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It is the purpose of this survey to study the problems
concerned with the educational supplies in the shops of
industrial arts in the secondary schools of Oregon. The sur~
vay will attempt to show how the consumeble supplies are pur-
chased, pald for, and sold to the students; how the records
of thease transactions are kept; and, after obtaining these
fects to make recommendations for an sdequate accounting syse-
tome

In order to carry out this survey, & questionneire was
drafted and sent to one hundred ten industrial arts instruce
tors in Oregon. Eighty-two instructors gompleted and re=-
turned the inquiry, which represented & response of seventy-
five per cent.

The following are the conclusions based on the findings
of the questionnaire.

This investigation indicated that there were two major
methods used for securing supplies for class work. One is
for the student to buy part of the supplies from the school
shop and to bring part of them from hone. The other is for
the students to bring all of their supplies from home or from
local merchants.

In the majority of schools surveyed, the total respon=
sibility of knowing how and where to buy suitable supplies in
reasonable quantities rested with the industrial arts instruc-
tores The supplies purchased by the instructor are not only
used for shop instruction but for inatruction in other classes
as well as for general school maintenance, which obviously in-
ereases the work of purchasing and recording.




There is & wide variantion in the methods used in the
eollestion and handling of money paild im by the atudents,
for inatructional suppiles, but the following methods were
predominant.

In twoethirds of the schools investigated, the money
paid by the students for shop materiels wae oohoutcﬂ by the
instructor; and in one«third of the schools, the money wes
collested by the school office. This y was ususlly cole
ln:d'i:“ﬂm h;h :dmrg of h:; :m tunm of ouh.t
projesc means of & o or oash payment.
Regardleas of the method used in colliecting money from the
students, the pereentage of the bills collected renged from
ninety per eent to one hundred per cent,

The Lssulng of supplies, the recording of student sce
counts, and the figuring of students' Lills are the joint
responsibility of the students and the instructor.

The instructors sold shop materisls to the students at
a price higher than that peid for them, to provide for
shrinkage, The amounts that the prices were incresssed wvaried
greatly but were supposedly adequate in each situation.

Printed forme are ineluded in the thesis, suggested for
use in the eontrol of educational supplies. imu forms were
devised after a study of the general needs were ascertained
from the survey snd after perusal of thoase forms submitted by
participante in tho study.
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METHODS OF SHOP FINANCE
USED BY
INDUSTRIAL ARTS INSTRUCTORS OF OREGON

CHAPTER I
INTRODUCTION

Industrial arts instruction in the secondary
levels of the public scheools is of such a manipula-
tive nature that instructional supplies in the form
of wood, metal, finishes, hardware, paper, etc, are
essential. The problems of purchasing, disseminating,
accounting, and of collecting from pupils are nu=-
merous and time consuming for the teacher,

Methods of shop finance have always been a problem
to industrial arts instructors since shop work was
first introduced into the schools. To a great extent,
teachers have worked out methods of their own by means
of trial and error experiments., Some of these methods
failed to such an extent that the schoels discontinued
furnishing materials to the students., Others were
found to be satisfactory when applied te one type of

ghop work but failed when applied te another,




&

With the advent of the general shop and the in-
crease in fields of experience encompassed by industrial
arts, the problem has become greater., More supplies
and equipment are necessary, and it has become essential
that some supplies be kept on hand. It is the purchase
of supplies and equipment and the selling of the
supplies to the students that gives rise to the need
for an adequate system of accounting,

Industriel arts instructors are constantly deal-
ing with school money. If they are to be able to
purchase supplies and equipment economically and sell
to the students with Iittle loss, they must know how
to buy, how te account for waste in selling to stu-
dents, and how to keep adequate records of all
transactions.

Kinison (1) says:

Anwacconﬁting system for the industrial
arts classes is necessery for the fol-
lowing reasons:

l. There is a certain amount of
money invelved.

2. The administration needs exact
information about the financing
of the industrial arts depart—
ment.

1
Kinison, Charles R. A System of Accounting for the

Industrial Arts Shop. Pe 342,



5. The instructor needs a systematic
method of taking care of the money
that comes into his department.

4., The parent desires to know how
the money is taken care of.,

5. Pupils get valuable experience
by using the system.,

It is the desire of every industrisl arts instruc-
tor to run his department on a businesslike basis.
Therefore he must be alert to problems of shop finance

and to means of improving his own methods,
Statement of the Problem

In most industrizl arts classes, the responsi-
bility for ordering consumable supplies, the selling
of the supplies to the student, and the cellecting
for them falls directly on the instructer. At
present there is a great diversity of practice in
ordering and selling supplies and in the recording
of these expenditures and cellections,

Osburn (2) believes:

There are several factors which contribute
to this condition, such as:

1. The lack of stendardization;

2
Osburn, Burl N, Business Management of an Industrial
Arts Department., p. 386,



2. Insecure and short tenure of
position on the part of the
teacher;

3+ Inability of those in charge
to devise and maintain a system,

Since there is but Iittle material available on
this subject, the author felt that the findings on the
methods now in practice would be of value to himself
in improving his own shop finance methods. and would
also be of benefit to industrial arts instructors in
the field as well as to those in training.

Purpose of the Study

Since it is recbgnizedvthat shop finance must be
ha ndled efficiently in order to promote a successful
industrial arts program, this problem has been se-
lected for study.

It is the purpose of this study to survey the
shop finance methods used by industrial arts instruc-
tors of Oregon. The results of the study are to be
analyzed and evaluated soas to determine the adequacy

of the various methods now in practice.

The writer wishes teo determine how the consumable

supplies are purchased, paid for, and sold to the

students; how the records of these transactions are
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kept; and, after obtaining these facts to make recom-
mendations for an adequate accounting system.

It is hoped that the data compiled in this study
and'the conclusions reached will aid in the develop=-
ment of an efficient method of handling accounts and
will be of benefit to industrial arts instructors in

their purchase and sale of supplies,
The Method

The writer's problem was to investigate the methods
of shop finance used by industrial arts instructors
of Oregon, It was believed that the best way to securs
this information was through the use of a questionnaire,

A questionnaire was drafted to obtain the desired
information, Certain limitations were placed on the
questionnaire,

First, the questionnaire was to be mailed only to
instructors of high school students in the ninth,
tenth, eleventh, and twelfth grades. Most of the
schools of Oregon are organized on the eight-four plan
rather than on the six-three-three plan, It was be-
lieved that a better response would be secured if the
questionnaire included the four high school grades,

Second, the questionnaire was to be mailed only
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to instructors of industrisl arts and not to voce-
tional instruectors.

Third, questionnaires were to be mailed to 2ll
high schools teaching industriel erts in Oregon, with
the exception of those in the city of Portlend.

The questionnaires were sent out in April, 1941,
to 110 industrisl arts instruetors of Oregon. The
nemes of the instructors were teken from the Oregon
Teachers' Directory for the yeer 1940-41. There were
eighty-two returns received, which represented seventy-
five per cent of the totsl meiled out. Most replies
were returned promptly end the number replying indicated

thet instructors had =zn sctive interest in the study.
Terminology

Certain terms, &s they ere used in this study,
are defined 2s follows:

The terms "meteriels™ and "supplies" ere used
interchangesbly in referring to srticles consumed by
the students and instruetors in meking projects snd

exercises.

