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I 

ODUCTIO: 

cour and. crOlZr in 

t secretar.iss of 

ents in c1ty news­

papers indicate that me8S £i and. the Fi IrlWeut seek 

college-trained secretarieD. 

• J. C. Thomp8on, el ices officer of the &peake 

& Ohio Ra.ilwav Oomp rs in a secretar-.f 

is "a high-school diplo:ma, one year of business 

school, ten y, s of experieno up in a girl who is twenty­

three ,anu.LllfJ , .,,1 Obviously, a person pas­

searl se rare; less, col1egl 

trai . can help th at tto nd 

that which is standard todcu. 

PRO 

e of this atStatement of ~ problo=.llh s to 

determine the statue of th I cour and proElr (ansa.AT":l a 

eolle£!:Bs. e ell ta of e co1­

leges whieh offered secretar1 cience co s, (2) the Varl.OU.8 

IJohn E. Kusik, "Seer Pontlona Offer Great Potential," 
Today's Secretary, 58:4, J 1956. 
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secretarial soience cour offered, (3) the relative enrollment 

colle d in the sci , (4) classification 

L'Tlportance of ~ __ ==y '1 a demand collel!e-trained 

secretarJ.e"" of science i colleges in as 

seemed appropriate. findi or this stud.v would be available to 

teachers of secretari science to ~e to comparethe~r own 

offerings with 

ch 

offeri 01' 0 

in their co s. 

d to aid those contPll1­

of 

S.cope £! the 

busi 

~ 

f coll 

scienoe cour 

in Kansas 

d proe:rams 

thi 

K 

tu • A list of t: coll 

rectory' 1959-uv. 

obtained !rom th 
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D' ITID us 

"secretarial 

training, ff which 1s "instruction and practice in the duti rformed 

Iy secretaries, given at the seconl or the 0011, leve1. n2 

cretarial science. Often 

chool---,-- -----9-·
 

a two­ ther of nature or BS Drenara­

tion for further training in coll or universitYJ grants aociate 

n3in arts dea:ree 1n most cases. 

Privata coll "A coll under control of a governLDg board•-
lndenendent of public 

tatutory l1.."U1tations. n4 

untained by t, or a munici­

pality. 

Public ooll~e. col 

,powered aonrer degrees 

beyond the associate degreaa. 

-----".-­

ter anci 

2Carter V. Good 
• York I McGra.w-Hill 

3Ibid., p. 30,. 

4Ibid., p. 109. 
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Course. "Organized l' in which instl"UCtion is 

a given perlo e, and tor which credit tovard 

graduation or certification is iven."' 

---Rram. "All the courses i Id of study, such as' business 

education or industrial trades, fulfill the same IZsneral 

ob.1ectivl d conducted alon!l S 

PRu\a~.uunr. 

0' 

on 

Var:1ous sources 

Kansas. 

tto ars who had not 

tion requested. 

the business deoartment or secretarial 

bUs1neS8of 

it was cheeked by several individuals, and their sWU[estions for revision 

5Ib1d., P. 140.
 

6Ibid., p. 416.
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incorporated. Atter two weaks, n follaw-ut> letter was sent to th 

COl-Lellss which had not reTillrnea 'the queeuonna1re. 

Interviews were conducted at four colleges with the chairman of 

either the bua.iness d.etJartclent or the secretarial r.cie'1ce densrt:11Bnt. 

- Ildics 

-.. -c 

or Secretarial Science in Kansas Co11e2es," n~ecre'tar~al ~c~ence Y.ro­

grams," r13ecretarial Science Courses Offered," "Enrollments, Standards, 

Textbooks," and "Summary, Conclusions and Recommendations." 
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re incoroorated. Attar two weel(s,a. follow-up letter was sent to the 

cOlleges wh1.ch had not returned the question..'laire. 

colleges with the chairman or 

either the business depart.m.ent or the aecretar1al 6018'10e department. 

, ...........9 ............................ cata.loa stud1es
 

e reporteC1 :Ln this tb'!!sis under the chapter titles or "GeneI' 

or Seoretarial Scienoe in Kansas Colleg;es," "Becret.ar:LaJ. BC1ence .tTO­

rams," "Secretarial Science Cour-fies Orfered, It ''Enrollment_, Stand:JXds, 

Textbooks, It and "SU:m:nar:iT. Conclusions and RecolDll1endations. It 
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I
 

the IJn1tedtudi"" 

fa tob • 

cienc 

1923, aemL1.l.ld­

iruz coll d to 

set up a secr 

seer llSBiBt.ants, Arthur AUWIl5 

the Col of as Admini­

stration at the University of Oklahoma.1 Coll have continued to 

re demands ot bUSl.ness til today various prollr in 88C­

retarial science ar University has ecre­

2tart cience pro£ram arranRua. completed in rs. s nas 

b look rorv to a aecretarial 

c r, .0 do not vi It fa J uowever,• 

thesB 1ndividu dO-c upon the .rour­

to that 20 • 

J' , y 

'1 ~+ ......,.~ a. stu .J..llIInead and co: tvo '1" •
 

tapay in h
 -tuo junior co-to: o 

lArthur ,cien.ce in Col~~;LaT.le
Quarterly,!ness Training 

47, May, 1950. 

2Helen H. Ore~",
 
tate 'University,"
 

J 19.57. 
o_ 
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ive fitat 'AT.aT"~a1 prOtzr , dt 

.3 

forty-six col WWlw..JlKton, Oregon, Idano, 

haole offered cour~AR inEd! 01­

'or or fiel The 

currie to seven courses, th f1 01­

fied oo.........e. IILLIUJJlWU :tor
 n the mod411 numb 

on. ELeven 

,tcol did not meet 

t Cl ied from fifty 

to fifty-.t'1va 

co s, cept for firg"t-veBr d­

e to three call did credit ror e courses. 

c 

writi in Is 

stud fi 1 OOUTS oretar 

.'
 
eienoe in the j or an 

universities in Texas.S .. +_uA'Or was conducted to 

a 

o 
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determine ext.ent o cretarial science and specific 

.on pertaining to teache ollment, anC1 cour 

e conclusions arrived at follows: 

a study of fifty-five schools which were 

7 

In 1948, lia 

members of The tion of Colle~ate Schools of 5S. 

