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This is a follow-up of Ii8 graduates of the six Lincoln County 
high schools located at Eddyville, Newport, Siletz, Taft, Toledo, 
and Waldport in Oregon. Graduates chosen were those who had taken 
hat ìiight be considered preparation for siznple office jobs and were 

graduated in June of 19L7 to l9l, inclusive. Questionnaires were 
first mailed out in January, 192. One hundred fifty-six graduates 
( 37 per cent) responded to the questionnaire. 

The purpose of the study was to learn if these people had made 
use of their high school vocational training and to have them 
evaluate their training as to subject areas and course content 
within those areas. The graduates were also asked ta indicate the 
use they had found for the various phases of their training as well 
as for any of the areas in which they had not received training. 

Inlorniation was sought regarding salaries, length of time on 
the job, aspects of the work which were stressed by the employer, 
phases of work which they had found difficult, means used to secure 
positions, etc, The resulting information dll be of considerable 
help in strengthening the business education curricula in Lincoln 
Coimty high schools and provides material which can be helpful to 
future students taking vocational business education training. 

One hundred twenty-five of the graduates had worked after 
graduation, and of the 22S various jobs which they had held, 172 
(76 per cent) were in the business world. This would indicate that 
those that had taken high school vocational business training were 
prepared to use it even though that training had not been extensive. 

The offerings cf the Lincoln County high schools in the busi- 
ness education skills are limited to shorthand, typing, and book- 
keeping with some opportunity given to learn to operate the stencil 
arid fluid process duplicators. Only two of the high schools have 



offered a second year of shorthand with any degree of regularity. 

The related business subjects such as business law, conuiiercia.1 

arithmetic, etc. have not been offered regularly and then not in 

all of the high schools. 

Generally speaking, length of service in the various positions 

reported has been short. Many were summer vacation jobs at which 

these people worked to earr money to continue their education. 

Many of the girls had worked until they were married, and quite a 

number had to give up jobs because they left the community. 

The results of the study indicated that typing, bookkeeping, 

arid shorthand were the most important business subjects they had 

taken. Bookkeeping, typing, general business, office practice, and 

secretarial training were ranked high as subjects which the gradu- 

ates felt would have been helpful. 

Phases of work which had been most difficult were mathematical 

calculations, contacting the public, and use of the telephone. The 

graduates indicated that employers consider accuracy of first im- 

portance in all office work. Dependability was considered by the 

graduates of first importance in securing and holding a position. 

Most of the graduates had liked their office jobs. Interest 

in the work, good working conditions, and good salary had con- 

tributed to their satisfaction. 

The graduates felt they had received adequate training in most 

of the subject areas. However, a need for emphasis in vocabulary 

building, use of the telephone, various filing procedures, general 

business information, typing numbers and legal forms, income tax, 

and more varied business machine training was indicated. 

It was concluded that there is sufficient need by these stu- 

dents for vocational business training to warrant its continued 

emphasis. Where only one year of shorthand is offered, it should 

be given at the senior level only in order to make it of any prac- 

tical use. 

In the subject areas, it would seem practical to require 

general business of aU vocational business education students. 
There should be improved vocational guivance facilities for these 

people in four of the high schools, and job-getting techniques 

should be given more time in the course of study. 

More instruction should be given to operation of business 

machines which can be secured on a rental basis where finances 

will riot permit their purchase. 

Many of the questionnaires contained comnìent by the graduates, 

which have been included in the report of the study wherever they 

applied. 
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FOLLOW-tiP STUDY OF LINCOLN COUNTY GRADUATES 

WHO HAVE HAD SECONDARY-SCHOOL BUSINESS TRAINING 

CHAPTER I 

INTRODUCTION 

Enrollment in the bu3iness education subjects in high schools in 

the United States has experienced a continual growth since 1823 

(2, p.26). At that time the first business subject, bookkeeping, 

was added to the curriculum of the English Classical School for 

Boys, of Boston, which in l82Li became the English High School. In 

1829 the State of New York recognized bookkeeping as a subject ap- 

propriate to an English education. In i81 the California state 

law specified bookkeeping as a subject for high school instruc- 

tion. However, the first cornercial curricula did not appear until 

1880. By 1900 five tyoes of coimi'tercial curricula were offered in trie 

high schools of the United States. 

The introduction of trie typewriter to the public in 1873 re- 

suited eventually in the inclusion of women in the business world. 

World Wars I and II have played a great part in creating a need for 

trained men and especially women to carry on the business "end" of 

these enterprises. Government business expanded greatly during each 

of these war periods and has continued to expand, carrying with it 

private business. Behind and within every enterprise in which the 

people of any nation are engaged is a network of activities in which 

the exercise of business fundamentals plays an important part. 
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In meeting this demand, it has been necessary for the schools of 

the country to adjust their curricula in order that education will 

fill the needs of the individual and the society of which he finds 

himself a member. It has been necessary, therefore, for tne schools 

to set up aims and objectives which have had to be changed as the 

need arose. 

At the present time the l9l-l93 Guide to Secondary Education 

in Oregon (5, p.7) states that training must be such "that each 

child may become a contributing member in a democratic society,t 

and that "individuals may become personally and socially efficient." 

Jessie Graham (2, p.9) says, "It must be remembered . . . that 

social welfare results when individuals are vocationally efficient 

and that there is, therefore, a legitimate service to be performed 

through the vocational phases of business educatjon." 

It therefore becomes evident that schools must provide oppor- 

tunities for growth including twelve objectives as presented by the 

Guide to Secondary Education in Oregon (5, pp.7-8), among which are 

that the student be given an opportunity to "equip himself through 

general and special education for earning a satisfactory and happy 

living in a vocation for which he is naturally well fitted." 

The Oregon State Department of Education (Li, p.9) more specifi- 

cally places business education in the high school into three classi- 

fications--"consumer, prevocational, and vocational." Dr. Rex Putnam, 

State Superintendent of Public Instruction, states in A Course of 

Study, High School Commercial Subjects, State of Oregon, (Lt, p.10) 
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that all citizens need to understand and appreciate the place of 

business in American life. He further states that "since the task 

of the school is the adjustment of the individual into the institu- 

tions of society, the high school has a definite responsibility to 

make consumer business education available to everyone." The third 

classification "vocational" is in line with the cardinal principles 

of education as set forth by the U. S. Bureau of Education as early 

as 1918 (, p.8). 

The Educational Policies Commission of the National Education 

Association (5, p.10) under "The Purposes of Education in American 

Democracy," includes "Objectives of Economic Efficienty! which are 

set forth as follows: 

1. Work: The educated producer knows the satisfaction of 
good workmanship. 

2. Occupational Information: The educated producer under- 
stands the requirements arid opportunities of various 
jobs. 

3. Occupational Choice: The educated producer has selected 
his occupation. 

L. Occupational Efficiency: The educated producer succeeds 
in his chosen vocation. 

5. Occupational Adjustment: The educated producer main- 
tains and improves his efficiency. 

6. Occupational Appreciation: The educated producer ap- 
preciates the social value of his work. 

7. Personal Economics: The educated consumer plans the 
economics of his own life. 

8. Consumer Judgment: The educated consumer develops 
standards for guiding his expenditures. 



9. Efficiency in Buying: The educated consumer is an in- 
formed and skillful buyer. 

10. Consumer Protection: The educated consumer take appro- 

priate measures to safeguard his interests. 

From the foregoing, it will be seen that business education 

in the secondary schools should provide training under the three 

classifications as set forth in the Guide to Secondary Education 

in Oregon, l9l-l93 (, p.LO)__!consumer, prevocational, and voca- 

tional." 

"If the above are to be accepted as ultimate aims, they must 

be accompanied by a process of analysis--to establish the smaller 

component parts which are teachable and learnable and which become 

the immediate aims of various units of work in each subject in the 

program of studies" (, p.11). 

PURPOSE. This study has been made in order that it may be 

determined whether or not the business education being offered in 

the six high schools of Lincoln County, Oregon, designed accord- 

ing to vocational aims and objectives, is meeting the needs of the 

students. There is also a question as to whether there is a need 

for vocational emphasis and, if so, to what extent. In order to 

evaluate the results of vocational emphasis on business education, 

it must be learned to what extent this program has enabled the 

students to put their training to practical use. A curriculum sub- 

jest or course content of any subject which does not successfuiïy 

meet the needs of students can be said to be ineffective in its pur- 

pose. Steps should be taken to change the situation in order that 
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there may not be a waste of time and money from the viewpoint of the 

student, the teacher, and the taxpayers of the school district as a 

whole. Only by following up high school graduates for a period of 

years after graduation can the degree of success of a curriculum be 

determined. It is important that the needs of the students be the 

criteria on which to base a program of study. The vocational aspect 

of business education is of paramount interest in this study. To 

evaluate the courses offered and their content in the light of their 

effectively achieving the desired results, is of major importance. 

Most of the smaller high schools are financially handicapped 

in presenting an adequate vocational program, yet the people in 

these smaller communities are contributing to the tax rolls, and 

if they desire vocational preparation for their children, should 

this be denied them because they are situated in a community where 

the enrollment in the high school is limited? Another question to 

be answered is where do these graduates establish themselves after 

they leave school and what are their pursuits. 

In recent years, between 20 and 2S per cent (8, p.1) of the 

raduates continue their education beyond high school in univer- 

sities and colleges of the country. For those who do not continue 

their education, what are the opportunities? Where do they lie? 

Most of these students will establish homes earlier than those who 

continue their education. How well are they prepared to do this suc- 

cessfully? For these people, high school is terminal education. Are 

they prepared to become good citizens and make their contributions to 



society? 

Mr. J. O. Malott (3, p.23) states that "research is the main- 

spring of progress. We must depend very largely upon research for 

the determination of content and organization and for the refine- 

ment of teaching methods." It is the purpose of this study, then, 

to evaluate the business education program offered by the Lincoln 

County schools to find the answers to some of the foregoing ques- 

tions and, if necessary, recommend adjustments in the curricula of 

the various schools to meet the needs of the boys and girls of 

Lincoln County as indicated by the experiences and comments of 

former graduates. 

VALUE OF THE STUDY. A follow-up study of the graduates of any 

vocational training program should be made to determine whether or 

not these people are prepared to perform the duties of the work 

which they undertake. The results of such a procedure help the 

school to evaluate its program and to make changes in course content 

wherever desirable. Business needs and standards are constantly 

changing; and if a school is to meet these demands by offering a 

suitable program of studies, it is necessary that the vocational 

activities of its graduates be followed. The results of this study 

can also be of help in providing business education for those who do 

not go into the business world, but who are responsible for the busi- 

ness in connection with establishing and maintaining a home. EveryorE 

in our highly industrialized society has daily business dealings and 

contacts. The high schools have an obligat.ion to prepare their 



graduates to successfully assume the responsibilities of an adult. 

SCHOOLS STUDIED. The schools whose business education depart- 

ments are to be evaluated by this study are the six high schools 

which come under the supervision of the Lincoln County School 

District in Oregon. This is a county unit system with the county 

superintendent's office located at Toledo, Oregon, the county seat. 

The high schools are Eddyvifle, Newport, Siletz, Taft, Toledo, and 

Waldport, each located in the town of the same naine. 

Taft, Newport, and Toledo high schools have the largest en- 

roilnients. These are between 200 and 2O students. Waldport 

enrollment is around l2, Siletz about 7, and Eddyville is be- 

tween O and 60. About 90 per cent of all the students are trans- 

ported. 

THE COMMUNITY. The northern boundary of Lincoln County is 

some 7 miles southwest of Portland, Oregon, and its area extends 

south along the Pacific Coast about 0 miles. The boundary to the 

east is 20 miles inland. The coastal towns are Taft to the north, 

Newport near the center, and Waldport to the south. Siletz, 

Eddyville, and Toledo are located inland. 

The climate in Lincoln County is fairly uniform throughout. 

There is no great variation in temperature, being neither very cold 

in winter nor hot in summer. Due to its proximity to the Pacific 

Ocean, there is considerable rainfall, but very few school days are 

lost during the year due to weather conditions. These are occa- 

sioned by power outages resulting from high winds. 



The area served by Taft high school has a population of some 

,000 inhabitants which are scattered over a twenty-mile area in the 

northern part of the county. The city of Newport has the largest 

population, numbering about 3,200. Waldport has a population of 600 

and the high school there serves another widely scattered population. 

Toledo is at present the county seat and has the largest single pay- 

roll in the county, the C. D. Johnson Lumber Co. It has a population 

in the city proper of 2,800. Eddyville and Siletz are both small 

logging communities. The town of Siletz with a population of ).5O 

is situated near the Siletz Indian Reservation, and many of the stu- 

dents are either full-blooded Indians or have some Indian blood. 

The business enterprises of the coastal towns are principally 

small individually-owned establishments, depending to a large extent 

upon the summer tourist business with some income from the residents 

who live the year around working in connection with the logging and 

fishing industries. 

