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CHAPTER I 

INTRODUCTION 

Need for the Study 

Bookkeeping as it is taught today is different from bookkeep ing a s it 

is actually practiced. In this regard M. F. . Studebaker makes the follow-

ing pertinent sta tement: 11 There is no skill sub.ject in our secondary 

schools in which the l earning procedure differs so much from a ctual prac

tice a s it does in bookkeeping.ttl It i s believed tha t thi s condition has 

resulted, on the one hand, from the increa,sed dem1md f or the additional in-

forma tion which i s required by the government , a nd, on t he other hand, from 

the proprietor ' s desire for a more II streamlined11 set of records. 11 All 

businesses, large or small, a ttempt to set up their records so t ha t they 

may recor d the i nforma tion they need in the simplest possible manner. 11 2 

Many of the books of entry which are taught in school a re disca,rded by the 

businessman for the sake of simplicity in actual pr Fi.ctice. 

The importance of the role played by the bookkeeper and of the book-

keeping system a s a vita l part of business i s more apparent today t han ever 

before. This fact, in a ddition to the f a ct t ha. t bookkeeping a s it is 

t aught today is different from bookkeeping a s it is a ctually pra cticed, is 

a justifiable cause for a l a rm to both businessmen and to business tea chers. 

uch has been written about the need for cooperation between the 

businessman and the business educator if the student is to get the proper 

tra ining. One businessman has this to say: 

1 M. E. Studebaker, "Making Bookkeeping Teaching [ethods Vlorthwhile, 11 

UBE Forum, February 1948, p. 17. 

2 F. Blair Mayne, "Bookkeeping in the Small High School , "UBF.A 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 in to which category they will fall. Edu
cators and business men nmst realize that mistakes made in train
ing can not be easily erased. Afte r a pupil h.a.s completed his 
training. It is, therefore, of the utmost importance that a close 
relationship be established between the school and industry.3 

2 

To achieve this goal, local contlitions must be surveyed and the business-

men of the community must be ca.lled upon for both facts and opinions. 

Harold F. Cottingham says, 11 The need for current local information in re-

lation to bookkeeping is important since the em-ployment opportunities and 

4 working conditions have changed in recent years •11 

An occupational survey5 wa made in Still\va.ter in 1941 and, except 

for its brief trea tment 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 addr ess, which was l a ter published, P. 0. Selby ma.de the 

following statements illustrating the need for survey of the bookkeeper 

and of the bookkeeping systems. 

I have hea rd of no recent comnnm.ity surveys to revef:l.1 the type of 
bookkeeping being practiced. A decade ago a number of surveys 
showed that small businesses were still using more single entry 

3 Harold M. Benson, 11 Responsibili ty of the Businessman , 11 The Changing 
Business Education Curriculum, The American Business Education Yea rbook , 
Vol. IV, 1947, p. 115. 

4 Harold F. Cottingham, 11 0ccupational Information for Those Interested 
in Bookkeeping, 11 UBEA Forum, March 1948, p. 47. 

5 Kleimen L. Holcomb, 11A Business Occupa.tional Survey of Stillwater, 
Oklahoma . 11 Unpublished Master's Thesis, Oklahoma Agricultural a.nd 
Mechanical College, 1941. 

Esby C. McGill, 11 A Business Occupational Survey of Stillwa ter, 
Oklahoma. 11 Unpublished Master's Thesis, Oklahoma, Agricultural and 
Mechanical College, 1941. 

Jo Morgan, "Business Occupational Survey of Stillwa ter , Okl::ihoma. 11 

Unpublished Master's Thesis, Oklahoma. Agricultural and Mechanical College, 
1941. 



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 pl an, which is double entry 
to the extent t hat a trial bal ance can be prepared a s a basis fo r 
financial statements. b 

With reference to the . type of procedure to be empl oyed, Selby says : 

He ( the tea cher ) can keep in step (with current practice) by: (1 ) 
taJ.king to business men and their bookkee~ers about t heir book
keeping systems a nd bookkeeping problems.( 

3 

By making a survey of bookkeepers and bookkeeping systems it is hoped 

tha t this study will bring to light info:nna tion ~hich may be used a s a 

guide in a more realistic trea t ment of the tea.chi ng of bookkeeping . 

It is hoped tha t the stud3' will help to develop a better unde r s t and-

i ng of the function of the bookkeeper a s a vital part of industry. It is 

believed t hat the results of the study will provide a possible means of 

evaluating the curricu1Lum of Option II students who a re now enr olled i n 

the School of Intens ive Business of Oklahoma Agricultural and Mechanical 

College , and that they will be useful in evaluating the bookkeeping course 

offered in the l ocal high school. 

PuI]ose 

The purpose of this study is to obtain information concerning the 

bookkeeper and his duties, and concerning t he bookkeeping sys tems of small 

retail businesses. Specifically, this study endeavors to answer the fol-

lowi ng questions : 

1. Vlhat i s t he pr eval ent age and. sex of bookkeeper s ? 

2 • 1ha t a r e t he sa.l a ry ranges? 

6 p . O. Selby , "F.xperience is the Bes t Bookkeeping Teacher , 11 Review 
of Business Educa tion, Vol. 46 , Number 1. (January 1949) , p . lS. 

-, 
I b id., p . 19. 



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

4. V/h.at are the non-bookkeeping duties of the bookkeeper? 

5. Is bookkeeping most frequently a primary or a second.a,ry duty? 

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

7, Is e~perience required of one seeking employment as a book
keeper? 

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

9. What books of entry a.re most commonly used in retail merchan
dise stores? 

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

11. How exteneively is machine-bookkeeping being used? 

Scope ~Limitations 

The study includes eighty-eight retail merchandise stores which are 

located in the area bounded on the north by :E'ifth 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 representa.tive 

4 

portion of the retail 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 a rea except ca.fes, service stations, 

and beer pa rlors. These three types of reta.il stores are excluded on the 

grounds that they are primarily service enterprises and not comparable for 

the purpose of this study. 

The number and t ypes of retail mercb.and.i se stores in.eluded in the 

study are as follows: 



TyPe of Retail Merchandise Store 

Automobile Agency 
Automobile Supply 
Creameries 
Department Store 
Drug Store 
Electric Appliance 
Farm Implement 
Feed Store 
Furniture Store 
Gift Store 
Glass, Plate 
Grocery, Retail 
Hardware 
Jewelry Store 
Ladies' Ready-to-Wear 
Lumber 
Men's Furnishings 
Model Construction Supply 
Music Store 
Office Supply 
Paint and Tall Paper 
Photographic Equipment and Supply 
Sewing Machine Agency 
Shoe Store 
Sporting Goods 
Variety Store 
Washing Machine Agency 

Total 

Number 
Respondine; 

8 
4 
2 
3 
5 
6 
2 
l 
9 
1 
1 
g 
2 
1 
4 
6 
4 
1 
1 
5 
1 
1 
2 
2 
1 
2 
1 

84 

Number 
Not Responding 

2 

1 

1 

5 

The study is further limited to include those persons who a re now 

ga infully employed in these retail merchandise stores as record.keepers, 

bookkeepers, and accountants. No attempt will be made to segregate the 

data on the basis of these separa te titles, nor in any way to differentiate 

between record.keepers, bookkeepers, and a ccountants. The wide difference 

in these titles is recognized , but it is believed th t the significance of 

the study lies in the facts rela.tive to the individual and not in the 

classification of occupational ti tles. 

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

ing the books will be termed a "bookkeeper, 11 regardless of his other d.uties, 
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job title, or p~roll classification, except in the case of a manager or 

owner. It is believed that in those instances in which the manager or 

owner of the business keeps the books, his answers to certa in questions 

would distort the findings of the survey, and these questions were omitted 

when an owner or man,.'1.ger was the person inte r viewed. 

Defini tions 

The follo dng definitions are accepted for this study a.n:l are listed 

below for clarity. It should be understood, however, that the definitions 
( 

of bookkeeper, record keeper, and accountant are included for the sake of 

making a more definite distinction between the se type s 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 ." 8 

The bookkeeper 11 keeps a complete and systematic set of records of all 

business trans <>,ctions 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; calcula tes wages of employees from plant 

records or time cards, and. makes up checks or draws ca sh from t he bank for 

payment of wages. May prepare, type, and mail monthly statements to cus

tomers . 11 9 

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

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

9 Dic tionai:l of Occupational Titles, Part I, p. 85, 



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

such as the accounts payable section. 11 10 

7 

The accountant "devises or executes previously devised accounting sys-

terns to meet the needs of a particular concern: prepares financial state-

ments, audits books, and does other a ccounting work a s busines~ requires; 

assumes responsibility for accuracy of the books after the audit. 11 11 

Bookkeepi ng 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 al l of the records a re knit 

together and utilized.1112 

Option 11. 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, clerical, and general office ,jobs. 11 13 

Methods and Procedure 

I t was decided tha t the normative-survey me thod of research is best 

suited for this type of study, and tha t better returns w9uld be obtained 

through the use of the per::ionfll 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 r esearch technique is as 
close to the teacher's vital problems as the interview. No t only 

10 ~., p. S5. 

11 ~-. p. 2 . 

12 Accountants Handbook, 1. A. Patton, Editor , p . llS7. 

13 Oklahoma Agricul tura.l and Mechanica.l 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 cla ss-room problems.14 

An outline of the study and a tentative interview schedule were pre-

sented to a. seminar of graduate students in business educa tion for cri ti-

g 

cism and suggestions. The schedule was revised in the light of these criti-

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 wea1messes, or needed corrections or addi-

tions , and to see if the da ta collec t ed vrn re adequate . A copy of thP- inter-

view schedule is included in the Appendix. 

In making the interview, the interviewer entered the p la.ce of business, 

asked to speak with the manager, and, after introduci.ng himself, explained 

as much of the purpose of the study as was believed necessary. Tvro ques-

tions, which were not included in the schedule, were asked of the manager, 

and the answers were recorded on the back of the schedule. Thee questions 

were : 

1. Do you require the person whom you employ as a boo1'".keepcr to have 
experience in keeping books? Yes_ No 

2 . If you we re 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 tra ining in accounting. 
c. Business College tra ining 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 a sked of the bookkeeper and to permit comparison of 

the formal training received in school and t he training required for em-

plo ment. 

14 Carter V. Good, A. S. Barr, and Douglas E. Scates, The Me thodology 
of Educational Research, pp. 378-379 . 
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After the first twenty-fi.ve interviews had been complP.ted, a group of 

students in the School of Intensive Bu~iness, who had received training in 

bookkeeping , 1,ere selected to help make the survey. Harold F. Cottingham 

has this to say of such a procedure: 

If data from an occupationa.1 survey are not available, business 
depar tment pupils, including those interested in bookkeeping as a 
vocation, can p rticipa te in such a study with a great deal of 
personal value.15 

The stud.en ts e11eounte1·ed no great difficulty in securing the ans ,,ers to any 

of the questions asked . 

The merchants of Stillwater were very coopera tive a nd consider te in 

giving their time, a.nd they offered many excel ent suggestions as to wha.t 

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 dat a were t abula.tea_ and 

analyzed, &"ld tables were prepared. These da ta a.re summarized and inter-

preted in Chapter II, "The Bookkeeper/' and Chap ter III, ":Bookkeeping 

Systems of the Retail Merchand..i.se Store . 11 

15 Harold F. Cottingham, 11 0ccupati.ona.l Inform<?.ti n for Those Interested 
in Bookkeeping, 11 UBEA Forum, March 1948, p. 16. 
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CJi!.PTFiR II 

Chapter II rmmmar:i.zes the data relative to the bookkeeper g£tthered by 

the writer in interviews with the bookkeepers and managers of the retail 

merchandise stores of a selected area in Stillwater. These data a,re sho1,m 

in Tables I to XVI, inclusive. 

As was mentioned in Chapter I, in those cases in which the manager 

WE\"3 the person responsible for keeping the books, certzdn questions were 

omitted. It is not intend.ed. tha.t a sepa,ration of' the da.ta pertaining to 

the bookkeeper an,d the mana,ger, act:i.n,g in his ca.paci t~r a.s bookkeeper, will 

be effected other than in Chapter II. The reason that a. distinction is 

made here is that it is believed the a.nswers to certain questions from 

which the data are tabula.tea a.re not appl:i.cable if the mana.ger acts as 

"book'.-keeper . 

· Eighty-eight retail merchandise stores were includ.ed in the stua.y. 

