportunity had worked as a full-time bookkeeper.

E. Employment in service businesses generally exceeded employment in
any other kind of business for all use opportunity groups, and
employment in manufacturing was least common for all use
opportunity groups.

Concerning "Bookkeeping II" students: (Table 4B)

A. Nearly 33 per cent of the respondents had been out of high school
for five years, and almost 504,er cent had been out of high school
for four but fewer than five years. Thus, nearly 83 per cent of
the respondents had use opportunity of four years or more. About
two per cent had use opportunity or less than three years.

B. Almost 35 per cent of the respondents with five years of use
opportunity had worked as bookkeepers, and over 53 per cent of
the respondents with use opportunity of four years had worked as

bookkeepers. Thus, approximately 35 per cent of the respondents
with four or more years of use opportunity had worked as bookkeepers.
About 27 per cent of the respondents with three years of use
opportunity had worked as bookkeepers, and about 40 per cent of the

respondents with less than three years of use opportunity.
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C. Approximately 25 per cent of the respondents with five years of
use opportunity had worked as bookkeepers for one year or more
and nearly 23 per cent of the respondents with use opportunity of
four years had worked m bookkeepers for one year or more. About
18 per cent of the respondents with three years of use opportunity
had worked as bookkeepers for one year or more, and 20 per cent
of the respondents with less than three years of use opportunity
had worked as bookkeepers.

D. Relatively few respondents in each use opportunity category had
held part-ttme bookkeeping jobs; the range was from nine to 12.5
per cent. In contrast, more than 30 per cent of respondents with
five years of use opportunity had worked as full-time bookkeepers;
nearly 28 per cent of four year, 21 per cent of three year, and
k0 per cent of respondents with less than three years of use
opportunity had held full-time bookkeeping jobs.

E. Employment in service businesses exceeded employment in any other
kind of business for all use opportunity groups. -Aplayment in
manufacturing vas least common for the four and five year use
opportunity groups, and relati-ely uncommon for the groups with
three years' or leer use opportunity.

Itel3Ejlookkftmwsimilish School Graduation

Characteristics of the work experience of respondents when grouped

according to graduation or non-graduation are pro Ited in Table 5. The

following comments apply to the interpretation of that table:

A. Any respondent who received a high school dipl or a high
school equivalency diploma was classified as a graduate. Arc,

other respondent was a non-graduate.

B. The number 'respondents in the non-graduate category is so small
that the rates per cent ured to represent them must be viewed as
imprecise measurements.

Some of the more significant data shown in Table 5 are the following:

A. Nearly 98 per cent of all respondents were high school graduates;
almost 97 per cent of the "Bookkeeping I" respondents and about
98 per cent of the "Bookkeeping II" respondents were high school
graduates.

B. More than 41 per cent of all graduates had worked as bookkeepers
and nearly 24 per cent of all non- graduates had worked as bookkeepers.
About 30 per cent of the "Bookkeeping graduates and over 14 per
cent of the "Bookkeeping I" non-graddatiss had worked as bookkeepers.
Over 34 -lr cent of the "Bookkeeping TX" graduates and nearly 17
per cent of the "Bookkeeping II" non-graduates had worked as'
bookkeepers.
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C. Nearly 27 per cent of all graduates and about 15 per cent of all
non-graduates had worked as bookkeepers for one year or more.
Over 17 per cent of the "Bookkeeping I" graduates and about five
per cent of the "Bookkeeping I" non-graduates had worked as book-

keepers for nne year or more. Nearly 17 per cent of the "Book-
keeping II" graduates and over eight per cent of the "Bookkeeping
II" non-graduates had worked as bookkeepers for one year or more.

D. About 12 per cent of all graduates and nearly nine per cent of
all non-graduates had worked as part-time bookkeepers. Over nine

per cent of the "Bookkeeping I" graduates and nearly 10 per cent
of the "Bookkeeping I" non-graduates had worked as part-time book-

keepers. Nearly 10 per cent of the "Bookkeeping II" graduates
and about 17 per cent of the "Bookkeeping II" non-graduates had
worked as part-time bookkeepers. Approximately 35 per cent of all
graduates and 15 per cent of all non-graduates had worked as
full-time bookkeepers. Over 24 per cent of the "Bookkeeping I"
graduates and nearly five per cent of the "Bookkeeping I"
non-graduates had worked as full-time bookkeepers. Over 28 per

cent of the "Bookkeeping II" graduates but none of the "Bookkeeping

II" non-graduates had worked as full-time bookkeepers.

E. More graduates, including the whole group and the sub-groups,
had worked as bookkeepers in service businesses than in any
other type of business. For the whole group of non-graduates
and the "Bookkeeping I" non-graduates, more respondents had worked
as bookkeepers in Manufacturing businesses than in any other type

of business. Fewer graduates, including the who) group and the
sub - groups, had worked as bookkeepers in manufacturing businesses
than in any other type of business. Fewer non-graduates had worked
as bookkeepers in service businesses than in any other type of

business. (The number of non-graduates who worked as bookkeepers is
so nearly evenly divided between the various types of businesses

that ranking the types of businesses may have little meaning.)

Work as Bookkeepers and Sex of Respondents

Characteristics of the work experience of respondents, analyzed for

sub-groups of male and female respondents, are shown in Table 6, p. 37.

Some of the more significant data from that table are the following:

A. About 22 per cent of all respondents, 17 per cent of the
"Bookkeeping I" respondents, and lli per cent of "Bookkeeping II"
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respondents were male. Female respondents, constituted 78 per

cent of all respondents, 83 per cent of the "Bookkeeping I"

respondents, and 86 per cent of the "Bookkeeping II" respondents.

B. About 37 per cent of all male respondents, 13 per cent of the

"Bookkeeping I" male respondents, and 20 per cent of the
"Bookkeeping II" male respondents had worked as bookkeepers.
Approximately 42 per cent of all female respondents, 33 per cent
of the "Bookkeeping I" female respondents, and 36 per cent of

the "Bookkeeping II" female respondents had worked as bookkeepers.

C. Nearly 20 per cent of all male respondents, seven per cent of the

"Bookkeeping I" male respondents, and nine per cent of the
"Bookkeeping II" male respondents had worked as bookkeepers for

one year or more. About 28 per cent of all female respondents,

19 per cent of the "Bookkeeping I" female respondents, and

25 per cent of the "Bookkeeping II" female respondents had

worked as bookkeepers for one year or more.

D. Approximately 13 per cent of all male respondents, five per cent

of the "Bookkeeping I" male respondents, and five per cent of the

"Bookkeeping II" male respondents had worked as part-time book-

keepers. Nearly 12 per cent of all female respondents, 10 per
cent of the "Bookkeeping I" female respondents, and 11 per cent

of the " Bookkeeping II" female respondents had worked as part-time

bookkeepers. Almost 30 per cent of all male respondents, 11

per cent of the "Bookkeeping I" male respondents, and 15 per cent

of the "Bookkeeping II" male respondents had worked as full-time

bookkeepers. Nearly 36 per cent of all female respondents, 26

per cent of the !Bookkeeping I" female respondents, and 30 per

cent of the "Bookkeeping II" female respondents had worked as

full -time bookkeepers.

E. More male and more female respondents, regardless of amount of

bookkeeping education, had worked as bookkeepers in service businesses

than in any other type of business. Fewer male and fewer female

respondents, regardless of amount of bookkeeping education, had

worked as bookkeepers in manufacturing businesses than in any

other type of business;

Office-Store Uses of in

Of the 2,064 respondents in this study, 470 or 22.8 per cent reported

that they had worked as a bookkeeper in a store or office and had also held

a non-bookkeeping office-store job which involved the use of bookkeeping skills

and knowledges. An additional 497 respondents, or 24.1 per cent of all
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respondents,had never held a bookkeeping job but had worked in a non-

bookkeeping office-store position involving the use of bookkeeping skills

and knowledges. Thus, 967 or 46.9 per cent of all respondents had held a

non-bookkeeping office-store position involving the use of bookkeeping

skills aid knowledges.

Of the 631 Bookkeeping I respondents, 114 or about 18 per cent had both

worked as bookkeepers and held non-bookkeeping office-store jobs using

bookkeeping. Of 564 Bookkeeping II respondents, 100 or about 18 per cent

had both worked as bookkeepers and held non-bookkeeping jobs using bookkeeping.

Analysis of the data pertaining to all respondents who had held non-

bookkeeping office-store jobs which involved the use of bookkeeping was

not undertikag;however, selected characteristics of the pure groups of

"Bookkeeping I Students and "Bookkeeping II Students" who had not worked

as bookkeepersbut who had worked in non-bookkeeping office-store positions

involving bookkeeping are presented in Table 7, p.40. As shown in that

table:

A. Over 23 per cent of the combined Bookkeeping I and Bookkeeping II
respondents who have never worked as bookkeepers had used their
bookkeeping skills and knowledges in non-bookkeeping occupations.
This figure included nearly 22 per cent of Bookkeeping I respondents
and nearly 25 per cent of Bookkeeping II respondents.

B. Of the sub-group of Bookkeeping I respondents, about 15 per cent
had attended New York City schools, about 17 per cent had attended
Large City schools, about 55 per cent had attended Small City-
Suburban schools, and about 12 per cent had attended Rural schools.
Of Bookkeeping II respondents, almost 50 per cent had attended
New York City schools, almost 21 per cent Large City schools,
25 per cola Small City- Suburban schools, and five per cent Rural
schools.

C. Figures for the groups with four years of use opportunity were
highest for both Bookkeeping I and Bookkeeping II respondents.
Over 48 per cent of Bookkeeping I respondents and over 53 per cent
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of Bookkeeping II respondents with four years of use opportunity

had used their bookkeeping skills in non-bLxkeeping occupations.

Almost 40 per cent of Bookkeeping I respondents and almost 29

per cent of Bookkeeping II respondents had had five years of use

opportunity. Almost nine per cent of Bookkeeping I respondents

and 15 per cent of Bookkeeping II respondents had had three years

of use opportunity. Just under three per cent each of Bookkeeping

I and Bookkeeping II respondents who had used their bookkeeping

skills in non-bookkeeping occupations had had less than three

years of use opportunity.

D. Of the Bookkeeping I resp_Jdents, about 11 per cent were male and

about 89 per cent were female. Of Bookkeeping II students, about

14 per cent were male and 85 per cent were female. Of the

combined Bookkeeping I and Bookkeeping II groups, about 13 per

cent were male, and 8.7 per cent were female.

Section B

WITH WHAT FREQUENCY HAD FORMER BOOKKEEPING STUDENTS USED SPECIFIC BOOKKEEPING

SKILLS AND KNOILEDGES FOR BUSINESS PURPOSES?

One of the major goals of this study was the determination of the

frequency with which former bookkeeping students had used certain

bookkeeping skills and knowledges in post-high school business activities.

On three pages of a four-page questionntlre, respondents were asked to

indicate the frequency of their "Office-Store Use" of 178 specific items

by checking columns to indicate "frequently," "occasionally," "never," or

"no answer." The definition and limits of those terms were subject to

interpretation by the individual respondents.

Data obtained from responses to that portion of the questionnaire are

presented in Tables 8 through 185 of this report. Each table presents

response data to a single questionnaire item for the major groups of

"Bookkeeping I Students," "Bookkeeping II Students," and "All Respondents."
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Complete sub-group tabulations are presented for the four classes of schools

and for respondents who had held bookkeeping jobs. Sub-group tabulations

are also presented for Bookkeeping I and Bookkeeping II respondents who

had held non-bookkeeping office or store Jobs in which they had used

bookkeeping skills and knowledges; data of that kind for all respondents

were not considered important enough to warrant a special print-out.

Consideration was given to reporting data for sub - groups based on

"use opportunity." A random selection of twenty items was made and their

frequency rates were computed. Inspection of those data showed no apparent

relationship between frequency of use and use opportunity, so they were

not included in the tables.

To simplify presentation of the data, the number of "tspondents in each

of the main groups and sub-groups is indicated in each table; otherwise,

data are reported as rates per cent of the base group. This method of

reporting was deemed to be sufficiently accurate and informative for the

purposes of this report. It should be noted that the number of respondents

in several of the sub-groups is small; undue importance, therefore, should

not be attached to small differences in rates per cent.

Within each table, the "frequently" and "occasionally" responses are

reported separately; they are also summed and reported as "frequently and

occasionally combined." The combined figure is deemed to be more significant

than either component figure in that it probably represents a relatively

sharp distinction from the "never" response, but the distinction betteen

"frequently" and "occasionally" may be less certain.

In preparing this report it was assumed that the syllabus revision

committee would study and discuss these tables at great length; detailed

analysis or summary of these data, therefore, was not undertaken. A
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partial summary of certain of these data is presented, however, at the end

of this section in six tables--Tables 186 through 191. Those six tables

show the rank of the items when arranged in descending order according to

the number of respondents of a group who used the item frequently or

occasionally, combined.

In interpreting all of the tables of this section, it is suggested that

particular attention be given to frequency of use reported by those who

have held bookkeeping jobs, and those who have held non-bookkeeping

jobs in which they used bookkeeping skills and knowledges. It seems that

responses from those groups,should give the most accurate picture of the

comparative frequency with which the items had been used vocationally.
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TABLE 3.86: SUMMARY OF OFFICE-STORE USE, ITEM 35.212; ALL RESPONDER'S
(Items Ranked According to Number Using Item Frequently or Occasionally)

Per Cent of
Respondents

Item Using
No. Frev-Occ.

194 58.4
50 52.6
54 50.3

56 14.8
52 44.7
48 41.7
53 41,6
58 41.2
59 41.1
51 39.4
55 39.2
63 38.9
67 37.4
46 37.4

47
37

336.6.5

5

84 36.4
132 34.4

35 34.0
197 33.9

45 32.5
49 32.4

196 32.3
60 32.1
36 31.6
62 31.2

195 30.1
64 29.2
102 29.1
42 28.9
85 28.1

148 27.7

93 27.7
87 27.5

154 27.3
161 27.0
107 26.8
109 26.3
108 25.8
110 25.6
193 25.4

4o 25.3
43 25.2

115 25.0
82 24,2

Item
No.

