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CHAPTER I

INTRODUCTION

Need for the Study

Bookkeeping as it is taught today is different from bookkeeping as it
is actually practiced. In this regard M. ®. Studebaker makes the follow-
ing pertinent statement: "There is no skill subject in our secondary
schools in which the learning procedure differs so much from actual prac-
tice as it does in bookkeeping."l It is believed that this condition has
resul ted, on the one hand, from the increased demsnd for the additional in-
formation which is required by the government, and, on the other hand, from
the proprietor's desire for a more "streamlined" set of records. "All
businesses, large or small, attempt to set up their records so that they
may record the information they need in the simplest possible manner,"”
Many of the books of entry which are taught in echool are discarded by the
businessman for the sake of simplicity in actual practice.

The importance of the role played by the bookkeeper and of the book-
keeping system as a vital part of business is more aspparent todsy than ever
before. Thisg fact, in addition to the fact that bookkeeping as it is
taught today is different from bookkeeping as it is actually practiced, is
a justifiable cause for alarm to both businessmen snd to business teachers.

Much has been written about the need for cooperation between the
businessman and the business educator if the student is to get the proper

training. One businessman has this to say:

1 . B. Studebaker, "Making Bookkeeping Teaching Methods Vorthwhile,"
UBFA Forum, February 1948, p. 17.

2 F. Blair Mayne, "Bookkeeping in the Small High School, "UBEA Forum,
December 1947, p. 32.



The operation of the schools is undoubtedly the largest and most
important business in the world. Today's pupils are tomorrow's
leaders of industry, education, and science. They are also to-
morrow's failures, The training received in school is a powerful
factor in determining into which category they will fall, Rdu-
cators and business men must realize that mistakes made in train-
ing can not be easily erased. After a pupil has completed his
training. It is, therefore, of the utmost importance that a close
relationship be established between the schools and 1ndustry.3
To achieve this goal, local conditions must be surveyed and the business-
men of the community mast be called upon for both facts and opinions.
Harold ¥. Cottingham says, "The need for current local information in re-
lation to bookkeeping is important since the employment opportunities and
working conditions have changed in recent years."h

An occupational surveys wae made in Stillwster in 1941 and, except
for its brief treatment of bookkeeping as a minor part of all the occupa-
tions surveyed, there has never been a survey of the bookkeepers nor of
the bookkeeping systems of Stillwater.

In a recent address, which was later published, P. 0. Selby made the
following statements illustrating the need for a survey of the bookkeeper
and of the bookkeeping systems.

I have heard of no recent commmity surveys to reveal the type of

bookkeeping being practiced. A decade ago a number of surveys
gshowed that smz2l]l businesses were still using more single entry

3 Harold M, Benson, "Responsibility of the Businesgman." The Chsnging
Buginess Education Curriculum, The American Business Education Yearbook,
VYol. IV, 1947, p. 115.

4 Harold F. Cottingham, "Occupational Information for Those Interested
in Bookkeeping," UBEA Forum, March 1948, p. U7.

5 Kleimen 1. Holeomb, "A Business Occupational Survey of Stillwater,
Oklshoms." Unpublished Master's Thesis, Oklahoma Agricultural and
Mechsnical College, 1941.

Esby C. McGill, "A Business Occupational Survey of Stillwater,
Oklshoma," Unpublished Master's Thesis, Oklahoma Agricul tural and
Mechanical College, 1941.

Jo Morgan, "Business Occupational Survey of Stillwater, Oklahoma."
Unﬁblished Master's Thesis, Oklahoma Agricultural and Mechanical College,
1



than double entry bookkeeping. This may not be true today. The
bookkeeping services which have sprung up on all sides have very
generally adopted the journal-ledger plan, which is double entry
to the extent that a grial balance can be prepared as = basis for
financial statements,

With reference to .the type of procedure to be employed, Selby says:
He (the teacher) can keep in step (with current practice) by: (1)
talking to business men and their bookkeepers about their book-
keeping systems and bookkeeping problems,

By making a survey of bookkeepers and bookkeeping systems it is hoped
that this study will bring to light information which may be used as a
guide in a more realistic treatment of the teaching of bookkeeping.

It is hoped that the study will help to develop a better understand-
ing of the function of the bookkeeper asg 2 vital part of industry. It is
believed that the results of the study will provide a possible means of
evaluating the curriculum of Option II students who are now enrolled in
the School of Intensive Business of Oklshoma Agricultural snd Mechanieal
College, and that they will be useful in evaluating the bookkeeping course

offered in the local high school,

Purpose
The purpose of this study is to obtain information concerning the

bookkeeper and his duties, and concerning the bookkeeping systems of small
retail businesses. Specifically, this study endeavors to answer the fol-
lowing questions:

1. Vhat is the prevalent age and sex of bookkeepers?

2. What are the salary ranges?

6 P. 0. Selby, "Experience is the Best Bookkeeping Teacher," Review
of Business Education, Vol. 46, Number 1. (January 1949), p. 18.

T 1via, p. 19.



3. How does the formal bookkeeping training received in school
compare with the bookkeeping training required for employment?

4. VWhat are the non-bookkeeping duties of the bookkeeper?
Is bookkeeping most frequently a primary or a secondary duty?

6. What job titles occur most frequently in combination with
bookkeeping?

7. Is experience required of one seeking employment as a book-
keeper?

8. Is a knowledge of bookkeeping of any direct value in obtaining
employment?

9. What books of entry are most commonly used in retail merchan-
dise stores?

10. To what extent is the complete bookkeeping cycle handled by
the bookkeeper? What part is handled by a public accountant?

11. How extensively is machine-bookkeeping being used?

Scope and Limitations

The study includes eighty-eight retail merchsndise stores which are
located in the area bounded on the north by Fifth Avenue, on the east by
Lowry Street, on the south by Twelfth Avenue, and on the west by Duncan
Street in the city of Stillwater. This area includes a representative
portion of the retsil merchandise stores of the city of Stillwater and, it
is believed, provides an adequate basis for the study.

The eighty-eight retail merchandise stores surveyed include all of
the stores of this type in the given area except cafes, service stations,
and beer parlors., These three types of retail stores are excluded on the
grounds that they are primarily service enterprises and not comparable for
the purpose of this study.

The number and types of retail merchandise stores included in the

study are as follows:



Number Number
Type of Retail Merchandise Store Responding Not Responding

Automobile Agency
Automobile Supply
Creameries

Department Store

Drug Store

Electric Appliance
Farm Implement

Feed Store

Furniture Store

Gift Store

Glasgs, Plate

Grocery, Retail
Hardware

Jewelry Store

Ladies' Ready-to-Wear
Lumber

Men's Furnishings
Model Construction Supply
Music Store

Office Supply

Paint and Wall Paper
Photographic Equipment and Supply
Sewing Machine Agency
Shoe Store

Sporting Goods
Variety Store

Viashing Machine Agency

| HNNHFMMODHHFOHEFFEFORFHFVAFHFFOFEFNDOOIWN ERA
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The study is further limited to include those persons who are now

®
=

Total

gainfully employed in these retazil merchandise stores sas recordkeepers,
bookkeepers, and accountants. No attempt will be made to segregate the
data on the basis of these separate titles, nor in any way to differentiate
between recordkeepers, bookkeepers, and accountants. The wide difference
in these titles ig recogniged, but it is believed that the significance of
the study lies in the facts relative to the individusl and not in the
classification of occupational titles.

For the purpose of this study the person who is responsible for keep-

ing the books will be termed a "bookkeeper," regardless of his other duties,



Job title, or payroll classification, except in the case of a manager or
owner. It is believed that in those instances in which the mansger or
owner of the business keeps the books, his answers to certain questions
would distort the findings of the survey, and these questions were omitted

when an owner or manager was the person interviewed,

Definitions
The following definitions are accepted for this study amd are listed
below for clarity. It should be understood, however, that the definitions
of bookkeeper, record keeper, and accountant are included for tha[sake of
making a more definite distinction between these types of occupational
titles, and not for use in classifying the data presented in this study.

Retail merchandise stores—-"those marketing institutions engaged

primarily in selling consumers' goods to ultimate consumers.“g

The bookkeeper "keeps a complete and systematic set of records of all
business transactions of an establishment, examining and recording the
transactions in proper record books and on special forms; balances books
and compiles reports at regular intervals to show the receipts, expendi-
tures, accounts payable, accounts receivable, profit and loss, and many
other operations of a business; calculates wages of employees from plant
records or time cards, and makes up checks or draws cash from the bank for
payment of wages. May prepare, type, and mail monthly statements to cus-
tomers.“9

The record-keeper "keeps a record of and works with only one phase or

& Charles F. Phillips and Delbert J. Duncan, Marketing, Principles
and Methods, p. 141.

9 Dictionary of Occupational Titles, Part I, p. 85.




section of a complete set of records pertaining to business transactions,

such as the accounts payable section."10

The accountant "devises or executes previously devised accounting sys-

tems to meet the needs of a particular concern; prepares financial state-~
ments, audits books, and does other accounting work as business requires:

assumes responsibility for accuracy of the books after the audit."1l

Bookkeeping system--"A bookkeeping system comprehends not only the

ledger accounts, books of original entry, and underlying forms and papers,

but also the routines and procedures by which =11 of the records are knit
together and utilized."12

Option II is the title given to a division of the curriculum of the

School. of Intensive Business; it is a "short but intensive course of train-

ing for bookkeeping, clerieal, and general office jobs."1l3

Methods and Procedure

It was decided that the normative-survey method of research is best

suited for this type of study, and that better returns would be obtained
through the use of the personsl interview method.

Good, Barr, and Scates
say of the interview:

By means of the interview it is possible to secure many data that
cannot be obtained through the less personal procedures of dis-
tributing a reply blank....Perhaps no research technique is as
close to the teacher's vital problems as the interview. Not only

10 1pig., p. 85.

11 1via., p. 2.

12 Accountants Handbook, W, A, Patton, Bditor, p. 1187.

13 oklshoma Agricultural and Mechanical College Bulletin, 1947-1948,
p. 135.




is it important for research, but it can be used directly by the
teacher in connection with her everyday class-room problems.l

An outline of the study and a tentative interview schedule were pre-
sented to = seminar of graduate students in business education for eriti-
cism and suggestions. The schedule was revised in the light of these eriti-
cisms and suggestions, and was submitted to the chairman of the thesis com-
mittee for approval, A tryout, using ten business establishments, was made
in an attempt to discover any weaknesses, or needed corrections or addi-
tions, and to see if the data collected were adequate. A copy of the inter-
view schedule is included in the Appendix.