Table I snm,r111rizes the data. and it is noted. that 6L or 76.14 per cent, of 

the stores maintained their own records; in 15, or 17.05 per cent, the 

records were maintained outside of the business; 2', or 2.27 per cent, did 

not me,,intain records; and 4, or 4.5l.1. per cent, d.ic1 not respond. It was 

determined, however. that the lf. business esta,blishments which did not re-

s:pond did. maintaiu records. One of the firms hfrea_ a full-time bookkeepf3r 

and in the other three the managers key1t the books. Interview schedules 

were not completed in these four cases. 

, Om:ttting the 2 stores that kept no records and the lt storE,s that d.id 

not :furnish information, Table II shows the eighty-two firms classified c:1,s 

to the personnel who maintained the records. 1!"\orty-fi·ve, or 51+,38 per 



TABLE I 

RETAIL MJIBCHANDISE STOETllS 

Cl,ASSIFIED ACCORDING TO WFLER1i.l RECOR.r"9S ll..RE MADTT.AINED 

Reco:i:·ds maintained w:lthi:u i;he busin,~ss 

Record'.'<l maintained out~lde the business 

No records main ta.ined 

No response 

NTUilbA:t~ 

of Stores 

2 

4 

88 

Per Cent 

17.05 

2.27 

1.00.00 

i'his te,ble is read. as follows: Sixty-seil'en, or 76.111- per cent, of 
the retail me1·ch8.ndise ertoi-es s1.,rveyea maintained their own records. 

11 



T~~LE II 

RETAIL Mm:RCHAlll'DISE STORES 

CLASSIFIED ACCORDING 'llQ THE PERSOUNEL MAINTAilHl~G 'l"HE RECORDS 

Number 
Records maintained by: of Stores Per cent 

Employee. (Bookkeeper) 45 54.SS 
(Full-time 40 48. 78) 
(Part-time 5 6.10) 

Manager 22 26.83 

Public Aceou.ntant 12 14.63 

Home Office 3 3.66 

82 100.00 

This table is read as :follows: Of the firms surveyed, 45, or 54.88 
per cent, hired a bookkeeper. In 4o, or 48. 78 per cent, of these 
firms the book..~eepers are full-time enrployees; end in 5, or 6.10 
per cent, they were part-time employees. 

12 



13 

cent, employed a bookkeeper--li-0, or 4tL7S ner cent, were full-time book

keepers ancl 5, or 6.1 per cent. were pa.rt-time book"Jceepers; 22, or 26.83 

per cent, did not hire a bookkeeper but the books were kept by the mB,nager: 

12, or 14.63 per cent, pa.ia. for the services of a. public accountant; and 3, 

or 31.66 per cent. sent reports to the home office where the records were 

maintained. 

The signific13,nce of Tables I s.nd. II is tha.t a major portion of the re

t,dl merchandise stores do rn.a,intain records and of this portion slightly 

over SO per cent keep their own books. 

I:t:d;erview sch.edu..les were not completed in the 15 firms in which the 

records were maintained in other places. 

~ and Sex of~ Book'Jceeper 

Table III shows the present age end the sex of the bookkeepers now 

employed in the :retail merchand.ise stores of S tillw&,ter. There are no 

book1;:eepers who are seven teen yea.rs of e.ge or youn.ger. The table shows 

that there are 20 female and. 6 ma.le bookkeepers Nho are over, 25; 1 female 

and no males who are 25; 4 fema,les and no m8.les who are 24; 2 females and. 

2 males who are 23; 7 females and. no males who a.re 22; 1 fem~,le .s:;nd. no 

:males who are 21; and no females and no males who a.re 20; 1 femf!,le and. no 

males who are 19; and l fema.le and no males who are 1$. The prevalent age 

:i.s, therefore. over 25. 

'.l!hese data a,:re particula,rly significant when it is noted tha,t only 2 

of the ~-5 book..J;;:eepers are under 21 years of age. Apparently these jobs 

a.re seldom filled by people of the age of high school graduates. 

11able III also shows that 37, o4 S2 .22 per cent, of the book.keepers 

are fem .. i.,,les and. S, or 17. 7S per cent, are ma.les, No attempt was made to 

a.etermine the sex preference of the manager for bookkeeping positions~ 



TABLE III 

AGE AND SEX OJ? Tffi1l BOOICKEE.l?ER 

Age M:3,le Female Total 

16 
17 
lS 
19 
20 
21 
22 
23 
24 
25 

Over 25 

2 

6 

s 

1 
l 

l 
7 
2 
4 
1 

20 

37 

This table is rea,d as follows: 1 female book
keeper was lS years of age • 

0 
0 
1 
l 
0 
1 
7 
4 
~-
1 

26 

14 



however, it m,ppears that there is e, preference for female bookkeepers to 

fill the bookkeeping positions in the stores of this area. 

15 

The age when employed in the first f'ull-time job, :not necessarily 

bookkeeping, is shown in Table IV. It is significant to note tha,t there 

are 10 femo.les and 2 males who were employed in their first full-time job 

at the a.ges of 16 and 17. A further analysis of Table IV revea,ls tha,t 

there are 10 females and 2 males who were employed in their first full

time job at the a ... ge of 115; 4 females and no males, at the age of 19; 4 

:females a11d 2 males, at the age of 20; 2 females encl no males, at the age 

of 22; no females and 1 ma .. le, at the age of 23; 3 females rmd no males, at 

the age of 24; no fema,les or males, at the a.ge of 25; and 3 females, at 

ages over 25. It should also be noted that one of the m2!1,les had not been 

employed in a full-time job. 

As shown in Table if, a cumulative totaJ. of 24 pe:rsomi held fu.11-time 

po ,li tions in which some bookkeeping was :lnvol ved.. It is significant that 

these people. over half of the number of 1)ookkeepers included in the study, 

were called. U,IJOU to perform bookkeeping d.uties in their in.i tial fu.11-t:tme 

job. Of the remaining 20, 7 were sales clerks; 3 were sch(>ol teachers; 2 

were secretary-typists; 2 were typists; 2 were ordinary la.borers; 1 was 

the owner of e, business; l Wl':,,s a;n assistant chemist; l did general store 

work; and l w·e,s a stockma.n for tct tobacco company. 

The dr::,,ta in Table VI revee.l the age at which the individual was em

ployed ill his first full-time job a.s a bookkeeper. There a:.r.e 10 fem;9J,es 

and 3 males who were over 25: 2 females and. no males who were 2l.t: l female 

and l male who were 22; l.f. females and no maJ.es who were 21; 6 females and 

1 male who were 20; 2 :femr:1,les and. no males who were 19; 7 females s11d l 

male who were lS; and 5 :females aJ.1d. no males who were 17 y1-1ars of Eige at 

the Ume of iu:i.'tial ,employnent as boo1d~eeper. 



TABLE IV 

AGE OF BOOKI{JIDfil?ER 1.'JHEN EMPLOYED IN FIRST FULL-TIME JOB 

Age 

16 
17 
1$ 
19 
20 
21 
22 
23 
24 
25 

Over 25 

Male 

2 
2 

2 
0 

l 

7 

Female Tots,l 

3 3 
7 9 

lO 12 
4 l~ 
4 6 
2 2 
l l 

1 
3 3 

0 
-:z 3 .., 

37 44• 

*One of the male bookkeepers had not had full-time 
e:nrployment. 

This table is read as follows: Three females and no 
males were employed in their first f1;u.l-time job at the 
age of 16. 
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T.ABLJD V 

NATURE OF WORK IN FIBS!P FULL 'I'IM1~ JOB HELD BY PEBSON'"S l17HO ARID }\J'OW 
EMPLOYED AS BOOKIGl1EPJflR 

Posi t:i.on 

11ookkeeper 
Bookkeeper-Sales Clerk 
Bookkeeper-Ty-pi st 
J3ookkeeper-Cashier 
Dental Assista.nt-Bookkeeper 
Sides Clerk 
Teacher 
Secretary·-Typist 
Typist 
Laborer 
Owner of Business 
Ass:1.sta,nt Chemist 
General Store Work 
Stockman for Tobacco Compa.n;r 

Ma.le 

2 

l 

2 
l 

l 

7 

Female 

16 
2 
2 
1 
1 
6 
3 
2 
2 

l 
1 

37 

N1..unber 

1.8 
2 
2 
1 
1 
7 
3 
2 
2 
2 
1 
1 
l 
l 

44* 

*One male employee ha,d not been employed :l.n a, full-time job. 

This table is read s.s follows: Eighteen of the employees were em
ployed as bookkeepers in their first full-time job.· 
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Al though the place and date of initial employment as a bookkeeper was 

not determined in this study, the data in Table VI indice .. te tha.t the mini-

mum age for these bookkeepers has been 17 for females and 18 for me,las. 

Only 2 male booF..keepers under 25 yea.rs of age are included in the 

study. and neither of these has held e, full-time job involving bookkeeping. 

Of the 17 female bookkeepers whose present age is 25 01· y·ounge.r, it 

was found that there e,re 10 who were employed as a bookkeeper at the ~.ge 

of 18 or younger. The average ini tia.l age of e:rnploymen t. a.s bookkeepers 

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 present job as 

bookkeepers within the la.st year. In Table III it has already been shown 

that only 2 of the li5 bookkeepers are below the a,ge of 21 years. Wben 

these date, are considered together. they indicate that the retail merchan-

dise stores included in this study have not, within the preceding ye~r. 

usu.ally hired people of the age of high school graduates to fill bookkeep-

ing vacancies. Howard 1il. Wheland say3 of the employa,ble age of bookkeep-

The average age for bookkeeperkl is twenty-four. Because of re
strictions imposed by many businesses, graduates from high school 
at set"enteen or eighteen may no't find employment until they are 
nineteen or twenty years old.l 

Tenure of the Bookkeeper 

Table VII shows the length of time that the bookkeeper has spent in 

his present job. The data reveal that 3 males .:ind 9 females have held 

1 Howard E. Wheland, •1Plan.ning the Bookkeeping Curriculum, 11 The 
Business Education World, October 1940, p. 106. 



Age 

16 
17 
1$ 
19 
20 
21 
22 
2·5 
2>+ 
25 

Over 25 

======·-

Ma,le 

1 

l 

l 

3 

6 

Female Total 

0 
5 5 
7 g 
2 2 
6 1 
l~ 4 
1 2 

0 
2 2 

0 
10 13 

37 ~-3'" 
.. 

>l<Two males b"';i.d not been employed as a :full-time book-
keeper. 

1:1his ta'ble is read ,3,S follows: 'rl1ere vrnre no mn1es or fe·., 
males who had. been employed as boolrJ<'::eeper in their first 
full··time job. 
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TABLE VII 

MONTHS IN PRESENT JOB AS BOOKKEEPER 

To tt;.l. 
Number of 

Employed: Mal.e Fema1e Employees 

Less than six months 3 9 12 
Si:x: months to one year 3 6 9 
One year to two years l 8 9 
Two years to three years 3 3 
Over three years 1 11 12 

g 37 45 

This table is read as follows: 3 males a.ncl 9 females 
have been employed in their present job as bookkeeper for 
less than six months. 

20 
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their jobs less than six months; 3 males and 6 females have held their jobs 

from six months to one year; 1 male and B females have held. their jobs f'!'om 

one year to two yes,rs; 3 females have held their jobs from two years to 

three years; and. 1 male and 11 females hiwe held their present position 

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

their jobs over three years. two hc"lve been in the same job for a period of 

nineteen years. 

The .fact that 21 of the 11,5 ·bookkeepers l1e,d been employed less than 

one ;fear might be :i.nterpreted. 2.s an. incHcati.on of ~- relatively high rate 

of turnover B.mong the bookkeepers in this a:rea. It may also be seen that 

this n:mtibe:r represents 15 of the 37 female bookkeepers a,nd six of the eight 

male bookkeepers. ~!his would also seem to indicate that the turnover is 

greater among male bookkeepers than it is among female bookkeepers. 

Sala!i[ Ranges E! the Boq_kkeep~ 

Table VIII shows the anmw.l salary re.nges of the bookkeepers. Gener

ally speaking, this is a, toucli..y su.bject with most employees so a three 

hund.rea. dolle,r spread. was plB.ced between each salary range. All of the 

persons interviewed but three res,dily ge.ve the desired informa.tion. 

An examimttio:n of Table VIII shovrn that 2 female bookkeepers made an 

e,n.11:ual salar-.r of $1200 or less; 6 females ma.de from $1201-1500~ 7 fem1:,les 

earned from $1501-1800; 7 fem;~,.les earned from $1$01-2100; 7 fem3,les et3trned 

f:rom$2101-2400; 2 males earned from $2401-2700; 1 ma.le B.nd 3 females ea.med 

from $2701-3000; and 2 males end 2 females ea.med over $3000. 