Per Cent of
Respondents
Using

162 24,1
134 23.3
153. 23.3
105 23,2.
192 22.7
118 22.6
147 22.5
201 22.1
61 22.1

137 22.1
104 22.0

95 21.9
90 21.5
69 21.4

127 21.3
150 21.2
117 20.9

76 20.7
158 20.6
77 20.4

136 20.3
68 20.2

163 20.0
78 20,0
83 19.9

128 19.7
116 19.6
157 19.5

86 3.9.4
106 19.1

17 19.0
3.64 19.0
172 18.8
133 18,7

57 18.7
38 18.4

111 18.3
152 18.3
1.73 18.0
96 18,0
66 17.6

113 17.5
88 17.4

121 17.4

Item
No.

39
167
124
123

71
170
140
198
122

72
73

130
94
65
92
79

153
135

91
169

103
112

80
165
126

44
155
13,9
200
202
23.0
120
3.39
156
13.4
166
174
142
178
146
149
208
212

74

Per Cent of
Respondents
Using
Freq.-00c.

17.3

17.2
17.2
17.2
17.1
16.9
16.7
16.7
16.6
16.4
3.6,2

16.2
16.1
16,0
15.8
1,5.7
15.4
15.4
15.3
15.2
15.0
14.7
14.5
14.5
14.4
14.4
14.4
1,4.3
14.3
14.1
14.1
14.0
13.8
13.6
13.5
13.5

13.5
13.4
13.4
13.3
13.2
1.3.2

13.1
12.9
12.8

Per Cent of
Respondents

Its Using

75 12.6
70 1.2.5

168 3.2.5
199 12.2
179 12.2
175 12.3.
125 12.0
173. 11,9
3.60 11.9
181 11.9
141 31.8
203 11.7
209 31.6
204 11,3
89 11.2

180 31.3.itt 11.0
10.9

205 10.8
207 10.6
1,83 10.6
131 10.4
186 10.3
129 10.o
206 9.7

97 9.7
189 9.6
177 9.1
187 8.9
3.85 8.9

8.8
8.4

1.59 7.4
211 7.3
3.44 6.7
188 6.3

99 6.3
98 6.1

101 6.0
182 5.8
190 5.3
3.00 5.1
3.93. 4.3
145 4.1
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TABLE 187: SUMMARY OF OFFICE-STORE USE (WORKED AS A BOOKKEEPER),
ITEMS 35.212; ALL RESPONDENTS

(Items Ranked According to Number Using Item Frequently or Occasionally)

Per Cent of

Respondents
Item Using
No. Freq.-Occ.

194

50
54

55

53
52
84
48
46
58

102
47
56

132

37
148

51
59
67

107
109
161
63
154
108
85

110
193
36

93
196
6o
87

162
115

35
49
105
45

151
147
197
4o

195
1014

83.9
75.9
73.1
69.7
69.4
67.0
66.5
64.0
63.8
61.7
61.4
60.1

59.7
57.6

57.2
57.2
57.1
56.8
56.3
56.1
56.o

55.8
55.2
54.8
54.7
54.3
54.3
53.5
52.5
52.5

52.1
5o.6

50.3
50.2

49.5
49.1
49.1
49.1
48.8
48.7
48.5
47,9

47.1
46.8
46.5

Item
No

134
42
43
118
137
62

1 192

90
95

158
77

15o
76

82
64

136
127
163
117
78

201
157
111
83

128
106
152
69
167
176
86
61
96

172
121
124
116
71

123
57

113
170
140
169

Per Cent of

Respondents
Using
FreQ. -Occ.

45.8
45.7
45.o
44.8
44.6
44.4
44,1
43.8
43.8
43.8
43.7
43.6
43.3
43.3
43.0
42.9
42.6
42.5
42.4
42.3
41.9
40.5

39.8
39.6

19.5
39.3
38.9
37.9
37.9
37.7
37.1
36.9
36.0

35.9
35.8
35.8
35.7
35.3
35.2
34.9

34.9
34.5
34.3
33,9

Item
o.

133

122
198
79
94
73
72 -1

153
66

91
135
103
173
130
143
164

88
112
155
38

126
166
200
80

165
68

X20
142
119
149
139
3.78
65

168
156
114

39
74
75

174
179
125
70

173.

Per Cent of

Respondents
Using
ragaloc.

33.8
33.6
33.6
33.5
33.3
33.3
33.2
33.0
32.9
32.6
32.5
32,5

32.3
32,3

32.0
32.0
32.o

31.9
31.6
31.2
31.1
30.3

30.3
30.3
29.9
29.9
29.7
29.6
29.2
28.9
28.0
27.9
27.8
27.7

27.7
27.2
26.9
26.7
26.4
26,4
25.9
25.6
25,3
25,2

25.0

Item
No.

146
175
180
141

199
160
203
212
181
44

210
138

208
202
89

3.29
97

184
3.89
186
183
177

r1°9

205
206
81

187
207
185
131
41

159
211
144

99
101

3.88
98

182
190
100
191
145

Per Cent of

Respondents
Using

24.9
24.6
24.6
24,4
23.7
23.6
23.3
23.3
23.2

23.1
22.9
2297
22.4
23..8
2.3
21.2
21.2
20.5
19.9
19.4
19.2
19.1
18.8
18.8
3.8.0
17.7
17.2
17.1
17.1
16.8
1.6.7
16,0
14.5

13.3
12,8
12.3
12.3
12.1
11.7
10.4
10.1

9.4
9.1
7.7
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TABLE 188: SUMMARY OF OFFICE-STORE USE, IMO 35-212; BOOKKEEPING I STUDENTS

(Items Ranked According to Number Using Item Frequently or Occasionally)

Item
No.

50
3.94

514

52
51

56
59

197
58
67
48
53
46
49
45
63
84
35
55
37
47
60

132
196
62
42

195
36
93
87
85

102
64

148
40

107
109
108
154
153.

68
u8
110
61

115

Per Cent of
Respondents
Using
Freq.-Occ.

Item
No.

146.0 192
44.7 82
43..2 137
36.3 105
35.7 161
314.7 43
33.3 3.64
33.0 193
31.5 327
31.5 90
30.6 106
30.3 3.3.6
30.1 57
29.8 83
29.0 117
28.7 172
27.1 3.014

26.9 1147
26.6 150
26.0 86
25.7 95
24.2 136
24.2 173
22.8 11.3
22.3 1314
21.6 162
21.4 76
20.8 176
20.8 88
20.1 201
19.2 77
19.2 96
19.0 133
19.0 66
18.7 323.
17.9 39
17.3 38
17.0 158
16.6 78
16.5 122
15.8 128
15.7 130
15.7 163
15.5 69
15.4

Per Cent of
Respondents
Using
Freq. -Occ.

15.2
15.2
15.1
14,7
14.7
3.4.6
3.4.6
3.4.3
3.4.1
1.9
133.8
13.6

33.
1
1.2

5

13.0
3.3.0
32.8
12.8
12.7
12.5
3.2.4
32.4
12.2
12.0
12,0
12.0
11.9
11.9
u.8
11.7
u.6
11.6
13..6
11,3
11.3
3.0.9
10.8
10.8
10.6
10.6
10.6
10.6
10.6
10.5

Per Cent of
Respondents

Item Using
Pre"CseNo.

111 10.5
152 10.3.
157 10.1
123 10.0
140 3.0,0
198 9.5

44 9.0
65 9.0
73 9.0
89 8.9

153 8.9
210 8,9

79 8.
80 8.77

3,99 8.7
72 8.6
92 8.6

3214 8.6
135 8.4

914 8.2
13.4 8.2
3.39 8.2
174 8.2
202 8.2
212 8.2

8.3.
93. 8.1

3.42 7.9
167 7.9
3.143 7.8
170 7.6
103 7.4
146 7.4
165 7.14
126 7.$
138 7.3
120 7.1
204 7.1
205 7.1
112 7.0
3.33. 7.0
208 7.0
75 6.8

119 6.8
3.56 6.7

Per Cent of
Respondents

Item Using
N o. rreq.-Oco.

169
200
203

70
3.71
178
209
1.41
166

714

1314z

3.83
43.

175
125
3,86
3.80
187
lea
206
1149
168
179
160
207
129
211
189
3.77

97
81

185
99
98

101
159
144
182
100
188
3.90
3.45
193.

6.7
6.7
6.7
6,5
6.5
6.5
6.5
6,3
6.3
6.2
6.2
6.0
5.9
5.7
5.7
5,5
5.5
5.5
5.4
5.

5 4
5.2
5.2
5.2
5.1
5.1
5.0
4.8
4.6
14.3
14.1
3.8
3.8
3.5
3.3
3.3
3.2
2.1
2.1
3.9
1.9
1.9
1.1

.8
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TABLE 189: SUMMARY. OF OFFICE-STORE USE (WORKED AS A BOOKKgEPER)-

ITEMS 35-212; BOOKKEEPING I STUDENTS
(Items Raked According to Number Using Ites Frequently or Occasion& Ili)

Per Cent of
Respondents

Itom Using
No. its* -Occ

50 111. 0

194 76.9
54 70.9
84 65.4
46 64.5
52 62.9
53 61.8
55 61.3
48 59.1

51 4
59 54.

3.148 54.3

47 54.3
102 53.8

59 53.2
197 52.2
109 52.2

56 52.2

45 51.6
132 51.6
67 51.1

107 50.0
37 49.5

108 48.9

93 48,4
196 47.3
49 47.3
36 46.8

15]. 46.8

35 46.8
85 46.2
60 45.7

87 45.2
110 44.b
154 44.6
42 43.0
63 43.0
4o 41.9
193 41.4
105 41.4
161 41.4
1% 40.9
195 40.9
118 40.3
106 3(1.7

Per Cent of
Respondents

Item Using
No. Imo.Occ.

115
90

137
147
150
104
76

127
82
8
62

161172
172
43

77
136

5
1934

158
86

113
164
176

96
111
64
61

57
78
201
116
163
173
152
157
121
122
1140

3.30

123
88
128
133

38.7
38.2
38.2
37,1
36.0
36.0
34.9

34.9
34.9
34.4
34.4
33.9
33.9
33.9
33.9
33.3
33.3
32.8
32,8
32.3
31.7
31.7
31.7
31.3
31.2
31.2
31.2
30,6

30.1
30.1
29.0
28.5
28.5
28.5

28.o
27.9

27.4
26.3
26.3
25.8
25.8
25.8
25.3
25.3

Per Cent of

Respondents
Item Using

a2g7919.L...

Per Cent of
Respondents

Iten:fting

66 25.3 203

73 25.3 175
68 25,3 125

153 24.7
65
44

79 24.7
38 24.7 33,9

167 24.2 180
69 24.2 168

103 23.7 212

80 23.7 149
142 22.6 181

174 22,6 179
91 22.6 205

135 22,6 70
92 22.6 208
94 22.6 3.89

198 22.6
22.671

72
124

129
131

22.6 160
22.6 97

89 22.0 202

114 22.0 209

169 21.0 187
112 21.0 206

139 21.0
3.83120 21.0

3.113 20.4 41
138 20.4 81
146 10.9 186

75 19.9 3.77
1,., 19.9 101

rf. 19.9 207

156 19.4 99
204 18.8 211
166 18.8 98

165 18.8 159

155 18.8 185
178 18.3 3.82

74 17.7 188
171 17.7 144

141 17.7 90
210 17.7 145

39 17.2 100
200 17.2 191

126 17.2

17.2
7.7.2

16.7
16.7
16.7
16.1
16.1
15,6
15,6
15.6

2°°.0
14.0
13.

13:4
13,4
13:4
12.9
12.9
12.4
11.8
u:8
11.8
11.3
11.3
11.3
10.8
3.0.8

10.8
10.2

9.7
9.1
8.6
8.6
8.1
7.0
7.0
5.4

5.4
5.4
4.3
3.2
3.2
2.7
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TABLE 1.90: SUMMARY OF OFFICE -STORE USE, ITEMS 35-212; BOOKKEEPING II STUDENTS
(Items Ranked According to Number Using Item Frequently or Occasionally)

Per Cent of
Respondents

Item Using
No. Fi...le ..2.....0....cc.

194 54,8
54 45,4

50 44.7
56 40.4
52 39,6
48 39,6

58 37.5
59 37.2
53 37.0
63 35.3
55 34,6
37 34,2
47 33.1
84 32.1
53. 31.1

35 29.9
116 29.5
196 29.4
132 29.3
6o 28.2
62 28.0
195 26.8
67 26.6

197 26,4
36 25.9
49 25.0
42 24,5
64 24,3
45 24,2

161 23.6
43 23.5

102 23.0
154 22.3
85 21.3

87 21.1
110 20.7
107 20.6
93 20,4
40 20.2
201 20.2
109 20.1
115 20.0
148 20.0
108 19.7
162 18.6

Item
No.

Per Cent of
Respondents
Using
Frs!-Occ.

82 18.5
193 18.4
192 18.1
134 18.3.

