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CUAPTER X
IWFRQDUCEION

Parposo
The purposc of this study is to determine She orpanie
satlon, conbent, ard mothod of presentebion for a courss of
etudy in the prineiples and problems of buesiness for the

eolloge studont beginning his study in business educailon.

The %@hl B
&

fiince thers apparontly is no end or limit to the swmoun
of subject mabter & course in business principles and probe
lems might inelude, i1t is the problem in this study to fopw
mulate & course in the principles and problems of Yusinoss
which would be sulteble Por presensatiocn to & group of oolw
lege studenta bepimning Lheir study in business sducabion,

“he Neod for this Course
This course of study is intended o bs only an introw
ductory coupse in business which will gserve ss the foundfie
tion Tor galning knowledpe in how a business in orgaoiged
and operated, Afber the business education atudent acguiroes
which
are charscterlstic of practieslly svery form of businoas,

a knowledge of the esseatial principleos snd probloms

e should then be able to move intellipgontly smire his cholce
off the particulsr fleld in which he wishes Lo apocialize,.
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it is hoped Gthab & gowrge of this nature, which is rabher

widlo fn 1se seope, will ald ihe young business student who

is contamplating golng into buslopss for Lilusells
L% iz Ghe plan o Uhle study %o consider as princliplos
and proUlems of tuslgess those Pacbtors whileh aro gonorally

rosopnized ag swel by busineoss edutnbors. Uiscusaion of

thess privelples and probloms can be found in courses and

textbooks bearing such blitles asz "Inbroducbion Lo Pusinoss,®

"ousiness Orgonizetlon and Sanegement,” "Business Principles,®

"Coneral Buslnesw Tralning,” and "Clemcatery Huslaess Iraining.®
Ab present, many sducalors are advoesbing & rathor drags

tic shange in the program for vocablomel preparation of busie

apag studenis. One of the leading arguments advanced by

those educabors is thab too much eupheois in the past has

on spenlializatlon in Just one or btwo Lields with

broantment gliven Lo & brosd vossblonsl treining

beon placed

not enocuy
in muny £ilelds, 7The Special Comnitbe Neporting on the Seconds
ary Sehool Cuorrieoulum in 1940 for the
Edueation siated Shsat %mﬁ@h,@f bhe wyrk provided in vooms

Eionsl classses fails o moet the needs of puplls hocause it
is qulbe as spoclalized as were the treditionsl preprolfop=

Amapican Council on




In the report of the Regents' Inquiry into the Charace
ter and Cost of Public Bducation in the State of New York,
it was advocated that the secondary sehools should include
a program of general vocational education in every high
school. It was steted in this report that "in high school
vocabional gourses should lay chief emphasis on broad voca-
tional training and not on the development of specialized
skille,"

Too many young men and women are meking their decisions
too hastily as to the field of business they plan to enter.
Upon msking early aeciaions‘as to what eourse they will fole
low, such as bookkeeping, secretarial training, ete., they
prepare themselves toward this end only to enter an over=
crowded field which makes it difficult for even the best of
them to find work. In a nation wide survey, it was found
that enrolment in high aschool secretarial tréining classes
increased 59 per cent in slx years and 108 per cent in bwelve
years, while the number of employed stenograsphers and typists
decreased 8ix per cent durlng that interval of time. Ths
same survey showed that enrolment in bookkeeping classes ine
creased 40 per cent in six years and 60 poer ecent in twelve;
while the mumber reported engaged in the business world in

that field decreased 18 per cent during the intarVa1.5

2Luther Gulick, "A New Bducational Program," The Regents!
inquiry into the Character and Cost of Publie Educabion Eﬁ the
State of New York, pp: 46~47, ‘ '

Szarl W, Barnhart, "Employment Opportunitises ror Beginning
Stenographers and Typists," School Life, XXII (April, 1933), 278




If apother group of persons had been counted in thisg
survey, the total number of candidates for positions of
atenographers, btypists, and bookkeepers would have been
nearly doubled, This group was composed of persons who
either graduatsd or discontinued their abtendance in the
nation's business schools, parochial colleges, and major
universities and colleges during that same inbterval of time,

This survey and others of its kind, such as the finde
ings of the American Youth Commission, ¢clearly point to the
maladjustment of the commercial educetion program and eme
ployment opportunities of students in the nation's Sﬁhoolﬂy4

It was stated in the Heport of the President's Advie
sory Commlttee on Education in 1938 that "intelligent plane
ning for a program of vocetional education should be based
on a knowledge of the occupational situation throughout the
country. "o

Following his exemination of the warious high school
curricula throughout the nation, Georgse S. Counts, repree
sentative of the National Sociebty for the Study of Educaw
tion, sald that his one basic eriticism of the old program

of education was that 1t was not adequately adjusted to

4Jcbs and Careers, II (June, 1941), 18,

55ohn Dele Russell, "The Place of Vocational Eigeation
in Modern Society,” Report of the Presldent's Advisc®y Com=
mittee on Rduecation, i§3§, De e




pupil needs.6 The problem of bringing about a proper change
in the program of preparing youth for voecational opportunie
ties seems to be the task of educators themselves. If left
to the individual students or to the parents of the students,
both of whom lack the knowledge of the gravity of the occupa-
tional opportunity situation, it is queationable whether any
concerted action on the matter would be brought about,

lany courses at present are being given throughout the
schools of the nation, entitled "Office Practice," "Junior
Business Tralning," and the like. These courses are doubte
less of great value in furnishing the student with & knowe
ledge of some of the problems he wili fsee in the business
world. Yet, dQSpihe the many values to be gained from Hak-
ing such courses, some of the leading educators are of the
opinion that there existas a growing need for students to ace
quire a more thorough and more well-rounded knowledge in the
actual organlzation and management of business.

Robert E. Slaughter says:

Perhaps a new type of course designed specif-
ically for the purpose of introducing and orienting
students into business is needed. . . .It should

trace the development of business up to the presagt
time and describe its orgenization and operation.

SGeorge S. Counts, "Current Practices in Curriculum-Mele
ing 1n Publiec High Schools," The fwenty-8ixth Yearbook of the

National Soclety for the Study of Educetion, p. 180.

7
Robert E. Slaughter, "Problems of Business Management ,"
Thirteenth Yearbook of Eastern Commercial Teachers Assosife
lon, Section 1X, p. 282.
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As Oy Colvin saya that "the most importent course in
the business curriculum next to eonsumer economics, should
be one ealled !'introduction to buainesst,"® Colvin points
out that suech a course should give "business information
and skills useful to the student if he elects to gpecialize
in some field of business education," end that it should
give the student "an opportunity to explore and try oukt his
ebllities and interests in the field of business education,"d

A question among educators is whether the high sehool,
or the business school, or the ecllege should be the proper
lnstitution for offering sueh a course in the mansgement and
~ problems of business. Many persons feel that the proper ine
stitution for such training in commercial education is/the
college, qunng advocates of the college level fopr tragning
the business student in this subjeet mabier field is T. W.
Glocker, who states that "young men should receive training
in the problems of business management" and that this traine
ing "is the task of collegiate schools of business alded by
eolleginte adult education servicaa.”lg

To the high school or business school graduaste who has
already hed & rather extensive commercial education, this

course would be of aid in that it would aorve bo siorbten

Br. 0, Colvin, "Introduction to Business," Business
Education World, XVIII (Feb,., 1938), 468464,

9Tvid, p. 465,

loT; W. Glocker, "Training for Business Leadership,®
dJournal of Business Education, XVI (April, 1941), 9.
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the time for his choosing the particular business voeatbion
that he plans to enter. Already welle~versed in the core
subjects 1n business education, this type of studsnt should
get as much or more out of this course than the averagse bew
ginning student, His decision as to what branch of the come
merclal field bo follow should then be more sbtable and welle
founded than the choice of the usual heglnning business sbtuw
denkt.,

To the student who has had no previoua instruction in,
commercial education courses, but who has had one or more
years of actual business experience, this course should be
of aid 1n making & self-analysis of how he rates in his
knowledge of business. The facts he knows, through practie-
eal experlence, such as salesmanship and the managenent and
functioning of the office, will serve him to good advantage
when he encounters the routine commercial curriculs of shorbe
hand, bypling, and booklkeeping.

This course should offer an opportunity for selfeime
provement to both the sbtudent who has had previous classroom
ingstruction in commercial education and to the one who has
had only experience in the business world. Both should find
that this course offers them sufficient qualificetions to
enter those branches of business which are lacking in compe=
tent workers, nemely, salesmanship, advertlising, and clerie

cal work.
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In regard to the matter of self-improvement, H. G.
Blackstone says: '

It should not be forgotten that vocational
business education is concerned with training pu-
pils, not only in the skills and techniques which
they need, but also in business principles and re-
lationship. + «80 that the graduates msy be quali-
fled to progress in a jJob series and not be 5?§~
tenced permanently to their initial position.

Along this same line of thought, Frederick G. Nichols
sayss

For success in business something besides clere
ical skill is essentlal. Some understanding of what
are called the principles of business is very de-

sirableig. » «They can and should be taught in the
school, "

In proposing any new addition or change in the commere
cial curriculum, the opinion of the business man in regard -
to the desirablillity of such a movement should be considered.
Following a survey made of business in Misani Beaeh, Florida,
to find what the business men needed and demended of schools
in the way of commercial instruction, Harold Ruby wrotes
"The school must provide the background by emphasizing, in
their program of study, the basic principles which underiie

all business endeavor." o

llE* &. Blackstone, "Remodeling Your Commercial Departe
ment," The School Review, XLVII (Jan., 1939), 19.

12rrederick G. Nichols, "Faecinmg the Pacts in Business
Education on the Secondary Sehool Levadl," Edueation, LX
(Jen., 1940), 257-263,

Bharold Ruby, "Fillin% the Cuabomerts Orders," Journal
f Busineas Education, XVI (Feb,, 1941), 15-16,




Any attempt to secure an accurabte and "model" survey
as to ths need for a course of thisg desceription in the cupre
riculum of the nation's schools is quite difflicult in view
of the rather unusual shortage of reliable and authentic sure
veys of the commerclal educatlon program in the United States,
This fect is more specifically borne out in an admission by
the 1930 Nabional Survey of Secondary Educabion, namely, "no
survey was made as to the content of subjeet matter in come
mercial education,!>F In the opinions of thoso who conducted
the survey and omitbted commerelal educatlon, industrial arts,
home aaanumiés,~ahd agriculture from the subject matter con=
tent survey, "the problem of the horizontal organization and
artlculation of general and speclalized education involving
the recognition of these subject grbups soemed more btimely
than & mere analysis of their content and methods, "5

Despite this lack of survey data in commercial sduca-
Glon subject matter content in past Jearsg, three rather ree
liable analyses, conducted on the respective levels of high
~school, junior college, and collegiate schools of business,
polint to the growing need for a course in business similar
to that set forth in this study.

In the 1933~1934 survey of courses offered in the high

achools of the nation by the U. 8. Office of Education, a

léLeonard"V. Koos, "Some High Lights in the Findings
of the Survey," Bulletin of National survey of Secondary
Eduecstion, XVIII, 1952, 176.

151bid
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striking comparison was drawn bebweon the number of students
enrolled in the "big three" commercial subjects and those in
classes in business orgenlzation. Approximetely 764,000
were enrolled in typlng, 443,000 in bookkeeping, 404,000 in
shorthand, and only 18,000 in business arganization.lﬁ The
figures, however, pointed to the fact that the sbove-mene
tioned "oldeline" courses had been offered in the nation's
schools prior to the turn of the century, while no material
attention had been placed on a course in business organizas
tion exeept during the precsding ben yeer inbterval,

The above survey only served to bear oub previous finde
ings that the flelds of bookkeoping, shorthand, and typing
were belng over=-crowded with applicants for positions, while
a vast opportunity still lies waiting to students in the more
spoclalized branches of business where the supply is small
and the demand great.

This same need for a courss in business principlses and
problems was indicated in the survey of forty-eight junior
colleges covering twenty~Lfive atabtes and the Digtrict of
Columbia. This survey showed that out of the four dozen
schools, only two offered & course in the management and

17
functioning of business.