It is significant to note that the mean salary range for female book

keepers is approxim&,tely $1800 per year. while the mean sala.ry for males 

is i:.1.lmost $2900. If it me,y be e,ssumed from these da.te. that women may be 

hired at a lower salary· than men, this may explain why there a.re not more 



TABLE VIII 

SA11ARY RANGES OJ!' BOOKKEEPERS WHO 11'.']JBE FULL-TIME EMPLOYEES 

Annual 
Salary Ra..nge 

$0000-1200 
1201-1500 
1501-1800 
1$01-2100 
2101-2400 
2401-2700 
2701-3000 
3000-over 

Male 

2 
l 
2 

5 

Female 

2 
6 
7 
7 
5 -
3 
2 

32 

Total 

2 
6 
1 
7 
5 
2 
4 
4 

'37* 

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

This table is read. as follows: Two :female bookkeepers had an 
ann:ual salary of $1200 or less. 
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men in the bookkeeping ,jobs of this area,. It is believed that the nu..rnber 

of businesses willing to :pa.y salaries high enough to attra,ct male book

keepers are compa:ra.ti vely fer,, and the :result is that the male bookkeeper 

looks for a better payin{~ 8Jld more permanent position. 

Forr.11al Bookkeeping Training _of _the Eookkee72;::;.: 

· l'.l.*able IX shows the ins ti tution.s in which the book.l{eeper received his 

formal book:keeping tra,ining. A classification by sex is also shown. 

No males and 11 females received their bookkeeping training in h:i.gh 

school; 5 males and 4 females received this training in college; 2 males 

and 6 females received some training in both high school and college; 1 

ma.le l'illd 2 feme,les received training in business college; no males and l 

female :receb,ed training in both college a,nd business college; and no males 

and 13 females :received no fo rm~,1 training in ·bookkeeping. 

The &.mount of bookkeepi.11.g tra.ining r.ecetved in high school ranged from 

one to two years; in college from three to a me~ximum of thirty hours; and 

in business college the amoun.t of training varied from four i;o ten months. 

ln examining the f:lchecl:oles it was interesting to note tlv,;t; there were 

only four who had. less th:c.m :fou.:r yer:i,rs of high school education. Of ·these, 

only one had. not had. some r-i<lU.CB,tiou at the business college level. There 

were also four who had four ~rei:trs or more of college ed.uce,tion. 

Formal Bookk~e32iE:g rrraini~ Reguired for ~a.1 !J.£!.tl<>;tm~_gt 

It is required by employers tha,t those who receive initial employment 

ftS bookkeepers shall have received their formc1,l bookkeeping tre,ining in 

certain t.,Ypes of educational institutions. Table X shows the nu.mber of 

employer,; specifying each type of inst:i. tution. 

Jllight employers res1)onded that they required the bookkeeper to have 

some book.l.ceeping tra,ining in high school; 9 required the bookkeeper to h'3.Ve 



TABLE IX 

FORl\1liL BOOKKEEPING TRi\INING OF BOOKKJ1JF.PERS 

Institution 1 or institutions, 
in which bookkeeping training 
was received 

--·---
High Sc...hool 

College 

High School and College 

Business College 

College and Business College 

None 

Male Female 

11 

5 4 

2 6 

l 2 

1 

13 

37 

TotP.,l 

9 

3 

l 

13 

This table is read as follows: There are no male and. 11 female 
book..lceepers who received some formal training in bookkeeping in 
high school. 
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college t:rs,inJ.n,g; in. 1)ook:keep:i.n.g or rwcoun ting; J. required either high 

school or college tr~~J.ning in booklceeping or rtcco1mti.n..g; 6 required the 

bookkeeper to hiwe business college training in. bookkee:ping; 6 required 

some trsd.ning tn bookkeeping :tn either college or 1:insiness college; 1 re

quired either high school or business college training in bookkeeping; ana. 

14 did not require the person whom they employed as bookkeeper to have any 

formal training in bookkeeping. Eight of the employers who sta.ted tha.t 

they did not l''."Jquire an;y'· formal ·training in bookkeeping adcled that experi

ence in keeping books was the essential re,1uirmnent. 

In 1"lp:i te of the f~1ct thi,;1,t the:re is somo ov-arl.3,pping in c'lunulative 

totals. it is significant that 10 em1.:iloyers statea_ that they required h:l.gh 

school trained bookkeepers. A toteJ. of 12 stD,ted. t.bat; ~.hey required the 

person whom they em1;:ilo;\red. a.s bookkee1,1fJ!' to 112,ye t2ken bookkeeping in a 

business college. 

A compa.:cison of '.l:able IX and Table X reveals that 10 of the m13nagers 

:required their bookkeeper to have at least a high-school bookkeeping train

ing as compa,red. with eleven bookkeepers who had only high school trainiri_g 

in bookkee:ping. Twenty-one managers required forn1r3l training in bookkeep

ing above the high school level, and 21 bookkeepers had such que,lifica

tions, 1Ehe reme.ini~ 111. managers stated that they did not require the per

son whom they e,nployed to h,~·v~e e;ny formal bookltt)Erping tz•gining, while 13 

bookkeepers who ha<l received no formal bookkeeping train5.ng were e.ctually 

employed. 

There r.eems to be a relatively high degree of similarity between the 

formal training :required for initial employment by the employer interviewed 

an.cl the formr.11 training :received by the bookkeepers interviewed. It is 

believed, however, that m1,iny of the employers did not give much serious 

thought to the quest:i.on ai1.d ga.ve as their requirement the treining which 



FORMAL BOOKKEEPING TRAINING EEQUIBED FOR 
INITlAL EMPLOYMENT AS BOOKOJ]PER 

AS SPECIFIED :SY EMPLOYEES 

Institution, or institutions, 
in which bookkeeping training 
was required 

High School 

College 

High School or College 

Business College 

College or. Business College 

High School or Business College 

None 

Number 
Employers 
Responding 

9 

l 

6 

6 

l 

14 

This te.ble is read as follows: Eight of the em
ployers indicated that they required the person 
employed as bookkeeper to lw;ve formal bookkeeping 
training in high school. 
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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 cou.ld not afford to pay the sala,ry commanded by 

such an ind.i vi dual • 

Table X also reveals that the managers require some formal bookkeep

ing training in approximately 70 per cent of the stores in which a. book

keeper is hired. Of the 31 managers who required tr~iining, approximately 

two-thirds required training above the high school level, which indicates 

that a number o:f bookkeeping jobs are not open to high school gmdua,tes 

who have received no formal bookkeeping training in other institutions. 

Non-Bookk:eepi~ Duties .2.f. ~ Book.keeper 

It is noted in Table XI that 14 of the 45 bookkeepers ha,d no duties 

other than those eonneeted w:t th keeping the books. Of the reme,ining 31, 

11 sold merchandise, 6 acted as cashier, 5 had stenographic duties, 6 did 

some typing. and 3 were office managers as well as bookkeeper. 

The significance of Table XI lies in the fact that a knowledge of 

some other skill was required of the bookkeeper in approximately three

fourths of the cases. This \l'Jould indicate tha.t the student who is pre

paring for the field of bookkeeping shou.J.a_ have a knowledge of, o:r training 

in, other fields, principally selling, stenography, or office ma.n.agement. 

Thirty-four stated that bookkeeping was a primary duty and 11 stated 

that bookkeeping was a secondary duty. This was determined on a ba,sis of 

time: If they devoted fifty per cent or more of their time to booklraeping, 

it was said to be a primacy duty; if less than fifty per cent was spent in 

keeping the books, it was said to be a secondary duty. The data indicate 

tha,t bookkeeping is most generally s, primary duty in the retail merchandise 

stores of this area. 



'I1ABLE XI 

D1:J'l1IES Oii' THFJ BOOKK'lllEPER 

==================================-==================~ 

Duty 

:Bookkeeping 

Selling 

Cashiering 

S tenogr.?:phic 

Office Maxiagemen t 

:Bookkeeping 
Primary* 

14 

3 

6 

3 

34 

:Bookkeeping 
Secondary* 

3 

3 

2 

3 

11 

Total 

14 

11 

6 

6 

5 

3 

*Book.1-i::eeping was a prime,ry duty in those cases where the 
bookkeeper devoted 50 per cent or more of his time to keeping the 
books, Rn.cl ~,., neconclary duty if less than 50 par cent of his time 
was 1levo ted to keeping the books. 

':Jl:b.is table is read. as follows: Eook..keeping was a primB;ry duty :for 
14 bool<..keepers who performed only bookkeeping d.ut:l.es. Of 11 em
ployees who performed dutifls in both bookkeeping and selling, g 
considered book.iceeping their prim"'"'l'Y d.uty and 3 considered it a 
secondary (lut;y. 

2S 
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Table XII furthe:r verifies the findings of Table XI. An eight-hour 

a.a .• v was este,blished as a, b;:i,sis for a five and one-half day week, thus ar

riving at a divis:i.on of the hours in '.l1a.ble XII. 

Eleven of the book:J.,reep(c1rs 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 l'\ maximum of 192 hours a month. This would. account for 

the 11 who stated that bookkeeping was a secondary duty ;mo the 34 whose 

primary· duty we,s in k:eeping the books. The 9 reporting from 177 to 192 

hours worked on a basis o:f six days a week. 

Combinatio1! 2.f ~ _1.J:j, tles t1lhich Occur~ Bookkee12er 

Table XIII reveals the combinations of Job titles which occur with 

that of bookkeeper. Fourteen. of the bookkeepers intervievved were classi

fied as bookkeepers only, 8 ·were classified as bookkeeper-sa,les clerk; 6 

as bookkeeper-t;,vJ,:,ist, 3 as bookkeeper-cashier, an.d 3 as bookkeeper-stenog

rapher. These were ·!;he combinations in which boolr..keeping was a primary cluty. 

Of the combinations in which bookkeeping was a seconds,r;:v duty, the titles 

were as follows: Three were classified as cashier-bookkeeper, 3 as office 

manager-bookkeeper, 3 as sa.les-bookkeeper, and 2 e,s stenographer-bookkeeper. 

1rhese combinations of ,job titles, which were ba,sed upon the s.mount of 

time spent in performing the duties for which the person was hired. 1r,Jere 

incongruous w:i th the job-title or payroll class.ifica,tion of the bookkeeper. 

»~or exaJnple, one fem2,le bookkeeper who sta.ted thsd; sh~ worked more than 

half of the time in keeping the books gave her pl'l,yroll cla,ssificati,on as 

file clerk in answer to another question. 

ll}xperience ~·ed. !.21: Eqeloyme?:.~ ~ .§ Boo!!"~ee1:e.r 

The question of whether or not experience w;';,S r"'1u1red in obtaining 

employment in the present job as bookkeeper was asked. of both the bookkeeper 



TAJ31 i11 XI I 

NTJlfLBER OJi' HODP.S VJOTIKEU. OW 'PFF, BOOKS 
DUT/Il:~G .!\N AVEFIJ\,.G]} MOWI1H 

Number of N1.1mber of 
Hours Worked J3ookkMJ2!!:S 

Less th!?.n 45 1 

~-5 to 88 10 

s9 to 132 13 

133 to 176 12 

177 to 192 9 

45 

This table is read as follows: One of the 
bookkeepers spent less than 45 hours ee,ch 
month in working on the books. 
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T.ABLE XIII 

COivIBHIATIOli Oli' JO.B 'l'I'lLES Vlh""ICR OCCUR i7lIT'H BOOKKEEPER 

Jou Title 

Bookkeeper 

Bookkeeper-·Sales Clerk 

Bookkeeper-Typist 

Bookkeepe:r-Cashie:r 

Bookkeeper-Stenogrnpher 

Ca.shier-Bookkeeper 

Office Manager-Bookkeeper 

Sales-Bookkeeper 

S tenog:rapher-:Booldi::eeper 

Number of 
:Bookln~epers 

6 

3 

3 

3 

3 

3 

2 

This ta,ble is r0Jad ,,,s follows: There a,re 1!.~ bookk:eepers 
who have the job title of bookkeeper. 

31 
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and of the manager. r.rable XIV shows that in 32 of the business establish-

men ts experience weAs required for initial employment as a bookkeeper. It 

a,lso shows that ex'.[)erience was not required for initial employment in their 

present job for 13 of the bookkeepers. 1rhese facts were verified by the 

ma,na.gers. 