150 17.7
63. 17,7
105 17.5
118 17.0
38 17.0

153. 16.8
127 16.7
3.04 16.6
69 16.5

106 16.3
147 16.3
176 15.8
128 15.6

137 15.6
90 15.6

95 15,4
39 15.2
76 15.1
86 3.4,9

77 3.4,9

133 3.167

83 3.4,7

78 3.4,5

158 14,5

157 14.4
163 14.2
117 14.2
173 13.7
57 13.7
68 13.7

133 13.6
136 13.5
123. 13.3
198 13.1
170 13.1
152 12.8
123 12.8
65 12.7
88 12.6
u6 12.6

Per Cent of
Respondents

Item Using
No. Freq.-Occ,

202 12.6
11.1. 12.5

96 12.3
164 12.2
1214. 12.2
167 12.1
140 1.1.9

172 11.9
122 3.1.9

79 11.8
155 11.7
71 .3.3..7

130 11.7
200 11.5
208 11.5
66 11.3

135 11.2
91 11.1

92 11.0
210 11.0
144 11.0

103 11.0
126 11.0
146 10.8
169 10.6
156 10.5
209 10.5
80 10.5
72 10.3

73 10.3
212 10.3
114 10.0
3.74 9.9
3.43 9.9
165 9.9
94 9.8

153 9.6
74 9.6

160 9.2
199 9.2
112 9.0
207 9.0
205 8.9
206 8.9
175 8.7

I

Per Cent of
Respondents

Itei Using
No. Fre9,.-Occ,

120 8.5
119 8.3
204 8.2
168

139

141
149

125
166

203

179

75

70 7.1

8.2
8.1
8.0

178 8.0

7.8

7,4

7.8

7.6

7,4
129 7.3

7.1

89 7,o
183 6.9
3.42 6.9
3.84 6.7
183. 6.7
173. 6.7
180 6.6

131 6,4
186 6.0
211 5.5
189 5.5
138 5.5

159 5.5
185 5.5
177 5.3

ea. 5.2

97 4,8
187 4,8
43. 4,8

1414 4,3
100 3.9
101 3.7
182 3.4
3.93. 3.4
99 3.3
98 3.2

190 3.0
188 2.7
145 2.1
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TABLE 191: SUWARY OF OFFICE-STuRE USE (WORKED AS A BOOKKEEPER),

ITEMS 35-212; BOOKKEEPING II STUDENTS
(Items Ranked According to Number Using Item Frequently or Occasionally)

Item
No.

=111111/11111101110

Per Cent of

Respondents
Using

2119a.:2221._

194 83.2

54 71.2

55 70.7
50 70.1

53 68.6
52 66.5
48 66.o
84 64.9
85 64.9
58 62.8
47 60.7
46 58.1

102 57.1
161 55.5

37 54.5
63 54.5

132 54.5

56 53.4
107 53.4

154
53.4

110 52.9
51 5203

59 51.3
108 50.1
io9 50.1
148 49.7
115 48.2
6o 47.1
193 45.5
36 45.o
67 45.o
35 44.5

147 44.5
162 44.5
196 44.5
4o 44.0

151 44.o

195 44.0
93 43c^
43 43.5
87 43.5

15o 43.5
49 42.9

105 42.9
201 42.4

001.001WIP 0.6 . 414.1.0 O., ow. es

Per Cent of

Respondents
Item Using
No. Fles.-Occ.

Item
No.

197 41.8 69
42 40.8 140
62 40.8 172

118 40.8
127 4(48
104 39.3
106 39.3
134 39.3 130
192 39.3 91
45 38.7 92
64 37.7 133

128 37.7 135

137 37.2 169

176 37.2 38
78 36.6 73
82 36.6 153

117 36.6 116
163 36.6 156
90 36.1 39
77 36.1 80

157 36.1
158 36.1

76 35.6
121 35.1
136 35.1
83 34.6

33.5
167 33.5

95 33.0
198 32.5
113 31.9
152 31.4
61 31.0

79 31.0

155 31.0
170 30.9
86 30.4

122 30.4 210
200 30.3 202
123 30.1 175
124 30.1 L99

103 29.8 175

126 29.8 139

173 29.8 68

57
88
71
96

143
174
66

112
165
65
164
72

212
74

911.

168
208
114
1146

120
166

119

QOM ....111111Pelo.......

Per Cent of
Respondents
Using
Freq.-Occ.

/ve~~1.../01./.610
Per Cent of

Respondents
Item Using
No.

29.3 129 19.4
29.3 149 19.4
29.3 160 19.4

28c8 178 19.4

28.8 180 19.4

28.3 125 18.8

28.3 206 18.8

28.3 44 18.3

27.7 141 18.3

27.7 179 18.3
27.7 203 18.3

27.7 204 18.3

27.7 209 18.3
26.7 142 17.8
26.2 171 17.8
26.2 89 16.8
26.1 207 16.8
25.7 70 16.2

25.1 181 15.7
25.1 205 15,7
25.1 184 14.7
25.1 138 14.1

24.6 183 14.1

24.6 159 13.1

24.6 81 12.0
24.6 177 12.0
24.1 186 12.0

24.o 189 12.0

23.0 185 11.5

22.5 211 11.5

22.5 97 11.0
22.5 187 34.4

22.5 41 8.9
22.0 131 8.9

22.0 191 8.4

21.5 144 7.9
21.5 100 7.3
21.0 101 7.3
20.9 190 6.8
20.4 182 6.3

20.4 98 5.8
20.4 99 5.8
20.0 188 5.2
19.4 145 3.7
19.4
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Summary

In planning and conducting this study, it was assumed that the syllabus

revision committee would be particularly interested in information about

the uses that former bookkeeping students had made of their bookkeeping

skills and knowledges in business activities. For that reason, many of

the data that were gathered in this study are concerned with the kind and

amount of bookkeeping work done by these students since leaving high school,

and, more particularly, the extent or frequency with which students had

actually used specific skills and know/edges of bookkeeping in office-

store work. These detailed data have been presented in the tables and

discussion of the foregoing chapter.

Many of the more significant of these data are summarized here as

descriptions of the work experience of three groups: "All Respondents;(

"Bookkeeping I Students"--those whose highest level of bookkeeping study

anywhere was Bookkeeping I; and "Bookkeeping II Students"--those whose

formal bookkeeping study included Bookkeeping I and terminated with

Bookkeeping II, with no post-high school bookkeeping education. Thane

latter two groups have been singled out as being of particular interest

to the syllabus committee because they are "pure" groups--their formal

study of bookkeeping was exclusively in syllabus-outlined high school

bookkeeping courses, uncontaminated by atypical high school Bookkeeping III

or post-high school bookkeeping education of any kind.

For each of these three groups, quantitative data describing the

group are given first, followed by data concerning the amount and kind of

bookkeeping work done by the group, and the frequency with which they had

used specific bookkeeping skills and knowledges.
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All Respondents

The All-Respondent group in this study considted of 2,064 persons Who

had studied syllabuseoutlined bookkeeping courses in 59 public schools

of New York State during the 1960-61 school year. Of that group, about

31 per cent had terminated their formal bookkeeping study with Bookkeeping

I, about 27 per cent had terminated their bookkeeping study with Book-

keeping II, and about 34 per cent had studied some bookkeeping or account-

ing at the post-high school level in addition to their high school

bookkeeping. Nearly 34 per cent had studied bookkeeping in New York City

schools, over 20 per cent had studied in Large Ctty schools, over 37 per

cent in Small City - Suburban schools, and over 8 per cent in Rural schools.

Seventy-eight per cent of the group were female, and 22 per cent were

male. Nearly 98 per centoof the group had been out of high school for four

or five years and had, therefore, four or more years of opportunity to Ilse

their bookkeeping skills and knowledgea.

Of this all-respondent group, approximately 41 per cent had worked in

jobs which they considered to be bookkeeping jobs as defined in the ques-

tionnaire. About 26 per cent of the whole group had worked as bookkeepers

for one year or more. Approximately 12 per cent had worked as part-time

bookkeepers; about 34 per cent had held full-time bookkeeping jobs.

Nearly 20 per cent had worked as bookkeepers in service businesses, the

most frequent employment category, and nine per cent bad worked in menu

facturing businesses, the least frequent category.

Concerning other ottice-store uses of bookkeeping, almost 23 per cent --

reported that they had worked as bookkeepers and had also used their book-

keeping skills in non-bookkeeping office-store jobs; about 24 per cent had

never worked as bookkeepers but had used their bookkeeping skills in
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non-bookkeeping office-store jobs. Thus, about 47 per cent of respondents

had used their bookkeeping in non-bookkeeping, office-store jobs.

Altogether, nearly 66 per cent of all respondents had used their

bookkeeping skills and knowledges in office-store work for some period

of time since leaving high school.

The type of school which the respondents had attended seemed to have

little or no bearing on their post-high school employment. For New York

City, Small City-Suburban, and Ithral school categories, the rates per cent

of employment as bookkeepers, the length of time soaked in bookkeeping, and

the nature of the job as part-time or full-time, were very similar. The

rates per cent of Large City students in these three factors were slightly

but consistently higher. Employment in service businesses was most commonly

reported by students of all school types.

Analysis of bookkeeping work experience in terms of its relationship to

"use opportunity"--years since leaving high school--must be approached with

considerable caution. The pattern of work experience of persons with

three, four, and five years of use opportunity appears to be quite consistent,

and group sizes were probably sufficiently large to provide reliable data.

The work experience of respondents with only.two years of use opportunity

seems generally consistent with the other groups, but the respondents were

so few that the significance of the data must be questioned.

Nearly 98 per cent of all respondents had graduated from high school,

so analysis of all respondents' uses of bookkeeping is essentially analysis

of those who had graduated from high school. The two per cent of non-gradu-

ates were too few to support valid conclusions concerning their bookkeeping

experience; however, the data indicate that proportionally fewer non-

graduates than graduates had worked as bookkeepers, and that they had
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worked for less time.

Analysis of the bookkeeping work experience of all respondents, grouped

according to sex, indicates that about 37 per cent of male respondents and

42 per cent of female respondents had worked as bookkeepers. Females

exceede6 males, also, in their rates per cent of work in part-time and

full-time bookkeeping.

Analysis of the frequency with which 178 specific bookkeeping skills

and knowledges had been used in Office-Store work indicated that the most

frequently used item, "adding machine-listing," had been used frequently or

occasionally by about 58 per cent of all respondents, and the least fre-

quently used item, "franchise tax return form," had been used by only four

percent of all respondents. These two items bad been used by about 84 per

cent and four per cent, respectively, of the sub -group of all respondents

Who had worked as bookkeepers. The least commonly used half of these 178

items had been used frequently or occasionally by less than 18 per cent of

all respondents, and by about 34 per cent or less of all respondents who

had worked as bookkeepers.

Seven items were among the ten most frequently used items for all

respondents and for all respondents who had bookkeeping experience. Those

items were: 194adding machine, listing; 50--receipts; 54purchase order

or purchase invoice; 52--sales invoice or sales order; 48--petty cash

vouchers; 53--credit or debit memorandum; 58--payroll envelopes or checks.

The ten least freqeuntly used items for the all respondents group were

the same as for the subgroup of all respondents who had worked as book-

keepers. Those items were: 145--franchise tax return form; 191--

computation of partnership profit or loss; 100-- entries involving bond

issues; 190--calculating rate of return on investment; 182- -using graphs
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to interpret financial statements; 101--entries involving goodwill;

98--entries involving issuance or sale of stock; 99-- entries recording

declaration or payment of dividends; 188determining current ratio;

144preparing corporation income tax return forms.

Perhaps most significant of all findings concerning frequency of use

was the evidence that many of the items which were not included in the

syllabus (nuestionnaire items 194-212) had been used frequently or

occasionally by a greater number of students than had manrof the other

items which were included in the syllabus.

Bookkeeping I Students

The "pure" Bookkeeping I group in this study consisted of 631 persons

who had studied syllabus-outlined bookkeeping courses in 59 public schools

of New York State during the school year 1960-61. Eighteen per cent of

these had studied in New York City schools, 19 per cent in Large City

schools, 51 per cent in Small City-Suburban schools, and 12 per cent in

Rural schools.

Eighty-three per cent of the group were female and 17 per cent were male.

Nearly 97 per cent of the group had graduated from high school or had

received equivalency diplomas. Eighty-eight per cent had been out of high

school for four or five years, and thus had had four or more years of

opportunity to use-their bookkeeping skills and knowledges.

Of this Bookkeeping I group, approximately 30 per cent had worked ire

jobs which they considered to be bookkeeping jobs as defined in the

questiontaire. About 17 per cent of the group had worked as bookkeepers

for one year or more. Approximately 10 per cent had worked as part-time

bookkeepers, and about 24 per cent hal held full -time bookkeeping jobs.

Nearly 13 per cent had worked MI:service businesses, the most frequent
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employment category, and five per cent had worked in manufacturing busi-

nesses, the least frequent category.

Concerning aim office-store uses of bookkeeping, about 18 per cent

reported that they had worked as bookkeepers and had also used their

bookkeeping skills in non-bookkeeping office-store jobs; about 22 per cent

had never worked as bookkeepers but had used their bookkeeping skills in

non-bookkeeping office-store jobs.

Altogether, more than 51 per cent of Bookkeeping I respondents had

used their bookkeeping skills and knowledges in office-store work for

some period of time since leaving high school.

As with the All-Respondent group, the type of high school which the

students had attended made little difference in their post-high school

employment. The Large City responses were again slightly higher in all

respects. The caution in interpreting the use-opportunity data for

all respondents applies even more strongly for the Bookkeeping I group

because their numbers were so few.

About 97 per cent of Bookkeeping I students had graduated from high

school or had equivalency diplomas, so analyslir of data for those

respondents is essentially an analysis of data for Bookkeeping I students

who had graduated from high school. The nuMber of non-graduates in the

Bookkeeping I group was too small to support firm generalizations;

the data indicate, however, that fewer non-graduates than graduates had

worked as bookkeepers, and they had worked for less time.

Data about the bookkeeping work of these respondents, sub- divided

according to sex, shags that only 13 per cent of males, but nearly 33

per cent of the females had held bookkeeping jobs, and that females had

worked for longer in bookkeeping jobs than had males.



www.manaraa.com

234

For all respondents of the Bookkeeping I group, the most frequently

used bookkeeping item was "receipts"--used by 46 per cent of the group.