She found t (1 ) ,t science courses; 

d (2) ,t the curricula varied from four to fifteen, 

with twenty-seven schools offeri rs in l!Iecretarial science. In 

the standard secr cienc was found; how­

ever, educators 
8

desirable. 

d that d course" would be highly 

6IOid., pp. 147­

7Uelia Fax, "seer 
sinees," Business 

8IOid• 

• 

_ 
in Colle 

30:271-73, 
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o SECRETARIAL CE
 

SAS COLLIDES 

This chaoter will co 

d coursesJ thescicolle2es which offer 

length of class periods; e r of business teachersJ and the train­

ing and busine~8 rience of 

.. !PES OF CUL.L.W~ 

Kansas h total of forty-two colleges within ita borders. l 

Table I indicate at of t: en were junior colieges, 

includin~ five private institut10n fourteen public junior colle20s. 

or the t; ,y-three '.J.J.egeB, sixt were pri !ly 

0' and public -h o col1e2e8, including 

th junior college tinR institutiona, ri 

schools, and the r ning one-half .ere public schools. gree- ,ting 

colleg accounted for 54.6 per cent and j or colleges for 45.2 per 

cent of the total ft' r of colJ.eges. 

t to only torty colli I tvo, onQu, 

, offeredanting colprivate j 

no courses in secretar science. Of the coll, nt auestionnalres, 

...- ~ ry 1959-60s. ::;hirley Wilson (co 
(Topeka, Kansas), pp. 95-109. 
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LEI 

I ~lST 

lie Total Per 
of Col s 001192e8 Col1e~e8 cent 

Junior Colle~ea 5 14 19 45.2
 

Dearee-Qrantin2 CoIl 16 7 23 54.8
 

Total 21 21 42 100.0 
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Table II shows that thirty-five, or 87., per cent, responded. Junior 

OO.u.8g8B returned sixteen, or 88.9 p Int, and dee:ree... tiM colle 

ninetel3n, or 86.4 per cent. ghteen private college d seventeen 

public colleges responded. 

Cat~og6 fro 1 coll were aVailable for st' • 

;ULJ...I!A.iI!A) 0 AL ;;)V..I..J!.l1 

of whic rei Secretari 'aJ.IU.Ilg, 

IJTr.RmR were variety of 

cretarial, Clerical-Secretarial, 

Secretarial Science Prov.ram, secret Course, and • 

The name most frequently Secretarial Training. 

According to Table , or 71.4 per c , 0.1" the 

thirty-five coll e questionnaire offered secretarial 

science p1'02rams in their schools. e forty-two colleges in Kansas, 

all exc i courses, e 

thoub they did not have outlined pro s. e two colle~eB not offer-

course re a private junior colleg d a private 

degree-~ranting oollege, perhaps the liberal arts program wa 

.stressed. 

fivate Junior colleges. the t, private junior colle 

responding, two offered retarial science d did not. 

However, one school givi.ng the ecret science 

tUned in its catalog. 
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lAD.u&:I II 

Q' 

of College Collegee 
PIlbllc 

Colleges Total 
Per 
cent 

ollt!llles 

,tiI1£ Col1eR:8S 

4 

1U 

12 

~ 

16 

19 

6B.9 

66.4 

Total 18 17 3$ 87 .. $ 
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r Number 
Answering Answerin, 

e of College Yes No Total 

or Colle£es 2 2 4 

'or Colleges 11 1 12 

Private DeEree-QrantiD2 Colle£8s 7 7 14 

.bile DS2ree-GrantilUt Coll.e£ElIa 5 0 5 

'O'taJ. 25 10 35 

aaed on auestionnairCOD. 
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~junior~ • r 91.1 per cent of the twel 

or 0011, J.IUll.ca'tieQ that ttll cre­

,or no ,arJ.a.L sciencetan pro • 

gree-l<:ranti.. -_. --- --'2---- e- ----::g -----9--­

, sev~uJpoonna:1res; 

ur 8chools did not snow• 

air 0 , but some courses for such a prORr8m \Iere listed. a 

or 50.0 per cent, 

proaroienool vh1- nh 

had 

private dAarP-A collelle v t 8ent a qu Ol1.IUu.re 

81nce it had indicated in cOIlDllunicatioa t it did ofrer 

courses in this • 

public deareAll 

colle in 1\.ansas science 

pro • Although the cat of one or these colage d not reVl a 
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8pecific secretarial science progr...., t ch 

cated that • 

or the nineteen deg collsg , twelve, or 

science progr • 

in E: , only 

SUI!lJIlBr"lJ. or the j e (81.4) 

ia0f d _ th ct that 

arranged to completed in one or 

one-h r 63.2 per cent, of t 

cionee pro • 

J e, 50.0 

,r c cretari • s lower percent 

have oocurred because th priv SChools sized liberal arts 

inst, of spec1aliz s. 

en, or 94.1 per cent or the eeventeen public collefll3s lihich 

ported, indicated that they offered science pro • 

,us, er cent colle£es in ~8D8a8 

secretarial sci the thirtv-itYe spo~........~ to
- • 

the questionnaire, 71.4 p cent offerl a:I: science progrcw&a. 

ecretarlal sci t one public col­

lege, thus ginN! student opportunity- for 

uoh a proRraul. colI in th tire state 
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offered at least some sJ'ecifio courses in secretarial science, providing 

even a greater opportunity for s in the area of secre . al sci • 

IN BUSlHESS DEPARTMENTS 

ch seoretarial soi e III 

other sea, this 1nclu 

business aepar ,t, exoeDt for t chools '{, Only mose in 

secretarial science. 

ere. 01: one l1undred. twenty instruotors in 1iD.e 

partmanta of Kansas oolleges, eighty-nine, or about three-

fourths, were full-time and thirty-one, or about one-fourth, were part-

time. seventy-five, or 72.5 per oent, of these were men and forty-fivt;I, 

or 27.5 per cent, were wWlou:m. 

,t teachers SII 

, . ch four served. full-tim .ddenarbnent shown in 

four part-time. women three to one. 

ad thirtyccordin, the Dubl1c junior oolle 

deDaJ.' tment;:a. of these we-re part-

time and e1ghteen, or 60.0 per e. lightly lesa tha.""l 

half, or thirteen, cl n. 

A tot t indiTidual. ,e business 

depar'bnents of all junior oolleges. Thi d 31.1 per cent of 

the total one hundred twenty sin coll • 

irty­ t, sixteen, or 42.1 cent, serT d twenty-two 
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m IVL 

NUMBER OF	 INSTRUC 
OF Pari 

t	 Men Women l'otal 

Full-t' 2 2 4
 

Part-t 4 o 4
 

To	 6 2 8 



o( L1 (1 

Zl 99 

gt 11 L 

o 

1J. YJ, 

91 



---

19 

and six ;tull-t T o• 

of th • 

thirty 

lUi inclu· 

- - - Id were rsnorted 
x 

for one hundred seven teachers. Fifteen had doctor's delZrees J seventy­

12ht, master's degrees; thirt.een, bachelor's degrees; and om profes­

sional diploma (Table VIII). 