1"6'0“. 8+ Departmsnt of Interior, 0ffice of Bducation,

Offerings and Registrations in High School Subjeeta, 1933-1934,
ulletin 1938, Ho, 6, pp: 74=76. ,

1?Eyron S» Hollinshead and Peter P, Stapay, "The Business
Currlculum in Junior Colleges,” Sixth Yearbook of National
Commercial Teachers Federation, Part 111, De 290,
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The most inelusive and snlichtening survey So be found
on thas need of this oourss in the cwwlonlum B sepvs the
boginning studsnt in oolleco is bho garyay conductod bty L. Ce
¥arghell on tho eontont of ths currienlum offered by the
Ehirty=e ight mombars of the Smoricen Aszoeilstion of Collow
ciante Sohools of %@%&mﬁm,w Rero, 1t la found thet ouh of
the thirty-aight achools in the Assoelintion mantberghin in
1086, the Sime of She murvey, only Tiftesn requirs business
organization Yo be bakon by students in the eommerclal fisld,

Draplte the fact Bhah slightly lesn than 40 nor cant of ,,
the newber schools of the Asscciotion roguirs the couras, the

suryey iz far from Msconeaging o advooaten of such o tyne
of ingtraction in view of tha fact that 'n the progeding doce
ale scarcely any Srentment at all wes siven o this subjfost,
Thopoas statistics show 21,000 sermater hours wore o00fored

in the field of husinoss organization in the 1008 sureYnY, no
appregiable mmbor of similer hours wers recorded for the
same Tisld in iﬁl&m

In the same Associabion survey, a questiomaliroe ankitled
"oasic Tlemanbs of & Solleglate Curriouln Por Pusiness” was

Torgulaked by an uwnefTiclal oy

oup from olght lestibutions
which llsbod lmentywnine selectoed Tlelds of study and asked
the opinions of oducators sz to which should bo required of

students prepering for busivess. 7This guestionnairve was ssub

i

' Lom
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to deans and members of the inatructional staffs in a large
number of collegiste schools of business, asking thoss who
recelved the questionnaire to express their opinilon as to
which subjects should be required, on what appropriate level
in the curriculum they should be presented, and what individe
ual importance they had,

The questionneire did not list the names of the veriocus
courses offered In business education but broke the commer-
eial curriculum down into twenty-nine selssted fielde of
study, several or more of whiech might be ineluded in one
regular course in business, Eight of the fields which were
listed on the questionneire, strikingly senough, were included
in slightly varied phraseology as main divisions of the Prow-
posed ecourse in the prineiples and problems of business set
forth in this study and found in Chapter IV.EG Those elight
flelds listed on the questionnaire were "Money, Banking,
Financlal Organization," "Manager's Administration of Fie
nance,” "Risks and Uncertainties Including Busineas Cycles,"
"Risk Administration Ineluding Insurance and Forecasting,"
"Market Administration," "Administration of Production,"
"Personnel Administration,” and "Statistics.! All e ight
flelds were rated by a majority of the educators as necose
sary according to requirements in the commercial curriculum
and were considered as college courses when the choice of

appropriaste grade level was made,

201p1d, pp: 125-151.
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There was quite a diversilby of opinlon smong bthe sducae
tors as to the amount of time each of the subject matter
fields should receive in college, Some subjects were placed
in the highest avallable bracket, consideresd worthy of ree
ceiving "a great deal of time," while others were placed in
the lowest division, "deserving relatively 1little time in
treatment.” Despite this wide range in opinion, the general
agreement was for all of the eight subjects to be placed in
the “"average" or "more than average" time graup.gi

Thme, it ¢an be seen that business leaders and edutaw
tional authorities are coming to the oconelusion that the
young men and women who take thelr places in the buainess
world should do so with a broader and more critlcal concepe
tlon of the functlona of business inateasd of tackling a
means of livelihood, fortified only with a mechanical knowe

ledge or ability to perform one or two certain tasks.

Method of Procedure
The first step taken in meaking this study was the prese
entation of a bentative course outline of "An Introduction
to Business" to a college business education class of the
sophomore level during the fmll semester of the 1940-1941
long session. This was done in order to determine the
emount of pupil interest in a course on the principles and

problems of business and in anbicipation of obtaining

2lmmid, pp: 185-131.
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valuable information which would aid laster in the formalaw
tlon of a courae ocutline for this subject.

This new course in business education was approved by
the curriculum committee of the North Texas State Teachers
College and was taught for the first time at the instltuw
tion under the instruction of H., D, Shepherd. The class
met twlce a week for a period of one and one~half lours
each. One class meeting was devoted to a lecture, at which
time a vislting spesker, representing a leading firm of
Dallas, Port Worth, or Denton spoke on some phase of the
gubject which the e¢lass was studying that weekj the followe
ing meeting, the students participated in an open discuaw
sion on the feabure pointa of inbterest in the previous lecw
ture, tying this discussion in with the current topie of
gtudye.

In order to promote 8 desper consideration of the sube
Jects discumsed in the course, thought-provoking queations
were presented the students esch week on their surrent topic
of study. These questions were prepared by the writer for
the purposs of stimulating ﬁéd&d thought on the part of the
students, who for the most pari, based their answers on
knowledge geined from actual experience and from reading a
select list of books which had been picked from the library
stacks as being most applicable to the current study.

Twelve leading textbooks, designed for an introduetory

course in business, were anslyzed for gubject matter content
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to determine the major toples they stressed as being netaese
stry for such & course as proposed in this study.,

7o evaluate the list of major Loples chosen, 8 QUESw
tionneire was sent bto Lwenby~four selected authoritien on
business educatlon snd curriculum construction. These men
were chosen because of their many yeavs of ezperience, most
of whom have been sssocisbed with education or business or
both for more than twenty years, The opinions of those who
have been working in the educationsl fisld, more specifiw
eally in charge of praduate instruction, were espeecially
desired. It was fell thab theso men through thelr past axe

perlences had seen many stulents resch the o

in college, only to fail in their sdveancement for lack Qf
proper knowledge in the fundsmentals of business,

From this aslected group of twenty-four authoribles,
elghteen questionnairss were returned anawerad, a Losponse
reaction of 75 per cents From the resulbs of the tabulae
tions of faots gathersd from those questionnaires, the
writer was then able to shape the course of atudy which is
presented in this repors,

Fo attempt was mede bo contact businsss mors fully bow
cause it was fels thad through their many varied sducabional
experlences in past yeare, and their numerous contactys Gie
rectly and indireetly with business over the apan of the
last two degades, bthesse selected educators had acqguired
enough knowledge of the functioning of busiress EQ stamp
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themselves as relisble asuthorities on the problems of busie
ness today. Then too, the source of maberial in the texte
books on the subject 1s considered a reliable guide bo the
needs and demands of business. For surely no author would
undertake to write a book on the problems or functions of
the business world unless he hsad personally felt out the

gltuation in actual contact with leaders in that field,

How Data Were Gathered

The initial step in the gathering of data for this
study was taken when twelve books on the related subjects
of "business organization end management ," "introduction to
nuainaas," and "the prineiples of business" were chosen for
study in an effort to determine the subject matter offered
by these authorities in business, These Sextbooks were choe
sen at random from the fiel& of books devoted to thess re=
lated subjects.

As previously mentioned, the major toples discussed by
the twelve authors were analyzed to debermine what subjects
were considered by the consensus of opinion of the writers
&3 being of primary importance. Originally the eombined
total of chapter headings found in all twelve books was
bhree‘hnndred threes After refinement of the topics so as
to group closely related subjects under one genersl heading,
there was a nuclsus group of only twenty~seven main division

heads left.
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These main division heads were then submitited for evale
uablon to a group of authorities on businesa edueation and
curriculum constructions These experts wers asked to give
the lndividuel subjeets a rating of 1, 2, or 3, meaning ro=
spectively, "should be emphasized strongly," "of average ime
portanee," or "relatively unimportent and should be left
oute” |

A complilation of these ratings showed that the authore
itles were of the opinion that four division heads "should
be left out," thirteen heads "should be emphasized strongly,"
and the remalning ten division heads were "of average impor=

tance in a course of this kind."



CHAPTER 1IX
VALIDATION OF COURSE CONTENT BASED ON TWELVE TEXTBOOKS

Since 1t is assumed that the authors of the twelve
textbooks chosen for study are recognized experts in their
field, and since it is further assumed that thelr books are
considered as being authoritative sources of material on
this subject, the writer made an analysls of the general
subJect matter found in these books to discover the matee
rial upon which all reached & common agreement as being
necessary to a study of this nature. ,

The title, author or authors, publisher, and date of
publiecation of the twelve books analyzed are presented in
Table 1. The Arable pumeral to the left of each book is
placed in the table to facilitate pregentation later. The
number of the book instead of Lhe complete title will be
used to designate the publication in Table 2.

The first step taken in the analysis of the books wasg
to determine what general subjects these experts considered
important enough to devobe at least ona chapter to in their
books. Upon analyging the wording of the chapter headinga
of these twelve books, it was found that a striking simie
larity in content existed in many of the books with only a
8light difference in phraseology of the chapter headings

drawing the lines of demarcation,.

18
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Bany chepter headings that conbained the identienl
wording by one author as given by another, such as "Cost
Accounting,” "Credite and Collechions,” and the like were
groupeds Likewlse, other subject headings, differing'&ﬁly
in phraseology wore combined. From this grouping, it was
found that although originally there were three hundred
three chapter headings 1n the asggregate btobtal for the Lwolve

books, the combined 1ist could be classified under oightye
nine headings.

These eighty-nine chapber headings are shown in Table 2
and wherever a subject head was given trestment in 5 boxte
bock, & numeral, representing the number of chepbers devoted
to that btople, is placed in the propsr column. .

By compiling the numbers in the "Total Frequency" cole
umn, it o6n be meen thabt all three hundred throe original
chapter headings have found a place under the eighty-nine
major topic divisions.

Working with these eightye-nine headings as the TOPTOw
sentative mags of the subjest matter of the selested books,
the next sbop taken was the refinement of the headings, ro-
ducing the number to a nucleus group of only twenty-geven,
This latter group erbraced all the subjlect matter included
in the above-mentioned eightyenine headings with one or more
topies belng consolidated and pleced undepr thair proper main
divisions This nueleus group is presented in Teble 3y vhore
it will be seen that the chapter headings 1in some insbances
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TABLE 2

THE NUMBER OF CHAPTERS IN EACH BOOK DEVOTED
TO EACH SUBJECT MATTER TITLE

Textbooks T Total
Subject Matter Title | 1T2[3[4[5[6]7|8]9]10] 311|128 Frequency
l. Analysis of & busis 1 " 1
ness case
2, Selling {1 |1 1 |2 6
3. Office Munctions 1|1 11311 1 8
and managew
menk
4. Scientific manage=- | 1|2|2|2(2| |1| |1l 9
ment
6. Marketing problems | 1| |1]|1i!| |1 1 1 6
6. Wage payment SILIY) [X|3] (1|1 2 11
7. Starting, organiz- i 1 1|11 |2 7
ing, and
promoting
& new
business
8. Relation of law to 1 1l 2
business
9, Labor management 1 2 3
10. Filnaneial problems 1 2112 |1 7
end cone
Erol .
11, Typical activities i i(1 |1 4
of & busie
ness
12, Management of Pi- |1i| |1 1yl (1 |2 8
nance
13, Deseription of 1 1
busle
ness _
14, Advertising 1l 2 1|1 5]
15, Business in rela- 1 2 |1 4
tlon to
soclety
16. Personnel adminis- |1|2|1 1l1|2 8
tration
and mane
agement
17, Purchasing 1il2iija{r|y|x |1 |1 11
18, Types of ownership 1 111 |1 |1 6
19, Banking , 1 1 1 5
20, Credits and collecw 1|1 1|1 4
tions
21, Types of organiza- |[1]| [2|1 (1|11 8
tions
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TABLE Z--Continued

Subject Matter Title

Qi3]

TERE

el

pwidnpen

extbooks

5

11

Total
Frequency

£2. Hamufacbturing probe

23,
24,
26,
27,
28.