The terms "finishing meterials™ or "finishes" are

used to indicete those materials consumed in spplying




the protective surfaces to projects.

The term "equipment" refers to tools and machines,
or to projects which are built to become part of the
school property.

The term "projects" refers to those articles which
are constructed by one or more individuals to serve as
a medium for instruction and utility.

The word "fee" is used to include all money col-
lected for consumable supplies.

The term "indigent pupils" refers to the pupils
who are financlally unable to pay for the shop mater=
ials they use.

Procedure in Making the Study

The information gathered by means of the ques=
tlonnaires is shown in the following pages. Part of the
material 1; arranged in tables and the rest is in the
body of the thesis.

The findings of the questionnaire are grouped
into five main headings to facilitate the interpre=-
tation of the data. The groupings are: (a) Subject
Offerings; (b) Sources of Income; (c¢) Purchasing of
Supplies; (d) Collecting for Instructional Supplies;
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and (e) Accounting Metheds. The interpretation of
the data within this study follows the sequence usad
in the gquestionnaire,

A copy of the questionnaire used in making this
study is in Appendix A. Bookkeeping forms typical
of various systems are to be found in Appendix B.

The findings were tabulated on a master sheet
to aid in the tracing of relationships between the
various items. The tables included in the study were
taken directly from the master sheet,

From the data obtained by the questionnaire and
supplementary information obtained from references
concerning the problem, an effort has been made to
indicate certain trends and implications and also to

draw conclusions and to make recommendations,



CHAPTER II
Historical Background

Industrial arts instructors recognize the need
for mdra:knowledge of shop finance.

Mead (3) made a survey of beginning industrial
arts'feacharé* problems, He writes:

With reference to the question, "If you
had an opportunity to do your college
work again, which part would you stress
most, judging from the experience you
have had on the job%, many teachers
stated they would include instruction
in the making and keeping shop records.,
This would include accepted methods of
ordering, invoicing, cost accounting,
making inventory and keeping a system
of personnel records,

Frederick W. Bohning (4) made a study of finance
methods used by industrial arts teachers of Iowa., He
found that, "In forty-five per cent of the cases in-
vestigated n& accurate accounts were kept."

In the past, much eriticism was directed at the

indusﬁrial arts department because of its lack of

3
Mead, Cary Robert A Study of Teaching Problems Common
to New Teachers., p. 68.

4.
Bohning, Frederick W. Finance Methods used by Industrial
Arts Teachers in Iowa. p. 35.
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adequate finance methods. Osburn (5) says:

Probably no business could be success-
fully run with so little regard for
business methods as the average in-
dustrial arts department, Strict
accountability is the exception
rather than the rule. Systems in use
run the gamut from the "memory plan®"
to very expensive and complex sys-— -
tems, If a curve were to be plotted
showing the distribution of depart-
ments in regard to their business
methods the skew would, no doubt, be
near the memory method.

Struck (6) gives the advantages of having the
students and the instructor keep records of the sup-
plies used,

In addition to requisitions originating
with the teacher, there may be those
that pupils are required to prepare
which will show the quantity, kind,

and cost of the materials that will be
required in the projects that they
undertake, By requiring these to con-
form to generally accepted standards
the pupil readily learns how such mat-
ters are handled in adult life, Neat-
ness, correct mathematical computations,
good grammar, correct spelling, and

the essential technical vocabulary can
be developed as by-products of the
practice of making out such job
requisitions and specifications.

—

5
Osburn, Burl N. Business Management of an Industrial
Arts Shop., p. 386-388,

6
Struck, F, T. Creative Teaching., p. 112-114,
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In meny industriesl erts end vocationsl
industry clesses the instructor re-
ceives money from pupils for supplies
used for personal projects, or from
persons for whom service is rendered.
Where this is the case it is advisable
that carefully written records be

kept of each item, for lexity in such
matters is likely to result in sus-
picion and criticism. Where possible,
it is desirable to have pupils meke
their payments to the office of the
purchesing sgent, or to & business
secretery or clerk. In any cease,
business~like procedure should be
used. Individuesls mey well be

given receipts for money paid just

&8s 1s the prectice in some retsil
stores and business estsblishments.

Undue weoste is o detriment to the maintensnce of
& worthy industriel arts progrem. Bricson (7) ex~
presses the undesiresble effects of unnecessary weste.

There is unnecessery weste in many
school shops in the use of metericls,
Instructors who allow such condi~
tions to exist are subject to
criticism from two standpoints:
(1) the per cepita cost, which is
already high in shep work and
which must be high, is unduly in-
creased to the point thet serious
guestions mey be roised =bout the
justificetion of the subject; (2)
undesirable habits ere developed
by the students, leading to lack
of sppreciction of velue of
meteriels snd lack of respect

for erticles produced.

¥
Ericson, Emenuel E, Teasching Problems in Industrial
Arts. pe 130.
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There ore severel ways to teke care of the loss
by weste. Bollinger (8) stetes:

One way out is to 2dd to the price
of the wood & certain percentege
to tske care of weste =2nd inei-
dentals. Thus, if =2 square foot
of the wood cost twenty cents,

edd to it twenty-five per cent

end cherge twenty-five cents for
the wood. Proceed in e similer
menner in the other shops, for

tin plete, insulsted wire, for
iron or whetever the staple
materiels are. Znother wey out

is to 2dd & certsin percentege to
the entire cost of the lumber
used in the srticle, after the
erticle hes been completed., If
the right percentege is arrived
et, either of these methods would
seem quite fzir end would be rather
essy to sdminister. If, then et
the end of the semester, the in-
structor finds thet he hes not yet
peid for =211 the waste and ineiden-
tals, he may still 2dd to each
pupils sccount & flat cherge of
five, ten, or fifteen cents esch
end come out whole.

According to Kinison (9) there are severzl systems
of hendling industrisl arts supplies.
In some schools the board of ed-
ucation pays for ell of the materiels

and supplies end the pupils who are
enrolled in the industrisl arts

T
Bollinger, J. W, Keeping Zccount of the Materiols
used in the School Shop. pe. 335-336.

Qe
Kinison, C. Hs A System of fZccounting for the
Industrisl Zrts Shop. p. 342-344.
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classes are allowed to teke their
finished products without paying

for them. This practice does not
require sny finsnecial sccounting on
the part of the industrisl srts
instructor. This practice will cause
the course to lose pert of its value
to the student, for it will not give
him the proper knowledge of the in~
trinsic velue of the msterisls which
he uses.

Znother method thet is used in meny
schools is te require eazch student

to bring in £11 of the materisls for
his projects. Schools which use this
plan do not keep sny stock of supplies
except 2 limifed supply of breds, nsils,
and screws, glue and possibly some
finishing meterials. This plen hes the
edventege of seving the instructor the
trouble of keeping sny stores and of
keeping esccounts.s The boys get the
knowledge of the value of their
meteriels, but they do not get the
prectice in keeping aceounts., It is
often difficult to obtsin the material
which the boy needs. Only the larger
towns will be able to supply these
meteriels without meking = specizl
order for them.

The stores divisien of the industriel
arts department should be self-sup=-
porting. This meens thet all money
advenced by the board of education
for the purchase of materisls should
be repaid by the department =s the
meterial is used. The value of the
stock on hend plus the smount of
sales should equal or exceed the
emount sdvenced by the board.

