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CHAPTER I 

PURPOSE, METHODS, D MATERIALS OF THE STUDY 

The number or junior business training textbooks has 

been increas ing rapidly in recent years. Therefore, teach

ers and administrators are finding it more and more diffi

cult to select the most desirable text. Although textbooks 

are more carefijlly and scientifically prepared than ever 

before, the problems of choosing the text v hioh best fits 

the needs of t he school and conununi ty is of ereat importance. 

or the importance of the textbook, Mr. xwell st tes: 

"Tho textbook determines the content of instruc
tion as ell as the teaching procedures. A ma
jority o:f our teachers have not had sufficient 
training in basic subjict matter to be indepen
dent of the textbook." 

Teachers and administrators also are aware of the fact 

that the textbook is of such importance its sel ction must 

not be left to chance. Selecting a textbook should be done 

as objectively as possible according to Mr. Jacobs : 

"Teachers know that when the final decision has 
been made they must abide by their selection--work and 
live with it--for an indefinite period of years . Be
cause or this , the parson who is selecting teaching 
materials should proceed in as objectively level
headed a manner as he can devise."2 

1 Maxwell, C.R., "Choosing the Best Textbook,' School 
Executives Magazine, April, 1932, p . 343. 

2 Jacobs, Leland B., "Eighteen Criteria for Choosing New 
Textbooks," Clea ring Rouse, 1937, Vol. XI, pp. 485-486. 
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Other writers see the selection or a textbook as a seri-

ous matter. Of this Mr. Bullock says : 

" ••... The adoption of a text is a seri ous matter •••• 
it is very difficult for every teacher to kno of 
and secure copies of every textboo.k wri t.tan upon 
the subject h.e is teaching, and unless he studies 
every one he cannot be sure he is choosing the best. 
A teacher might think one textbook better t han 
another because t he publisher ' s representative is 
able to preoent certain fe a tures or his text in a 
more convincing way; or is ab le to use be ter sal s
mansh p of t he second text; or the teacher might be 
unduly influenced by the personality ot a r epresen
tative . "~ 

Several different methods may be us ed in selecting a 

textbook. A few of t hese are discussed in the review or 

other studies. Books may be compared with one another , or 

each book lmay be compared with a score card, or some form 

of outline that has been previously made. 

In a recent survey conducted by h' •• o. Underwood, 

he found that : 

"Ninety-three per cent of the teachers i ndicated 
their interest in obtaining an authoritative guide 
or s core card to assist them in selecting textbooks . "4 

The teacher or junior business training mu.st select 

wisely the text he expects to use. 

PURl'OSE OF THE STUDY 

The purpose of this study is the preparation of a score 

card to be used as an objective basis in the selection of 

junior business training texts. 

3 Bullock, A. E., "A Scientific E~aluation of Bookkeeping 
Texts," Southwestern Publishing Company, p. 1. 

4 Underwood, Willis O., "A Guide for Textbook Analysis," 
School Board Journal, Vol. 102 , March , 1941, pp . 23-24. 



A number of texts , published since 1936 , are then r ted 

by this score card to illustrate its us e. Since recency or 
publ ication is considered import nt in the fie l d of junior 

business tr ining , only texts which have baan published or 

revised within the past six years are rated. 

T:ffiJALS 

The materials used in devis i ng a score ca rd for the rat

ing of junior business training texts include the check lists 

as scored by twenty junior business training teachers regard

ing essentlal or desirable criteria which , in their estima

tion , should ba used in judging a book; the report of a com

mittee of throe experienced teachers , who applied the score 

cards to the textbooks; and the texts which ere easured by 

the so ore card. 

he following textbooks were used in t ~is s tudy : 

l . Clinton A. Reed and James V. Morgan , Introiuct i on !£_ 
Business , All yn and Bacon, e York , 1940 . 

2. Lloyd L. Jones , Q.!:!!:. Bus i ness~. The Gregg Pub
lishing Company , Chicago , 1939 . 

3. Frederick G. Niehola , Juni or Business raining For 
;conomic Living , American Book Company , New Yor~ 
1g36. 

4 . Raymond c. Goodfellow , The Fundamentals ot Bus i ness 
Training , The MacmillanCompany, :Ne~ York , 1940 . 