BUSINESS EDUCATION COURSES OFFERED BY LINCOLN COUNTY HIGH 

SCHOOLS. The business education courses which were available to the 

graduates covered by this study are shown on the following pages. 



Eddyville Newtort Siletz 

19LL-! #Typing I-II Typing I-II Typing I-II 
Shorthand I ##Shorthand I-II Shorthand I 
Bookkeeping Bookkeeping Bookkeeping 
Business English Office Practice 

19-L6 Typing 1.-II Typing I-II Typing I-II 
Shorthand I Shorthand I-II Bookkeeping 
Bookkeeping Bookkeeping 

**Office Practice 

196-h7 Typing I Typing I-II Typing I 
Shorthand I Shorthand I Shorttiand I 

Bookkeeping Bookkeeping Bookkeeping 
Business nglish 

l9Li7-.ì8 Typing I Typing I-II Typing I 
Shorthand I Shorthand I Shorthand I 
Bookkeeping Bookkeeping Bookkeeping 
Business English *T & I 

19LL8-L9 Typing I Typing I-II Typing I 
Shorthand I Shorthand I Shorthand I 
Bookkeeping Bookkeeping Bookkeeping 

T& I 

l9).9-O Typing I-II Typing I-II Typing I 

Shorthand I Shorthand I Shorthand I 
Bookkeeping Bookkeeping Bookkeeping 

T& I 

195O-1 Typing I-II Typing I-II Typing I 

Shorthand I Shorthand I Shorthand I 

Bookkeeping Bookkeeping 
T & I Business Education 

*Trades and Industrie s 
**At Newnort 1/2 credit is earned during year--students work in office 
#Indicates two full years of typing 
##Indicates two full years of shorthand 



19t5-6 

l9Lt6-!7 

l917-18 

l9I8-)49 

l9L9-O 

19O-1 

Taft 

Typing I-II 

Shorthand I-II 
Bookkeeping 

Typing I-II 
Shorthand I-II 
Bookkeeping 

Typing I-'II 

Shorthand I-II 
Bookkeeping 

Typing I-II 
Shorthand I-II 
Bookkeeping 

*Jr. Bus. Tr. 

Typing I-II 
Shorthand I-II 
Bookkeeping 

Typing I-II 
Shorthand I-II 
Bookkeeping 
General Business 

Typing 1.-II 

Shorthand I-II 
Bookkeeping 
General Business 

*Jimjor Business Training 

Toledo 

Typing I-II 
Shorthand I-II 
Bookkeeping 
Business Law 

Typing I-II 
Shorthand I-II 
Bookkeeping 
Office Practice 

Typing I-II 
Shorthand I-II 
Bookkeeping 

Typing I-II 
Shorthand I-II 
Bookkeeping 
Business Law 
T& I 

Typing I..II 
Shorthand I-II 

Bookkeeping 
T& I 

Typing I-II 
Shorthand I-II 
Bookkeeping 
T& I 

Typing 1.-II 

Shorthand I 

Bookkeeping 
Office Practice 
T& I 

lo 

Waldport 

Typing I-II 
Shorthand I 

Bookkeeping 

Typing I 
Shorthand I-II 
Bookkeeping 

Typing 1.-II 

Shorthand I 
Bookkeeping 

Typing I-II 
Shorthand I 
Bookkeeping 

Typing I-II 
Shorthand I 
Bookkeeping 
General Business 

Typing I-II 
Shorthand I 

Bookkeeping 

Typing I-II 
Shorthand I 
Bookkeeping 
Office Practice 

At least one year of typing is offered by all of the high 

schools. At Eddyville bookkeeping is offered at the sophomore 

level. At Siletz, Waldport, Newport, Toledo, and Taft, it is 

offered at the junior and senior levels. 

General business, where offered, is at the sophomore level. 
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General business has been taught by the regular business teacher 

at Waldport. At the other schools it has been taught by the regu- 

I}r business teacher or by some other teacher in the school, depend- 

ing upon adjustment to the teaching schedules. 

Advanced or second-year tyning has been taught regularly at Taft, 

Newport and Toledo. Siletz, Eddyville, and Waldport have offered it 

some years and other years have not. 

The first year of shorthand has been offered at all of the high 

schools with the exception of one year at Siletz (l9L-)6). However, 

the second year of shorthand has been offered regularly only at Taft 

and Toledo up until the l9O-1 school year, at which time it was 

dropped at Toledo. It was offered one year (l9Li5-16) at Waldport 

and two years at Newport. It is rather interesting to note that 

although Newport has the largest population of any incorporated city 

in the county, no second-year shorthand has been offered at Newport 

high school since the year l9L-L6. A survey of the job opportunities 

tnere is at present being made by the business teacher at Newport 

which may throw some light on this matter. 

A trades and industries program has been carried on in the 

Newport and Toledo areas since l9L7-L8. This program has had an 

influence on the business training of students in these high schools 

as indicated by the questionnaires returned by the graduates. 

Equipment for the teaching of business education in all of the 

six high schools is limited to typewriters and some form of dupli- 

cating machine. Some of the schools have an adding machine which is 
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used jointly by the school office and the business education depart- 

ment. A few of the schools have both the stencil and spirit dup- 

licators, while others have only one or the other. 

SOURCES OF DATA. Graduates from the six Lincoln County high 

schools for the years l917 to 19S1, inclusive, were considered in 

making this study. A questionnaire with a carrying letter, which 

may be found in Appendix A was sent to each graduate whose high 

school training could be considered to be vocational. These were 

graduates who had taken at least bookkeeping, two years of typing, 

or two years of shorthand and typing. The names of these graduates 

and the business subjects they had taken in high school were secured 

from the records at the office of the county superintendent. Ques- 

tionnaires were sent to L18 graduates. Of these, 1L6 were returned 

with some information, and 23 were returned unclaimed. A postal 

card follow-up (see Appendix B) was then sent, and 10 more corn- 

pleted questionnaires were received, making a total of 1S6 or 37 per 

cent. The addresses o± the graduates were not up to date and in 

many cases, especially for the earlier graduates, the questionnaires 

had to be forward from their parents' home addresses as shown in the 

records. The percentage of return is not high and is probably due 

to the limited opportunities for vocationally trained business gradu- 

ates to find work in Lincoln County, which has necessitated their 

moving to other areas to seek employment. However, according to a 

One-Year Foflow-Uo Study of the Class of June 19147 of the 

San 1rancisco Public High Schools (1, p.2), experience in survey 
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making shows that a follow-up survey seldom brings more than 15 to 

18 per cent response. They felt that a 28 per cent response to 

their questionnaire was one of the outstanding facts of the f ollow- 

up. 

The folloidng tables indicate the number of students, by 

schools, in each of the five graduating classes covered by this 

study. The number of students which have taken at least one busi- 

ness education subject is shown and those taking vocational business 

subjects; that is, subjects which might be considered as prepara- 

tion for an office job without further study beyond high school. 

The latter includes those which have taken at least one year of' 

bookkeeping, two years of typing, or two years of shorthand includ- 

ing transcription. 

Although the total number shown under the classification of 

"Vocational Business Subjects" is Lj28, only L18 questionnaires were 

sent. Addresses for the remaining 10 were inadequate and even the 

addresses of their parents were unknown since they were no longer 

living in the district. 
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TABLES I 

Graduates of 19147 

One or Nore Per Cent Vocational Per Cent 
Total Business Total Business Total 

School Graduates Subjects Graduates Subjects Graduates - 

Eddyville 10 lo 100 5 50 

Newoort 31 25 81 12 39 

Siletz 10 10 100 8 80 

Taft 141 32 80 18 1414 

Toledo 30 28 93 23 77 

Waldport 30 26 93 16 60 

152 133 90 55 

TABLE II 

Graduates of 19148 

One or Nore Per Cent Vocational Per Cent 
Total Business Total Business Total 

School Graduates Suj!cts Graduates Subjects Graduates 

Eddyville 9 8 90 3 33 

Newport 50 37 714 16 32 

Siletz lo 9 90 9 90 

Taft 26 23 89 15 58 

Toledo 142 142 100 32 76 

Waldport 19 19 100 12 63 

156 136 90 87 56 
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TABLE III 

Graduates of l9Lt9 

One or Ì1ore Per Cent Vocational Per Cent 
Total Business Total Business Total 

School Graduates Subjects Graduates Subjects Graduates 

Eddyville 9 9 100 8 90 

Newport 39 87 23 

Siletz 9 9 100 7 77 

Taft 3L 33 97 16 

Toledo LO 36 90 19 L8 

Waldport 18 114 80 11 61 

1140 90 814 

TABLE IV 

Graduates of 19S0 

School 
Total 
Graduates 

One or More 
Business 
Subjects 

Per Cent 
Total 
Graduates 

Vocational 
Business 
Subjects 

Per Cent 
Total 
Graduates 

Eddyville 12 11 92 10 83 

Newport 14)4 38 86 15 3)4 

Siletz 12 U 92 10 83 

Taft 31 29 914 16 

Toledo 39 33 85 21 5)4 

Waldport 17 114 82 10 60 

155 136 90 82 53 
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TABLE V 

Graduates of 191 

One or More Per Cent Vocational Per Cent 

Total Business Total Business Total 

School Graduates Subjects Graduates Subjects Graduates 

Eddyville 11 9 82 6 

Newport 3 33 91 2L 70 

Siletz 11 10 91 L 36 

Taft 3L 31 91 19 

Toledo L0 32 80 19 L8 

Waldport 28 28 100 19 69 

159 1I3 90 91 

The preceding tables show the number of graduates of ail the 

six high schools of Lincoln County for the years 19i7 to 19S1, 

inclusive. Also shown are the number and per cent which elected 

at least one business subject and the number and per cent which 

elected vocational business subjects. The smaller schools, 

Eddyville and Siletz, which have a rather limited list of eiecdves, 

show 100 per cent of the graduates of 19ti.7 and 19L9 elected at 

least one business subject. However, members of the graduating 

class of 1918 from the Toledo high school, one of the largest, also 

showed 100 per cent had elected at least one business subject, as 

did the members of the Waidport graduating classes of 19148 and 19GO. 

The Newport graduating class of 1951 showed a definite up-swing 

in the number and per cent of those who had taken vocational business 
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subjects. It is interesting to note that the per cent of the total 

graduates of the six high schools for the five graduating classes 

having taken vocational business subjects was rather uniform, 

ranging from 53 to 58 per cent. Also, 90 per cent of all graduates 

of all the high schools during the period studied had elected at 

least one business subject. 



CHAPTER II 

PREVIOUS STUDIES 

Follow-up studies of high school commercial graduates have 

been made in many sections of the United States. However, there 

have been very few made in Oregon. There have been follow-up studies 

in specific subject areas of business education such as typing, etc. 

Also, there have been many follow-ups of high school graduates, as 

a whole, which of course have included those who had taken business 

education, but this phase was treated only to a limited degree. 

Andrew E. Street (7, pp.22-23) in a follow-up of the graduates 

of Malin high school for the ten-year period of 1928 to 1938, indu- 

sive, included some findings in regard to those who had taken busi- 

ness subjects. The high school had an average enrollment of 70 and 

at one time offered quite a complete course including junior business 

training, bookkeeping , commerci al arithmeti c , commercial law, coxwaer- 

dal geography, typing I and II, and shorthand I and II. Through 

curriculum changes, they had discontinued shorthand I and II, typing 

Ii, and commercial geography, but popular demand both from students 

and parents showed a necessity of again including typing II. The 

Street study (7, p.77) showed that approximately three-fourths of the 

graduates, the women predominating, felt that typing II is of suffi- 

cient value to the average student to merit a place for it in the 

curriculum. This was indicated even though the work of the commercial 

department of the high school was not rated highly in regard to 



training students to step into and hold office jobs. However, over 

three-fourths of the graduates were living in the community which 

is largely dependent upon farming, and this no doubt had some in! lu- 

ence upon the result. It was therefore concluded that emphasis in 

the business courses should be on training for life in general rather 

than for an occupation. 

The Department of Child Welfare of the San Francisco public 

schools (i) made a follow-up study in l9L9 of the June graduates 

of the class of l9L7 of the San Francisco public schools. The pur- 

pose of this study was to find out among other things whether they 

went to work, and if so, how they were getting along on their jobs. 

They also wished to find out what suggestions they would make for 

improvement of the high school courses. The results of this study 

showed (i, p.6) that a high per cent (Th) were still actually in 

school. This no doubt is a result of the junior college training 

offered in California at public expense. This percentage would be 

much lower in Oregon where students are educated at public expense 

only through high school. 

The graduates who were working were apparently satisfactory 

employees (i, p.lI) as 77 percent had held only one job since gradu- 

ation. For those working after graduation, commercial subjects 

(i, p.17) were shown to be the most helpful. Typing was found to be 

by far the most important business subject. Those subjects which the 

students mentioned which would have been helpful in their job 

(1, p.20) aside from specific office skills were business English and 
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mathematics. 