In making the interview, the interviewer entered the place of business,
agked to speak with the manager, and, after introducing himself, explained
ag much of the purpose of the study as was believed necessary. Two ques-
tions, which were not included in the schedule, were azsked of the manager,
and the answers were recorded on the back of the schedule, Thege questions
were:

1. Do you require the person whom you employ as a bookkeeper to have
experience in keeping books? Tes No

2. If you were hiring a bookkeeper at the present time, would you
require him to have:
a. One year or more of bookkeeping in high school.
b. College training in accounting.
¢. Business College training in bookkeeping or accounting.
d. Other (Correspondence, etc.)
e. None

These questions were asked of the manager to provide a check on the answers
to similar questions ssked of the bookkeeper and to permit comparison of
the formal training received in school and the training required for em-

ployment.

1k Carter V. Good, A. S. Barr, and Douglas B. Scates, The Methodology
of Educational Research, pp. 378-379.




After the first twenty-five interviews had been completed, a2 group of
students in the School of Intensive Business, who had received training in
bookkeeping, were selected to help make the survey. Harold F. Cottingham
hag this to say of such a procedure:

If data from an occupational survey are not available, business
department pupils, including those interested in bookkeeping as a
vocation, can participate in such a study with a great deal of
personal value .1
The students encountered no great difficulty in securing the answers to any
of the questions asked.

The merchants of Stillwater were very cooperative and considerate in
giving their time, and they offered many excellent suggestions as to what
they felt the bookkeeping course should contain, There were only four who
refused to permit their bookkeepers to be interviewed or who did not give
the answers themselves.

After the interviews were completed, the data were tabulated and
analyzed, and tables were prepared. These data are summarized and inter-

preted in Chapter II, "The Bookkeeper," and Chapter III, "Bookkeeping

Systems of the Retail Merchandise Store."

15 Harola F. Cottingham, "Occupational Informstion for Those Interested
in Bookkeeping," UBEA Forum, March 1948, p. 16.
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CHAPTER I1I

THE DOOKXEEPER

Chapter 11 summarizes the date relative to the bookkeeper gathered by
the writer in interviews with the bookkeepers and managers of the retail
merchandise stores of a gelected area in S+illwater. These data are shown
in Tables I to XVI, inclusive.

As wae mentioned in Chapter I, in those cases in which the manager
was the person responsible for keeping the books, ecertain guestions were

omitted. It is not intended that a separation of the data pertaining to

Ll

[

the bookkeeper and the manager, actinrg in his papacity as bookkeeper, will
be effected other than in Chapter II. The reason that s distinetion is
made here is that it is believed the answers to certain questions from
which the dats a¥e tabulated sre not applicable if the manager acts as

bookkeeper,

Summary of Retall Merchandise Stores Surveyved

[ Bighty-eight retail merchandise stores were included in the study.
Pable I summarizes the dats and it is noted that 67, or 76.1L per cent. of
the stores maintained thelr own records; in 15, or 17.05 per cent, the
records were malanbained outside of the business; 2, or 2.27 per cent, did
not maintain records: snd Y4, or 4.54 per cent, did not respond. It was
determined, however, that the U business establishments which did not re-
spond 4id maintain records. One of the firms hired a full-time bookkeeper‘
and in the other three the managers kept the books. Interview gchedules
were not completed in these four caées.

Omitting the 2 stores that kept no records and the Y4 stores that d4id

not furanish information, Table II shows the eighty-two firms classified as

to the personnel who maintained the records. Forty-five, or 54,38 per



TABLE I

TETATL MERCHANDIEE

CLASSTIFIZED ACCORDING TO “{”?“

dasy %

STORE:

;E‘
&

RECORDS ARE MAIWDAING

A¥ dudn .4..!-.1‘.\

Waisher

of Stores Por Cent
Records mainsained within the business 67 76,1k
Records maintained outeide the business 15 17.05
¥o records maintained 2 2.27
¥o response L hosh

84 100.00

Thig table is read as follows: Sixty*sevet or 76. li per cent, of

the retail merchandise storsg sarveyed m

T
mzintained their own records.

11



TABLYE II
RETALL MERCHANDISE 3TORES

CLASSIFIED ACCORDING 0 THE PERSONNEL MAINTAINING THY EECORDS

- coe v e
——— e aeteg

Wumber

Records maintained by: of Stores Per cent
Bmployee (Boolkkesper) b5 54,88

(Full-time 40 48.78)

(Part-time 5 6.10)
Mansger 22 26.8%
Public Accountant 12 1h.63
Home Office 3 3.66
82 100.00

Tais table is vead as follows: OF the firms surveyed, U5, or 54.88
per cent, hired a bookkeeper. In 4O, or 48.78 per cent, of these
firms the bookkeepers are full-time employees; and in 5, or 6.10
per cent, they were part-time employees.
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cent, employed a bookkeeper--U0, or 48.78 per cent, were full-time book-
keepers and 5, or 6.1 per cent, were part-time hookkeepers; 22, or 26.83
per cent, did not hire a bookkeeper but the books were kept hy the msnager:
12, or 14.63% per cent, psid for the services of = public sccountant; and 3,
or 31.66 per ceant, sent reports to the home office where the records were
maintained.

The significance of Tables I and II is thst a wajor portion of the re-
tail merchandise stores do maintain records and of this portion slightly
over 80 per cent keep their own books.

Interview schedules were not completed in the 15 firms in which the

records were maintained in other places.

Age and Sex of the Bookkeeper

Table III shows the present age and the gex of the bookkeepers now
employed in the retail merchandise stores of Stillwater. There sre no
bookiteepers who are seventeen years of age or younger. The table shows
that there are 20 female and 6 male bookkeepers who are over'25; 1 femsle
znd no males who are 25; Y femsles and no males who are 2h. 2 femaleg and
2 males who are 23%; 7 females and no males who are 22: 1 femsle snd no
males who are 21; znd no females snd no msles who are 20: 1 female and no
males who are 19: and 1 female and no males who are 18. The prevalent age
is, therefore, over 25.

These data are particulsrly sienificant when it is noted that only 2
of the U5 bookkeepers are under 21 years of age. JApparently these jobs
are seldom filled by people of the age of high school graduates.

Table ITI 2lso shows that 37, oli 82.22 per cent, of the bookkeepers
are females and 8, or 17.78 per cent, asre males, o attempt was made to

determine the sex preference of the manager for bookkeeping positions:



TABLE III

AGE AND SEX QF THE BOOKK¥EPRS

Age Male Female Total
16 - - 0
17 - - )
18 - 1 1
19 - 1 1
20 - - 0
21 ~ 1 1
o2 - 7 {
23 2 2 U
24 - Y L
25 - 1 1

Over 25 ) 20 26

8 37 L5

This table is read se Tfollows: 1 female book-
keeper wag 18 years of age.

1k
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however, it appears that there is a preference for femsle bookkeepers to
fill‘the bookkeeping positions in the stores of this ares.

The age when employed in the first full-time job, not necessarily
bookkeeping, is shown in Teble IV. It is significant to note that there
are 10 femoles and 2 males who were employed in their first full-time job
at the sges of 16 and 17. A further gnalysis of Table IV vrevesls that
theré are 10 females and 2 msles who were employed in their first full-
time job at the age of 18; U females =and no males, at the age of 19; b

females and 2 males, at the age of 20; 2 females and no males, at t

&
sl

26

of 22; no females and 1 msle, at the sge of 23; 3 femsles and no males, at
the age of 2U; no femsles or meles, =t the age of 25:; and 3 femsles, at
ages over 25. 1t should alzo be noted that one of the males had not heen
employed in a full-time job,

As shown in Toble V, s cundlative total of 2l persons held full-time

ositions in which some bookkeeping was involved, It ig significant that
1o

-t

hese people, over half of the number of bookkeepers included in the study,
were called upon to perform bookkeeping dutlies in their initial full-time
Job. Of the remaliniag 20, 7 weres sales clerks: 3 were school teachers; 2
were secretary-typists; 2 were typists:; 2 were orxdinary laborers; 1 was

the owner of a business:; 1 was sn assistant chemist; L did zeneral store
work: and 1 was a stockmsn for a tobacco company.

The date in Table VI reveal the age at which the individusl was em-
ployed in hig first full-time job as a bookltesper. There are 10 females
and 3 males who were over 25; 2 females and no males who were 2is 1 female
and 1 male who were 22: U femsles snd no males who were 21; 6 females snd
1 male who were 20: 2 fenmsles and no males who wers 19; 7 females and 1

male who were 18: and 5 females and no males who were 17 years of age at

e

the timz of initial employnent ss bookkeeper,



TABLE IV

AGE OF BOOKKEEPER VHEN BVPLOYED IN FIRST PULL-TIME JOB

Age Male Female Total
16 - 3 3
17 2 7 9
18 2 10 12
19 - L 4
20 2 4 6
21 0 2 2
22 - 1 1
2% 1 - 1
2k - 3 3
25 - - 0

Over 25 - 32 3

7 37 Wy

*One of the male bookkeepers had not had full-time
employment.

This teble is read as follows: Three females and no
males were employed in their first fidll-time job at the
age of 16.



TABLE V

NATURE OF WORK IN FIEST FPULL TIMRE JOB HFELD BY PHERSOVS WHO ART NOW
IMPLOYED AS BOOKKEEPER

Pozition Male Pemale Wumbher
Bookkeeper 2 16 18
Bookkesper—3ales Clerk - 2 2
Bookkeeper-Typist - 2 2
Booklkesper~Cashier - 1 1
Dental Assistant-Bookkeeper - 1 1
Sales Clerk 1 6 7
Teacher - 3 3
Secretary~Typist -~ 2 2
Typigt - 2 2
Laborer 2 - 2
Owner of Business 1 - 1
Asgiatant Chemigt -~ 1 3
Genersl Store Work - 1 1
Stockman for Tebaccn Company - 3
1 37 Lhyx

*One wele employee had not been employed in 2 full-time job.

