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CHAPTER I

INTRODUCTION

Colleges in Kansas offer various courses and programs in
secretarial science. They attempt to supply competent secretaries of
the type business seeks, The "help wanted" advertisements in city news-
papers indicate that business firms and the Federal Government seek
college=-trained secretaries.

Mr, J. C. Thompson, personnel services officer of the Chesapeake
& Ohlo Railway Company, suggests that what employers seek in a secretary
is "a high-school diploma, a college degree, one year of business
gchool, ten years of experience, all wrapped up in a girl who is twenty-

three years old, charming, and attractivn."l

Obviously, a person pos-
sessing these achlievements would be quite rare; nevertheless, college
training can help the individual student to a degree of competency beyond

that which 1s standard today.

THE PROBLEM

Statement of the problem. The purpose of this study was to

determine the status of the secretarial courses and programs in Kansas
colleges. The elements of the problem were to determine (1) the col-

leges which offered secretarial science courses, (2) the various

ljohn E. Kusik, "Secretarial Positions Offer Great Potential,"
Today's Secretary, 58:L, January, 1956.
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secretarial science courses offered, (3) the relative enrollment in the
college and in the secretarial science courses, (L) the classification
of students permitted to enroll in such courses, (5) the credit given
for each eourse and the length and frequency of each class meeting, (6)
the textbooks used for each course, (7) the content of each course, (8)
the specific secretarial science programs offered, and (9) the certifi-

cates or.diplomas awarded upon the completion of the various programs.

Importance of the study. With a demand for college-trained

secretaries, a study of secretarial science in the colleges in Kansas
seemed appropriate. The findings of this study would be available to
teachers of secretarial science to enable them to compare their own
offerings with the offerings of other colleges and to aid those contem-

plating any changes in their courses or programs.

Scope of the study. The secretarial sclence courses and programs

of the business departments of all colleges in Kansas were included in
this study. A list of the colleges in Kansas was obtained from the

Kansas Educational Directory 1959=60.




DEFINITIONS OF TERMS USED

Secretarial science. Often used synonymously with "secretarial

training,” which is "instruetion and practice in the dutles performed

by secretaries, given at the secondary or the college levcl.'2

Junior college. "A post-high school edueational institution

offering a two-year program either of a terminal nature or as prepara=-
tion for further training in college or university; grants an associate

in arts degree in mest cases."3

Private college. "A college under control of a governing board

independent of public govermmental agencies except for charter and

statutory limitat.iona."h

Public college. A college maintained by the state or a munici-

Degree-granting college. A college empowered to confer degrees

beyond the assoclate degreea.

2Carter V. Good (ed. ), Dictio: of Education (second edition;
New Yorks MecOraw-Hill Book Company, afx'irt:. > 1959), Pe 5774

BIbidu, Po 305- )

brpid., p. 109.



Course. "Organized subject matter in which instruction is
offered within a given period of time, and for which eredit toward

graduation or certification is usually given."5

Program. "All the courses in one field of study, such as buginess
education or industrial trades, organized to fulfill the same general

objectives and conducted along similar linal.“6
PROCEDURE FOLLOWED

Various sources were thoroughly investigated to determine whether
any studies had previously been made on this particular subject in
Kansas., No previous studies on the exast subject could be located.

The following devices were used--letie:, questionnaire, interview.
The registrar of each college was contacted by mail for a school catalog
(1960-1961), a student directory, the number of undergraduate students
enrolled in each college, and the name of the chairman of the business
department. A follow-up letter was sent to those registrars who had not
replied, reminding them of the information requested.

A questionnaire was sent to the business department or secretarial
science department of each college. Before the questionnaire was mailed,

it was checked by several individuals, and their suggestions for revision

5Tbid., p. 1L0.

6Ibid., p. 416.
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were incorporated. After two weeks, a follow-up letter was sent to the

colleges which had not returned the questiomnaire.

Interviews were conducted at four colleges with the chairman of
either the business department or the secretarial sclence department.,

The results of the questionnaires, interviews, and catalog studies
are reported in this thesis under the chapier titles of "General Overview
of Secretarial Science in Kansas Colleges," "Secretarial Science Pro-
grams," "Secretarial Science Courses Offered," "Enrollments, Standards,
Textbooks," and "Summary, Conclusions and Recommendations."
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CHAPTER II
REVIEW OF LITERATURE

Research studies of secretarial science in colleges in the United
States were found to be quite limited.

Secretarial science programs and courses were established in
colleges at the instigation of business. In 1923, with business demand-
ing eollege-trained secretaries as assistants, Arthur Adams helped to
set up a secretarial science program in the College of Business Admini-
stration at the University of Oklahoma.t Colleges have continued to
respond to the demands of business until today wvarious programs in sec=-
retarial science are offered. Michigan State University has a secre-
tarial science program arranged to be completed in two years.” This has
been planned especially for students who look forward to a2 secretarial
career, but who do not wish a four<year program. It was found, however,
that many of these individuals would later decide upon the four-year
program and continue toward that goal.

Junior colleges alsc offer secretarial science programs, usually
completed in two years. Earl Strong reports a study by Hollinghead and

Stapay in which thirty-three out of forty-twe junior colleges in

lirthur B, Adams, "Place of Seeretarial Science in Collegiate
Business Training," The National Business Education Quarterly, 10:5-7,

2Helen H. Green, "Two Year Secretarial Terminal Curriculum at
Michigan State University," Journal of Business Education, 32:353-356,
375’ H‘y’ 1957'




twenty-five states offered a two-year seeretarial program, and three
offered a one-year pmgram.3

In studying forty-six colleges in Washington, Oregon, and Idaho,
Edith Smith found forty-two schools offered courses in secretarial sei-
ence and thirty-seven offered a major or field of oonoent.ration.l‘ The
curricula varied from one-half course to seven courses, with five speci-
fied courses as minimum for a seeretarial curriculum in the modal number
of twelve schools offering a major or field of conecentration., Eleven
colleges felt that more courses were necessary and fourteen did not meet

the standard set by the modal number. Class periods varied from fifty

to fifty-five minutes in length., Credit was allowed for all secretarial
courses, except for first-year and second-year typewriting and shorthand.
From one to three colleges did not allow credit for these courses.
First-year typewriting was the only course offered in all the schools
studied. Only five schools offered a special ecourse in secretarial
accounting,

Carl Cummings studied secretarial science in the junior and

senior colleges and universities in Tms.s The study was conducted to

BEu'l P. Strong, The Organization, Administration and Supervision
of Business Bducation (New York: Gregg Publishing Company, 194l), Ps 158.

l’Ed:.'l:.h Theodora Smith, "Seecretarial Science Courses Offered by
Colleges in the Northwest," Unpublished Master's thesis, Oregon State
College, Corvallis, Oregon, 1952,

5Ga.x-]. He Cummings, "A Study of Secretarial Training in the
Junior and Senior Colleges and Universities of Texas," Unpublished
Master's thesis, Northwestern University, Evanston, Illinois, 19L6.




determine the extent and place of secretarial science and speeific
information pertaining to teachers, enrollment, and courses.

The conclusions arrived at are as follows:

The Texas colleges and universities are not in agreement as to
the amount of work or the specific courses that are required for
major work in secretarial science; more students were enrolled in
the secretarial departments in 1941 than in 1946; the Texas col-
leges and universities agree very well on the basic textbooks and
materials used in the secretarial courses; there is general agree-
ment in course standards in the Texas colleges and universitiesj
the secretarial teachers in the collegiate institutions of Texas
are adequately prepared to teach the secretarial courses because 6
they have taken special work in the field of secretarial teaching.

In 1948, Nelia Fox made a study of fifty-five schools which were

members of The American Association of Cellegiate Schools of Buainoss.7
She found: (1) that thirtyenine offered seeretarial science ccurses;
and (2) that the curricula varied from four basic courses to fifteen,
with twenty-seven schools offering majors in secretarial science. In
these schools, no standard secretarial science program was found; how-
ever, educators agreed that a "standard course" would be highly

desirable.8

6Ibid-, PPe lh?"lllﬁ. N

7Nelia Fox, "Secretarial Courses in Colleglate Schools of
Business," Business Education World, 30:271-73, February, 1950.

8Ibid.




CHAPTER III

GENERAL OVERVIEW OF SECRETARIAL SCIENCE IN

KANSAS COLLEGES

This chapter will consider the types of colleges in Kansas;
colleges which offer secretarial science programs and coursesj the
length of class periods; the number of business teachersy and the traine-

ing and business experience of these teachers.
TYPES OF COLLEGES

Kansas has a total of forty-two colleges within its borders.l
Table I indicates that of these colleges, nineteen were junior colleges,
including five private institutions and fourteen public Junior colleges.
Of the tweniy-three degree-granting colleges, sixteen were privately
owned and seven publicly owned. One-half of all colleges, inecluding
both junior colleges and degree-granting institutlons, were private
schools, and the remaining one-half were public schools. Degree-granting
colleges accounted for 5L.8 per cent and junior colleges for L45.2 per
cent of the total number of colleges.

Questionnaires were sent to only forty colleges, as two, one
private junior college and one private degree-granting college, offered

no courses in secretarial science. Of the colleges sent questionnaires,

lHrs. Shirley Wilson (ecomp.), Kansas Educational Directory 1959-60
(Topeka, Kansas), pp. 95-109.
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TABLE I

TYPES OF COLLEGES IN KANSAS

Private Public Total Per

Type of College Colleges Colleges Colleges cent
Junior Colleges 5 Y 19 45.2
Degree-(ranting Colleges 16 7 23 Sh.8

Total 21 2 42 100.0
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Table IT shows that thirty-five, or 87.5 per cent, responded. Junior
colleges returned sixteen, or 88.9 per cent, and degree-granting colleges
nineteen, or 86.4 per cent. FEighteen private colleges and seventeen
public colleges responded.

Catalogs from all colleges were available for study.

COLLEGES OFFERING SECRETARIAL SCIENCE

Secretarial science programs were given a variety of names, some
of which were: Secretarial Training, Secretarial, Clerical-Secretarial,
Secretarial Science Program, Secretarial Course, and Secretarial Program.
The name most frequently used was Secretarial Training.

According to Table ITI, twenty-five, or 7l.k per cent, of the
thirty-five colleges responding to the questionnaire offered secretarial
sclence programs in their schools. Of the forty-two colleges in Kansas,
all except two offered at least some secretarial sciencse courses, even
though they did not have outlined programs. The two colleges not offer-
ing any courses in this area were a private junior college and a private
degree-granting college, perhaps because the liberal arts program was

stressed.

Private junior colleges. Of the four private junior colleges
responding, two offered secretarial sclence programs and two did not.
However, one school giving the negative answer had a secretarial science

program outlined in its catalog.
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TABLE II

QUESTIONNAIRES RETURNED

Private Publie Per
Type of College Colleges Colleges Total cent
Junior Colleges L 12 16 88.9
Degree=Granting Colleges 1 5 19 8644

Total 18 17 35 87.5
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TABLE III

SCHOOLS OFFERING SECRETARIAL SCIENCE PROGRAMS™

Type of College Yes No Total
Private Junior Colleges 2 2 N
Public Junior Colleges 11 1 12
Private Degree-GCranting Colleges 7 7 1
Public Degree-Granting Colleges 5 0 5
Total 25 10 35

¥Based on gquestionnaires.
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Public junior colleges. Eleven, or 91.7 per cent of the twelve

public junior colleges reporting, indicated that they effered secre-
tarial science programs. The one school reporting no secretarial science
program had one ocutlined in its catalog.

Of the total of sixteen private and public junior colleges which
reported, thirteen, or 8l.4 per cent, offered secretarial science pro-
grams. Only one of all junior colleges in the state did not offer a
pregram or courses in secretarial secience: The two colleges which did
not return the questionnaire listed secretarial science programs in their

catalogs.

Private degree-granting colleges., Fifteen private degree-granting
colleges were sent questionnalres; of the fourteen which reported, seven,

or 50,0 per cent, indicated that they offered secretarial science pro~
grams. Four schools did not show secretarial science programs as such in
their catalogs, but some courses for such a program were listed. One
school which answered that it did not have a secretarial science program
had such a program given in its catalog.

One private degres-granting college was not sent a questionnaire
since it had indicated in an earlier communicatiom that it did not offer

any courses in this area.

Public degree-granting colleges. All of the five public degree-

granting colleges in Kansas reporting offered a secretarial science

program, Although the catalog of one of these colleges did not reveal a
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specific secretarial science program, there was a statement which indi-
cated that a program was offered.

0f the nineteen degree-granting colleges reporting, twelve, or
63.2 per cent, indicated that they offered a secretarial science progranm.
0f the total of twenty-three degree-granting colleges in Kansas, only

three, or 13.0 per cent, did not offer any secretarial science courses.

Swmary. Of the junior colleges, a very high percentage (81l.L)
offered secretarial science programs. This may be due to the fact that
the secretarial program is frequently arranged to be completed in one or
two years. Slightly over one-half, or 63.2 per cent, of the degree-

‘ granting colleges offered secretarial science programs.