Bricson disagrees with Kinison concerning the

return of money edvenced by the boerd of educstion
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for the industrisl srts shop supplies. Ericson (10)

seys:

It esppeers unjust and unreasonable
to expect, &s some prinecipels and
school boards do, that full reim-
bursement shall be made by students
for the velue of 2l1ll materisls.
When such demends sre mede it pleces
the instructor in the position of &
factory meneger, snd forces him to
forget the instruction for the
necessity of construction. Weste
in the school shop, or elsewhere,
is inexcuseble; but to expect to
spend nothing on meteriels, per-
ticularly in oclasses of beginners
and young students is a short-
sighted attitude.

Bewden (11) gives en adequate picture of the work

involved for the instructor in the menaging of en

industriesl srts department.

He must, first of =2l1ll, enelyze the
projects that sre to be mede end
determine the kinds and estimete
the emounts of materisls required
far enough in sdvance to allow
emple time to have the supplies on
hend when needed; next, unless, an
all-seeing snd all-knowing Purchasing
2gent is on the job, he must locate
the sources of unususl items, scout
eround and find the dealers who are

10

Bricson, Emsnuel E. Teaching Problems in Industriel

Arts.

11

Pe 136~137.

Bewden, W Ts ZProblems connected with Shep Supplies.

Pe 170,
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eble snd willing to offer the best
prices and guelity of service end
in meny ceses solicit competitive
bids; prepere requisitions in suit-
able form for considerztion by the
superintendent or business manager;
receive the supplies on delivery,
end check egeinst the invoices;
care for the supplies in storege,
end meintein en inventory; issue
the supplies from day to day, as
needed, end keep scocurete records;
keep sccurete sccounts with in-
dividusl students, and meke col-
lections on account at steted
intervels, issue receipts, and
deposit the collections; end
finally balance his accounts.

Bonser, (12) in his suggestions for the ordering of
supplies, says:

The teachers or the supervisor
working with the teachers should
determine, as nesrly as possible,

e 1list of supplies for which they
sre sure there will be need: those
which ean be secured only by pur-
chase should be bought in advence.
However, needs for meny materials
will arise which cannot accurately
be foreseen, end eech teacher should
heve en aveilable cash fund upon
which to drew et such times. £
teacher may be greatly handicepped
if unsble to secure certein things
when they sre needed. For work
that is most educetive, not all
needs cen be seen in sdvence. £
contingent or petty cash fund for

1z
Bonser, F. G. Industrisl Zrts for Public School
Zdministrators. pe 29.
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each school is & legitimate eand
proper provision and can be so ad-
ministered os to avoid sbuse or waeste.
The superintendent should recognize
this need end mske provisions for it.

lecording to Osburn (13) en sccounting system,
to be successful must include the following essentiels:

1. The plen must be clesrly compre-
hensible.

2. £ minimum of clericel effort must
be required.

3. Useless deta must be eliminated.
4, The plan must be easy to access.

Be No highly involved or interreleted
perts must be permitted.

6« Forms of practicel size and
arrengement must be provided.

7. 2deguate filing facilities must
be instealled.

8. OSatisfection must be sssured to
2ll, both pupils and teschers.

9+ The operation of the system must
not be dependent upon the memory
of pupils or teacher.

10. Responsibility for 211 transections
must be fixed.

13
Osburn, Burl N, Business llensgement of en Industriel
frts Depertment. p. 388,




CHAPTER III
TEE STUDY

In making this study, many factors were considered,
namely: the enrollment in the high school; the enroll-
ment in the shop; the types of work offered in shep
courses; the sources of income; the methods of purchas-
ing supplies; the persons appointed to order the sup-
plies; the method of collecting the money from the
students; the person selected to collect this money;
the method of caring for the bills of indigent stu-
dents; the accounting system; the computation of bills;
and the method of caring for waste.

© All of these factors seemed to have a direct
bearing on the finance of a school shop and were in-
cluded in the questionnaire,

The returns from the questionnaire were tabulated
on one master sheet, so that the implications of the
study could be more easily traced., The master sheet
is not inecluded in this thesis, but the tables used
are taken directly from the master sheet.

There were one hundred ten questionnaires mailed

out; and eighty-two, or seventy five-per cent of the

instructors, responded by returning the guestionnaires,




The number responding, as well ag‘the promptne;s with
which the questionnaires were ratqrnad, indicated
that the instructors were actively interested in the
subject of the'stndy. Several Instructqrs~gdded"per—
sonal notes asking fbr'resultg'of the gtudy.

The enrollment in the high schools surveyed :
ranged from eighteen hundred to twenty-one students,
and the shop agroIImenﬁ ranged from two hundred to
eight students.

The percentage of students'gnrolled in shop
conrses"variedfrather widely, but, in most caseS'the
shop had a large percentage of the total students,
the range being from sixty teo ten per cent of the
total enrollment,

The small schools had the largest percentage of
students enrolled in shop courses. Perhaps this is
explained by the small variety of course offerings
necessitated by a small teaching staff.

Subject Offerings

The types of shop work which this inquiry showed
as being taught are indicated in Table I,

Twenty-one types of industrial arts courses were

taught. Some of the types of work listed were of a
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TABLE I

TYPES OF WORK OFFERED IN OREGON SCHOOLS
AS REPORTED BY 82 INDUSTRIAL ARTS INSTRUCTORS

“"Renk  : Sub ject : Frequency
X : Woodwork : B2
2 : Mechanical Drawing $ o P
3 s+ General Metal t YR
4 : General Shop : 9
S : General Crafts $ 5
6.5 : Home Mechanics s 4
6.5 : Carpentry : 4
7.5 : Leather $ 3
7.5 : Cabinet Work $ 3
8.5 : Auto Mechaniecs $ 2
8.8 : Plastics s 2
8.5 : Architectural Drawing T &8
9.5 : Fibre and Cane $ 1
9.5 : Model Airplane Building : 1
9.5 : Machine Lathe 3 1
9.5 : Blueprint Reading R
9.5 : Blacksmithing S 1
9.8 : Printing 3 p
9.5 : Stage Craft : 1
2.5 : Boat Building $ 1
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general nature rather then of a specific type. The
instructors who listed & genersl shop course did not
1ist specific types of shop work, which would indicate
thet they were teaching severasl types of shop ex-
perience.

Woodworking wes the course most commonly taught.
It ronked first with s frequeney of eighty-two., In
811 of the schools that were investigated woodworking
wes teught to some extent.

Mechenical drswing ranked second, with a frequency
of thirty. In most instences, it wes indiceted thot
mechenicel drewing wes teught concurrently with the
woodworking.

Generel metel also had & high rank of three, with
& frequency of twelve. Those ranking next were genersl
shop, genersl crafts, home mechanies, cerpentry, lesther,
end cabinet work.

2 tebulation of the grade levels at which these
various types of work were teught indicated that there
wes no set time for introducting students to eny type of
work, PFor example, some schools offered woodworking in
21l four high school grades; others offered it in the
two lower gredes only; while some offered it in but one

grede. The same wes true in e2ll types of work listed.
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Sources of Income

In each industrial arts shop, the problem of
finanéing the shop must be considered.