29,
30,

3l.

32.

33

She

35,

38,
37
36 .

39,

4.
42,

4.

44,
45,

lems and proec
os8a8
Cost meccounting
Insurence
Business risks
Credlt
Retall distributioc
Selling and adverw-
bising

Wholesale marketing

agencies

Foundations and el-

ements
of suc
oceas 1

business

Foundry aystems
Factory's place in
industri
structur
¥ew method and
gpirit of busi
ness

Controlling morale
and developing

leaderahip
The work of the
drafting depar
ment
Plant layout
Price-secting
Executive control

and leadw

ership
Forecasting btusl-
ness condi-
tions
Welfare activities
Tranasportation
Hanagemente«ta prow
fesslion
Plant locatlion
Rules of adminis=
tration
Stocks and bonds

n

P R

2l

: 4

n

all
e

£

1

P b e R

71619 110]
1

=g

o

03

e
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Ko
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Total

%mmmmw

40, Hoeping businoss

4%« Bothanism ol 6Gw
eounbing
4t Labor oroaoizom-
tions
48, Honey
0s Tyads porks and
sopyrizhts
ble Planning and prow
' dueblion
control
52« Inborlor organie
sation
%mamnhwamﬁrmw~

%} %ﬂ ng WM&&%&Q&
= % ﬁ&ﬁwx

o4 Tim awﬁm@m

*°Emwm%,%wm

‘ sacrekls

e Promobion

e Labop efficlency

30 Product design

70« Budget

i« Bborege

72 Yorehousing

78, Administraiion ope
dars and row

ol Jont

2>

T~ T
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e

ok ]

e

e
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TABLE Z2e-Continued

Subject Matter Title [I[EPBIEBIB]7IC]

TeRLhoOKS T Total

| Prequency

74+ The work schedule
and fatigue
764 Controlling opepe
ation
76+ Malntenance, tools, 1l
services
77« Plant equipment 11
and facile
itien
784 Capital
79+ Administration of
income ‘
80, Procsdure of incore 1 111
poration :
81. Testing the opportup 2
nity :
B2+ Inspection
83+ EBhipping, receiving 1
84. Depreciation ' 1
85, Execubive reports
86, Time~-taking, salary
87. Retail store loca- 1
tion .
88, Work of pattern 1
depsy tnent
89. Malleorder houses 1

o)
]

(=g

ot hed et et

1

RN

o RO s R R

21
2o
29
@
&

0 i
Total ) F Hg

16
16
39
29
23
32

have been consolidated under one main division, while in

other cases only a slight change in title

in order to present several subjects under
Soma subjects had bo have special headinga
in the group of twenty-seven because there

division under which they could be placed.

has been effected
ong general name.
ereatod for them

exlsted no proper



TABLE &

THE SUBJECT MATTEN HEADINGS IN TABLE 2 THAT
FELL UNDER BACH HAIV DIVISION EEAD

Hein Division Heads

The Subject Matiter Headw
ings in Table 2 Which
Fall Under Eech Hain
Ddvision Head

1.

2.
3a
be
By

fe

Te
By
G
10.

11.
12,

13,

Orgenising, promoting, and fi-
nneing a new busis
ness

Selling aod advertising
Office managomont
Hanggement-=s profession

Heteil and wholesale markebing
problems

Wage payment plans (office,
store, and factory)

The ﬁéﬂ%&)ﬂgmml z{wiﬁawma
of business (& summary
chapter)

Personnel adminisbration and
manageanont

Business statistics (including
mathods of presenting
data tlrough praphs,
charts, elc,)

Choosling the proper locations
factary, wholesale
house, retall store

Ureodits and colleotiona

Problems of planning and cone
Erol of production

Transportation

1, 7, 10, 11, 12, 19, 45,

a9, be, 87, %8, %o, bo

2, 14, 28, 54
3, 52

4, 42, 64, 62
27, 29

, 86

81, 84

9, 16, 34, 38, 40, 44,
48, 59, 68, 73, 74, 85

46, 60



¥No.

Main Civision joads

?hﬁ Subjact Hakior Hogde
ioge in Toblse 2 Yhioh

?ﬁil Undeor Uach ain
ivision Besd

1de

16.

17

21,

22,

24a

28,
264
2%

Business risks and insurence

A general knowledge of the
uses of cost mcoounblng

Purehaaing (goods and sore

vices)

Types of busipess ownership
and organizetion

Pralting and patiorn paking
{ Pactory: ﬁ?ﬁﬁﬁﬁ
now atylea, dew

PRt # m’

The Tectory (ibs soelisl snd
sgonomic plate in sucie-

semalcing {rotail and
wholosale)

rade %&@k&, ﬁﬂ&??iﬁhﬁﬁ,
ohbonts
equipment nnd layoub
iiniﬁiﬁ&,ﬁmw%a, AOpPtw
clation, r@n&&i&,
losmos)

s 5;»

The service depsrimont [mine
bommnee, btools, couipment)

Cocperative onterprisss
Haileordor houpes

and storing

ARG, POOPEnnie
ﬁﬁ@&ﬁﬁﬁ; consolidaw
Lionn, and oxpate

sion plans

géﬂf";&i" %
28y 47, LB, 5ﬁﬁ.?ﬁ

17
18, 21

31, 88, B

37

50, 66

82, 71, 72, 76
78

61
89
53, 57
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In the final analysis, these last-mentioned isolated
subjects, glven treatment by only a few authors, were found
to be unnecessary for diseussion in a course of this naturé
by & consensus of opinion of leading business experts and
authorities on eurriculum construction. This point will be
discussed in the following chapter,

In the proceas of grouping the difrferent chapter heade
ings, found in Table 2, under one mein division head, it was
found that the division head entitled "Organizing, Promote
ing, and Finsncing & Yew Businesa" embreced more individusal
chapter headings than any other one of the twenhy-seven group
headings. It embraced thirteen, The dlvision head of "Pere
sonnel Administration and Management" included twelve, the
gecond highest aumber of different subject matter headings,
Of the twenty-five remaining division heads, nineteen repre=
sented & consolidation of from bwo bto eight headings, while
81x retained the same chapbter title that was listed 1in lable 2,

embracing no other subject,



CHAPTER III

VALIDATION OF COURSE CONTENT BASED ON OPINICNS
OF EIGHTEEN AUTHORITIES

With the twenty-seven division heads established as
the core or nugcleus of the subject matter found in the
twelve selected books, it was then felt that thess topim
¢al headings should be placed before a group of authorim
tles in the flelds of business, business education, and
curriculum construction to recelve their oplnions as to
the value of these subject heads in a proposad course of
this kind. ,

Assuming that they were authorities in their Irespec
tive fields by virtue of the high positions which they at
present maintain, twenty-four men were chosen as a testing
group to whom questionnaires were sent %o roceolve thelr
ratings of these topics, The persons to whom Question=
naires were gent were purposely limited to a small body
rather than to a large group of peopls for it was felt that
Just as satisfactory and as representative a result could
be obtained as by polling the opinions of a large number of
persons at random.

A most satisfactory percentage reply was recorded from
the questionnaire poll as elghteen of the twenty~four suthore

ities selected, or 75 per cent, submitted their evsluations

29



THE NAMES AND THE PROFE

TABLE 4
STONAL POSITIONS RILD BY

THE 18 AUTHORITIES Wﬁé MADE AN EVALUATION OF
S

THE DIVISION HEAD

Hames of Authoritles

E. 1. Anderson

Cs. C, Balderston

E, G+ Blacksbone

We By Cornell

S« Be Cunningham

Kannath.ﬁaas

Simon G. Hanson

Jaceh Klain

Choester Lay

John He. MaeDonsld

POUND IN TABIE 3
Professional Positlons Held

Assistant Professor of Business Ad-
ministration, University of North
Carolina, Chapel Hill, North Carolina

Professor of Industry, University of
Pennsylvania, Philadelphia, Penn,

Professgor of Business Administration,
University of Bouthern California,
Los Angeles, California

Chalrman of the Department of Managew
ment and Industrlal Relations, New York
Unlversiby, Hew York, N, Y,

Vice~Praesident, Prentice~Hall Publishe
ing Cos, Inc,, New York, N, Y. -

Division of Distribubtive Education,
0fflce of Education, Federal Secue
rity Agency, Washington, D, C.

Chlef Eeconomist, Office of the Coorwe
dinator, Washington, D, C,

Department of Economics, Brooklyn
Collegs, Brooklyn, H. Y.

2chool of Bualiness Administration,
Unlverslity of Texas, Austin, Texas

Assigtant to the Vice-President and
Treasurer, Nationsl Broadcasting
Company, New York, N, Y.



Hamea of Authorities

Carl Haether

P. 'G. Selby

L. A. Sharp

Bernard 4, Shilt

Edwin H. 8pengler

James M. Thompson

ds Bs Walters

W. Harmon Wilson

¢
-

TABLE 4e=Conbinuad

Professional Poaitions Held

Professor of Business Adminlstration,
University of Southern California,
Los Angeles, Californiea

Profaessor of Business Administration,
Northeast Missouri State Teachers
College, Kirkaville, Missourl

Professor of Rducation and Chairman
of the Graduate Council, Horbh
Texas State Teachers College,
Denton, Texaes

Supervisor of Secondary Commercial
Edueatbion, Board of Rducation,
Buffalo s He Xo

Department of Beconomics, Brooklyn
College, Brooklyn, R, Y.

Department of Business Administration,
Iliinois State Teachers Gollege,
Charleston, Illinois

Professor of Personnel Adminlstration,
Purduse Enivarsity,-Lafayett@,
Indiansa

Seles Hanager, South-Western Pube
lishing Co., Cincinnati, Ohio
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of the topiec heads in answer Lo the request. These eighbteen
aulhorities who repllied to the questionnaire sre presented

in Table 4 with their professional positlions listed to the

Ihe instructions for the aubhorities on ¢he questionnaire
were as follows: "A Check List of Items bo be Included in an
Elementary Course in Buainess (Prineiples and Problems) for
College Students, Please place in the column abt Lhe right the
numoer which you feel best describes the subjectl's importance,
using the following scale: (1) should be emphasized strongly;
(2) or average lmportance; and (3) relatively unlmportant;
shiould be left out,."

Following these instructions, the authoritiaa gave Ehe
individual subject heads a value of 1, 2, or 3. The results
of the poll showed that the subject, "Types of Business OQwhe
erahlp and Orgenization," received the smallest average evaluge
tion, 1.2, thereby deflinitely establishing it as of great ime
portance to the proposed course outline,

The averages evaluations were divided into thres groups:
the highest ope~third or those that "should be emphesiged
strongly" consisting of the averages from 1.0 to 1,6, inclu=
glve; the second highest one-third opr those that were "of ave
srage lmportance” representing the averages from 1.7 ko 2e3,
inclusive; and the lowest one-third or those Ehat were "relm
atively unimportant; should be left out" consisting of the

averages Ifrom 2,4 to 3,0, inclusive,



TABLE &

THE RANK EACH AUTHORITY GAVE EACR SUBJECT HEAD AND
THE AVERAGE RANK OF EACE SUBJECT HEAD

1.

10,

11,

12,

11,

14,

14,

17+

18.

19,

204

2l.