Of the eighteen private colleges which reported, nine, or 50,0
per cent, offered secretarial science programs. This lower percentage
may have occurred because these private schools emphagized liberal arts
instead of specialized programs.

Sixteen, or 94.1 per cent of the seventeen public colleges which
reported, indicated that they offered secretarial science programs.

Thus, fifty-five per ecent of all colleges in Kansas offered
gecretarial science programs. Of the thirty-five schools responding to
the questionnaire, 71.L per cent offered secrctarial science programs.
Secretarial science programs were of fered in all except one public col-
lege, thus giving students in all parts of the state an opportunity for

such a program, Furthermore, all except two colleges in the entire state
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offered at least some specific courses in secretarial science, providing

even a greater opportunity for study in the area of secretarial science.
TEACHERS IN BUSINESS DEPARTMENTS

Since business teachers often teach secretarial science as well
as other business courses, this report includes teachers for the entire
business department, except for two schools which listed only those in

secretarial science.

Number of teachers. Of one hundred twenty instructors in the

buginess departments of Kansas colleges, 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 cent, of these were men and forty-five,
or 27.5 per cent, were women.

Private junior colleges had eight teachers in the business
departments as shown in Table IV, of which four served full-time and
four part-time. Men outnumbered women three to one.

According to Table V, the public junior colleges had thirty
instructors in thelr business depaitments. Twelve of these were part-
time and eighteen, or 60.0 per cent, were fulletime., Slightly less than
half, or thirteen, were men, and seventeen were women.

A total of thirty-eight individuals taught in the business
departments of all junior colleges. This represented 31.7 per cent of
the total one hundred twenty teachers in all Kansas colleges. Of these

thirty-eight, sixteen, or L2.l per cent, served part-time and twenty-two
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TABLE IV

NUMBER OF INSTRUCTORS IN BUSINESS DEPARTMENTS
OF PRIVATE JUNIOR COLLEGES

~ Assignment Men Women Total
Full-time 2 2 L
Part=-time L 0 L
Total 6 2 8
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TABLE V

NUMBER OF INSTRUCTORS IN BUSINESS DEPARTMENTS
OF PUBLIC JUNIOR COLLEGES
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fulletime. Ten of the part-time teachers were men and six were women;
of the full-time instructors, nine were men and thirteen were women.

Table VI shows that private degree-granting colleges had thirty
buginess teachers, including twenty-one, or 70.0 per cent, full-time
and nine part-~time teachers, The numbers of men and women were nearly
equal with sixteen and fourteen, respectively.

Table VIT shows that there were fifty-two teachers in business
departments of public degree-granting colleges and that all execept six
of these were full-time. Twelve, or about one-fourth, were women and
forty were men., Only those teaching in secretarial science departments
or who taught seecretarial science courses were reported by two of the

schools.

Degrees held by teachers. Types of degrees held were reported
for one hundred seven teachers. Fifteen had doctor's degrees; seventy-

eight, master's degrees; thirteen, bachelor's degrees; and ore profes-
sional diploma (Table VIII).

Private junior colleges reported one doctor's degree, four
master's degrees, two bachelor's degrees; and one professional diploma,
representing 12.5 per cent, 50.0 per cent, 25.0 per cent, and 12.5 per
cent, respectively, for each type of degree.

Public junior college teachers held only master's and bachelor's
degrees. Of thirty reported, 83.3 per cent held master's and 16.7 per

cent bachelor's degrees.



TABLE VI

NUMBER OF INSTRUCTORS IN BUSINESS DEPARTHMENTS
OF PRIVATE DECREE-GRANTING COLLEGES

—_— e e e e T
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Assignment Men Women Total
Full-time 13 8 2
Part-time 3 6 9
Total 16 I 30
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TABLE VII

NUMBER OF INSTRUCTCRS IN BUSINESS DEFARTMENTS
OF PUBLIC DEGREE-GRANTING COLLEGES*

Assigmment ' Men Women Total
Full-time 37 g )
Part-time 3 3 6
Total LO 12 52
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0f thirty-eight degrees reported for all junior college
instructors; twenty-five, or 65.0 per cent, held master's degrees;
seven, or 18.L per cent, held bachelor's degrees. One doctor's degree
and one professional diploma represented 2.6 per cent each.

Private degree-granting collsges reported degrees for tweniy-nine
instructors, of which four held doctor's; nineteen, master's; and six,
bachelort's degrees. The percentage of instructors holding each degree
was 13.7, 65.6, and 20.7, respectively.

Instrucfors in public degree=-granting colleges accounted for
forty degrees, of which ten, or one-fourth, were doctor's degrees and
thirty, or three-fourths, master's degrees.

Of sixty-nine teachers in all degree-granting colleges, fourteen,
or 20,3 per cent, held doctor's degrees; forty-nine, or Tl1.0 per cent,
master's degrees; and six, or 9.0 per cent, bachelor's degrees.

The names of specific degrees held were indicated for sixty-five
teachers. The largest number held a master of arts degree (Figure 1).
The master's degree plus the C. P, A. and the master of business educa-

tion degree were each held by one teacher only.

Teaching experience of business teachers. Teaching experience,
as shown in Table IX, was reported for ninety-eight teachers. These had
a total of 1,309 years teaching experience, which wi; an average of
slightly over thirteen years each. The twenty-ysar category, with eleven
teachers, had a high total of two hundred twenty years experience. The

greatest number of teachers in a single category, the ten-year group, was



2l

SITHDAA 40 SIJAL SNOTWVA ONITIOH
STOTTIOO SVSNY' NI SHEHOVIL SSINISNE 40 ¥IEWON

T MNoId
pejaTduoy seaxdeg yo Jequmy
STQT LT 9T ST HTET 2T TITOLS @ L 9 6§ M € 2 1

-
=)

g &8 8 & B a s e

E EHE E E XD X =E m m

]




0S5 € O G€ NE M9 29 02T 92 Lz 92 05 22 T2 022 9€ 2€ ST WL 92 W2 22 02T 6 9T g€ 2T 0§ 2€ mHAmH 9

- 60€°T
26 — ITITITTZ2ZYHY TTITZITITTIMLM ZZITIT Zz egzZzZzAILCZ  Hzorg SP 9
o SnE 0O 000 0O TOO 00O0OTOO0O®S9 0O0CTOOOTS S OTTOL T £ 1
2z 9nE g 0'T T 00 0 PTIOH ST T THTITTIO®OICE-TYTTIODZTTI O
8z L6Y T T/0®» T T 2T TO0COTOEL TTOODTIZOTIT - TO0ZZIZTTICE 0 0
2 61T 0O 00O0OOOOO 00OTOTT O0O-0000O0QZ2 0O0O0OOCOTOO 1 T
sIayoeay sIeef 0S EN O GE ME 2€ TEOE B2 Lz 92 S222T202 QL QL ST NI ET 2T TIOL 6 8 L 9 § X I
Te305 T®301

JONATHASXT ONIHOVAL JO SHVIX

SHOATION SVSNVN NI SUTHOVIL SSINISOE J40 FONTINIJXY ONIHOVIL 40 SHUVIX

XI T74VL




TABLE IX

YEARS OF TEACHING EXPERIENCE OF BUSINESS TEACHERS IN KANS/

YEARS OF TEACHING EXPERIENCE
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twelve. Six had taught one year each and one had taught fifty years,
the longest perioed reported.

Private junior college teachers averaged 14.9 years teaching
experience each. One had taught one year, another thirty years. Two
teachers, the most in any category, had ten years each of teaching
experience.

In publiec junior colleges, the average length of teaching experi-
ence was 17.8 years. Twenty-eight teachers had a total of L97 years of
teaching experience, with three years the shortest peried and fifty years
the longest. The greatest number were in the four-year and twenty-year

~ categories with three teachers in each.

All junior college teachers accounted for a total of 616 years of
teaching experience. This was an average of slightly more than seventeen
years each.

Instructors in private degree-granting colleges showed a total of
348 years teaching experience, or an average of 1l4.5 years each. Forty
years was the longest period for any teacher, with one in this category.
Another had one year of experience, the shortest period. Three teachers
in the ten-year category were the most for any category.

Thirty-eight teachers had a total of 345 years teaching experience
in public degree-granting colleges for an average slightly over nine
years each. One had thirty-two years of experience for the longest
period and four had one year for the shortest. The greatest number of

teachers, seven, had five years teaching experience.
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Degree=-granting college teachers averaged about eleven years of
teaching experience each for a total of 693 years.
According to the above figures, teachers in junior colleges
averaged six years more teaching experience than did teachers in degree-

granting colleges.

Business experience of teachers. Many teachers had previous

business experience. Table X shows that ninety teachers had a total of
329 years of business experience. One individual had fifteen years of
experience, while sixteen had none, for an average slightly over 3.5
years. Sixteen of the ninety, or 17.8 per cent, had no business experi-
ence,

Teachers in private Junior colleges showed a total of fifteen
years of business experience, or an average 1.9 years each. Five years
was the longest for any teacher, while the greatest number, four, had
none.

Public junior college teachers averaged slightly below four years
of business experience each, for a total of eighty-three years. The
longest period for any teachers was thirteen years and the shortest none,
again the category with the greatest number of teachers.

Junior college teachers averaged about 3.3 years of business
experience, This amounted to a ninety-eight year total for the entire
ETOUD,

Instructors in private degree-granting colleges showed a total of

133 years of business experience, an average of about 5.5 years each.
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One teacher had fifteen years of experience, while five had none. These
five represented the largest group in any single category.

Teachers in public degree-granting colleges had a total of ninety-
eight years of business experience, averaging slightly over two and one-
half years each. One teacher had the longest period, eleven years, of
business experience, while two had none. Twenty-four teachers, the moat
in any category, had two years experience each.

The total business experience for teachers in all degree-granting

colleges was 231 years, or an average of nearly four years each.

Summary. One hundred twenty business teachers were reported in

- Kansas colleges; however, business experience was reported for only

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

one hundred twenty instructors in business departments of Kansas colleges,

seventy-five were men and forty-five were women. Thirty-one were part-

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

part-time instructors, a fact which tended to =ztrengthen these departments.
Ingtructors in pt;.b]ic degree-granting colleges had more training

than did those in any other type of college studied. One of every four

teachers in the public degree-granting colleges held a doctor's degree,

while only one of every five in the private degree-granting collsges

held a doctorate, There was only one doctor's degree in the junior col-

leges. Of the total number of instructors in all colleges, more held the

master of arts degree than any other.



Instruetors in all colleges averaged over ten years of teaching
experience each. Public Jjunior college instructors had the highest
average, 17.8 years, while teachers in public degree-granting colleges
averaged the lowest, 9.1 years.

Seventy-four teachers had business experience; sixteen had none.
Teachers in private degree=granting colleges showed more business experi-
ence than did those in any other type of college. These teachers averaged
about five and one~half years each, while private junior college teachers
averaged only l.9 years. The average years of business experience for
teachers in junior and degree-granting colleges differed very little,

_ranging from three and one-third years for junior college teachers to

three and three-fourths years for degree-granting college teachers.
LENGTH OF CLASS PERIODS

The length of class periods showed little variation, according to
Table XI. Class periods were fifty, fifty-five, or sixty minutes in
length, with fifty minutes most common. Of thirty-one schools report-
ing, twenty-two indicated a length of fifty minutes, six reported fifty-
five, md three, sixty. The twenty-two having a fifty-minute class
period represented 71.0 per cent of the total number reporting this item.

Public junior colleges showed the greatest variation, with four
reporting a fifty-minute, four a fiftyefive minute, and three a sixty

minute period. FEleven public junior colleges responded.




TABLE XI

LENGTH OF CLASS PERIODS

!

|

Type of
College

loe of

50 Minutes 55 Minutes 60 Minutes Colleges

Private
Junior
Colleges

Public
Junior
Colleges

Private
Degree=(Granting
Colleges

Public
Degree~Granting
Colleges

Total

22
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The only other variat:‘lonn from the fifty minute period were one
private junior college and one public degree-granting college, which each
had fifty-five minute class periods.




CHAPTER IV

SECRETARIAL SCIENCE FROGRAMS

Courses offered in secretarial sclence programs, the length of
these programs, and certificates and diplomas will be considered in

this chapter.

COURSES OFFERED IN SECRETARIAL SCIENCE FROGRAMS

All secretarial science programs, as given in college catalogs,

contained general education subjects together with secretarial science

_courses. These general education courses included history, govermment,
Bible, English, science, and mathematiecs.

Information for Figure 2 and Table XII was obtained from college
catalogs. Although courses had titles in the catalogs different from
those given in the Figure or Table, they were listed in the latter accord-
ing to catalog deseriptions. Shorthand is given by semesters, inecluding
Dictation and Transeription, which some schools offered the third, some
the fourth, and others the fifth semester. Typewriting is listed by
semesters because of variations in titles.