This toble is read as followg: Eighteen of the employees were em-
ployed a2s bookkeepers in their first full-time job.
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Although the place and date of initizd eﬁployment as a booklteeper was
not determined in this study, the data in Table VI indicate that the mini-
mun age for these bookkeepers hag been 17 for females znd 18 for males.

vOnly 2 male bookkeepers wnder 25 years of sge are included in the
study, end neither of these hasg held 2 full-time job involving bookkeeping,

‘Of the 17 female bookkeepers whose present age is 25 or younger, 1%
was faund that there sre 10 who were employed as a bookkesper at the sge
of 18 or younger. The average initial age of employment as bockkeepers
for these 10 is 17.6 years.

It will be shown in a study of the tenure of the bookkeepers included
in the study that nearly half of them have obtained their pressnt job as
bookkeepers within the last year. In Table IIT it has already been shown
that only 2 of the U5 bookkeepers are below the age of 21 years. lhen
thegse dats are considered together, they indicate that the retail nmervchan-~
dise stores included in this study have not, within the vreceding year,
usually hired people of the age of high school graduates to £ill bookkeep-

ing vacancies, Howard BE. Whelsnd says of the employable sge of bookksep-

The average age For bookkespers is twenty-four. DBecause of re-
strictions imposed by many bDusinegses, gradustes from high school
at seventeen or sighteen may pot find employment until they sre
nineteen or twenty years old.

Tenure of the Bookkeeper

Teble VII shows the length of time that the bookkeeper hag spent in

his present job. The data revesl that 3 meles snd 9 females have held

1 Howarda . Wheland, "Planning the Bookkeeping Curriculum,* The
Business Bducation World, October 1940, p. 106,




TABLE VI

AGE WHEN BEMPLOYTHED IN FIRST FULL-TIME JOB AS BOOKKIRPER

Age Male Femsale

a5}
jn)
[~
Y
l,..!

16

- -~ 0

17 - 5 5
) 1 T 8
19 - 2 2
20 1 6 7
21 - h 4
22 1 2
23 - - 0
24 - 2 2
25 - - 0
Over 25 3 10 13
6 37 L3
®Pwo males had not been employed as s full-time book-

keeper.

This table is vesad as follows: There were no mnles or fe-
males who had been employed as booklkeeper in their first
full-time Job.
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TABLE VII

MONTHS IN PRESHNT JOB AS BOOKKEEPER

Tatal

Number of

Euployed: Male Female Employees
Less than gix months 3 9 12
Six months to one year 3 6 9
One year %o two years 1 8 9
Two years to three years - 3 3
Over three years 1 11 12
8 31 45

e s
= —

This teble is read as follows: 3 males and 9 females
have been employed in their present job as bookkeeper for
less thsn six months.

20



21

their jobs less than six months; 3 males 2nd 6 females have held their jobs
from six months to one year; 1 mele and 8 females have held their jobs from
one year to two years: 3 females have held their jobs from two yesrs to
three years; and 1 male and 11 females have held their present position

over three years. It is of interest to note that of those who have held

nineteen years.

The fact that 21 of the 45 boolkkeepers hsd been employed less than
one year might be interpreted as an indiecation of a relastively high rate
of turnover smong the bookkeepers in this area. It may also be seen that
this number represents 15 of the 37 femzle bookkeepers and six of the eight
mzle bookkeepers. This would also seem to indicate that the turnover is

greater among male bookkeepers than it is smong female boolkkeepers,

Salary Ranges of the Bookkeeper

Table VIII shows the annusl salary renges of the bookkeepers. Gener-
ally speaking, this is a touchy subject with most employees so a three
hundred dollar spread was placed between esch salary range. All of the
persons interviewed but three readily geve the desired information.

An exsmination of Table VIII shows that 2 femsle bookkeepers made an
annusl salsry of $1200 or less; 6 femszles made from $1201-1500; 7 femsles
earned from $1501-180C; 7 femasles esrned from $1801-2100; 7 femsles earned
from$210L-2M00: 2 males earned from $2H0L-2700; 1 mole and 3 females earned
from $2701-3000; snd 2 moles snd 2 femsles earned over $3000.

It is significant to note that the mean galsry range for femsle book-
keepers is spproximsiely $1800 per year, while the mean salary for males
ig olmost $2900. If it may be assumed from these dats that women may be

hired at s lower salary then men, this may explain why there are not more



PABLE VIII

SALARY RANGES OF BOOKKEEPFRS WHO WARE FULL-TIME EMPLOYRES

Annual

Salary Range Hale Female Total
$0000~1200 - 2 2
1201-1500 - 6 6
1501-1800 - 7 7
18012100 - 7 7
21012400 - 5 5
2ho1-2700 : - 2
2701 -3000 1 3 i3
3000~over 2 2 U
5 32 T

*Three males and two femeleg were part-time employees
and were omitted. Three females did not state their salary.

Thies table iz read ss follows: Two female bookkeepers had an
annual salary of $1200 or less,
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men in the bookkeeping jobs of this area. It is believed that the number
of businesses willing to pay sslaries high enough to attract msle book-
keepers are comparatively few, and the result is that the male bookkeeper

looks for a better paying end more permanent position.

Formal Bookkeeping Training of the Bookkeeper

‘Table IX shows the institutions in which the bookkeeper received his
formal bookkeeping trzining., A classification by sex is slso shown,

No males and 1l females received their bookkeeping training in high
sehool; 5 males and L females received this training in college: 2 males
and 6 femoles received some training in both high school znd college: 1
male and 2 femzles received training in business college: no wsles and 1
female received training in both college and business college: and no males
and 13 females received no {ormal training in bookkesping.

The smount of bookkeeping training received in high school ranged from
one te two years: in college Trom three to a2 maximum of thirty hours:; and
in business college the amount of training varied from four to ten months.

Iu exanining the schedvles it was intersgting to note that there were
only four who had less than four yesrs of high school education. 0Of these,
only one had not had some educsition at the business college level. There

were zlso four who had four years or more of college education.

Formal Bookkeeping Training Required for Initizl Employment

It is reguired by employers that those who receive initial employment
a8 Dookkeepers shall have received their formsl bookkesping training in
certain types of educational ingtitutions. Tsble Z shows the nuwber of
employers specifying each type of institution.

Bight employers responded that they reguired the beokkeeper to hsve

some bookkeeping training in high school: 9 reguired the booklkeeper to have



TABLE IX

FORMAL BOOKKEEPING TRAIWING OF BOOKKERPEERS

Ingtitubtion, or institubions,
in which bookkeeping training

wags received Male Female Total
High School - 11 11

Collegs 5 13 9

Hiegh School =nd College 2 6 g8
Busginess College 1 2 3
College and Business College - 1 1
one - 13 13

8 37 R

This toble is resd as follows: There are no male and 11 female
hookkesepers who received some formsl training in bookkeeping in
high school.



college training in hookkesping or mecounting; 1 required either high
school or college training in bockizeeping or sccowntbing: 6 reqgquired the
bcokkeener to have business college training in bocokkeeping: 6 reguired
gome training in bookkeeping in either college or business college; 1 re-
quired either high school or business college training in bookkeeping: and
1k did not require the person whom they employed as bookkeeper to have any
formal training in bookkeeping. Bight of the employers who stated thaot
they 4id not resauire any formal training in bookkesping added that experi-
ence in keeping books was the essential resuiremant,

In spite of the fact that there 1z sems overlapping in cusmulstive

totals, i

o

frode
51

significant that 10 employers stated that they reguired high
school trained bookkeepers. 4 total of 12 stated that they required the
person whom they employed =g bookkeeper to hsve teken bookkeeping in 2
business college.

A comparison of Table IX and Table X reveals that 10 of the msnsgers
required their bookkeeper to have st least a high-school bookkeeping train-
ing as compared with eleven bookkeepers who had only high school training

n bookkeeping. Twenty-one managers required formsl training in bookkeep-
ing above the high school level, and 21 booskkeepers had such qualifica-
tions. "he remaining 14 managers stated that they did not require the per-
son whom they employed to have any formsl bookkeeping training, while 13
bookkeepers who had received no formal bookkeeping training were actually
employed.

There seems to be 2 relatively high degree of similarity between the
formal training reguired for initial employment by the employer interviewed
and the formal training received by the bookkeepers interviewed. It is

believed, however, that many of the employers did not give much serious

thought to the question and gave as their requirement the training which
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TABLE X

PORMAT, BOOKKEEPING TRAINING PEQUIRED FOR
INITIAL AMPLOYMENT AS BOOKKEEPTR
AS SPECIFIED BY EMPLOYERS

Institution, or institutions, Number
in which bookkeeping training Imployers
was required Responding
High School : 8
College | 9
High School or College 1
Busginess College 6
College or Business College 6
High School or Business College 1
Hone 1

b5

This table is read as follows: RBight of the em~-
ployers indieated that they required the person
employed as bookkeeper to have formal bookkeeping
training in high school.



they knew or believed their bookkeeper had. One of the businessmen who
specified high school training mentioned that he preferred a college-
trained person but that he could not afford to pay the salsry commanded by
such an individual,

Table X also reveals that the mansgers require some formal bookkeep-
ing training in approximately 70 per cent of the stores in which s ook~
keeper is hired. O0Of the 31 mamagers who required trsining, approximately
two-thirds required training sbove the high school level, which indicates
that a number of bookkeeping jobs are not open to high school gradustes

who have received no formal bookkeeping training in other institutions.

Won-Bookkeeping Duties of the Bookkeeper

It is noted in Table XI that 1Y of the 45 bookkeepers hsad no duties
other than those connected with keeping the books., Of the remsining 31,
11 sold merchandise, 6 acted as cashier, 5 had stenographic duties, 6 did
some typing, and 3 were office managers ass well as bookkeeper.