22a

23,

24,

27,

Subjest Hend

Au&hori_i_;’ 3 _Name

511 : .
E Rlwi2 8 g ¥ K g 4 q | Aversge
= LR - el g 2 » » o F £ Seore
RIERE g 8 §gl=| 5 m =g g ]
Jla|d|s| 8|32 |%|3 3 Bl Ale |2 |F
Arrenizine, pramoting, and 10 | 8o | 3« | 2 1 1 1 1 1 1 3 2 1 2 1 1 1.8
finanaing a new
business
Selling and sdvertistng 1 1 1 1 2 ? 2 1 1 1 3 1 ] 1 1 1 1.5
Jffice nanaremart 1 2 s 1 2 3 2 2 2 2 1 3 2 3 2 2 1 2,0
Yanacamsnte-a orofesaton 1 2 1 2 1 2 1 2 1 ? 1 3 3 2 2 1 2 1.7
Retail and wholaesale narket«j 1 ] 2 1 2 1 2 1 2 3 1 1 1 1 2 2 1 1.5
ing problems
An-e Davmant plans {offlae, H b] 3 3 2 H 1 1 b 2 1 2 2 2 2 1 2 1.7
stora, mnd faotory)
e fudunental rriaainles 1 3 2 1 1 2 1 1 1 2 . 2 . 2 2 1 1 1.5
of dusinent (e srviary
sheptar)
Ferson:.el wimin{stration 1 1 3 1 1 2 1 1 1 ] 1 2 1 1 2 1 2 14
and “anarcemant
“usinesn statfetios (irolud-| 1 1 3 4 2 2 2 1 2 1 2 3 1 1 3 1 1 1.8
inr matholds of ora-
antine data
through sraphs,
avarts, a‘a.)
Thonaine the proner looa- 1 1 3 1 1 1 2 1 2 2 1 2 1 1 2 2 2 1.8
ttons fantory,
wiolagaln house,
retatl stors
“redits and anllactions 1 2 3 3 1 2 1 1 1 2 1 H 1 2 1 2 1 1,5
"roblens of plan:in~ and 1 2 3 ] 2 3 2 1 2 2 1 3 3 1 2 1 3 249
oontrol of proe
duotion
Transportation 1 2 3 3 2 2 2 1 1 3 1 1 1 2 2 2 1 1.7
fusinens risks ani insuranasef 1 1 3 2 2 1 2 2 1 2 2 1 1 1 1 2 1 1.5
A zeneral lmowleiza of the 1 1 3 1 2 2 2 2 1 1 2 2 2 3 3 1 3 1.8
usas of ocest acoounting
Purchasing (goods, serviasss)| 1 1 3 1 2 1 2 1 1 2 1 2 1 2 1 1 1 1.3
Types of business ommership | 2 1 1 2 1 1 ? 1 2 1 1 1 1 1 1 2 1 1.2
apd organization
Drafting and pattera making | 2 1 ? 2 2 3 3 3 3 3 2 3 3 3 2 3 3 2.5
{fuotory: oreate
new styles, de-
signs, eto,)
The faotory (1ts eocial and  § 3 4 3 2 3 2 2 3 3 1 ] 2 3 3 3 2 ot
sconomio place in sosi-
oty)
Prisesmaking (retail and 2 1 3 3 ] z 1 1 2 2 1 2 1 1 1 4 2 147
wholesale)
Trade marks, eepyrights, 2 3 3 3 3 z 3 2 3 3 z 3 3 3 2 z 3 244
patants
Plamt equipment and layout 2 1 3 2 1 3 4 1 3 3 2 3 2 1 2 1 2 1.8
(1nitial sosts, depre-
siatien, restals,
1eas0a)
Warehousing and storing z 1 3 3 2 3 2 1 1 3 1 2 1 2 2 2 2 2.0
The servioce department 3 ] ] 2 3 3 z 3 ] 3 1 3 2 3 2 4 3 2.4
(mainbananee, sools,
oquipnent)
Coeperntive enterprises 1 3 1 3 ]  d 1 1 3 3 4 1 1 4 ] ] 3 1.8
¥ail-erder houses 4 3 4 3 1 1 3 ] 3 L ] 2 2 2 1 3 2 2.1
Business failures, reorgan- | t 3  d 3 1 1 2 2 3 1 1 1 ] 1 1 1 ] 1.8

izadiens, oonsoli.
dations, and ex-
pansien plans

oloaning of elaseifieationss

(1) shewld be emphasised strongly; (2) of average importance; (3) relasively unimportants

sheuld be lef$ out
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With the sbove basis set up for evaluatlons, it was
found that twenty-three of the originsl twenty-seven 4ivie
slon heads were considered by the authorities to fall in
groups one and two, Twelve heads were placed in the bracket,
"should be emphasizsd strongly,"” oleven came under the "averw
age importance” heading, snd the remalning four were voted
too unimportant for inclusion in the course. Those rsjected
were "Drafting and Patbern Making,” "The Facbory--Its Social
and Economic Place in Sacieﬁy,“ "I'rade Marks, Copyrights,
Patents,” and "The Service Department,"

The results of the tabulation of these questionnaire

evaluations aere presented in Table 5.



CHAPTER IV
OUTLINE OF THE SUGGESTED COURSE

With the twenty~-three major division heads of subject
matter established for the course in business principlaﬁ and
problems, es a result of the analysis of the opinions of the
educators, the plan of the course outline was then formulated,

Subwdivision heads in the majorrsubjeethmatter fields
were selected aceording to the regularity with which those
items appeared in the twelve textbooks analyzed, 7To draw a
division line and state just which items should be given
treatment in the sub-heads on the basls of the number of lines
or pages devoted to discussion of them in the textbooks would
be practically impossible. This would necessitate a detalled
caleulation of the lines and pages devoted to each of the
thousands of minor topies discussed in bthe verious aubjéﬁt
matter ields in the bexts. v

Sub~-division heads, therefore, were selected on the bae
8is of their recognized prominence as an Important Peature
of thelr particular subject matter field.

In designing this course outline, 1t has been recome
mended that suggested pupil problems be worked into the course
of study from time to time throughout the semester. The DU
pose of this procedure is to afford the student the sctual exe
perience of working in real 1life situations for it is folt

56
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that this self-solution of his problems would be of far more
value to him than any information he might acquire on probe=
lem=sclving through reeding or lsctures.

The idea of learning through experience 18 not new Lo
the field of education. Many educators have advanced this
theory. John Dewey says:

i assume that amid all uncertainties bLhere is
one permanent frame of ref'erence; namely, the or=-
ganic connectlon between education and personal ex-
perience; or that the new philosophy of edueation
ig cammitted to so%e kind of empirical and experie
mental philosophy,

In the part of the outline devoted to suggested pupil
problems, suggestions have been givea to the teachers to con-
duet several field trips during the course whereby business
organlzations of various types will be visited. It is hoped
that timely pupil problems which will be of gignificant value
bo the student will present themsolves as a result of these
vislits,

This practiece is in unison with the policy being advoe
cated by many educators today who sre attempting to provide
an adequate program of vocational education. In the Study
of Oeccupational Adjustment prepared for the American Youth
Commission, Bell stated that vocatlonal education "includes
explorations in a variety of occypational fields, visits to
places where work is done, conversation with workers in a

wide range of occupationa, participation in occupational

laahn Dewey, Experience and Education, pp: 12-13,
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AT OUTLING OF & £
PRIFCIFIES AN
COLLEGE #

T 2
A e ol s
JEULY IR BUSIHUSS BOUCH

Contont

I. "he fundemenial principles
of businoss

Ae Definition of business

Be Typical setivities of a
puginess ,

Cs Cpporbunity in business

Zw Foreonsting business
esonditiona

Js Poundations and cleomonts
of suscess in Lusiness

Ys Husiness in rolation o
aoeliety

i« Opganising, pramobing, sad
finenoing o now businoan
1 9 ﬁﬁ@;ﬂi suffTioclant cani-

Be Other sources of capital

Cs The work of the promot

Pe The work of condueting
initisl operstion

Le The menagement of Ti-
nencos

IiXs ZTypes of businoss ownershiy
and organisation
e Threo basic forng of
ownorahip
1. Bolo proprietorahip

TULY IN TR

Mpgested Pupll Problens

fropare & 1lst of deprose
sin i& ‘imgig?a% hos &:g-—
perionced tho pant
Swo gonburios 4in m
United Statea. Oive the
cauges of them and v :
a%tmm a5 Lo poagibile
ity of one recurring in
futurs yosrs Lo come.

Consult your Chapbor of
Commoree in meking a
survey ~»
nity to determing what
typa of business oppore
bunities are opon Tor
ona who might wish %o
organize 4 small enbore

Visit 8 iocal bank and ine
quire into the posaibile
itiss of an advancs of
eaplial to one conteme
plating onterding busie
neas for the fivst Lime
83 an owner, Migure how
mach money yo. would
nesd to borrow to open
& small drug store end
how long ﬁ;% would bake
Jou Lo pey Lack your

\ ﬁ;ﬁv& on %??:q basin of the

average mmount of drug

store retull trade in
your comrmnity




TABLE 6«~Gont1nued

Content

2. Partnership
S+ Corporation
Be Forms of organization
11 Line ’
2. Munctional
3a Lineeand-gtafsf
4. Cormittes

IV. Choosing bhe proper locabion

A

B,

Selecting the factory site
1. Transportation facilie
. tles
2« Acceasibllity of raw
maberinls

3« Bearness to nmarket

4, Labor problems

be Laws and baxation

6. Building construection,
zonling

7+ Utility rates

8. Hlscellanoous factors
(Drainage, water

supply, otc.)
Selecting the retail store
location

l. Factors involved in
choosing the city

2, Selecting for central-
loecation factors

3+ Cholee of neighbor-
hood

4, Cholce of atrset

Suggested Pupil Problems

Choose some parbticular

type of retail business
and make a 1ist of all
the good reasons you can
think of for opening it
in your community at the
site of your own selogw
tion, Then prepare a
similar 1ist, only name
all the bed ressons you
ean think of for its lo=-
cation.

What civiec factors make it

hard financially to open

a buginess in your come
minity. List such itenms
laws, taxation, ordinances,
utillty rates, charters.

List all the reasons you

ean think of why the side
of the street a store is
located on would affect
that store's volume of
trade, With these faots
in hend, mske snother
list, naming all the A4if-
forent types of rstail
businesses that you fesl
would be advisable to low
cate on the four street
sides (north, south, east,
and west)in the heart of
your downtown shopping
district,
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TABLE 6=-=Continued

Content

Ve .Plant equipment

VI,

VIii.

VIII.

»

Be

Cs
Ds

Initial costs

Deprociablon, obseles-
cence

Fentals

Lesases

Personnel administration

As
Be
Co

™
L i

E,

and mansgement

Choosing new employees

Lebor organizations

HMaintaining effielency

Controlling morale and
developing leadership

Welfare activities and
services

Office management .
A+ Types of office organizam

Be Functions and responsibile

< &

Do
E.
Feo

tion

ities of office manager
Centralization in system
of work
Office layout
Iypes of office work
Easential elements of a
- good plan for promotion

Menagemenbw~a. profession

-
Bs
Cs
D,
E.

Sclentific management

Time and motion studies

Inspection

Supervision

Advantage of larpge-scale
production

Suggested Pupil Problems

Interview the personnel

manager of one of youp
comrmunityts leading row
tail sasteblishments and
list the qualifications
he looks for in an ape

To the teascher:

Have the class viait an
office of & fulrly larze
congern in your city
during a rather heavy
business spell, Let the
students be told somee
what in detall what the
different machines and
pleces of furniture apre
used for. Explain the
workings of the office
Tforce to the students,
At the following regular
meeting of the classg,
give them an objective
test on knowlsdge that
should have been acquired
on the field trip. In an
open tlass forum allow
the students to offer
critleism on the mansgew
ment and functioning of
the office visited.

To the teacher:

If your community has
a manufacturing plant,
preferably a large cne,
conduct the class on a
field trip to it and
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?ﬁ'ﬁﬁ}:}g: 6 A

GConbent

IXe

y Doball and

Problems of planning amd
conteol of production

Be Froduct design

Ce Control of quality

» Dperablon anslysis

{routing of zoods)
Ee Hizsd processos
P Hovoment of maierisls

Cenbralized bmying
Buying in sdvance Jov
fubture requiresents

Ce Long and shopt-bern
copnd bnonts

e Purchesing by speculaw
tion

Re Herehandlse

A &gﬁﬁggﬁ% bl

As Hsrkobling probloms

Be Robail distribution

Ce Wimlonpale smrkebing
agencles

e Tunctlons of markebiog

E. feasons for high distrie

tion costs
Fe Channels of markebing

5 4

Suggeasted Puplil Froblons

sxploin Lo them Lho prote
eos of bime and motion
studies in sclontifie
panngoretl e

X B dean g b

e

D080 somo pariioular
branch of a loeal busie
ness, sueh as the shoe
department of o doparte
ment store and upon the
inspecilon of the siook
invenbory and the past
two yours purchasing
shoots, make a rough
dralt of approzimabely
how muech goods you would
buy if you wers nsisager
o sarry you over during
thab seagon of Lhe your.
The sccurscy of the pure
chaging neods 1s nob so
important as is the foom
tor of lesrning how Lo
buy goods and uposn whab
bagla you make vour Jow
claion for buying

Have fowr sombors of the

Class RS 4t & PORU~

lation debabo on the lg=
sue "The Chatn Store s

As Yaluable o bheo Gome

manlty As the Independ-
ent Merchant . "
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TABLE Ge=Continued

Content

XII,

XIIT.