The least frequently used item, "computed the distribution of profit or loss

for a partnership," had been used by only .8 per cent of the group. These

two items also held the same relative frequency positions for those

Bookkeeping I students who had worked as bookkeepers, but the use rates

were 78 per cent and 2.7 per cent, respectively. The least commonly used

half of these 178 items had been used frequently or occasionally by less than

10 per cent of all Bookkeeping I respondents, and by less than 26 per cent

of those Bookkeeping I respondents who had worked as bookkeepers.

Five items were among the ten most frequently used items for all

Bookkeeping I respondents and for those Bookkeeping I respondents who had

worked as bookkeepers. Those items were: 50-- receipts; 194adding machine',

listing; 54--purchases order and/or $voice; 52- -sales invoice and/or sales

order; 51- -sales slips (charge or cash).

Nine items were among the ten least commonly used items by both

Bookkeeping I groups: 191computed distribution of profit or loss for a

partnership; 100--entries involving goodwill; 145franchise tax return

form; 190-- calculated rate of return on investment; 144corporation

income tax return form; 188-- determined current ratio; 182 - -used graphs

as an aid in interpreting financial reports; 159--discounted own or

business' note payable; 98--entries involving issuance, sale, or purchase

of common or preferred stock.

As with the All Respondents group, many of the items which were not

included in the syllabus had been used frequently or occasionally by a

grebter number of students than had many of the syllabus items.
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Bookkeeping II Students

The "pure" Bookkeeping II group in this study consisted of 564 persona

who had studied syllabus-outlined bookkeeping courses in 59 public schools

of New York State during the school year 1960-61. Forty-three per cent

of these students had studied in New York City schools, 19 per cent in

Large City schools, 33 per cent in Small City - Suburban. schools, and six per

cent in Rural schools.

Eight-six per cent of the group were female and 14 per cent were male.

Nearly 98 per cent of the group had graduated from high adhool or bad

receivedequivalency diplomas. Over 82 per cent had been out of high school

for four or five years and thus had had four or more years of opportunity

to use their bookkeeping skills and knowledges.

Of this Bookkeeping II group, approximately 34 per cent had worked

in jobs which they considered to be bookkeeping jobs as defined ,in the

questionnaire. About 23 per cent ofthe whole group had worked as book-

keepers for one year or more. Approximately 10 per cent had worked as

part-time bookkeepers; about 28 per cent had held full -time bookkeeping

jobs. Nearly 18 per cent had worked a service businesses, the most

frequent employment category, and nearly eight per cent in manufacturing

businesses, the least frequent category.

Concerning other office-store uses of bookkeeping, about 18 per cent

reported that they had worked as bookkeepers and had also used their

"bookkeeping skills in non-bookkeeping Welcobstore jobs; about 25 per

cent had never worked as bookkeepers but had used their bookkeeping skills

in non-bookkeeping office-store jobs. Thus, about 43 per cent of Bookkeep-

ing II respondents had used their bookkeeping in non-bookkeeping, office-

store jobs.
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Altogether, almost 58 per cent of Bookkeeping II respondents had used

their bookkeeping skills and knowledges in office -store work for some period

of time since leaving ,high school.

The high school graduation-non-graduation status of Bookkeeping II

students was similar to that of "All Respondents" ail "Bookkeeping I

Students."

The data of the bookkeeping work experience of Bookkeeping II students,

sub-divided according to sex, were quite similar'to the data for Bookkeeping

I students. Those data indicate a higher percentage of females than rules

having worked as bookkeepers, and for longer periods pCtime.

"Adding machine, listing," the most commonly used item by all Book-

keeping II respondents and by all Bookkeeping II respondents who had

worked as bookkeepers, had been used by 54.8 per cent and 83.2 per cent

of those groups, respectively. The least frequently used item, "franchise

tax return form," had been used by 2.1 per cent of all respondents and

3.7 per cent of those who had worked as bookkeepers. The least frequently

used half of the items had been used freqmently or occasionally by less

than 13 per cent of all respondents, and by less than 30 per cent of these

who had worked as bookkeepers.

Seven items were among the ten most frequently used items by both

groups of Bookkeeping II respondents: 194adding machine, listing;

34purchases order and/or invoice; 50--receipts; 52--sales invoice

and/or sales order; 48.-petty cash vouchers; 58--payroll envelopes or

checks; 53-- credit or debit memorandum.

Ten items were least commonly used by both groups: 145franchise tax

return form; 188 -- determined current ratio; 99n-entries recording payment

of dividends; 98--entries concerning issuance, sale, or purchase of stock;
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182--used graphs in interpreting financial reports; 190-- calculated rate

of leeturn-on investment; 101entries involving goodwill; 100- -entries

involving bond issues; 144preparing corporation income tax return;

191pcomputed distribution of partnership profit or loss.

Many Bookkeeping II students had used numerous items not in the present

syllabus with greater frequency than they had used items that are in the

syllabus.
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CHAPTER III

USES OF BOOKKEEPING IN PERSONAL*LIFE

One of the major purposes of this study was to obtain Waimea= in

answer to the broad question: To what extent and in what woos have far-

mer high school bookkeeping students used their bookkeeping skills and

knowledge in their post-high school personal life. In the context of

this study, personal uses of bookkeeping included uses such as Idditional

education, treasurer of an organization, home use, or jobs whi41 were not

considerm_office or store jobs.

4

For reporting purposes, this broad question has been dividid into

the following two subordinate questions:

A, What post-high school education had been completed, and
what use had been made of bookkeeping in that post-high
school education?

B. With what frequency had former bookkeeping students used
certain bookkeeping skills and knowledges in personal
life?

Each of those two questions is used as a section heading of this

chapter; pertinent data in answer to the questions are presented in

tables, and the more significant data from each of the tables are

discussed. A summary of the major findings is presented at tbelend of

the chapter.

Section A

WHAT POST-HIGH SCHOOL EDUCATION HAD BEEN COMPLETED, AND WHAT ?Ai HAD
BEEN MADE OF BOOKKEEPING IN THAT POST-HIGH SCHOOL EMT=

The following explanations are important to a clear understanding of

the data that are tabulated and discussed in this section of the report:
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1. The "Bookkeeping I" sub-group of al/ respondents in this section
of the report 'consists of 980 students who had completei high
school Bookkeeping I as their highest level of high school book-
keeping, and who may or may not have completed some post-high
school bookkeeping. The "Bookkeeping II" sub -group 4ists of
881 'students who had completed Bookkeeping II as their

con
tighest

level of high school bookkeeping, amildsomorvr may have
completed tome post-high school bookkeeping. These ing I
and Bookkeeping II groups are different from the "pure"4book-
keeping groups that were analyzed in Chapter II; those "pure"
groups, by definition, had no post-high school bookkeeping.

2. "On -the -job training," while not commonly viewed as beiig formal
education, was considered to be of interest in this study and
was included on the questionnaire as a type of postwhig# school
education. Though not defined as such, on-the-job trail:amino
considered to be formally organised training provided by the
employer on the job and aimed at the performance of a specific
job. As reported and commented on in this section of the report,
many respondents may have reported much .or all of their on-the-
job experience as on-the-job training.

3. A single respondent who had some posthigh school education may
have had one, or several, of five types of post-high school education:
on-the-job training, private business school, two-year college,
four-year college, and graduate study. In the tabulations, a
single respondent may be counted in more than one category. The
possible combinations of these types of education were considered
to be too numerous and not of sufficient significance to justify
separate tabulations.

4. The questionnaire used in this study was designed to shOw how
much of five types of education had been completed, how ;much
post-high school bookkeeping had been completed, and whether or
not knowledge of bookkeeping had been useful in post-high school
non-bookkeeping study. The questionnaire vas not desigOed to
show how much bookkeeping had been studied in a, partic4ar type
of education, nor was it designed to show the type of institution
in which bookkeeping skills had been useful in non - bookkeeping
education. Some reasonable inferences, however, can be drain
concerning such relationships.

Only 39 per cent of all respondents had been out of high school
for years enough to become normally eligible for graduite study,
and only 85 per cent had been. out of high school long enough to
have completed four years of college. It is quite possible,
therefore, that, given time enough, a greater number of. respondents
would have completed four -year college and graduate study.
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Type and Amount of Poltitiltitchool Education

Of all 2,064 respondents in this study, 1662 or 80.5 per cent had

had some kind of education after high school; 19.5 per cent had no

education beyond high school. The data for the Bookkeeping I and Book-

keeping II groups were staler: 78.4 per cent of Bookkeeping I students

and 83.3 per cent of Bookkeeping II students had some kind of post-high

school education.

On-the-job training was the most common type of post-high school

education for all three groups of respondents. Of the All Respondents

group, 1386 individuals or 67.2 per cent had had on-the-job training. Of

these, 896 respondents or 43.5 per cent of all respondents had onthe-job

training as their on kind of post-high school education. Of the Book-

keeping I group, 577 individuals or 63.4 per cent of the group had on-the-

job training; 368 respondents or 40.4 per cent had OJT as theirgelly post-

high school education. Of the Bookkeeping II group, 623 individuals or

70.7 per cent had on-the-job training; 399 respondents or 38.5 per cent

had OJT as their all:post-high school education. As has been previously

noted, many respondents probably tended to view all experience on the job

as on-the-job training.

About 37 per cent of all respondents (765 of 2,064) had had some formal

post-high school education in private business schools, two-year colleges,

four-year colleges, or graduate schools. Nearly three-quarters of these

students also had OJT. Data for the Bookkeeping I and Bookkeeping II

groups were comparable.

More detailed information about the types and amounts of post-high

school education of the three groups of respondents are shown in Table 192,
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p. 241. The more significant of those data are the following:

1. On-the-job training was reported by 63 per cent to 70 per cent
of all three groups and, for each group, two years or more was
the most common amount of experience. It seems unlikely that
so much on-the-job training would have been experienced by so
many respondents.

2. From 13 per cent to 16 per cent of all three groups had studied
at a private business school, two-year college, or four-year
college. Six months to a year of study at the private business
school was most common; two years or more of study in a two-year
college, or in a four-year collegeorere most common.

3. Graduate study, reported by about 3 per cent of each group, with
two or more years as most common, suggests misinterpretation of
the questionnaire by the respondents. The earliest high school
grkduation date for a respondent in this study was probably
January or June, 1961. Questionnaires were completed in May-Oune,
1966. The intervening five years would not normally provide for
completion of an undergraduate program and two years of graduate
study. Conceivably, however, the number of students completing
graduate study might be greater than reported if the same group
were to be polled after they had had time to complete their study,

Uses of Bookkeeping in Post-High School Education

Detailed information concerning uses of bookkeeping in post-high

school education are presented in Table 193, p. 244. The more significant

data of that table are the following:

A. Nearly 47 per cent of all respondents, 48 per cent of Bookkeeping I
respondents, and about 47 per cent of Bookkeeping II respondents,
had some post-high school education but had not studied bookkeeping
at the post-high school level. About 34 per cent of all respondents,
31 per cent of Bookkeeping I respondents, and 36 per cent of Book-
keeping II respondents had post-high school education and had
studied some bookkeeping at the post-high school level.

B. As previoubly stated, the data concerning respondents who had
studied post-high school bookkeeping can not be inter-related to
show how many studied how much bookkeeping in a particular type
of education. Those data do reveal, however, that about 23 to
28 per cent of each of the three respondent groups had studied
post-high school bookkeeping and had on-the-job training, and that
7 to 10 per cent of each of the three respondent groups had studied
post-high school bookkeeping and had private business school, two-
year, or four-year college education. These data then, serve to
indicate the maximum number of respondents who my have studied
bookkeeping in each of those kinds of post-high school education.
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C. In terms of amount of post-high school bookkeeping study, respondents

in each of the three major groups (All Respondents, Bookkeeping I

Respondents, Bookkeeping II Respondents) were rather evenly dis-

tributed. In each of the groups, slightly more. than half had
studied bookkeeping for less than a year beyond high school; slightly

less than half had studied bookkeeping for a year and more.

D. About 70 per cent of students who had some kind of education beyond

high school reported that bookkeeping had been useful to them in

their non-bookkeeping education. About 64 to 66 per cent of students

who had not studied bookkeeping beyond high school reported that

their bookkeeping had been useful in their post-high school education.

About 74 to 76 per cent of those students who had studied post-high

school bookkeeping reported that their knowledge of bookkeeping had

been useful in non-bookkeeping post-high. school education.

post-High School Education and Type of High School Attended

Inter-relationships of post-high school education and type of high

school in which the student had studied are shown in Table 194, p. 247.

The more significant data of that table are as follows:

A. Markedly fewer students from Rural schools (53 per cent) had post-

high school on-the-job training than had students from New York,

Large City, and Small City--Suburban schools (67 - 73 per cent).

B. Students from Large City schools (20.4 per cent) led in attendance

at private business schools, over students from New York (10.8

per cent), Small City --Suburban (12.3 per cent), and Rural (11.6

per cent).

C. Rural school students, uith 19.8 ;on* cent attending two-year

colleges, were well above the average for all respondents of

13.8 per cent. Small City--Suburban students ranked second with

15.3 per cent attending two-year colleges)

D. New York City students led in four-year college attendance, with

20.4 per cent; this figure was well above the average of 14.5 per

cent for all respondents.

E. Large City students led all other groups in having studied post-

high school bookkeeping. Nearly 41 per cent of those students

had some post-high school study of bookkeeping, against 36.6 per

cent of Rural School, 32.8 per cent of Small City -- Suburban, and

29.4 per cent of New York City respondents., Groups were rather

evenly divided in the amount of time devoted to bookkeeping study

beyond high school.

F. New York City students had made less use of bookkeeping in non-

bookkeeping education than had other students.
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Post-High School Education and Sex of Respondents

Some data concerning the inter-relationships of post-high school

education and the sex of respondents, for the All Respondents group, are

presented in Table 195, p. 249.