The significance of Table XI lies in the fact that s kuowledge of
gsome other skill was required of the bookleeper in approximately three-
fourths of the cases. This would indiecate thet the student who is pre-
paring for the field of bookkeeping showld have a lmowledge of, or training
in, other fields, principally selling, stenography, or office mansgement,

Thirty~four stated that bookkeeping was & primary duty and 11 stated
that bookkeeping was a secondary duty. This was determined on s basis of
time: If they devoted fifty per cent or more of their time to bookkeeping,
it was said to be a primery duty; if less than fifty per cent was spent in
keeping the books, it was said to be 5 secondary duty. The data indicate
that bookkeeping is most generally s primary duty in the retail merchandise

astores of this area.
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TABLE XI
DUTIES OF THR BOOKKETPER

CLASSIVIRD ACCORDING 7O RANK OF DUTY

o e

Bookkeeping Bookkeeping

Duty Primary™ Secondary* Total
Bookkeeping 1y - 14
Selling g 3 11
Cashioring 3 3 6
Typing 6 - 6
Jtenographic 3 2 5
Office Management - 3 3

3 11 45

*Booklteeping was a primary duty in thogse cases where the
bookkeeper devoted 50 per cent or more of hig time to keeping the
hooks, and a secondary dubty if less than B0 peyr cent of his time
wags devoted to keeping the books.

This table is read as follows: Rookkeeping was a primary duty for
1L bookikeepers who performed only bookkeeping duties, Of 11 em-
ployees who performed duties in both bookkeeping and selling, 8
considered bookkeeping their primayy duty and 3 considersd it o
secondarxy duty.
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Table XIT further verifies the findings of Table XI, An eight-hour
day was established ss & basis for a five and one-half day week, thus ar-
riving at a divigion of the hours in Teble XIT.

Bleven of the bookkeepers stated that they worked on the books less
than 89 hours during the month and the remaining 34 worked on the books
from 89 hours to a maximum of 192 hours a month, This would aceount for
the 11 who stated that bookkeeping was 2 secondary duty and the 3 whose
primary‘duty was in keeping the books., The 9 reporting from 177 to 192

hours worked on a basis of six days a week,

Combination of Job Titles Which Qecur With Bookkeeper

Table XIII reveals the combinastions of job titles which oecur with
that of bookkeeper., Fourteen of the bookkeepers interviewed were classgi-
fied ss bookkeepers only, & were classified as bookkeeper-sales clevk: b
a8 bookkeeper-tyrist, % as bookkeeper-cashier, and ¥ as bookkeeper-stenog-
rapher. These were the combinations in which bookkeeping was a orimary duty.
Of the combinations in which bookkeeping was s secondary duty, the titles
were as follows: Three were clagsified as eashier-bookkeeper, 3 as office
manager-vookkeeper, 3 as ssles~bookkeeper, and 2 as stenographer-bookkeeper.

These combinations of job titles, which were based upon the smount of
time spent in performing the duties for which the person wag hired, were
incongruous with the job-title or payroll classification of the bookkeeper.
For exsmple, one femsle bookkeeper who stated that she worked more than
half of the time in keeping the books gave her payroll classification as

file clerk in answer to another question.

Bxperience Yegquired for Empleyment ss 2 Bookkeeper

The guestion of whether or not experience was reruired in obtazining

employment in the present job as bookkeeper was asked of both the bookkeeper
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TABLT XIT

WUMBHER OF HOURS WORKED OW THE BOOKS
DURIBG AN AVERAGE MOWTH

Number of ' Number of

Hours Worked Bookksepars

Less than 45 1

45 to 88 10

89 to 132 13

133 to 176 12

177 to 192 9
45

This table is read as followg: One of the
booklzeepers spent less then U5 hours each
month in working on the books.



TABLE XIII

COMBIRATION OF JOB TITLES WHICH

OCCUR WI'TH BOOKKFEPER

Number of

Job Title Bockkeepers
Bookkeeper 1h
Booklzeeper-8ales Clerk g
Boolkkeepesr~Typist 6
Bookkeeper-Cashier 3
Baokkeeper-Stenographer 3
Cashier-Bookkeeper 3
0ffice Manasger-Bookkeeper %
Salesg-Bookkeeper 3
Stenog rapher-Bookkeeper 2
45

Thig table ig read zs follows:

There are LY bookkeepers

who have the job title of bookkeeper.

3L
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and of the mansger. Table XIV shows that in 32 of the business establish-
ments experience was required for initial emplOyment 35 o bookkeeper, It
algo shows that experience was not required for initial employment in their
present job for 13 of the bookkeepers. These facts were verified by the
Hanagers ‘

These findings indicate that = work experience program would be ad-
visable in view of the fact that experisznce is reguired in obtaining most
jobs as bookkeeper in the stated area of the study. The value of such a
program is atiested by Julius Robinson, Head of the Departmeant of Business
Bducation, Michigan State Hormsl College. He says,

A part tire work experience program in first year accounting {or
bookkeeping), provides trsiniang thst caanot be duplicated in the
classroom. The students have opportunities o make application of
principles %o business practice that are somewhat different from

those presented in the text. They also devnlop business habits
and learn to cooperate with other employepsa

Velue of Bookkeeping Training in Obtaining Bmployment

The writer hag often heard people bemoaning the fact that because
they had not had training in bookkeeping they had just missed an oppor-
tunity to obtein 2 job. The booklktespers interviewed believed generslly
thet bookkeeping training ig of wvalue.

In Table XV bookkeeping training includes both formal classroom train-
ing and traiﬁing obtained on the job. Thirty-one of the bookkeepers re-
ported that their bookieening trsining had been of value in seeking em-
ployment in former jobs, while enly 1Y reported that such training had been

of no wvalue. One of the girls who answered that bookkeeping training had

not been of value in obiaining employment in former jobs, gave the following

2 Julius Robinson, "Improving the Tesching of Business Bducation,”
UBRA Forum, December 1947, p. 34.
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TABL® XIV

EXPERIENCE REQUIRED FOR INITIAL BEMPLOYMENT

Ixperience Required

Respondent Yes Wo Totsl
Boolkkeeper 32 13 45
Bmployer 22 13 15

ot
—

This toble is read as follows: Of the U5 bookkeepers
interviewed, 32 stated that bookkeeping experience

was required when employed for the first time in their
present job snd 13 stated that it was not.



TABLE XV

VALUE OF BOOKKHEPING TRAINING IN OBTAINING BMPLOTMEBYT

Bookkeeping was of

o

vslue in obizining

employment in Tea Yo Total

Pormer Jobs 3L 1h 5

Present Job 39 6 15

This tzble is read ss follows: OF the U5 bookkeepers i
terviewed, 31 stated that their bookkeeping training was
of value to them in obtaining their former jobs and 1M
stated that it was of no value.

Ty~
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reason: "I am not exactly a bookkeeper. In my first job I had nothing to
do with books, but in my second job I had some bookkeeping duties which
helped me get my third (present)job.¥

Thirty-nine reported that they believed that their training had been
of value in obtaining their present position as sgainst 6 who stated that
it had been of no value. Of the 6 who reported that treining in bookkeep-
ing hzd been of no velue in obtsining their present positions, 5 had had
no previcus training or experience snd the remaining one made the following
statement: YAlthough I had bookkeeping in high schosl, my boss did not re-

guire experience or tralning, so it really didn't matter.V

Pormal Zookkeeping Training of the Menagers Who Kept Books

Table XVI ghows the formal bookkeeping training of the 22 managers
who also kept the books in addition to their managerisl duties. Seven of
the msnagers hed recelved bookkeeping training in college. One of this
muiber stated that he had earned 17 semester hours of credit in college
accounting: 3 siasted that they had had some accounting in college but that
they did not remember how much; znd the remsinder had had from U hours to
15 hours of accounting in college.

There were 9 who had had no formsl bookkeeping training: 3 who had
had some training in business college; and 3 who had had one year of book-

keeping in high school.

Time Devoted to Bookkeeping Duties by Mansgers

In the twenty-two retall merchsndise stores in which the manager also
mainteined the records it was found that all 22 spent very little time on
the books. It usually was 2 duty which was taken care of during slack hours
or in some cases after hours on week days a2nd part of their Sundays. A

direct question was not agked, but it is believed that these establishments



TABLE XVI

FOEMAL BOOKKEEPING TRAINING OF THE MANAGRRS
WHO KEPT BOOKS

|

Number
None 9
College 7
Business College 3
High School 3
22

This table is read as follows: Nine of the
managers who acted as bookkeeper had had no
formal training in bookkeeping.
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would offer the most readily availsble source for work experience ststions

if the schools should elect to egtablish guch a program., As will be aseen

in the chapter on systems, the books of entry are different from thosse
which are taught: but this in itself ig good as it would offer training as

well sz experience in working with sctusl business transactions in different

boeks of eantry.
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CHAPTER III

BOOKKEEPING SYSTEMS OF THR BRTAIL, MERCHANDISE STORT

The value of a system of recording the daily progress or lack of
progress is essential to good business procedure in 2ll types of enter-

prises today.

The war created a need for much more detniled records than business-
men have usuzlly kept. As an aid in formulsting administrative
policies, the war agencies needed an wnprecedented amount of current
statistics on prices, margine, cosis, inventory movement, etc....
Ezger to cooperate in the war effcrt, many small businessmen often
found compliance with the new record znd report regquirements an
almost insuperable task.l

In short, record keeping is necessary because records incresmse the
chance of gsurvival of new stores just starting into business; they
jncrease the chances of earning profits by existing stores snd are
incressingly necegsary for various tsx purposes. Succegeful re-
tzilers have learned this from experience, =and many others who have
failed lost money they invested, as well as borrowed cspital, =nd
they wasted irretrievable years beczusge they did not reslize the
value of good business records.

It is belisved that the majority of the business men realize the value of

mzintaining some system of recording the everydsy chsnges in their busi-

nesses. It is, then, the purpose of ihis chspter to deseribe the gystems

which are now in use in the 67 retall merchandise stores of Stillwster in

which the books were nmnintained by either the manager or the bookkeeper.

Summary of the Bookkeeping Systems Used

In Tahle I, Chapter II, it was shown that of the eighty-eight retail
merchandise stores sarveyed, 67, or 76.14 per ceat, maintained their owm

records., Two of the remsining 21 stores did nobt keep records. While the

1 Cuarles H. Welch and Charles H. Sevin, Small Businegs Problems,
Record. Keeping for Small Storeg, Revised Edition, October 1, 1915, p. vii.

2 Ibhid., . 3.



remaining 19 stores are not considered in this study, it is reasons =bly cey-
tain‘that the records meintained by the public accountants, the home offices,
snd the bockkeepers snd manzgers of these stores are adequate znd give the
businessmen the egsentisl information.,

Table XVII shous thst 63, or 91.3 per cent, of the retsil merchsndise
stores that waintained their own records used a double-entry system of ree-
ord keeping. %Two, or 2.9 per cent, of the businesses used a single-entry
system, 2 did not kesp formsl records of entry, =nd 2 did not keep any
records at all.