X1V,

XV,

Transporbation

A+ Agencles of transporta<

tion
Bs Speeial transportation
services

C+ Methods to save in trange

portation eosts

Ds Factors influencing rates

Fas Additional costs othep

than straight shiprent

F» Shipping and receiving

Buge

Business risks and insurance Form o committes of Prom

s Typea of business risks

Bs Types of insurance ofe
fered

Cs Prevention of risks
through insurance

Ds The risks of noture

s Social hagards in busie
ness

Fs Prevention of losses
or loss reduction
through reserves

Gs Industrisl insurance

Credits and collections

A. Basis of credit

Bs The eredit mannger

Cs Points to be investi-
gated in oxtending
eredlt .

Ds Sources of credit ine
formation

E. Ordinary and unususl
collection policies

Advertising and aelling

A+ Foctors in advertising

B. How advertising aids
in selling

Cs The different media of
advertising

De Four major factors in
the selling process

Fie Art of selling is close-
lng the ssale

Pe Appesal in advertising

five o six students

and let thom collectively
render an interpretation
of the various clauses

in & fire insurance pole=
ieye When their intere
pretation of a policy is
complete, allow tho come
mittee chairman to DProwe
sent 1t to the class,

Prepare a list of all the

means you can consider
possible of securing
eredit information on
an applicant for o
charge accouni. Name
the agencies you conm
slder most reliable and
give your reasons,

Visit an advertising con~

cern and from your ine
quiry there determine
what is the most effece
tive and yet economical
meang you could find

for advertising che sale
of an article of house-
hold appliance here in
the Southwest area,
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TABLE 6=~Continued

Content

IVl

XVII,.

Wage payment plans

A, Payment on time basis

B. Payment on output
basis

C, Wage=incentive plans

Ds Wage~differential

Es Standardization in
wage rate

P, Payment on skill basis

G. Bonus sysbem of payment.

He Comnission payment

Price-making

A+ Meintaining standard
rates

Bs Legalizing price-maine
tenance policy

Cs Price~tutting

XVIiI. Warehousing and storing

XIX,

A. Stores and stock departe
ment

Be Routing

C. Storage

Kall-order houses
A« Their value and service
Be Their place in business
Cs Area of their clientile
Ds Pubure outlook

Suggested Pupil Problems

Intervisew a group of lahore

8rs on & building conatruce
tion project and find out
Just how many different
systems of wage payment
are involved in that one
project, Inelude avery
type of work that goes
into the completion of
the bullding sueh as capre
penter, metal worker,
plumber, electrician,
surveyor, and all others,

8alect two or three srti

cles of merchandigeew
food or clothing will be
satlsfactory--and vigit
at least four stores -
selling each article in
your community, Find

the varying price level
for the consumor on each.
article of goods and sae
from your observation of
other parts of the stock
if you can understand

why one store can undere
sell the other on the come
modity. What other facw
tors besldes elevated
price of other articles
of merchandise might make
it possible for one mepr-
chant to sell a conmodity
cheaper than a competitor?
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IABLE &~~Continued

Contenk

iXa

Ao

XXII,

XXIiX.

Buslineass statistics

As Keeping business graphs
Bs Method of incorporaiion
C. Keoplng expense control

A general knowledge of the
uses of cost{ accounting

hs Alms of coat accounting

Bs The mechanism of accounte

ing

Ca Allocation of expenses

De The inventory

E, Budgeting

Cooperative enterprises

As Consumer's cooperatives

Be Cooperative marketing
agsociations

Cs Trade associationa

Business failures, reorganl-
zatlons, consollidations,
and expansions

A+ Chief cause of fallure

in business

Be dethod of reorganizae

tion

C. Advankages of consoli-

dation

De Expansion possibilities

Suggested Pupil Problems

Learn how to keep business

graphs, Either meke a
graph of the enrolment
of your school during
the past ten years op
prepare a graph of the
total cash sales of some
business in your comme
nlty over the same pew-
rlod of time,

To the beachor:

Take the class Lo the
offlce of some cubsbtende
+Ng concern in your come
mialty and ellow the )
students to exsmine the
books of that firm in
order to discover in
what manner it keeps

its records of cost
accountinge

Select two concerns in

Jour communiby that are
conducting the same
type of business and
list the reasons you
can think of where both
would benefit from =
consolidation with each
other., In view of the
eatablished trade, the
assets on hand, ste,,
list the disadvantages
of such a consolidation,



purveys, and a study of avallablo employment @pﬁm&mﬁ%mﬁﬁ
These very sm
pil problem ssebion of the pr
of this oheplber,

The coursv oubline, ss presonted in Teble 6, was deviged

procedures are included in the sugpeatod puw
sposed outline found in Tebls 6

directly from the snalysis of the Sextbool subjoot mabbor cone
bent whiech leter was svaluated by a group of eighteon subhorie
tiss in the fields of business and oducation.

An exsmple ls given bolow of how the twonty-thres gube

Ject-mattor fields found in tho ecourse oubline in Table & wore

dordved from tho shapter heads Lofore they were approved as
nwcoasary bo the course oubline,

The subject-mubber ficld, "Purchesing,” is used as an
sxemple and the following bextbook
will show how
although
logye

Brisco, ”i‘m mwmmm, Chae ¥, g
"rupshesing,” Che XII, PP 2 s&@«"”fﬁ e
Cornell, ”?m&m&i{% m@;w%;mmis# Che ﬁ;ﬁ w: BB
Deliman, ?ﬁx‘@%ﬁ&é&iﬁﬁ,” f:é%za Xiz, ppe 2%,- ;
Deners "The Puvchesing %&m% m. m’v, ppt 103160,
m#%rz, ”Mmm&% ﬁm% Haberinl ﬁu;xgﬂg,*‘ Che XXITIL,
Ppe 354-071.
Fernatron, ﬂ?mmmg and Stores,” m. ;ﬁ:ﬁ, pp? SEDw B,
Gerstenberg, "Purchasing," Cha XI1 $Xa Ghwl80 .
gilbert, “mmma and Inventopy Po zﬁim,
b o553 20L-2T2,

shepber and pege refaronce

this topic was siven woeatment by esch subhoy

the wording of the chapter hoads wmay vary in shrasco-

&al, "M&ﬁﬁmﬁﬁ 'fm%ﬁz pod Jﬁé},” t& Study of

%




Spengler, "Purchese and Malntenancs of Hetorials,"
Che XI, pp: 2035-216.
ZuTavern, "Buying," Ch. XVIII, pp: 349-366,

If the course were divided equally among the eighteen
weeks of the semester, at least one subject-matter Field
could be discussed separately each week. The remalning five,
of the twenty-three btopics, could be distributed over the
four and one=half month span of time, A tobtal of fifty-four
ocns=hour reecitation periods, which comprise ths usual semose
ter classroom time, will afford instrucbion of better Lhan.
an average of two and one~half hours to each subject in the
course,

It 1s felt that no particular order of presentation of
the maln division heads in the course outline could be resdw
11y Justified. This is because of the great diversity of
opinion that existe at present in other courses of this kind
and more apecifically in the order of content found in the
textbooks analyzed for this study. For this resson individe
ual discretion was exercised in chooging the order in which
the major topies asppear in the course outline,

After sebting up the course outline for this study, the
earlier unit outlines prapared for the course, Buginess Edue
cation 275, were found to tontaln a representative number af‘
the same subject matter fields. ZXighteen of the topics cove
ered in the proposed course of study were given considersble
treatment in the earlier developed units. The details of the

Business Education 275 course outline could not be developed



item for item because these were prepared before the statis-
ticel fects of the thesis were found, However, the result

of this study gives a basis for a more or less exact specle
fleation for most of the contents when the course is offered

agalne



CHAPTER V
BUMMARY AKD CONCLUSIONS

Summary

It was the purpose of this study to determine the organw
ization, content, and method of presentation for a course of
study in the prineiples and problems of business for the cole
lege student who is beginning his study in business education.

Twelve leading textbooks in this field were analyzed to
determine the subject-mattor content they bore on the Aiscus-
sion of this topic. The nucleus of the factas found in these
books was then placed before a group of prominent men in the
flelds of business, busineas education, and ecurriculum con-
struction to receive their rating as to the importance of the
subject matter in a course for the college student who is bee
ginning his study in business education,

The rankings of this group of authorities was considered
as 8 reliable index to what should go into a course of this
kind by virtue of the fact that every authority participsting
is regarded as an expert in his particular field,

The consensus of ratings given the twenty-seven main sube-
Ject-matter fields examined by this group of educstors peinted

to the value of retaining twenty~three topics for treatment

in & course of this kind, while four division heads were recome

mended for omission in a course in business principles and probe

lenms., 47



m the posulbs of this suthoritative rabling, bhe main
subjoct-matber fields were set up in the Iroposed courss cute
lines Then the subedivision title heads for sach group wers
soleckord on the basis of a eloss sxmuinatlion of these minep
bopies in the twelve annlyzed Coxibooln .,

It is sugesbed hore thab in progenting such & course
of atudy to = group of college atudents beginning their study
in busicess educabion Lrab ik might prove mont weluabls to
follow certain procedures which kook plece in a ainilay sourac,
Business E lueetion 275, "an Introduction to Business,” offopred
for the firet %ime at tho North Texss State Teachers Colisge
in the fall of 1040 by He D. Shephopd In the sbove-mentioned
couras, & differont guest lscburer from ieading business Cirms
of Tallas, Pork Yorth, and Denton each weok deliversd a ballk
on acnme partieulsr phese of business in which heo won wolle
varged, This lecture served bo promolo o grester deproe of
enthuaiamm smong the sombors of the elass in thelr current
atudy snd bronght Shen move dractly in contact with achbual
businoss 1ifa,

Another Conbure of Lthe course affered dupring the fell of
1940, which proved guite sweeessiul in 1ight of results achioved,
and whioh might easily bo adepted to this proposcd putling, is
thet of providing discussion guestiong with easeh sub jost-nn b
tar fields I is Tolt that this procedure Ltends to promobte Lo
dividunl thought whieh mipght not be supplied by mere bextbook

BOUrOadt,
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In presenting the achual course oukline, there was no
definite edueational plan which would demand the method of
prosenting this oubtline in ono sot order of toplcal discuss
sion. Therefore, personal dlseretion, based on findings of
arrangements in textbooks on this subject, was employed in
determining the order in which the subject matter was to be
introduceds The outline was not prepared with the idea of
introdueing Tirat those subjects which were eonsidered of
greatest importance, for examination of the twalve choaen
textbooks indicated that order of presentation and impore
tance in discussion did not necessarily bear a e¢lose corree
lation. Por this reason, some of the aubjects considered of
foremost importance in this course will be found near the

last of the outline,

Conclusions

From this study & few conclusions can bs drawn:

The subject of business--its principles and problemg-e
is rapildly gaining recognition among educsbors as belng a
necessary part of the curriculum of commercial sducation,

At present a vast opportunity for a successful ocoue
pation is offered in the field of business organization and
in its closely correlated fields while the "old=-line" busi-
ness vocations of typiat, bookkeeper, and stenographer are
belng over~supplied with applicanta who for the most pard
are qualified only to fulfill their particular line of eme
ployme b,
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No strietly authentic survey of regent trends in the
construction of a commercial sducation curriculum can be
found due to the newness of this field in the nation's eduiie
cational setup.. Surveys available for the most part have
been gonducted by one or a small group of persons and are
the only means at present for determining the trends in come
mercisl curriculum eonstructions

Disregarding the smaller surveys, whieh cover only &
selected area of the nation and could hardly be considered
as a rellsble sample but more as an ﬂxamyle, the only cur=
riculum analysis found which reflacts the opinions of edus
cators of higher lsarning, point to a preference for the
placement of the subject matter embraced in this outline on
the college level rather than in the high school sbudy.