Figure 2 shows courses and their frequency as outlined for
secretarial science programs in collsge eatalogs. Not all catalogs con-
tained such an outline, even though in the questionnaire these schools
indicated that they offered a program in secretarial scisnce (Table III,

page 13).
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Offiee Machines and first-semester Shorthand, reported by twenty
schools, were most frequently listed. BSecond= and third-semester Short-
hand and Typewriting followed elosely and were in the programs of nine-
teen schools,

There was greater variation, however, in other courses offered by
colleges in their seeretarial seience programs, Secretarial Training and
Accounting were ineluded by fifteen schools, firste-semester Typewriting
by thirteen, and Eeonomiecs and Business Law by eleven,

Only two schools offered ecurses in Records Management and Office
Procedures, and Marketing, Special Problems, Typewriting Problems, Busi-
~ ness Statistics, Money and Banking, Personnel Management, Business Pen-
manship, Personal Finance, Insurance, Human Relations in Business, and
Business Report Writing were reported by one school each and are not shown
in Figure 2.

Shorthand, Typewriting, Accounting, Secretarial Training, and
0ffice Machines were generally considered basic courses for a seeretarial
science peogram and were, therefore, offered more frequently than others.
The less frequently offered courses were more common in four-year secre-~
tarial science programs of degree-granting colleges and less common in
two-year programs. Table XII shows the number of colleges cffering each
course. -

Private junior colleges offered thirteen different courses in
their programs. First-, second-, and third-semester Shorthand, Office
Machines, and Business Communications were reported by two schools each,

the other eight by one school each.
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Twenty~one distinet eourses were offered in secretarial seience
programs of public junior colleges. Office Machines and Accounting, the
most frequent, were included by twelve and eleven schools respectively.
Accounting was seventh in frequency in the over-all report (Figure 2),
but second in public junior ecolleges. First- and third-semester Short-
hand were reported by ten of these schools, Secretarial Accounting and
fifth-gsemester Shorthand by one each, and Business Organlzation and Busi-
ness Caleculations by two each.

Sixteen different courses were offered in the seecretarial science
programsg of private degree-granting colleges. The first three semesters
~ of Shorthand and Typewriting were listed by three colleges, Business
Communications and Secretarial Training by two, Office Machines, Filing,
Secretarial Accounting, Introduction to Business, Accounting, Work-Study
Project, Office Organization and Management, and Special Problems were
listed by one school each. Except for Office Machines, these frequencies
compared favorably with the over-all pattern of courses in Figure 2.

The widest range of courses, thirty, was listed by public degree-
granting colleges. Third-semester Typewriting, the most frequent, was
offered by six colleges, second-semester Shorthand and Office Machines by
five, and third-gemester Shorthand and Business Communications by four.
These, again, closely followed the over-all pattern "as shown in Figure 2.
Thirteen courses were listed by one school each.

Catalogs of two degree-granting colleges indicated that they
offered a major and a minor in secretarial science but did not outline

the programs. In the questionnaire, one of these schools stated that it
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offered the two-year program, but that no one had ever "really finished
it" since students usually went on for the four-year program. Another
college offered a one-year and a two-year program and two other colleges
listed specific courses; none of the three, all private degree-granting
colleges, gave an outline for the programs. Courses offered by these
schools were not included in Figure 2 and Table XITI.

Summary. Business courses in secretarial science programs tended
to concentrate on skill subjects, with social business subjects being
given less attention. Public degree-granting colleges offered the great-
est variety of secretarial science courses, thirty; private junior col-
‘leges the least, thirteen. Office Machines and first-semester Shorthand
were offered most frequently in all types of colleges. As a whole, col-

leges agreed that skill eourses were basic.
LENGTH OF SECRETARIAL SCIENCE FROGIAMS

Secretarial science programs in the colleges studied were arranged
to be completed in one, two, or four years; three-year programs were not
indicated. Table XITI shows that ten colleges offered a one-year program,
twenty-one a two-year program, and seven a four-year program.

Junior colleges offered one-year and two-year programs, while
degree-granting colleges offered one-year, two-year, and four-year
programs.

Two-year programs were indicated by five private degree-granting

colleges, and one-year and four-year programs by three. Four publiec
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TABLE XIII

LENGTH OF SECRETARIAL SCIENCE PROCRAMS™

==
Four=
Type of year year year year
College Program Program Program Program
Private
Junior 1 2 0 0
Colleges
Public
Junior L 10 0 0
Colleges
Private
Degree-granting 3 5 0 3
Colleges
Fublic
Degree-granting 2 4 0 b
Colleges

Total 10 21 0 7

f—
—_—




1

degree-granting colleges of fered four-year programs; four, two-year pro-

gramg; and two, a one~year program.
8ix schools offered both one-year and two=-year programs; three,

two-year and four-year programsj and one, all three programs.

Summary. The two-year secretarial science program was most
frequently offered in all types of colleges. Degree-granting colleges
offered more two=year than four-year programs, whereas junior colleges
offered one-year and two-year programs only., With this wide variety of
program offerings, students were able to choose a program which fitted
their plans. Another point to be noted about these programs in the
degree-granting colleges was the fact that a student usually could change
from a two-year to a four-year program without encountering many diffi-

culties.
CERTIFICATES AND DIPLOMAS

Students completing two= and four-year secretarial sclence
programs were awarded certificates or diplomas, as shown in Table XIV;
none were given for one-year programs. Twelve colleges gave a diploma
or certificate upon completion of the two-year program, nine of these the
associate degree.

Seven junior colleges, one private and six public, gave a certifi-
cate or diploma and the assocciate degree, upon completion of the two-

year program.




TABLE XIV

CERTIFICATES AND DIPLOMAS ISSUED BY KANSAS COLLEGES

TWO-YEAR PROGRAM FOUR=-YEAR PROGRAM
Type of Diploma or Assocliate || Diploma or Bachelor's
College Certificate Degree Certificate Degree
Private
Junior 1 1 0 0
Colleges
Publie
Junior 6 6 “ 0 0
Colleges
Private
Degree=-granting 3 1 2 2
Colleges
Publie
Degree=-granting 2 L 5 2
Colleges
Total 12 9 7 L
—/==—J-= R =
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Five degree-granting colleges, three private and two publiec,
presented a diploma or certificate upon completion of the two=year pro-
gram. One private degree-granting college and one public degree-granting
college gave the assoclate degree at the conclusion of the two-year pro=-
gram,

A certificate or diploma was granted by seven degree-granting
colleges at the end of the four-year program; two of these were private
and five were public. However, only four, two private and two public,
indicated that they granted the bachelor's degree.

Summary. A certificate or diploma was offered upon completion
of two-year and four-year secretarial science programs. Some schools
offered only the certificate, some only the diploma, and others both.
Some of the two~year programs led to an associate degree and some four-
year programs to a bachelor's degree. These certificates, diplomas, and
degrees served as an incentive for students to complete a program rather

than to choose courses at random.



CHAPTER V

CONTENT, PREREQUISITES, CREDIT, AND FREQUENCY
OF CLASS MEETINGS FOR COURSES OFFERED IN
SECRETARTAL SCIENCE PROGRAMS

The courses cited in this chapter were listed by the colleges as
a part of their secretarial science programs and are given under the same
titles as in Table XII, page 36. The catalogs of all schools offering a
program were checked for each course listed in this chapter.

Courses offered by fewer than five schools appeared atypical and
were, therefors, not listed in Tables XIX and XX. Those tables include
~only courses which, according to Table XII, were offered in secretarial
science programs of five or more colleges. Typewriting and shorthand,
because they are offered consecutively during several semesters, are
listed in Tables XV, XVI, XVII, and XVIII.

The general content, prerequisites, credit, and frequency of
class meetings are discussed in this chapter for courses listed by two
or more schools according to Table XII, page 36, since to do so for
courses offered by only one school would be repetitious of catalog

descriptions.
TYPEWRITING

First semester. This course included the teaching of the funda=

mentals of touch-method typewriting, with an emphasis on accuracy and
technique. Some schools included rough drafts, tabulating, and other

specific problems.
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The course had no prerequisites except that students with high
gchool Typewriting were not given eredit or permitted to enroll in the
course; one college, however, allowed credit even if it were taken in
high school,

Most schools gave three semester hours of credit for the first-
semester typewriting course (Tables XV and XVI). Five degree~granting
colleges and one junior college allowed only two hours of eredit for
thls course.

8ix Junior colleges and six degree-granting colleges required
five class meetings each week for first-semester Typewriting, three
Junior colleges and five degree-granting colleges required three class

meetings, and one degree-granting college required two class meetings.

Second semester. This course was usually indicated as a continua-

tien of first-semester Typewriting, with added work on speed and skill,
It alsc included some production, letter writing, centering, and tabu-
lating. Some schools included more problems than others did, depending
upon how many additional semesters of Typewriting were offered. One
school suggested that the course was for those who had not used type-
writing recently.

Prerequisites for this course wers the previo?u semester of Type-
writing or a year or a semester of high school Typewriting. One school
held a speed of thirty words a minute for ten minutes as a prerequisite;
another did not allow students with two years of high school Typewriting

to eanroll.
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TABLE XV

TYPEWRITING IN JUNICR COLLEGES

CLASS MEETINGS HOURS OF
EACH WEEK CREDIT GIVEN
Course 2 3 h 5 2 3 L 5
First Semester 0 3 0 6 1 12 0 0
Second Semester 1 3 0 6 )} 13 0 0
Third Semester 0 5 0 2 i 9 0 0
Fourth Semester 0 0 0 0 0 1 0 0

il




TABLE XVI

TYFEWRITING IN DEGREE-GRANTING COLLEGES

CLASS MEETINCS HOURS OF
EACH WEEK CREDIT GIVEN
Course 2 3 b 5 2 3 k 5
First Semester 1 5 0 6 g 7 0 0
Second Semester 0 .5 1 6 2 10 0 0
Third Semester 1 N ) L 2 6 0 1
Fourth Semester 0 0 0 0 0 0 0 0

|
Ii
1l
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By far the greater number of colleges allowed three hours credit
for this course. According to Tables XV and XVI, two degree-granting
colleges and one junior college gave only two hours credit for this
course.

Six Jjunior colleges and six degree-granting colleges required
five class meetings each week, three junior colleges and five degree-
granting colleges required three class meetings, and one degree-granting
college required four class meetings.

Third semester. This course was usually listed as a contimuation

of the previous semester, emphasizing speed and accuraecy, particularly
as applied to production typewriting. One catalog stated that the course
was to develop speed and accuracy to business standards; another stressed
typing from dictation and composing at the typewriter. Ome school used
timed proficiency tests as a basis for credit.

Prerequisites for this course seemed to vary more than for other
courses. Most colleges required second-semester Typewriting as a pre-
requisite. Other prerequisites were one year of high school typewriting,
two years of high school typewriting, forty words a minute in a ten-
minute writing, or a minimum grade of C in second-semester Typewriting.

One degree-granting college offered five hours ecredit for this
course, while two offered two hours credit, as did one junior college.
Most colleges offered the course for three hours credit (Tables XV and
xvI).
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Three class meetings per week were usually required, with one

junior college having elass meetings only twice a week. Two junior col-
leges and four degree-granting colleges required five class meetings a

week.

Fourth semester. TMourth-gemester Typewriting was offered by only

one school, a junior college. This course was a continuation of third-
semester Typewriting, with further typing projects.

No prerequisites were listed for the course, but it was apparent
that third-semester Typewriting was the prerequisite. This course gave
three hours credit, but the frequency of class meetings was not reported

(Tables XV and XVI).

SHORTHAND

Since schocls offered shorthand from one to five semesters and
gince its name varied from school to school, the course is listed aeccord-
ing to semesters., Dictation and Transeription is also included, as some
schools offered this ccurse the third semester, some the fourth, and
others the fifth,

First semester. Theory of Gregg Shorthand, reading shorthand,

taking simple dictation, and transeribing simple maferials were included
in this course., One school gave special emphasis to the construction of
shorthand outlines, A number of schocls stated that the course was not
open to those who had one year ef high school Shorthand, and no credit was

given until the second semester of work was completed.
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Most schools required that Beginning Typewriting, or the equiva-
lent, be taken previous to or concurrent with first-semester Shorthand.
English was required previously or concurrently by one school, unless
the student obtained the consent of the instruector.

Most colleges allowed three hours of credit for first-semester
Shorthand, according to Tables XVII and XVIII., Five Jjunior colleges
allowed five hours credit, and one degree-granting college only two
hours. Most colleges required five class meetings each week, although
clagses in one degree-granting college met four times each week and in

three met three times, as did such classes in two Junior colleges.

Second semester. This course was a continuation of first-semester

Shorthand and included a review of theory. BEmphasis was placed on build-
ing speed in dictation, with some work on mailable copy. One school sug-
gested it as a refresher course.

Prerequisites included completion of first-semester Shorthand
with a minimum grade of C or one year of high school Shorthand and
ability to use the typewriter; one school required second-semester Type-
writing. Some schools permitted the shorthand prerequisite to be waived
if the student passed an entrance sxsrination instead.