As shown in that table, the rates per cent of nhies and females who

had had on-the-job training and private business school education were

comparable. The rates per cent for males who had studied at the two-year

college, four-year college, and graduate levels were about double the

rates per cent for females. The rate per cent for males in post-high

school bookkeeping study was also approximately ouble the rate for females.

It can not be concluded positively that proportionally more males than

females study bookkeeping at the two-year and four-year college levels,

but such an inference might be reasonable.

Section B

WITH WHAT FREQUENCY HAD FORMER BOOKKEEPING STUDENTS USED =TAM BOOKKEEPING

SKILLS AND KNOWLEDGES IN PERSONAL LIFE?

One of the major goals of this study was to determine the frequency

with which former bookkeeping students had used certain bookkeeping skills

and knowledges in post-high school business activities. On three pages

of.a four-page questionnaire, respondents were asked to indicate the

frequency of their personal use of 178 specific items by checking columns

to indicate "frequently," "occasionally," "never:" or "no answer." The

limits of those terns were subject to interpretation by the individual

respondent.

Data obtained from responses to that portion of the questionnaire are

presented in Tables 196 through 374 of this report. Each table presents
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response data to a single questionnaire item for the major groups of "pure"

Bookkeeping I students, "pure" Bookkeeping II students, and all respondents.

Complete sub-group tabulations are also presented for four classes of

schools: New York City, Large City, Small City-Suburban, and Rural.

To simplify presentation of the data, the number of respondents in

each of the main groups and sub-groups is indicated in each table; other-

wise, data are reported as rates per cent of the base group. This method

of reporting was deemed to be sufficiently accurate and informative for

the purposes of this report. It should be noted that the number of

respondents in several of the sub-groups is small and that undue importance,

therefore, should not be attached to small differences in rates per cent.

Within each table the "frequently" and "occasionally" responses are

reported separately; they are also summed and reportel as "frequently" and

"occasionally combined." The combined figure is probably more significant

than either component figure in that it represents a relatively sharp

distinction from the "never" response, whereas the distinction between

"frequently" and "occasionally" may not be so sharp.

In preparing this report, it was assumed that the syllabus revision

committee would study and discuss these tables at great length; detailed

analysis or summary of these data, therefore, was sot undertaken. A

partial summary of certain of these data is presented, however, at the end

of this section in six tables (Tables 374 through 376) which show the rank

of the items when arranged in descending order according to the rate per

cent of respondents who had used the item frequently or occasionally,

through 50.

life and in business life is also compared gr,mhically in Figure 1, pp. 432

4

combined. The frequency with which these items had been used in, personal
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TABLF. 174: SUMMARY OF PERSONAL USE, ITEMS 35-212; ALL RESMWDEIVIT
(Items Ranked According to Number Using Item Frequently or Occasionally)

Per Cent of
Respondents

Item Using
No. Freq.-Occ.

35
132
64
47
63

131
51

50

62

37

39
134
44

55
49
52

585
95

133
176
84

194
54

65

53
87
6o

85

41

4o

164
36

59

914

146
192
46
38

140
69
96

193
136
137

79.2

77.5
68.3
64.1
62.3
62.3

54.6

53.2
44.8
40.4
40.o

37.9
35.6
32.5

31.8
26.6
26.5
26.o
25.5
24.4
22.1
21.7
20.8
20.7
19.9
16.3
15.9
15.7
15.6
14.7
14.5
14.1
14.0
14.0
12.7
12.4
11.8
11.8
11.0
10.5
10.5
10.3

10.2
10.1

9.9

Per Cent of
Respondents

Item Using
No. Freq.-Occ.

161 9.6
151 9.3
175 9.3
148 9.1
154 9.1
160 9.o
135 9.0
139 9.o
197 8.8
162 8.8
157 8.7
158 8.7
190 8.6
128 8.4
148 8.4
86 8.3
93 8.3

110 8.2
189 8.1

195 8.1
178 8.1
90 8.o
78 8.o

105 8.o
102 7.9
66 7.9

127 7.8
99 7.8

15o 7.8
196 7.8
56 7.8

113 7.7
97 7.7

118 7.6
149 7.6
104 7.6
165 7.6
88 7.4
177 7.3
163 7.3
117 7.2
82 7.2

119 7.1

98 7.1

Per Cent of
Respondents

Item Using
No. Freq. -Occ.

42

77
61

57
108
109
147
67

122
111
121
123
71

130
159
101
91

124
143
107

79
115
76
70

168
179
100
142
126
112
181
153
72

211
114
183
138
8o

173
184
116
166
185
186
152

7.1
7.0
6.9
6.9

6.9
6.9
6.8
6.8
6.8
6.6
6.6
6.6
6.5
6.4
6.4
6.4
6.4
6.3

6.3
6.3
6.?
6.3
6.2
6,2
6.1
6.1
6.1
6.1
6.o
6.o
6.o

5.9
5.9
5.9

5.9
5.8
5.8

5.7
5.7
5.6

5.6

5.5

5.5

5.5

5.5

Per Cent of
Respondents

Item Using
No. Freq.-Oce.

141 5.5
170 5.5
92 5.4

167 5.4
156 5.4
106 5.3
83 5.2

120 5.2
188 5.1
129 5.1
169 5.1

73 5.o
187 4.9
125 4.8
74 4.7
75 4.7

103 4.7
173. 4.6
89 4.6

191 4.6
172 4.6
155 4.5
18o 4.5
201 4.2
81 3.9
68 3.7

182 3.6
144 3.3
202 3.2
41 3.1

204 2.4
210 2.3
209 2.2
145 2.2
174 2.1
198 2.1
206 1.9
207 1.8
208 1.8
203 1.7

'200 1.7
212 1.5
199 1.4
205 1.4
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TABLE 375: SUMMARY OF PERSONAL USE, ITEMS 35-212; BOOKKEEPING I STUDENTS
(Items Ranked According to Number Using Item Frequently or Occasionally)

Per Cent of
Respondents

Item Using
No. Freq.-Occ.

35 78.6
132 74.3
64 65.1
63 60.0
47 59.9

131 56.9
50 51.5
51 48.8
62 45.2
44 37.1
37 36.6

39 35.5
49 30.3

134 27.7

55 26.6
52 24.1
58 23.3

133 23.3
45 23.0

95 21.9
34 17.4

176 17.0
65 16.3
194 15.7
54 15.4

59 14.3
60 13.6
43 13.2
4o 13.0
85 11.7
87 11.1
36 10.6

53 10.5
46 9.5
i(4 9.4
18 9,o

146 8.9

94 7.9
7.8

192 7.3
56 7.o

140 6.7
197 6.5
61 6.3
57 6.2

Per Cent of
Respondents

Item Using
Nb. Freq.-Occ.

66 5.7
136 5.5
48 5.5
88 5.5
67 5.4
96 5.4

211 5.2

139 5.2
135 5.1
178 4.8

93 4.8
42 4.8
86 4.4

193 4.4
151 4.4
158 4.1
175 4.1
195 4.1
189 4.o
190 4.o
128 4.o
157

4
4.o
.o

1 160 3.8
165 3.6
161 3.6
148 3.5
154 3.5
113 3.5
99 3.5

196 3.5
90 3.3
78 3.2

127 3.0
70 3.0

178 3.0
105 2.9
100 2.9
102 2.9
114 2.9
118 2.9
130 2.9
71 2.7
82 2.7

Per Cent of Per Cent of
Respondents Respondents

Item Using Item Using
No. No. Freq.-Occ.

110
101

97
201
172
159
109
122
123
91
41

117
104
98
177
162
119
121
68

181
108

126
124
89

163
153
143
141
138
8o

79
168
150
107
183
170
72

171

142

156
166

76
92

77

2.7
2.7
2.7
2.7
2.7
2.5
2.5
2.5

2.5
2.4
2.4
2.4
2.4
2.4
2.4
2.2
2.2
2.2
2.2
2.1
2.1
2.1
2.1
2.1

1.9
1.9
1.9
1.9
1.9
1.9
1.7
1.7
1.7
1.7
1.6

1.5
1.5
1.4
1.4

1.3
1.3
1.3

1.3
1.3
1.3

115
112
144
147
179
198
116
185
83

73
186
120
106
204
210
155
145
149
152
167
169
209
129
184

75
207
2C2
125

4
1774

180
206
205
203

182

81
208
200
199
103
191
188
187
212

1.3
1.3
1.2
1.2
1.1
1.1
1.1
1.1
1.1
1.0
1.0
1.0
1.0
1.0
1.0
1.0
.8

.8

.8

.8

.8

.8

.8

.8

.8

.6

.6

.6

.6

.5

.5

. 5

.5

.5

. 5

.5

.3

.3

.3

.3

.3

.3

.3

.2
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TABLE 376: SUMMARY Or PERSONAL USE, I'TEM3 35-212; BOOKKEEPING II STUDENTS
(Items Ranked According to Number Using Item Frequently or Occasionally)

Per Cent of
Respondents

Item Using
No. Ast-Occ.

35 79.0
132 76.2
64 67.2
47 61.7
63 60.8

131 59.9
51 53.o

50 49.3
62 43.3

39 40.1
37 37.9
44 33.2

134 33.2
49 30.7
55 28.5
58 24.5
45 24.3

95 20.7
52 20.6

133 18.8
176 18.3
65 17.9
84 17.6
54 15.4
6o 14.0
53 13.8

1914 12.2
87 11.5

164 11.2
43 10.6
36 10.6

59 10.3
4o 9.2
85 9.2
38 8.5
46 8.o

192 8.0
96 7.7
94 7.14

146 6.9

57 6.4

66 5.7
48 5.7

211 5.5
193 5.3

Per Cent of
Respondents

Item Using
No. freq.-Occt_

175 5.3
113 5.3

5.1
135 5.1
137 5.1
148 5.1
1.61. 5.0

197 5.0
61 4.8
69 4.8

151 4.8
56 4.6

178 4.6
165 4.4
195 4.3
136 4.3
190
196 4.3
162 4.3
110 4.3
105 4.1
189 4.1
67 3.9

154 3.9
78 3.9
90 3.9

150 3.9
104 3.7
97 3.7
42 3.5

102 3.5
114 3.5
115 3.5
91 3.4

99 3.4
128 3.4
149 3.2

t 163 3.2
16o 3.2
157 3.2
158 3.2

1 86 3.2

88
3.2
3.0

Per Cent of Per Cent of
Respondents Respondents

Item Using Item Using
No. 1124.-Occ. No, IllgeOcgl.

173 3.0 1187 1.4
147 3.0 103 1.4
127 3.0 182 1.4
109 3.0 152 1.4
122 3.0 186 1.4

139 2.8 185 1.4
u8 2.8 172 1,4
82 2.8 41 1.4

101 2.8 142 1,4
159 2.8 191 1.2

98 2.8 75 1.2
177 2.8 184 1.2
119 2.8 209 1.2
108 2.8 155 1.2

77 2.7 204 1.2
71 2.5 116 1.2

117 2.5 144 1.2
111 2.5 156 1.2
138 2.5 166 1.2

79 2.5 126 1.2
92 2.5 89 1.2

100 2.3 188 1.0
181 2.3 125 1.0
170 2.3 129 1.0
83 2.1 169 1.0

107 2.1
121 2.1

167 1.0
210

.

1.0
201 2.0 171 1.0
112 2.0 73 .9
72 2.0 207 .9

180 1.8 202 .9
179 1.8 74 .9

70 1.8 1 174 .9
153 1.8
143 1.8

206 .9

81 .9
8o 1.8 120

123

183
168 1.8 145

130
1.8 208 .7
1.6
1.6

198
212

.7

.5

.5

.7

68 1.6 205 .2

106 1.6 203 .2

124 1.6 200 .2

141 1,6 199 .0

76 1.6
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All Respondents

Of the 2,064 respondents in this study, 1662 or 80.5 per cent had some

kind of post-high school education and, therefore, had the opportunity to

use their bookkeeping skills and knowledges in further education. Slightly

more than 67 per cent of all respondents reported that they had had on-the-

Job training; abort 44 per cent of all respondents reported on-the-job

training as their only education beyond high school, About 37 per cent

of all respondents had some "formal" education in private business schools,

two-year colleges, and/or four-year colleges; 13 to 16 per cent of respondents

had each of these types of education. Six months to a year of study at a

private business school was most common for those who had studied at that

level; two years or more of study in a two-year college or four-year college

was most common for those who had studied at that level. Responses con-

cerning on-the-job training and graduate study suggest that respondents

may have misinterpreted some terms of the questionnaire.

About 47 per cent of all respondents had completed post-high school

education which did not involve the study of bookkeeping. About 34 per

cent of all respondents had completed post-high school education involving

bookkeeping-accounting study; about half of these had studied a year or

more of bookkeeping. Approximately 70 per cent of these students who had

post-high school education reported that bookkeeping had been usefUl to

them in their non-bookkeeping education.

Some differences were evident in post-high school educational patterns

related to type of high school attended. Rural school respondents reported

considerably less on-the-job training than studems from other t7;loes of

1
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schools; Rural School students led in two-year college attendance; New York

City students led in four-year college attendance. Large City students

exceeded other groups in the number who had studied post-h:711 school book-

keeping. New York City students had made least use of bookkeeping in non-

bookkeeping education.

Proportionally as many males as females had had on-the-job training

and private business school education. The rate of attendance at two-year

colleges, four-year colleges, and graduate study for males was about double

that of females. The rate of past -high school study of bookkeeping for

males was also more than double that of females.

The most frequently used bookkeeping item, 35 - money orders, had been

used frequently or occasionally in personal use by 79.2 per cent of all

respondents. The least frequently used item, 205 - used automated data

processing equipment for handling inventory information -- had been used

by only 1.4 per cent of all respondents. The least frequently used half

of the items had been used frequently or occasionally by only about 7 per

cent or less of the group.