Private .1un1or oolleaes reported one doctor's C18gree, rour 

's dellrees. two bachelor's deuses, and one professional diploJ.-., 

representing 12., per cent, 50.0 per cent, 25.0 per cent, and 12., per 

cent, respectively, for each type of 

Public j or coil helQ ODJ.y teres and bachelor's 

dellrees. Of thirty reported, 8).' per oent d ter's and 16.7 per 

cont b lor's detzrees. 
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or aLl junior college 

instructorsj twenty-five, or 65.8 per t, held es) 

seven, or 18.4 per cent" held bachelor' 

Of thirty-eight degrees 

one doctor's 

and one pro represen'te cent eacu. 

Private d' colle ges rePOr for twenty-nine 

instruct.ors" of which four held doctor's; nine r'sJ .d six" 

b or's dell!1"ees. The rercen 01" instructors holdi ee 

13.7" 65.6, and 20.7" 

Instrue tors in publi ting colle;res ace ted for 

, er tor's deare d
 

hirt.y, or three-f'ourth.,,,
 

forty degrees, of which ten" or 0 

es.
 

Of sixty­ n
 coll , 
or 20.3 p , or 11.0 per cent" 

m 

for sixty-five 

teachers. 1).del!%'ee ( 

iness educa­

tion degree 

Teach1Il2 experience of' business teachers. Teaching experiencg, 

Table IX" was reported for ninety-eight teachers. These had 

a total of 1,309 years teaching experience" which va.B an averaae of 

11ahtly over thirteen year~ each. The twenty-year category" with eleven 

teachers" had a high total of two hundred twentY' :veus experience. -rne 

ateat number of teacher II in a single category', the ten-year gl'oup" 

lye 
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Type of 
Call 1 2 3 4 6 7 9 10 11 12 13 14 15 16 18 20 21 22 2, 26 27 2 

Print. 
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Prtn 
De e-Granting 
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110 0 0 0 0 0 
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112 1 201 1 

200000001101000 

110210011301000] 
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De rant:lng 
Call 
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6 10_15 32 50 12 3 16 9 120 22 2 2 U 15 32 36 220 21 22 5 26 27 2 



d for a total of 616 years 0 

of slillhtly ,te 

8 each. 

ceo 

ofTnRt.Y"tlt":tors in pri 

or rty346 s t of 14.5 ye 

for any teacher, • 
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d about eleven '11 of 

ach for a to of 693 years. 

college 

junior oolleg, tceor 

d ~eac in reM ­deix ,or 

granting coll,,~uih 

previous 

~Ya that ninety teachers had a totaL 0 

d fifteen years of329 ye 

for an averwze sliEhtly over 3.5 

e. Sixteen of the ety, or 11.8 per cent, had no business emeri­

ceo 

xperlence, 

totjunior 

years 

lonfl8st for any teacher, 

none. 

Public junior coll AVP,..::lID'Rd slimtly ow four :vear 

of busJ...DeSI9 for a total. of e1'lhty...three years. The 

lon£est period ror teachers v· 1rt.een :vear the shortest none, 

, four, had 

number of teachers • 

.bout. 

Ixperience. I amounted to a ninety-e1Rht to r ti 

g:...uVolJ. 

tructor private col s snowed a to of 

133 years of business experience, an of about 5.5 
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five had none. Thes 

total of ninety-

over two and one­

riod, e~even years, of 

-four teachers, the moat 

in VO VIUI.'rA "rnA'r ce each. 

The tot erienel chars in all ee-srantin 

·A~A.U" of ne • 

Summa!:l- One hundred twenty busioess teaohers were recorted in 

, Kansas collee:ea; however, bus:1.nesB experienoe was reported for only 

ninety-eight persons and teaching experience for only ninety_ Of the 

one hundred. 'twenty 1nStru.ctors in business de"Dartments of Kansas co11elle8, 

- - t­

time instructors. The DUblio degree-granting colleges had the fewest 

part-time instructors, a fact which tended to streIlSl:then these departments. 
I 

rs in publl.c degree-grant1.ng COlleges had more tra:in.1.ng 

111 anY' other type of co11928 studied. One of every rour 

the public dAln"P~-granti h.e1d a doctorts 

one of i.n th ,tiIl2: colleli:eti 

lId a doctorate. only one doctor I a degree in the junior co1­

1 Of the tot er of i.n8tructor n 1 colle , ore h the• 

tar 0 any ot 
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true to 

n.t.gneetch. blic junior co11e28 instructor 

, while teachers in public dagree-grantine ollella, 17.8 

d t i 

aYT'lA""; Il""t!lA; sixteen had non_e.Seventy-four t 

e1"1­Teachers in pri' 

dnee -etlan did tJlo 

+.Bc ..hersjut fiv 

ord only 1.9 YUilLl·~. 

little,11in junior 

ranging fro: for junior colle 

t' tina calleRs teachers 

TH c OD~ 

at class tleriods showed little variation, accord1.nn: to 

ble li. Class tleriods were fifty, fifty-five, or sixty 

leneth, wi th firtY'~ minutes most cQl!Qon. Of thirty-one sohools report-

of fifty minutes, six reported fiftv­

£1V8, and three, sixty. The twenty-two havin£ a fifty-minute class 

period 4'l:JV,/,'COg~H/I:I"" f..L. V ~a..- Ul:JULI VoL "llC LlV LIQ.,I,. UWllUC"- "~VV"-Ll.1.UJ::. lIJioLO .1.lI1:UU. 

Public junior ooUeae. showed the 2reatest Variation, viU1 rour 

renortiM a fiftY-minute, tour a .f:itty-five minute, and three a sixty 

nut.e period. Eleven publio junior colieRes resoonded. 
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LENGTH OF 0 

ype of No. of 
ollege 50 Minutes 55 Minutes 60 Minutes Coll 

'1 
Junior 3 1 0 4 
Collegee 

bile 
Junior 4 4 :3 11 
College 

.te 
tinQ 11 0 0 11 

tin 4 1 o 5 

Tot 2 6 3 )1 
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only other"", . tb ifty lute period o 