The fact that single-entry bookiteeping is not used to any extent in
the retail merchendise stores of Stillwater justifies the facet that the
greater porticn of the time spent in temching bookkeeping is devoted to
double-entry bhookkeeping.

It was rather hard to conceive of such s system as the monsger de-
geribed in one of the businesses which kept a single-entry set of records.
In answering the interviewer's guestions he stated that he maintained a
single~entry system but later stated that he prepared financial statements
from the journal entries. BSuch a procedure is possible bubt, to ssy tha
leagt, it would be very impractical.

The two stores in which no formal records were maintained will be
descfibed here as the records maintained did not conform to any of the gques-
tions pertaining to systems in the interview schedule., In one of the cases
the manager statsd that he kept & record of his sales from day to day but
a journal was not used. He said that he kept up with his cash by going
over his bank statement each month. The other case, while probably just

.as inadeguate, was of much more interest to the investigator. The businesgs
was 3 small grocery store snd the mansger stated that he kept s work sheet.

The Ywork sheet! turned out to be stripe of ordinary wrapping paper on which



TABLE XVII

SUMMARY OF BOOKKIEPING SYSTEMS USED

Number of
System Used Businesses Per cent

Double "ntry 63 91.3

Single BEntry 2 2.9
No formsl records maintained 2 2.9
Wo records 2 2.9

69 100.0

This table ig read =me follows: 63, or 91.3 per cent of
the businesses reported that they used s double-entry sys-
tem of bookkeeping.
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his cash recelpts and payments were recorded. At the end of the day these
were "filed" on & wire spindle. His accounts receivable consisted of ssles
pads which were filed in a small steel file cabinet. In discussing his
systenm he further stated that his "books" had been examined by the "ssles
tax people" on ome or two occaslons and were believed to e adequate. At
the end of the year an inventory was tsken at cost, and all of his records
were given to é public sceountant who prepared his income tax returns.

Ag complete schedules were not filled out on these two stores, the

following tabulations will include only 65 of the stores,

Books of Iatry Used in the Businegs

In Chapter I it was stated that bookkeeping as it is taught today is
different from bookkeeping as it is actuslly practiced. ¥F. Blair Mayne
8ays,

The traditional purchase, sales, cash receiptes and cash psyments
Jjournalsg will not be found in use in many businesses. Wany com-
panies use sales tickets and purchase invoices to replace eithey
or both the special journsls snd the subsidiary ledgers. All bugi-~
nesses, large or small, attempt %0 set up their records so that
they may record the information they need in the simplest possible
nanner. They use only those journsls which are necessary for them
and they add columns to fit their needs., Although it is not de-
sirable to %teach a great variety of kinds of sets of records, an
understending of the adaptsbility of records is desirable.
This statement ie¢ significant, particularly the last sentence, which, it
ig believed, is & justifiable defense for present-day teaching practices
in bookkeeping in both the local high school and the School of Intensive
Business. The findings of this study are alse in keeping with Mayne's

statement.

Many combinstions of the books of entry were found to be in use.

3 F. Blair Mayne, Op. Cit.

St



Table XVIIT indicates that twenty-eight stores used the general Journal:

15 used the cash receipts journal; 16 used the cash rayments journal: 20
used. the purchase journal; 21 used the sales journzl; 19 used the combined
cash journsl; and 20 used the combined journal and ledger. Forty-two used
the general ledger; 50 used a subsidiary ledger of accounts receivsble: and
34 vsed a subsidiary ledger of accounts paysble., It would sppear that there
is 2 discrepsncy in the fact that only 42 businesses used the general ledger
snd 20 used a cowmbined journal and ladger which would asecount for only 62

of the 65 stores. "Two of the remzining stores used a single-entry system
which would not necessarily require s ledger, and the other business main-
tained a combined cash journal and accounts receiveble ledger (Wo. 62,

Table XVIII), but the general ledger accounts were kept a2t the main office
Tn the present bookkeeping curriculum, both in the high school and
School of Intensive Business, a msjor portion of the time spent in instruc-
tion is devoted to the use of the combined ecash joumal, general ledger, sand
subsidiary ledgers of accounts receivable znd accounts payable, It is par-
ticularly significant to note that there sre only four of the retail mer-

chandise establigshments in which this particwlar combination is used.
The purchase journasl and the sales journal occur most freguently in

combination with the genersal journzl, cash receipts and cash payments

i

journal, genersl ledger, and subsidiary ledgers of accounts receivsble and
accounts payable, There are eight stores using this particular comﬁination.
The appezrsnece of the cowbined joummal snd ledger in 20, or 30.77 per
cent, of the systems which sre now being used is also believed %o be of
singvlar importence. Ten of the stores used only the combined journal and
ledger whereas the remaining ten used it in combination with sn aeccounts

receiveble ledger or both of the subsidiary ledgers.



TABLE XVIII

BOOXS OF ENTRY USHD IN RETAIL MERCHAVDISE STORES

Title of Journsl or Ledger®

S tore & OF O B 58 (61 0Ja, GL AR AP
1 X - - - - - - X X -
2 - - - - - - X - 3
3 - - - - - - X - - -
4 X X X X X - - X X X
5 - - - - - X - ES X X
6 - - - - - X - X X X
1 X - - - - - - ~ - -
8 X - - - - - - X X -
9 - - - - - - X - - -
10 4 - - - - - - X X -
11 - - - - - - X - X 4
12 X% X X X X - - X X X
13 - - - - - - X - - -
1h - - - - - - X - % X
15 - - - - - - X - X -
16 - - - - - - X - X 3
17 - - ~ - - - % - X %
18 X - - - - - - X X %,
19 - - - - - - X - - -
20 - - - - - - X - - -
21 - - - - - - X - - -
20 X - - - - X - X X X
23 X X X X X - - X X X
2k - X ¥ x X ~ - X X -
25 X - - - X X - ¥ x X
26 X X X X X - - X X X
27 - - - - - X - X - -
28 - - - - - X - X X -
29 - - ~ - - X - ¥ X X
30 - - - - - X - X X -
31 )4 X X - - - - X X X
32 X % X X X - - bie X X
%3 - - - - - X - X X X
3 - - - - - - X - )4 X
35 - - - - - - X - X -
Totals 13 7 7 6 7 9 14 20 27 19

®GJ ~general journal, CRI-cash receipts journal, CPJ-cash payments
journal, PJ-purchase journal, SJ-sales journal, (CJ-combined cash
journal, CJ&L-combined journal and ledger, GL-generzl ledger,
AR-gubsidiary ledger, aceounts receivable, and AP-subsidiary ledger
of accounts payable.

Thig table is read as follows: Store number 1 used » general
journal, a general ledger, and a subsidiary ledger of accounts
receivable.



TABLT XVIIT

BOOKS OF ENTRY USED IN RETAIL MERCHANDISE STORES (CONTINULD)

Title of Journsl or Ledger®

Store & M Ok B 8 O OJ& 6L AR AP
Totals

forwarded 13 7 7 6 7 9 1L 20 27 19
36 X - - X X - - ¥ X
37 - - - - - - X - X -
38 - X ; - - - - ¥ X z
39 X - -3 - X - X X X
o) X X X % X - - X X -
Yy - - - X X X - X X X
Lo - ~ - - - - X - - -
43 - - - - - - X - X X
L X - ¥ - X - - ¥ x -
b5 X - - - - - - X X -
46 X - - - - - ~- - - -
iy X X £ X x - - X X -
48 X X X X X - - X X 3
49 X X X X X - - X X X
50 - - - - - X - X X -
51 - X X - - - - X X X
52 X - - X X X - X - -
53 X - - - - X - X X -
Bl X - - - - ~ - L - -
55 - - - X - X - ¥ X X
56 X p X X X - - X % X
57 - - - - - - X - - -
58 - - - - - - X - - -
59 - - - - - - X - - -
60 X - - - X - - x X X
61 X X X X X - - bis 4 X
b2 - - - - - X - - X -
63 - - - X X X - £ X %
6 - - - X X X - X X X
65 - - - X X X - X %X X
Totals 28 15 16 20 21 19 20 he 50 34

(43.08) (24.62)  (32.31) (30.77) (76.92)
Per cent (23.08) (30.77) (29.23) (6h.62}  (52.31)

*GJ ~general joural, CRIY~-cash receipts journal, CPJ-cash payments
Journal, PJ-purchase journsl, SJ-sales journzl, CCJ-combined cash
journal, CJ&L~combined journal and ledger, GL-general ledger,
AR-subsidiary ledger of accounts receivable, snd AP-subsidiary
ledger of accounts payable.

This table is resd as follows: Store number 36 uses a general
journal, a purchase znd sales Journal, 3 general ledger, and sub-
8idiary ledgers of accounts receivable and accounts payable.

il
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At present there is no instruction in the use of the combined journal

and ledger in the high school or the School of Intensive Business., Al-

Q

thow

¥

h a general lmowledge of bookkeeping would enable the bookikeeper to
work with this particular type of book of entry, it is believed that some
ingtruction in its use should be given in the loeal schools. It would be

of equal importance, or possibly mors, to =2dd it to the bookkeeping instruc-
tion of the students in the School of Intensive Business who are studying
small business management (Option III). Bleven of the-twenty businesses

in which the manager kept the books reported that they used the conmbined

Journal and ledger,

Frequency of Postings Made to the Books of Final Entry

The dats which are tabulated in Table X1X are of significance as it
is believed that o more realistic spproach may be had if this first-hand
information is made available to the bookkeeping student.

1t was found thst 33 of the U2 establishments made daily postings to
the genersl ledger:; 5 posted twice weekly: and U mede their postings once
a weelk,

Of the B0 enterprises who used the accounts receivable ledger, biTg)
posted daily; 6 posted twice s week; and 4 posted weekly.