The ten most frequently used bookkeeping items were: money orders,

bank deposits, federal or state income tax forms, checkbooks, w-2 withholding

statement, preparation of own income tax forms, sales slips, receipts,

application for social security number and bank cashiers Phecks or certified

checks.

The ten least frequently used items were: using data processing

equipment for handling inventory, for handling accounts receivable, for

coding, for handling payroll information, for verifying data recorded on

punched cards, for preparing customer's statements; billing machine, book-

keeping machine, posting machine; collection agencies. While some
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individual items had been used with greater frequency in personal life than

in business life, a majority of the items had been used more extensively

in business life than in personal life.

BolcmanaLLEsuaeltat!

Of the 910 respondents whose highest level of high school bookkeeping

was Bookkeeping I, about 78 per cent had some kind of post-high school

education. Slightly more than 63 per cent had on-the-job training; about

4o per cent had on-the-job training as their only post-high school education.

The rates per cent of those who had private business school, two-year

college, or four-year college and the amount of time devoted to such study

were similar to the All Respondents group.

About 48 per cent of this group had post-high school education without

bookkeeping; about 31 per cent had studied post-high school bookkeeping.

About 70 per cent of those who had some post-high school education had

found bookkeeping useful in their non-bookkeeping education beyond high

school. Data pertaining to possible differences in post-high school education

related to type of high school were not analyzed for this sub-group.

The 631 "pure" Bookkeeping I students-those who had no bookkeeping at

any level beyond Bookkeeping I--had made less frequent personal use of

bookkeeping than had the All Respondents group. The most frequently used

half of the items had been used frequently or occasionally by fewer than

3 per cent of tr.e Bookkeeping I group. This may be attributable to the

fact that, by definition, the Bookkeeping I group had no post-high school

bookkeeping education. Within the frequency of use distribution, however,

items tended to retain relative rank quite similar to that of the All

Respondents group.
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Bookkeeping II Res29ndents

Of the 818 respondents whose highest level of high school bookkeeping

was Bookkeeping II, about 83 per cent had some kind of post-high school

education. About 71 per cent of Bookkeeping II respondents had on-the-job

training; about 39 per cent had on-the-job training as their only education

beyond high school. The rate per cent of those who had other kinds of

education beyond high school, and the amount of time in such education,

.r.

wore similar to the All Respondents and Bookkeeping I groups.
/4o

About 47 per cent of Bookkeeping II Respondents had post-high school

education without bookkeeping; about 36 per cent had studied some post-high

school bookkeeping. As with the other two respondent groups, about 70 per

cent of the Bookkeeping II respondents 'ad found bookkeeping useful in

their post-high school non-bookkeeping education.

The "pure" Bookkeeping II Students--the 564 studenti who had no book-

keeping at any level beyond Bookkeeping II--had made less frequent personal

use of bookkeeping than had the All Respondents group, but more frequent

use than the Bookkeeping I group. The most frequently used half of the

items had been used frequently or occas1::,nally by slightly more than 3 per

cent of Bookkeeping II Students. (Interestingly, not one of this group

had ever used a billing machine.) Within the frequency of use distribution,

however, items tended to retain relative rank quite similar to that of the

All Respondents and Bookkeeping I groups.
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SUMMARY AND RECOIMENDATIONS

The study which has resulted in this report was designed to produce

information that would be of particular benefit to the New York State

Bookkeeping Syllabus Committee in their syllabus revision work. The major

objective of the study was to determine what hinds and amounts of business,

educational, and personal uses had been made of bookkeeping skills and

knqwledges by a sample of former students who had studied New York State

syllabus-outlined courses in Bookkeeping I and Bookkeeping II. Within that

major objective, the emphasis of the study was on determining the frequency

with which certain specific skills, knowledges, and activities of bookkeeping

had been used by those former students. The study was not designed. to provide

a descriptive analysis of the work of bookkeepers.

The data for this report were gathered by means of a specially designed

questionnaire which was mailed to a selected sample of former high school

bookkeeping students. Responses were received from 2,064 persons vho had

studied syllabus-outlined bookkeeping courses in 59 public schools of New

York State during the 1960-61 school year. Of those respondents, about 31 per

cent had terminated their formal bookkeeping study with Bookkeeping I, about

27 per cent had terminated their bookkeeping study with Bookkeeping II, and

about 34 per cent had studied some bookkeeping or accounting at the post-high

school level in addition to their high school bookkeeping. Nearly 34 per cent

of respondents had studied bookkeeping in New York City schools, over 20 per

cent had studied in Large City Schools, about 37 per cent in Small City-

Suburban schools, and over 8 per cent in Rural schools. Seventy-eight per



www.manaraa.com

456

cvnl, or rerpond(gitn Were remale, stud .T per cent were male. Nearly 98 per

cent of respondents had graduated from high school or had received equivalency

diplomas; nearly 85 per cent of the group had been out of high school for four

or five years.

The major outcomes of the study are presented here as a series of summary

statements about the business, educational, and personal uses that students

had made of their bookkeeping; summary statements are supported by appropriate

findings of the study. The summary is followed by recommendations which are

directed to the syllabus committee as the study director's points oi view

concerning the significance of this study for syllabus revision.

Summary

Concerning Uses of Bookkeeping in Business Life

I, Many former high school bookkeeping students had worked as bookkeepers

or had used their bookkeeping in office-store non-bookkeeping jobs since leav-

ing high school; for those students, bookkeeping education had been vocational

education.

The data of this study indicate that approximately 66 per cent of all

respondents, all of whom had studied Bookkeeping I and many of whom had studied

further high school or post-high school bookkeeping, had used their bookkeeping

skills and knowledge for some period in office-store work since leaving high

school. About 41 per cent of all respondents had worked as bookkeepers; about

26 per cent had worked as bookkeepers for a year or more since leaving high

school. Approximately 24 per cent of all respondents had not worked as

bookkeepers, but had held non-bookkeeping office-store positions using bookkeep-

ing skills and knowledges. About 23 per cent of all respondents had held
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bookkeeping positions and also had held non-bookkeeping positions in which

they had used bookkeeping skills and knowledges. About 34,per cent of all

respondents had never held bookkeeping jobs or other office-store positions

using bookkeeping.

2. Many former high school students whose only bookkeeping education

was syllabus-outlined courses in Bookkeeping I or Bookkeeping I and II had

worked as bookkeepers or had held other office-store positions using their

bookkeeping skills and knowledges; for those students, high school bookkeep-

ing had been terminal, vocational education.

Many of the respondents in this study had completed only high school

Bookkeeping I or Bookkeeping I and II, without further bookkeeping study at

the high school or post-high school level. Nearly 30 per cent of those

Bookkeeping I students had worked as bookkeepers since leaving high school;

more than i6 per rent of the Bookkeeping I group had worked as bookkeepers

for a year or more. About 22 per cent of the Bookkeeping I group had not

worked as bookkeepers but had worked in office-store positions in which they

had used their bookkeeping skills and knowledges. Thus, about 52 per cent

of Bookkeeping I respondents had used their bookkeeping vocationally in office-

store work.

Of the Bookkeeping II group, nearly 34 per cent had worked as bookkeepers,

with nearly 23 per cent of the group having worked as bookkeepers for a year

or nore. An additional 25 per cent of the group had not worked as bookkeepers

but had worked in office-store positions using their bookkeeping. Thus, about

58 per cent of Bookkeeping II respondents had used their bookkeeping voca-

tionally in office-store work since leaving high school.

3. The greater the amount of formal bookkeeping education, the greater

was the probability that the student had used the bookkeeping vocationally.
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Proportionally greater numbers cr Bookkeeping II students tad worked

as bookkeepers end 11:i. greater amounts of timk: than had Bookkeeping

students; pryrtionally grew .:,anbers of all respoOents, the lity:Arp

which 41,Auded student3 who had 3tudia: %-bokkeeping bey:4d BNi.kkeeping II,

i'ad worked as tDokkeepers and for gx,ater mounv, of time than had the

Bookkeeping I or BoGkkeeping II sub-groups.

4. For those respondents who had worked as bookkeepers, full-time

bookkeeping work was more common than part-time bookkeeping work.

About 12 percent of all respondents, 9 per cent )f Bookkeeping I

respondents, and 10 per L.ent of Bookkeeping /I respondents hicli held part-

time bookkeeping jobs. About 34 per cent of all respondents, 24 per cent

of Bookkeeping I respondents, and 28 per cent of Bookkeeping II respondents

had held full-time bookkeeping positions. (A respondent may have held

both part-time and full-time bookkeeping positions.)

5. For those students who had worked as bookkeepers, employment in

service businesses was more common than employment in manufacturing,

merchandising, or other businesses.

Nearly 20 per cent of all respondents had worked as bookkeepers in

service businesses; 13 per cent had worked in "other" businesses, 11 per

cent in merchandising, and about 9 per cent in manufacturing. For the

Bookkeeping I and Bookkeeping II groups, the relative positions of the

types of employment were the same, though the rates per cent of'employ-

ment in those types of businesses were consistently lower. (A respondent

may have worked in more than one type of business.)
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The typv school in which students had studied bookkeeping had

little, if any, relat'onship to subsequent uses of bookkeeping in business.

For all respondents of the New York City, Small City-Suburban, and

Rural school categories, the rates per cent of employment as bookkeepers,

the length of time worked in bookkeeping, and the nature of the job as part-

time or full-time were very similar. The rates per cent of Large City students

in these three factors were slightly, but consistently, higher. The data

for Bookkeeping I and Bookkeeping II sub-groups followed the same general

pattern as that for all respondents.

7. The uses of bookkeeping In business were similar for sub-groups of

respondents who had been out of high school for three, four, and five years.

Information was sought in this study about the length of time since

students had last attended high school. The major purpose of such "use

opportunity" clnta was to provide base amounts of time with which to com-

pare amounts of time actually spent in bookkeeping; a secondary purpose was

to provide information about short-term trends in bookkeeping employment.

No trend toward change in bookkeeping employment was evident in the

data for the relatively short time span of this study. The bookkeeping work

experience data were similar for groups who had been out of school for three,

four, and five years. Too few respondents had been out of school for two

years or less to permit adequate comparison, but the limited data for those

respondents were similar to the data for other groups.

8. Nearly %11 former bookkeeping students had graduated from high school

or had received high school equivalency diplomas.

Nearly 98 per cent of all respondents, Bookkeeping I students and
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Boo;,,keepinp, TT ntudents, had either graduated from high school or had

received equ:vaieney diplomas. All data, then, pertaining to the uses of

bookkeeping by former bookkeeping students are essentially data for students

who had graduated from high school. These data also indicated that rela-

tively few students who had completed one or more bookkeeping courses had

subsequently dropped out of high school.

Proportionally fewer non-graduates than graduates had worked as

bookkeepers, but other bookkeeping work experience data for the small non-

graduate group were similar to the data for the group who had graduated

from high school.

9. Proportionally more females than males had worked as bookkeepers.

About PP% of all respondents were males, and about 7814 were female.

Thirty-seven per cent of all male respondents had worked as bookkeepers,

and slightly more than 42 per cent of all females had worked as bookkeepers.

OV the Bookkeeping I end Bookkeeping 11 groups, however, the rates per cent

for females who had worked as bookkeepers was about double the rate per

rent for males. The considerably higher employment rates of males in the

All Respondents group, by comparison with males of the Bookkeeping I and

Bookkeeping II groups, may indicate that proportionally more males continue

their bookkeeping education beyond high school and then obtain work as book-

keepers. Other evidence in this study does indicate that proportionally more

males than females continue bookkeeping study beyond high school.

10. Specific bookkeeping items had been used with highly variable

frequency in office-store use. Some specific bookkeeping items had been

used frequently or occasionally by many respondents; some items had never
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been nned by many or nearly all respondents.

The most frequently used item had been used frequently or occasionally

by about 58 per cent of all respondents, and the least frequently used item

had been used by only four per cent of all respondents. These two items had

been used by about 84 per cent and four per cent, respectively, of the sub-

group of all respondents who had worked as bookkeepers. TI71,.3 least commonly

used half of these 178 items had been used frequently or occasionally by

less than 18 per cent of all respondents, and by ,bout 34 per cent or less

or all respondents who had worked as bookkeepers.

For the Bookkeeping I group of respondents, the most frequently used

item had been used by 46 per cent of the group, and the least frequently

used item had been used by only .8 per cent of the group. These two items

also held the same relative frequency positions for those Bookkeeping I

students who had worked as bookkeepers, but the use rates were 78 per cent

and y per rent, respectively. The least commonly used half of these 178

items had been used frequently or occasionally by less than 10 per cent of

all Bookkeeping I respondents, and by less than 26 per cent of those Book-

keeping I respondents who had worked as bookkeepers.

The most commonly used item by all Bookkeeping II respondents and by

Bookkeeping II respondents who had worked as bookkeepers had been used by

about 55 per cent and 83 per cent of those groups, respectively. The least

frequently used item had been used by 2.1 per cent of all Bookkeeping II respon-

dents, and by 3.7 per cent of those Bookkeeping II respondents who had worked

as bookkeepers. The least frequently used half of the items had been used

frequently or occasionally by less than 13 per cent of all respondents, and

by less than 30 per cent of those who had worked as bookkeepers.
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C,meerning Uses of Bookkeepim in Personal Life

11. Many high school bookkeeping students had completed some kind of

post-high school education, had studied post-high school bookkeeping, and

had found knowledge of bookkeeping useful in their education beyond high

school.

With on-the-job traininp: included as a kind of post-high school

education, nearly 81 per cent of all respondents, 78 per cent of Bookkeeping

] respondents, and 81 per cent of Bookkeeping II respondents had some kind of

post-high school. education and, therefore, had some possible opportunity

to Ilse their bookkeeping educationally. On-the-job training was the most

common type of post-high school education for all three respondent groups;

67 per cent of all respondents, 63 per cent of Bookkeeping I respondents,

and 71 per cent of Bookkeeping II respondents had had on-the-job training.