In regard to the work which had been most difficult, that in- 

volving mathematics and related subjects was given highest frequency 

by both boys and girls. Qualities most stressed by employers 

(i, p.23) were shown to be first, "accuracy" followed by "neatness,'t 

tefficiency and good work," "promptness," "speed and accuracy,I and 

?Icourtesy.t In the clerical occupations, both the boys and girls 

gave taccuracy as the most important factor, while in the selling 

occupations, "courtesy" was shown to be the most important factor. 

Gertrude Alice Roenicke made a follow-up study (6) of the corn- 

merciai graduates of Salem high school, Salem, Oregon, in 19L1l. The 

check-list (6, pp.5-7) covering course content of many of the corn- 

merciai subjects so well fitted the follow-up desired for Lincoln 

County high school graduates that a similar one was used. 

The Salem follow-up was primarily from the vocational angle. T1e 

results showed that 88 per cent of the 135 graduates reported were 

office workers, 0f the office workers, stenographers and general 

clerks were the most numerous. Typists, bookkeepers, filing clerks, 

machine operators, and typist-clerks constituted the balance. Ap-. 

proximately one-third of the l2L graduates (6, pp.)8-0) were 

employed in the state offices, Salem being the state capital, and 

per cent were employed by retail stores, small offices, and f ac- 

tories. 

More than one-third of the graduates took business courses after 

graduation which would indicate that this number did not feel 
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adequately prepared, even though the Salem high school business edu- 

cation curriculum is planned as terminal for those who must go to 

work immediately after graduation. 

A need for greater accuracy in spelling, punctuation, and pro- 

nunciation was indicated by the graduates. Fifty-four per cent of 

the workers indicated they did not have a vocabulary large enough 

for their everyday use in business. 

Need for more training in the practical use of the telephone 

was indicated. In bookkeeping, it was concluded that greater empha- 

sis should be placed on complete mastery of fundamentals because of 

the variation in details of record keeping from office to office. 

The chief difficulties in typewriting were shown tc be in typing 

numbers and legal forms. The graduates felt that accuracy should 

receive more emphasis for all typewritten work. 

Because of the variation in the demands and needs of students 

in various communities due to the nature of the business in that corn- 

munity, the results of a survey in one area cari hardly be said to 

indicate a curriculum for another. Each school should follow up its 

own graduates in order to determine its particular objectives. This 

should be done from time to time because of the changing factors in 

any community. 
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Ci-LA.PTER III 

THE STUDY 

Four hundred eighteen questionnaires were sent out. Ninety 

were sent to boys and 328 were sent to girls. Twenty-eight boys 

and 128 girls responded. This represents 31 per cent and 39 per 

cent respectively. The total response of 16 returned questionnaires 

represents 37 per cent of the total of Lt18 questionnaires sent. 

Three of the 28 boys responding indicated they were married, 

21 were unmarried, and )4 did not mark this item. Of the 128 girls 

responding, 67 indicated they were married, 60 were unmarried, and 

one did not report. Only one of the 67 married girls indicated 

she had been widowed. Seventeen (2 per cent) of the married girls 

were employed full time, part time, or were seeking employment. 

The persons contacted were graduates of six different high 

schools included in the Lincoln County school district. Each ques- 

tionnaire called for the name of the high school and the year of 

graduation. However, preparatory to sending out the questionnaires, 

the mailing list was compiled by high schools and segregated as to 

year of graduation. 

Response of Graduates to Çuestionnaire 

Response from the various high schools was as follows: 
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TABLE VI 

Response of Graduates to Questionnaire 

Number Number Per Cent 
School Sent Returned of Return 

Eddyville 32 15 I7 

Newnort 90 28 31 

Siletz 38 12 31 

Taft 7L 39 52 

Toledo 1l 36 31 

Waldport 70 26 37 

¿418 156 

Taft graduates showed the best response which was 52 per cent. 

Eddyville responded with ¿47 per cent, and for the other four high 

schools the response was similar, varying from 31 per cent for 

Newport to 37 per cent for Waldport. 

The items of the questionnaire and the data which they disclose 

follow. 

Additional Education Beyond High School 

Information in regard to education beyond high school was 

secured from Item 1. It was: 

1. Have you had additional education since completion of high 

school? Yes No 

The results of this question are shown in Table VII. 
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TABLE VII 

Additional Education Beyond High School 

Boys Per Cent Girls Per Cent Boys and Girls Per Cent 

Yes 20 70 L3 7 Li9 

No 20 72 6 77 L9 

Unreported 3 10 1 1 2 

g i loo l6 loo 

A high percentage of both boys and girls responding to the 

questionnaire have had additional education beyond high school. The 

70 per cent of boys responding to this questionnaire who have had 

additional education beyond high school is extrenely high. Only 20 

per cent of the boys reported no education beyond high school. 

Three boys (10 per cent) did not report. Forty-three per cent of 

the girls indicated education beyond high school, but 56 per cent 

had not received any additional training. Four girls (2 per cent) 

did not report. Forty-nine per cent of the boys and girls responding 

to the questionnaire had received additional education. The per- 

centage of all graduates from Lincoln County high schools seeking 

additional education is known to be high. The last few years it has 

been somewhere between 25 and 30 per cent. 

Types of Formal Education Beyond High School 

Item 2 asked for the type of additional education beyond high 

school. It is shown on page 25. 



2 

2. If you have answered "yes" to the above question, fill 

in the following: 

Full Part Dates Major Field Completed 

School Time Time From To Business, etc. Yes or No 

College or University 

Adult Education Classes 

Business College 

Nurse's Training 

Vocational School 

Any Other 

Information secured from this item is shown in Table VIII. 

It was also combined with information secured from Item and pre- 

sented in Table XIV. 

TABLE VIII 

Types of Formal Education Beyond High School 

Number Per Cent 

Col]ege or University 148 59 

Adult Education Classes 5 6 

Business College 5 6 

Nurse's Training 5 6 

Vocational School 7 9 

.ny Other il 114 

81 100 

liThis includes special training in the armed services and short-term 
courses of specific training for a particular job. 
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The total of 81 includes five who had marked two types of 

training listed, such as both college and adult education, college 

and vocational school, nurse's training and college, vocational 

school and correspondence school, and one who indicated a post 

graduate course in high school which was not listed. 

It is noted here that college or university training greatly 

outranks all other types of additional training with 9 per cent. 

Vocational school is second with 9 per cent having had this kind of 

training. The remaining three specific types of education were in- 

dicated by 16 per cent with each showing 6 per cent. Short-term 

specific training made up the balance of l per cent. 

The information as to completion of training was not tabulated. 

Many of the graduates had not been out of high school long enough to 

complete the training which they had started, and the responses to 

this question were incomplete and a good picture could not be drawn. 

Present Occupation of Graduates 

Item 3 has to do with the occupation of these graduates at the 

time they received the questionnaire. It is shown on page 27. 
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3. How are you now occupied? 

In Armed Forces 

Regularly employed for wages, full-time 

Regularly employed for wages, part-time 

Temporarily employed 

Unemployed and seeking work 

Unemployed and not seeking work 

Housewife (no other position) 

In school full time 

Other 

Table IX indicates the present occupation of the graduates 

responding to this questionnaire. 

The total 162 includes one graduate listed as both temporarily 

employed and seeking full-time work, and five who marked "part- 

time work" and were school full time." 

Thirty-two per cent were housewives with no other position. 

One-third of all graduates responding were employed fUll time and 

30 (19 per cent) were'n school full time." 
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TABLE IX 

Present Occupation of Graduates 

Number Per Cent 

Armed Forces 9 6 

Regularly employed for wages, fufl-time 52 32 

Regularly employed for wages, part-time 7 5 

Temporarily employed 2 

Unemployed and seeking work 2 

Unemployed and not seeking work O -- 

Housewife (no other position) 51 31 

In school full time 30 19 

*Other 5 3 

162 

*This includes one girl who owns and operates her own beauty shop, 

one assisting father with church business, one holding a partnership 

in sawmill business for father, one working in grocery store for 

mother for no wages, and one taking care of a ranch for father. 

Estimates of the Amount of Vocational Guidance 

Received in High School 

Item inquired as to the vocational information and guidance 

these graduates had received during their high school course. It 

is shown on page 29. 
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1. To what extent has vocational information and guidance you 

received in high school been helpful to you? 

Some help ____ No help at all ____ 

Did not have any ____ Very little help ____ 

Extremely helpful ____ 

There is no organized vocational information and guidance pro- 

grani set up in Lincoln County witi the exception of that which is 

included in the trades and industries program carried on only at 

Newport and Toledo. Therefore, the responses to this question were 

tabulated as to individual schools and the results are shown in 

Table X on page 30. 

The vocational guidance received by these graduates during 

their high school years was quite generally of "some help." How- 

ever, only at Taft and Toledo did a fairly high percentage, 6 per 

cent and per cent, respectively, feel that it had been "extremely 

helpful." Some of these people who had attended one of the high 

schools where the trades and industries program was offered felt 

t:at only those eurolLed in that program received assistance of this 

kind. The percentage of those who felt that it had been of "no help 

at all" was small for all schools. 
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TABLE X 

Estimates of the Amount of Vocational Guidance 

Received in High School 

Number Per Cent Total 

Eddyville 
Some help 12 80 
Did not have any i 7 

Extremely helpful 2 13 
No help at all O -- 
Very little help O -- 

Newport (T & I Program) 28 
Some help 17 61 
Did not have any 2 7 

Extremely helpful 6 21 

No help at all O -- 
Very little help 3 11 

Siletz 12 
Some help 5 L2 
Did not have any 2 16.5 
Extremely helpful 2 16.5 
No help at all 1 8 

Very little help O - 

No remark 2 17 
Taft 39 

Some help lL 36 
Did not have any O -- 
Extremely helpful 22 56 
Nohelpatall O - 
Very little help 3 8 

Toledo (T & I Program) 36 
Some help 15 L2 
Did not have any 2 5.5 
Extremely helpful 16 
Nohelpatall i 3 
Very little help 2 5.5 

Waldport 26 
Some help JJ. 

Did not have any I 15 
Extremely helpful ¿ 15 
Nohelpatall o -- 
Very little help O -- 
No remarks 1 16 



31 

Positions Held by 125 Graduates and Length of Service 

in These Positions 

Item 5 asked for information in regard to positions graduates 

had held. It is shown on page 32. 

Results of Item 5 are shown in Tables XI, XII, XIII, and 

XIV, In Table XIV information from both Items 2 and 5 is combined. 



5. List the positions you have held since you were graduated from high school: 

Date Nature No. of Months Monthly Wage Reason for 

Enmloyer - Give Year 
- 

of Work with Firm Be&in Final Leaving 
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TABLE XI 

Positions Held by l2 Graduates and Length of Service 

in These Positions 

Number of Months Job Held 

Type of Work Jobs Reported l-6 7-12 13-18 l9-21 2 plus 

Sales Clerk 27 17 i i i 

Secretary 27 13 8 1 1 2 

General Office Work 23 10 1 2 3 3 

Bookkeeper 21 8 2 1 

Stenographer iL 8 2 

Waitress 13 9 1 1 1 

Telephone Operator 10 3 2 1 1 3 

Typist 9 3 1 

Fountain Girl i 3 

Bookkeeper-Typist 3 1 1 1 

Cashier 3 3 

Nurse 3 2 

Receptionist 3 1 2 

Clerk-Typist 2 1 1 

Payroll Clerk 2 1 1 

Receptionist and Bookkeeper 2 1 1 

Billing Clerk i i 

Comptometer Oerator i i 

Stenographer-Bookkeeper i i 

Salesman i 

Teletype Operator 1 1 

Switchboard Operator and 
Receptionist i i 

Telephone Service Represen- 
tative 1 1 

Teacher 1 1 

Credit Clerk 1 1 

File Clerk i i 

ascel1aneous L9 37 2 5 3 2 

225 i2L L3 18 11 17 

*Tnis number represents a variety of jobs such as logging, housework, 
lifeguard, lumber mills, laundry work, and other unskilled labor. 
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All those reporting did not indicate length of service on each 

position which accounts for the difference in the number of jobs held 

and those indicating the length of service. The positions of "sales 

clerk" and "secretary" show the highest number, and each represents 

12 per cent of the 22 total jobs reported. "Miscellaneous" jobs 

represent 22 per cent of all jobs reported. It is also noted that 

the largest number of jobs occurred in the "one to six months" 

category. Many of these jobs were summer work which graduates held 

during their summer vacations from college. 

One hundred thirteen of the jobs reported (o per cent) are 

positions for which training was given in the high schools which 

these graduates attended. One hundred twenty-four jobs are shown 

to have been held six months or less. This is S8 per cent of the 

total of 213 jobs for wnich length of service was indicated. Twenty 

per cent of the positions were held from 7 to 12 months, 8 per cent 

were held from 13 to 18 months, per cent from 19 to 2)4 months, and 

8 per cent were held 2 months or more. 