5 . Max B. Greenstein and Hanry Smithline , ~ Dail y 
Contacts Wi th Business , Lyons and C rnahan Company , 
Chicago, 193?. 

6. A. B. ZuTavern nd Elmer J . Erickson , The Bus i ness 
.Q! Life , H •• Rowe Company , Baltimore-;--I942 . 



7. Ernest H. Crabbe and Paul L. Salsgiver , General 
Business, Southwestern Publishing Company, Cin
cinnati, 1941. 

a. A. B. ZuTavern and A. E. Bullock,~ Business 2!_ 
Life, Commercial Textbook Company, South Pasadena, 
California, 1936. 

~ TROD AND PROCEDUW"' 
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The folloving steps were follo ed in preparing the score 

card for this tudy: 

1. thorough study was made of all available junior 

business training texts, workbooks , teachers' manu

als , and publishers ' advertisements . 

2. An analysis , s made of rel ted theses and other re

search materials. 

3 . A check- list was compiled after a study was made of 

the above .materials , score cards, and other available 

materials. 

4. A jury of experi.enced teachers w s selected. 

5. The score card was submitted to the jury for their 

cons ide ration. 

6 . A score card was prepared , based on tho 0010.bined 

opinions of the jury members, as indicated in their 

responses to the ch ck-list. 

7 . Selected textbooks were rated by the score card. 

In order to select experienced teachers of junior busi

ness training who would be familiar 1th materials of pub

lishers of recent junior business trainin materials, each 



publisher was requested by l etter to furnish names and ad

dresses ot at l east f ive experienced teachers. 
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Letters were sent to thirty-eight teachers, requesting 

each ot them to serve as a member or the jury. A .selt

addressed oard was enclosed with each l etter, on which a 

reply could be ..uad~ by merely checking t he desired response. 

Twenty-tour of these replies were received . In t hese , twenty 

one t eachers indica t ed their willingness to serve on the jury. 

Cheek-lis ts were then sent to the twenty-one teachers ; check

lists were also s ent to a selected group of gr aduate students 

at Oklahoma A. & M. College . Twenty of the check-lists were 

returned satisfactorily che cked and were used as the bas is 

tor compiling the score card. 

The number of jurors using each publis her's materials 

are as follows: 

PUBLISHER 

The Maomillan Company 

Ginn and Company 

Southwestern Publishing Company 

Commercia l Textbook Company 

Gregg Publishing Company 

Allyn & Bacon 

Lyons and Carnahan Company 

Oklahoma A. & M. Graduate Students 
(Publishers not g iven) 

TOTAL 

NUMBER 
Q! TEACHERS 

3 

1 

3 

3 

3 

2 

1 

4 

20 



I t is believed there is reasonable distribution ot 

teachers among t he publishers. 
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There 1s also a r easonable geographical distribution 

among the jurors . The ::f'ollowi ng states were represented on 

the jury : 

NUMBER 
STATE .Ql TEACHERS 

Ca lifornia 1 

Indiana l 

Kansas 2 

Kentucky 2 

118.ryland 1 

Nebraska l 

Oklahoma 4 

Pennsylvania 2 

Texas 2 

Utah 1 

Washington l 

Wisconsin 2 

TOTAL 20 

The method used in this s tudy is known as the "Normative-

Survey Me thod." The method may be defined as follows : 

" ••••• it is essentially a method of quantitative des
cription of the general characteristics of the group ••• 
ascertaining t he prevailing conditions. It seeks to 
answer th questions, "What are the r eal tacts with 
regard to the existing oonditions. " •••• The compound 
adjective "normative -survey" is applied to ~his 
method in order to sugges t the two closely related 
aspects ot this kind of study. The word "survey" 



indicates the gat hering of data r egarding current 
conditions. The word "normative" is used because 
surveys are frequently made for the purpose ot as
certaining wh!t is the norma l or typical conditions, 
or practice." 

REV .IEW OF RELATED STUDIES 

7 

As far as can be dete rmined , there have been no spe

cific studies on the aevelopment and applicat ion ot a score 

card in evaluati ng junior bus iness tra ining text books . The 

following revie s represent studies made in the tield ot 

junior bus iness training or in textbook selection comparable 

to this study. 