Mogt writers on this problem agree that there are
three major methods of financing an industrial arts
shop. One is for the students to furnish everything
for themselves, The second is for the school to buy
and furnish all supplies to the student. The third is
for the school to buy all supplies and sell them to the
student.

The questionnaire results showed that all three
methods were in practice in the schools surveyed.

In the finance methods of a shop the question arose
as to whether the shop was to be allowed a budget or a
fixed sum of money to take care of instructional sup-
plies. Of the number of instructors responding, thirty-—
gix indicated that they did have a definite budget, and
forty-five did not.

Table II shows the proportion of the budget that
the administration expected shop teachers to return in
cash or school egquipment,

In nine cases the administration expected one hun-

dradvper cent of the budget to be returned. This would




22

TABLE II

THE PER CENT OF THE BUDGET TC BE
RETURNED TO THE ADMINISTRATION
IN CASH OR SCHOCL EQUIPMENT

“Per Cent : Number of Schools

100
20
86
80

®s 04 0e 90 @5 9 o Be BF e s

| 75
|
60

50
:
0
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leave no allowance for practice work, demonstrations,
Gr'suppiies~whichAcouldinct be allocated to any par-
ticular student project.

In four of the cases it was expected that ninety
per cent of the allotment be returned., The remainder
of Table II shows a scattering of from fifty to
eighty-five per cent, and a few indicated that no
return was expected,

It is often a point of contention in schools as to
whether janitors should be permitted to take supplies
from the shops to use in upkeep and repair of the school,
and also whether supplies and projects are to be donated
to other departments,

The inquiry revealed that in thirty-one schools
supplies or projects were sold to other departments,
and in eighteen schools supplies were sold to janitors,
In fifty-six schools supplies and projects were furnish-
ed to other departments and in thirty-five schools sup-
plies and projects were furnished to the janitors.

If accurate records are kept, the accounting is
complicated by the handling of supplies in addition to
those used by the students,

In the finance of a shop, it must be decided how

the supplies are to be secured, that is, whether they
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are to be purchased by the school or to be brought in
by the students,

In answer to the gquestiom, "Do the students bring
all of their supplies from hame,;-instructors in three
schools stated thaf the students“did bring all of their
supplies from home, These schools were checked on the
master tabulation sheet and found to be schools of small
enrollment. The shop enrollment in two of them was ten
students, and in the other school it was twenty stu-
dents,

The author believes it may be safely assumed that
the small enrollment made it unwise to try to maintain
an adequate store of supplies in the school shop; con—
segquently, these instructors had the students buy their
own supplies from local merchants or bring them in
from home,

Fifty-nine industrial arts instructors stated that
students brought in part of their supplies from home,
and seventeen industrial arts instructors required
students to bring in some supplies from home or from
local merchants,

Table III lists the articles brought in from home
or from local merchants, and also the rank and frequency

of the articles,



TABLE III

TYPES OF MATERIALS WHICH STUDENTS
BRING TO SCHOOL TO BE USED IN PROJECTS

“Rank

Freguency

oo

Materials

Lumber

Hardware

Special Woods

Finishes

Metal

Repair Work

Special Supplies

Screws and Nails

Upholstry Material

Leather

All supplies, if they
wish

Electric Fixtures

Sandpaper

Everything except nails
screws, and glue

Some tools

Brushes

Rags and Cans
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Lumber had the rank of one and a freduency of
thirty;thrae; Ha:dwarg ranked second, with a fre-
quency of twanty—thr&e; Several instructors teach-
ing in Iumbering areas indicated that the students
were able;pc gecure Iumber at the mills through their
fathers, who were employed in them.

This list of supplies brought in from home cover-
ed a wide range, and the sampling was not adequate to
determine any standard procedure, The supplies most
commonly brought from home were lumber, hardware,
special woods, and finishes.

Seventy-one per cent of the instructors responded
to the guestion relating to the value of the supplies
brought in over a period of one year, The value of the
supplies brought in ranged from five dollars to one
thousand dollars for the year's period, However, it
is the writer's opinion that the question dealing with
the value of the supplies brought was interpreted dif-
ferently by the various instructors responding, In
some instances it was taken te mean the total amount
used to run the shop for a year rather than the amount
of materials students obtained from other sources than

the school shop.




Purchasing of Supplies

The purchasing of supplies is a part of the shop
routine that is often relegated to the industrial arts
instructor. It involves a great deal of forethought
and study to ﬁake the necessary purchases, Not only
must the amount and kinds of materials be accurately
estimated, but they must be purchased as economically
as possible.

The inquiry indicated that in some schools sup~
plies were ordered through a purchasing agent or board
clerk, in others, this was the duty of the superintendent;
in others, the principal took ower the task; and in
others, the industrial arts instructor did the ordering,

Table IV shows that the industrial arts shop sup-
plies were ordered through the instructor in fifty-
eight schools. In twenty schools the supplies were
ordered through the principal{ in seventeen schools the
supplies were ordered through the superintendent; and
in eleven schools the supplies were ordered through
a purchasing agent or board clerk. In one school the
supplies were purchased through a scheol board member,
while another ordered through the lecal dealers, and
in still another they were ordered through the district

office,
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TABLE IV

LIST OF SCHOOL OFFICIALS
WHOSE DUTY IT IS TO ORDER SUPPLIES
FOR THE INDUSTRIAL ARTS DEPARTMENT

_Rank ; School Official : Freguency
1 ¢ Industrial Acts Instructor : 58

2 ¢ Principal t a0

3 g Superintendent g 17

4 ; Purchasing agent or board ; s

¢+ Clerk :

5.5 E Member of School Board g 1

5.5 g Local Dealers g :

5.5 i br %

District Office

Total= — - - - 109
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Tpe total of the rreéuencies listed on Table IV
iS‘IOQ. This indicates that some schools ordered
through more than one official. A check on the master
tabulation sheet showed that in several schools the
orders were made out by the industrial arts instructor
and signed by the superinténdent or principal, However,
in the majority of cases, the supplies were partially
or wholly ordered through the industrial arts instructor.
This is probably to be expected, as the industrial arts
instructor knows the types of projects his students will
make and can more accurately estimate the suppIieé
needed.

The: question of locating the needed supplies is
one confronting each industrial arts instructor., In
small towns, not all the necessary items are carried in
the local stores., Then, too, some of the larger supply
houses are able to give better prices on materials
than are local merchants., Table V shows the percentage
of supplies that are purchased locally. Some industrial
arts instructors did all of their purchasing locally,
others purchased only two per cent of them from local

dealerse.

Eleven instructors purchased one hundred per cent




TABLE V

APPROXIMATE PER CENT OF THE SUPPLIES
FOR THE INDUSTRIAL ARTS DEPARTMENT
THAT ARE PURCHASED LOCALLY

Per cent “Frequency

-
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of their supplies from local merchants; one instructor
purchased ninety-eight per cent; eight instructors
purchased nInaty-fiva‘per'cent; nine instructors pur-
chased ninety per cent; two instructors purchased
eighty-five per cent, two instructors, eighty per cent;
and thirteen instructors, seventy-five per cent.

The table shows that more instructors purchased
fifty per cent or more of their supplies locally than
did not, This would indicate that the greater percent-
age of instructors bought at least half of their sup~
plies lbqallx.