These find.ings indicate that a work experience progr,;i,m would be ad-

visable in view of the fa.ct that experi,~nce is required in obtaining most 

jo·bs as bookkeeper in the stated. area of the study. The value of such a 

program is attested by J'ulius J/()bi:rtson. Head oi' the Dep;sirtment of Business 

Education., M:lchi.g:an S ta.te lformal College a He says, 

' t . . k·· • • ,.. t t· ( A par ·c1.ne wor experience :pi·og:ra.m in I1rs ·;{rci,};r i:wcoun 1ng · or 
bookkeeping) , provides trt1,:Lnlng tha 't ca..nno t bs dupl. :foa ted in thi3 
classroom. :Che students have oppo:i:·ttLn.ities to make application of 
principles to business pra.ctice tha,t are somewhat different from 
those presented. :i.n the text, They al so develop bu.si:ness habits 
and learn to coopera.te with other employees. 2 

The writer lw.s often heard people bemoaning the fact thn.t because 

they had not had ·braining in bookkeeping they had just missed an oppor-

tun:l. ty to ob ta.in .1:1, jo'b. The bookkeepers interviewed believed gener&,lly 

that bookkeeping training is of value . 

In Table X]' bookkeeping training iriclude('; both fo:r-ma.l classroom train-

ing and training o1Ytn:i.ned on. the job. ~1hirty-o:ne of the bookkeepers re-

ported that their b.ookkeeping tr,9,inhl.g had. been of V.9.lue in seeking em-

ploymemt in former jobs, while on.1~- 14 reported that such training h:;i.d been 

of no va1.'ue. One of the gir1~1 who answered. that bcokkl;'leping training had 

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

2 Julius Robinson, 11 Improving the Teaching of :B-usiness Edu.cation, ll 
UBE...i\. Forum, December 19~-7, l). 34. 



TA13LJll XIV 

EXPERIE~CE REQUIRED FOR INIT!At EMPLOYMENT 

Respondent 

:Bookkeeper 

Employer 

Experience Required 
Yes No 

32 

32 

13 

13 

Total. 

This table is read as follows: Of the 45 bookkeepers 
interviewed, 32 stated that bookkeeping experience 
was required when employed for the first time in their 
present job and 13 stated that it was not. 
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J3ookkeepin.g 1.lifas of 
value in obtaining 
employment in 

Former Jobs 

:Present Job 

Yes 

31 

39 

No 

14 

6 

•fotal 

45 

l1.5 

This table is read a.s follows: Oi' the 1~5 bookkeepers in
terviewed. 31 stated. thr:,t their bookkeeping tr;_::;.in.ing was 
of value to them in obtaining their former jobs and ll~ 
stated that it was of no value. 
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reason: 11 1 a.m 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. 11 

Thirty-nine reported that they believed that their training had been 

of value in obtaining their present position as against 6 who stated tha,t 

it had been of no value. Of the 6 who reported that training in bookkeep

ing had been of no value in obtaining their present positions, 5 had had 

no previous training or experience and. the rema.ining one ma.de the following 

statement! llAlthough I had bookkeeping in high school, my boss did not re

quire experience o:r training, so it really didn't matter •11 

Formal Bookkee.I!i~ Traini!?Z, 2!. ~ Ms.n:¥iers Vlho Kept :Books 

Table XVI shows the £ormal bool<"..keeping tre,ining of the 22 managers 

who a.lso kept the books in a,ddi tion to their managerial duties. Seven of 

the managers had received bookkeeping training in college. One of this 

number stated that he had ea,rneo. 17 semestei· ho1.i1.rs of cred:i.t in college 

accounting; 3 stated that they had had some aceou.'l'.l.ting in college but that 

they did not remember hov.r much; and the remainder had. had from 4 hours to 

15 hours of accounting in college. 

There were 9 who had had no formal bookkeeping training; 3 who had 

hei,d some training in business college; and 3 who lk.-.,d had one yetJ,r of book

keeping in high school. 

Time Devoted .!9_ Bookkee;eing Duties El Man"$ers 

In the twenty-two retail merchandise stores in which the manager also 

mainte.inad the records it was found that all 22 spent very little time on 

the books. It usua.lly was a duty which was taken ca.re of during slack hours 

or in some cases e,f ter hours on week days .3.nd part of their Sundays. A 

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



TABLE XVI 

FORMAL BOOKKEEPING 'l'.R.AINING OF THE MANAGW,RS 
WHO KEPT BOOKS 

Number 

None 

College 

Business College 

High School 

This table is read as follows: Nine of the 
managers who acted as bookkeeper had had no 
formal training in bookkeeping. 

9 

7 

3 

3 

22 
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wouJJl offer the most readily availa:ble source for wo:r·k expe:rience st8.tions 

if' the schoolB should elect to estP'.blish such a progre.m. As will be seen 

tn the chfi,JJter on systems, the books of entry a,re different from those 

which are taught; 1mt this in i tse1f is good as it would offer trrdning a.s 

v10ll as experie:a.ce in wo:cking with actwB.l business transactions in different 

books of entry. 



CHAPT"liR I I I 

BOOKICEJilPING SYSTEMS OF THE l{F;TAIL MERCR.4.NDISE STORE 

The va,lue of a system of recording the da,ily progress or hwk of 

progress is essenti1d to good business procedure in all types of enter-

prises tods.,y. 

1rhe Yvar creatr'ld. a need for mnch more cletrdled recorcls than business
men h.9,,ve usus,lly kept. As an aid. in formulating administre.tive 
policies, the war agencies needed an unpreced:ented ~unount of current 
statistics on prices. margins, cosi:;sJ inventory movement, etc •••• 
Eager to cooperate in the war effort, many small businessmen often 
found compliance with the new recc>ro. fJ,nd. report requiremen·ts an 
almost insu:perable task.I 

In short, record keeping is necessary because recorcls incrense the 
chance of survival of nev, stores just sta,rting into business; they 
increase the chances of ea.rning profits by existinf'.: stores and a,re 
increasingly necessary for various tax purposes. Successful re
tailers have learned this from experience, Rncl many others who h:-·we 
failed lost money they invested, ..,,s well BJ,1 borrovled c.a:pi tal, and 
they wa,sted irretrievable years beca:use they did not realize the 
value of good business recorcls. 2 

It is believed that the ma.jorH:;v of the business men :realize the value of 

maintaining some system o:f recording the ever-Jda.Y ch&.nges in their busi-

nesses. It is. then., the :purpose of this ch&,pte:r to d.escrlbe tb.e systems 

which are now in. u.1~e in the 67 retail merchandise stores of Stillwater in 

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

In 1J:able I, Chapter II, it was shown the.t of the eighty-eight retail 

merchaw:lise stores surveyed, 67, or 76 .ll~ :per cen.t, ma:lntainecl their o'Wl1 

records. Two of the remaining 21 stores dicl not keep records. Vlhile the 

l Charles H. Welch a.nd Charles H. Sevin, S:mgll Eu.:siness Problems, 
Record_ Kee;pin~ ~ Sm~! Stores, Revised Edition, October 1, I9~-5, :p. vii. 

2 Ibid., p. 3. 
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remainin.r" 1c1 s'tores a.re not consi..clerecl in th1·>l,.'. ,.,t,·1dv, {t ,_·s ..-"~"or' -,,..ly" r 0 ./ a, C .., "- .._•'°d,m ;_c),U • ,~e -

tain th10.t thE; records main.ta.inea. by the public :;1,cco1.mt.snts, the home offices, 

and the book:k:eepers 2,nd. manc1.gers of these f,, tores are ac\\.equa.te and g:i.ve the 

businessmen the essential information. 

Table X\tII shows ·~rwJ, 63, or 91.3 per cerd;, of the retail merchandise 

stores thf;.t ma.inta.ined their ovm records used a. double-entry system of rec-

ord keeping. Two, or 2 .9 per cent, of the businesses used a, single-entry 

system, 2 did n.ot keep forma.1 records of entry, and. 2 did not keep any 

records .a,t all. 

The fact th.-'.3,t single-entry bookkeeping is not used. to .:,;my extent in 

the retail merchandise stores of Stillwater ,justifies the fact that the 

greater portion of the time spent in te~,chir...g bookkeeping is davoterl to 

double-entry bookkeeping. 

It was rather hard. to conceive of such a system as the manager de-

scribed in on.e of the businesses vrhich ke})t a single-entri; set of records. 

In answering the inte:r:viewer 1 s qu<"lstions he st£J,ted that he ma.intained a 

single-entry system but later stated tha,t he prepared fin.ancia.1 statements 

from the journal entries. Such a proced.ure is possible but, to say th~ 

least, it would be very impractical. 

:ehe two stores in which no forme,l records were n11,dnta:i.ned will be 

described here a.s the records maintained dicl not conform to a,ny of the ques-

tions pertaining to systems in the interview schedule. In one of the ca.ses 

the manager s 'Gated that he kept e, re co rel of' his sales from day to day but 

a journal ,.7as not used. He said. that he kept u:p with his ce .. sh by going 

over his bank statement each month. The other ca.se, while probably just 

as inade<;tu.,:ite, was of much more interest to the investigator. The business 

was a sm&,11 grocery store and. the mam:i.ger stated that he kept a, work sheet. 

The 11work sheetn turned out to be strips of ordinary wrapping paper on which 



T:A.BLE XVII 

ffOMNLAJtY OE' .BOO.KKRF:PING SYSTEMS USED 

System Used 

Double 1~ntry 

Single Entry 

N'o fo rrnal records main tatned 

lifo record.s 

Number of 
:Businesses 

2 

2 

2 

Per cent 

91.3 

2.9 

2.9 

2.9 

100.0 
~-,,,--·-~--- __,, ____ .,.,..,_.,...._.,,_,- ___"" ______ ,___~ ..... -~-_.._,,_....,.~-....-..-:-=• .. <"'-

- ___ ., ___ _,,...,.,.,..,__..,___._,-.....~,-·----- ~a<-OC-.<7 -~><=-___,,__,..,. 

Thi? ta:ble is read ,:;,s :follows: 63, or 91.3 per cent of 
the businesses reported th8,t they used &, double-entr-y sys
tem of bookkeeping. 



his cash reeeipts an.a_ payments were recorded. At the end of the a.ay these 

were 11 filed11 on a wire spindle. His accounts receivable consisted of sales 

pads ir,hich 'ilVere filed in a small steel file cabinet, In discussing hi£i 

system he further sta.ted ths.t his 1;books11 had. been examined by the a sa.les 

t/3,.x people1' on one or two occasions and were believed to be adeque,te. At 

the end of the year an inventory was taken at cost. and all of his records 

we:re given to a public accou.11tant who prepared his income ta,x returns, 

As complete sched:ules were not f:Uled out on these two stores, the 

following tabule,tions will include only 65 of the stores, 

In Chapter I it was stated that bookkeeping as it is taught today is 

different from bookkeep:i.ng as it is ,:i.ctually practiced. F. Bltlir Mayne 

The trao.i tional purchase, sales, cash receipts and ca.sh pa,yments 
jouraals will not be found. in use in many businesses. Many com
psnies use sales tickets end purchase invoices to replace either 
or both the special journals i:md the subsia.iar;y ledgers. All busi
nesses, large or smell, attempt to set up their records so th'9.t 
they may record the inforina,tion they need in the simplest possible 
maxiner. They use only those journals which are necessary- for them 
and 'they e,dd columns to fit their needs. Al though it is not d.e
sirable to teach e, great variety of kinds of sets of record.s, an 
understandin.g of the a,daptab:Ui ty of records is desirable .3 

This statement is significant, particularly the lr1.st sentence, which, it 

is beliei.red, is a, ,justifiable defense for present-day teaching practices 

in bookkeeping in both the locB,l high school and the School of Intensive 

Business. The findings of this stuey are also in keeping with Mn.yne I s 

statement. 

M,9.n.y· combir18.tions of the books of entry were found to be in use, 

3 F. :Blair Mayne , Ql2. Qg, 
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Ta:ble XVII.I ind.icates that twenty-·eight stores used the genera,1 ,journ8,l: 

15 used the cash receipts journal; J.6 used the ce,sh payments journ.3,1: 20 

used the purchase journal; 21 used the sales j ou.rne,1; 19 used the combined. 

ca.sh journal; and 20 used the combined. journal and ledger. Forty-two used 

the general ledger; 50 used. a subsidiary ledger of accounts receiva;ble; and 

34 used a subsidiary ledger of accounts payable. It would. ;:i,p:pei;tr that there 

is a, disc:repa,nc~· in the fact that only 42 businesses used the general ledger 

and 20 used a combined journal and. ledger which would account for only 62 

of the 65 stores. Two of the remaining stores used a single-entry system 

which would not necessarily require a ledger, and the other business main

tained a combined. cash journal and accounts receivable ledger (No. 62~ 

Table XVIII), but the general ledger accounts were kept at the main office. 