Underwood, Willis o., "The ·Analysis and Selection ot Elemen
tary School Textbooks," Masters Thes is, University ot 
Colorado, 1938. 

The purpose or this st udy was to devise a guide for 

t eacher s which would provide t he advantages ot a score card 

and a t the same time eliminate the objections hich have 

been raised against the score cards available . 

The following procedure ror devising a guide was used: 

Questionnaires were sent to 465 teaohers in seven states 

to determine the criteria they used in the selection of text

books. One hundred questionnaires were completed and returned. 

Personal int erviews were arranged by t he author with 

264 textbook committee members in Colorado, Missouri, a nd 

Iowa to determine the criteria they used in judging of text

books. They were asked, t1rst, to list the criteria used 

5 Good, Carter V., Barr, A. s ., Scates, Douglas E., The 
Methodology~ Educational Research, D. Appleton-Cant ury 
Company , 1935, pp . 286-288. 



in the selection of their books; second, why they adopted 

the book t ::.ey did; and , t hird, why they did not adopt othe r 

books. 
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The criteria from the quest ionnaire and personal inter

views were combined in one list. 

Seven textbook score cards which had received sufficient 

recognition t o be publi.Shed in educational journals were 

analyzed. Score cards which related to specific fields such 

as spelling, mathematics, etc., were not included in this 

group ot general textbook score cards. ..,,c,, 

From the information gained through the published score 

cards, t he personal interviews with committee members , and 

the questionnaire , a oo.mbintld score card as made including 

the criteria which were listed by the various gro11ps. From 

the combined score card, "A Guide for Textbook Analysis" was 

made by listing those criteria which were named by three or 

more sources. 

The study used the following main divis ions in the com-

pleted guide: 

1. Authorship 

2. Content a nd Organization 

3. Vocabulary and Readability 

4. Method and Motivation 

5. Teaching and Study Aids 

6. chanical Make-up 

7. Miscellaneous 



The following use of the "Guide tor Textbook Analysis" 

was suggested : 

It should be used as a. guide or as "directed study" in 

the analysis of t extbooks. 

It should serve as an aid to teachers in calling to 

their attention important features which should not be ig

nored in the examination or textbooks. 

All items may not be of importance to all colil.'llittees. 

In such cases, the committee may use the guide as a founda

tion and eliminate those criteria which do not apply to 

their situation. 

In all oases the guide should be dapted to the local 

situation . 

The criteria developed in this study should be of con

siderable reliability because of the f ct that only points 

of agreement among the sourcea surveyed were used. 

g 

Krey, Isabelle Brown," Vocabulary Study of Junior High 
School Textbooks on Bus iness Tr aining ," Masters Thesis, 
George Washington University, 1934. 

The purpose of this study was to analyze three junior 

high school textbooks on business training in r egard to the 

vocabulary used by eaoh book. The vocabular i es were checked 

v~ith Thorndike's teachers word book. 

An alphabetical word list was presented showing the un

common words in each of the textbooks. Frequency of use ot 

each word was also shown. 

The author found that the vocabulary difficulty is 
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great and that there is little agreement among the textbook 

writers as to essent ial co ercial terms to be included 1n 

books on junior business training. 

Moody , Ivy Lacour, "The Development and ppl ication or a 
Score Card in Evaluat ing Workbooks in Element ary Busi
ness Training , " Masters The sis, Oklaho.rna A. & "'f. 
College, 1939. 

The purpose of this study was to develop a score card 

for r ati ng elementary business training workbooks and to ap 

ply the score card to selected workbooks . 

A de tailed analysis of eight available workbooks was 

made to determine the aims of authors and publishers. These 

aims, together with the opinions of teachers and the find

ings of exper imenta l studies made in the field in general 

by educators, were used as the bas is f or the items listed on 

the questionnaire. The questionnaire was sent to a selecte d 

group of teachers in elementary business training f or their 

opinions . 

Members or the jury were a sked to rate the fifty items 

in the questionnaire nwnerica lly according to their judgment 

as to whether each of the items was essent ial, desirable, of 

little or no value, or undesirable for workbook purposes. 