The subsidiary ledger of accounts paysble was used in only 34 of the
65 retail stores surveyed. It is believed that this is, in part, attrib-
utsble to the fact that = good many of the merchants paid cash for their
purchases. There wasg considerably more variation in the frequency of the
postings made to the accounts payable ledger as 13 posted daily, 1 posted
twice weelkly, 1l posted weekly, 2 posted two times each month, and 7 posted

only once each month,
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TABLE XIX

FREQUEINCY OF POSTING TO THR BOOKS OF PINAL MNTRY

|

Twice Twice
Posting to Daily Veekly Weekly Monthly Monthly
renersl Ledger 33 5 4 0 O
Accounts Receivsble Ledger L0 6 L 0 0
Accounts Payable Ledger 13 1 11 2 T

o

s
o~

This table is read as follows: Of the U2 firms that used the

genersl ledger, 33 posted daily, 5 twice weekly, snd 4 posted
weekly .
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Sources of Posting to Accounts Receivesble and Accounts Paysble

Table XX shows that 23 of the retsil merchandise establishments posted
directly from the sales slip to the sccounts receivsble ledger: U posted
from the cash register tape; and 2 posted from sales summary slips.

In posting to the accounts paysble ledger, 1U posted directly from
purchase invoices. The invoice file replaced a formsl journsl in 1& stores:
6 filed the invoices by the date of the invoice, 14 filed the invoices as
%o the dsate due, 1 filed them alphabetienlly, 1 by vendor's name, 1 filed
thew numerically, and one pasted them in a large book., The remsining store
sent the invoices to the home offiece after the posting was completed.

ihis procedurs ig common practice in mogt businesses, but the findings
serve to emphasize the fact thot where the purchase and sales journal are

used there is

w
05
jede

reat dsal of repstitive work. It is believed, however,
that the fact that the bookkeeper iz regquired to do some filing is suffi-
cient justifieation for requiring Option II students in the School of In-

tensive Business to earoll in o course in cleriesl-practice, of which

Frequency of Closing the Books a2nd
Fropsration of Finsncial Stotements

Teble ¥XI, like Table XX, is of =mignificence in that it may afford
the bookkeeping instructor information concerning actual business prac-
tices.

The bookkeeping textu which is now being used in the Schocl of Inten-
sive Business for instructional purposes shows that the books are cleosed

snd finsncial statements are prepsred =t the close of each fiseal period,

)

J. F. Shervood snd Clem Boling, College Accounting.
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TABLE XX

SOURCES OF POSTING TO ACCOUNTS RECEIVABLE AND ACCOUNTS PAYABLT LEDGER
WHEN PURCHASE AND SALES JOURNALS ARE NOT USED

Accounts Receivable Accounts Paysble

Posted From v No. Per cent ¥o. Per cent
Original voucher (sales slip or 23 L6.0 1L 41.18

purchsse invoice)

Cash register tape L 8.0 - -
Summary sheets 2 o) - -
Formal Journal 21 42.0 20 58.82
50 100.0 34 100.00

Thig table is read as follows: 23, or U6 per cent, posted to the se~
counts receivable ledger from sales slips. Fourteen, or 41.18 per cent,
posted to the accounts paysble ledger from purchases invoices.



TABLE XXI

JUMHCY OF CLOSING THE BOOKS
PREPARATION OF FINANCIAL STAT

Books Closed and

Finsnecial Statements Bugl

nesseg
Prepared No. Per cent
Mon thly o5 38 .16
Guarterly 6 9.2%
Semiannusliy 3 k.62
Annuslly 31 47.69

65  100.00

This table is read ags Tollows: Twenty five,
or 33.46 per cent, of the firms surveyed
closed their books and prepared financisl
statements every month.
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This fact seems to be substantisted by the dats which are shown in Table

¥

YEI. Thirty-one, or 47.69 per cent, of the businesses surveyed close their
books on an annusl basis; 25, or 38.Lb per cent, close the books and pre-

sre Tinancial statements every month; 6, or 9.23 per cent, close the books

ks
£

and prepare financial statements every three vonths: =nd 3, or 4.62 per ca

close the books and prepare the finsncizl statements twice each year.
This %

able was constructed from the statements of the bookkeeper in
gnawey to the duestion: YHow often are the books closed and finaneial
statenents prepared?” In some instances the bookkeeper's response may
represent his opinion. 1t is believed, however, that this number is small

enough t¢ be of minor significance snd will not affect the Tindings of the

study.

Bxtent to Which the Bookkeeping Cycle is Hendled by the Bookkeeper,
and by the Public Accountant

Table XLIT shows that all of the bookkespers make journsl entries:
5%, or 81.54 per cent, post to either the genersl ledger, the accounts re-
ceivoble ledger, the accounts payszble ledgsr, or sll three; U2, or 64,62
per cent, take a trizl balance: 351, or U7.7 per cent, prepsre =z work sheet
%5, or 53.85 per cent, prepare balsnce sheets:; snd 38, or 58.46 per cent
prepare » profit and loss statement.

Thuere were 12 who d4id not post; of this number, 10 used = combined
journsl and ledger snd 2 simply ststed thoat a ledger was not used in their
bookizeeping system.

The work done by & public azccoumbsnt is as follows: 12, or 18.46 per
cent prepared = trial balance; 14, or 21.5U per cent, prepared the work

.

sheet: 15, or 23.08 per cent, prepared the balsnce sheet; and 16, or 24,62

peyr cent, prepared the profit and loss statement.



TABLE XXII

BEYENT 10 WHICHE THE BOOKKEEPING CYCLE I8
HANDLED BY THE BOOKKHFPHER AND BY

THE PUBLIC ACCOUNTANT

Maintained by

Hlements of the

Public

Bookkeaping Cycle Bookkeeper  Accountsnt
Journalizing 65 0

Pogting 5%

Trisl Bslance ho
Work Sheet 31
Balance Sheet 37
Profit and Loss Statement 38

=y

This tsble is read as follows: 65,
bookizeepers made Journal entries.

or zll, o

f

the
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The only elements of the bookkeeping cycle which are not included in
this group are the adjustments and the post closing trisl balsnee. It is
assumed that these are done wherever the work sheet, the balance sheet, or
the profit and loss stztement are prepared.

Hiseellansous Statements and Reporis Prepsred

by the Bookkeeper and the
Public Accountant

It is shown in Table XXIII that U5, or 69.23% per cent, of the book-
keepers prepare a reconciliation of the bsnk statement. It must he assumed
that the remaining 20 do not perform this duty. It is also shown that 1L
of the persons in hookkesping positions prepared the income tax reporte
for the business and that U0 of the business establishments had their in-
come taex returng prepared by s public accountant. The remsining 11 were,
for the most part, either branch offices or part of a chain system., It is
a logical assumption, therefore, that thelr itax matters would be tsaken care
of by the home office. Fifty-four, or approximately 83 per cent, made out
the payroll for the business. There were no ingtsncesg in vhich the public
accountant made oul the payroll, Thirty-two of the bookltespers prepared
2n analysis of salee¢ and 3 of the businesses had s public accountsnt pre-
pare this snalysis.

It is Dbelieved that sufficient data are presented in Table XXIV to
Justify special cmphasis on the prepsration of the bank statement recon-
giliation, peyrolls, and sales analysis forms. It is also believed that

gsome instroction in income tax accounting should be given the students.

Number of Firmvaaklng Formal Analyses of Statements

Aq snelysis of Table XXIV indicates that very few of the businesses

realize the vslue of the procedure of making an analysis of their financial
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TABLE XXIII

MISCELLANEOUS STATEMHNTS AND FEPORTS PREPARED BY
THE BOOKKEEPER AND BY
THE PUBLIC ACCOUNTANT

Book- Public

Statemants and reports prepared keeper Accountsnt
Bank statement reconcilisztion un -
Income tax returns ik Ty
Payrolls 5Y -
Sales analysig 32 3

This table is read as follows: U5 of the hookkeepers
made a reconciliation of the bank statement: none em-
ployed a public accountant,
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TABLE XXIV

NUMBER OF FIRMS PREPARING ANALYSES OF STATEMENTS

Fimsg
Analyses o, Per cent
Nons Wy 72.31
Current Ratio On Balance Sheet and
Percentages on Profit snd Loss Statement iz 18 .46
Percentages on Profit and Loss Statement (only) 6 9.23
65 100.00

This table is read as follows: U7 of the firms reporting did
not moke any snalysis of their financial statements.
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statements. Forty-seven, or 72.31 per cent, of the bookkeepers did not
moke any snslysis of either the balance sheet or profit and loss statement:
12, or 18.46 per cent, determined the current ratio, that is the ratio he-
tween current assets and current lisbilitieg, and percentages on the profit
and loss statement; and 6, or 9.23 per cent, made an snalysis of the profit
snd loss statement only. If sny other analyses were made, they were not
indieated. It is believed that in most cases the person interviewed was

not conversant with statement analysis.

Taventory Practices of the Retail Merchandise Wnterprise

Table XXV shows that 63%.08 per cent of the stores did not keep per-
petual inventory records. One of the owners of a small furniture store
mode the following typlcal statement when asked if perpetusl inventory
records were kept: "I can welk through my store and see most of my mer-
chzndise. Yhy should I keep such a record?"

It is slso shown that physicsl inventories were most freguently taken
on sn snnual basis. Forty~eight, or 73.85 per cent, of the businesses take
= physicsl inventory once each year; 6, or 9.23 per cent, take inventories
mon thly: 6, or 9.2% per cent, take them quarterly; and 5, of 7.69 per cent,
take them semiasnnuslly.

Twenty-nine, or 4L.62 per cent take the inventory at cost; olt, or
36,92 per cent, take them at cost or market: 8, or 12.31 per cent, take
the inventory at retail: and I, or 6.15 per cent, toke their Inventories

at both cost and retail,

Buginess Machines Used in the Retail Merchandise Store

fgble XXVI shows that all of the businesses had at least one adding

machine., Sixty-one, or 9%.85 per cent, of the bookkeepers stated that they



TABLE ZXV

INVENTORY PRACTICES OF RETAIL WERCHANDISE STORES

Perpetuzl Inventory Maintained:

Yes 2h
Mo )

Per cont

36.92
%.08

Phygical Inventoriss Taken:
Monthly 6
Quarterly 6
Semiannuslly 5
Annuslly ¥

106.00

9.23
9.23
7.69

73.8

Physicel Inventory Vslued at:

Cost

Cost or Markey
Retsil

Cost and Retsil

NN

100,00

W 62
36.92
12.31
6.15

W= o =0

100.00

This table is resd as follows: 24, or 36.92 per cent, of

the firms meintained perpetuszl inventory records.
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used the adding machine frequently in the course of their duties: snd U
of 6.15 per cent, used the adding machine occasionally.