In the present bonkkeeping curriculum, both in the high school and 

School of Inter1sive Business, a major portion of the time spent in instruc

tion is devoted to the use of the combined cash ,jou:rnal, general ledger, and 

subsidiary ledgers of a,ccounts receivable and accounts pa,y;e;ble. It is pa.r

ticUlarly significant to note that there are only :four of the retail mer

chandise establishments in which this particular combina.tion is used. 

The purche.se journal and the Gales jour.ne,l occur most freq_uently in 

combination v,i th the general journal, cash receipts 1:1 .. nd cash payments 

journal, general ledger, and subsidiar-,y- ledgers ·of accounts receivable and 

accounts payable. There are eight stores using this particular combination. 

The appea.rance of the combined journal 13;nd ledger in 20, or 30.77 per 

cent, of the systems which are now being used is also believed to be of 

singular importance. Ten of the stores used only the combined journal and 

ledger whereas the remaining ten used it in combination with an a.ccounts 

receivable ledger or both of the subsidiary ledgers. 



'l1ABLE XVI I I 

BOOKS OF JiI\1il'TRY USED HJ RF.TAIL MERCR~l\TDISE STORES 

~-.... ------------~----
Title of J ournc1.l or Ledger* 

a:y- OBJ - CP,T PJ S.J CC,1 CJ f,cL GL AR AP 

l 
2 
3 
4 

~ 
1 
8 
9 

10 
11 
12 
13 
llt-
15 
16 
17 
18 
19 
20 
21 
22 
23 
2lJ. 
25 
26 
27 
28 
29 
30 
31 
32 
33 
3)4 

35 

Totals 

X 
X 

X 

X 

X 
X 

X 
X 

X 
X 

13 
-.----·------

X 

X 
X 

7 

X 

X 

X 
X 

X 

X 
X 

7 

X 

X 

X 
X 

X 

6 

X 

X 
X 
X 
X 

X 

7 

X 
X 

X 

X 
X 
X 
X 

X 

9 

X 
X 

X 

X 

X 
X 
X: 
X 
X 

X 
X 
X 

X 
X 

14 

X 
X 
X 

X 

X 

X 

X 

X 
X 
X 
X 
X 
it 
X 
X 
X 

X 

20 

X 
X 
:x 

X 

X 
X 
X 

X 
X 
X 
X 
X 

X 
X 
X 
X 
X 

X 
X 
X 
X 
X 
X 
X 

27 

X 
X 
X 

X 
X 

X 

X 
X 
X 

X 
X 

X 
X 

X 

X 
X 
X 

19 

lliGJ-general journal, cro -ca.sb receipts journ.81, CPJ-cash pa.ymen ts 
journal, PJ -purchaHe journal, SJ-sales journal, CCJ-combined cash 
journal, CJ&L-combined journal and ledger, GL-genern.l ledger, 
All-subsidJ.ary ledger, accounts recei va:ble, and AP-subsid_iary ledger 
of accounts payable. 

This table is read as follovrs: Store number 1 used !:l, general 
journal, a general ledger, and a. subsidiary ledger of a,ccounts 
receivable. 



TABLE XVIII 

BOOKS OF ENTRY USED IN BET.Alt MERCHANDISE STORES (C01'TTINUE1)) 

Store 
Totals 
forwarded 

36 
37 
38 
39 
40 
41 
42 
43 
!r,4 
45 
46 
47 
48 
49 
50 
51 
52 
53 
54 
55 
56 
57 
5s 
59 
60 
61 
62 
63 
64 
65 

Totals 

Per cent 

13 

X 

X 
X 

X 
X 
X 
X 
X 
X 

X 
X 
X 

X 

X 
X 

CBJ 

7 

X 

:x: 

X 
X 
X 

X 

X 

X 

Title of Journal or Ledger* 
CPJ PJ SJ CCJ CJ &L GL AR AP - -

7 

X 

X 

X 
X 
X 

X 

X 

X 

6 

X 

X 
X 
X 

X 
X 
X 

X 

X 
X 

X 

X 
X 
X 

7 

X 

X 
X 

X 

X 
X 
X 

X 

X 

X 
X 

X 
X 
X 

9 

X 

X 

X 

X 
X 

X 

X 
X 
X 
X 

14 

X 

X 
X 

.x 
X 
X 

20 27 19 

X X X 
X 

X X X 
X X X 
X X 
X X X 

X X 
X X 
X X 

X X 
X X X 
X X X 
X X 
X X X 
X 
X X 
X 
X X X 
X X X 

X X X 
X X X 

X 
X X X 
X X X 
X X X 

2S 15 16 20 21 19 20 42 50 34 
(43.os) (24.62) (32.31) (30.77) (76.92) 

(23.06) (30.77) (29.23) (64.62) (52.31) 

*OJ-general journal, cm -cash receipts ,journal, CPJ-cash payments 
journal, PJ-purchase journal, SJ-sales journal, CCJ-combined eash 
journal, CJ&t.-combined journal and. ledger, Gt-general ledger, 
AR-subsidiary ledger of accounts receivable, $,nd AP-subsidiary 
ledger of accounts payable. 

This table is read as follows: Store number 36 uses a. general 
journal, a purchase and sales journal t a general ledger, and sub
sidiary ledgers of aceounts receivable and accounts payable. 
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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

though a general knowledge of bookkeeping woulrl enable the bookkeeper to 

work with this particular type of book of en try t it is believed ths,t some 

instruction in its use should. be given in the loce,l schools. It would. be 

of equal inrporta__nce. or possibly more, to .s,,dd it to the bookkeeping instruc

tion of the students in the School of Intensive Business who are studying 

small business management (Option III). Eleven of the-twenty businesses 

in which the manager kept the books reported that they used the eombi.necl 

journa,1 and ledger. 

Fre~en.cl 2.£ Postin@ Made 12, the :Books .£! Final Entry 

The da,ta which a.re tabu1ated in Table XIX are of significance as it 

is believed that a more ree,listic ct:pproach may be hac1 if this first-hand 

in:forrne,tio11 is made a;vailable to the bookkeeping stua_ent. 

It vrl'l,s found that 33 of the l,1.2 esta,blishments made daily postings to 

the ge:nere,1 ledger; 5 posted twice weekly; a.nd 4 made their :postings once 

a week. 

Of the 50 enterprises who used the accounts receivable ledger, 40 

posted dail;ir; 6 posted twice a week; and li. posted weekly. 

The subsidiary ledger of accounts p8,yable 71a,s used in only 3l+ of the 

65 retaJ .. l stores su.rveyed. It is believed that this is, in part, attrib

utable to the fact that a good many of the merchants paid ca,sh for their 

purchases. There was considerably more WJ,riation in the frequency of the 

postings made to the accounts payable ledger as 13 posted da.ily, 1 posted 

twice weekly, ll posted weekly, 2 posted two times each month, and 7 posted 

only once each month. 



TJ'IBLE XIX 

FREQUmNCY 011' POSTING TO TH1'il BOOKS OF FIN.AL 1lJi'JTRY 

Twice Twice 
:Posting to Daily Weekly Weekly Monthly Monthly 

-5 
General Ledger 33 5 4 0 0 

Accounts Receivable Ledger 40 6 4 0 0 

Accounts Pa.yable Ledger 13 1 11 2 7 

This table is re:::td as follov,s: Of the 42 firms tha.t used the 
general ledger, 33 posted daily, 5 twice weekly, And 4 posted 
weekly. 



Sources 2.f 1Lostin~ .!:£ Accounts Recei va,ble and Accounts ?2.;yable 

'fable XX shows tl1at 23 of the reta.il merchandise establishments posted 

directly from the sales slip to the accounts receive,ble ledger; 4 posted 

from the ca.sh register tape; and 2 posted. from s,9.les summary slips. 

In posting to the e,ccounts payable ledger, ll+ posted directly from 

purchase invoices. The invoice file repla.ced a formal jour.ae.l in ll~. stores: 

6 filed t;he invoices by the date of the invoice, l-1- filed the invoices as 

to the date due, 1 filed them alph..abetiea.lly, 1 by vendor's name, 1 filed 

thern numerically, and one paste(l them in a la,rge book. The remaJ.ning store 

sent the invoices to the home office a.fter the posting wa.s completed. 

'£his procedure is common practice in most busines,ses, but the findings 

ser·ve to emphasize the fa.ct that where the pu.rc'.l::i8.se ana. ~8.les journal l'l.re 

1tsed. there i,i a. great d.ee.1 of repetitive work. It is believecl, however, 

that the fa.ct tha.t the bookk:eeper is required. to do some filing is su.ffi-

cien t justification for requiring Option II students in the School o:f In-

tensive :Business to enroll in 8. course in clerical-practice, of which 

filin,"; is one ph2,se. 

Table )::XI. like Table XX, :i.s of significance in that it may afford 

the bookkeeping instructor information. concerning actu.c.·:tl business pra.c-

tices. 

~:he bookkeeping text~· which is now being; used in the School of Inten-

sive Business for instrncttonal J)urp,oses shows that the books are closed 

and fin.aucial statements a.re prepared at the close of ea.ch fi.scaJ. period. 

Sherwood and Clem :Soling, Colle~e Accounting. 
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'I'ABL1ll XX 

SOURCES OF POSTIWG 'I'() ACCOUNTS mnCEIV.ABL'E .AKfD ACCOUit'I1S :PAIAJ3Lil1 I.J11Dl}F.R 
ViI:lJiJN PURCHASE Al~.D SALES JOURNALS AR© lf01l1 USED 

Posted ]':rom 

Original voucher {sales slip or 
purchase invoice) 

Cash register tape 

Sunllnary sheets 

Formal J ou:r-nal 

Accounts Receivable 

No. Pe:i:· C~l'l t ---
23 ~.6.o 

4 $.0 

2 l~,. O 

21 1+2 .0 

50 100.0 

Accounts Payable. 

}Io. Per cent 

20 

34 100.00 

IJ.1his table is rea.d a,s follows! 23, or 46 per cent. posted to the ac
counts receivable ledger from sales sli11s. Fourteen. or 41.lS per cent, 
:posted to the accounts pay8.ble ledger from purchases invoices. 



TABLE XXI 

FRT11QU:i:NCY OF CLOS ING THE BOOKS AN"D 
PRF..PARA/l1ION Oli' FINANCIAL STA'l!.f.l~.fJ'.ITJ'ifTS 

Books Closed and 
Financial Statements 

Prepare<! 

Monthly 

Q,uarterly 

Semiannually 

Annue.lly 

Businesses 
No. Per~ 

25 

6 

3 

31 

3g .l~6 

9.23 

4.62 

47.69 

65 100.00 

This table is read as follows: Twenty·five, 
or 38 .46 per cent. of the firms surveyed 
closed their books and prepa.red financfa,l 
statements every month. 
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This fact seems to be subs tan tia ted by the data which are shown in Table 

X.XI. Thirty-one, or t~7 .69 per cent, of the 'businesses surveyed close their 

books on a'i1 annual basis; 25s or 38.46 per cent, close the books ,:,,nd pre-

pe,re fina.ncia.1 statements every month; 6, or 9.?3 per cent, close the books 

a.nd J)repare financial s ta temen ts every three tion ths; end 3, or l~, 62 per cent, 

clOEJe the books and prepare the financial ste.tements twice each year. 

This table was constructed from the statements of the book'k:eeper in 

answer to the question: 11 Hovv often are the books closed smd. financial 

statements prep.a:red? 11 In some instc;nces th(:; book.keeper's response mB.y 

rep:tesent his opinion. It is believed, however, that this number is small 

enough to be of minor significance and will not a.ffect the findings of the 

s t;u.d;y. 

J!bctent to Which _the ~E',e~ Cy~~. H1:,ncUeq. )?Y the BookkE:,eper, 
2:.~ by the Public ~c££_un ta,n t 

1f.able :X:XII shows thz,t c:1,ll of the bookkeepers make Journ,:;,l entries; 

53, or 81.54 per cent, post to either the genera.1 ledger, the a,ccounts re-

ceiv:1,ble ledger, the accounts pD.yable ledger, or all three; l1,2, or 64.62 

pe:c cent, take a trie.l balance; 31, or l.~7,7 per cent, prepe,re 2. work sheet; 

35, or 53,85 per cent, prep,ire balonce sher:~ts; o;na_ 3s, or 58.~6 per cent, 

l)l'epei,re a profit 211d loss s tEi, temen t . 