011 , ch eac 

had :te rio • 



IV 

SEOlm,Uuu./1J.I 

ffered in oience progr , e lel1P.th of 

, and certUic .d dip1 viII considered 

00 

'this ch • 

PROORAMSco 

All clenee pro , g1 in 0011e28 0 og"" 

ontained general .bjeots together with .oe 

courses• - included lU.story, .t, 

.bl"", ........5 ........-6'
 

tion for
 e 2 and. Table III 

catalogs. AlthoU2n co i e cataJ.og 

those given in the F1 latter acoord­

too Shorthand 1s cl• 

Dictation and Transcription, which choole ortered the tair...., 

the fifth ter. Typewri tlng is listed by 

of variations in t1tleao 

t'nel.r outlined for 

01 n college c COn­ot all c• 

questionnaire these schools 

dieatad that 

tain ch 

oretari oienoe (Table III, 

page 13). 
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first""semester Shorthand, rEmor d by twerrtiy­

chooIu, frequently listed. Second­ ater Short­

followed closely and were in t s of 

teen schoolg. 

hOVAVAr, in other courses offered by 

and 

a8mester Typewri.tinools, fir 

rOllrams, 

.d .DU~J.IlB:n; by" e..Leven• 

Manacemont lL'1.d Offioe 

b1 , Typewritinl! Preble , 1­

nes .d Banking, Management, a1 Pen-

n, 

Only two sc 

•, 

tiona in UUB1DeBBmanship, 

frio 

2. 

ort one BOhool eaoh t sb 

art' it.i , count! , 'w..w.ng, 

co cretari 

d vere, therefore, ore frequently than otherI'. 

The leas frequently offered -ye cre­

ari c1 tin_ 

two-

_ 

Table III e number of coll otfer ach• 

cour 

'1vate jun.:l..or S ofte d . teen different courses i 

thei • First-, ond-, d-aem.eater Shorthand,. Office 

orted by two schools each,,Machi: 

the otner t by 0 
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1­
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,t 1 
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o1enc 

aacIU.iles by 

in 

fric 

Machines, !'~.ung, 

list 

Co=oun1cations by four. 

, 

ted that th 

BOl-once but did not ou 

chools stated 

3 

ere olTered in secre~ar1a~ sc1ence 

d Accounting, th 

, ­ ..----..."--ly. 

1 reDon (Figure 2), 

d-sameater Short­

iY, I 

Tvoe'(o1I'iti 

, 0 

, 

co.u.eges 

cretari 

orthand and J:m5J.nel!lS 

of 

Becond-semes~!", 

thequest10nn 

of t 

or and , 

• 

,n, 

third-

wid, 

coll 

,t 

fi 

offered by six coll 

the 

grantin-r. 

compared favorab 
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ffered the two-yoar program, but that no one had eV$I' "really 

it" since etudents usually went on for the four-vcar prVI:!.n.Wh 

colle2e offered a one-Year and a tvo-wu tlro~ram and tvo other col.Lege 

J all private de 

ollelZeB, gave an outline for the progr2ZS. Courses offered by t.nese 

choals were not 

I.. lSUBin tended 

to concentrate on skill ,g 

,ttention. Publ1c de/lree-aant1ng college great­

ty of secretarial science courwes, thirty] pr1 or col­

-

n. Office Kaoh1nea and firat- Shorthand 

red. most frequently in all twes of OOlleKCg. ole, 001­

ed that skill 

.cx1~, 
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·vate 
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4 10 

,t1. 5 o 

-l:"T"anti 4 4 

'at 10 2:i. o 7 
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ree-granting colleges offered four-year programs; tour, two-year oro­

rans; and t' progr 

two-year prol!r J thr~"",bot.h aSix 9 chools 0 

J ,d one, all three progr •two-year and four-ye 

science program was moat 

frequently offered in all types of coll • _ col 

offered more two-year t 

Summary. e two-ye 

m:dor college 

offered one-year and two-year proer only. With this vide variety of 

program offerings, re able to choose a proer ch fitted 

their plans. Another point to noted about these proer in th 

degree-grant ~. colleges was the fact that tudent u 11' could ch 

fro two- to a without encounter1IUl many dif.llo.. 

cult1eo. 

CERTIFICATES AND DIPLOMAS 

Students completing two- and four-year secretarial science 

program8 were awarded certificates or diplomas, as shown in Table XIV; 

none were 21.van l"or one-:vear or02rams. Twelve colle2es 2ave a diplo 

or certificate upon completion of tile two-year program, nine of these the 

associa~e aa2ree. 

coll , priTI and six public, gave a c 'fi­

c or ana the assoclat n Aa'7'RA, upon completio the two-

year DrOllr....... 
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TABLE IIV 

CERTIFICATES DlPUXUS ISSUED y I'I.AI\I~JU:j 

PROO
 

Type of soc1 Bachelor's 
Coll.eg g1"e' 

11 0 I 0 
Collegos 

Public 
Junior 6 6 0 I 0II 
Colleges 

Private 
_ree-granting 3 I 1 II 2 I 2 

Colleges 

Public 
2 1 5 I 2 

Total 1 9 1 4 
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Five de~ee-£ranting colleRes, three pr1vat d two public, 

on comDletion of the two-year pro-presented 

he ociate IA""''''''' at the conclusion of the two-year pro­

gram. 

certli'ic or dipl was III degr ting 

ti.bUc degree­•r 

collelZes at the end of ; two or these were private 

However, only four, two private and two public, 

ee.indicated 

Summary. A certi!ic WaeI orfered upon completion 

of two-year and four-war 1 science pro£rams. Some schools 

offered only , 8 o the diploma, and others both. 

ome o! the t· led to associate da~ee and some !our­

dl se certificates, diplomas, and 

e AAT"V'Rn tudents to cOlllTllete a 'DI'O£ra::n rather 

to choose eour .t rand, 
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re 

Courses 

J therefore, 

technique. 

specific Drobl 

titl, 

sci 

descriptions. 

The 

a part of their 

because they are 

listed in Tables Xv, 

e 

or more schools accord 

01 

co 
a 

FREQUENCY
IN 

courses c din t 

le nI, 

orrerea ~ rever
 

not listed in .
 

s which, accordin2 to 

of five or mo 

offered co 

lZeneral cont 

discussed in thio chapter ror c 

toT ince to do 90 for
 

red by only one school would be repeti tioUB of c
 

of the tun, 

touch-method tYlJewrit 

---- -- .. cl 

accuracy
 

S!1J21e echools included r
 , tabula.ting, other 

• 
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cour ad no prerequ1sit Ipt that students wi 

school TYPewriting were no n oreeu.t or permitted to enroll in 'tJle 

t were taken in 

high school. 

course; one college, , 

of credit for the fLiI"St­

owed. only two hours of credit forcolleE8s and one junior 

t: cour • 

h 

.ost school 

ting). 

requir011s 

five clas 

s, one Mlr1'"AA required two c 1 

Thi 

tien of ewritiut;, th added York on speed 

t o included producti.on, letter writi 

lat1 • _cluded More probl than others did, ell nding 

rs of Typ On 

sohool saggeated that course va; those V'tlo had not used 'typ...­

ntly. 