- Qf the instructors reporting that most of the sup-
plies were purchased locally, twenty-five instructors
indicated that they were required by the administration
to buy Iacally; with the exception of hard-to-get
materials,

Concerning the actual buying of supplies, several
practices exist, Some instructors sent out for bids on
supplies, and bought large enough amounts to take advan-
tage of quantity prices. These two practices were most
frequently used by schools of a fairly large enroll-
ment, Small schools were unable to take advantage of
quantity prices, as their consumption was toe low to

make it advisable te buy in large quantities,
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The buying of supplies ahead of time in large
enough quantities to take advantage of quantity prices
necessitates the instructorts organizing the work to ,
be done by the students throughout the year before he
makes his purchases.

Eighteen per cent of the instructors sent out for
bids on supplies, and fifty-two per cent of them bought
large enough amounts to get quantity prices where
possible..

Industrial arts instructors of Oregon purchased
thefshop supplies either annually, or semiannually, or
all as needed, or some as needed,

Thirty-five instructors purchased shop supplies
annually; ten instructors purchased supplies semi-
annually; twenty-four instructors purchased all the
shop supplies as they were needed; and fifty-three
instructors purchased some shop supplies as they were
needed.

The industrial arts instructors that purchased
annually and semiannually also purchased some supplies
as they were needed,

The main supplies, or those that could be estimated

fairly accurately, were purchased annually or semiannually;

but the instructors were alse allowed to purchase some
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supplies as they were needed.

Fifty—six instructors were raqui:ed to make out a
bu&gaﬁ in sdvance for the entire year, This budget was
made out upon the basis of anticipated enrollment, with
considerat;on for supplies on hand and types of work

to be done.
Collecting for Instructional Supplies

The purchasing of supplies to keep on hand to sell
to the students presents the problem of how these are
to be sold; how and when they are to be paid for; and
also how loss by waste is to be prevented.

The inquiry revealed that, in sixty-nine per cent
of the schools, the collecting was done by the instruc-
tor and in thirty-one per cent of the schools, the
collecting was done by the school office.

Sincebihe majority of industrial arts instructors
of Qragon hava to do the collecting, it was necessary
to determmine the means they used in making collections
and the time of the year when the collections were
mades,

Table VI shows that in the majority of schools the
students paid in advance, In this way an initial de—

posit was required, and students charged against it
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TABLE VI

THE TIME WHEN STUDENTS PAY
FOR THE MATERTALS USED
IN THE INDUSTRIAL ARTS SHOP

When Students Pay : Frequency
Students pay in advance 52
Students pay at the end

of the semester - 6
Students pay at the end

of the school year $ 8
Students pay as they

complete each project : 38
Students pay on the

installment plan $ 1z




rOr*materials-needed in their shop work,

In fifty-two of the schools surveyed the students
paid in advance, In six schools, the students paid at
the endiof’the'semester; eight, at the end of the school
year, thirty-eight, as they completed each project; and
in twelve, on the installment plan.

Several of the instructors used more than one plan,
Some required a deposit in advance and collected again
at the end of the semester or school year if the cost
of the materials charged was greater than the deposit.

Many of the instructors collected as the students
completed each project. This would seem to make the
record keeping more complicated than if all the students
paid at one time,

Table VII is a tabulation of the means used in col-
lecting money from the students, In forty-seven schools
the students paid for materials by cash; in twenty-
seven schools they used a shop ticket; in seven schools
they used a purchase card; and in six schools they
used the coupon book.

The shop ticket used was of the meal ticket type.
An example of this type is found in Appendix B, An
example of the purchase card is alse found in Appendix

B.




TABLE VII
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METHODS USED IN COLLECTING
FRQUM THE STUDENTS FOR THE MATERTIALS USED
IN THE INDUSTRIAL ARTS SHOP :

~How the Materials
are Paid for

Number of Schools
Reporting

Students pay for Ma-—
terials by Purchase
card

Students pay for the
materials by Shop
Ticket

P 00 00 20 99 B 00 v S0 o lder e

Students pay for the
materials by Coupon
Book

Students pay for the
materials by Cash

90 9% 80 o0 oo
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Tb-cﬁeck’the efficiency‘of‘ﬁheﬂvarious>methods~of
collecting from the studentS)'It was asked, "Approx-
imately what per cent of the value of sfudené accounts
do you collect?™

In:twentyaéeven schools one hundred per cent of
the bills were: collected; in twenty-nine scheools
ninety-five per cent of the bills were collected; in
five schools ninety per cent were collected; in two
schools eighty per cent were collected; in four
schools seventy-five per cent of the bills were
collected; and in two schools fifty per cent of' the
bills were collected.

A check of the schools collecting the greatest
percentage of their bills was made on the master tabu-
lation sheet in an effort to discover by which methed
the greatest amount of money was collected. However,
no one method seemed to be outstandingly better in
this respect. Rather it seemed to be the financial
condition of the students that was the determining
factor,

It was significant that so many instructors col-

lected from ninety-five te one hundred per cent of

the materials sold., Eighty per cent of the instructors
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surveyed collected from ninety-five to one hundred per
cent of the‘bil;s;

Tha‘inéuiry revealed that in some forty-five
schools, or fifty-six per cent, the purchasing agent
did make an annual report of supplies bought and con-
sumed to the superintendent or principal.

It was also asked whether a supply list was posted
or‘ke§t available to show item costs, the value of this
Iist being to give the students a chance to see the
cost of materials, By this device, a student may
estimate the cost of a contemplated project and thus
stay within the bounds of his own personal budget.

8ixty instructors, or seventy-five per cent, did
keep a suppiy list available showing item costs.

It was desired to know if instructors issued all
of the supplies to students, or if the students were
allowed free access to some of them. The inguiry re-
vealed that sixty of the instructors retained the
responsibility of issuing all supplies, and tweniy-six
instructors allowed supplies to be issued by certain
students under the instruetorfsAsupe:viaion.

The students were allowed free access to certain

items as Table VIII shows.




TABLE VIII

LIST OF MATERIALS TO WHICH STUDENTS
HAD FREE ACCESS

Materials : Frequency
Nails, screws, glue, and
sandpaper : 18
Lumber i b % 4
Finishes 16
All materials 8
Small articles (brads, .
pumice, etec,) ¢ 6
Leather ; 2
Metal 2
Exercise materials : &

- 39



. s

The most common items that students were allowed

to get for themselves were nails, screws, glue, and ;

sandpaper; next in frequency were lumber and finishes.