The typewriter was used frequently by 43, or 66.16 per cent, of the
bookkeepers; occasionzlly by 11, or 16.92 per cent, of the bookkeepers:
and never by 11, or 16.92 per cent.

Six, or 9.23 per cent, of the bookkeepers used =z caleculating machine
frequeﬁtly; 2, or 3.08 per cent, used a caleulating machine occasionally:
and 57, or 8?i68 per cent, stated that they did not use it at all.

Seventeen, or 26,16 per cent, of the stores had posting machines.
Fourteen, or 21.51 per cent, of the bookkeepers used the posting machine
frequently; 3, or 4.62 per cent, used the posting machine occasionally:
and 48, or 73.85 per cent, did not use the posting machine at all.

There wasg ouly 1 billing mschine in use in the retail merchandise
stores, and this machine was in frequent use.

The fact that 18, or 27.7 per cent, of the firms represented here used
bookikeeping machinesg indicates that machine-bookkeeping is used fairly ex-
tensively in this area of Stillwater.

At present a course of instruction in the operstion of bookkeeping
machines is not offered in any of the Stiliwater schools. These facts
indicate that further study mey be necegsary to determine whether or not
such a course should be offered in the college or in the Hchool of Inten-
sive Business.

Table IXVII shows the make or trade name of the machines which are
now in currvent use, Twenty-six of the typewriters were Underwoods, 1M
were Bemingtons, 6 were Royals, b were L. C. Smiths, and 2 were Woodstocks.
0f the adding machines, 25 were Burroughs, 21 were Remingtons, 9 were

=i

Underwood Sundstrands, 5 were Victors, 4 were R. €. Allens, 2 were Daltons,
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o3

1 was Allen

snd 1 was & Barrett. There were H Hemington and 3
Honroe Calculators and all of them were key driven. Theras were 17 posting
machines: 9 Remingiten, 7 Burroughs, snd 1 Monroe., There was only 1 bill-

ing machine in use in this area. This is probably attributzble to the fact

that the posting machine performs the same function as the billing mschine
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TABLE XXVI

BUSINESS WACHINES USED BY THY BOOKKTWEPER IN MAINTAINING THR RWCORDS

e et e st

s o
== e —— =

Machine Never Occasionally Frequently  Total
Typewriter 11 11 432 65
Adding Machine - h 61 65
Calculating Machine 57 2 6 65
Posting Machine 48 Z pRx 65
Billing Machine - 6h - 1 b5

This table is read as follows: OFf the 65 people who used the type-
writer, 11l never used the typewriter, 11 used the typewriter sce-~
casionally, and 43 used the typewriter frequently.
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TABLE XXVIT

BRANDS OF OFFICE MACHINES IN CURRENT USE

Pypewriter: 4dding Machine:
Underwood 26 Burroughs o5
Remington 1k Remington o1
Roysl 6 Underwood Sundstrand 9
L. 0. Smith b Victor 5
Hoodstock 2 R. C. Allen It
Balton 2
Monroe 2
Allen-Wales 1
Barretd 1
Total 54 Total 70
Geleulating Machine: Posting Machine:
Remington (Key~driven) 5 Remington 9
Monroe (Key-driven) 3 Burroughs 7
Monroe 1
Po tal 8 Total 17
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CHAPTER IV

The purpose of this study, as set forth in Chapter I, is to obtsin

information concerning the bookkeeper and his duties, snd the booklkeeping

systems of the small retail businesses located in the ares studied.

Specifically, the study endeavors to answer the followinz gquestions:

10.

11,

What is the prevalent age and sex of bookkeepers?
What are the galary ranges?

How does the formal bookkeeping training received in school
compare with the bookkeeping training requirved for employment?

What are the non-bookkeeping duties of the bookkeeper?
Is bookkeeping most frequently a primary or s secondary duty?

that job titles occur most frequently in combination with
bookkeeper?

Is experience required for one seeking employment as s book-
keeper?

Is a knowledge of bookkeeping of any direct value in obtaining
enploynent?

Yhat books of entry are most commonly used in retsil merehandise
stores?

To what extent is the couplete bookkeeping cycle handled by
the bookikeeper? What part is handled by a public accountant?

How extensively is machine-bookkeeping being used?

The date used in this study were obtained from an interview schedule,

These data were presented and anslyzed in Chapter II, The Bookkeeper, and

Chapter III, Bookkeeping SBystemsg of the Fetnil Merchandige Store.

Summary of the Retail Stores Surveyed

Righty-eight retail merchandise stores were ineludsd in the study.

Sixty-seven, or 76.14 per cent, of these stores maintained their own rec-

ords: 15, or 17.05 per cent, reported that their books were mainbained by
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an individual, or individuals, who were not employees in the store: 2, or
2.27 per cent, did not meintein records; and 1, or 4.5U per cent, did not
comply with the reguest for information.

In the stores that maintained their own records, the books were kept
by M0 full-time bookkeepers, 5 part-time bookkeepers, snd 22 msnsgers, In
the 15 stores that reported that their books were mazintsined outside of
the business, 12 employed the services of a public accountsnt snd 7 gent

reports to their home offices.

Age ond Sex of the Bookkeeper

There were 26 bookkeepers who were "over 25%--20 femsles znd 6 males;
1 femsle and no males who were 24; 2 females and 2 males who were 2%; T
Tenales and no males who were 22; 1 female snd no males who were 21: no
Tomsles and no males who were 20; 1 female and no males who were 19: and 1
feuale and no msles who were 18.

The age of initial employment as a full-time bookkeeper was as fol-
lows: 10 femsles and 3 males were "over 25"%; none were 25: 2 females and
no msles were 2li:; none were 2%; 1 female and 1 male were 22: 4 femsles and
no meles were 21; 6 females asnd 1 male were 20; 2 females and no males were

19; 7 females zand 1 male were 18; and 5 femalss and no males were 17.

Tenure of the Bookkeeper

Fifteen females and 6 males had been employed in their present job as
bookkeeper less than one year, and 22 femsles =nd 2 males had been employed

more than one year.

Salary Ranges of the Bookkeeper

The salary ranges of the female full-time booklkespers are as follows:

2 reported that they received an annual salary within the range from



$0000-1200; 6, from $1201-1500; 7, from $1501-1800: 7, from $1801-2100;
5, from $2101-2400; 3, from $270L-3000; =nd 2, from $3001-over.

The salary range for male full-time bookkespers began at $2M01-2700,
Two stated that they made a salary within the range from $2M01L-2700. 1
within the renge from $2701-3000; and 2 made from $3001l-over.

Formal Bookkeeping Training of the Bookkeeper Compzred with the
Formal Bookkeeping Training Required for Employment

Ten mansgers regulred their bookkeeper to have at least high school
bookkeeping training as compared with 11 boolkeepers who had only high
school bookkeeping training. Twenty-one managers required formal book-
keeping training above the high school level, and 21 Bookkeepers hsd such
qualifications. The remsining 1l monsgers stated that they 4id not require

the person whom they employed to have any formal booklkeeping training, while

13 bookkeepers had recelved no formal training in bookkeeping,

Non-bhookkeeping Duties of the Bookkeeper

Fourteen booklteepers had only bookkeeping duties to perform: 11 had
an additional duty of selling: 6 scted as cashiers in addition to their
bookkeeping duties; 5 hsad stenographic duties in addition to keeping the
books; 6 did some typing; and 3 were office managers.

Bookkeeping was a primary duty, requiring half or more of the employee's
time, in 34 of these czses and = secondary duty, requiring less than half

of the employee's time, in the remaining 11 ecases.

Combinstions gg Job Titles Which Occur With Bookkeeper

The job title combinations were determined by the amount of time de-
voted to the duties which were a part of the bookkeeper's job.
In the cases in which bookkeeping duties were of a primary nature,

14 were classified as bookkeeper, & ss bookkeeper-szles clerk, b ss book-
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keeper-typist, 3 as bookkeeper-cashier, zand 3 as booklkreeper-stenographer,
0f the remeining 11 cases in which bookkeeping was 2 secondary duty, the
combinations of job titles were as follows: 3 were classified =23 csshier-
bookkeeper, 3 were office manager-bookkeepers; 3 were sales-bookkeepers,

and 2 were stenographer-bookkeepsrs,

Experience Eeguired for Bmployment

Thirty-two bookkeepers stated that bookkeeping ezxperience was reguired
for initial employment in their present job as compared with 13 who stated
that experience was not required. These findings were verified by the

mansgers .

Value of Bookkeeping Treining in Obtaining Employment

Thirty-one bookkeepers stoted that they believed that their booklesp-
ing training had been of vzlue in obtaining employment in former jobs, and
14 stated that it had been of no value. Thirty-nine of the bookkeepers
stated that it had been of wvalue in obtaining their present job, as com-

pared with 6 who stated that it had been of no value.

Formal Bookkeeping Training of the Menagers Who Kept Books

In the 22 stores in which the menszgers maintszined the books, it was
found that 9 had received no formal bookkeeping training, 7 had had some
accounting in college, 3 had received business college training, znd 3 had

had bookkeeping in z business college.

Bookkeeping Systems Used in Retzil Merchsndise Stores

Sixty-three, or 91.3 per cent, of the stores used the double-entry
system of bookkeeping; 2, or 2.9 per cent, used a single-entry system; 2,
or 2.9 per cent, did not keep formsl records; =nd 2, or 2.9 per cent, did

not keep any records at all.
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ntry Used in the Businesses

The books of entry which were used in various combinations by the 65

stores that maintained either s double-or single-entry system are as

Books of Original Zmtry: 28, or U3,08 per cent, of the stores used
the general jJournal: 21, or 32,31 per cent,‘used the sales journal: 20, or
30.77 ver cent, used the purchsse journal: 19, or 29.23 per cent, used the
corbined cash journal: and 20, or 30.77 per cent, used the combined journsl
and ledger.