A great diversity in opinion was expressed by some of
the suthorities questiocned on the importance of the subject-
matier topics in this course, but for the most part the
ma jority of the ratoera reached the same consensua of opinion,

A vast awakening 1s taking place among the educators,
the business men, and the students as to the maladjustment
of the commercial education program and employmert oppor=
tunities. The result is, that whereas 8 1ittle over & decw
ade age practically no instruction was being devoted to the
principles and problems of business in the commercial sducaw
tion curriculum, today the enrolment in these clagses and
the number of schools offering the course in this field is

showing a rapid increase.



APPENDIX
URITS PREPARED FOR BUSINESS EDUCATION 275

Unit I
Fineneial Problems in Organizing a Business

I. The beglinning of & new enterprise

As The background of modern business

Bs Reasons for business failures

C. Diversifieation in American Industry

Do Elements which affect a particular industry

Es Basile requirements in starting & business
1. Land, buildings, machlinery, equipment
2+ Labor
5+ Raw materials
4, Research
54 Overhesd malntenance
6, Adequate reserves

IT. Capital supplying the basic requirements
A+ Basic forms of ownership
1. Sole proprietorship
2. Partnership
3« Corporation
Be Temporary or permanent financial structupre
C» Amount of capital necessary
1. Organization expenses
2. Current operating expenses
Se Comblnation plan
De Lending agencies

Biblicgraphy

Bonneville, J. P. and L. L. Dewey, "Sterting e Business,"
Organizing and Finsncing Business, Ch, IT, pp: 14-28.

Connely, E. P., "Capital Can't Pull Unleas It's Pree,"
Nation's Business, XX (June, 1940), 22,

Cornell, W. B. and J. H. MscDonald, "Business Ownership,"
Fundamentals of Business Organization, Ch, iiz,
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Cross, M. C., "Business Enterprise,” Types of Business Enter=-
I’is&,, Gh. Ig p}?% }-“‘120 ‘ ‘
‘Development of Business Enterprise--~The Individual

Entrepreneur," Ch. II? PPt 13-26.
"Partnership Organization," Ch. ITI, pp: 27-39.
"The Corporation,” Ch, IV, ppL 40-58, :

Dutton, H. P., "Opportunity in Business," Business Organie
zatlon and ﬁagg%amant, Che VII, pp: 100-116, _
Promotlion and Initial Operation,™ Ch, IX, pp: 131=-148,
"Finanelal Management," Ch. XI, pp: 161-180.

Ely, Re Ta, "Business Organization,” Qutline of Economies,
Che XITII, pp: 110-140. PR s ,

Ely, Re Ts, "The Organization of Production,"” Elementar

zrigciples of Economics, Ch. III, pp: 69-B84,

Fernstrom, K« Dy and obhers, "Promotion and Financial Ree
quirement,® Organigation and Hansgement of s Business

Enterprlse, s VIii, Pptefﬁa,f Y,

Gerstenboerg, C. W., "Finaneing," Principles of Business,
Ch. III, pp: 48-89, | = ——

Gerstenberg, C. W., "Promotione-The Work of the Promoter,"
financial Organization and Management, Ch. I, pp: Le=10.
Pro .on=~ilethods of lInvestigation,” Ch. II, ppt 1l-21,
"Forms of Organizatione-Individual Proprietorship, Part-
nershlp, Jolnt-Stock Company, and Joint Adventure,"
Ch. IV, pp: 88-456, ‘
"Finaneing with Mortgage Bonds," Ch. X111, pp: 1l0-122.

Gilbert, H. Ne. and C, I, Gragg, "Financing the Promotion,"
An Introduction to Business, Ch. IX, pp: 121-139,

"Importance of Small Industries,” Manufacturers Record, XI
(June, 1940), 22. : '8 LHec

Kettaring, Cs Fu, "Hore New Industries Needed," Manufacturers
Record, XI (Aug., 1940), 22-23, S —

Owens, R. N., "The Single Proprietorship,” Business Or
tion and Combination, Ch. I, pp: 1-21, '
"The Partnership,” Chs 11, pp: 22-33,
"The Joint-Stock Compeny,” Ch. III, pp: B4=47,

aniZa~

Selby, P. G., "Golng into Business," Principles of Business
Ogeraticﬂ, Ch, I; Pp3 1«20, ‘
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Shields, He G. 8nd W. H, Wilson, "Forms of Business Entere
prise," Business-Economi¢ Problems, Ch. XXVII, pp: 584-
613.

"Southts Contrasﬁ Total in June, Highest for Eight Menth
Period," ﬁanufncburerﬁ Record, XI (July, 1940), 38-40,

Speng%er, E. Ha aﬁg Jacob Klein, "Organiziggza Business,"
ntroduction to Busineas, ch. I, pp: 1l=24,
nvestment of Cepital Funds,” Ch. V, ppt 80~96,

Sprague, Je. R, "Bullding s Solid Business," Saturdaz Even-
’ 1nﬁ Paﬂk, CCXI (ﬂQVQ 5, 1938), 23

ZuTavern, A. B. ané A. E. Bullock, "Onwership in Busineas,"
Business Prinsiples Everyone Should Know, Ch. XII,
ppt 2l6-234,

Discussion Questions

1, What are the chances involved in going into a new busie-
ness?
2, O0ive the advantapges and dlisadvantages of buying an estab
lished business, Of stariing a new business.
3. How can the necessary capital for a new business be ace
quired?
4. Is it necessary for a person starting in business o
have all the necessary capital at the beginning?
5. Explain why a smell company is sometimes more difficult
to finance than a large one.
Gs What are sbocks and bonds?
7. What part does the promobter play in business organizaw-
tion and financing?
8s L1st some of the uncertainties involved in organizing a
business.
9« What part does advertising and canvassing play in the
finaneing and promotion of a new busineas?
10, What legal and engineering advice are essentisl in the
financing of a new organization?
1l. Whaet is a single grapriatership?
12, What is meant by "doing business on a shoestring"?
13, How does one usually save his own personal money with
- which to sbtart a business? What is the best method?
14, What is a corporation? In what ways do corporations
finance business enterprises?
16, Why are partnerships formed?
16, What should guide the prospective business man in 56w
leeting the type of enterprise which he should enter?
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Unit II
Selecting the Factory Site

I, Transportation facilities
A. Rall
Be Water
Cs Trueck

IT. Accessibility of raw materials
&+ Proximity of greatesat source
B« Assurance against perishability

I1I. Nearness %o market

1V. Labor problems
As Skilled labor supply
B, Labor costs
C. Transportation of labop

V. Laws and taxstion
A+ State and federal lsbor laws
Be Btate and federal taxes '
C. Laws aflecting incorporation {initiasl fees, frane
chise tax)
VI. Bulldlng construction and zoning
A+ Clvic industrial zoming ordinances
Bs Plant facilities
l. Building costs (foundation)
2. Rent and lease arrangemonts
3+ Expansion provisions

ViI. UGllity rates

VIII. Community attitude
A. Special inducements
1. Cash bonuses
2+ Frea sites
B. Stock and bond subscriptions
Ce Tax exemptions

IX. HMiscellaneous factors
A. Dralnage
Be Water pressure and supply
Cs Fire hazardg
Ds Climate
E. Retalil price levels
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Discussion Questions

1. How would the location of perishable or bulky maberials
exercise s apecial effect upon materisl costa?
2+ What risks does a factory assume when its source of raw
materials is not at hand?
Se What raw materials are produted in quantity locally?
4. What is a franchise tax and how does it affect Ghe deciw
slon in choosing a facbtory site?
B, What are some of the state and federal laws affecting the
selection of a factory site?
6, What bearing does the climate play in choosing the location
of a plank? .
7. Name seversl great resources which meke southwestern ree.
glons prosperous,
Be Is there a limit to the size and type of industry sulted
to a given town?
9., What advantage is there in concentration of industrial
location in relation to labor?
10, Is there a supersbundance of skilled labor anywhere in
the United States? :
ll. From where do we get most of our highly skilled lsbor?
12, State the advanbtages, if any, to a factory being located
near water rather than rall, State the converae,
13, What advantages are there to a suburban locabtion for a
factory rather than within the eity propert?
14, Does the clty have many advantages over the suburban
area? 1If so, what are asome?
15, If you were bullding a small plant, would you locate it
on a8 corner or inside 1657 What would be the advantages
of the location you would choose?
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Unit I1X

Scientific Management As Applied To
The Flour Milling Industry

I. Elements or division comprising sclentifie management
A. Economlec trends that underlie movement
l. Specialization
2, Simplificetion
3. Standardization
4, Integration
6. Dlversification
Be Factoras entering into menagerisl control of plant
le Control of raw materials, supply, and purchasing
2. Control of plant, buildings, and equipment
S5« Control of personnel
C. Control of production processes
1. Planning and scheduling
2+ Raw materials lnventory control
3. Quality, waste, and cost control

&

II. Advantages of large-scale production
A. Efficiency of operation by use of apecislists
Be Uniting executive control and sales force
C. Spreading of advertising
De Pooling of expenses
E. Greater buying powsr and borrowing ability

IiI. Application of time and motion studies
Ao Analysis of time studies and development of instruce
ticn cards
Be Systems of payment
l. Differential plece and bonus work
2 Stralght plece work end premium manner
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Discussion Questions

1, If it were not for large seale manufacturing, do you bew
lieve that you could purchase an sutomobile under $2,000%
Why or why not?



2.
Se

4,
S,

Ge

Te
8.

G

10,
11,

59

Name reasons why scientific management has grown,

Cen the operation of scientifie management be applied to
small mllling industries as cheaply as the set-up for
sclentlific management in large industries?

What effect has scientifiec management had on the small
Independent business? .

Can the productive capacity per capita of labor be ine
creased, without limit depending upon the progress made
in time and trouble-saving appliances?

Is 1t true that the accuracy of manufacturing processes
no longer depends on the akill of the operator but on
the accuracy of btools?

Neme special ways in which flour mill manager's large
salary is just,

Name some economies which may be schieved and should
be achleved through centralization in the purchasing
department, ‘

What are some of the advantages, other than greater oute
put, to be found in machine-production over produc tion
by hand?

Discuss the fallacles to the statement that "Increased
wealth ls due to mass production,”

In purchasing a sack of flour, upon what merits do you
determine whether it is of good or bad quality? Cost?

- Labor?

12,

13,
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18,
19,

21.

22,

What part does the englneer play in the rols of factory
produetion? Does the produscer usually base his ideas
for new production on the findings of the engineer?

Why should there be a apeed-up before quitting btime?
Why should an employse work ohly a certain number of
hours each day and week? Is it Just to allow more per=
sona employment ¢

Wby are some employees placed on plece~rate and others
on time rate?

What are the edvantages and dlsadvantages of the piece=
rate? Time-rate?

What is meant by time control in reference to produce
tion?

What 1s meant by "motion study"?

What are the advantages of the planned control as found
in scientific management? }
How ean bemporary lay-offs and slowing down of equipment
be overcoms by establishing sales and manulacburing proe-
grams?

What are seversl steps that manufacturers have taken to
standardize the type of work that they have had to offer
thelr employeosn? '

What production advantages can be obtailned by standardie
zation of product?



Unit IV
Wage Payment Plans

I» Methods of wage payment
As Time scale
le« Advanbtages
2, Disadvantages
Bes Plece~rate sesle
1. Advantages
2. Disedvantages
C+ VWage-incentive plan
le Operates on premium or bonus basis
2+ Types of systems
&« Helsey premiuvm
be Rowan premium
e Gantt task and bonus
d. Differential piece-rate
e. Emerson efficiency
'+ Bedeaux-point
De Day rate

IX. Special forms of wage payment
A« Group bonuses
Be Foreman's bonuses
Cs Quality bonuses '
Ds Bonusss based on amount of equipment in operation
Be Attendance bohuses
Fa. Length~of-seprvice bonus
G+ Overtime or odd-shift bonus
He Payment of salesmen
I, Executives' salaries

1Il. Factors determining = fair wage
A. Standard of living
Be Minimum wage laws
Cs Experience and skill
De Production costs and profits
E. Labor supply available .
Fs Mental and physical requirements
G« Prevailling rates in the occupation
He Trade union scales
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Discussion Questions

l. Are high wages an index to efficlency?