Students who have not the money necessary to buy
sﬁop»materiaIS‘have always heen & problem in a shop

class, There are several ways by which these students

are provided for, The administration in some schools

allowed them to make projects for the school or for

patrons; others let them use salvage material; still

others let them work out their bill by working for the
school, Regardless of the method used, there seems to
be a loss of interest in the project, as these students
do not have the feeling that they are making something
that is their own, to be taken home as evidence of their
efforts,

Fifty-two instructors in the schools surveyed,
said that they did have a definite method of caring
for the indigent students,

The methods used were:

1. Allow students te work on school
projects and models

2. Allow students to make projects
for patrons who pay for the project

3. Give students N, Y. A. Work

4, Have the board of education absorhb
the loss




5. Use materials donated by mills
and merchants

6. Assign students special duties
about the shop

7. Permit students to work out
their shop bill at twenty-five
cents per hour

8., Hold an auction sale of the
projects not paid for

9. Use the projects not paid for
as prizes for the school carnival

10, Use salvage nmaterials

11, Allow students to make two projects
and sell one to pay for materials
used in both projects:

12, Have the board of education buy
plywood and spruce for indigent students

13. Permit students to give "I.0,U's"™ to
the office for the bill - p

Some instructors had just one method of caring for
the students who were unable to pay; other instructors
used several methods. The instructors in the lumbering
areas stated that the lumber mills either donated
cheaper materials or allowed them to use salvage mater-
ials. Other instructors stated that merchants fur-
nished materials for the students if it were evident
that they were in need of assistance,

The industrial arts shop is usually allowed money

to buy the materials needed in the shop, but the pur-




chase of additional aéui‘pment is often a problem to
the instructor., In the schools surveyed, thirty-four
had to purchase equipmqnt out of the regular shop fund,
and thirty-eight were given other funds for the pur-

chase of equipment,
Accounting Methods

The actual keeping of records varied with each
instructor, That records of transactions are necessary
was generally conceded, since it is one means of kKnowing
at all times how much each student has used and how much
he has paid on his account.

In answer to the guestion, "Do you require a bill
of materials from students beforé checking out materials,"
fifty-nine instructors stated that they did reguire a
bill of materials. Only nineteen instructors had the
bill of materials made out in duplicate, with one copy
for the instructor and one for the student., This pro-
cedure follows the same method used in general business
practice, that of giving one copy of é bill to a
customer and retaining one for the merchantts files.

Sixty-twe instructors said that the bill of mater-
ials also included the price of materials, so that the




43
student might know the value of the materials with
which he worked, Fifty-three of these instructors
filled and recorded the bill of materials. This
would eliminate the "memory" element in the accounting
system, : |

Sixty-nine instructors stated that they gave the
students & price list to figure the cost of materials
used in projects, Forty-four instructors stated that
they either figured the students' bills or else checked
the bills after the students had figured them.

The majority, seventy-three per cent, of the
instructors in Oregon figured the bills from the stu~
dents® bills of material. Twenty-seven per cent of the
instructors figured the bills from an estimate of the
finished project. In the latter method, the students
received no instruction or practice in figuring the
cost of a project, since it was all done by the
instructor.

In thirty-twe of the schools surveyed, the charge
for finishing materials was a set price per square foot.
In twenty-seven schools the charge was a set price per
job. Some of the other methods of charging for finishing

materials were: estimating the amount used out of the

spray gun; having pupils bring their own finishes;
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cherging & flat fee; charging fifteen to twenty per
cent of the materiel costs; cherging one fifth the
cost of the lumber; esking ten per cent of the cost of
the project; selling to students by the pint or gquert;
or estimating of éosts by the instructor.

No metter how cereful en instructor is, there is
& certein emount of waste due to defective stock,
Pleces from cuttings too smell for further use,
evaporation of some kinds of materials, snd other
conditions of this kind.

To provide for weste, eighty per cent of the
instructors in Oregon charged the students higher
prices than those peid by the school.

The smount thet the prices were resised to cover
waste varied widely. Taeble IX shows the percentege
Pbrices were incressed. The majority of instructors
cherged from ten to fifteen per cent for waste, but =
few instructors charged es much as fifty per cent.

There are two major systems of bookkeeping used
by instructors in Oregon, the ledger system snd the
cerd system., Both systems sppeared to be equslly

efficient., It seemed to be & matter of the instruectors

convenience which decided the system to be used.
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PRICE INCREZSE
T0 COVER COST OF WASTE

rer cent
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The ledger system wes used in thirty-three schools
end the cerd system wes used in forty-twoe schools. Of
the schools surveyed, £ll but five of the instructors
kept their own records. The other five indiceted thet
the records were kept by someone other thén the
instruector.

Zbout half, or forty-eight per cent, of the
instructors were satisfied with their method of keeping
shop finence records.

Table X shows the source of the instructoer's
methods of keeping shop finesnce records. The majority
originated their own methods; others adopted methods
of another instruector. Several of the instructors
indicated that their methods were 2 combination of
methods adepted from various sources and fitted to
their own situation. For exsmple, one instructor
indicated that his method wes one taken partially from
another instructor and pertieslly from one given in =
college training course. Znother indicested thet his
method wes one devised by the edministrstion, but
that he had supplemented it with one given in & col-

lege treining course,
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SOURCES OF ACCOUNTING METHODS
USED BY OREGON INSTRUCTORS

Renk : Origin : frequency

1 :One which you originated; 49

2 :One edopted from snother:
: dnstructor - 21

3.5 ;One given in & College
training course 3 10

3.6 ;One in use in the schoolg
when you were employed: 10

4 QOne set up by the édmin-;
istration s 8



CHAPTER IV
SUMIMLARY

The methods of shop finance used by industrial arts
instructors of Oregon were surveyed by means of &
questionnaire, One hundred ten were mailed out, and
eighty-two replies were received, This represented a
response of seventy-five per cent.

The objective of the author was to study the methods
of shop finance now in use and to make recommendations
for the administering of shep finances,

The following is a summary of the findings of the
questionnaire,

1. Woodworking, mechanical drawing, and metal
working were the most frequent course offerings of the
twenty-one listed,

2. The typical teacher is expected to return
eighty-five per cent of his allotment to the board of
education,

5. It is evident that the problem, created by
the furnishing or the selling of supplies to the
janito¥s or to the other departments in the school,
is still in existence.
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4. In general, industrial arts instructors
maintained a store of supplies in the shop to sell to
students for projects and exercises, But students were
allowed to bring in part of their materials from honme,

5. Lumber, hardware, special woods, and finishes
were the items most frequently brought in by the
students,

6. Shop supplies were most frequently ordered by
the industrial arts instructor,

7. The teacher at the median buys about three—
fourths of his instructional materials from local
merchants,

8. Less than fifty per cent of the schools
investigated had a budget or a fixed sum of money
with which to buy supplies; and in these schools,
the administration expected an extremely high per-
centage of the budget to be returned in cash or school
equipment,

9 Only one~fifth of the instructors sent out for
bids on supplies but about one-half of the instructors
took advantage of quantity prices in buying supplies,

10+ The typical teacher bought supplies annually
and supplemented these supplies by small purchases as

they were needed,
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11, About two—thirds of the instructors col-
lected money from the students for supplies.

12, In most of the schools, students paid in
advance for shop materials.

13, Most of the instructors were able to collect
a Iarga.pe«rcenf.age of the student bills,

14, In approximately one-half of the schools an
annual report was made of the supplies bought and con~
sumed,

15, 1In the majority of schools a supply list show-
ing item costs was available to students.

16. More than one-half of the industrial arts
instructors retained the responsibility of issuing all
supplies to the students,

17, The items most frequently listed to which the
students had free access were nails, screws, glue, and
sandpaper; lumber; and finishes,

18. The: typical instructor required a bill of
material with costs from students before materials
were checked out to them,

19, Most of the instructors figured and recorded

the student bills.
20, The methods most frequently used by instructors
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%o estimate cost for finishes were; 2 set price per
square foot, or & set price per job.

21, The typical instructor charged the students
ten to fifteen per cent more for materisls then the
originel cost price, to provide for weste.