Books of Finsl Enkry: U2, or 67.62 per cent, of the stores used the
genersl ledser; 50, or 76.92 per cent, used o subsidiary ledger of accounts

receivable; and 3%, or 52.31 per cent, used a subsidiary ledger of sccounts

Extent o Vhich the Bookkeeping Cyecle is Hendled by
the Bockkesper and by the
Public Accountant

A1l of the 65 bookkeepers make journsl eatries; 53, or 81.51 per cent,
post to eithey the gensysl ledger, the sccounts receivable ledger, the
accounts payable ledger, or all three: U2, or 64.62 per cent, take = trial
belance: 31, or 47.7 per cent, prepare a work sheet: 35, or 53.85 per cent,
. and 38, or B8.46 per cent, prepare = profit and
loss statement,

There were no cases in which the public sccountant journalized or
posted; howsver, in 12, or 18.46 per cent of the stores s public accountant
prepared a trisl balsnce; in 14, or 21.5U per cent, the public accountznt
prepared the work sheet: in 15, or 23,08 per cent, he prepared the balence

sheet: and in 16, or 24 .62 per cent, he prepared the profit snd loss state-



Froguency of Postings Made to the Books of Final Batrpy

Poatings to the general ledger and accounis recsivable ledser were
made daily by approximately 80 per cant of the bookkeepers. However, thore
was wore variation in posting to the accouwnbs ovsysble lsdger as 13, or
38.24 per cent, posied dsily; 1, or 2.9 per cent, posted twice weekly:
11, or 32.25 per cent, posted weekly; 2, or 5.88 per cent, posted twics

monthly; and 7, or 20.59 per cent, posted monthly.

=~

Sources of Pogting to Accounts Receivable
ond Accounts . Pmy&ble Ledgar

Fifty-eight per cent of the 50 retzil merchandise stores who hz=d an
accounts receivable ledger used the sales sllp, the cash register tape, ovr

a sales gummary cheet rather than the sgales Joumal as their source of

posting. The purchsse Inveicse was used in lieu of the puy
by 41,18 per cent of the I gtores in which the accounts paysble ledger

Freguency of Closing the Books and
Trepsoring Financisl Staiements

Thirty-ons, or U7.69 per cent, of the businesses close their hooks oun

(-.-

an snnual basis; 25, or 3%8.46 per cent, close the books and prepare f£in

cizl statements every month: 6, or 9.23 per cent, close the books snd pre-

pare finsnciszl stotements every three months: snd 3, or L.62 per cent,

tloge the books and prepsre the finsncial ststemenis twice each year.
Misecellsnieous Statements and Reporis

Prepared by the Bookkeeper and
the Public Accountant

The bookkeepsr prepared the bank statement reconcilistion in 45 of
the 65 stores, income tex returns in 14, payrolls in 54, and 32 prepared

an anslysis of sales. The public accountaznt was used most freguently for
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the preparation of the income ‘%ax returns.

- Nunmber of Pivms Maling Formal Anslyses of Biatements

¥orty—-seven, or {2.31 per cent, of the bookkeepers did not make =n
analysis of either the balsnce sheet or the profit and loss statement: 12,

or 18.14b per eent, determined the current ratio and computed percentages

on the profit amd loss statement: and 6, or 9.23 per cent, made an snalysis

of the prefit and loss ststement only.
Iaventory Practices of the Retsll Merchandige Bnterprise
Over 60 per cent of the fivms did not keep perpetusl inventory rec-
ords. A physical inventory was taken annuslly by over 70 per cent of the

S

Firms and fovr the mogt of them it was taken at either cost or cost~or-

Business Machineg Used in the Retall Merchsndise Store

The business machines which are used woet frequently by the bookkeeper
are as follows: 65, or 100 per cent, used the adding machine: BY, or over
80 per cent, used the typewriter; 17, or 26.16 per cent, used the posting
machine: 6, or 9.23 per cent, used the ealeulating machin

e: snd 1 used the

The brands of offiee machines most freguently used are ams follows:

pewriters=-Underwood, Remington, Royal, L. C. Smith, znd ¥Woodstock.

Adding machineg--Burrouvghs, Remington, Underwood Sundstrznd, Victoer, and

B. O, Allen. (2lculsting Machines--Hemington snd Wonroe, Posting machines~-
Remingivon, Burroughs, snd Monroe.
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CONCLUSTONS

1., fThe sex of the bookkeeper is predominately femsle, which Tact
indicates that there is probably a preference for female bookkeepers.

2. As the books are maintained by the managers in one-third of the
retail merchandise stores in which the books are maintained within the
business, students who are preparing for small business mansgement should
have a fairly extensive bookkeeping training program.

3. 'The findings show that spproximately one-third of the female book-
keepers were employed in their first full-time job as bookkeepers at the
ages of 17 and 18, snd that one-sizth of the male bookkeepers were employed
at the age of 18. This indicates, if these findings are typical of the
Stillwater area, that it is possible for some persons of high school age
to obtain employment as bookkeepers. It should be noted, however, that of
the bookkeepers who are now employed, no malesg and only 2 femples are wndev
20 years of age. In view of the Tact that one-half of the boolkespers have
held their present job as bockkeeper for less than one year, it is apparent
that the mansgers of retsil merchandise stores in Stillwster do not ordi-
narily ewploy bookkeepers of high echool age.

%, As there were no male bookkeepers who were 22 years of age or
younger, it appears that there is very little opportunity for males of
high school age to obtain employment as bookkeepers.

5. The rate of turnover is very great as approximately three-fourths
of the msles and sbout one-half of the females have held their present
jobs as bookkeespers for less than one year.

6. The study did not attempt to show Whefher the jobg were compara—
ble, but the findings indicate that the mean sslary for femsle bookkeepers
is approximately $1800 per yesr and for msle bookkeepers about $2900 per

year.
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7. Beventy per cent of the stores require formsl bookkeeping training,

his number slightly over €5 per cent require the bookkeeper to have
Tormal bookkeeping training ambove the high school level. it may be con-
cluded, therefore, that business college and college troined bookkeepers

are in greater demsmd than those with high school v
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&. A knowledge of some other skill was required of the bookkeeper in
approximately 75 per cent of the bookkeeping jobs. This mesns thot the
student who is preparing for the field of bookkesping should have a knowl-
edge of, or training in, other fields, prinecipslly selling, stenography
or office msnagement,

9. The Tindings show that experience was reguired in obtaining em-
ployment as a bookkeepsr in spproximately 75 per cent of the retail mer-

chondise stores. On the basis of these findings it

LS >

fete

g believed that s
work experience program for students who are training for bookkeeping jobs

is advisable,

)
(=2
fmt

ittle or no time ig devoted to this system in the present curricuvlium

11, The cowhined journal and ledger, which is now being usged by ap-

proximstely 30 per cent of the retail merchandice stores, should be added

=)

to, and included in, the present bookkeeping curviculum.

12. The findings indicate that there ave severnl differences in book-
kesping as it is actuelly practiced snd bookkeeping ss it is beling taught.
Business men should be ealled upon more freguently by the bookkeeping
teacher to determine current bookkeeping practices, and these findings

should be utilized in the classroom to add a realiztic stmosphere to the

hoolkdkeeping class.,
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13. Most people who plan to work as hookkeepers should learn to use
the typewriter, the adding machine, snd the posting machine. A knowledge

of filing would also seem to be desirsble.

RECOMMENDATIONS

1. As the findings indieste that experience is reguired in most
buginesses, it is recommended that a work experience program for bookkeep-
ing students should be given further investigation and study to determine
the advisability of adding such a program to the curriculum in the local
high school and in the School of Intensive Business.

2. A similar study of the personal service enterprises should be
made to determine the facts concerning the bookkeepers employed by these
enterprises, and to obtain facts concerning the bookkeeping systems pecul-
iar to this type of business.

3, Tt is recommended that the combined journal and ledger be

[

n~
cluded in the present hookkeeping curriculum of the local high school and

the Echool of Intensive Business.
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Type of business(Hardware, etc.)_ Retail
Wholesale__ Manufacturing__ Other

Age: 16-17-18-19-20-21-22-23-24=25-0ver 25 Sex: M__F

Age when employed in first full-tine jobs__
full-tine job as bookkeeper,

Age when employed in first

- ——

What was the nature of the work in your first full-time job?(Booclkkeeping, sell=
ing, typinz, ete.)

Was exvcrience as a bookkeeper required in obtaining your present job? Yes

150

Has vour training as a bookkeeper been of value o you in obtaining employment
cithor in former jobs or in your prescnt jobh? Iormer jobs: Yes  No
Present job: Yes_ No____ I answer is "No" in either insiance, eoxplain.__

———— ]

How many months have you spent as bookkeeper in your present job?
Are vou a fuil-time emplovee in your present job? Yes_ _No

Did you work as a bookleener before obtaining your present job? Yes__io
If so, how long?(Months) Full time_____ Part time

How was your ltnowledze of bookkeeping acquired?
a, Formal training in school __ _

b, Actual training and experience on the job
c¢. A combination of (a) and (b)

d, Other

In your present job, is 50 per cent or more of your workinz time devoted to
performing duties in any one field(bookkeepinz, sellins. sccretarial. ete.)?
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Systems:

1,

2

3.

e

7.

10.

11,

12

YWhich of the following are used in this buSiness?
Double entry_
Single entry

Other
Journals: GJ__CRJ__CPJ__PJ___SJ___ Combined Cash Journal_ __One book combined
journal and ledser (By whom published or vrepared ?)
Qther
Ledgors: General Ledger_ (Bound___Loose leaf___ Other )

Subsidiary ledgers: Accounts Receivable___ Accounts Payable__ Other

Which of these rccords are kept by you personally?(Circle any of the above.)
Yhich, if any, are kept by a public accountani?(Underscore)

If the sales journsl and nurchases journal are not used, from what sources are
postings made? '
Sales slips____Sales sumery slips__ Other
Purchase Invoices__Are these invoices filed___or bound___ ?(Are they filed as to
date due___, or as to date of invoice__?)

How often are nostings made? (D-daily, W-weekly)
Accounts Pavable Cash
Accounts Receivable liiscellancous__ __

Ithich of the followinz statements are prenmared b you?(b) By a public account-
ant?(p)

Trial balance__ WoPk Sheet__ Bank statement reconciliation___Balance Sheet,
P&L Statement_ Income tex rcturns___Payrolls__ Sales analysis forms

Other

Do you preparc an analysis of any of the above statements?(llo, 7) Ves No
you preg na.Ly: Vi g U S