According to Tables XVII and XVITI, all colleges except two
granted three hours credit for second-semester Shorthand. The excep-
tions, one junior college and one degree-granting college, allowed five
hours and two hours credit respectively., Most schools required five

class meetings each week, with four junior colleges and four



TABLE XVII

SHORTHAND IN JUNIOR COLLEGES

CLASS MEETINGS HOURS OF
EACH WEEK CREDIT GIVEN

Course 2 3 N 5 2 3 b 5
First Semester 0 2 L 12 0 10 0 5
Second Semester 0 L 0 10 0 15 0 1l
Third Semester 0 5 0 g 0 12 0 0
Fourth Semester 0 1 0 0 0 6 0 0
Fifth Semester ) 0 0 0 0 ) 0 0
b —




TABLE XVIII

SHORTHAND IN DEGREE-GRANTING COLLEGES

52

CLASS MEETINGS

HOURS OF

EACH WEEK CREDIT GIVEN
Course 2 3 L 5 2 3 b 5
First Semester 0 3 1 8 1 11 0 0
Second Semester 0 L 1 7 1 11 0 0
Third Semester 0 7 1 L 3 9 0 0
Fourth Semester 0 1 0 3 3 1 0 Q
Fifth Semester 0 0 1 0 1 0 0 5]

o —
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degree-granting colleges requiring three weekly meetings and cne degree-
granting college four,

Third semester. This course emphasized improvement of speed and

accuracy in taking dietation and transeribing it with performance com=-
mereially acceptable in quality and quantity. Some schools specified

the course for those who previously had had one year of either college
or high school Shorthand. One college suggested it for those who had
completed two years of high school Shorthand, another for those who could
write at least sixty words a minute. Some colleges included more techni-
cal and specialized vocabulary than in previous shorthand courses.

Prerequisites agein included a minimum grade of C in second-
semester Shorthand. The requirement of second-semester Shorthand could
be waived by taking an examination. Some schools required third-semester
Typewriting with a2 minimum grade of C. Speed prerequisites inecluded a
dictation speed of seventy words a minute, although one sehool required
a dictation speed of eighty words a minute for five minutes with a type-
writing speed of forty words a minute.

All junior colleges and all except three of the degree-granting
colleges allowed three hours credit for third-semester Shorthand (Tables
XVII and XVIII). The other three allowed two honru._ The number of class
meetings each week varied somewhat more, as five junior colleges and four
degree=granting colleges required five class meetings each week, five
junior colleges and seven degree-granting colleges three class meetings,

and one degree-granting college four class meetings.



Fourth semester. This course included legal and technical

material as well as office-style dictation. Continued emphasis was
placed on speed and accuracy in transeribing, including proofreading,
correct English usage, punctuation, and capitalization.

Prerequisites were completion of third-semester Shorthand, or
the equivalent, with a minimum grade of C.

As shown in Tables XVII and XVIII, all junior colleges and one
degree-granting college allowed three hours credit for the course; three
degree-granting colleges allowed two hours. Three degree-granting col-
leges required five class meetings each week and one required three. The
one junior college reporting the number of weekly class meetings required
three.

Fifth semeste:. A continuation of fourth-gemester Shorthand with

further emphasis on transeribing rapidly, accurately, and in correct form
was the content of fifth-semester Shorthand.

Fourth-semester Shorthand, or consent of the instructor, was the
prerequisite in one school; another opened the course to students with
two years of high school Shorthand and Typewriting and a minimum grade
of C in these courses.,

One junior ecollege, which did not report the frequency of class
meetings, offered the course for three hours credit. One degree-granting
college, which required four class meetings each week, allowed two hours
eredit,
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OFFICE MACHINES

Offiee Machines included duplicating, transeribing, and calcu-
lating machines with some schools offering all three machines in one
course, some a combination of two, and others each machine in a separate
course. Some schools slso offered a separate course in one particular
machine so that greater skill could be gained.

Specifie machines in which training was offered included comp-
tometers, rotary calculators, adding machines, ten-key listing machines,
bookkeeping machines, posting machines, dupliecating machines, tran-
scribing machines, and electric typewriters. Courses usually consisted
of demonstrations and practice in operating the machines. One school
included job cost analysis for duplicating jobsj others included filing,

Few schools had eny prerequisites for the O0ffice Machines course.
Among those listed were one year of typewriting, at least one semester
of typewriting, a previous general machines course (prerequisite for a
specialized machines course), second-semester Typewriting, and Office
Practice or Retail Practice.

Credit for Office Machines varied greatly because of the various
types of courses offered, as indicated in the previous paragraphs.
Table XIX shows that eight junior colleges offered the course for three
hours credit, another eight for two hours, and four for one hour. Two
degree-granting colleges gave three hours credit; four, two hours; and
six, one hour, as shown in Table XX.



TABLE XIX

SECRETARIAL COURSES OTHER THAN TYPEWRITINC
AND SHORTHAND IN JUNIOR COLLEGES

CLASS MEETINGS HOURS OF
EACH WEEK CREDIT GIVEN

Course 1| 2 314 5|1 2| 3 4 | o
Office Machines o| 6|1 |0 |7 |uw|BE&]| B8O O
Secretarial Training 0 1 N 0 6 0 3 |13 0 o]
Accounting 0 0 5 1 3 0 0|11 1 0
Business Communications | 0 1 3 0 0 0 2 L 0 0
Economics 0 0 0 0 0 0 0 2 o) 0
Business Law 0 0 L 0 1 0 0 9 0  §
Filing 0 N 0 0 0 0 5 0 0 0
Introduction to Businesg O 0 2 0 0 0 1 3 0 0
Salesmanship 0 2 2 0 0 0 3 5 o] 0
Work Study Project 0 0 0 0 0 " 0 b 1 0 0




TABLE XX

SECRETARIAL COURSES OTHER THAN TYPEWRITING
AND SHORTHAND IN DEGREE~GRANTING COLLEGES
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CLASS MEETINGS HOURS OF
EACH WEEK CREDIT GIVEN

Course 1 2 3 l 1 4 3 L s
Office Machines LW | b | 2|1 6 | L | 2) 0] o0
Secretarial Training 0 5 1 0 L |10 1 0
Accounting 0 0 1 0 0 0 |10 0 8]
Pusiness Communications | O ? 6 0 0 3 3 0 0
Econemics 0 0 2 0 0 0 7 0 1
Business Law 0 0 3 0 0 1 8 0 1
Filing 1 1 0 0 1 1 0 0 0
Introduction to Business O 0 1 0 0 2 2 0 1
Salesmanship 0 0 0 0 0 2 2 0 0
Work Study Project 0 0 0 0 0 0 0 1 0

i
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According to Table XIX, seven junior colleges required five
class meetings sach week, six required two, and one required three. Four
degree-granting colleges (Table XX) required one class meeting each week;
four, two class meetings; two, three class meetings; and one, four class

meetings.

SECRETARIAL TRAINING

Schools had various titles for Secretarial Training, ineluding
Office Practice, Secretarial Procedures, Secretarial Techniques, and
Secretarial Training.

Office procedures, routines, and problems were the usual topics
in this course. Other elements of these topics frequently included were
personality and human relations, dictation and transcription, handling
mail, telephone service, telegrams, business etiquette, receptionist
work, business forms, and use of some office equipment and supplies.
One school placed special emphasis on secretarial wark in a church
office; another provided opportunity to learn the operation of the PEX
switechboard.

Typewriting was the most common prerequisite for Seeretarial
Training. Standards for the typewriting prerequisite ranged from a
typing speed of thirty-five words a minute to first~semester or third-
semester Typewriting or two semesters of high school Typewriting. Some
gchools required a minimum grade of C in the typewriting course. Other

prerequisites ineluded thirdesemester or fourth-semester Shorthand and
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Freshman English. A minimum grade of C was often required for the
shorthand prereguisite.

Two, three, or four hours of eredit were allowed for Secretarial
Training, as shown in Tables XIX and XX. Thirteen junior colleges and
ten degree-granting colleges gllowed three hours credit, three junior
colleges and four degree-granting colleges two hours, and one degree-
granting college four hours.

Of colleges reporting the number of weekly class meetings, six
junior colleges and one degree=granting college required five, four
Junior colleges and five degrea-granting colleges three, one junior
college and two degree-granting colleges two, and one degree-granting

college four class meetinga.
ACCOUNTING

A general description of the first-gemester Accounting course
included the theory and practice of modern accounting in the entire
accounting cyele, More specifiecally, class content included financial
statements, controlling accounts, opening and adjusting entries, colum-
nar jJournals, single and double entry, and work at the close of the
business period. Many schools used practice sets. Because of the nature
of the course, the content did not vary a great deal among schools.

The few prerequisites for this course included a recommendation
that Business Calculations be taken previously and, another, sophomore
standing,



Little variation was shown in the hours of credit allowed for
this course (Tablee XIX and XX). All junior colleges and degree-granting
colleges allowed three hours credit except one of the latter, which
granted four hours credit. Five junior colleges required three class
neetings each weekj three, five meetingsj and one, four meetings. The
number of class meetings required, three, was reported by only one

degree-granting college.
BUSINESS COMMUNICATIONS

Business Communicaticns ineluded courses in Business Correspond-
~ence and Business English. Ietter writing was the common content of
this course, including a study and analysls of various types of business
letters such as inquiry, applieation, collection, and eredit letters.
Some study of English and praectical psychology was also inecluded. A
few schools included oral communications--dictating, telephoning, and
speaking.

The most common prerequisite was first-semester Typewriting or
ability to type mailable copy. First-semester English was given as a
prerequisite by one school.

Two or three hours of eredit were allowed for this course, Four
junior colleges and five degree-granting colleges allowed three hours
credit; two junior colleges and three degree-granting colleges, two hours
(Tables XIX and XX). Little variation was shown in the number of class

meetings each week, with three junior colleges and six degree-granting
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colleges requiring three, and one junior college and two degree-granting
colleges two.

ECONOMICS

In this firgte-semester general economics course, practical and
theoretical economics were ftudied in a survey of the economic system,
including advantages and disadvantages of various business systems.
Other more specific items included a study of socialism, anarchism, com-
munism, capitalism, labor, wages, price establishment, most efficient
point of business operation, and the history and development of economic
thought. The course listed no prerequisites.

According to Tables XIX and XX, all except one degree-granting
college allowed three hours eredit far the course. The one exception
had five hours credit. Only two colleges, degree-granting, reported
the number of class meetings each week, which was three.

BUSINESS LAW

Business Law was a study of basic business laws to give the
student a knowledge of the legal rights and limitations in business.
Contracts, negotiable instruments, business organization, real and per-
sonal property, mortgages, title to real estate, sales, bailments, torts,
and corporations were specific items studied in this course. Economics
was the only prerequisite listed.
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Most schools allowed three hours credit for Business Law, as
shown in Tables XIX and XX. One junior college and one degree=-granting
college allowed five hours credit, and one degree-granting college two
hours., All schools had three class meetings 2ach week, except one junior
college, which required five.

FILING

Indexing and filing rules were studied in this course, and actual
practice was given to obtain a working knowledge of the various filing

systems: alphabetic, geographic, numerie, and subject. Many schools

included Filing in a machines course.

Most schools did not list any prerequisites for Filing, although
some listed first-semester Typewriting.

All schools allowed two hours eredit for the Filing course,
except one degree-granting college, which offered one hour eredit (Tables
XIX and XX)., Two weekly class meetings were required by all schools,

except one degree-granting college, which required only one.
INTRODUCTION TO BUSINESS

The course Introduction to Business provided a background for
buginess studies. Areas included were the place of business in economic
life, how business operates, business organization, production and dis~

tribution, and occupational information., No prerequisites were listed.
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Schools varied in the amount of eredit allowed for this course.
According to Tables XIX and XX, three junior colleges and two degree-
granting colleges offered three hours credit, one junior college and two
degree-granting colleges two hours, and one degree-granting college five
hours, The two junior colleges and one degree-granting college reporting

class meetings required three each week.

SALESMANSHIP

Fundamentals of salesmanship, relationship of advertising to
selling, techniques of selling, skill in personal persuasion, psycho-
logieal and physical reactions of the customer, improvement in appearance,
personality, mental attitudes, and technique of selecting sales appeals
were ineluded in the content of this course. No prerequisites were
listed,

Three hours credit was offered by five junior colleges and two
degree=granting colleges, and two hours by three junior colleges and two
degree-granting colleges (Tables XIX and XX). Of the four junior col-
leges indicating the number of class meetings required each week, two had

three class meetings and two had two,

WORK-STUDY PROJECT

This course was an on-the-job=training, praectical work experience.
Prerequisites ineluded Secretarial Training in some schools and second-

gemester Shorthand and Typewriting in others.
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According to Tables XIX and XX, three junior colleges offered two
hours eredit for the course, one allowed three, and one degree-granting

college offered four., No school indicated the number of class or work
hours required.

OFFICE ORGANIZATION AND MANAGEMENT

Principles and protlems in organizing and managing an office were
considered in tais course, with study from the management point of view.
Specific problems included the use of manuals, distribution of authority,
cost and control of office work, personnel policies, and office planning.
The one prerequisite found was fifteen hours of accounting and admini-
stration.