~:here were 12 w110 did not post; of this number, 10 used 1:1. combined 

journe.l and, ledger und 2 simply sta.ted that a ledger wn,s not used in their 

bookkeepin.g system. 

~foe work: done b;y ;:1, public accountant ts ;:,,s follows: 12, or 115 .46 per 

cent prepared a trial balance; 11~, or 21.9~ per cent, prepa:ced the work 

sheet: 15,, or 23.os per cent. preparea. tho bs,le,nce sheet: and 16, or 2lLG2 

per ee:n t, prepared the profi.t and Joss s ta temen t. 



-fJX'JlJill·fr 'l'O vlHICH 'fif!i: BOOKK]IBPEIJG CYCLE IS 
H..il.l\fDLED BY T.B.liJ BOOKKE1ilPEB AND BY 

THE PUBLIC ACCOU"N'TAl.'1'11 

Elements of the 
J3oo~cle 

Journalizing 

Posting 

Trfa,l Balance 

Work Sheet 

Balance Sheet 

Profit AX1ct Loss Sta.te:men.t 

_;;.;;;;;.;;;;_====.;;; 

BookJ~per 

53 

31 

37 

Accountant 

12 

15 

16 
-... --·--~-,,,~-----

6·.; ·rhis table is read. as follows: :.,. or .s,11, of the 
bookkeepers made journal entries. 

51 
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The o:nl;y elements of the ·bookkeeping cycle which a.re not includ.ea_ in 

this group are the adjustments and the post closing trial balance. It is 

a.ssumecl that these are done wherever the work sheet, the bala,nce sheet. or 

the profit and loss sta.tement are prepared. 

Miscellaneous S ta.temen ts and BBport.~ Prepa.red 
~ the Bookkeeper e.nd ~ 

Public l1.ccountant 

It is shown in Table XXIII thnt ~'5. or 69.23 per cent, of the book-

keepers p:reps,,re cJ, reconcilla.t.:i.on of the bank statenent. It must be ,51,ssumed 

·that th.e :remaining 20 do not perform this d11ty. It is also show the,t 1~, 

of the persons in bookkeeping positions prepared the income tax reports 

for the business and th.a,t 40 of the business est2tblishments had their in-

come tax returns prep8,red by a, public accountant. The remaining 11 were, 

for the most part, either branch offices or part of a chair1 system. It is 

a logical assumption, therefore, that their tax matters won.la" be taken ca,re 

of by thEJ home office. Fifty-four. or appro:x.imai;ely S3 per cent, macle out 

th.e p~--roll for the business. There were no instax1ceH in 111h:i.ch the public 

accountant nmile out the payroll. 'fhirty-two of the bookkeepers prep1,tred. 

an anal;vsis of m:1les end 3 o:f the businesses had a, 1111:blic G.ccou.ntant pre-

pare this analysis. 

It i~ believed. that. sufficient data r:,.re presented in Table YJCH to 

jtisti::fy special cmpha .. sis on the preparation of the bank st.a:cem.ent recon--

cil:i.ation, pa;;,r:rolls, i:.md sales analysis forms. It is 2,lso believed that 

some instr-actii)n. :i.n income tax accounting should be given -the stuclents. 

Number of' Firms Making Formal ~yses .2f Statements 

An. anttlysis of Ta,ble XXIV ind_ica,tes that very few of the businesses 

rM,lize the -value of the procedure of making an analysis of their financial 



MISCELLAliEOUS STA'flillfWNTS AND REPORTS PR11'PAB:tilD BY 
i.rHE BOOKIGiJEP:.&1R ANJ) :BY 
TID1 PUBLIC ACCOlJ°i'PI1ANT 

:Book- Public 

Bei.nk str;.r.tement :reconciliation 

Income tax returns 

Payrolls 

SaJ.el.?, anal;ys:i. s 

~ Accountant 

45 

54 

32 3 

This table is reaa. as follo,vs: 45 of the book-.. keepe:rs 
made a reconciliation of the bank sta,ternent; none em
ployed a public acco·anta.nt. 
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TABLE XXIV 

NUMBER OF FIRMS PREPABING AN'AtYSES OF STATEMENTS 

Finns 
.lu:ta.1.yses No • Per een t 

None 47 72.31 

Current Ratio On Balance Sheet and 
Percentages on Profi.t a.nd Loss Ste,tement. 12 18.46 

Percentages on Profit and Loss Statement (only) 6 9.23 

65 100.00 

This table is read a.s follows: 47 of the firms reporti.ng did 
not make aey analysis of their financial statements. 
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statements. Forty-seven, or 72.31 per cent, of the bookkeepers did not 

:make any anc9lysis of either the balance sheet or profit and loss statement; 

12, or 18 .46 :per cent~ dete.rmined the current ratio, tha,t is the ratio be-

tween current assets and current liabilities, ~md percentages on the J)rofi t 

a..n.d loss statement; and 6. or 9.23 per cent, made an analysis of the profit 

antl loss statement only. If r:xny other ~na.lyses were made, they were not 

indicated. It is believed that in most cases the person interviewed was 

not con,rersant with statement analysis. 

'11able XX:V shows that 63 .08 per cent of the stores did not keep per-

petu.c'tl. inventory records. One of the owners of a. small furniture store 

made '!;he following typical statement when asked if perpetual inventory 

records were kept: 11 I can walk through my store an.a see most of my mer-

ck,mdise. 1.7/hy should I keep such a record? 1i 

It is Blso shovvt1. tha.t physical inventories were most frequently fa.ken 

01.1 i:;,n a;nnu.al basis. Forty-eight, or 73.S5 per cent, of the businesses take 

a ph;ysic2,l inventory once each ye$.r~ 6, or 9.23 per cent, take inven.tor:tes 

monthly: 6, or 9.23 per cent. take them qu':trterly; and 5, of 7.69 per cent, 

tal<.::e them semiannually. 

'J:'.venty-n.ine, or 1+4.62 per cent ta,ke the inventor.rat cost; 21t, or 

36.92 per cent, take them a.t cost or market: 8, or 12 .31 per c~nt, take 

the irwentory at retail; and l~, or 6.15 per cent, te.ke their inventories 

at both cost and reta,il. 

Business Machines Used in the Retail Mercha.niilse Store --..- -- --- -
~fable YJCVI shows that all of the businesses hgd a.t lea.st one B,dding 

machine. Sixty-one, or 93 .S5 per cent, of the bookkeepers sta.ted that they 



TABLE Y,.XY 

-·-·-----..... 

Per]Jetu.al Inventor;;,r Maintained: 

Yes 
l'J'o 

Monthly 
Q,uarte:rly 
S emiann.UL'l,lly 
Annually 

Physical Inventory Vs.lued at 

Cost 
Cost or Mtc,rket 
Retail 
Cost 211d Rete,il 

Firm --'"·=--=--...=----:t1r() Q ?r~:r cent 

24 
l+l --"55 

29 
2~-

6 
~

-55 

44.62 
36.92 
12.31 
6.15 

100.00 

This ta.ble is read as follows: 21~, or 36.92 per cent, of 
the firms me,intc:dned JJerpetual inventory records. 



used the adding machine frequently in the course of' their duties: and 4. 

of 6 .15 per cent, used the adding machine occa,sion.._,:;,lly. 

The typewriter was used frequently by 43, or 66.16 per cent, of the 

bookkeepers; occa,sione,lly by 11, or 16. 92 per cent; of the bookkeepers: 

and never 'by 11, or 16.92 per cent. 
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Six, or 9 .23 per cent, of the bookkeepers used H calculating mi:i,chine 

frequently; 2, or "3 .08 per cent, used a calcula,ting machine occasicmally: 

and 57, or 87 ,68 per cent, sta,ted the.t they dld. not use it at all. 

Seventeen, or 26 .16 per cent, of the stores had posting mctchines. 

Fourteen, or 21.51i per cent, of the bookkeepers used the posting machine 

:f1·equently; 3, or 4.62 per eent, used_ the posting machine occasionally; 

and 4S, or 73.85 per cent, did not use the posting machin.e at all. 

There vra.s only l billing :machine in use in the reta.il mercha.nd.ise 

stores, and. this machine was in frequent use. 

The fact that 18, or 27. 7 per cent, of the firms represented. here used_ 

bookkeeping mach:tnes indicates that machine-bookkeeping ls used fairly ex

tensively in this a,rea. of Stillwater. 

At present a course of instruction in the opera.ticrn of bookkeeping 

machines is not offered in any of the Stillwater schools. These facts 

indicate that further study may be necessary to determine whether or not 

such e, course should. be offered in the college or in the School of Inte:n

si ve Business, 

Table XX.VII shovrn the malte or trade name of the ma,chines which are 

now in current use. Twenty-six of the typewriters were Underwoods. ltl. 

were Remingtons, 6 were Royals, 6 were L. C. Smiths, and 2 were Woodstocks. 

Of the a.dding machines, 25 were Burrou.ghs, 21 were Rem:Lngtons, 9 were 

Underwood Sunds tra.nds, 5 were Victors, 4 were R. C. Allens, 2 were Dal tons, 



l was Alle:n.-\Th?,les. 8Jtd 1 ilva,s ::;, :Sarrett. There were 5 Remington end 3 

Monroe CaJ,cuJ..8,tors a,nd. ttll of them were key driven. Ther~~ wel'e 17 posting 

mf,,chines: 9 Remington 7 JJurroughs, and. 1 \\flonroe. There wa,s only 1 bill-

ing machine in use in this e,rea. ~'his is probc:i.bly a.ttributgble to the fact 

ih&.t the poBting machine performs the sn,me function as the billing ma,c:hine 

and others as well. 



T.ABT .. E XXVI 

BUSINESS !ltACIUJ'fmS USED J3Y 1rH11: :BOOKKEEJ.?E:R IN MAHf'J:AINING tpI{'RJ RECORDS 

Machine 

.Add.ing Maehine 

C1,1lcnlating Machine 

Posting Machine 

:Billing Machine 

Wever 

ll 

57 

}-1,$ 

Occasionally 

11 

)4 

2 

3 

---· .. -

F:requen tly Total 

l~3 65 

61 65 

6 65 

14 65 

1 65 

---
This table is rea<l as follows: Of the 65 pe(>ple who used the type
writer, 11 :never used the typew1'i ter, 11 us1;:icl the tJrp~wri ter oc
casionally, and 43 used the typewriter frequently. 
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TABLE XXVII 

BRANDS OF OFFICE Wk\CHINms IN CURREtiT USE 

Typewriter: Adding Machine: 

Underwood. 26 :Burroughs 25 
Remi..11gton 14 Remington 21 
Royal 6 Underwood Sundstrand 9 
I,. C. Smith 6 Victor 5 
Woods tock: 2 B. c. ,ill en 4 

Dalton 2 
Monroe 2 
Allen-Wales 1 
:Barrett 1 

Total 54 Total 70 

Calculating Machine: Posting Machine: 

Remington (Key-driven) 5 Remington 9 
Monroe (Key-driven.) 3 Burroughs 7 

Monroe l 

Total g Total 17 

Billing Ht.,.ehine: 

National 1 
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SUMMARY, CONCLUSJOl'i"S, ii.MD R1\JCOMMJiiN'DATIONS 

The purpose of this st,ud,y, as set forth in Chapter I, is to obt&.in 

in.formation concerning the bookkeeper and his duties, an.d the book"..keeping 

systems of the sn19,ll retail businesses located in the area studiea_. 

Specifically, the study endeavors to answer the following questions: 

l. if!hat is the prevalent age and sex of bookkeepers? 

2_ • :J1~~ t are the .salary rrmges '! 

3. How does the formal bookkeeping training received in school 
compare with the booF..keeping tra,ining required for employment? 

>+. Viha t are the non""."bookkeeping d.u.ties of the bookkeeper? 

5. Is bookkeeping most frequently a. primar-y or a, secondary duty? 

6. What job tttles occur most freq_uently in combination. with 
bookkeeper? 

7. Is experience :r:equired for one seeking employment as a book
keeper? 

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

9. What books of entry a.re most commonly used in reta.il merchandise 
stores? 

10. To what extent is the complete bookkeeping cycle handled by 
the bookkeeper? t'!h,.?t.t pa.rt is handled by a public I;i,ccounte..nt? 