(length or quantity of on-the-job training, as reported by many respondents,

suggests that many respondents may have reported all work experience as

on the job training.)

Of the more formal types of post-high school education, about 37 per

cent of all respondents, Bookkeeping I respondents, and Bookkeeping II

respondents had some study in private business school, two -year college,

or four-year colleges. The amount of overlap in these types of education was

not evident, but 13 to 16 per cent of respondents of each of the three

respondent groups had some study in each of those three types of post-high

school institutions. Six months to a year of study in the private business

school was most common for that type of education; two years or more of

study in a two-year college or four-year college was most common for those

types.
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W per ora ,pr hit rno rewonflont Rrtipm enMplAt0a Wigt-

high school study without any study or bookkeeping. Thirty-one to thirty-

six per cent of each of the three groups had studied bookkeeping beyond

the high school level; about half had studied bookkeeping for a year or

more beyond the hLigh school.

All those students who had studied bookkeeping at the post-high school

level were presumeu to have found their high school bookkeeping useful in

that post-high school study. Furthermore, 70 per cent of all those students

wh(1 hni post-la gh school education 01' any kind reported that their knowledge

of bookkeeping had been usefUl In their non-bookkeeping education.

Some differences were evident in post-high school educational patterns

as related to type of high school attended. Rural School respondents

reported considerably less on-the-job training than students from other

types of schools. Large City students led in attendance at private business

nchuan; Rural Ochol respondents levi In two -year college attendanee; New

York City students led in four-year college attendance.

The evidence of this study indicates that for males the rates of study

at two-year college, four-year college, and graduate school were about

double the rates for females; further, the male rate of post-high school

bookkeeping study was about double the rate for females.

12. Specific bookkeeping items had been used with highly variable

frequency in personal life and, generally, had been used less frequently

n personal life than in business 1I.Ce.

The most frequently used item had been used frequently or occasionally

in personal life by about 79 per cent of all respondents; the least frequently

used item had been used frequently or occasionally by only slightly more
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ihe group. Tht' lonnt frouuoutly lined hnlf or t.hr itomn

n;,. been 11::(.! i'mouently or occaH .unlly by 111., pr cent or kiwi ur n.1.1

respondents.

Although some specific items had been used more frequently in personal

lire than in business life, the overall frequency of use pattern indicated

considerably more frequent use of specific items in business life than in

personal life. This was especially evident when educational uses of bookkeeping,

as part of overall personal use, were at least partially eliminated as in

the data i'or the sub-groups of Bodkeeping I and BooNiceping II students.

Personal use data for those two groups, when compared with data for office-

store use ror the two groups, showed markedly lt.rs personal use.

Recommendations

The data which have been obtained in this study are extensive and are

belioved to be of notentially profound significance to the syllabus writers

in their task of determining what should be the objectives and content of

syllabus-outlined bookkeeping courses in New York State. Curricular decisions

uf objectives and content must be based on careful weighing and deliberation

of many factors, one of which is frequency of use data such as those pro-

vi :led by this study. Deliberation is especially necessary in matters such

as whether or not a specific item should be included in the syllabus. For

example, although many or all respondents may have recollected and reported

accurately that they have never or only occasionally used a specific item,

Lho sylliq,m; committee must decide whether other pedagogical considerations,

such as the of of the item to illustrate a basic principle, out-

weigh the low functional utility of the item.

For these reasons, the data of this study have been presented and
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;:iimmarized to make it relatively easy, yet necessary, for the syllabus

committee to carefully review, discuss, and evaluate the basic facts.

In so doing, the committee should be especially cautioned that undue sig-

nificance should not be attached to small differences in rates per cent,

especially where base groups were small. Furthermore, the committee

should remember that the data of this report are, at best, a reasonably

accurate accounting by former students of the use they have made of their

bookkeeping, as best they can recall those experiences. Such evidence does

not necessarily indicate what should be taught in bookkeeping courses.

In the opinion of the director of this study, however, the data that

were obtained in this study support the following conclusions and recommenda-

tions:

1. This study provides extensive evidence that syllabus-outlined courses

in bookkeeping have provided, in their overall organization and content,

errective vocational bookkeeping preparation for many students. About twu

:f e,:ery three students who had studied bookkeeping had used bookkeeping

in some way and for some time in office or store work since leaving high

ochG;1; two of every five students had worked for some time in positions

which, by their interpretation of this study's definition, were bookkeeping

positions. Syllabus-outlined courses in bookkeeping have been effective

terminal, vocational education for many students who, with high school

bookkeeping education as their only specific bookkeeping education, had

subsequently held bookkeeping positions in business or had held non-book-

keeping positions using bookkeeping. It is recommended, therefore, that the

syllabus committee should continue to develop bookkeeping syllabi that are

primarily designed to prepare students to use bookkeeping vocationally in

office and store work; in so doing, the syllabus committee can have confidence
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that their eCforts are well directed.

. This ::Lucky pro.ides sub:A/Intl:Li evidence that, despite the overall

vooationa] utility or the bookkeeping courses, many of the individual items

of the syllabus have been seldom used on the job. Those infrequently used

items should be carefully reviewed for the purpose of eliminating the least

usefu2 and substituting other items which are not in the syllabus but which

aye frequently used.

3. Differentiated bookkeeping syllabi, based on presumed differences

in uses of boo!:keeping according to sex of student, are not necessary on a

statewide basis. The evidence of this study indicates that both males and

females study bookkeeping, and that both sexes subsequently use their book-

keeping in office-store work. Females hold the lead in frequency of work as

bookkeepers, but significant numbers of males either go directly into book-

keeping or pursue post-high school study of bookkeeping and then go into

iPioMteePIRr. Local syllabus adaptations in keeping with local bookkeeping

enrollments should be recommended.

4. Differentiated syllabi based on type of school are not needed

at the state level. The subsequent uses of bookkeeping in business are

similar, regardless of the type of school from which the student graduated.

Ochools should be neither encouraged nor discouraged from offering Book-

keeping I or Bookkeeping II on the sole basis of their school type. Local

syllabus adaptations should be encouraged as an outgrowth of individual

school employment studies.

5. syllabus emphasis on bookkeeping for high school drop-outs is

unwarranted. The evidence of this study indicates that nearly all students

who complete at least Bookkeeping I subsequently graduate from high school

or receive an equivalency diploma. Local syllabus adaptations should be
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encouraged where unusual local conditions exist.

3y11ablin amphagia should hi' (limited primarily Lo the preparation

of workers for full-time rather than part-time work in bookkeeping. The

e.idence of this study indicates that substantially more bookkeeping work

had been done on a full-time than on a part-time basis.

7. Greater emphasis within the syllabus should be given to bookkeeping

for service businesses than to bookkeeping for merchandising, manufacturing,

or other types of businesses.

8. For many students, high school bookkeeping precedes and presumably,

therefore, is to some extent preparatory for the further forms.1 study of

bookkeeping beyond the high school. The bookkeeping syllabus should provide

for the needs of students who will study bookkeeping and accounting at the

post-high school level, as well as for terminal students.

9. There is relatively little eAdence from this study that syllabus-

outlined courses have been functionally effective for personal life, other

than further education. Many of the mor frequently used items in personal

life are not necessarily a part of bookkeeping any more than they are part

of one or more other business courses. There seems to be little basis for

depicting bookkeeping as appropriate for personal use, or for recruiting

students into bookkeeping for its personal-use values. If personal use

is to be a valid, primary objective of a bookkeeping course, a different

syllabus is needed. The data of this study concerning frequency of

personal use of specific items should be useful for deiigning such a course.

10. The procedures and findings of this study suggest several other

studies which should add significantly to the body of professional know".edge

concerning high school bookkeeping:

A. A periodic follow-up study of bookkeeping students at five year
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intervals wculd be desirable to ascertain trends and to determine the

effectiveness of syllabus revisions. Such a study might well focus on

fewer schools, carefully selected to represent major types of schools

and areas of the state. With fewer schools and intensive local effort,

perhaps using interview techniques, all former students could be sought

out and the possible skewing effect of non-respondents could be eliminated.

B. An intensive study (job analysiE) of the work done by people who

claim to be bookkeepers could yield detfalitive information which would

give vocational course planners greater confidence in their definition of

"bookkeeper", and greater assurance that their instruction was realistic

and functional.
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APPENDDC A

STATE UNIVERSITY OF NEW YORK AT ALBANY
BUSINESS EDUCATION DEPARTMENT

1-2. Card Code BOOKKEEPING QUESTIONNAIRE Please return to:
3-6. Questionnaire Number
7-9. School Number

10-11. ---Grade/Course
Name of High School:

Name:

Address: 12. Sex: Male El l Female 2
(Plisse censer if mummy)

EDUCATION

Directions: Please answer the following questions by placing a
chick mark ( ) in the box under the response which
best applies to you. (Disregard box numbers.)

Yes No

13. Did you comment first year book-
keeping while in high school?

14. Did you complete second year
bookkeeping Mile in high school?

15. Did you complete third year book-
keeping while In high school?

16. Have you either graduated from
high school or received a high
school equivalency diploma?

17. What was the
last school yam
during which
you attended
high school?

196041 196142

01 D2

0l D9
CI 0 9

El'
0' El'

1962.63 196344

3 0 4

(Questions 11-23 should be answered by placing a check mark In the
box under the Wen heading which best applies to you. Be sure to
check sue belt for each question.)

Now much of the following types of education have you had since
high school?

19. On- the- job
training

19. Private
business
school

20. Two-year
college

21. rom-yea
cone
(under-
graduate)

22. College
(graduate)

23.

6 months 1 year
Less than to under to under 2 years

None 6 months lm Lilts or more01 2 2 4 5
1 2 03 04 5

' 0 2 0 04 5

01 02 CI 4 0 5

01 02 2 4 9
Owing how
many months
Of yea
Mace high
oohed have 1

you studied
sews book-
keeping and/

accotintinst

02

24. Have you used high school book-
keeping skills or knowledge in
your

high h school?

03 D4 I:3 5

WORK EXPERIENCE

Directions: Please answer the following questions by placing a
check mark ( ) In the box under the response or
responses which apply to you.

25. Since high school, have you ever rd
worked as a bookkeeper?

26-
29.

Yes No

"
(A "bookkeeper" is any person holding any job involving the re-
cording of business transactions and/or the preparation of finny-
Mai reports, or the examination and analysis of business trans-
actions. Examples of bookkeeping positions include jobs with
titles such at accountant, senior or junior accountant, account-
Ins clerk, accounts receivable or accounts payable clerk, check
clerk, check register clerk, tax record clerk, voucher clerk, vou-
cher register clerk; auditor, audit clerk, expense clerk, inventory
audit clerk, journal entry audit clerk, sales audit clerk; night
auditor, journal clerk, cashier or assistant cashier, account clerk,
accounting machine operator, recording clerk, posting clerk, pay-
roll clerk, and any title containing the term ''bookkeeper.")

If yes have nem waked as a beekkeepsr, yen mgr skip ques-
tions 36-32.

If you have worked as a bookkeeper since high school, for what
tYPI of business did you work? (If you have held ore than one
bookkaping job, you may need to check more than on box.)

Manufacturing Merchandising Service
Business Business Business Other

0 El 3 3

Part Time

30 If you have held a bookkeeping
31. position(s) since high school, was

It part-time or full - time? (You may '
need to check more than one box.)

(A Pat -Time bookkeeping position is any bookkeeping position
at which you have regularly worked tor less than 35 hourseach
week. A Full -Time bookkeeping position Is any bookkeeping po-
sition at which you have regularly worked for 31 hews or more
each week.)

months 1 yew
Less than to under to undw 2 yews
6 months Lea 2 2m or more

D

32. Now much total
full -time book-
keeping work ex-
perience have
you had since
hill school?
(For part-time work, treat 140-160 Was as a month.)

Yes No

0 2 0 04 10

33. Since high school, have you ever
worked In an office or store po-
sition other than as a bookkeeper?

Yes No 34. If you have held an office or store
posicion ether than that of a "book-
keeper" did the job involve the
use of any bookkeeping skills or
knowledge?

i
9

'
D I D ,
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DIRECTIONS:

The following questions concern your office and/or store use and your personal use of book-
keeping since high school. Answer each question by placing a check mark ( e) In the alums
which best apply to you. Check one column In each gym of columns for each question. ("Per-
sonal Use" Includes uses such as additional education, treasurer of an organiution, home use,
or jobs which me not considered office or More Jobs.) II ter arty teases you do not wish to m-
ower a particular question, place a check mark In the "No Answer" column. (This column is
useful when yru me not sure of the meaning of the question or when you me not sure If you have
used the Item.1

If you have new held any kind of office or Nos position, please draw a single line down
through the "Never" column under Office-Store Use.