The jobs reported were held by l2 graduates, and 172 of the 22S 

jobs (76 per cent) were in the business world. 

Reasons for Leaving Former Positions 

Item also called for reasons for leaving former positions. 

This information is shown in Table XII. 

Twenty-seven reasons were given for leaving 166 positions. These 

were indicated by 1O graduates who made 1)49 markings. Twenty-eight 
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Reasons for Leaving Former Positions 

Number of 
Positions Number 
Reported Marking 

Attend school 36 28 

Married 27 27 

Left the community 21 18 

Better job 16 15 
Low salary 11 10 
Temporary 10 8 

Seasonal work 9 9 

Pregnancy 6 5 
Unsatisfactory working conditions ¿ 

Part time 3 3 
Discharged 2 2 

Office closed 2 2 

np1oyer sold establishment 2 2 

To help at home 2 2 

Unsteady 2 1 
Illness 2 2 

Lack of training 1 1 

Not enough experience i i 

Disagreeable employer 1 1 

Work too heavy 1 1 

Employer retired i i 

Unsatisfactory working hours 1 1 
Went into service i i 

Transferred to another job 1 i 

Employer could no longer afford help 1 1 
Tired of working 1 1 
College graduation 1 1 

166 1L9 

(27 per cent) indicated that they had left 36 positions for the pur- 

pose of continuing their education. The next most frequently occur- 

ring reason was "married." This was marked by 27 persons (26 per nt 

Eighteen had given up 21 positions because they had ttleft the 
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conununity," l had left 16 positions for a "better job," 10 had 

left 11 positions because of "low salary," 9 had indicated that 

their work was "seasonal," and 6 were forced to leave because the 

work was "temporary." Only 2 indicated that they had been "dis- 

charged," and one of these had to leave another position because 

of "lack of training." The remaining markings were fairly evenly 

distributed among the other listings. 

Monthly Salaries of Positions Reported 

Item also asked the graduates to indicate beginning and 

final salaries they had received. The resulting information is 

shown in Table XIII. 

Salaries are shown for the various job classifications. The 

final salary indicates the earnings at the time of leaving a posi- 

tion, and in some instances it was the salary at which they were 

presently working. In many cases there was very little or no in- 

crease over the beginning salary as the person responding had 

worked a very short time on that particular job. 

The lowest and highest beginning salaries and the lowest and 

highest salaries to date are shown in each of the job dassifica- 

tions. The average is also shown for both the beginning and final 

or latest salaries. 

The "miscellaneous" jobs show the lowest and highest beginning 

rates as well as the highest beginning average rate. This classifi- 

cation also shows the lowest and highest final rates and the highest 
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TABLE XIII 

Monthly Salaries of Positions Reported 

Beginning Final 

Position Low High Ave. Low High Ave. 

Sales Clerk 72 16 123 107 200 133 

Fountain Girl 110 130 123 12S 130 126 

Waitress 9 lO l2 95 lO 129 

Bookkeeper-Receptionist 12 --- --- 170 --- 

Credit Clerk 130 --- --- 16 --- 

Telephone Operator 90 l8 130 103 220 1I 
Secretary 7 2! 135 7 2L JJ3 

Bookkeeper 90 200 13 11 210 )J9 

Billing Clerk 100 --- --- 18 --- 

Cashier 110 160 137 110 175 1Ì2 

Typist 110 165 138 11 175 1!9 

General Office 8 201 1)3 8 210 18 
Teletype Operator lL --- --- 1 --- 

File Clerk 160 --- --- 160 --- -- 
Clerk Typist 100 200 150 100 275 187 

Stenographer 105 216 159 125 216 168 

Payroll Clerk 150 180 168 150 200 175 

Nurse 110 2L2 176 110 2L7 179 

Comptorneter Operator 167 --- --- 187 

Stenographer-Bookkeeper 200 - ---- 200 

Receptionist 19L 220 207 19L 2)40 217 

Telephone Service Repre- 

sentative 206 --- 208 --- 

Teacher 2L0 --- --- 2)40 --- 

Salesman 200 280 2)40 200 3)40 270 

Miscellaneous 50 )425 195 50 )475 212 

final average. The reason for the highest salaries falling in this 

classification is that it includes the highly hazardous work in the 

logging industry. The highest final salary of $)475 was reported by 

a graduate who works as a loader of logs. 

The average beginning salaries for office work vary from l30 

to $207, while the average final salaries vary from $15)4 to $217. 
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The average beginning salaries are low, but the average final or 

present salaries are comparable to the general average for this 

type of work. The salaries for office work are shown to be some- 

what higher than for waitresses and fountain girls. 

The average beginning salary for stenographers is shown to be 

$159, while that for typists is $138, which indicates that the 

ability to take dictation and transcribe pays a considerable divi- 

dend. This difference is also reflected in the average for final 

salaries in these classifications, being $168 arid 159 respectively. 

Graduates Who dave Used Their High School Business Training 

or Continued the Study 

Information as to the number of graduates who had either used 

their high school business training or had continued further train- 

ing in the business field was secured from Items 2 and . This is 

recorded in Table XIV and is shown by individual high schools. 

Seven (2 per cent) of the boys responding to the questionnaire 

have used the business training received in high school. Six 

( 21 per cent) of the boys have continued their business education. 

Eighty-nine of the girls (70 per cent) have used their high school 

business training, and 19 (15 per cent) have continued their busi- 

ness education. Eighty-five per cent of the Newport girls have used 

their business training and I per cent have continued their business 

education. Seventy-three per cent of the Taft girls have used their 

high school business training and 20 per cent have continued their 
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TABLE XIV 

Graduates Who Have Used Their High School Business Training 

or Continued the 5tudy 

Total Returns *Total Who Have ETotal Who Have 
Receiving Used Business Continued Busi- 

Training Training ness Study 

Per Per Per Per 

Boys Girls Boys Cent Girls Cent Boys Cent Girls Cent 

Eddyville S 10 1 20 L O O -- 3 30 

Newport i 27 1 100 23 85 1 100 1 

Siletz 7 2 ¿40 71 1 20 0 -- 

Taft 9 30 1 11 22 73 1 11 6 20 

Toledo i 35 0 -- 2! 69 0 -- 6 17 

Waldport 7 19 2 29 11 8 3 L3 3 16 

28 128 7 2 89 70 6 21 19 1 

*Includes selling and telephone operators. 
**Some receiving further education did not specify course. 

business education. Seventy-one per cent of the Siletz girls have 

u5ed their high school business training, but none has continued 

her business education. Eddyville shows that L0 per cent of the 

girls have used their high school business training, and 30 per cent 

have continued their business education. 

The boys in this area have not shown much interest in the busi- 

ness education department with the exception of typing for oersonal 

use and bookkeeping. 
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Rating of High School Business Subjects Taken 

in Order of Importance 

Item 6 asked the graduates to rank in order of importance the 

high school business subjects they had taken. It was: 

6. Rank the high school business subjects you have taken in 

order of importance. (For example: No. 1 most important, No. 2 

next in importance, etc.) 

Bookkeeping ____Office Practice 

Commercial Arithmetic 

Commercial Law 

General Business 

____Shorthand 

Secretarial Training 

Typing 

The information secured from this item is shown in Table XV. 

One hundred forty-one graduates marked Item 6. Typing was 

indicated first in importance with 108 marking, and 29 gave it some 

other ranking, though none marked it below "hth.t' 

Bookkeeping and shorthand received 86 and 85 markings, respec- 

tively. Twenty-three marked bookkeeping first in importance, while 

7 gave shorthand this rank. However, 35 marked shorthand second and 

32 marked bookkeeping second. 

Office practice was fourth in frequency with hi, and the remain- 

ing subjects were commercial arithmetic with 30, secretarial training 

with 30, general business with 2h, and commercial law with 7. 

It is evident that the basic vocational skiLl subjects rank 

high in importance in the opinions of these graduates. 
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TABLE XV 

Rating of High School Business Subjects Taken 

in Order of Importance 

Subject Frequency ist 2nd rd 14th 5th 6th 7th 8th 

T3rping 137 108 19 9 1 

Bookkeeping 86 23 32 17 9 14 

Shorthand 85 7 35 27 8 5 3 

Office practice 141 8 9 12 10 2 

Commercial arith- 

metic 30 7 8 7 1 14 3 

Secretarial 
training 30 14 8 13 3 1 1 

General business 214 2 7 14 7 3 1 

Commercial law 7 1 1 2 1 

Subjects Which Would Have Been Helpful 

in Order of Importance 

Item 7 asked for a ranking of subjects which would nave been 

helpful in order of importance. It was stated in the form shown 

on page 142. 
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7. Check the following high school business education subjects 

which would have been helpful and rank in order of importance. (For 

exanip1e: (i) most important, etc.) 

Typing 

____Shorthand 

Bookkeeping 

Secretarial 1raining 

Office Practice Commercial Law 

General Business ____Commercial Arithmetic 

Trades and Industries Program 

The results of this item are shown in Table XVI on page L3. 

The markings of this item were checked, and it was found that 

some of the graduates had misunderstood the phrase "would have been 

helpful" and included in their markings subjects that they had taken. 

Therefore, the table indicates the evaluation of the subjects offered 

both by those who had found them helpful and those who felt they 

would have been helpful. 

One hundred thirty graduates marked Item 7. Bookkeeping is 

shown first in frequency. Typing ranks second in frequency of 

markings and first in the number who indicated it as of first import- 

ance. General business, office practice, and secretarial training 

were equal as to frequency of marking, each with 78. However, secre- 

tarial training superseded the other two as the subject of first 

importance, with a total of 16. 

The trades and industries program was marked by only 62, and 1 

marked it as ninth in importance. However, the trades and industries 

program is offered only at two schools and the graduates from the 



TABLE XVI 

Subjects Wtiich Would Have Been Helpful in Order of Importance 

Subject Frequency ist 2nd 3rd L1.th 5th 6th 

Bookkeeping 87 23 ]J4 17 21 3 5 

Typing 86 38 9 3 L. i 

General business 78 9 12 20 8 8 13 

Office practice 78 8 12 18 13 12 6 

Secretarial training 78 i6 12 13 8 8 6 

Commercial arithmetic 73 12 15 8 7 7 3 

Shorthand 67 12 15 iL1. 7 7 2 

Trades and Industries 62 8 L. 6 6 10 6 

Commercial law 58 3 6 6 8 L. 7 

7th 8th 9th 

3 1 

1 1 

7 1 

5 2 2 

8 3 L1. 

7 11 3 

3 3 

2 5 15 

5 11 8 



other schools are not well acquainted with it. 

Comrercial law was marked the fewest number of times, but again, 

this subject has not been offered at all schools and those that 

offered it did not do so regularly. It has usually been used as a 

fill-in to round out a curriculum. 

Phases of Fployment Most Difficult 

in Order of Importance 

Item 8 asked for the phases of employment which the graduates 

had found most difficult in order of importance. It was: 

8. What phases of your employment have been most difficult? 

List in order of importance. (Sample: Use of telephone, mathe- 

matical calculations, etc.) 

1. 

2, 

3. 

Li.. 

6. 

The results of this item are shown in Table XVII on page L5. 

Seventy-eight graduates responded to Item 8 and "mathematical 

calculations" was indicated as causing the most difficulty with a 

frequency marking of 29. Twenty-three marked it as first in degree 

of difficulty. "Contacting public" was listed as the second most 

difficult phase of employment. Thirteen marked this item, and 9 of 



TABLE XVII 

Phases of Employment Nost Difficult 

in Order of Importance 

Phase Frequency ist 2nd 3rd Lth 5th 

Mathematical calculations 29 23 L 2 

Contacting public 13 9 2 2 

Use of telephone 12 7 5 

Business machines 9 2 t 3 

Letter composition 7 ). 2 

Typing 7 3 )4 

Dictation 6 1 2 

Spelling 6 2 2 2 

Bookkeeping S ). i 

Pronunciation L i 2 

Filing 1 2 2 

Proper work habits 3 1 1 

Speech 3 1 1 

Tax reports 3 3 

Business terms 2 2 

Paper work 2 1 

Typing numbers 2 2 

Learning stock i i 

Making deposit slips 1 1 

Grammar i i 

Figuring insurance rates i 1 

Supervision of others i i 

SeLf-control i 1 

Safety 1 1 

Sitting at desk i i 

Responsibility 1 1 

Concentration 1 1 

Invoicing i i 

Numerous carbons i i 

Secretarial duties 1 

this number ranked it first. "Use of the teiephonet' was tnird in 

frequency with 12 marking this item, and of these, 7 ranked it first. 