22+ The card system and the ledger system of
bookkeeping were each used in about one-helf of the
schools.

23. £lmost one-half of the instructors were
satisfied with their method of keeping shop finance
records.

24, Instructors stated most frequently thet their
method of record keeping wes one which they origineted
or one which they adopted from another instruector.,

In order to 2id in performance of these re sponsi-
bilities the author hes drewn conclusions besed on the

investigation and from these conclusions, hes made

recommendations for the sdministering of shop finences.
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Conclusions

This investigation indicates that there are two
major methods used for securing supplies for class
work, One is for the student to buy part of the sup-
plies from the school shop and to bring part of them
from home; the other is for the student to bring in
all of the supplies from home or from local merchants,

In the majority of schools surveyed, the total
responsibility of knowing how and where to buy suit-
able supplies in reasonable quantities rested with the
industrial arts instructor. The supplies purchased by
the industrial arts instructor were not only used by
the instructor but by others in the school plant, which
obviously increased the work of purchasing and of
recording. ’

There is a wide variation in methods used in the
collecting and handling of money paid in by the stu-
dents, but the following methods were predominant:

In two~thirds of the schools investigated, the money
paid by the students for shop materials was collected
by the instruector; and in one-third of the schools
the money was collected by the school office, This

money was generally collected either in advance of
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or at the cumpletign:of each projgot by means of a
shop ticket or~by-paym§nt in cash. Regardless of the
mefhodvnsad'in.collecting"money from the students, the
percsntagezaf’tha*bills*coilecte@ ranged from ninety
per cent to one hundred per cent,

The issuing of supplies, the recording of student
accounts, and the figuring of students' bills were the
Joint responsibility of the students and instructor.

The instructors sold shop materials to the stu-
dents at a price higher than that paid for them, to
provide for waste, The amounts, that the prices were

increased varied greatly, but were adequate in each

situation,
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Recommendations-

This study, based on an investigation of eighty-
two Oregon schools, seems to justify the following
naoammqndations:

1. That instructors build up a file of supply
catalogues and available information that will aid
them in keeping informed on suitable materials for
shop work,

2. That instructors plan their orders far enough
in advance to permit orders large enough to get quantity
prices and to permit submitting the orders for bids,
where this would be advantageous.

3. That a certain amount of free material be
furnished by the board of education for the first few
projects of beginning students and for instructional
work. 4

4, That the school office collect the money for
student projects in advance of issuing material,

5. That the instructor keep a check on all ma-
terials issued to the students.

6. That responsible students aid in the dis—

pensing of materials.

7. That students have free access to such
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materials as nails, screws, and glue only as they are
needed.

8e That a list of the material costs be made
available to students.

9. That a 1list of the materials and costs be made
out in duplicate as the materials are issued; one copy
for the student and one for the instructor.

10. That eighty-five per cent of the allotment for
shop supplies be returned to the board of education.

1l. That a detailed record be kept of all supplies
purchased.

12. That the instructor be privileged to purchase
some supplies as needed.

13.. That the charge for finishing materials be
estimated by the instructor for each job.

14. That the cost of all materials, except finishes,
be figured at the time the materials are issued.

15. That the janlitors not be allowed free access
to the materials purchased for student use.

16, That the shop account be credited with the
cost of materials plus a reasonable allowance for labor

for items made in the shop for use in the school.

The author wishes to recommend the following
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accounting system.

The supplies that are purchased are recorded in a
columnar purchases journal. These supplies are classie
fied as to type and listed in the various columns, to
facillitate checking back for prices and amounts pur=-
chased in each classification.

This purchases journal glves a permanent record
of the supplies bought and the prices paid for them
and is an aid in making out new orders and in compiling
price lists from which the students figure costs of
materials.

Students are required to secure a purchase card
from the school office for materials to be used in the
shope Beginning students buy a three dollar purchase
card, and advanced students buy a five dollar purchase
card. If these purchase cards are used up, another
one must be obtained. All unused portions of the pur-
chase card are refunded to the students.

The amount, the date, and the number of the pur=
chase card are recorded on a standard form in duplicate,
the original form to be given to the student and the
duplicate form to be kept by the instructor for further

recordinge. This standard form is bound in convenient
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sized pads, and the duplicaté remains in the pad as a
permanent record, to use in filing and recording. This
standard form is shown in Appendix B.

The standard form is also used to record materials
and the prices of these materials sold to students, and
to serve as a refund slip. The materials and prices
are itemized on these standard forms as the materials
are checked out to the student.

All duplicate copies of the standard form are
recorded in a ledger, under each student's name.

This recording need not be done daily, but must be
done at intervals sufficliently frequent to permit
easy access to any student's present standing. This
recording of the standard forms into the ledger may
be done by a student from the commercial department.

The ledger, with its entries of purchase cards;
materials sold, and refunds, gives the total picture
of the student's financial standing.
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Fuarther Research Needed

There were several problems that arose in the

process of meking this study which would be appro-

priate for further research, They are as follows:

1.

Se

A comperison of the prices for common
shop supplies as gquoted by local mer-
chants and by supply houses and the
determination of a reasonable margin
for local merchants above outside
bidders,

A study of existing methods for keeping
shop finance records in such a way as
to discover why a large percentage of
the instructors are dissatisfied with
their own methods and the submission
of a method that would correct as
many deficiencies as possible.

A survey of industrial arts teacher

training courses dealing with finance

methods.
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March 28, 1941

To: Teachers of Industrial Artsy:

The enclosed blank is to determine what present
practices are used with regard to the administration:
of shop finance methods. It is my desire to secure
information which will aid in the setting up of stan-
dards from which instructors mey evaluate their own
methods, This form has been assembled to obtain the
necessary data but to take a minimum amount of your
time.

It is hoped that your interest in this problem
will inspire you in checking this inquiry,

It will be greatly appreciated if you will check
the blank and return it in the enclosed envelope at
your earliest opportunity. An extra copy of the blank
is enclosed for your files., All who cooperate will be
furnished with a copy of the tabulated results of this
study.

Thank you for your cooperation,

Yours very truly,

Harold C, Tresler
Industrial Arts
Instructor
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AN INQUIRY TO CHECK METHODS

OF SHOP FINANCE USED BY
INDUSTRIAL ARTS INSTRUCTORS OF OREGON

by
Harold C. Tresler
The Dalles, Oregon

in cooperation with the
INDUSTRIAL EDUCATION DEPARTMENT
; - OREGON.STATE COLLEGE

Name Name of schoel

For teachers of woodworking and metal-working in classes
above the eighth grade level.

Enrollment in High School (9-12 grades inclusive) &
Enrollment in High Schoel Shop (9-12 grades inclusive)

List the different types of shop work that you teach.
(Woodwork, metalwork, ete.,) and give grade levels,

Sub ject Grade Subject : Grade

“ jen

o S0 (e
29 oo ioe

L 4
*e iee e
LA £ 2 b. % (o0 o0

eefee o9 s

AR LA
.
*

L8 4

1. Does the school furnish a budget or a
stated sum to be spent for industrial -
arts instructional supplies?

2. % What proportion of this budget does the
administration expect to be returned in
cash or school equipment?




4.

5,.‘

6.

Te

8.

9.

10.

11.

12.
13.