, 

wri 

qu1.si taB for t: course were th star of e­

VT"1 T."1 n g or h school TYPewriting. 001 

held peed of thi for t as a prerequislte; 

another not 'With two years of hi scnool Typewriting 

enroll. 



4 

HOURS 0' 
CREDIT GI 

S 

...
2
Course I 2 I 3 I 4 I 5
 3
 4
 ~ 

0 01
 12
 0at Se:aeater I 0 I 3
 6
 

0 13 I 0 I 0
1 I 3
 6
 1
 

0 I 5
 0 9 I 0 I 02
 1
 

,... th SeIl8ster I 0 I 0 0 0 0 I 1 I 0 I 0
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T 

Cour 2 3 4 5 2 3 4 

rat Semester 1 5 o 6 5 1 o o 

Second Scmes o , 1 6 2 10 o o 

Thir 1 4 o 4 2 6 o 1 

Four o o o o o o o 
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to' 0 

junior l.u.eEe havlna cl 

lee:es fiva class mee"(,UL.!'B 

ik. 

ntin remurea. 
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d :t Bednn1n1t 'l'ypewrl , or.ost 

or concurrent .d.lent, 

:urrently by onrequired pr 

tudent ob instructor. 

st- terco 

orth ''''ve j 

allowed .ting colur 

,hours. Most coll 

d 

•'or coll 

_____ IHJllltHH.ar. :t1on of fir er 

ort:ullld and 

e cooy. SllU­

..d it 

roqui i.ncluded c flrst ­ or 

with 0­ - and and 

ability "to er; onl 'liJemaater Typ..­

'it1ng. tted the shorthand prerequi a1ved 

if th 1uat1on instead. 

d XVIII, ept 

credit for ond-s8m Shor 

tic•..." tilU!: college, allowed five 

hours credit respect!vely. Most schools reaui.red f1' 

ings each week, th four junior colleges and four 



.L. 

.1 

3 , 4 ~ 
:;I 2 ;3, L+ 5 

t Semester I 

Second ~e8ter I 

Third semester I 

Fourth Semester 

th Semester 

0 

0 

0 

0 

0 

I 

I 

I 

2 

4 

5 

1 

0 

4 

0 

0 

0 

0 

12 

1') 

5 

0 

0 

0 

0 

0 

0 

0 I 

10 

15 

12 

6 

1 

0 

0 

0 

0 

5 

1 

0 

0 
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II
 

nEXlREE-GRAn
 

5 2 4
 

1 e ~ 1 f 1: I 0 ~ 
7 II 1 III I 0 I 0
 

4
 9 I 0 I 0
 

3
 

3
 

1
 

0
 

3
 

1 I 0 I 0 I 0
 

'.J!.IL.I..ll1USo 

Course I 2 

~: I 
4 

First semes~ 0 1 

er I 0 I 4 1 

. d Semester I 0 1 1 

0 1 0 

fth Semester I 0 0 1 
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:Aa7'A_:<n"Ant1n2 coll de2ree­d 

•f' 

rd semester.-­ This co ized improv .t 0 

curacy in tak1n2 diotation and transcribi.M 1 t 

roially acc8t>tabl tit)'". ools specified 

one year of either oolleg 

o could 

o 

techni­

r snor .d coul 

o 3Peeu. of seventy , 
th adiet BP88Q of 

.1 j 

al10wed three hours credit for third-semester Shorthand (Tables 

XVII and XVIII). The other three allowed tvo hours • The number of C1&1I9 . 
k varied SUJ:1evhat more, as five junior colleges and fo 

ee-2rantine: collee:es reQUired five olass meetl.nJltJ each week, n Vi 

junior colleges and Beven degreo-grantinc oolleges three class moetings, 

ono C1elZree-tll"ant1n1i! college four 01 



"''IIlA "~'""r 

did not, 

d 

• 

oollega, 

credit. 

oontinuatio 

transcr1bimz ranidly, 

e content of fifth-semester Shorthand. 

'ourth-semester Shorthand, or consent of 

prerequ1.fJ:1'te 1Il one S01100.1) mOUler opened t' 

- _h school Shorthand and 

of 

snorUlanCl with
 

d in corr~ct form
 

tructor, 

fr ncy of claes 

d 

J lowed our 
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nd CaLOl1 .. 

macrune8 in on' 

in . te 

one partioul 

co 

, ,r.::lTl-

U" ,'1' consisted 

chool 

• 

f"1HCn.J.1lUa e. 

ter 

for a 

, d Office 

of th 

s. 

oourse for thr 

TWO 

two hours; and 

'ic 

ffered inclu 

-key 

1",...f3AtI 

co 

&1l 

ter~ 

1'lI&l"t"l:a.,.n,te t!nl'.,.RA 

ned.b 

o 

cond­

quis1t 

hines varied ilrently 

1n the nreviou 

), 

!lU.LleS, 

• 

, 
our 

Practice or Retail 

Oredit for Office 

tvoes of courses offered, 

able XIX shows that eiJl:bt junior colleJ!eB offered tile 

hours credit, another eight for two hOurs, and tour for one 110ur. 

if7TOAA-a""ant1ng colleges gave three hours oredit; rour, 

six, one hour, as shown 

'ew 

Bcri 

aohine 

typewrit~g, 

OFFI 

Spedfi 

"Isters, rotary calou1atoro, 

boo 

of demonBtrations 

inolud 
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TABLE X 

Course I 1 I 2 3 4 5 1 2 3 

: I: Office Machines I o I 6 1 0 7 4 8 8 

ceretarial Tra:1.nilUl I o I 1 I 4 0 6 0 3 13 I o I 0 

o I 5 1 3 0 0 11 I 1 I 0 

Com::nm1oat:1.ons I 0 1 3 0 0 0 2 4 I o I 0 

0 0 0 0 0 0 0 2 I o I 0 

o I 0 4 0 1 0 0 9 I o I 1 

linll I 0 4 0 0 0 0 5 o I 0 

neBS 0 0 2 0 a 0 1. I 3 I o I a 

:h1'D I 0 2 2 0 0 0 3 5 I o I 0 

orlC StuQy Pro.1ect I 0 0 0 0 0 a 3 1 I o I 0 
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G 

c 

COUTee I 1 2 3 4 , 1 2 3 4 r::.­

Office Machines I 

tions' 

11M I 

Introduction to BuBines1 

4 
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0 

0 

1 

0 

0 

I 

4 

2 

2 

0 

0 

1 

0 

0 

I 

2 , 
1 
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2 

3 
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1 

0 

I 

1 

1 
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0 

0 

0 

0 

0 
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0 

1 

0 

0 

0 

0 
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0 

0 

6 

0 

0 

0 

0 

0 

1 

0 

0 

4 

4 

0 

3 

0 

1 

1 

t') 
c. 