Nine graduates had difficulty with "business machines" and 

7 had difficulty with "letter composition" and "typing." Other 
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difficulties show fairly uniform markings. They appear to be 

more individual than general. 

was: 

Phases Most Stressed by Employer in Order of Emphasis 

Item 9 asked for the phases of work stressed by employers. It 

9. What phases of your work does your employer stress most, 

placed in order of emphasis? (Sample: speed, accuracy, promptness, 

etc.) 

1. 14. 

2. 5. 

3.___________________________ 6. 

The information resulting from this question is shown tri 

Table XVIII on page 147. 

One hundred graduates marked Item 9, and everyone indicated that 

"accuracyt' was stressed by his emloyer. Of this number, 88 ranked 

it first, 12 ranked it second, and no one gave it any lower ranking. 

Speed was checked 67 times, with the greatest number of markings 

in second and third rankings. These were 28 and 22, respectively. 

In third place according to frequency was "promptness" which 

was marked 52 times. The majority of the markings were in second 

and third rankings, with 27 and 13 respectively. 

"Neatness," "courtesy," and "reliability't were fourth, fifth, 

and sixth respectively in frequency of markings, with the majority 

of these in second, third, fourth, and fifth positions. The other 



TABLE XVIII 

Phases Most Stressed by Employer in Order of nphasis 

Frequency ist 2nd 3rd Lth th 6th 

Accuracy loo 88 12 

Speed 67 ¿ 28 22 7 ¿4 2 

Promptness 27 13 ¿4 3 

Neatness 22 1 9 6 i 

Courtesy l 3 3 ¿4 5 

Reliability i). 5 2 5 i i 

Alertness 5 2 3 

Attitude 5 2 1 2 

Co-operation 5 2 2 1 

Friendliness 5 1 2 2 

Helpfulness 5 1 2 1 1 

Ability to learn ¿4 2 1 1 

Cheerfulness ¿4 1 3 

Carefulness 3 3 

Honesty 3 1 1 1 

Appearance 3 2 1 

Thoroughness 3 1 1 1 

Tact 3 2 i 

Cleanliness 2 1 1 

Efficiency 2 1 1 

Adaptability 2 1 1 

Responsibility 2 1 1 

Initiative 2 1 1 

Readiness 2 1 1 

Follow directions i i 

Self-reliance 1 1 

Legible handwriting i i 

Loyalty i i 

Following up 1 1 

Ability i i 

Salesmanship 1 1 

Attendance 1 1 

phases stressed were fairly equal as to frequency of markings and 

rankings. 



Character Traits Important in Securing and Holding a Position 

Item 10 asked for character traits which graduates felt had 

been ijnportant in securing and holding a position. It was: 

10. In the following list of character traits, underscore 

those which have been important to you in securing and holding a 

position or positions: alertness, leadership, adaptability, tact, 

courtesy, dependability, cheerfulness, industry, persistence, enthu- 

siasm, friendliness, initiative, loyalty, thoroughness. 

The information is shown in Table XIX on page L9. 

One hundred two graduates marked Item 10. Ninety-three 

(91 per cent) indicated that "dependability't is an important charac- 

ter trait in the business world. than 50 çer cent indicated 

that "courtesy," "friendliness," "cheerfulness," "alertness," 

"adaptability," "thoroughness," "loyalty," and "initiative" are all 

desirable factors in getting and holding a job. It is interesting 

to note that only 31 of these graduates feel that "industry" is 

a desirable trait in this respect. 
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TABLE XIX 

Character Traits Important in Securing and Holding a Position 

Trait Number Marking 

Dependability 93 

Courtesy 72 

Friendliness 71 

Cheerfulness 66 

Alertness 6S 

Adaptability 63 

Thoroughness 61 

Loyalty 

Initiative 

Enthusiasm 

Tact 144 

Industry 31 

Persistence 26 

Leadership i1 

Reasons for Liking Present Position 

Item 11 asked for reasons for liking or disliking their 

positions. It is shown on page O. 



11. Why I like my present job: 

Intere3ting 

Good working conditions 

Good salary 

OpporturtLty for advancement 

Gives security 

Otners: 

Why I do not like my present job: 

Uninteresting 

Poor salary 

Indefinite hours 

Insufficient training 

Dislike office work 

Others: 

The results of this question are shown in Tables XX and 

XXI. 

50 
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TABLE XX 

Reasons for Liking Present Position 

Reason Number Marking 

Interesting 714 

Good working conditions 68 

Good salary 145 

Gives security 143 

Opportunity for advancement LO 

Others: 

Pleasant employer 14 

Congenial co-workers i 

Short hours i 

Plenty of time off i 

Plenty of work 2 

Ninety graduates indicated reasons for liking their present 

positions. Interest in the work was indicated by 714 (82 per cent) 

of those marking this item. "Good working conditions" received the 

second highest number of markings--68 (75 per cent). Salary, 

security, and "opportunity for advancementtt were checked by only 

about half of those marking the questionnaires. 

Reasons for Not Liking Present Position 



TABLE XXI 

heasons for Not Liking Present Position 

Reason Number Marking 

Uninteresting 2 

Poor salary 8 

Indefinite hours 

Insufficient training 2 

Dislike office work i 

Others: 

Poor working conditions 1 

Only 1)4 marked reasons for not liking their present positions. 

"Poor salary" and "indefinite seemed to be the chief reasons 

for dissatisfaction. Two graduates felt they had had "insufficient 

training," and one indicated a dislike for office work. Only 2 

were doing work which they felt was tijninteresting.tI 

Means of Obtaining Present Position 

Item 12 sought information as to how positions were obtained. 

It was: 

12. How did you obtain your present position? 

Through family or friend Newspaper advertisement 

Public employment agency Newspaper news item 

Private employment agency Found it myself 

Others: School recommendation 
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The results of this question are shown in Table XXII. 

TABLE XXII 

Means of Obtaining Present Position 

Number Marking 

Through family or friend 31 

Found it myself 2L 

School recommendation 9 

Public employment agency 6 

Private employment agency 3 

Newspaper advertisement 3 

Newspaper news item O 

Others: 

Employer's request 5 

Drafted i 

Civil Service 2 

Enlisted i 

Recommended by former employer i 

Union 1 

Eighty-seven graduates marked this item. Thirty-six per cent 

(31) of these people secured their positions through their families 

or friends. Twenty-eight per cent (2L) stated they found the job 

themselves. Nine were recommended for a position by the school, 

six were assisted by a public employment agency, three by a private 

employment agency, and three secured their positions by means of a 
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newspaper advertisement. Five were contacted directly by employers, 

two had secured positions through Civil Service, and one received 

a position through the recommendation of a former employer. A labor 

union secured a position for one, and two indicated the draft and 

enlistment as means of securing a position. 

EVALUATION OF BUSINESS TRAINING. For the purpose of evaluating 

the business training courses offered by the Lincoln County high 

schools, the questionnaire included a check-list whereon the gradu-. 

ates could indicate "overemphasis," "sulficient" emphasis or insuS- 

ficient" emphasis of certain phases in the training 

Opinions of Graduates Relative to English Training 

Received in High School 

Table XXIII shows the results relative to English training. 

A few graduates indicated "overemphasis" in all the areas of 

English, but these were in the minority with the exception of "theme 

writing.t Twenty-one per cent (26) indicated hboveremphasis! on this 

activity. However, 37 per cent (L7) indicated tinsuÌficienttt empha- 

sis on this activity, and these were almost entirely those who had 

continued their education beyond high school. In most of the areas, 

there seems to have been "suSficjeflt" emphasis with the exception of 

"vocabuùry," and 9 per cent (80) indicated "insufficient" emphasis 

on this activity. 

Some of the graduates commented as follows: 

tMy sophomore year was the most adequate as far as punctuation, 



TABLE XXIII 

Opinions of Graduates Relative to English Training 

Received in High School 

Overemphasis Sufficient Insufficient 

Per Per Per Total 

Number Cent Number Cent Number Cent Number 

Writing letters of 
application L 83 69 33 27 121 

Writing business 
letters 2 2 97 7 30 23 129 

Punctuation 14 3 93 72 33 2S 130 

Spelling i 1 79 60 2 39 132 

Pronunciation 3 2 80 63 L 3 128 

Grammar )4 3 83 63 ! 3 132 

Vocabulary 3 2 52 39 80 9 13 

Theme writing 26 21 3 ).2 L7 37 126 

spelling, grammar, and vocabulary are concerned. The other two years 

were quite inadequate along these lines." 

"Could have used a lot more punctuation and grammar training 

while in high school." 

"Vocabulary building was sadly lacking in the high school 

secretarial course I took. Spelling was not emphasized." 

"English department fails to give sufficient preparation for 

co1iege.? 



Opinions of Graduates Relative to Training 

in Business Information 

Table XXIV indicates the opinions of the graduates relative 

to training in business information. 

TABLE XXIV 

Opinions of Graduates helative to TrainLng 

in Business Information 

Overemphasis Sufficient Insufficient 
Per Per Per Total 

Number Cent Number Cent Number Cent Number 

Business and legal 
forms i i 37 37 63 62 101 

Nessage sending 2 2 2 ¿7 L6 1 90 

Use of telephone O - )4 L3 9 7 103 

Transportation and 
mailing O - L6 0 L6 O 92 

Banking procedures i i L8 ¿6 5 3 lOit 

Business terms 2 2 L2 Lii 9 57 103 

There was no "overemphasis" indicated for "use of telephone" or 

in "transportation and mailing." The highest number of 63 (62 per 

cent) indicated "insufficient" emphasis on "business and legal 

forms." Fifty-nine (S? per cent) indicated "insufficient" emphasis 

in training in the "use of telephone." Also, S9 (5? per cent) indi- 

cated they had not had sufficient training in the use of tibusiness 

terms " 

Fifty per cert or greater indicated "insufficient" emphasis in 



all the activities in the field of business information. 

Some of the graduates commented as follows: 

"We did not have any training for the use of the telephone. I 

do feel I should have had it." 

"We did not have any training for banking procedures. That is 

something I feel everyone needs." 

Opinions of Graduates Relative 

to Training in Filing 

Table XXV indicates the results in regard to training in filing. 

TABLE XXV 

Otinions of Graduates Relative 

to Training in Filing 

Overemphasis Suffi cient Insufficient 

Per Per Per Total 

- 
Number Cent Number Cent Number Cent Number 

Alphabetic i i 6S 7 21 2t 87 

Geographic 3 Lt 21 31 Lt 6 68 

Numeric J. i L3 61 27 38 71 

Cross reference O i 27 LO Ltl 60 66 

Subject o - LO 60 27 LO 67 

Other (Varidex, 

Triple-Check, etc.) O - O - 3 100 3 

There appears to have been very little "overemphasis" in any 

of the various filing procedures, with none shown in "cross refer- 

erice,' "subject," and "varidex, triple-check, 



"Alphabetic" filing seems to have received the most considera- 

tion as 7 per cent (6g) indicated that the training was "sufficient." 

The other filing areas show decreasing emphasis. 

Filing equipment in the Lincoln County high schools is limited 

arid restricts the training to some extent. However, 60 per cent 

indicated "insufficient" emphasis in Hcross reference" training. 

Only 3 graduates marked training in "varidex, triple-check, etc." 

arìd these all showed it as having received "insufficient" emphasis. 

Some of the graduates comnniented as follows: 

"I wish I had had more training in filing." 

"I had to obtain all of my filing procedures and methods while 

I was in coliege.t 

"Had no training in filing, but find use for it almost every 

day." 

"Filing I found very important, and had very little at school." 

Opinions of Graduates Relative to Shorthand 1raining 

Received in High School 

Table XXVI shows the findings relative to training in shorthand. 

Here again, a very few indicated any "overemphasis." However, 

8 per cent () Indicated that there had been boverernphasis on 

shorthand speed. Fifty-nine to 8L per cent showed "sufficient" 

emphasis given in all areas. Thirty-five per cent (22) indicated 

"insufficient" emphasis on "speech reporting" and 27 per cent (18) 

indicated the sanie for "phrasing." Generally speaking, the emphasis 
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TABLE XXVI 

Opinions of Graduates Relative to Shorthand Training 

Received in High School 

Overemphasis Suíficient Insufficient 
Per Per Per Total 

Number Cent Number Cent Number Cent Number 

Speech reporting 14 6 38 59 22 35 614 

Speed 5 8 514 83 6 9 65 

Brief forms 3 14 58 814 8 12 69 

Phrasing 1 2 ).7 71 18 27 66 

Fundamentals 1 2 56 83 10 15 67 

on the various phases of shorthand appears to be satisfactory. 

Some of the graduates commented as follows: 

"Would have been very helpful." 

"Only one year of shorthand did not provide much transcription 

time." 

Opinions of Graduates Relative to High School 

Bookkeeping Training 

Opinicns of graduates relative to high school bookkeeping train- 

ing are shown in Table XXVII. 

Over 70 per cent indicated "sufficient" emphasis in all the 

areas of bookkeeping listed, with the exception of "income tax." 