Two or three hours credit were allowed for the course, which was
given only in degree-granting colleges. One school required twe class
meetings each week, two schools required three.

SECRETARIAL ACCOUNTING

Accounting pecullar to a secretarial job in various types of
business was considered in this course, The one prerequisite listed
was a course in Business Mathematics,

The one junior college and one degree-granting college offered
the course and each allowed three hours eredit. One sechool reported that

three class meetings were required each week,
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BUSINESS ORGANIZATION

The content of Business Organization seemed to vary more than
that of most courses. A study of the different types and principles of
business organization were included. Other considerations dealt with
management: the opening and continued operation of a business, respon-
gsibility and accountability, and financial operation of business. Both
large and small businesses were considered. Prerequisites were first-
and second-semester Economics.

Two junior colleges allowed two hours credit for the course and
one allowed three hours, while one digru-granting college allowed two

" hours eredit and four allowed three. No school indicated the number of

class meetings required each week.

BUSINESS CALCULATIONS

The content of this course was designed to increase speed and
accuracy in fundamentael business calculations and to develop a famili-
arity with figures and their application to business problems. No pre-
requisites were listed.

Each of the two schools listing the course allowed three hours
credit, the one a Junior college, the other a degruv‘-gra.nting college.
One school indicated that i1t required three class meetings each week.



MARKETING

The marketing course concerned itself with the flow and distri-
bution of goods, market analysis, the middleman, costs, and methods of
marketing., Some prerequisites listed were first-semester Economics,
second-semester Economics, and Introduction to Business.

Only dcgru-granting' colleges offered the course, and all gave
three hours credit, except one, which gave five. MNo school indicated

the number of class meetings each week.
RECORDS MANAGEMENT AND OFFICE PROCEDURES

Bagic filing systems and secretarial procedures were the content
of this course. Prerequisites inecluded first-semester Shorthand, or the
equivalent, and sophomore standing, or the consent of the head of the
department. |

Three hours of credit were allowed for this course. There was

no indication as to the number of class meetings each week.
SUMMARY

This study indicated considerable uniformity in course content
among the various colleges, In Typewriting and Shortl.und, the content
of each semester, except the first, depended a good deal upon how many
additional semesters of the same course followed. Office Machines
included duplicating, transcribing, and ecaleulating machines, with con-

tent varying according to the machines offered in each course and the
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skill to be gained. Secretarial Training commonly included a study of
office procedures, routines, and problems, other items being added as
schools saw the need. Business Communications was most commonly con-
cerned with letter writing; however, a number of schools included oral
communications alsoc. The Work-Study Project varied to fit the needs of
students in each school., Business Organization varied more than most
courses in content. Accounting, Economics, Business Law, Filing, Sales~
manship, Introduction to Business, Office Organization and Management,
Secretarial Accounting, Business Caleulations, Marketing, and Records
Management and Office Procedures did not vary greatly from college to
college.

Except for first-gemester Typewriting and first-semester Short-
hand, the previous semester of the course was the common prerequisite
for Typewriting and Shorthand. Other prerequisites for the more advanced
courses ineluded a certain typing speed and certain dictation speed. It
was not uncommon teo require a grade of C in a previous Typewriting or
Shorthand course. For firste-semester Shorthand, Typewriting was a pre-
requisite or was required to be taken concurrently. Some of these pre-
requigites could be fulfilled by having completed like high school
courses. Two other ceurses, Secretarial Training and Business Communi-
cations, commonly listed Typewriting as a prerequisite. Work-Study
Project also had Typewriting along with Shorthand and Secretarial Train-
ing as prerequisites. Economics was a prerequisite for the Business

Organization and Marketing courses. Few courses listed the class of the
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student, the consent of the instruetor, or the consent of the head of
the department as a prerequisite. For the following courses few or no
schools listed any prerequisiteas Office Machines, Accounting, Economics,
Business Law, Filing, Introduction to Business, Salesmanship, Office
Organization and Management, Secretarial Accounting, and Business Cal-
culations. )

Three hours eredit for a Shorthand or Typewriting course was
most frequently allowed. The dﬂgﬂt-g.ranting colleges tended to restirict
credit for first-semester Typewriting to two hours. All other courses
most frequently earried three hours credit, although quite a few courses
carried two.

Beginning skill courses usually required more class meetings
each week than more advanced courses. Frequently, more weekly class

meetings were required than credit hours allowed. Other courses more

commonly met as many hours each week as the number of credit hours given.



CHAPTER VI

ENROLLMENTS, STANDARDS, AND TEXTBOOKS
IN SECRETARIAL SCIENCE PROGRAMS

In this chapter, the number of students enrolled in each course,
in each business department, in the entire sechool, classification of
students permitted to enrcll in the various courses, standards of

achievement, and publishers of the textbooks used will be considered.
ENROLLMENTS

Number 2£ students Eg each course. Table XXI lists courses

" given in the various schools as shown in the questionnaire. Table
XXIT indicates the number of schools reporting each ecourse.

Firstesemester Shorthand showed the largest enrollment, fifty-
eight, of any single course in private junior colleges. Second-semester
Shorthand had an enrollment of fifty, Business English thirty-eight,
Secretarial Procedures thirty-four, and first- and second-semester Type-
writing twenty-eight each.

Public junior colleges showed Accounting with a high enrollment
of 317 students. The courses with the next largest enrollments were
first-semester Typewriting with 268,\locondplemeateg_Typcuriting with
246, first-semester Shorthand with 148, second-semester Shorthand with
136, and Business Law with 136.

In the private degree-granting colleges, first-semester Typewriting
had 122 students, the largest enrollment for any one class. HNinety in



70

(Tl oFed uo *quoD)

8 0 0 ] 0 80TI0RL] TETIE]0I098
S 0 0 S 0 SeuTyoR)] TeTIe}eI008
A €1 0 ST 61 SuTiumoo0y TeTIEq8J008
T o) 0 1t 0 dpysveuseTes
€ 0 € 0 0 queuedeue) TOUUCSIS]
18 ee (84 52 (414 ®0T398Id ©9TFJO
% ¢ LT 0 0 0 quewsdeuel] #9TIIO
S8 0 14 09 0 SeUTYORH 90TJJO
€1 0 0 €1 0 J03ETNOTED UBATI(~-LB)
Oﬁ 0 mm. mm QH gsseutsng 09 ﬂo.ﬂvogo.ng
LT L8 0 SL et SutTTd
1€ 0 1T (o} (474 SOTWOUOdH
g1 0 o1 0 0 Jeoqewoqduo)
19T o 0 STT 0 ssutyowjl JurjETnOTE)
i1 0 o] 1T 0 soTysweylel ssauTsng
of 0 L€ € 0 BSUTYORl EessuTsng
91 sL 1 9T 0 me] sssupsng
o1 0 jerd RE g€ ystTdug ssaugsng
621 02t 6 ) 0 80UepUOdEarIo) esaUTENg
dw e 0 0 0 BUOTIBROTUMUALO) SSauLsSng
09T 09T 0 0 0 SUOTJENOTE) SSouUTENg
4 0 0 12 0 OT}SUL}TIY SSSUTENH
1S€ 0 of L1€ 0 Sutjumosoy
Te10] gadeTT0) sefeTT0D safeTT0D sedeTT0) g98JN00)
Surqueai-gaaieq Burqueai-seadsq JoTunp Joump

oTTand 29BATId oTIand 99BATId

o — —

STETTICO SYSNVY NI

SHSHNCD HDONATIDS TYINVIIHDES NI QUTIOCUNE SINIANLS J0 HIEWNN

IXY T74VL



Tl

656°¢ 126 sEL LS6°T €Ne =905
891 69 91 €9 0 (*weg pag) Juryrameddy
Ui 9 9L ofe 82 (*weg puz) SutyramedLy
et 02 ezt 892 8 (*weg q8T) BuryTamedLy
o1 91 0 0 0 uotidTIosuBay
én 6 82 ¢ 2t seuTyoey AutqISUBRI]
TOT T LT 8s 8 (°weg pag) puemIoys
£ne 19 06 oET 0s (*weg pug) pueylIoyg
gheE ns 88 gt 8s (*weg 98T) puewpIoys
661 €n 19 19 nE seJnpedol] TeTIe}eloes
18201 sedeTT0D sedaTT0) ssder10) goletT0) £98JN07)
Furquead-saxlag Furqueai-ssadeq JoTunp JOTUnf
oTTand e1eATAd oTTand ©BATI]

( ﬁﬁgﬁ.ﬂ.ﬂoov IXX #I4vl



72

VA A~~~ 0N A O AN OV WV AH I AN

DO HOO0OHOONOONODOOCOAHOOAO

(€L ®%ed uo *quo))

MFOOOHFAMAHAMO0OO0OHAHAOCHONOAHOCO
MNHOoOOoOONSFTHHN IO NMAMO O M
O00O0O0ONOCOOO0OHAHHMOOO0OHOOAHD

SOUTIE} TETJIEq8.J008
umumoooy TeTJIE}8J008
drysususeTesS
quouaieue)| TOUUOS.JIS]
99T308dd ©9TJJ0
quewelwuel ©91JJ0

' SSUTYOEH @9TJI0
J0ETNOTE) UeA TI(=Lo)
EEQUTSNg 09 UWOTYIMpoIIul
ButTHd

S9TWOU oY

Jeqeuoqduo)

seuTyory SuT}eTNOTED
SOTJRWRY1B SSeuUTsnNy
SeuTUOw SssuTsng

HET] sseuTeng

ysT18ug sseuysng
aouepuodseaIo) sseuTsug
SUCTIBOTUNUMO) SSIUTSNE
SUOTETNOTED Sseuteng
OTISUWI}TIY SsouUTENg
JuTyuncaoy

3

saZeTT0D

saleTT0) sedarT0) s28eTT0)

Butqueai-eagde( Surausad-saaieq Jopump Jotunp

oTTand

91 EATId ATTaNd 93BATId

S98.aIN0YH

|

SISHNOD OIJI0EdS NI CITIOUNI
SINIONLS ONILHO4TY SIDETI0N 40 ¥IEWAN

IIXX 14Vl



73

261 2€ 09 8l 22 Te30]
ot € 4 S 0 (*weg pag) BumramedLy
61 £ 9 el ¢ ( *wog puz) FuryramedL]
LT T 8 9 2 (*weg 9sT) SupyTamedL]
T ¥ 0 0 0 voTydiIosue]
n g 2 ) T seuTyoey FuTqrIosueI]
g £ i 9 T (*weg pIg) pueyyIOyg
22 € 6 L € (*weg pugz) pueylIOyg
e € 01 8 £ (*weg 318T) puewRIOYUS
IA S n S S € SaTpedold TeTJIE}eI08s
T 0 ) c P0T0RIJ TETJIE}aI008
Te%0lL sedeTT0D sefeTT0D sadayTo) saderT0) se8Jno)
Sumqueald-eexde( Furquead-oaaleq JoTunf Jounp
a11aNd ereATad oTTand oleATI

(penuTauod) TTYX TTIVI



b
gecond~geme ster Shorthand, eighty-eight in first-semester Shorthand,
gseventy-six in second-semester Typewriting, and sixty-one in Secretarial
Procedures were the next highest enrollments for individual courses.

The public degree-granting colleges showed the highest enrollment
in Business Calculations with one hundred sixty. Business Correspondence,
Filing, Pusiness Law, and third-semester Typewriting followed with enroll-
ments of one hundred twenty, eighty-seven, seventy-five, and sixty-nine,
respectively.

In the total course enrollments in all colleges, first-semester
Typewriting showed the largest group with 438 students, 1l.l per cent
of all those in secretarial science courses as shown in Table XXI. The
next largest enrollments were Lll, or 10.5 per cent, in second-semsster
Typewriting; Accounting with 357, or 9.0 per centj first-semester Short-
hand with 348, or 8.8 per cent; and second-semester Shorthand with 343,
or 8.7 per cent.

In checking the rank of courses according to enrollment for all
colleges against the rank for individual types of colleges, it was noted
that rankings were somewhat similar, except for the public degree~
granting colleges. None of the courses ranking among the first five in
total enrollment ranked in this same group for the public degree-granting
colleges (Table XXIII). | .