2. Does the employee do his work better when rald by the hour?

3« Why should we give high pay for success in work?

4, What is meant by job analysis?

6+ List some of the tests for physieal fitnesas,

6. Give the meaning of the two-shift system.

7. What are some of the duties of capltal in regard to the
laborers' wages?

8es Can you give the main difference between being paid by
the hour and pald by the day? Which would you prefert

9. What is the reason some workers favor the piece~rate
wage plan over the day or time-payment plans?

10. What is your cholice of all forms of wage payment?

1ll. By what method does the employer determine upon what plan
he shall pay his employees?

12, What is the explanation for the fact that wages in the
United States are higher than those in England or other
foreign countries?

13. How do time and motion studies enter into the wage payment
plans?

14. Is a bonus given to encourage improvement of work or speed
of work?
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Unit v

Cost Accounbing=-A Control Fsctor in Menufacturing

Ie Alms
A, To verify past expenditures
Be To determine present costs
Cs To estimate and control future costs and needs

IT, Classifiestion of costs
&+ Labor

1

Computatlion of cost

a, Clock card ‘

be Daily time reports

Cs Pay»roll sccount

ds Acecrued wages

ey Offiece and offiecers! wages
o

B, Hateriel ;
1, Original cost or sctual purchase price, or list
or averags price , :
2. Freight, cartage, and expenses of recelving, stor-
ing, end issuing
3, Cosl, machine oil, belting, polishing subatances
Cs Overhead
1, Pactory expense :
4. Items excluded from direct material and direct
labor costs
be. Wages and expenses of men 8erving several dife
ferent departments '
¢, Charges for occupancy for real estate and builde
ings and stand-by charges
2. Selling and advertising expense
a, Shipping expense
b. Credit sxpense
cs Collection expense
3« General expense
8. Salaries and office expenses of the general
officers ‘
bs Expenses of the asccounting, legal, and other
general services
4. Expense ltems as funebions--pure functions of time
&s Taxes
be Rent

¢« Insurance
d. Obselescence
e« Portion of depreciation
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Discussion Questions

What are three distinet purposes of cost accounting?
Digstinguish between direct and indirect costs.

In what speciflic manner does cost accounting aid the
exscubive who is trying to coordinate sales and proe
duction?

What 18 your understanding of overhead? Loading¥
What 1s & production center?

What ere the essentials of good cost recorda?

Give the reasons for the fallure of meny cost systems.

- Glve some ways in which & good cost ayatam assists an

snireprensul,

« What l1s the difference between bookkeeping and accounts

Ing? ‘
What are some of the local facbory econditions that must
be studled in working out a cost system?

Neme some methods used for the diffusion of the overe
head expense.

How would you sccount for the growth in importance of
cost accounting?

What efiect did the World War have on cost accounting?
Are cost accounting btechnlques limibted to manufscturing
businesa?

1s factory experience necessary background for one who
desires to beoome an accountant?

Evaluabe college courses in cost accounting.

18 i€ poscible that the colleeblon and maintenance of
cost aate will cause frictlon in the personnel of the
factory organization?

Whet is meant by the term, "cost accounting control?”
What aere the improvement opportunitles in coat account=
ing?

Just how could the cost accounting department influence
price fixing?

What is meant by the term, "standard cos t¥"
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Unit VI
Transportetion Costs for the Hanufacturer

Is Agencies of transportation
A. Rail
Bg Water
Ces Truck
Da Pipe~line
Es Inberurban
Fa Alr

1l. 8pecial services
A, Refrigerator and glass-lined cars
Bs Past frelght and slectric llnes

C. Express
Ds Parcel post

III. Savings in transportation costs
A» Carload lots
Bs Pool car rates
Ce Diversion in transit
Ds Through or "procesaing rates"
T Cooperatlve delivery system

IV. Additlional cost other than siraight shipm@nt
A Cormission merchant
Ba Inspection fees
Ces Insurance
Ds Paczaging
Tw Reshipping
Fe Loading and unloading
G» Cost of building and maintaining highweys
He Constr1ction of railroad sidings for factory

Vs Facbors influencing tranaportation rates
As Coalb of service to the earrier
Bs Valus of articles
C« Diabtance of haul
D» Risk in handling
B. Competition
Fa Servies bto the shipper
(is Space occupled
I« Dead weight
I. Epeclal facllitles
Js Volume and directlion of traffic
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Diéausaion Quesntions

What utilities does transportation ereats? Fxplain
what they are. '
What is l.c.l. freight? C,1. freight? Why is there s
difference in the two rates and which is the higher?
What ere some of the ways in which the railroads are
abtempting to meet competition?

In your opinion, who pays for the highwaya? Give resae
sons for your angwer.

What effect do the transportation rates have upon the
price which is paid for merchendise by the ultimate
consumer? Is the transportation passed on to the con-
sumer ?

Why is 1t more profitshle to ship less then earload
lots by motor freight than by reil?

Vhat are some of the factops that made many railroad
companies aebandon their short branch lines and begin
using truecks? '

Why do some manufacturers place goods in shipment when
they know at the time that it leaves their plant that
the goods have not been sold?

Yhat is the work of the commission merchant and how
much responsiblility rests on his shoulders?

Explain what is meant bv the term "orocesaing rate,?
Who benefits from the pool cap type of transporbtation?
Who bas the bigger overhead costs, the rallroad, the
steamship company, or the motor freight company? Give
reasons for gour answer,

Of what value do you believe the interurban would be to
the small farmer in shipping his goods? Do you feel it
would be hetbter thaen rallroad shipment?

What types of goods, other than mall, is usually shipped
by airplane?

1f a1l three types of service were available to send
your goods direct to its destination, which do you feel
would be the cheapest, rail, water, or truek? What ig
the reason for your answer.

Why do oil companies pipe their produet somebimes over
a distance of 1,000 miles or more when obher means of
shipment are available?

Why do so many small bowns use motor freight lines as
thelr only means of transportation with other conEmnLe
ties? 1Is it likely that this method of transportation
is the best for the small town in the final aralysis?
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Unit VIX
Distributione«A Harketing Problem

I. Punctions of distribution
A+ Change of ownership
1s Buying
2e Sﬁlling
Be Physicel hendling of goods
1. Transportation of goods
2s Packing
3+ Storing
4. Assembling
6, Dividing
6+ Standardizing and grading
Ce General business functions involved in marketing
1. Plpancing
2+ Risking
&« Recording
4. Managing

II. Approaches in distribution
A, Middleman
Be. Trads channels
Co Commodity

III. Reasons for high cost of distribution

A+ High wages of people engaged in distributive occupaw
tions '

B. Newness of study of distribution

Cs Distribution, except for transportation, meinly a
hand industry

De Much waste and many rlsks in distribution

1. Poor packing of goods for shipment
» Poorly designed and inadequate facilities for
handling goods
E+ Services furnished consumers
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Discusgsion Questlions

Which is the more important today as an economice and
business problem, production or distribution (market-
ing) and why?

How does the cost of production compare with the cost
of distribution of merchandising as a whole?

Can you explain the reason why our capacity to produce
goods has increased faster than our capacity to distribe
ute or market these gooda?

Are the costs of distribution incressed or decreaczed by .
the existence and use of storage facilities? Discuss,
Do you belleve there are too many middlemen? If 8o,
how would you go sbout eliminating some of them? '
What do we mean by the middleman approach to the study
of marksting?

What is meant by a trade channel?

What 1s & trading center and vhat are some of its ad-
vantages ss a 4dlstributing center for consumers gooda?
What place does the broker gecupy in the trade channel?
What is meant by a "utility™? What are the utilities
created in the process of distribution?

Define distribution or marketings.

What 18 the object of distribution?

Do you believe large-scale production increases dise
tribution costs? Why or why not?

Do you believe that the consumers are beneflted or
injured by the libersl services offered today by the
sellers? -

Give reasons for the increase in distribution costs
during the past cenbtury and the decline of production
costa?

How does market distribution coperate bto supply wumsn want?
Why i1s there more higgling over prices in the wholesale
than in the retail trade?
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Unit VIIiI
Selecting the Retall Store Locabion

Factors to be considered in selecting the city
A. Populstion

Be Neotlonalibty and racial groups

C« Transportation facilities

De Purchasing power of city's inhabitants

B+ Competitors

Factors to be considered in choosing the centrallyw
located sites

A. Proximity to car lines and intersections of princie

pal sireets

Bs Character of passersby

Ce Traffic count on passers-by

De Surrounding territory and stores

E. Buying habits of people of that section

Fu Clusbering of stores of similar types

Factors bo be considered in choosing the neighborhood

Ay Pobential market in that given area

Ba Opgarhunity to compete againat unprogreasive competi-
Lors

Ce Opportunity to afford customers better delivery ser-
vice by convenient nearnsss o

De Nablonallty and raclal groups in that particular area

Factors to be considered in selecting the streeb
Ao Popular streets in favorite shopping centers
Be Locatlon on the proper side of the street .
l. Consideration of sun's rays and affect of tempera-
ture
2+ Choosing side where customers have formed habit of
trading
Ce Selectlon of site in accordance with availasble parke
ing facilities
De Choosing corner or inside loeations
E«. Choosling upper or lower floor location
Fa Condition of street and sidewalks

Miscellaneous factors to be conaidersd

A. Condition of building '

Be The effect that hospitals, stables, asylums, etc,, have
on sales

Ce. The effect that pleture houses and parks have on ssles
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Discussion Questions

What is the real importance of location in retall selling?
How could a knowledge of racial facts be of any value in
selecting a store site? . :
Are population trends of any real Importance in selecting
a store site? Why or why not?

Which two gsides of the following are the most desirable
8ides of a street for a retail store site: north, east,
south, and west? Why your answer?

Would you like for youwr store to be located in & cluster
of obther stores?

What types of stores would generally be located near a
motion picture house? Why? -

Name some businesses wiich are dependent on the trade of
pasgers=by,

Would you rather have your only competibion a nile away
or next doopr?

Whet effect is the aubomobile having on nelghborhood and
suburban store business?

What is meant by a "trading center"?

Ja it good business to pay more rent for one loecation
than for another whsh both ars identically the ssme size
and ars on the same sbtreet? Explsin your answer,

Who worries least about high rents--the chain or the ine
dependent storet Why?

Does the temperature of a side of a strest have any real

- 8lgnifiesnce in the selection of a stors site? VWhy ar

14,
15,
16,

why not?

Heme some types of stores which would be greatly affected
by being situated in the pabh of the sun's rays.

Do you believe that a corner site is always more valuable
than an inside location for a abore?

What are some stores that are usually situated on corners?
On inside locations?
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Unit IX
Credit and Ccllectidn Problems

I. Basle factors determining the credit risk
A4 Character
Bs Capacity
€Ce Capital (alsc collateral)

1I., Hodifying elements determining the credit risk
, Ae Credit policy of firm

Bs The trends in the business cycle

Cs The credit manager's personal atbitude

IXX. Polints to be investigated in extending cradit
L+ Personal chaeracter of applicant
Be Business ability of applicant
Cs Pinenclial condition of applicant

1V, Hethods of sscuring credit information
A+ Souress of direct inquiry -
1. Personal interview with applieant
2+ Bank, salesman, and sttorney reports on applicant
S« Information from appliecant!s refersnces
Be Agency services
le Ratings with credit firms
2, Credit clearing house reports
3¢ Report of Dun and Bradsbtrest
C. Information supplied by other credit men
‘1. Telephone inquiry
2, Letter inquiry
3s Direct inbterchange of reports

Vs Ordinary collection policies
A. Personal ¢sll
Bs Letters
Ce Draft of debtor's account at benk
D. Telesphone calls
» Porce through atiorneys or collection agencies
F. Settlement by note
e Buing the debtor

VI. Unusual collection methods
A. Dunning by wire
B« Sending debtor registered letter
C. Advertlsing debtorts account for sale

VIiIe Collection plans by mail
A, Stages ln correspondence collection
l. Statement of account
2, Remlhder of overdue sccount
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Be Discussion of debt with desire to ald in settlee
ment

4+ Demand for immediate settlement with threat bo
bake sction

Be Novel means of collecting through the mail

1, Stunt and humorous letber

2+ The use of insorted cards and folders

B+ Enclosing of stickers and rubber-stamped statbe~

‘ men tg

44 Special deliveries and registered letters

VIIIs Bad debt losses
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Discussion Questions

Why do credit manecgers Tavor personal inberviews with
prospective credit customers?