YES NO

e Sy e et
e madEa ) sesTesvoedsas
e o —
T St S
R

T <o

" e s
R
e

e e e

P ROHM

e s et S

T e e

6<

(a) Do you gell supplies or projects to
. other aEEEEEmenzS"in-th& school?
(k) To the jamitors?

(a) Do you furnish supplies or projects
- to other departments in the school?
(b) To the janitors?

Cai Do the students bring all of their
.- supplies from home?
(b) Part of their supplies?

ﬁc‘yon require students to bring in sup-
plies from home or from local merchants?

List types of materials which pupils bring
to school to be used in projects.

Approximately what is the value of supplies
brought in over a yearts period?

Are supplies bought through:

(a) Purchasing agent or board clerk?
(B) Superintendent?

(e) Principal?

(d) Industrial arts instructor?

(e) Others

Apﬁroximately what per cent of the indus-
trial arts supplies are purchased locally?

Does the administration reguire you to

buy locally, with the exception of "hard-
to~-get" materials? :

Do you usually send out for bids on supplies?

ﬁc you buy large enough amounts to get quan-
tity prices where possible?
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15..

16.
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18,

19.

20.
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Do you purchase supplies:
(a) Annvally?

(b) Semi-annually?

(c) A11 as needed?

(d) Some as needed?

Are you required to make out a budget for
supplies in advance of the entire year to
follow?

Are fees collected from the students for
shop materials, by:

(a) The school office?

(bg The instructor?

(¢) Other individuals not lister here?

Do the students pay for materials:
(a) In advance?

(b) At the end of the semester?
(e¢) At the end of the school year?
(d) As they complete each project?
(e) On the installment plan?

Do the students pay for materials by:
(a) Purchase card?

(b) Shop ticket? (Meal ticket type.)
(e) Coupon book?

(d) Cash?

(e) Others not listed here,

Approximately what per cent of the value
of student accounts do you collect?

Do you make an annual report of supplies
bought and consumed to your superinten—
dent or prinecipal?

Do you post or keep available a supply
list showing item costs?

(a) Do you retain the responsibility for
- the issuing of all supplies?
(b) Are some supplies issued by certain
- students under the supervision of
the instructor?

e
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YES NO

22, (contt) (e) Do students help themselves to needed
. supplies? If so, which?

23.. (a) Do you have a definite method of car-
ing for students who are unable to
purchase supplies?

(b) If so, will you tell how this is
handled? '

24, (a) Does the purchase of equipment come
out of the regular shop fund?
(b) Other funds?

ST evS———-

28. Da“you require a bill of materials from
students before checking out supplies?
26, Is the bill of materials made out in

S s, S —c—

duplicate, one copy for the instructor
and one for the student?

27. Does this bill of materials include the
price of materials?

28. Is this bill of materials filed and re-
corded?

29, Is the student given a price list to
figure the cost of materials?

30. Does the instructor figure all bills?

31, Are the bills figured from the students?

bills of material?

32. Are the bills figured from an estimate
of finished projects?

3. If a charge is made for finishing ma~
terials, how is this charge made?

(a) So much per square foot?

(b) So much per job?

(e) Any other method of charging for
finishing materials?




33.

34,

36..

37,

8.

39.

e e m—

RISy

s et s
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(a) To account for waste, are the prices
charged students higher than those paid
by the school?

(b) How much higher? (In per cent)

mx"you’ use a ledger system of keeping
records?

Do you use a card system of keeping
records?

Are records kept by someone other than
the instructor, such as a student from
the commercial department?

Are you satisfied with your method of
keeping shop finance records?

Is your system of keeping records:

a) One which you originated?

b) One adopted from another instructor?
(¢) One given in a college training
course? ;

(d) One set up by the administration?
(e) One in use in the school when you
were employed?

Will you please enclose a copy of any forms you use
in keeping shop finance records and give any information
concerning their use?
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Examples of shop tickets that are

by some instructors in Oregon,

used

r‘o $e 9% ws 80 9p 6 oo we o9 e
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N 30 I¢ ¢
NAME OF HIGH SCHOOL

(Student's Name)

Good for $1.00 in Supplies
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NAME OF HIGH SCHOOL
$2.00 SHOP TICKET

Student

Instructeor
Ticket No.

25
25
25
25
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) ’ ors
An example of a DBIill of material used by some instruct

in Oregon.
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An example of a material bill used by some instruc-
tors in Oregon. This material bill was printed on
a card. The form that was printed on the reverse
side of the card is found on page seventy.

P s o5 s oo en

; Dats Begun — Finishea

t_Record of exftra hours

¢ Total Hours Rate
‘Quantity: Hardﬁarev :Cost
:No. : s :No. Cost
:Coats: Stain t8q,. Ft.

* joe

'

:Stain,igper sq.ft.per coat
sFiller

Bi per sq.ft.per coat
:Shellac iZper sq.ft.per coat

or..k

'Lacquar or o0il Varnish at

:1¢ per sq.ft. per coat

th;iﬁ_per sq.ft. per coat

polseclocion]lne s jocios o
pejosjreloc jos ocfecloe oo |ve oo
pojov josjee foe o9 fos joo

s bo oo Joo Joe oo lon Joe losfor oo lloe oo oe ocfoe ecolos oo

1,

i : RN

H GK : :d Total for: :
: :Design t *iTotal for lumber ; T
3 :Workmanship : :iTotal for hdware : R
: {Final : «iTotal for Finish : 604
: L $ ;aTotal foxr- Laber : :
: +:Cost of Problem S

Instructor
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This Iumber biIl form was printed on the reverse side

of the form given on page 69.
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An example of the purchase card to be
used with the acecounting method recom-—
mended on page 56,

: NAME OF HIGH SCHOOL :
: Town $
: State
P A - ﬁ&ceipf : :
: : Ne., 1025: Date :
; Received of ;
A Amount ¢
¢ vt £ B
: Commercial e £
¢ _Home Ec, o QIR
¢_General Shop $: 5.3
:_Locker Fee $3 £ 3
: Mechanical Drawing $s ShE
:_Physical Ed, $: i
. Science Lab, s g2
: Book Rental ry Bue
4 $E gUCS
: Total :: £ s
: Adjustment will he made if student :
t withdraws from school $
Z Received by b ;
4 Cashier s
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used with the accounting system recom-

An example of the Standard Form to be
mended on page 56,

46 40 S8 48 4o 40 40 48 44 20 00 44 48] ] 0 4] 98 20 40 24 46 TP s 44 66 3 ov 64 o6 o

}% Ofee of oo of «o of oo od vo 6§ o6 of oo &
.
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o6 dofoe of vo od od o oo od 0o id ee o o4 o4
*6 0890 g o8 4qd 6 od oo ‘4 .s -A e o4 w4 o4

*s o o

Stock Memo

GENERAL SHOP

Name of high school

Date
Description

48 sdl oo so]l oo sef oo bl so od i -L ee ¢4 oo ;A

Checked out by

:
=

49 45 90 46 S0 40 0 49 44 %6 o0 o4 sall 00 cefee 90 e 44 o 6 o0 4 49 44 64 ¢4 o4 6 2o o6 ;L
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page from the ledger to

be used with the accounting method recom-

An example of &
mended on page 56,
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An example of the columnar purchases journal to be
used with the accounting method recommended on

page 56,
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