Of the total enrollees in specific courses at various schools,

private junior colleges had 3L3 or 8.7 per cent, public junior colleges



75

*efeTT00 Jo odfy yoee UT @SJIN0D JO Jued 93BOTPUT SIequmy
*5089TT00 TT® UT JUBJ JO JOPJO UT 8Je UumT0d ,S98Jn00, OU} UT POIST] SOSJIN0D SATJ ISJITJ oYL,

e

P———

(*weg pag) FupyramedLy

S - - -
€ - - - ButTnd
2 - - = souepucdsalIo) eseUTENY
T o - - BUOTIETNOTED SsauTseng
n - ] “ neq] sseutsng
- S - | g0JInpedold TeT.IeqeJ0eg
- - - £ ysTTfug sseugeng
- b4 s 2 (*weg pug) pusylIOyS
- € m T (*wes 38T) pueujsoyg
- - 1 - Surqunoooy
- L € S (*weg pug) 3uryramediy
- T Z S (cweg 987) Fuyypamadiy
seSerT0D gsefeTT0D seday10D safaTT0) g08In0)
futqgueai-gesdeq Surqueai-esadeq Jopunp Jopunp
2TTand S1EATA] oTTand SIEBATI]

#8ISHN0D 40 SONINNVH J0 NOSTHVIWOD

ITIXX TIEVL



76
1,957 or L9.4 per cent, private degree-granting colleges 735 or 18.6

per cent, and public degree-granting colleges 92 or 23.3 per cent,

Number of students enrolled in business departments. Enrollments

in business departments of the colleges studied are shown in Table XXIV.
In all colleges reporting, there were 1,539 men, or 58.2 per cent, and
1,105 women, or 41.8 per cent, a total of 2,6L4ly students, in these
departments. This compares with total enrollments in these same colleges
of 14,709 students: 8,523 men and 6,186 women, as shown in Table XXV.
These figures show that 18,1 per cent of the men and 17.9 per cent of

the women were enrolled in the business departments. Of the total enroll-
‘'ment of men and women in these colleges, 18.0 per cent were enrolled in
the business departments.

In private junior colleges, 6.9 per cent of those enrolled in the
business departments were men and 53.1 per ceant were women. Of the total
enrollment in these colleges, 10.8 per cent of the men and 9.1 per cent
of the women were enrolled in the business departments. The total in the
business departments represented 9.3 per cent of the total private junior
college enrollment.

Enrollment in business departments of publiec junior colleges was
51.2 per cent men and 4B8.8 per cent women. Fifteen and eight-tenths per
cent of all men and L2.6 per cent of all women enrolled in the schools
were in the business departments. Of the total enrollment, 22.8 per cent

were in the business department.
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In private degree-granting colleges, 51.7 per cent of those
enrolled in the business departments were men and 48.3 per cent women.
Of the total enrollment in these colleges, 15.1 per cent of the men and
14.0 per cent of the women took courses in the business departments. Of
the total students enrolled in private degree-granting colleges, 1L.5
per cent were enrolled in these departments.

Students in business departments in public degree-granting col-
leges consisted of 62.0 per cent men and 38.0 per cent women. Of the
total college enrollment, 19.9 per cent of the men and 18.6 per cent of
the women, or 19.L per cent of all students, were enrolled in the busi-
ness departments.

An analysis of figures for freshmen, sophomores, juniors, and
seniors follows., Freshmen accounted for 42.5 per cent of students
enrolled in business departments of all colleges. Sixteen per cent of
freshman men and 17.8 per cent of freshman women were enrolled., Of
total freshmen enrolled in business courses, LL.7 per cent were men and
55+3 per cent women, Of all students enrolled in business departments,
2.1 per cent were sophomores. Of total sophomore men and women, 20.8
per cent and 19,4 per cent, respectively, were enrolled in business.
Sixty and two-tenths per cent of all sophomores enrolled in business
departments were men and 39.8 per cent women. Of totul students in busi-
ness departments, juniors represented 18.5 per cent. Twenty-four and
eight-tenths per cent of the total junior men took business courses, as
did 11,2 per cent of the junior women. Men made up 76,6 per cent of the

juniors enrolled in the business departments and women 23.4 per cent.
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Seniors represented 13.2 per cent of the students in business. Of total
senior earollment, 21l.L per cent of the men and 10.1 per cent of the
women took business courses. Seventy-three and nine-tenths per cent of
the seniors in the business departments were men and 26.1 per cent women.

Special students made up 3.2 per cent of the total students in

business departments. Of special students, 2.6 per cent of the men and
L O per cent of the women were enrolled in the business departments.
Forty-seven and eight-tenths per cent of the special students in the

business departments were men and 52.2 per cent women.

Students permitted to enroll in courses. Separate tables for

- private junior colleges, public junior colleges, private degree-granting

colleges, and public degree-granting colleges show the classification of
students permitted to enroll in specific courses. Tables XXVI through
XXIX show how many schools reported the above information.

In private junior colleges, sophomores were permitted to enroll
for any of the courses listed; freshmen in any except third-semester
Shorthand, as shown in Table XXVI.

Public Jjunior colleges, too, placed few limitations on the
classification of students permitted to enroll for various courses,
according to Table XXVII. Most of these schools permitted students to
take these courses either as freshmen or lophomom.. Usually, there
were limitations only for sequence courses such as first-semester,
second-gemester, and third-gemester Shorthand, in which the time ele-

ment restrinted the enrollment.
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TABLE XXVI

CLASSIFICATION OF STUDENTS PERMITTED TO ENROLL IN SECRETARIAL SCIENCE
COURSES IN PRIVATE JUNIOR COLLEGES™

Name of Course Freshmen Sophomores Juniors Senliors

Business English 2 2 0 0
Calculating Machines ) 1l 0 0
Duplicating Machines 1 1 0 0
Filing 2 2 0 0
Secretarial Accounting 1 1 0 0
Secretarial Procedures 2 3 0 0
Shorthand (lst Sem.) 2 2 0 0
Shorthand (2nd Sem.) 2 2 0 0
Transcribing Machines 2 2 0 0
Typewriting (lst Sem.) 1 1 0 0
Typewriting (2nd Sem.) | 1 0 0
Introduction to Business 1 5 4 0 0
Accounting 1 1 0 0
Economics 1 1 0 0

#Number indicates number of schools reporting in this category.
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TABLE XXVII

CLASSIFICATION OF STUDENTS PERMITTED TO ENROLL IN SECRETARIAL SCIENCE
COURSES IN PUBLIC JUNIOR COLLEGES*

|

Name of Course Freshmen Sophonores Juniors Seniors

Business Machines
Key=Driven Calculator
Offlice Practice
Buginess Arithmetic

Business English 1 - § 0 0
Caleculating Machines 6 7 0 0
Filing L 5 0 0
Secretarial Accounting 1 1 0 0
Shorthand (lst Sem.) 11 9 0 0
Shorthand (2nd Sem.) 9 8 0 0
Shorthand (3rd Sem.) 6 8 0 0
Typewriting (lst Sem.) 8 7 0 0
Typewriting (2nd Sem.) 8 7 0 0
Typewriting (3rd Sem.) é 7 0 0
Business Correspondence 1 1 0 0
Introduction to Business N 2 0 0
Accounting 5 5 0 0
Business Law k N 0 0
Secretarial Machines 1 1 0 0
Salesmanship 1 1 0 0

2 2 0 0

1 1 0 0

. B 1l 0 0

1 1l 0 0

*Number indicates number of schools reporting in this category.
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The degree-granting colleges were more restrictive as to classi-
fication of students permitted to enrcll in various courses. Such
restrictions were due to the general rule that freshmen and sophomores
take only lower level courses.

Secretarial Accounting and Business Machines were restricted to
freshmen and sophomores in private degree-granting colleges. Office
Practice, Introduction to Business, and Accounting were limited to fresh-
man, sophomore, and junior students., Economlics was listed as being
limited to sophomere, junior, and senior students, and Business Law and
Personnel Management were limited to juniors and seniors (Table XXVIII).

Public degree-granting colleges followed much the same pattern in
the classification of students permitted to enroll, as did the private
degree-granting colleges. Secretarial Accounting, Office Hnn‘hinn, and
Business Calculations were open to freshmen and sophomores. Secretarial
Procedures and Business Communications were limited to freshmen, sopho-
mores and juniors, while Business Law and Office Management were limited
to Juniors and seniors. Transeription was available to sophomores and
seniors (Table XXIX).

Summary. Typewrlting and Shorthand were among the five courses
having the largest enrollment in all types of colleges except for the
public degree-granting colleges, Third-semester mpo;ritlng was fifth
in the number of students eanrolled in public degree-granting collsges.
In all colleges combined, first-semester Typewriting, second-semester

Typewriting, Accounting, first-semester Shorthand, and second-semester



TABLE XXVIII

CLASSIFICATION OF STUDENTS PERMITTED TO ENROLL IN SECRETARIAL SCIENCE
COURSES IN PRIVATE DEGREE-GRANTING COLLECES*

— ———

Name of Course Freshmen Sophomores Juniors Seniors

Business English
Calculating Machines
Duplicating Hachines
Filing

Secretarial Accounting
Secretarial Procedures
Shorthand (lst Sem.)
Shorthand (2nd Sem.)
Shorthand (3rd Sem.)
Transeribing Machines
Typewriting ém Sem, )
Typewriting (3#d Sem.)
Business Correspondence
Office Practice
Introduction to Business
Aecounting

Comptometer

0ffice Machines
Business Law

Business Machines
Economles

Personnel Management

OOHOHHHHHHuG’\OuMSSF’HMNuH
OQHFEMFFPFPMHFFPMMNMERDWOOWEDD M oMW
HHEHOHMEMFFFREOONE SO0 W
" PROHFFHFOOONFUWONWN~NWVOHFMNN

*Number indicates number of schools reporting in this 'oat.ogory.
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TABLE XXIX

CLASSIFICATION OF STUDENTS PERMITTED TO ENROLL IN SECRETARIAL SCIENCE
COURSES IN PUBLIC DEGREE-GRANTING COLLECES*

Name of Course Freshmen Sophomores Juniors Seniors

Caleculating Machines
Duplicating Machines

Filing

Secretarial Accounting
Secretarial Procedures
Shorthand (lst Sem.)
Shorthand (2nd Sem.)
Shorthand (3rd Sem.)
Transcribing Machines
Typewriting (1lst Sem.)
Typewriting (2nd Sem.)
Typewriting (3rd Sem.)
Business Correspondence
Office Practice

0ffice Machines
Business Calculations
Business Law

Business Commnications
0ffice Management
Transcription

COCOFFMFMOWEFWHFWEFOMHKFMFHN
ONHMHOOMHMNWWNFEWWH QO M H
HPRHEFOOMMFWWNFWWWN O M

HOHOHFMFNOEFWONWWWH H M-

#Number indicates number of schools reporting in this category.
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Shorthand had the largest enrollments. These courses were also offered
by more of these schools (Figure 2, page 3L).

Business departments in all types of colleges enrolled 18.0 per
cent, almost one-fifth of the total school enrollments. Public colleges
followed this pattern, with 22.8 per cent of junior college students and
19.k per cent of degree-granting college students enrolled in business.
Private schools showed a smaller enrollment in business departments. Pri-
vate junior colleges had 9.0 per cent enrolled, and private degree-
granting colleges 1.5 per cent. All colleges, except the public junior
colleges, had more men than women enrolled. Freshmen accounted for the
largest percentage of students in the business departments, and seniors
the smallest. All classes except freshman showed & greater percentage
of men than women emrclled in business departments. The percentage of
men steadily increased from class to class, with a proportionate drop
in the percentage of women.

There were few limitations on classes permitied to enroll, The
sequence of courses, such as consecutive semesters of Sngrthand, caused
many of these limitations. In degree-granting colleges, some courses
were intended for freshman and sophomore students or jumlor and senior

students, In these instances, enrollment was limited to these classes.

STANDARDS OR REQUIREMENTS

As shown by the tables in this section, standards for Shorthand,

Typewriting, and other courses were infrequently reported. This may be



a7
because many instructors hesitate to set exact numerical standards
because of variations which occur. BSuch a view was expressed by one
instructor in an interview.
The standards given for Shorthand did not indicate time limits,
type of material, accuraecy in timing, or arrangement of transcribed
materials.l Schools did not report the time or type of material on

which Typewriting standards wers based.

Shorthand. Shorthand standards for the various types of colleges
are given in Tables XXX through XXXIII.

Private junior colleges reported shorthand standards as given in
Table XXX, Fifty words a minute in one school and sixty words a minute
in another were high and low variations in requirements for first-
semester Shorthand, The transcription rate reported by one school was
thirty words a minute for first-semester Shorthand. For the second
semester, these same schools required seventy words a minute and eighty
to one hundred words a minute dictation speed. Again, one achool
required a transcription rate of forty words a minute. For the third
semester, one school required a dictation speed of one hundred toc one
hundred twenty words a minute.

The public junior colleges, as shown in Table XXXI, required a

sixty word a minute dietation speed for first semester. Transceription

1Rida Duckwall, "Measuring Transeription Rate," UBEA Forum,
13:21, November, 1958,



TABLE XXX

SHORTHAND STANDARDS OR REQUIREMENTS
IN PRIVATE JUNIOR COLLECES

Dictation Transeription
Shorthand Words A Words A
Course Minute Minute Remarks
First Semester 50 30
60=80
Second Semester 70 4O
30100

Third Semester 100=120
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rate showed more variation, from a low of ten words a minute to a high
of forty. Only two dictation speed requirements, sixty and eighty
words a minute, were reported for second semester. Transcription
speed varied more: ~fifteen, twenty-five, and fifty words a minute.
Standards for dictation speed in third-semester Shorthand were eighty,
one hundred, and one hundred to one hundred twenty words a minuts.
Transcription rate standards in words a minute for this same semester
were gixty, thirty-five, and fifteen and up. Some schools indicated
their poals in the "remarks" column in Table XXXI. One remark was "Do
not measure exactly. Expect students to take dictation 100-120 words
per minute and transcribe usable or mailable material at not less than
‘25 words per minute."