Fifty-one graduates (73 per cent) felt that there had been"insuîfi- 

dent" emphasis on this activity. Fifteen graduates (2 per cent) 



TABLE XXVII 

Opinions of Graduates Relative to High School 

Bookkeeping Training 

Overemphasis Sufficient Insufficient - 

Per Per Per Total 

Number Cent Number Cent Number Cent Number 

General journal 1 2 62 90 6 8 69 

Purchases journal 1 2 60 87 8 11 69 

Sales journal 1 2 57 8)4 lo 1)4 68 

Accounts payable 1 2 62 88 7 10 70 

Ledger 1 2 57 86 8 12 66 

Accounts receivable 
ledger 2 3 61 87 7 10 70 

Books with special 
columns 3 5 )42 70 15 25 60 

Closing books 3 51 7)4 15 22 69 

Balance sheet 1 2 58 8)4 10 1)4 69 

Work sheet 3 57 8)4 8 12 68 

Profit and loss 
statement 1 2 58 8)4 10 1)4 69 

Income tax 1 1 18 26 51 73 70 

indicated "insufficient" emphasis in regard to "books with special 

columns," and 15 (22 per cent) indicated the same for "closing the 

books 

Some "overemphasis" was shown in all the areas but not to any 

appreciable degree, the highest being "books with special columns" 

by 3 (5 per cent). 
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Some graduates commented as follows: 

have not taken bookkeeping, but think everyone should learn 

to make out income tax and a little general bookkeeping.t' 

am sorry I was taught bookkeeping so poorly now. We simply 

went through our book as fast as we could. It was done at the end 

of the first semester. We didn't study in class or have any discus- 

sion " 

"No income tax information from bookkeeping." 

Opinions of Graduates Relative to Training in General 

Business, Business Law, Retail Information, and Salesmanship 

The results secured relative to training in general business, 

business law, retail information, and salesmanship have been grouped 

together and are shown in Table XXVIII. 

TABLE XXVIII 

Opinions of Graduates Relative to Training in General 

Business, Business Law, Retail Information, and Salesmanship 

Overemphasis Sufficient Insufficient 
Per Per Per Total 

Number Cent Number Cent Number Cent Number 

General business O - 23 L7 26 3 

Business law O - 7 19 29 61 36 

Retail information O - 10 2S 31 7 Li 

Salesmanship O - U 27 30 73 Li 

This section of the check-list was marked by the fewest number 

of graduates as none of the items has been taught witn any degree of 
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regularity. 

No "overemphasis" is shown for any of these areas, and 

ficient" emphasis was indicated in all. Only 36 graduates checked 

"business law," and of this number, 29 (81 per cent) felt there had 

been "insufficient" emphasis. Thirty-one graduates (7 per cent) 

felt there had been "insufficient" emphasis on "retail information." 

and 30 (73 per cent) felt this was also true of "salesmanship." 

Twenty-six graduates (3 per cent) felt there had been "insuf- 

ficient" emphasis on "general business," while 23 (L7 per cent) 

felt that it had been "sufficient." 

Opinions of Graduates Relative to Training in Typewriting 

Received in High School 

Opinions of graduates relative to typewriting training are 

shown in Table XXIX. 

Most of the areas in typewriting appear to have been given 

fluffjjflfl emphasis. ?Speedt was the only item which was shown to 

have any appreciable Ioverephasis,I witn 13 (ii per cent) graduates 

checking this. The areas where there appears to be some evidence of 

"insufficient" emphasis are "numbers,'t "legal forms," and "telograrns' 

However, these were indicated by less than 0 per cent of those mark- 

ing. The indications are that there has been greater emphasis placed 

on I$peedIt than on "accuracy." 

Some graduates conirnented as follows: 

,tI feel that way too much emphasis was put on manuscript typing 
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TABLE XXIX 

Opinions of Graduates Relative to Training in Typewriting 

Received in High School 

Overemphasis Sufficient Insufficient 

Per Per Per Total 

Number Cent Number Cent Number Cent Number 

Transcription 1 1 79 76 214 23 1014 

Letter set-up 6 5 100 65 12 10 118 

Use of forms i i 814 76 25 23 110 

Rough draft work 2 2 78 73 27 25 107 

Manuscript work 2 2 67 66 33 32 102 

Numbers 1 1 62 55 149 1414 112 

Legal forms 3 3 53 50 51 147 107 

Speed 13 ii 914 81 9 8 116 

Accuracy 14 3 90 78 22 19 116 

Telegrams 14 14 55 514 143 112 102 

in high school. If speed and accuracy are emphasized enough, the 

addition of a few simple rules would enable a person to do most manu- 

script typing without wasting so much time on it in the classroom." 

"Not enough training due to crowded classes." 

Opinions of Graduates Relative to High School Training 

in the Operation of Business Machines 

Information concerning training on business machines is shown 

in Table XXX. 
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TABLE XXX 

Opinions of Graduates Relative to High Sthool Training 

in the Operation of Business Machines 

Overemphasis Sufficient Insufficient 
Per Per Per Total 

Number Cent Number Cent Number Cent Nujnber 

Adding machine 2 3 2h 31 O 66 76 

Calculator O - 7 12 3 88 60 

Comptometer (Key- 

operated) O - 3 8 3 92 36 

Voice writing machine 
(Dictaphone, Edi- 
phone, etc.) O - 2 L 2 96 

Bookkeeping machine O - i 2 L0 96 Ll 

Billing machine O - i 2 ¿l 98 L2 

Multigraph-Nultilith O 2 5 37 9 39 

Addressing machine O - O - 12 100 L2 

Stencil duplicator 
(Mimeograph, etc.) 2 3 S2 68 22 29 76 

Fluid process dupli- 
cator (Ditto, etc.) O - L3 63 2 37 68 

There was little indication of "overenphasis" in training on 

machines. Two (3 per cent) indicated such in the case of the "adding 

machine" and the "stencil duplicator." 

The only machines available for training in the Lincoln County 

high schools are the adding machine, the stencil duplicator, and the 

fluid process duplicator. Not all schools have all three of these. 

In some of the schools, one or more of these machines is generally 



used in the school office arid is located there, making it inconveni- 

ont for student use. 

The stencil duplicator, fluid process duplicator, and adding 

machine are the only machines which showed any degree of tsufficient 

emphasis. However, there were 50 graduates (66 per cent) of those 

who marked this item that felt they had had ttinsufficienttt training 

on the adding machine. Of the two types of duplicators, the fluid 

process appears to have received the least emphasis. Twenty-five 

(37 per cent) of the graduates marking indicated there had been 

ItinsfficientIt training in the use of this machine. All the other 

machines were marked high as to percentage of those wno felt that 

there had been Itinsufficientt emphasis on training for their use. 

Some of the graduates commented as follows: 

"The adding macnine, comptometer, and voice writing would be my 

choice as added training for high school students.t 

t?Ir my opinion there is a great need for the training of office 

machines and general office business. I am sure most of us would fird 

use for such training if it had been available to us. As it was, 

most of us took subjects which are of no practical use to us because 

they were required or to get the credits. I feel that my education 

was very inadequate; not because I was unwilling to learn, but be- 

cause the subjects I was interested in were not available." 

tiOnly way to get stencil duplication was in journalism class, ax 

it is often used a great deal in the business office.tt 

"The machines I have operated were very simple to learn." 



"As you know, Eddyville high school is sadly lacking in the 

training of students in the operation of business machines. Had I 

been given the opportunity to learn some of these operations, I 

would have secured several positions applied for." 

would like to see this sort of thing introduced into the 

high school, giving only the basic fundamentals." 

"Don't need much training in machines as they are usually 

different from what you use in school anyway." 

"The only machines they ever heard of were the typewriter 

and Mimeograph--I watched them mimeograph once." 

"Opy had an old adding machine. Need many more machines 

of this sort at Waldport." 

"Definitely need more business machines in the high schools. 

i had to learn to use them after I went to work." 

"I believe that there should be more business machines available 

for training." 

Opinions of Graduates Relative to Training in 

Business Arithmetic 

Results of check-list in regard to training in business arith- 

metic are shown in Table XXXI. 

There was little "overemphasis" in this area. There also has 

been "sufficient" emphasis on the more common calculations such as 

addition, subtraction, division, and multiplication. However, 90 

graduates marked the item of "interest" and Lu (L6 per cent) of 
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TABLE XXXI 

Opirions of Graduates Relative to Training in 

Business Arithmetic 

Overemphasis Sufficient Insufficient 
Per Per Per Total 

Number Cent Number Cent Number Cent Number 

Addition 2 2 78 87 10 n 90 

Subtraction 2 2 78 87 10 II 90 

Division 2 2 7 8 11 13 88 

Multiplication 2 2 7 8L 12 lL 89 

Fractions 2 2 60 72 22 26 8L 

Percentage 2 2 S2 7 38 L1 92 

Interest 1 1 ¿8 3 Ll 16 90 

these indicated there had been ttinsufficienttt emphasis in this phase 

of business arithmetic. "Percentage't also was marked as having had 

"insufficient" emphasis by 3. (L.i per cent) of the graduates marking 

this item. Twenty-two (26 per cent) of the total marking the item 

of indicated there had been "insufficient" emphasis on 

this training. 

One of the graduates commented as follows: 

"We did not have a course in business arithmetic, but I think 

I obtained sufficient training in these procedures in general mathe- 

matics." 

EVALUATION OF THE USE OF BUSINESS TRAINING. In addition to 

determining how the graduates felt about the training they had 
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received in the various business education areas, there was a desire 

to learn what use these people had for training which they either 

had or had not received. No graduates took training in all the sub- 

ject areas indicated. However, each one was asked to check "much" 

use, "some" use, or "none" wherever it applied to his particular 

situation. 

Opinions of Graduates Relative to Use 

of English Training 

Table XXXII indicates opinions of graduates as to their use of 

English training. 

TABLE XXXII 

Opinions of Graduates Relative to Use 

of English Training 

Much Some None 
Per Per Per Total 

Number Cent Number Cent Nwnber Cent Number 

Letters of appli- 
cation 13 12 ¿O 36 9 52 112 

Writing business 
letters 65 57 11 9 12L 

Punctuation 83 67 39 32 1 1 123 

Spelling 99 82 22 18 0 - 121 

Pronunciation 71 60 37 3 119 

Grammar 83 72 30 26 3 2 116 

Vocabulary 81 66 36 31 1 1 120 

Theme writing 27 23 15 13 75 61 117 



More graduates responded to the section on use of English than 

any other. t%jf use was indicated in all phases except "letters 

of application" and "theme writing." Fifty-two per cent (9) 

indicated no use for "letters of application" and 6L per cent (7) 

indicated no use for "theme writing." "Spelling" was the only 

phase which all of those mìrking indicated as having either "much" 

use or "some" use for it. 

Opinions of Graduates Relative to Use 

of Business Information 

Use of business information is shown in Table XXXIII. 

TABLE XXXIII 

Opinions of Graduates Relative to Use 

of Business Information 

Much Some None 
Per Per Per Total 

Number Cent Number Cent Number Cent Number 

Business and legal 
forms 29 27 149 26 2)4 109 

Message sending 16 16 148 O 33 314 97 

Use of' telephone 82 71 28 214 6 116 

Transportation and 
mailing 26 27 7 16 16 97 

Banking procedures Li5 140 149 13 11 11!j 

Business terms 29 27 6)4 9 16 1)4 109 

Eighty-two (71 per cent) of those marking indicated "much" use 

of the telephone, and 28 (2L per cent) indicated "some" use. 
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Eighty-nine per cent of those marking indicated either "some" or 

"much" use for "banking procedures." Seventy-six per cent of those 

marking indicated "much" or "some" use of "business and legal 

forms." The item marked as of the least use was tmessage sending.t 

One of the graduates commented as follows: 

have use for all these items even though I am married and 

just taking care of tnings here at home." 

Opinions of Graduates Relative to Use of Filing 

Table XXXIV indicates opinions of graduates relative to the 

use of filing. 

TABLE XXXIV 

Opinions of Graduates Relative to Use of Filing 

Much Some None 
Per Per Per Total 

Number Cent Number Cent Number Cent Number 

Alphabetic 31 32 12 12 98 

Geographic 3 18 23 73 77 

Numeric 23 28 30 36 30 36 63 

Cross reference 13 16 30 36 LLO L8 83 

Subject 16 21 27 36 32 7 

Other (varidex, 
triple-check, etc.) O -- O -- 3 100 3 

All systems of filing were indicated as having "much" or "some" 

use with the exception of"raridex, triple-check, etc." "Geographic" 

was least commonly used and 73 per cent (77) of those marking this 
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item had found no use for it at all. Use of "alphabetic" filing 

showed a predominance over all others. 

day.I 

Some graduates comnented as follows: 

"Had no training in filing, but find use for it almost every 

"Filing I found very important, and had very little at school." 