2 

2 

10 

10 

5 

7 

8 

0 

2 

2 

I 

I 

I 

I 

0 

1 I 0 

010 

o I 0 

o I 1 

0 1 

0 0 

0 1 

0 

--­
0 0 0 0 0 0-
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Schools had various titles for al Training, including 

Office tica, Secra '1al Procedur J cretarial chniq , and 

secretari -ra::L lUng • 

topics, 
d weretopics 

per a11ty and h relat10 , ,tion and transcrip 

rec8Dtion1st1, t 

aqlU.pment'ark, ine , Q JPlies. 

school placed ape c emphasis on secretarial work in a ohurch 

01'fice j another -oronda PBX 

•
 

ite for SecretarialTypewri 

Tra.uu.ng tandards site ranged from a 

irst-=se:Dester ox' third­

8.chools required a minima in 'the 'typewr1't1ng course. utdlcr 

preroquisi inelUi r or !wrth-semester Shor thand and 

- .001 Typewriting. So:ster Typewrit _ 
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or 0 orton required for th:h. A ~um 

content included financial 

.d ad.1W!1tinlI entries, col1>m­statements 

ork at the close of tnenar jOurn.al.S, 

ad. sets. Because of the nature 

,t ­t!atn"sa, the oontent did not. 

recocmeruiationor 

that !:lUSl.nBSS ly and, another, sophomore 

staili • 









Schools v 

oor 

hour!. e tva j 

SALES..tUNSHIP 

tif salesmanship 

"NI!.,..Al1AA10n, 'ono­f selli 

_. ,tal 

appearance,er, 

of 

included in 

te\A.e 

jlUlior cClll and TillOo 

junior co 

( ). Of the four junior col­

th number of 01 h wee.... , had 

tvoe 

CT 

..tro.1ni.ng exPer1.ence. 

requi ni ohools and l!Jecol"lfl­

ester in othero. 
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ceor to , j 

, o suee-umrtiino c 

number 01" C or worktour. SChool 

!' 

ortice were 

considered 1n ....~D .......... ""u, m.anagement p of vi • 

eeifie problems included the use of manuals, di.,tri or1ty, 

cost and control of office work, nt:t'rlllnnn6=ll .d 

The one prerequisite found was fi1't ours ot accounting 

stratton. 

'r t.nree bOUTS oredit 

- - 1n 

,Wllu.IJjt; • 

.. 
eo 

ed 

t. or that 

•
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a.L!.owed two hours credit for the course and 

gree-grantinE co 

001 indicated numoer of• 

• 



co · th the flow and distri­

,CLLeman, costs, and methode ofbutton of 

listed war rEoonomJ.c ~, 

cs, and Introduction to B\lS1ness. 

d aveee- tinrl colle2ee olfered th 

c red!t, except 0 , 'ch ,ve five. o school indicated 

k.the 

Oh~I}lU~r~: 

Basic fil1n2 svntems and seoretarial procedures were the content 

of this course. Prereauisites included firat-semester Shorthand, or tne 

t, and sopho~ore standing, or the consent of the head of tne 

department. 

hours ot credit were allowed tor this oourse. Ther 

cation as to the nlL."'Ilber 01' CLasS meet.1n~e eacn weOd. 

uniform!ty in course content 

nd Shorthand, the content 

upon bov many 

bines, t.ith con-

d 
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student, the consent 0 tructor, or t co t of 

e department a r the follo' courses few or 

chools listed Sl e Macltlnes, Accounting, Eeonom1Cs J 

Salesmanship, OfficeLaw, Fi .g, troduction 

and Planag t, Secret 1 Accounting, and OU8~n c 
'\ 

cUlat10 • 

Shorthand or TvDewri co was 

most frequently .t1ng to restrict 

credi.t for first- tar Typewriting to two hours. 1 other co 

most frequently carried three hours eradit, ough te few co es 

carried two. 

Beginnin 11 courses Ui y 'T"lIlnn, ore clas ti 

eaoh • 11', ,"11 e1 

meetlll£s dth c d. ther COUTS ,ore 

c01llIIlonly met a hours 11 s f credit hours giVl:'u. 



CHAPTER VI
 

In this chapter, the number of students enrolled in each cours",. 

in each busine38 department, in the entire Bchool, classification of 

nnitted. to enroll in the various cour"",,,g, 

d will be considered. 

TS 

- --- Table XXI lists cours• 

iven in tae various IIchools as shawn in the questionnaire. Tabl 

II indicates tne nlJlllt)er ot" sChoo,L-s report.:l.ng eacn eour 

rat-semester Shorthand showed the larlilest enrollment, fifty­

illht, of any single course in private junior colleliles. Second-semester 

horthand had en enrollment of fifty. Business Enelish thirty-eight, 

thirty-four, and first- and second-semester 'rvoe­

writing twenty-eip~t eaoh. 

blic junior colleRes shClW'ed Accountina: with a hi2h enrollment 

or 317 students. The courses with the next largest enrollments wer 

th 268" second-semester Tn>ewrit:iru!: with 

246, firat-semester Shorthand with 148, second-l!I~ster S 

136, 

In the private delfree-ltI'antiIl2 collelilcs, firet ­

had 122 students, the largellt enrollment for any- one class. Ninety 
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GII...... aT-ar iRbty­ .t in t­ ar J 

s .ty­ d-semester in Secretarial 

• 

in Business c.....o'-U. ,y• 

.r:1.J ••L.ua , 

ts of one hundred twenty, 

ectiveJ.y. 

In the tot nrollments in all colle~e8, first­ at 

Typ ting shOlied. rRest group with 438 students, 

of secretarial science co s as shown in Table The 

n, 1 r cent, ter 

ewritingJ Accounti 357, 0 t­

hand with .348, or 8.8 343, 

or 8.7 per cent. 

the rank of "nn'l"fto:.s accordin&! to 'o.ument for 

_ 

private junior col 343 or 8. cent, public junior colleg 
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6, .own in T ,v•of 14,709 S tSI 8,523 

,d 17.9 'Ocr cent ofow 

the d in the business deoartments. Of the to enrol.l­

these coil J 18.0 'Oer c enrollea i,ent 0 

the "'!II""+""£ll,"-,ts. 

unior colle , 6.9 p cent of tho lIed i 

bue11less 

In 

53.1 per cent were women. or the total 

colleges, 10.8 per oent of anel ':i.l per cent 

of the re enrolled in the busi.nesB depar to in 

ents represented 9.6 per cent of the tot 

&nrO 

,te junior 

t. 

oliment i of 'Oublic junior co1leRee 

n t women. ht-tenths per 

the schoolscent of 

.8 Per cent1..r....uJ1WlU Jnta.were in the 

were in the bUBUless dep 'nt. 