According to Table XXXII, the private degree-granting colleges
varied econsiderably in their standards for Shorthand. For first-
semester Shorthand, dictation standards fluctuated from forty-five to
fifty words a mimute to eighty words a minute. Transeription rates
were twenty and twenty-five words a minute. Diectation variations for
second-semester Shorthand ranged from sixty words a mimute for five
minutes on new material to one hundred to one hundred twenty words a
minmute.s Transeription rates were given as twenty, twenty-five, thirty,
and thirty-five words a minute for second-semester Sherthand., Third-
semester standards varied from eighty words a minute for five minutes

on new material to one hundred twenty words a minute, Transeription
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rates were thirty and forty words a minute. Remarks concerning standards
were given by one school (Table XXXII).

The public degree-granting colleges showed less variation in
their shorthand standards (Table XXXIII). Dictation speeds were fifty
and sixty words a minute for first-semester Shorthand. One college
reported fifteen words a minute for a transeription speed for this
course. Standards in dictation for second-semester Shorthand were eighty
words a minute, except for one school, which required eighty to one
hundred words. Transeription rates for this same semester were ten and
twenty words a minute. For third-semester Shorthand, one hundred words
a minute was the dictation standard except for one sehool, which required
one hundred ten to one hundred thirty. Transcription speeds ranged from
twelve to thirty-five words a minute. One school required a dictation
rate of one hundred twenty words a minute and a transeription rate of
sixteen words a minute for fourth-semester Shorthand. The remarks in
Table XXXIIT give additional indications of standards in the publiec

degree-granting colleges.

Typewriting, Tables XXXIV through XXXVII give the typewriting
standards for the various colleges.

Standards for first-semester Typewriting in private junlor col-
leges were forty and forty-five gross words a minute, and one school
required thirty-eight net words a minute. For second-semester Type-

writing, these schools reported fifty and fifty-five gross words a
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mimute and forty-eight net. One private junior college reported a
standard of sixty gross words a minute for third-semester Typewriting
(Table XXXIV).

The public junior colleges reported thirty gross words, twenty-
five correct words, and twenty and twenty-five net words a minute for
first-semester Typewriting. As shown in Table XXXV, standards for
second-semester Typewriting were forty gross words, forty correct words,
and thirty and forty-flve net words a minute, Third-semester Typewrit-
iné standards were fifty gross words, fifty correct words, and forty net
words a minute.

Table XXXVI gives the standards for Typewriting in private
degree-granting colleges. WNo school reported a gross-words-a-minute
standard for first-semester Typewriting, while net words a minute
ranged from twenty-five to thirty-five. For second-semester Typewrit-
ing, one school reported a standard of fifty gross words a minutej; net=-
words-a-minute standards for the same semester were thirty, fifty, and
fifty-five, A gross-words-a-minute gtandard of sixty-five was reported
by one school for third-semester Typewriting. Forty and sixty net words
were also reported for this course. Remarks concerning standards are
given in Table XXXVI.

Public degree-granting colleges reported standards for Type-
writing as shown in Table XXXVII. Illo gross-words-a-minute standard was
reported for first-semester Typewriting., DMNete-words-a-minute standards

were twenty-five and thirty. For second-semester Typewriting, cne
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TABLE XXXIV

TYPEWRITING STANDARDS OR REQUIREMENTS
IN PRIVATE JUNIOR COLLEGES

, Gross Net
Typewriting Words A Words A
Course Minute Minute Remarks
First Semester Lo 38
L5
Second Semester 50 LB
55

Third Semester 60




96

TABLE XXXV

TYPEWRITING STANDARDS OR REQUIREMENTS
IN PUBLIC JUNIOR COLLEGES

Gross Net
Typewriting Words A Words A
Course Minute Minute Remarks
First Semester 30 25 "These are average rates.”
25% 20
Second Semester 40 45 "These are average rates."
Lo* 30
Third Semester 50 Lo "These are average rates.”
50%

#Correct words a minute.



TABLE XXXVI
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TYPEWRITING STANDARDS OR REQUIREMENTS
IN PRIVATE DEGREE-GRANTING COLLEGES

I

Remarks

Gross Net

Typewriting Words A Words
Course Minute Minute

First Semester 25

30

Second Semester 50 30

50

55

Third Semester 65 Lo

"Not more than 5 errors."
"35 min. for a 'C' 50 for an
TR

"Not more than 5 errors."
"Each should increase speed.
We stress accuracy the 2nd
semester, but also have timed
writing and encourage stu-
dents to increase speed."

"Not more than 5 errors."

H




TABLE XXXVII

TYPEWRITING STANDARDS OR REQUIREMENTS
IN PUBLIC DEGREE~GRANTING COLLEGES

Gross Net
Typwriting Words A Words A
Course Minute Minute Remarks
First Semester 25 "Maximum of 3 errors on each
30 test."
30
Second Semester 50=60 L0 "Maximum of 3 errors on each
L3 test."
50
50-60
Third Semester 50 "and production standards on
504 various projects."
60=70 "Maximum of 3 errors on each

63 test.”

i
fl
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school reported fifty to sixty gross words a minute. WNet words a
minute varied between forty and fifty to sixty words a minute. Sixty to
gseventy gross words a minute were reported as a standard for third-
semester Typewriting by one school. HNet-words-a-mlnute standards ranged
from fifty to sixty-three. Other comments concerning standards are given
in Table XXXVII.

Other courses. Standards for other courses given by schools were

one hundred thirty lines an hour on the dictaphone and 95.0 per cent
accuracy on the complometer. One school stated that a student "must
maintain a grade C in all secretarial subjects and an overall average of

C to be eligible for a certificate.”

Sumary, Standards for Shorthand varied somewhat from sshool to
schools Dictation speed for first-semester Shorthand was most commonly
gixty words a minute. The public colleges gave this as a common stand-
ard, although private schools deviated considerably from a common stand-
ard., Private degree-granting colleges showed the greatest deviation in
required dictation gpeed for second-semester Shorthand. All other col-
leges indicated little variation, with eighty words a minute the most
common standard. One hundred words a minute dictation speed was common
for third-semester Shorthandj however, the transecription rate for this
course was least consistent among all colleges.

A gross-words-a-mimute requirement for Typewriting was infre-
quently reported in degree-granting colleges. In Junior colleges, the



private schools had a gross-words-a-minute standard about ten words
higher than did the public junior colleges for all semesters of Type-
writing, Twenty-five or thirty net worde 2 minute was a somewhat com-
mon standard in all colleges for first semester Typewriting. Net-words-
a-mimute standards for second- and third-semester Typewriting showed a
wide range even within one type of college. Other standards for Type-
writing were based on the number of errors in a test and production

speed.
TEXTBOOKS

A comparison of Tables XXXVIII, XXXIX, XL, and XLI indicates
that two publishing companies supplied most of the books used in various
secretarial science courses.,

In the private junior colleges, McGraw-Hill Publishing Company
supplied books for eleven courses, Southwestern Publishing Company for
nine, H. M. Rows Company for three, and Moody Press for one (Table
XXXVIII).

The textbooks of six publishers were used in courses in public
junior colleges. Books for nineteen courses were published by South-
western, for nine by MecGraw-Hill, and for two by Prentice-Hall, Inc.

He M. Rowe, D. C. Heath & Company, and the Felt and Tarrant Manufactur=-
ing Company each published one textbook for one course (Table XXXIX).

In the private degree-granting colleges, McGraw-Hill and South-

western each published the textbooks used in twelve courses. H. M. Rowe
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TABLE XXXIX

PUBLISHERS OF TEXTBOOKS USED IN PUBLIC JUNIOR COLLE

VeGraw=-Hill Southwestern
Pub, Co. Prentice- H. M. Rowe Publishing

Name of Course (Gregg) Hall, Ine. Company Company

Business Arithmetic
‘Business English
Business Law
Business Machines
Calculating Machines
Duplicating Machines

Filing
Intro, to Business &
Business Admin,
Key-Driven Calculator
Office Machines
Office Practice
Salesmanship
Secretarial Accounting
Seeretarial Machines
Secretarial Practice
Secretarial Frocedures
Shorthand (1st Sem.)
Shorthand (2nd Sem,)
Shorthand (3rd Sem.)
Typeuriting (1st Sem.)
Typewriting (2nd Sem.)
Typewriting (3rd Sem.)

e =
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#Numbers indicate schools using the textbook of that publisher,
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TEXTBOOKS USED IN PRIVATE DEGREE-GRANTING COLLEGES#*
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H. M. Rowe Publishing
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TABLE XL
PUBLISHERS OF TEXTBOOKS USED IN PRIVATE DEGREE-GRANTIN

Allied American MeGraw-Hill Southwestern
Publishers, Book Pub. Co. H. M. Rowe Publishing D. C
Name of Course Ine. Company (Gregg) Company Company &

-
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#lumbers indicate schools using the textbook of that publisher,
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PUBLISHERS OF TEXTBOOKS USED IN PUBLIC DEGREE-GRANTING COLLEGES#
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#Numbers indicate schools using the textbook of that publisher.
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textbooks were used in five courses and A. B. Dick Company books in two.
Five other publishers each furnished a textboock used in one course
(Table XL).

The public degree-granting colleges followed a pattern of text-
book use similar to that of other colleges. Textbocks for eleven courses
were published by Southwestern, for seven by McCraw-iill, and for three
by Prentice~Hall. Other companies publishing textbooks for one course

were A. B, Dick, H. M. Rowe, and Irwin Company.

Summary, Textbooks were supplied by fourteen different pub-
lishers. Of these fourteen, two supplied more books than did the remaine-
ing twelve, Since all schools taught the same shorthand system, one
company provided the textbook for at least the first two semesters of
Shorthand in all colleges. In one instance, the instructor wrote her
own textbook.



CHAPTER VII

SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS

SUMMARY

This study coneerned itself with the status of secretarial
science courses and programs in Kansas junior and degree-granting col-
leges.

Of the forty-two colleges in Kansas, all except two offered
secretarial science courses and twenty-five stated that they offered
a secretarial science program. Colleges offering such programs inecluded
‘two private junior colleges, eleven public junior colleges, seven pri-
vate degree-granting colleges, and five publia degree-granting colleges.

Eighty-nine fulletime and thirty-one part-time instructors, or
a total of onme hundred twenty, were reported in business departments.
Of these, seventy-five were men and forty-five women., Men outnumbered
women instructors in all types of colleges except public Junior col-
leges, where there were thirteen men and seventeen women.

Of one hundred seven degrees held by teachers, seventy-eight
had a master's, fifteen a doctor's, thirteen a bachelor's, and one a
professional degree. .

The average years of teachins experience for each instructor
were just over thirteen. One teacher had fifty years teaching experi-

ence and six had one year each. Junior college teachers averaged
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slightly more than seventeen years each and those in degree-granting
colleges averaged about elefen years.

Only sixteen teachers had no business experience, while seventy-
four had at least some. Teachers in all types of colleges averaged from
three to four years business experience each. Teachers in private
Junior colleges showed the least and teachers in private degree-granting
colleges the most,

0f the thirty-one colleges reporting the length of e¢lass periods,
all except nine reported fifty minutes., Of these nine, six had fifty-
five minute and three had sixty minute periods.

Office Machines and firste-semester Shorthand were the most fre-
quently taught classes in the secretarial science programs in all col-
leges; they were taught in twenty institutions. Public degree-granting
colleges offered the widest range of courses in their secretarial sci-
ence programs.

Most of the secretarial science programs, twenty-one, were
arranged to be completed in two years, about half as many in one year,
and one-third as many in four years. There were no three-year pro-
grams. Certificates or diplomas were given only upon completion of
two~-year and four-year programs.

The content of courses showed a good deal of similarity in the
various colleges. Content in Typewriting and Shorthand courses depended
upon how many semesters were taught. The Office Machines course varied

according to the machines available and the skill to be gained. Included
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in the course were duplicating, t?meribing, and ealculating machines.
The content of Secretarial Training included office procedures, routines,
and problems and varied aeccording to the needs of individual schools.
Letter writing was the most common concern in Business Communications,
with some schools including oral communication. The Work-Study Project
was varied to fit each school and its students. Business Organization
had more variation of content than did most other courses. A good deal
of similarity in content was shown for courses in Accounting, Economics,
Business Law, Filing, Salesmanship, Introduction to Business, Office
Organization and Management, Secretarial Accounting, Business Calcula-
tions, Marketing, and Records Management and Office Procedures.