Opinions of Graduates Relative to Use of Filing 

Use of shorthand is indicated in Table XXXV. 

TAHLE XXXV 

Opinions of Graduates Relative to Use of Shorthand 

Much - Some None 
Per Per Per Total 

Number Cent Number Cent Number Cent Number 

Speech reporting 11 17 11 17 L2 66 614 

Speed 19 30 19 30 26 140 614 

Brief forms 23 36 13 21 27 143 63 

Phrasing 214 39 11 18 27 143 62 

Fundamentals 23 38 11 18 27 1414 61 

According to the reports on this check-list, "brief forms," 

"phrasing," and are of use in stenography. Sixty 

per cent of those checking indicated that "speed" was of "much" or 

"some" use. A fairly high percentage indicated that they had not 

used any phases of shorthand. Forty-two (66 per cent) reported they 

had found no need for "speech reporting." However, 22 (314 per cent) 
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had found it of either "much" or "some" use. 

Some of the graduates commented as follows: 

"I would have had some use if I had known shorthand. Eddyville 

did not teach it. 

"One year of shorthand does not do any good. 

"Having taken shorthand only one year, I have not used it very 

much." 

"Had opportunity to take only one year; therefore, has not been 

of much benefit." 

"I used shorthand much while in nurse's training. We took a 

lot of notes and it saved time and your fingers." 

Opinions of Graduates Relative to Use of Bookkeeping 

Use of bookkeeping by these graduates is indicated in Table XXXVI. 

Over half of those marking found use for all the areas of book- 

keeping with the exception of "books with special columns." However, 

30 (L8 per cent) indicated use for this training, also. 

The item of "income tax" was indicated by 80 per cent of those 

marking as either having "some" or "much" use. More graduates marked 

this item than any other in the field of bookkeeping. 

Some of the graduates commented as follows: 

IBookkeeping has helped me very much, even though I haven't a 

commercial use for it. It is valuable training regardless of what 

you do after graduation." 

"Trie bookkeeping I do is balancing sales against cash, and I 
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TABLE LXVI 

Opinions of Graduates Relative to Use of Bookkeeping 

Much Sorne None 

Per Per Per Total 

Number Cent Number Cent Number Cent Number 

General journal l) 20 29 Ll 27 39 70 

Purchases journal 8 12 31 i7 27 141 66 

Sales journal 8 12 27 141 31 ).7 31 

Accounts payable 19 27 27 38 25 35 71 

Ledger 16 23 32 Ls5 23 32 73. 

Accounts receivable 15 22 26 38 28 LiD 69 

Books with special 
columns 12 19 18 29 33 52 63 

Closing books 16 23 28 L1D 26 37 70 

Balance sheet 18 27 23 35 25 38 66 

Work sheet 114 20 26 38 29 142 69 

Profit arid loss 

statement 8 13 29 146 26 141 63 

Income tax 22 30 37 50 1 20 714 

really cannot say that a certain part of high school bookkeeping was 

especially helpful. The knowledge of bookkeeping as a whole has been 

very helpful." 

"High school bookkeeping, I believe, is not stifficient to hold 

a job of that nature unless the employer trained you further." 

ttp4j5 subject has been very helpful to me in business." 

"I did not take bookkeeping in high school, and now I wish I had. 



Bookkeeping would have been a great help to a housewife." 

"I did not have any bookkeeping in high school, but wish I had." 

Opinions of Graduates Relative to Use of General Business, 

Business Law, Retail Information, and Salesmanship 

Results of the questionnaire check-list in regard to the use 

of business law, retail information, salesmandship, and general 

business are grouped together in Table XXXVII. 

TABLE XXXVII 

Opinions of Graduates Relative to Use of General Business, 

Business Law, Retail Information, and Salesmanship 

Much Some None 
Per Per Per Total 

Number Cent Number Cent Number Cent Number 

Business law )4 8 19 36 30 6 

Retail information 8 lL 23 LO 27 L6 58 

Salesmanship 18 28 20 32 25 LO 63 

General business l 27 32 57 9 16 56 

Fifty-six per cent (30) felt they had no use for "business law," 

but Li per cent (23) indicated that they had found either "much" or 

"some" use for it, with only (8 per cent) of these checking "much." 

Fifty-four per cent (31) indicated they had found either "much" or 

"some" use for retail information, and 60 per cent (38) showed the 

saine for "salesmanship." 
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Eighty-four per cent (L7) of those marking "generai Business" 

indicated they had found either "much" or "some" use for this train- 

ing. 

Opinions of Graduates Relative to Use of Typewriting 

Opinions relative to use of typewriting are shown in 

Table XXXVIII. 

TABLE XXXVIII 

Opinions of Graduates Relative to Use of Typewriting 

Much Some None 
Per Per Per Total 

Number Cent Number Cent Number Cent Number 

Transcription 30 33 35 38 27 29 92 

netter set-up 59 53 L2 37 11 10 112 

Use of forms 1l I3 L3 II 12 95 

Rough draft work 17 19 37 b2 35 39 89 

Manuscript work lL 16 31 3i 50 90 

Numbers 58 58 35 35 7 7 100 

Legal forms 25 26 3)4 35 37 39 96 

Speed )41 38 52 )48 16 1)4 109 

Accuracy 72 69 28 27 )4 10)4 

Telegrams 7 8 2)4 26 61 66 92 

Over half of those reporting indicated "much" or "some" use for 

all the listed phases of typing, with the exception of "manuscript 

work" and 'telegrams." 



76 

Fifty per cent (1i5) had found no use for "manuscript work" and 

66 per cent (61) had found no use for "telegrams." 

The use for "accuracy" superseded "speed" with 96 per cent 

showinc "mw' or "some" use for "accuracy" and 86 per cent for 

"speed." Both percentages ranking high, would indicate that gradu- 

ates find a high degree of use for both accuracy and speed. 

Typing numbers ranks second to "accuracy" in use with 93 per cent 

indicating either "much" or "some" use. Ninety per cent of those 

marking indicated either "much" or "some" use of "letter setup." 

Considerable use is shown for forms, 88 per cent having in- 

dicated either or "some" use. 

Sorne of the graduates commented as follows: 

"I do much typing as my husband is a student." 

"I make much use now of typing in the writing of themes and 

term papers. I would be at a loss without this previous training." 

Opinions of Graduates Relative to Use of Business Machines 

Need for the use of business machines is indicated in Table XXXVIV. 

Little use was shown for any of the busines5 machines listed with 

the exception of those which are available in Lincoln County for 

training. More use was shown for the "adding machine" than any of the 

others, with 83 per cent of those marking this item indicating either 

"much" or use. Over half of those reporting (58 per cent) 

showed "some" or use for the "stencil duplicator" and the "fluid 

process duplicator." 
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TABLE XXXV IV 

Opinions of Graduates Relative to Use of Business 1achines 

Much Sorne None 

Per Per Per Total 

Number Cent Number Cent Number Cent Number 

Adding machine LiD )-t 3L 38 15 17 89 

Calculator lb 19 20 27 39 73 

Comptocneter (key- 

operated) ) 7 8 lL i6 79 58 

Voice writing machine 
(Dictaphone, etc.) 8 13 6 9 50 78 6 

Bookkeeping machine 9 16 5 9 1i 75 55 

Billing machine S 9 5 9 L6 82 56 

Multigraph-Multilith 3 6 6 11 LJ 83 53 

Addressing machine 5 9 5 10 i3 81 53 

Stencil duplicator 
(Mimeograph, etc.) 15 18 33 L.O 3L ).2 82 

Fluid process duoli- 
cator (Ditto, etc.) 1h 19 23 32 36 L9 73 

Some of the comments by students which follow indicate to a 

degree why there has been so little use for the other machines. 

am sure most of us would find use for such training if it 

had been available to us." 

"Had I been given the opportunity to learn some of these opera- 

tions, I would have secured several positions applied f 

!Knowing how to use "Ditto" machine has been valuable in super- 

vised teaching." 
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Opinions of Graduates Relative to Use of Business Arithmetic 

Results of the tabulations relative to the use of business 

arithmetic are shown in Table XL. 

TABLE XL 

Opinions of Graduates Relative to Use of Business Arithmetic 

Much Some None 

Per Per Per Total 
Number Cent Number Cent Number Cent Number 

Addition 14 60 3 38 2 2 91 

Subtraction 1 8 3 LiD 2 2 88 

Division )43 51 36 L3 6 8L 

Multiplication L8 5 37 143 2 2 87 

Fractions 39 L8 31 38 11 1L 81 

Percentage 52 58 3L 38 ) I 90 

Interest ¿43 I8 38 L2 9 10 90 

It is evident that most of the high school graduates have con- 

siderable use for the mathematical calculations listed. Ninety-eight 

per cent of those marking indicated there had been "much" or "some" 

use for or "multiplication." 

"Percentage" has also been found of or "some" use by 

96 per cent of those marking, and 9L per cent reported the same 

for "division." 

Phases of arithmetic showing the least use are and 

"fractions," but this was indicated by only 10 per cent (9) and 

lt per cent (il), respectively. 
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General Comments 

Following are some general student comments on business edu- 

cation offerings by the Lincoln County high schools. 

"I think the main thing in all these business courses is that 

accuracy should be stressed. Speed will come later, but if you 

don't get the accuracy, you have absolutely nothing." 

tVery good English and business courses given under former 

principal, Present principal has discontinued most business sub- 

jects 

"Actually it is hard to say that any business education can be 

overemphasized. During my high school career I was not interested 

in business training. I thought it was a waste of time and made no 

endeavor to excel in any phase of my training. I took the courses 

simply because of a lack of other available courses. Now I realize 

how foolish I was. Because of financial difficulties, it was 

necessary that I work if I wished to enter college. Had I tried 

harder in my business courses, many jobs would have been available 

to me, but as it was, I could not qualify for the desirable posi- 

tions. In closing, my advice would be to any high school student, 

take whatever business courses are available to you. They are near 

to the most valuable courses your high school offers and may be of 

great assistance later in life." 

"I feel that some business training is extremely helpful in 

whatever field of endeavor that you may undertake. I wish that I had 

had more business training in all phases because it would come in 



very handy now." 

?tThey did not have trades and industries courses when I 

attended school. I think it is a wonderful idea because our 

schools are so ill equipped and it gives kids a chance to talk 

things over whenever they have a problem in business come up-- 

besides giving them an income of their own and teaching them how to 

handle money." 



CHAPTER IV 

SUNNARY AND CONCLUSIONS 

This follow-up study was made in 192 of ¿48 business-trained 

students of the six Lincoln County high schools, Oregon, who had 

been graduated from l9L7 to l91, inclusive. Results from the 

questionnaire show that 63 of the l6 responding were employed 

either full time, part time, or temporarily. One hundred twenty- 

five of these graduates had worked after graduation, and of the 

22 various jobs held, 172 or 76 per cent of them were in the busi- 

ness world. Eighty-nine girls and 7 boys indicated they definitely 

had used their business training, and 19 girls and 6 boys indicated 

they had continued their business training. 

Beginning wages in office work were low, but final or present 

wages were average. 

Over half of the girls responding are married, but many of these 

had worked before marriage and 2 per cent of them were working after 

marriage. 

A large percentage of both boys and girls had continued their 

education and several of the girls had used their high school busi- 

ness training to earn money for their college expenses. Some of 

these girls worked on the campus where they were attending college, 

and many of them worked during summer vacations. 

Vocational guidance offered by the Lincoln County high schools 

was generally of some help, but in only two schools was it shown 



by a majority to have been extremely helpful. However, the per- 

centage of those who felt it had been of no help was low. 

Most of the jobs which these graduates had held were for a year 

or less, with the greatest rnnTlber falling in the six months or less 

category. This no doubt is occasioned by the great demand for help 

of all kinds and the freedom to change positions if any aspects 

were found undesirable. However, marriage and to "attend school" 

were chiefly responsible for the short terms of service in most of 

the jobs. To get a better job and increased salary were listed by 

many as reasons for leaving a job. 

These people indicated that typing, bookkeeping, and shorthand 

were the most important business subjects they had taken. They 

ranked bookkeeping, typing, general business, office practice, and 

secretarial training high on the list of subjects which they felt 

would have been helpful. 

Phases of work which had been most difficult were mathematical 

calculations, contacting the public, and use of the telephone. Those 

responding indicated that accuracy was the phase most stressed by 

employers, and other highly important phases were speed, promptness, 

neatness, courtesy, and reliability. 

Dependability was considered by the greatest number to be the 

most important character trait in securing and holding a position, 

and next in order of importance were courtesy, friendliness, and 

cheerfulness. Industry was considered of lesser importance in this 

regard. 



The majority indicated interest in the job as the chief reason 

for liking it., with good working conditions and good salary also of 

major importance. 