11. How extensively 5.s machine-bookkeeping being used? 

The data used in this study were obtained from an interview schedule. 

These data. were presented and analyzed in Chapter II, The Bookkeeper, ancl 

Chapter III, Bookkeeping Systems of the Retail Merchandise Store. 

Eighty-eight retail merchandise stores were included in the study. 

Sixty-seven, or 76.11~ per cent, of these stores maintained. their own. rec-

ords; 15. or 17.05 per cent, reported that their books were maintained by 



an i..!'ldhtidual, or ind.ividuals, who were not employees in the store; 2, or 

2.27 per cent, did not m/9,intain records; and lt-, or l/ .. 54 per cent, did not 

comply with the :request for information. 

In the stores that ma,intained their own records, the books were kept 

by· 40 full-time bookkeepers, 5 pa,rt-time bookkeepers, and. 22 managers, In 

the 15 stores that reported tha,t their books were maintained outside of 

the business, 12 en~)loyed the services of a public accountant and 3 sent 

1•eports to their ho:me offices. 

~~ and. Sex of~ :Bookkeeper 

There were 26 bookkeepers who were II over 2511 --20 females and 6 me,1es ~ 

l f ema..le and no males who were 24; 2 females and 2 ma.le s who were 23; 7 

females a1.1d no males who were 22; 1 female fl,nd. no males who were 21: no 

females r:.1 ... 1d no males who were 20; l female and no males who ll',ere 19; an.d l 

female and no m~,les who were lS. 

The age of ini tfa,l employment as a full-time bookkeeper was as fol

lows: 10 females a.nd 3 males were 11 over 2511 ; none were 25; 2 females and 

no males were 2t~; none were 23; 1 female and l male were 22; lf. females and 

no ma.1,es were 21; 6 females and 1 male were 20; 2 females and no ma,les were 

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

Tenur~ of ~ :Boold:::ee.E§l.~ 

Fifteen females and 6 maJ.es he.cl been employed in their present job as 

bookkeeper less tb..a...n one year, and. 22 females anii 2 males had been employed 

more than one year. 

.Sa..l~ E~.§ of the :Bookkeeper 

The s~.J.ary ranges of the female full-t:i.me bookkeepers are as follows: 

2 :reported that they received an annw.iJ. salary w:l.thi:n the range from 



$0000-1200; 6, from $1201-1500; 7. from $1501-1$00; 7. from $1801-2100; 

5, from $2101-2400; 3, from $2701-3000; and 2, :from $3001-over. 

The salary ran..ge for male full-time bookkeepers beg,m at 1F21io1-2700. 

Two stated that they made a. sa.lary ,rithin the range from $2L~Ol-2700; l 

within tho range .from $2701-3000; and 2 mad.e from $3001-over. 

Ten. managers :required their bookkee1)er to have at least high school 

bookkeeping ·!;ra,in ing as compa.red with 11 bookkeepers who ha,d only high 

school bookkeeping training. Twenty-one man.ngers required form~.l book-

keeping training above the high school level, and 21 bookkeepers ha.c:l such 

qu':l.lifications. The renID,ining 11-t. managers sta.ted tlmt they did not require 

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

13 ·bookkeepers had received no formal trt:dning in bookkeeping. 

£fgn:book.keepi~ Duties of' ~ Bookkee2er 

Fourteen boold:ceepers he,d only bookkeeping d:uties to perform; 11 had 

en additional duty of selling; 6 acted as cashiers in addition to their 

bookkeepi{lf; du.ties; 5 had stenogra,phic duties in addition to keeping the 

books; 6 did some t~yping; a.na_ 3 were office managers. 

Bookkeeping was a prima.ry duty, requiring half or more of the employee's 

time. in 31~ of these ca.ses and a secondc,ry duty, requiring less than half 

of the employee's time, in the remaining 11 cases , 

IJ:he job title combinations were determined. by the amount of time de-

voted to the duties which were a part of the bookkeeper I s job. 

In. the ca.ses in which book.keeping duties were of a primary nature. 

14 were classified as bookkeeper, 8 as bookkeeper-s2.les clerk, 6 a,s book-



keeper-typist, 3 a,s book-..k:eeper-cashier, a,nd 3 as bookkeeper-stenog:rn.pher. 

Of the rema,ining 11 cases in which bookkeeping was a secondary duty, the 

combinations of job titles were as follows: 3 were classified. ,~s cashier

bookkeeper. 3 were office ms.n.8.ger-bookkeepers; 3 were sales-book.1{:eepers, 

and 2 were stenographer-boo~...k:eepers. 

~e~ience Required!£!: Emplo¥Y?ent 

Thirty-two bookkeepers stated that bookkeeping ex}'.H3rience V"1Hl required 

for initial employment in their present job as compared with lJ who stated 

th'3,t experience W8,s not required. These findings were verified by the 

ma.nagers. 

Value of !2._o]d{ee~ T.£~?-ing in Obtaini~ ~~lo;zri:e~ 

Thirty-one booldceepers stated that they believed tha.t their book'l{:eep

ing training ha.d been of value in obtaining employment in former jobs, and. 

ll+ stated that it had. been of no value. Thirty-nine of the bookkeepers 

stated that it hac1 been of' value in obta.ining their present job, a,s com

pared with 6 who s ta. tea_ th;-:,, t it had. been of no value. 

Formal Bookkeepi~ IJ!raini1!.~ ££ the Me,nagers !:'.!?2, Ke_:p__! ~ 

In the 22 stores in which the ma.no.gars maintained the books, it ws,s 

fou.nd that 9 had received no formal bool<~l{eeping training. 7 ha.d had some 

accou.,."lting in college, 3 hail received business college training, and 3 had 

had bookkeeping in a. business college. 

Bookk:eepi~ S;ysten!s Usec); J:E: B,~tail Merch..:andiS:e 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 ~ystem; 2, 

or 2 .9 :per cent, did not keep formal records; 8nd 2, or 2 ,9 per cent. did 

not keep any records at all. 



The books of entry vvhich were m1ed in various combinations by the 65 

stores that ma:Lnta,ined either 2. double-or single-entry system are as 

follows: 

:Books of Original. I'.Jntry: 28, or li3.og per cent. of the stores ur;ed 

the general journal; 21, or 32.31 per cent, used the sales journal: 20, or 

30.17 per cent, used the purche.se Journal; 19, or 29.23 per cent, used the 

cmnbin.etl ca.sh ,journa.l; and 20; or 30. TT per cent, used the combined jouriwJ_ 

Books of J:Pine.l En.try: ti2, or 67 .62 per cent, of the stores used the 

gtme:ral '.tedr:;er; 50, o:r 76.%! per ceD.t, used r\ 
C, subsidiar-,1 ledger 

rece:'tvable; 

:payable. 

and. 34, or 52.31 per cent, used 8~ subsidiary ledg.~r 

1il1!:..~ to Which th.,~ Bookkeep~ Cycl~ is ~,!Jd b;z 
the ~ and E_l ~ 

Public Accountant 

of accounts 

of acco1xnts 

All rd' the 65 bookkeepers make journs.1 entries; 53, or 81 .5ll p(=1r cent, 

1;;0 st to either the ge:ner:ci.l ledger, the accounts receivable ledger. the 

accounts 1,ayable ledger, or all three; 11.2 • or 61.i-.6? per cent, fake ,c1, trial 

bt;:;.lance; JL , or lH , 1 per cent, prepare a work sheet: 35 ,, or 53 . 85 per cent , 

:prep6,re balance sheets; and 35, or 5g .46 per cent, prepare a ~profit and 

loss statement. 

1?here ·,were no c:::a.ses in which the public acccnm.ta.nt jourrw.l:ixed or 

posted: however, in 12, or 18)~6 per cent of the stores 3, public accountant 

prepared. a trirj,l balance; in 14, or 21.5l~ per cent, the public accounbnt 

p:repared the work sheet; in 15, or 23.08 per cent, he prepared the be.l.<mce 

sheet,: antl in 16, o:r 2~ .. 62 per cent, he prepared the p:r.ofi t i9Xta, loss sb,te-

ment. 
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Postings to the general ledger and a.ccou.nts receivable lrc.:dger were 

ma.de daily by approximately 80 pe1· cent of the bookkeepers. Howe,rer. there 

was more \rariation in :posting ki the accounts pa.yabl,e ledger as 13, or 

3s.24 per cent, posted d.-'3,ily; l, or 2.91+ per eent, posted twice weekly; 

11, or 32.35 per cent, posted weeldy; 2, or 5.gB per cent, :posted. twice 

monthly; and 7, or 20 .59 per cent, posted monthly. 

Sources 2!... to sting 12. Accom1ts Recei va.ble 
and ll.ecoun ts Pa.yable Ledger 

Fifty-eight per cent of the 50 reta.il merchandise stores who hail. a.n. 

accounts :receivable ledger userl the sales slip, the cash register tape, or 

a sales smlllliary sheet rather than the 3ales jo;1rn:!tl as their zource of 

po sting. The :purchase invoice w1:H:1 used in lieu of the pureha.se journEi.l 

by l+i .18 per cent of the 31!- stor·es in which the accounts pa.y3,ble leclger 

was used. 

l!_eg;u,:encl ,2!: Clos~n.§ the Books ;~<-1 
· !:!:~-earing Financial Sta1;ements 

Thirty-one, or 47 .69 per cent, of the businesses close their books on 

an annual basis; 25, or 38 .1~6 per cent, close the books and. prepare fiMxi

cial sta,tements every month; 6, or 9.23 per cent, close the books and pre-

pare financfa,l sto.tements every three months; 8.nd 3, or 4.62 :per cent, 

close the books an.d prepare the finencial statements twice each year. 

Miscellaneous Statements ."Jn~ Re:eorts 
Pre12a.red .El1: ~ Bookkee12e_E ~ 

the :Public Accountant 

The bookkeeper prepri.red the bank statement reconciliation in 45 of 

the 65 stores. income tax returns in J.4, payrolls in 51+, and 32 prepared 

an analysis of saJ.es. The public accountant we:.s used most frequently for 



the preparation of the income tax returns. 

· Mumber of Firms MeJdng :lformal Am::1,lyses of Statements 
- _,,.. _ _,,, ----- -= - - -·-

:F'o:rty-severt, or 72.31 per cent, of the ·bookkeepers did not make r3.n 

analysis of either the balance sheet or the p:rofi t and loss statement; 1;~, 

or lS .~-6 per ce:n t, dete:r.mined the current rs,tio and computed pe:ccentaf;t:'!S 

on the profit EJ.nd loss statement; r:1nd 6, or 9.23 per cent, made an analysis 

of the profit a.nd loss statement cnily. 

Irrv:el'!-.to:rl ~~ of !he Ret~,.g ~hE.ndise En~~ 

0"11e:r. 60 per cent of the firms a.id. not keep :perpetm.l inventory :rec-

ords. A ph,ysical :tnv·ento:ry iw,s taken. ann.Ur'.'l,lly by over 70 per cen·I; of the 

firms and. for the rm)st of ·them it was taken at either cost or cost-or-

IJ!he business m.8,chinar:; which .2,re used most frequently by the bookkeeper 

a.re n,s follows: 65, or 100 per cent, used the 2,dding machine: 54, or oirer 

80 :pe:r. cent, used the typewriter; 17, or 26.16 per cent, used the pc,stin.g 

ma.ch:tne; 6, or 9.23 per cent, used the co.lculating machine; v.ncl 1 used the 

billing machine . 

1l?he bran.a_s of office ma.chines most f:requ.ently used are as follows: 

11;\rpew:d te;rs--U11clerwood, Remington, Royal, L . C. Smith, and. Wood ~to ck. 

Adding machines-.. Burroughs, Remington, Underwood $un.d.str;.1,nd, Victor, and 

R. C. Allen. Calculating f.ilachiues--Remington t,md. Yfonroe. Posting rn0.chtnes--

Hemington, Burroughs, and Monroe. 



COUCLUSIONS 

l. The sex of the bookkeeper is predominately :female., which fact 

indicates that there is probably a preference for female bookkeepers. 

2. As the books ti.re main tain.ect by· the man.agers in one-third of the 

retail merchandise s·tores in which the books &,re maintained within the 

business, students who are :prepar:i.ng for small business ma.n.JE1_gemen.t should 

have a. fairly extensive book.keeping training program. 