Prerequisites for Typewriting and Shorthand were the previous
semesters of these courses. Other prerequisites included certain speeds
in Typewriting and Shorthand, or a grade of C. Typewriting was a common
prerequisite for Shorthand, Secretarial Training, and Business Communi=-
cations. At least some of the prerequisites could be fulfilled by the
completicn of like courses in high school. Prerequisites for the Worke-
Study Project were Typewriting, Shorthand, and Secretarial Training.
Econemics was a prerequisite for both Marketing and Business Organiza-
tion. Few schools listed prerequisites for the following courses:
Office Machines, Accounting, Feconomics, Business Law, Filing, Introduce-
tion to Business, Salesmanship, Office Organization and Management,

Secretarial Accounting, and Business Calculations.
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Three hours credit was most frequently allowed for courses, with
two hours being allowed for others. Typewriting and Shorthand courses
most freguently carried three hours credit. Degree=-granting colleges
tended to allow only two hours credit for first-semester Typewriting.

Except for skills courses, classes met as many hours each week
as the number of credit hours. Beginning skills courses frequently
required more class meetings per week than did the more advanced courses.

The five courses with largest enrollments were first-semester
Typewriting, second-semester Typewriting, Accounting, firstesemester
Shorthanud, and second-semester Shorthand. Private junior colleges, pub-
lie junior colleges, and private degree-granting colleges usually had
their largest enrollments in those courses. Public degree-granting col-
leges varied considerably from this pattern.

Eighteen per cent of all college students were enrolled in the
business departments. Of these, 53.2 per cent were men and 41.8 per
cent women. Public junior colleges had 22.8 per cent of their total
enrollment in business departments. This was the highest percentage
for any type of college. Public degree-granting colleges had 19.4 per
cent of their students enrolled in business departments, private degree-
granting colleges 1lh.5 per cent, and private junior colleges 9.0 per
cent. Over half of the students in business departments were men,
except in the private junior colleges. In total school enrollment,
men outnumbered women considerably. Freshmen accounted fo:f the

largest percentage, almost half, of the enrollment in the business
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departments, while in the total college enrcllment they accounted for
only 37.L4 per cent, or about one-third.

There were few limitations as to the classification of students
permitted to enroll in any except sequence ecourses. Degree-granting
colleges usually limited freshmen and sophomores to lower level courses,
and juniors and seniors to upper level.

Standards for dictation in Shorthand were from forty-five to
eighty words a minute for the first semester, sixty to one hundred tweanty
for the second semester, and eighty to one hundred thirty for the third
semester. Standards for transcription were from ten to thirty words a
minute for the first semester, fifteen to fifty for the second, and fif-
teen to sixty for the third.

Grosse-words-a-minute standards in Typewriting were thirty to
forty-five words a mimute for the first semester, forty to sixty for the
second, and fifty to seventy for the third. Net-words-a-minute standards
were twenty to thirty-eight for the first semester, thirty to sixty far
the seeond, and forty to seventy for the third.

The majority of the textbocks used in secretarial science courses
were published by two ccmpanies.

CONCLUSIONS

From the analysis of data gathered for the study of this problem
come the following conclusions:

There is ample opportunity for students in Kansas colleges to
study secretarial secience.
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Instructors are adequately prepared and with their teaching and
business experience are capable of understanding the needs of students
planning for a career. Teachers in private degree-granting colleges
would do well to continue their education as doctor's degrees are more
limited in these institutions.

Degree-granting colleges have a higher percentage of full-time
teachers in their business departments than junior colleges, thereby
strengthening these departments. Among degree-granting colleges, pub-
lic schools have more full-time teachers than private schools, thus
having stronger departments.

More eollogg instructors hold the master of arts degree than any
other degree.

Teachers in junioer colleges have more teaching experience than
those in degree-granting colleges. Teachers in public Junior colleges
have the most teaching experience.

Business experience is highest per teacher in the private degree-~
pranting colleges.

The length of class perieds varles little from school to school,
thus enabling a fair evaluation and comparison if needed.

There is more emphasis placed on skills eourses than on social
business courses in all schools. This emphasis is éven greater in one-
and two-year secretarial science programs than in four-year programs.

Junior colleges must limit their offerings to one- and two-year
programs whereas degree-granting colleges ean also offer more complete

programs arranged for four years.
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Content of skills courses varies according to the number of
semssters a course is offered. Soeisl business subjects tend to vary
less 1n content than the skills courses.

Skills courses usually have the previocus semester of the subject
as a prerequisite.

Three hours of credit are most common for a course, but quite a
few carry two hours of credit.

Private junior, public junior, and private degree-granting col-
leges tend to have their highest enrcllments in the skills courses,
whereas public degree-granting cclleges have a smaller enrollment in
these courses.

Business departments are a vital part of the public colleges with
about one-fifth of the total school earollment taking at least some busi-
ness courses. Dusiness departments in private colleges show a much
lower enrollment figure.

About one-half of the enrollment in business departments is fresh-
men; senlors account for only about one-tenth of the departmental enroll-
ment, indicating a high attrition rate.

In all schools, except public junior colleges, there are nore men
than women enrciled in business departments.

Among public colleges, as a group, there are somewhat similar
standards for shorthand dictation; however, among private degree-granting
colleges there is little similarity.
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Shorthand transcription rates in the various colleges vary so
much that it is difficult to find any uniformity.

Typewriting standards in all colleges show no or little simi-
larity, exsgept that each semester requires a greater speed than the
previous semester.

Degree=granting colleges usually limit upper level courses to
Juniors and seniors and lower level courses to freshmen and sophomores.

In most schools, beginning typewriting and shorthand courses
require more class meetings each week than do the more advanced courses.

Two publishing companies supply the majority of textbooks in

all colleges.

RECOMMENDATIONS

The following recommendations are made:

Studies should be made by individual schools to see whether
their secretarial science programs provide the education students need
for careers. Such studies should inelude a follow-up of their students
and a review of the concentration on skills cowrses. Since fewer indi-
viduals are dismissed from jobs because of lack of skill than because
of inability to get along with fellow workers, it seems that more atten-
tion might well be given to human relations in busine@s.

All business teachers should have at least some actual business

experience.
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All secretarial science programs should require a course in oral
communication, or it should be inecluded as part of a course in the pro-
gram.

Secretarial science programs should be outlined clearly in college
catalogs.

An analysis ghould be made of the value of studying shorthand
and typewriting beyond three semesters.

Standards for typewriting and shorthand should be in accordance
with those required by employers. This sghould not be one numerical
standard, but should allow for consistency of work as well as speed.

Students should be made aware of and be motivated toward con-
sidering the Certified Public Seeretary (CPS) examinations.

Diplomas and certificates should contain a record of the achieve-

ments of the student in the secretarial science program.
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APPENDIX A
KANSAS COLLEGES

Private Junior collcm

Central College, McPherson, Kansas

Donnelly College, Kansas City, Kansas

Hesston College, Hesston, Kansas

Miltonvale Wesleyan College, Miltonvale, Kansas
St. Johnte College, Winfleld, Kansas

Public Junior collom

Arkangas City Junior College, Arkansas City, Kansas
Chanute Junior College, Chanute, Kansas
Coffeyville College, Coffeyville, Kansas

Dodge City College, Dodge City, Kansas

El Dorado Junior College, El Dorado, Kansas

Fort Scott Junior College, Fort Seott, Kansas
Garden City Junior College, Garden City, Kansas
Highland College, Highland, Kansas

Hutehinson Junior College, Hutchinson, Kansas
Independence Community College, Independence, Kansas
Iola Junior College, Icla, Xmsas

Kansas City Junior College, Kansas City, Kansas
Parsons Junior College, Parsons, Kansas

Pratt Junior College, Pratt, Kansas

Private Degree-granting Collsges

Baker University, Baldwin, Kansas

Bethany College, Lindsborg, Kansas

Bethel College, North Newton, Kansas

College of Emporia, Emporia, Kansas

Friends University, Wichita, Kaasas

Kangas Wesleyan University, Salina, Kansas
Marymount College, Salina, Kansas

McPherson College, McPherson, Kansas .
Mount St. Scholastica College, Atchison, Kansas
Ottawa Universitr, Ottawa, Kansas

Sacred Heart College, Wichita, Kansas

St. Benedict's College, Atchison, Kansas

Saint Mary College, Yavier, Kansas
Southwestern College, Winfield, Kansas
Sterling College, Sterling, Kansas

Tabor College, Hillsboro, Kansas




Public Degree-granting Colle ges

Fort Haye Kansas State College, Hays, Kansas

Kansas State College of Pittsburg, Pittsburg, Kansas

Kansas State Teachers College, Emporia, Kansas

Kansas State University of Agriculture and Applied Science,
Manhattan, Kansas

University of Kansas, Lawrence, Kansas

University of Wichita, Wichita, Kansas

Washburn University, Topeka, Kansas
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APPENDIX B

LETTER TO REGISTRARS OF KANSAS COLLEGES

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 Februery 1 or sooner if
possible. Your cooperation in this matter will be greatly
appreciated.

Sincerely,

Norma Bartel

Enclosures - 4
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APFENDIX C

To: Reglstrars of Kanszs Colleges

From: Norma Bartel
Tabor College
Hillsboro, Kansas
Please send the following items and supply the information for
items 3 and L.
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

L. Name of the chairman or head of the Business Department in

your school.
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APPENDIX D

LETTER TO CHAIRMEN OF BUSINESS DEPARTMENTS

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 area, 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 guestionnaire 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 me a copy.

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

Sincerely,

(Miss) Norma Bartel

Enclosures - 2
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APPENDIX E

QUESTIONNAIRE TO BUSINESS DEPARTMENTS OF KANSAS COLLEGES AND UNIVERSITIES

Name of college or university
Address of college or umniversity
Number of instructors teaching in the business department of your school:
Men Women
Full-time
Part-time
Training of business teachers: (Use back of page if necessary.)
Highest Degree Years of Ysars of
Teacher Completed Business Experience Teaching Experience
A
B
C
D
E

Does your school offer a secretarial science program?

Yos No

Name of instructor in charge of the secretarial science program:

How long is a class period:
minutes

Is your secretarial science program organized for completion in
1 year 2 years .

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

Yes No

If answer is "Yes" please enclose a copy of the certificate.



10,

11,

12.

12}
Is your secretarial secience program organized for completion in
3 years 4 years
Do you offer & diploma upon the completion of the secretarial science program?

Yes No

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

Yes No

If so, explain.

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.

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 indicate these standards or requirements below:

Dictation Transcription
Shorthand: WPM WPM
First Semester
Second Semester
Third Semester
Gross Net
Typewriting: WPM WPM
First Semester .
Second Semester
Third Semester
Course Stendard

Other:




125

(e3ed 3xeu uwo enurju0))

(eweN) I8U3Q ~ 8 *ouy ‘ITBH-°0I3USIg - ¥
(emey) xey3Q - L Luedwoy emoy | ‘g - ¢
*oul ‘saeysiTqng POITIV - 9 (33eapn) Lusdwopy JurysiTqng TITH-MBIDOR - 2

fuedwoy Joog ueotTJamy - G Luedwo)y JurysIiTqnyg UIS3SeMYnog -~ I :aeystIqnd J0J opoo osn o8BOTJIx

(*weg pag) JurgramedA]

(rweg pug) JuryrTamedAy

(weg 3ST) JurjrtamedAy

SOUTYOB) JUTqTIOSURI],

("weg pag) puey3IOyg

(rwes pugz) puey3JIOYg

(*weg 3ST) pueyzIOyg

§04Npeo0JIJ TeTJIB38I00G

JUT4UN000Y [BIJIBF0I008

Jutitg

seutyoBy Jurjeotrdng

SOUTYOR)] JUT}BTNOTB)

ysI[dug sseursng

Jeey god | xg | ap | og | 44 [ pertoaum | (pesn gr | zeysTirandx pes jooqlxsy JO swey ©sanoy JO ewsy

s3utrqeen (foeyo) TrOJUy O3 Joquinpyy Aoey)
Sser) °OoN pej3TwIsd SSBI) Aocqxaoy

90U S6SJN0O BOUSTOS TBTJIBROJI06S I8JJO0 nok JT

osTe esoyy 3STT osee[d ‘sI9JJTp OT3T3 OU3 JT J0 mOTeq pPojsIT

*p83SI] SJ8 SOSIN0D SUWOF

*moreq peasenbea uwotqemaogjutr eyyz Ul TTTJ ©s8OTd



126

(swey) Jey3Q - 8 *oul ‘[l®BH-e9T3Uedd - ¥
(eursN) Jey3zp - L Luedwoy emoy ‘| *H - ¢
*ouy ‘saeysirqng POILIV - 9 (83eap) Auwedwoy FurysTIang TTTH-MBIHON - 2 _
Luwedwoy 3oog uwoTJeWy - G Auedwoy Burystrqng ulegsemyznog - T :Jeysirqnd Joj epoo esn 98BOTd %
Jooy Jad |ag | ap | og | ag| perroaum (posn g1 JeUSTTaNnd x pesp ooqyxeJ], JO ewey ©sanoy Jo eursy
s3utyeen (dioeyo) Troauy 03 Joquiny Hoeyp)
§Se[p *ON | Ppejjruied SSBID JooqIoy




127
Enrollment in the entire Business Department of your school during the fall
semester of the 1960-1961 school ysar. Include any student teking one or more
courses in the department.

Men Women

Seniors

Juniors

Sophomores

Freshmen

Special