Very few were dissatisfied with their jobs, but those who were 

indicated that a poor salary and indefinite hours are the chief con- 

tributing factors to their dissatisfaction. 

The most frequent means of securing a position had been through 

their families or friends, but many indicated they had found the job 

themselves. School recommendation had given assistance to some, and 

a few had availed themselves of the public employment agencies. 

A majority felt that vocabulary building was not given adequate 

emphasis in the English classes. However, most of those reporting 

felt that sufficient emphasis had been given in all the other areas 

in English. Those who had had no further specific use for theme 

writing felt that it had been overemphasized; and those who had found 

use for it, felt that there had been insufficient emphasis given it. 

In the area of business information, more than half felt that 

business and legal forms had not been sufficiently emphasized, as 

well as the use of the telephone and business terms. At least half 

of those reporting felt there had been insufficient emphasis on ali 

phases of business information. 

Alphabetic filing appears to have received sufficient emphasis. 

The graduates indicated there should be more stress in the other 

types of filing, although very little use had been found for geo- 

graphic. 



Less than half of the graduates responding marked shorthand 

on the check-list. However, those marking indicated that generally 

sufficient emphasis had been given in ali areas. Where graduates 

had been given the opportunity for only one year of shorthand, they 

felt it had not been of much practical use. 

Enphasis on bookkeeping apparently was generally sufficient, 

with the exception of income tax. Several felt there should be 

more emphasis on this unit. Some felt that specific bookkeeping pro- 

cedures had not been of much help, but that the general fundamentals 

of bookkeeping had been helpful even though they had not been used 

commercially. 

There is a need shown for greater emphasis on general business. 

Over half indicated insufficient training, and 8L per cent indicated 

they had had use for it. Only 36 checked business law, but 29 or 

81 per cent of these indicated insufficient training. A few checked 

retail irlormaticn and salesmanship, but of these a majority showed 

that there had been insufficient emphasis in this area of training, 

and over half of them had found use for it. 

General business was not offered at any of the six Lincoln Counj 

high schools until l9Lt7-I8, and then only at one school. It has not 

been offered with any degree of regularity at any of the schools 

covered by this study. Retail information has not been offered as a 

specific course, but has been included in other courses. Salesman- 

ship has been included in the trades and industries program which was 

introduced in l9Li7-I8. It has been offered to only a limited number 



of students. 

In the area of typewriting, most phases were shown to have had 

sufficient emphasis, although typing numbers and legal forms have 

given the greatest trouble. Both speed and accuracy have been im- 

portant, but accuracy outranks speed. Telegraph facilities in 

Lincoln County are limited, and those working there had found little 

use for training in regard to telegrams. 

The training on available business machines appears to have been 

adequate. However, there was a divergence of opinion as to whether 

there shou.la be more training given on machines. Some felt that 

more positions would have been available to them if they had had 

more varied business machine training, while others felt that they 

had no trouble learning business machines on the job. Some stated 

they thought at least a fundamental knowledge of machines would be 

helpful. 

Most of the graduates felt that their high school training in 

business arithmetic was adequate, and most of them had had consider- 

able use for it. There was an indication that fractions, percentage, 

and interest could receive more emphasis. Considerable use for 

figuring percentage was shown. All phases of figuring were thought 

to be important enough to warrant thorough training. 



The conc2 usions drawn from this study are as follows: 

1. There is sufficient need for vocational business training 

by the students of the Lincoln County high schools to warrant con- 

tinued emphasis on this aspect. In addition, more emphasis should 

be placed on providing general business information which will be 

of use to all graduates. 

2. All business teachers should be prepared to give vocational 

guidance in order that all graduates will feel that it has been ex- 

tremely helpful. 

3. There should be projects for the students whereby they wifl 

have opportunity to meet the public in order that they may develop 

noise and confidence. 

I. Responsibility should be delegated to students in the busi-' 

ness departments in order that they will have opportunity to develop 

dependability. 

. Job-getting techniques should be taught in order that the 

students will be aware of all the various contact procedures. 

6. Nore emphasis should be placed on vocabulary building. 

7. More time should be devoted to the various filing procedures. 

8. Bookkeeping training should be more general and less spe- 

cific with the exception of income tax reporting. Here there is a 

need for assisting the students to read and understand instructions 

and giving practice in filling out income tax report forms. 

9. All business education students should be required to take 

general business, and it should be recommended to all high school 



students. It should be offered by ail of the high schools and 

taught by a business-trained teacher, preferably one with busi- 

ness experience. If a non-business teacher instructs the class, 

he at least should have had business experience. The course con- 

tent should be well planned and as meaningful and practical to 

the students as possible. 

10. There should be training offered in the general aspects 

of retail information, salesmanship, and commercia]. Jaw. 

11. More time should be spent on typing numbers which wifl 

include much tabulation work. egal forms should be given more 

study. 

12. All business students should be given sufficient oppor- 

tunity to become skillful in the operation of the stencil and fluid 

process duplicators. If finances will not permit possessicn of the 

various other business machines, the students at least should be 

given an opportunity to study them and to learn their use. Machines 

usually can be rented for instructional purposes. 

13. If there is insufficient demand for the second year of 

shorthand and only one year is offered, it should be at the senior 

level only. If the student then wishes to continue the further 

study of shorthand, he can do so without loss of skill due to a 

long time lapse between the shorthand learning and transcription 

skill building. 

iL.. Percentage, fractions, and interest computation should be 

given more emphasis. This does not necessarily require a special 
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class, but can be included in all the various business subjects 

which are available, 
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APPENDIX A 

Dear Graduate: 

Taft, Oregon 
January 7, l92 

You can make a real contribution to the welfare of business 
training in the Lincoln County high schools. Attached is a 

questionnaire which has been sent to every high school graduate 
who has completed one or more vocational business subjects. 
These people represent those who were graduated from the six 
Lincoln County high schools in the classes 19.L7 to l9l, indu- 
sive. 

The purpose of this questionnaire is two-fold: First, I am 
making a follow-up study in partial fulfillment for a Naster of 
Science degree in Business Education; second, it is hoped through 
this study to better evaluate the business subjects being offered 
in the six Lincoln County high schools and the content of these 
various subjects. It is our desire to be able tc offer here in 
Lincoln County, to those interested in business subjects, the very 
best possible training in order that they can go out and be suc- 
cessful in the business world; and it is only through co-operation 
of past graduates in a survey of this kind that we can do our 
best in this regard. 

If you will co-operate in this project by carefully filling 
out the enclosed questionnaire and returning it promptly in the 
enclosed self-addressed stamped envelope, you will have assisted 
greatly in making possible improvements in the business education 
departments of the Lincoln County high schools. Your assistance 
In this undertaking will be greatly appreciated. 

Sincerely, 

Lucille S. Bongo 
Business Education Department 
Taft High School, Taft, Oregon 

Enc. 
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QUESTIONNAIRE 

General Information: An effort is being made to evaluate the busi- 
ness training courses of the six Lincoln County high schools. As a 
graduate of one of these high schools, would you be kind enough to 
assist in this project by filling out this questionnaire? This in- 
forrration will be used to improve the training offered to high 
school students interested in business education. 

Male Female Married Single 

Graduated from Year 
Name of High School 

1. Have you had additional education since completion of high 
school? Yes No 

2. If you have answered "yes" to the above question, fill in the 
following: 

Corn- 

Full Part Dates Major Field pleted 
School Time Time From To Business, etc .Yes or No 

College or University 

Adult Education Classes 

BusinessCollege___________________ _________________________________ 

Nurse's Training 

Vocational School 

Any Other 

3. How aro you now occupied? 

In Armed Forces 
Regularly employed for wages, full time 
Regularly employed for wages, part time 
Temporarily employed 
Unemployed and seeking work 
Unomployec and not seeking v rk 
Housewife (no other position) 
In school full time 
Ot'ne r 

b. To what extent has vocational information and guidance you re- 
ceived in high school been helpful to you? 

Some help No help at all 
Did not have any Very little help____ 
Extremely helpful 



5. List the positions you have held since you were graduated from high school: 

Date Nature No. of Months Monthly Wage Reason for 
Employer Give Year of Work with Firm Begin Final Leaving 

6. Rank the high school business subjects you have taken in order of importance. (For example; No. i 

most important, No. 2 next in importance, etc. ) 

_____Bookkeeping 

_____Commercial Arithmetic 

Commercial Law 

General Business 

Office Practice 

Shorthand 

_____Secretarial Training 

Typing 

'O 
N) 



7. Cheek the following high school business education subjects 

which would have been helpful and rank in order of importance. 

(for example: (i) most important, etc.) 

_____Typing Bookkeeping 

_____Shorthand _____Secretarial Training 

Thffice Practice Commercial Law 

General Business Conmroial Arithmetic 
Trades and Industries 

Prram 

8. What phases of your employment have been most difficult? List 

in order of importance. (Sanmie: Use of telephone, Mathe- 

matical calculations, etc.) 

1. 

2. ________ 

3. 

14.. 

5. 

6. 

9. What phases of your work does your employer stress most placed 
in order of emphasis? (Sample: speed, accuracy, Drinptness, 
etc.) 

i._______________ 

2. 

3. 

14. 

5. 

6. 

lo. In the following list of character traits, underscore those 
which have been important to you in securing and holding a 
position or positions: alertness, leadership, adaptability, 
tact, courtesy, dependability, cheerfulness, industry, ter- 
sistence, enthusiasm, friendliness, initiative, loyalty, 
thoroughness. 
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11. Why I like my present job: 

Intere st Ing 
Good working conditions 
Good salary 
Opportunity for advancement 
Gives Security 
Others: 

Uninteresting 
Poor salary 
Indefinite hours 
Insufficient training 
Dislike office work 
Others: 

12. How did you obtain your present position? 

Through fanily or friend Newspaper advertisement 
Public employment agency Newspaper news item 
Private employment agency Found it myself 
Others: School recommendation 
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Directions for filling out check list: Opposite each of the items 

in the list below place a check mark (x) in one of' the columns 

under the heading TRAINING to indicate whether, while in high 

school, that phase of the subject was overemphasized, sufficiently, 

or insufficiently emphasized. Under the heading USE place a check 

mark to indicate whether you have been able to make use, some, or 

none of this training. If you did not have the TRAINING in any of 

the subjects, but have found use for it, check the USE column. 

Under COM1NTS give suggestions or criticisms relative to each of 
the following fields of training. At the end of each group of items 

a line is provided for additional topics. 

is ti 

Writing letters o 

application 
Writing business 

letters 
Punotuation 
S pe lUng 
Proni.mciation 
Grammar 
Vocabulary 
Theme writ in 

Business Information 
Business and legal 

forms 
Message sending 
tJseof telephone 

Transportation and 
mailing 

Banking procedures 
Business terms 

Fil 

iptiaet c 
egraphi e 
ne rie 

ross reference 

Other (Varidex, Trip 
Check, etc.) 

TRAIN 
Che e k 

) 

J r1 G).r r1. 
OU) . Q) o 

Q) Oc$.H C) E 
:j o o 

v OO-OÇ-4P- 
E -iE E 

E 

Q) Q) cQ) 

I Comments 



TRAINING USE 

Check one i Check one 

!-4- l 

).1.rr1 
C)!O 

O1.r-l5 
u 

. Q) Q) 

Q)c e 
Q_ç-p ::i o o 

op. 

Comment s 

Speech repor 
ief f orins 

Phrasinz 
ntais 

Bookkeeping 
General journal 
Purchase s journa 
Sales journal 
Accounts avabl 

Accounts receivable 
1ecIer 

Books with ecial 
columns 

Closing books 
Balance Sheet ____ ____ 
Work Sheet 

* 
Profit & Loss - ____ ____ - 

Statement 
Income tax - ____ ____ 

General Business 
-+ I Business Law 

rmat ion 
smans 

1.ranscription 
Letter set-up 
Use of forms 
Roughdraft work 
Manuscript work 
Number s 
TJigil forms 
Speed 

Accuracy 
i1e rams 
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Addingmachine 
Calculator - Comptometr - 

(Key-operated) - - Voice Writing Machine 
(DictaDhone, Edi- 

phone, etc.) 

BookkeeDin uchine 

Mu 
Addressing machine 
Stencil Duplication 

(Mimeograph, etc.) 

Fluid Process Dupli- 
cation (Ditto, etc.) 

Business Arithmetic 
Addition -i----- 

Div ion 

Multiplication 
Fractions 
Percentae 
Interest 



APPENDiX B 

Dear Graduate: 

Taft, Oregon 
Feb. 15, 1952 

A short time ago you received a questionnaire from 

me asking for information regarding your high school 

business training. 

In order to compile accurate information in regard to 

the results of the business education training offered 

by the Lincoln County high schools, it is necessary 

that I hear from you. 

If you have misplaced the questionnaire, please let me 

know and I will send you another. I shall appreciate 

your sending it to me as soon as possible. 

LuciUe S. Bongo 
Taft High School 