51.2 
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of fi for freBhmen, sophomores, juniorg, 

r 42.S per cent of s 

colle • r c o 

freshman n and 11.8 per c of rl"ARhm If 

senio 

tot nrc in d 

S5.3 Der cent women. Of tUdenta enrolled in busUless 

24.1 oent ophamores. Of total sophomor
 

per cent. and. ~~.4 per c.ent, ... ""glJ""'V~YGolo.Y. we.. "" au.L"'~"" .....u U,",~/.U:U:lg.
 

ixty and two-tenths Dar cent of
 

t..-.. .....+...nnt
 39.8 Der cent _n~a~ Of tot' .UC18nts in busl­

ne d~TUI,..t2'!IAn \,/0:1, cent. nty-four 

ei oent ot the total courses, 

did 1l.2 per oent of the junior women Ir cent of tb 

3.4 oer oent.jUD1.or 



_ - --- -- - - F --- - - - - to enroll _in_ .;;.O..;.o..;.U...;.J:·.;;.;;I..;.~.;;.l:h 

private junior colleges, public j , 
colleRce, and public dAurAA on of 

•11 

'........... +.-1 on.
 

In nr1vate junior col tted to enroll 

for anv of the courses listed; freshman in xcept third-semester 

I ...g guvan in Table XXVI. 

Public junior colleges, too, 

classification of students nerm1tted to enroll , 
I. to 

th r freshmen or .y, 

WI first-sene ster, 

cond-seIn8ster, and ,....m..."'+...... Clhn"'+.h.""d, in 1e­

t restr1~ted the enrollment. 
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i1~"J,1UUAL serENe 

f Course Fresnmen sophomores Jun:i.ors . Sen1.ors 

2 0 0 
1 1 0 0 
1 1 
2 2 
1 1 

3 0 0 
2 2 
2 2. 0 0 
2 2 0 0 
1 1 0 0 
1 1 0 0 

s	 1 1 0 0 
1 1 0 0 
1 1 0 0 

*NUlD.DeT 1na.:Loat.ea numDer or SOnOO.l8 J:eponll1£ J.n t.n1.S cat.eaory. 
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I
 

SECRETARIAL CJ..i:>llvl:l o 



tr1c~<'were mor o olasai­deaee-granting;: 

enro.Ll courses. sue 

,or, 



14 

n 
G~Jjo'ICATlon OF STUDENTS PERii IENeE 

COURSES In PRIVATE DroREF-GRAIMN'J 

-

- res tIUlU.ors seniors 

1 ') 
<. 

3 3 2 
2 2 

2 2 1 1 
1 1 0 0 
4 6 6 5 

10 9 7 7 
10 9 7 7 

4 4 J 
3 J 2 2 

9 6 6 
8 6 

:3 3 4 4 
1 2 
1 1 1 
1 1 1 0 
1 1 1 0 

1 1 1 
1 1 1 1 

1 1 1 
1 1 0 0 

1 1 
0 1 1 

" 

r Ul.dicates number of sohoo18 reDortiru! in this catee:ory. 
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and bad the largest enrollments. '!'bese courses were also offered 

by more of these schools (Figure 2, page )4). 

iness de~artmenta in all 'types of colleges enrolled 18.0 per 

cent, almost one-fifth ot the totaJ. scbool enrollments. Public colleges 

followed 'tiMe pa'tt.ern. Wi 'tih 22.~ ner can't 01" jUD1.or oo~~e2e stu 

19.4 per cent of Qegree-gran~ cOL~ege St,UQ8ntB enro~~Q 10 DUS1DSSS. 

ir enro.l.lment 1.n business departments. Pri­

or CO~~02es naQ ~.o ~er cent, onro~ed. ~ pri 

, ........cept
 

C01.leges, naa. more men t.llan women enrOlled• Fr 

.he business departments, and seniors 

AoL..J. "'..I..Gol:lIocg v.&"'C:lJ'- .I.'roshman shoved a arcator• 

"1' the tables ct:t.on, atand:ll"'da for Shorthand, 

nTl~ ...,... oourses w, inf'r~QUently rtfOort be• 
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r, _ d d eillhty 

to one hl1'I'1ro1"r"'rl dicts.t1 BOeelJ.. 

'or' the thirl· 

d of on hnnm-Ad to Oui 

lundre.d twenty wor 

pUDlic junior 0011 1 

ixtv Yord :te d1ota.ti for first Tr on 

on .te, " UBEA IT , 
3:21, 
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rates were thirty 'ks concern:i.w!: standards 

va one Bchool (Table I). 

snowed less 'Y, 

III). ctationtheir shorthand 

irst-semester Shorthand. 

n words . nute for a tr 

course. Standards in diotatio secoIlCl-s 

worde a minute, except for one SCflO01, which r 

hundred tlO • Transcription rates for thia same s"'mAd...
 

wen,.,.. nu~. For third-semester Shorthand, on,
 

a the d1ctatio d except for on hool, which required
 

one hnnrl'rM to rty. s ranQ:ed fro: 

twelve 

:y worClS a ID1nut.e ana. a transcription rate of 

sixteen wrds a Jllinute for fourth-semester Shorthand. The remarks in 

hIe XXXIII a:ive additional indications of standards in the public 

-aranting coll~K~a. 

Tables IIXIV through XXXVII nve 

standards for the various eollul51:1D. 

standards for first-semester Typewr1ting in private junior col­

~. 

. 
le2.es vere forty and rorty-five gross words a minute, and. one school 

required thirty-eight net wordS a mnute. For S800nQ-SemBster TypA­

, these schools reported fifty and rlrty-riVe Y.rOSB worCls a 
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stAnnA"''' 

fifty-

r~ 

second­

and thirty 

, one 

words-a-minute standards tor the 

one 

were also renorted tor this COUTeg. 