I. New often have yes used the following business forms,

00. (Example) Check stub
35. Money orders
38. Voucher checks
37. Dank cashiers' checks and/or certified checks

Dank, time, or sight *efts
39. Twirlers' checks
40. Notes (receivable or payable)
41. Trade acceptance . .
42. Bill of lading
43. Slop payment form for checks issued
44. Bank loan application form
45. Cash register slips

Dal., cash report
47. Chee-`6ek
48. Petty cash vouchers
49. Cash refund slip . .
10. ReGelptil . . . .
$1. Soleil 11110$ (charge Or WO
52. Sales !mice tarn sake eider .
53. Credit (or debit) meimeandum
54. Purchases order ard/or invoice
SS. Stelsment of account . .
N. Requisition Isom. . .
57. Federal depository receipts
58. Payroll envelopes or dada
59. Individual employee time cads
SO. IndivIdual employee umlnp record
11. Payroll change sheet and/or requisition form
12. Application form for social security numb*
63. Withholding stagnant - Form W2
64. Federal or stab income tax return forms
GS. ReconcIrlatIon of Income tax withheld from wages - Form W-3
N. Employer's quarterly fedoral tax return form
67. Inventory sheets
GIL Stock card for perpetual inventory record
69. Blank forms for financial statements

II. New eft. have yes used the followIng journals,

70. Purchases Journal (one money column)
71. Columns Purchasse Journal (several money columrs)
72. Sales Journal (one money column)
73. Columnar Sales Journal (several money columns)
74. Sales Returns and Allowances Journal
75. Purchases Returns and Allowances Journal
711. Columnar Cash Receipts Journal
77. Columnar Calls Payments Journal
78. Twocolumn General Journal
79. Columnar General Journal (more than one debit and one credit column)
110. Combination Journal (many money columns),
81. Note Register
82. Petty Cash Book .
8S. Payroll Register

III. Now often hese yes malls the following 'shied

$4. To record cash received or cash paid . . . . ...... . .
$5. To record the beginning cash balance in the Cash Receipts Journal or Cash Book .
N. To establish a petty cash hind
87. To record purchases
88. Dealing with merchandise on consignment
89. Dealing with the repossession of merchandise sold
90. To record owmloyeet payroll deductions, such as social security or Income tax

withheld
91. To record payment of payroll deductions to proper agencies
92. To record the employer's liabilities for payroll taxes and/or employee Insurance.
93. To record salts .
94. To record other Income, such as rental income, Interest income, or gain on fixed

assets.

OFFICE-STORE

USE.

4n
PERSONAL

USE

1 2 I 4
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HI. New efts@ have yes made the following Mies/ (Coed)

95. To record operating expenses, such as rent, salaries, etc
96. To record excise or sales taxes
97. Affecting partnership capital or personal accounts
96. Involving the Issuance, sale, or purchase of common or preferred stock
99. To record the declaration or petimene of dividends

100. Involving bond Issues
101. Involving goodwill
102. To correct posting errors
103. For bad debts collected after they have been written off
104. To adjust accounts at the end of the fiscal period
101. To close certain amounts at the end of the fiscal period
106. To record receiving of custom's note in payment of an open account

IV. New Oar have yes dose the fellow's. posting,

107. To the Individual scowls in Ss 4astoreers' w auditors' lodger
106. To the general ledger accounts
101. To controlling loosontS (Accounts Receivable, Accounts Pqable, or other)
110. Column totals of the special journals (Solos, Purchases, Cash Receipts, Cash Pay-

ments, or ether)
111. Column totals of the Columnar General Journal
112. Column totals of the Combination Journal
113. Directly from a sales slip
114. Directly Nom a cash register tape
116. Directly from an Invoice

V. New a a have yes used the following accetate

116. Merchandise Inventory
117. Notes Receivable or Notes Payable
11$. Cash Shorter Over
119. Allowance for Depreciation
120. Allowance for Bad Debts
121. Sales Mums and Allowances
122. Purchases Returns and Allowances
123. Transportation on Sales (Delivery Expense)
124. Transportation on Purchases (Freight-In).
125. Collection Expense (Exchange Expense)
121. (INnmisslons Earned or Paid
127. Sales Discount (Cash Discount)
12$. Purchases Discount (Cash Discount)
129. Notes Receivable Discount.d
130. Cost of Goods Sold

VI. New often have lee prepaid the following?

131. Your Out Income tax return form
132. Bank deposits
133. Proof of cash form
134. Bank reconciliation statement
135. Schedule (Chat) of General Ledger Accounts (titles and numbers)
136. Trial Balance
137. Worksheet
131. Departmental Statement of Gross Profit
131. Profit and Loss Statement (income Statement)
140. Balance Sheet (Statement of Financial Condition)
141. Comparative financial reports
142. Post-Closing Trial Balance
143. Schedules (Abstracts) of Accounts Receivable or Accounts Payable
144. Commotion Income tax return form
145. Franchise tax return form ....... .

146. Other tax report forms

Rehm fired of cheating? Tee% almost done, se please keep gelagi

VII. New often have yes done the following?

147. Posted from journals to the ledger accounts
141. Used a general ledger
149. Used a "1" account form for your general ledger accounts
150. Indicated pencil balances in the explanation columns of general ledger accounts .

OFFICE4TORE PERSONAL
472

USE USE

2 3 J 2 3 4
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VII. New often have yip doe the following? (Cord)
151. Ruled and balanced the accounts st the and of the fiscal period . . . . .

152. Used subsidiary ledgers (for customers' or creditors' Accounts) . . . . . . .

153. Used the three column account form for your subsidiary ledger accounts (debit, credit,
and balacce columns)

154. Pencilfooted accounts
155. Keyed.eff or singlelined customers' or creditors' accounts
156. Used a voucher system in controlling expenditures
157. Recorded check numbers in the Cash Payments Journal
158. Recorded bank deposits in the Cash Receipts Journal
159. Discounted your own (or business's) note payable
160. Computed the discount on a note
161. Decided Mich accounts were to be debited and credited .
162. Checked the OSUMI Ity of debits and credits of each entry
163. Checked the equality of debit and credit journal columns
164. Handled COD sales
165. Made deductions for items ether than taxes from the payroll checks - such as U.S.

Bonds, insurance, pensions, etc.
166. made combined (compound) journal entries
167. Made journal entries that required double posting
168. Adjusted accrued items, such as salaries or Interest
169. Made reversing entries (post-closing)
170. Verified invoice extensions and/or terms
171. Recorded charges or credits for deferred items
172. Decided (or helped decide) to whom credit should be extended
173. Used credit titles agencies
174. Used collection agencies
175. Computed the interest on interest bearing notes
176. Computed or taken advantage of cash or trade discounts
177. Computed or recorded depreciation of fixed assets
178. Used a salmis guide when preparing the financial statements
179. Prepared the financial statements from a worksheet
180. Prepared the financial statements directly from the ledger accounts
181. Interpreted financial reports
182. Used graphs as an aid in interpreting the financial reports
UM. Calculated the percentage of cost of goods sold on the basis of net sales .
184. Calculated the percentage of gross profit on the basis of net sales
185. Calculated the percentage of operating expenses on the basis of net sales.
NM. Calculated the percentage of net profit on the basis of net sales
117. Calculated the rate of merchandise turnover
188. Determined the current ratio
189. Determined the amount of working capital
190. Calculated the rate of return on investment
191. Computed the distribution of profit or loss for a partnership

VIII. New Mee have you used the following?

192. A single-entry bookkeeping system
193. A double entry bookkeeping system
194. Adding machine listing
195. Calculating machine - rotary
196. Calculating machine - key driven
197. Cash register
191. Posting machine
199. Billing machine
200. Bookkeeping machine
201. Check writer 4

202. Tickle' file

IX. New often have yea used automated data processing ormIpmer.t or procedures for -

203. handling accounts receivable?
204. handling accounts payable?
205. handling inventory information? . .

206. handling payroll information?
207. verifying data recorded in punched cards?
208. coding?
209. sorting business data?
110. preparing reports?
211. preparing individual W-2 forms?
212. preparing customer's statements?

OFFICESTORE PERSONAL
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84..z.INESS EDUCATION
DEPARTMENT

APPENDIX A

STATE UNIVERSITY OF NEW YORK AT ALBANY

ALBANY, NEW YORK 12203

WHOM OF BUSINESS

Dear Former Bookkeeping Student:

Your high school, the New York State Education Department and the State
University of New York at Albany are working together in conducting a
study of former bookkeeping students. We are asking you and other
selected former bookkeeping students throughout the state to tell us
how you have used your bookkeeping knowledge and skills since leaving
high school. This information will be Of great value in making changes
in future high school bookkeeping courses.

We hAvp enclosed a questionnaire that will make it fairly quick and
easy for you to give us some important information about what you
have done since leaving high school.

As you will see, we are looking for some information about the ways you
may have unoci bookkeeping in your further education, business career,
and personal life. The information you give us will be computer proces-
sed and reported without using your name, so you can be fully honest
and frank in filling out the questionnaire.

We will greatly appreciate your time and effort in filling out the
questionnaire and returning it to us in the enclosed stamped, self-
addressed envelope. We are sure th' the tnformation we receive from
you will be of tremendous value in .1.. signing better bookkeeping courses.

Enclosures (2)

;sincerely yours,

Local Coordinator of Statewide
Bookkeeping Study
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OUSINIESS ()tic A TION

DEPARTMENT

Mr. John Smith
Business Department
XYZ Central
Anytown
New 7,)rk

liehr Mr. ,Smith:

APPENDIX B
STATE UNIVERSITY OF NEW YORK AT ALBANY

ALBANY, NEW YORK 12203

March 1, 1966

?Ile Business riucation Department nf SCR 'Y ht Albany, in cooperation with the

ilirnnu of' illrAnens Education o the ,Sew Yor:c State Education Department, is

'AnderLakL107 a rezehrch ntAy that will nroduce information useful to the
9ureau in revising the stv,e syllabus for Bookkeeping and I. Specifically,
we are doing a follow-up study of studpnts who completed Bookkeeping I or II

during the school year 1960-61, to determine what use they have made of
bookkeeping in their post-high school education, business or personal life.

We will be contaCtino by questionnaire the former bookkeeping students of about
sixty selected public schools in the state. In each selected school, a member
,f the business department faculty will be asked to act as a coordinator to aid
us In this study; 'ne will be nald for his assistame. The enclosed project

prop 'sal, questionnaire and instruction sheet explain the project and the

duties and responsibilities of the coordinator. The coordinator's duties
will last about six weeks (approximately May 2 to June 13), and he will receive
$XX for his services.

XYZ Central has been selected as one of the sixty schools that we would like
to include in this study. Would you be willing to assume responsibility as
coordinator for XYZ Central? If you are, please complete the enclosed card
and return it as soon as possible. If not, please make arrangements with some
experienced member of your business department faculty to serve as coordinator
and have him complete the card and return it. In the event that you do choose
someone else, we supest, iC possible, that, he be someone who is well known
to many of your 1960-61 bookkeeping students.

We have sent a letter briefly explaining the study to your Superintendent of
Schools, Mr. Doe, and your Principal, Mr. Jones. They should be aware, therefore,
of our desire to include XYZ Central in the study and will be anticipating
your request to participate.

Thank you for your consideration.

Very truly .yours,

R. E. Fairbank
Chairman, Business Education
Director, Bookkeeping Research Project

Knclosures: h
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Instructions for Coordinators

Complete instructions 1-5 as soon as possible and instructions 6-11 after
receiving the questionnaires and other related materials.

1. Be sure to obtain whatever administrative consent is necessary for you
and your school to participate in this study--the enclosed copy of the
1.;coject proposal may prove helpfUl in explaining the project to your
administrators.

2. Prepare a list of the names of all persons who co leted a New York
State syllabus outlined course in Bookkeeping I first-year) or
Bookkeeping II (second-year) in either January or June of 1961. Be
sure to include only the names of those who completed the state
syllF:-;us outlined courses.

You may find it helpful to prepare separate lists for those who completed
Bookkeeping I and those who completed Bookkeeping II.

These nn.res may be obtained from the "grading summary sheet" which is
usually prepared for each class. This is the record which shows the
names of each student in the class and the report card grades which
they received. Class lists may also be helpful. If neither is avail-
able, check with your guidance department to ascertain other methods
for getting the informati.,n. Because of the possible difficulty in-
volved in determining which students completed a state syllabus out-
lined bookkeeping course in January or June of 1961, permanent record
cards should be used only as a last resort for locating names.

3. Keep the lists of namas so you can later use them to check-off the
questionnaires as they are returned to you.

4. Alen you have completed the lists of names, record on the enclosed
card the total number of Bookkeeping I students who completed the
course and te total number of Bookkeeping II students who completed
the course. Then return the card to us immediately so we can send you
the necessary questionnaires, envelopes, and other related materials.

5. After locating the names of the former students, locate the permanent
re_ cord card for each student and find his last known address, and the
grade level at which he co leted a Bookkeeping I or Bookkeeping II
course in January or June of 1

If possible, using the old names and addresses, attempt to find the
current name and address. (Marriage may cause problems.) Methods of
finding current addresses include - a telephone book, a city directory,
contacting old classmates, etc. If the current address cannot be
found quickly and easily, use the last known address.

6. At the top of each questionnaire, you will find the following:

1-2 Card Code
3-6 Questionnaire No.
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7-8 School No.
9-10 j Grade/Course

Name: 11. Sex: Male III Female
Address:

Name of High School

a) Items 1-8 (Card Code, Questionnaire No., School. No.) will be
comnieted at the project office.

b) After receiving the requested number of questionnaires and other
related materials from the project office, you should fill in
items 9-10 (Grade/Course) using the folloNing code:

Grade: 1 -- 10th grade
llth grade

3 -- 1?th grade

Course: 1 -- Bookkeeping I (first-year)
2 -- Bookkeeping II (second-year)

Thus, if a student was a senior during the 1960-61 school year and
completed Bookkeeping II (second-year) during that year, the 9-10
line would read -- .3 / 2 Grade/Course. (In the event of conflicts
of more than-one bookkeeping course which was completed in January
or June of 1961 and the grade in which it was completed.)

c) You should print or type the student's name, address, sex (use a
check mark) and high school.

7. Be sure to sign each cover letter. Do not put the inside address on
the cover letter.

8. Enclosed within the packet of questionnaires, you will find a sample
of a correctly "stuffed" envelope to be sent to each former student.
"Stuff" all envelopes as per snmpLe, including questionnaire properly
folded, signed cover letter, -,d the return envelope.

9. For each questionnaire that is not returned to you within 2 weeks after
you send it out, send the follow-up postal card reminding tle student
to complete and return the questionnaire.

10. If a questionnaire i^ returned to you marked "address unknown" tAd no
further means is available to determine the current address, consider
it as a "lost" sample and return it to the project office with the
other materials.