What three elements make up the "eredit equetion"?

What is a credit rating report?

Of what material value are trade and financisl publicae
tlong to the credit manager?

Is the function of the collection Adepartment limited to
collect overdue accounts? Why or why not? Dilscuss your

- answer,

D

10.
1l.
12,

13.
14,

15,

What is the difference between "payment" and "ecollection'?
What is the follow-up system and how does 1t serve the
collection department?

Is there any advanbage to charging inberest on rast-~due
accounts? Would you back such s poliey if you were a
eredit manager?

When do you feel 1t 1s nccessary to seek the aid of an
attorney in helping to collect an account? Or do you
feel thias step is at all necessary?

Explain the four steps in collection correspondences
Which ahould get the most resulss?

What 1s & credit intsrchange burseu? Is it of any value
in determining credit risks?

Iz the advertising of a debbor's overdue account in a
newspaper consldered an ethical practiece today? Would
you resort to such a method in attempting to secure
payment of delinquent accounts? Why or why not?

To what extent do the trends in the business cycle have

a bearing on the extension of credit?

VDo you believe an applleant's credit references are of
any value to a credit manager in deciding whether or not
to extend credit? Would you rely pretty heavily on these
references if you knew nothing of the appliecant himself?
List at least five novel or unusual meens you have parsone
ally seen taken %o speed payment of sccounts through the .

- mail. Explaln the advantages or psychological affect of

16,

B8ach,

Is 1t legal to draw a draft on a debtor's account at the
bank? Is this a common practice today? Is 1t an effective
practiece Ltoday?
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Unit X
Advertising and Selling

Is Feetors in advertising
A. Purpose of advertising
Be Organlzation of advertising department and publicity
division
Cs Advertising plen
De Publiciby budget

I1. How advertising aids in the 8elling end
A» Through newspaper merchandising
B, Through redio cooperation
C« Through the outdoor advertising campaign
De Through the magazine tle~up

1I1. Other major types of advertising
A, Window display
Be Direet mail
D. Publisc address system
Es Themtre
F» Strecteoar
Ge Sky-writing

IVe Advertising as an aid in sales promotion
A. Helps increase the sales volume and customer
traffiec of store
Be Stabllizes the sales volums during normally
dull business months

V. The four major factors in the selling process
« Getting the customer's attention
Be Arousing the customer's interest
Ce Creating the customer's desire of ownership
De Gebtting the cusbomer to act
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Discussion Questions

l. What 1s meant by a "selling plan®?

2, How does a good advertisement secure favorable attention?

Se What are some of the factors that contribute to the at-
tention value of an advertisement?

4. Name some methods whereby an sdvertisement can hold the
lnterest of the reader? '
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6+ In what way does the asalesman or the advertisement help
the prospect to make a decision? ; ‘

6. Is it the purpose of every advertisement to attempt to
complete the whole process immediately? Explain your
answer.,

7. List at least five kinds of edvertising "media" and give
advantages of each, ;

8. What ere the two important divisions of newspaper adver=
tising and what types of products are usually advertised
in each?

9. What are some of the services that the newspeper render
to thelr advertisers in addition to publishing their
advertisements?

10. List at least four other factors timt should e considered
in advertising in a newspaper in addition ko cireulation,

1l. How can the advertiser make certain tha t his envelope
enclogure will be read?

12, What do you believe is the groatest weskness of direct
advertlsing end how may the advertiser guard against this
woakness? ’

13s List at least five methods of obtaining malling lists,

14, What are the three principal kinds of outdoor advertise
ing?

15, What is the Outdoor Advertising Asaccistion of America?

16, List some advantages of oubdoor sdvertising,

17. How can advertisers at least partially check up on the
effect of their radio programs

18. Do you believe price tickebts should be placed upon mere
chandise displayed in windows? In what cases should
they be placed and in what cases should they not be
placed? ,

19. List several advantages of street-car and motion ploture
advertising,
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Unit XI
Office Organization

Types of organization
As Small office
By Departmental
C« Centralized

Resganaibilibiea‘af offlce manager
A+ To get the work done:

le Accuretely

2, Completely

3. Promptly =

4+ Economically ~

- Be To gee standardization is maintained ing

1. Roubines and office methods
£+ Physieal snviromment

3« Equipment and materials

4. Supplies '

B« Personnel

6+ Desk systoms

What office supervision should accomplish o
« Secure a willingness to cooperabte betwean employess
and employer v

' Be Create the rroper office enviromment

Ce Make office a comforiable snd healthful working place
Do Get the workers interested in keeping discipline
"« Help the workers by analyzing their shortcomings

Fe Porfect a definite promotional plan

- Go Secure and make use of suggestions
He Get results without incentive of monetary gains

Iv.

Ve

Essentisl clements of a good promotionsl plan

As Grade jubs on basis of required skill, knowledge,
and ability

Be Spandardize rates of pay with an upper and lower 1limit

Cs Systematize gstandards so as bo determine promotional
requirsments

Ds Provide for sdvancement preference for older, abler,
long-aserviced employees whensver possible

Ee Make periodical appraisal of employees and their
salaries

Fas Make whole promotionsl plan flexible to insure
sffectiveness

Trends in office organization

A+ Recognition of the importance of the personnel meanager
By Coordination of activities of various departments

C. Establishment of incentives to encourage effleiency
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Discussion Questions

Why mast the office manager delegate some of his responsi-
bility to others? Is this an easy thing to do¥ Why or

~ why not?

S
4.
Ba

" To whom should the office manager be reﬁpanﬁiblﬂ Vhyt

Is most of the office work of a routine nature? What
bearing, if any, does this have on standardization?
List et least five advantages that a standardized office

-has over an unstendardized one.

Would you econsider changing methods whiech you had prew

- viously standardized? In what conditions, if any?

6e
Te
B

What ecolors are most suiteble for the walls and eeliling
of an office? S : - .
Rame some methods by which an office manager can make
the physicel envirornment of his employees more comflortable,

What advantage is there to uniformity in the office furnl-

- ture?

10.
1l.
iz,
13,

14,
15.
16,

17. w

18,

Define a standard, Gi’{?e a good illﬁatrabiah of One .

Why is 1t a futile proceeding to imitaete anothert's methoda?

What are some of the disadventages of a private office?
What are asome major objections Lo desk lights? -

In what manner would you conduct & survey to determine if
the equipment in your office was satiafactory?

Whan should the office machines be used? :
¥iguld you advise using the desk system? ¥hy or why not?
H w large an office ¢an plan ibs work? ' ,
nat bearing do welfare movements have upon efficlency?
Do you feel it is fair for employers to crder goods at
wholesale prics for their employoes! personal use? Dia«
cuss reasond for your answed.
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Unit XI1
Choosing New Employees

Employee supply source

A+ Friends of present employess

Bs Newspaper advertisements

C. Nemea of previocus applicents on file
Di Unsolicited letters of application

Es Business schools and ecolleges

~ F« Employment agencies

"; iIb

Procedure of employment

~A. Grent the applicant an interview .

B+ Record impressions of appliecant on informat ion form

‘j;ﬂ. Study the mejor personality factors

 JIin

IV,

l. Personal grooming

£, Physigue

3e Hental alertnoas

4, Manners

S+ Maturity L

64 Self~confidenee '

£ oy p,,&ékvfor references on application blank,aﬁa ghéek,name

Methods of selection .
As On ability, charscter, and eXperience
Bs Psychological teats
C. Fitness for job

1. Consider the marrisge factor

2. Congeniality

Steps to take after choosing employes
A. Prepare job analysis for him
1. State the salary
2, State the promotional opportunity
S« Discuss the proper use of the machinery
4. Give a description of work expected to be done
B. Give new employee physical examination
Cs Give new employee mental examination
Ds Let employee fill out qualification card
E+ Introduce worker to his job
F. Acquaint employee with the office pollcies
G» Make employee feel at home
He Win employee's confidence
i. Show patience with amployee
Je Win employee's loyalty
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Discussion Questions

Why 1s it desirable to have hiring and discharging
centralized?

What is meant by the term, "job specification"?

Does the fact that technieal skill and mental ability
do not necessarily coineilde with perfect health, disg-
credit the physical examlnation?

Would you advocate a2 departmental head employ clerks?
Why or why not?®

In an lnberview should an effort be made to cateh the
applicant on misstatements? Why or why not?®

In what manner would you introduce a worker to his job?
Is there any necessity to a followeup after this introe
duc tion?® ‘ ‘
Can references usually be taken as & relisble source of
onel!s worth?

¥hat are some disasdvantages of employing close friends
or relativea?

¥hat are some advantages of employing married women?
Disadvantages?®

Give in ranking order what you feel are the five ocube
standing qualities an employee in your choice should
have,.

Give some feabures besides salary which should be an
incentive for sn employee in choosing a new job,

List some dAifficulties of newsapaper advertising for
help from the point of view of {a) the worker (b) the
WANALZEr .

Should fellow employees have any say in the selection
of a new employee? Give reasons for your aunswer.

Do you belisve Lwo or more peraons from the same family
should be sllowed to be employed in the same firm? Why
or why not?
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Unit XIII

Business Risks and Inswurance

I+ Insurable risks

II.

IT1I.

A+ Property hazards
1, Fire and related losses
2. Natural elements
3. Breskage and collapse
4., Transportation
5. Leakage
6o Criminal
T Sul’ﬂty
8, Miseellaneous
Be Lisbility insurance
1« Motor vehicles
2« Explosion
S« Patent infringement
4 Liabllity of contractor, landlord, owner
’ 5+« Publice
Ce Soclal insurance and earning power
l. Workmen's ¢ompensation
2. 0ld age pension
3« Health and accident
4. Unemployment
>« Life insurance
6, Retirement
7« Anticipated profits
8+ Use and occupancy

Fundamental principles of all insurance

L. Cuoperative procedures--"Law of large numbers"
B, Need and responsibility for protection

C» Principles of probability

Types of insurance organization

A. Belf-insurance

Bs Btock companies

C. Lloyds underwriters

D. Government or state agencies

Es Bubtual companies with contingent cost liability
P. Reeiprocel or exchange undsrwriter

G, Reinsurance companies

He Government or state agencies
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Discussion Questions

1, What is an "underwriter"?

2. Why is insurance often referred to as a racket?

3+ Illustrate how risk is reduced by insurance.

4, Do you believe it is posaible by foresight and ealculaw
tlon to reduce or avold some of the risks of industry?
All the rilaks of industry?

5. Should a large insurante company be better able to give
better rates than a small one?

6. In what manner does incorporation aid in lessening risk?
7« Would you say insurance reduces riskas or transfers risks
from the indiwvidual to society? Explain your answer,

84 Can speculation be debermined a result or a cause of
risks?

Qe Whalt forms of insurance represent saving?

104 Do you believe in the statement offered by some that,
"ecompetition 18 so keen that the small concern cannot
afford insurance,"?

1l. In eredit insurance, what argument ig there for the
insured standing the normal loss through bad debts
and the insurance company saving for most of the exe
cess?

12, If all things are equal {which they seldom would be)
which ls the more preferable, a large or small ine
surance company? %hy?

13, What is "reinsurance™?

14, What are some of the major reasons for reinsurance?

15, What is a "premium"? "Policy"? '"Reserve"?
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