3. :Che findings show that a.ppro:x:imately one-third of the female book

keepers were employed h1 their first full-time job as boolr..keepers 3;r; the 

ages of 17 and 18. a;ud that one-sb:th of the male bookkeepers were employed. 

at the age of 18, This ind:lcates. if these fin.d.ings are typica,l 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 males and only 2 females are under 

20 ;;,rears of a.,ge. In view of the fact thgt one-half of the bookls:ee:pers b..a:ve 

held their present job as bookkeeper for less than one year. it is app."lrent 

that the managers of retail merchandise stores in Stillwater do not ord.i

narily emplo;1r bookk:eepers of high school a_ge. 

ii. As there were no male bookkeepers who were 22 ye.".~rs of age or 

younger, it appears that there :ls very little opportunity for males of 

high school a.,ge to obtain employment r.:1os bookkeepers. 

5. The rate of turnover is very great as approximately three-fourths 

of the me.J.es and about one-half of the females have held thetr present 

jobs as bookkeepers for less than one yea,r. 

6. The study d.id. not 1o1,ttempt to show whether the jobs were comyiare,

ble, but the findings indicate tl1at the mee,n salary for female bookkeepers 

is approximately $1$00 per year and for nll,J,le bookkeepers ;ibout $290.'1 per 

year. 



7. Seventy per cent of the stores reauire fo:rm"1,1 bookkee:ping training, 

an.cl of this n.umber slightly over 65 per cent require the bookkeeper to l1B,ve 

formal bookkeeping training above the high school level. It may be con

cluded, therefore, th.:1,t business college 2.nd college t:c2.ined bookkeepers 

are i:n grea.ter demand thn.u those vd th high school training in bookkeeping, 

8. A knowledge of some o th.er skill wa.s re qui red of the bookkeeper in 

.t\pp:roxima.tely 75 per cent of the booldtee:ping jobs. rL'his meruis th':l.t the 

rrtwlent who is preparing for the field of bookkee])ing shoula have a knowl

edge ofs or training in, other fields, principally selling, stenography, 

or off:tce management. 

9. ~'he :findings show the,t experience wt:1,s required. in obtair.dng em

:ploymen:i; as a bookkeeper in a,pproxima,tel;y 75 per cent of the retail mer

ch,u1dis(~ stores. On the basis of these findings it is believed th,.:1,t c1, 

wo:ck experience progra..rH for students who are training; for bookkeeping jobi:1 

is advisable. 

As a single-entry system was used by only 2 .9 per cent of the :re

'1;.,dl merche,,ndise stores, it seems rea.sona.ble to conclude tha.t the fact 

that little or no time is devoted to this system in the present e,'11r:dc1.,tl:u.m 

is ,justif:ted. 

11. The combined jou:rrrn.1 cc1,nd. ledger, wh.:ich :i.s now being used by ap

proximately 30 per cent of the rettdl mercb..,.:mcli se stores, should be added 

to. and :'Lrwlucied in, the present bookkeeping; cur:dculum. 

12. The findings indica.te th,01.t there are severa,l differences in ·boolc

keeping as it is a.ctw),1.ly JJr:1cticed B.nd bookkeeping 10,s it is being t<mgh t. 

Business men shouid. ·be ca.lled upon more freqnently ·by the bookkeeping 

tericher to determine current bookkeeping pre,ctices, and these findings 

should be utilized, in the classroom to add a realistic atmosphere to the 

'bookker1pi:ng class. 
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· 13. Most people who plan ·to work as bookkeepers should learn to use 

the typewriter, the adding machine, and the :posting machine. A knowledge 

of filing vmuld also seem to be desirable. 

l. As the fi:nd.ings indi ci;,,te th.B.t experience is required in most 

businesses, it is recommended that a ,vo:rk e:1.-perience program for bookkeep

ing students should lJe given :further investige,t1.on and. study to determine 

the aa.v.i.sabili ty .of ad.ding such a program to the <.,•urriculum in the local 

high school and in the School of Intensive Business. 

2. A simila.r study of th1:, personal service enterprises should be 

made to determine the facts concerning the bookkeepers employed by these 

enterprises, and. to obta:i.n facts concernlng the bookkeeping systems pecul

iar to th:is type o:f business. 

3. It is :recommencled that the combined journa,l and ledger be ir1-

cluded in the present bookkeeping curri cnlu.m c,f the local high school and 

the School of Intensive :Business. 



Books 

Bir1gl.v:1.m, 1i7al ter Va_n :Oyke. How Ji? Interview. Hew York: Ifo,r:per a.nd 
Brothers, 193~ .. 

Bruu..11er. Ed.nrru1d des. SD:ry·eyi~ Your Com:mur1ity. 1\few York: Institute of 
Social and Religious Research, 1930. 

Dicyionar;t: of Occ~p}il,tionaj. ~es, Part I. 1/'fa,shington: Uni tecl States 
(}overnment Printing Office, 1939. 

Good, C21.:rter V., B,a:rr, A. S., and Scates, Dougle.s :m. The Methodo12Jfl of 
lfkh:1.cati~ Rese!1.rsh. lfow York: D. Appleton-Century. 193g. 

Sherwood~ J. F., a:i1d Boling, Clem. College Accounting. Cincinn,9,ti: 
. ~1- ---· ·-----South-Wes tern Publishing Co •• 19.,.6. 

:l?hillips, Chfi.rles F., and Dun.ce.n, Douglas J. Marketing Principles Erad 
!~~.§~. Chicago: Richard D. Irwins Inc.-;-1"§4.g-:-- -

Yearbooks 

71 

The Americexi. Business Education Yearbook, Yol. IV, pp. 119-122. Wew York: 
- New York UniversHy Bookstoie, 1947. 

Period.ica,l s 

Cottingb3,_ir1. Harold I!' •• i1occ1.1pational Information fo:r Those Inte:rostecl :i.n 
Book ... 1{:eepiug," UB111A !2._rum, Vol. II, Wo. 6:16, t~1, 47. March 19'-HL 

Hayne, F. Blair, 11:Bookkeeping in the Sma1.l High School, ii p:BE! Forum, Vol. 
·~- ·.w 3 31 ""2 D b 19117 .u, 1·10, . : .. -) , .. ·ecem er , .. 

Ro'birwon, Julius, i1 rmpro1ring the '.11eaching of Business 11:ducation,H UB11J.A 
Forum, Vol. II t Ho. 3: 3"3-11.J., December 1947. __ =><SS,.,,..., .. -~ 

Selb;y. P. 0., "1Tixpe:rien.ce is the Best Bookkeeping rreacher. il Review of 
~ ~. General Issue, 19lcJ.9 Se:des. N\unbers 1 D,t1d2°~·-
15-20. 

Studebaker, M. :rn., 11 Making Bookkeeping Teaching Methocts Worthwh:i.le/ i.J13E.A 
Fo~, ·vol. II, N'o. 5:16-rt, .lPebrux:1.ry 191.~8. 

\'Jhels.nd., I-fow:9,rd E. , H Planning the Bookkee1)ing C,u:ri cul.um, n i:rhe :8'<1s :i.ne s s 
~ucati.£!! Oforld, Vol. XXI, No. 2: 104-107, October 1940.-- ---



Bulletins 

9k~2ho~ ,1\~cul tu:r:a:l an.'.1 Mechanical Colleg~ B~--GeneraJ. (::t;'i,'~alog 
Issue. 1947-1948 Sessfons, Stillwater. Oklahoma. 

~lelch, Charles H., and Sevin, 
l~eE_~ for Small Stores. 
1945, 

Charles H. Small Business Problems--Record 
'Jfa,shi:ngton :- G·overrm1en t Printing Offic;:--

Unpublished Materials 

Holcomb, Kleiman L •• 11 A :Business Occupational Survey of Stillwater, Okl&,
homa,!i Unpublished Master's the~is~ Ok1ahoma Agricrll.tural sx1d. Mechan
ical College, 19t~1. 

Latimer, Bo;i7 Anderson, Hf~ Study of ::Bookkeeping Systems:: and Practices in 
the Smaller Independent Business J~stablishments of Lake Forest, A 
Suburb of Chicago, Illinois, 11 Unpublished !via,ster 1 s thesis, Sta:te 
Uni versi t;v of !0\'1a,, 1946. 

fJit.-Gill, Esby O., 11 A Eus1.ness Occupa,tional Survey of Stillwe1.ter, OklahorrEcJ., H 

Unpublished Master's thesis, Oklahoma Agricultural and !,focha:nica.l 
College, 1941. 

Mo:egan, Jo, 11 Eusin(rns Occupational Survey of Stillw,;.ter, Oklallom2,, 11 Un
published Mas te:r' s thesis, Oklalloma Agricul turi.tl and Mechg,nfoal 
College, l9tU. 

Smith, Milaxed Louise, 11 1m Analysis of the ::Book.keeping Systems of the 
:Business Enterprises of Many, Louisia.na., 11 Unpublished Master's thesis, 
Louisiana St.s,te lformal College, 19l~-3. 



73 



74 

1. Type of businoss(Hardware, etc.) ________________ Retail ___ _ 

\Jholesale _ Manufac turing_Oth:3r_____ -------

2. Age: 16-17-18-19-20-21-22- 23- 24-25-0vor 25 Sex: M_F __ _ 

3. Aee when employed in first full-tine job. ________ Age when elT'.ployed. in f irst 
full-tit1e job as bookkeeper. _ ___________ _ 

4. What was the nature of t he work in your f i rst full-time job? (Bookkee1)inG, sell
ing, typinJ , etc,) 

5. 1,Jas eJClJo:cience as a book}ceeper required in obtaining ~rour :Jresent job? Yes __ _ 
I.Jo_ 

6, Has ~rour traL1inc; as a bookkeopor 1Jeen of valuG to you in obt'linin!"t employment 
citl10r in fo:cmer j o~s or in your presont job? For r:ter jobs: Yes_ No_ 
Present job: Yes __ No__ If ans1Jer is 11 !foll in ei ther ins i.:.a.nco, explain. __ , __ _ 

--~-·~--------~--· 
7. How ms.ny months have you spent as bookkeeper in yovr present j ob?_ , ________ _ 

A1·e you a fu11- time cmplo:ree i n your :ire sent job? Yes __ No __ 

8. Did you work as a bookkeo;1er boforo obtaining your present job? Yes __ No 
If so , hmr long? (Months) _ __ , _ _____ Full time ____ Part time_ 

9. How was your lmowledze of bookkeepinc; acquired.? 
a . Fornal training in school __ _ 
b. Actual trainin~ a.ml. experience on the job __ _ 
c . A combination of (il ) and (b) __ 
d . Other ___________ , 

10, I n your ;:,rcs:mt job, is 50 per cent or more of your worki rq tir,10 devoted to 
per forxning duties i n any one field I bookkoc in'' sol ? 
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Systems: 

1. Which of tho following are used in t l1is business? 
Double entry __ 
Single entry 
Other ___ -_-_-.: 

2. Journals: GJ CHJ CPJ PJ SJ Combined Cash Journal __ One book combined 
journal and lcdser_:--_:(By whom-published or pre]Jared_______ ?) 
Other -- --·"~ ---~----

.3. Lede.;ers: General Ledger _ _ .(Bouncl. _____ Loose leaf __ Other___ _ ________ ) 
subsidiary ledgers: Accounts Recoivable~Accounts ?ayablc __ Other_~--------

--~~~------------~---~ ·------------·-------
. 4. Wh'.,.ch of these records are kept by you personally? (Circle a ny of the above.) 

t.Jhic h, if any, are kept by a public accountant ? (Underscore) 

5. If the snles jour:1a l and 1mrcha.ses journal are not used, f :c·om what sources are 
postings rnade? 
Salos slips __ Sales sur,1r.1ary slips __ Other __ 
Purchase Invoices Are these invoices fil ed or bound_?(Are they filed as to 
date due __ , or as to date of invoice_? ) --

6. How often arc )ostings made? (D-daily, W-wcelcly) 
Accounts Pavaolo Cash 

' ----Accounts Receivable 1-Iiscellancous __ 

7. ~Thich of the followin-; sta.tements are pre~ red by you? (b) By a public a ccount
ant? (p) 
Trial baJ.ance_.:)Tork Shect~Ban~z s ta toment reconcilia tion __ Bs.lance Sheet_ 
P&L Statement Inco1;1e t ax rcturns __ P.'.l.yrolls_Sales analysis forms _____ _ 
Other - ---·---------

8. Do you propo.ro an analysis of any of~1e above s tatements? (No. 7) Yes No 

9. 

10. 

11. 

12 