1 ven in Tabl ­

writing as shown in Table XXXVII. 

reported for first-Seine star Tvnewr1 

were 

fiva correct words J 

.first ­

atand 

(Tabl 

94 

d f' -e1 net. l1"iVAt.A j po a 

of sixty as words te for third-

IV).
 

e public j or coll
 rty grosswords, twentY"" 

for 

own for 

were forty gro words, 

t words a minute. Third-sCMAa+.a Typswrit ­

fifty gross words, fifty correct words, forty net 

tanl in pri 

te 

, .11 t a 

rty-fivCl. I' second-s Iwrit ­

school reported a standard 1D.l.IIUl;,6J net­

ester re t , d 

A w r r-ted• 

SChool for third­ • Forty words 

..............
 

rted r 

standard 

dards 

twenty-five and thirty. l"or ..A""a • +A r 'J'vnAV'I""i , 0 



95 

TA 

IIREMENTST~rI!lW£U.'.I.·J.L¥V i:)J.AI~ 
""f'""U nI")'"I"TFaflllT'. 

Typewr1. t.:1ng
 
Co
 

at Semester	 40 )8
 
45
 

Second Semester	 50 
55 

rd Semester	 60 

-
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Typewrlti.
 
Cours
 

rat Semester 30 25 "Theae are aver8E!e~ rates. I. 
5* 2 

r 40 45 "These are average rates." 
40* 30 

. rd semester 50 40 "These are averu9 r ..+..... " 
50j} 

'*Correct words a min'lte. 



7 

te 65 40 ot than 5 errors. rt 

6 
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Rem.ark8 

rat3eIr.ester	 25 "~!oximum. of 3 
30 
30 

oond Semester 50-60 40 "Maximum. of j errors 0 

43 
50 

5 

tar	 50 "and oroduction standards on 
,01­

l1MlIXimum of 3 error8 on each 
63 

60-70 



A reauire."ent to e­

orted in d82l'8e-aant collelles. In Junior colleges, th 
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100 

private schools had a grosB-lIOrds-a-minute standard about 

higher than did the 'Dublic Jw:dor oollelles for all semesters of TYPe­

r thirty net words a m1nu 

tandard in all colleges tor first semester Typewriting • Net--words­

a . . .. 

rodllot.ionwr1 "'''''''''''''r 0 

lunU'tl. 

TEXTBOOKS 

j AAAJ.Aj XL, d 

d VAl'".,nnsthat 

J.i 

I,USIl:JJJ.G Co :y forour , SoUthW6Ste 

, n.. l·1. Company for t , Moody (Tabl 
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TABOR COLLEGE 
HILLSBORO, KANSAS 

January 19, 1961 

To aid in a study which I am making of Secretarial 
Science in the colleges and universities of Kansas, I 
am in need of a few items from your office. 

Enclosed is a form listing the needed items and also 
spaces for the enrollment and name of the chairman or 
head of the Business Department. Also enclosed is a 
self-addressed, stamped envelope to return the form, 
labels for sending the catalog/s and the student direc­
tory. If there are any charges, please bill me and I 
will remit the necessary amount immediately. 

I would like to have the enclosed form and the other 
items mentioned in my hands by February 1 or sooner if 
possible. Your cooperation in this matter will be greatly 
appreciated. 

Sincerely, 

Norma Bartel 

Enclosures - 4 

LETTER TO 
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APPENDn c 

Colle288To: 

From:	 N0rrna Bartel 
Tabor College 
Hillsboro, Kansas 

Please send the following items and supply the information for 

items 3 and 4. 

1.	 One copy of your fall 1960-1961 Student Directory. 

2.	 One complete set of your school catalogs for the 1960-1961 

school year. 

3.	 Undergraduate enrollment for fall 1960-1961: 

Men Women
 

Freshmen
 

Sophomores
 

Juniors
 

Seniors
 

Special
 

Total
 

4.	 Name of the chairman or head of the BusinElsS Department in 

your school. 
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nw.ss DEPAR'J.'MENTSLETTER '1' 

TABOR COLLEGE 
HILLSBORO, KANSAS 

February 7, 1961 

As a graduate student, I am conducting a survey of secretarial 
science courses and programs in all colleges in Kansas. This is 
being done under the direction of Dr. Raymond Russell, Chairman 
of the Division of Business and Business Education at Kansas State 
Teachers College of Emporia. With most of the colleges in Kansas 
offering at least some courses in this a.rea, it seems that such a 
study should be of interest and value. 

To make the questionnaire as brief as possible, I have requested 
a catalog for the current school year from your registrar. I will 
appreciate your completing the enclosed questionnaire and returning 
it in the stamped, self-addressed envelope. Please answer all 
questions which apply even if you do not have a secretarial science 
program as such in your school. Also, if you have an outline of 
the secretarial science program other than that in your catalog, 
would you send ne a copy. 

Everyone is very busy with various activities; however, your 
prompt return of the completed questionnaire will be appreciated. 

Sincerely, 

(~tiss) Norma Bartel 

Enclosures - 2 



--- ---

QUESTIONNAIRE TO BUSINESS DEPARTMENTS OF KANSAS COLLEGES AND UNIVERSITIES 

1. Name of college or university -------------------------­
2. Address of college or university 

---------~~-----------

3. Number of	 instructors teaching in the business department of your school: 

Men Women 

Full-time 

Part-time 

4. Training	 of business teachers: (Use back of page if necessary.) 

Teacher 
Highest Degree 

Completed 

I Years of 
Business Experience 

Years of 
Teaching Experience 

A 

B 

C 

D 

E ! 

5.	 Does your school offer a secretarial science program? 

Yes No 

6. Name of	 instructor in charge of the secretarial science program: 

7.	 How long is a class p8riod: 

minutes 

8.	 Is your secretarial science program organizef. for completion in 

1 year 2 years 

Do you offer a certificate upon the completion of this program? 

Yes No 

If answer is "Yes ll please enclose a copy of the certificate. 
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9.	 Is your secretarial science program organized for completion in
 

3 years 4 years
 

Do	 you offer a diploma upon the completion of the secretarial science program? 

Yes No 

10.	 Is this diploma different from the regular college diploma in the case of a 
four-year program? 

Yes No
 

If so, explain.
 

11.	 Are all certificates or diplomas for the secretarial science program alike 
or do they differ for various degrees of attainment? 

Yes No
 

If so, explain.
 

12.	 Are there certain standards or requirements, such as words per minute or 
others, other than completing the courses outlined in the program which must 
be met? 

Yes	 No 

If so, please indioate these standards or requirements belowl 

Dictation Transcription 
Shorthand: WPM WPM
 

First Semester
 
Second Semester
 
Third Semester
 

Gross	 Net 
Typewriting: WPM WPM
 

First Semester
 
Second Semester
 
Third Semester
 

Course Standard
 
Other:
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Enrollment in the entire Business Department of your school during the fall 
semester of the 1960-1961 school year. Include any student taking one or more 
courses in the department. 

Men Women 

Seniors 

Juniors 

Sophomores 

Freshmen 

Special 