\dembera or the jury were also asked to r ate t he four 

main divisions on the basis of 100 points each . The mean 

number of point s (on the basis of 1000 points) as rated by 

the jury are as follows : 

1. Format and Mechanical Features 139 points 

2. Organization, Content, and Mat erials 500 points 
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3. Provision .for Individual Diff erences 179 points 

4. Provision for Reviewing and Testing 182 points 

A weighted mean was then computed for each or the fitty 

· features included in the ques·tionnaire. Four of the features 

were found to be undesirable or of little or no value in 

accordance with these eighted averages. Thee four items 

were discarded, and the score card was f i nally developed con

taining torty-six items. 

With the addition of directions as to how to use the 

score card, it was completed showin the perfect s core for 

each or the torty- six features and each of the four main 

divisions. 

The value ot this score card lies in providing persons 

who are desirous of selecting elementary business training 

workbooks with objective criteria by which to rate the work

books they have under consideration. 



CHAPTER II 

DEVELOPME/T OF 'l'HE SCORE CARD FOR THE 

F.N LU~ TION OF JUNIOR BU3INESS TRAINil1G TEX S 

'!'he technique used in this study is known as the "jury 

technique." Th i s method may be defined as f ollows: 

"An investigator secures the cooperation of a number 
of persons, r eferred to as 'judges,' who rank or rate 
in some othe r way the objects with w· ich he is con
cerned . The process is commonly referred to as the 
'jury technique ,' since it inv£lves the pooled judg
ments of a number of persons." 

The score card developed in this study has a total of 

1000 points apportioned to five main divisions a ccording 

to their judged importance. Each of the main divisions is 

sub-divided into several items with the number or points for 

each item indicated. Members of the jury assigned weights 

to each of the items according to a suggested scale, rang

ing from the rating of "essential" down to the r a ting "of 

little value." 

THE CHECK LIST 

A study of other score cards in the fields of general 

and business education, a study of available literature on 

the subject of junior business training, and an analysis or 
junior business training texts and mat erials was carefully 

.made. From these three sources a check-list was prepared. 

A list of 126 items was prepared. The items were se

lected without any que s tion as to their desirability since 

l Good, Barr , and Scates, 2.2.• cit., p. 413. 
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that would be determined by the jury. 

The check-list ~as classified into five main divisions 

as follows: 

NU ER 
DIVISION Q!flE~ 

r. Presentation--general a nd 
aims in presentation 30 

II. Illustrations 6 

III. Content of Text 66 

rv. Teacher and Pupil ids 12 

v. echanical Features 12 

TOTAL 126 

Additional blank spaces were provided under each divi

sion for suggested items by the jury. A few items were sug

geate , but no one suggested item was given sufficient weight 

to include in the completed check-list. 

T irty- e ight teachers were requested to serve on the 

jury. A self-addressed card was enclosed with each request, 

on which a teacher could check his desired response. Twenty

one teac era indicated their willingness to serve on the jury , 

and check-lists were sent tot em. Check-lists were also sent 

to a selected group of graduate studants a t Oklahoma A. & M. 

College . Twenty or the check-l ·sts ware returned, all or 

which had beon satisfactorily checked. 

A copy or the check-list as sent to the jury is shown 

a Form I. 



Following is a list of items and characteristics found in Junior 
usiness Training texts. You are requested to note in the designated 
olumn whether you consider each of these items as ESSEI:JTIAL, DEi3JRABLE, 
!F LTITLE VALUE, or utrnERSIRABLE in junior business training· texts. 
he degree of desirability is to be noted by a numerical v a lue, with 
he highest number -denoting the greatest value in each group. No item 
bould be checked in mor a than one column, In determining in which co~ 
mn an item should be included, the followirig criteria are sugge sted: 
S,SENTIAL as meaning t :1os e items which you consider necessary to meet 
he objectives and scope of a course in junior business training . DE
IRABLE as meaning those items which are desirable to include in junior 
usiness training textbooks but are not absolutely essential to mak ing 

t21xt complete. OF LITTLE VALUE as meaning those items which may be 
:1u]_ude d in a text but are not necessary in' meeting the objectives and 
oo_po of the course. UNDESIRABLE as mean ing those items of such small 
JJ~portan oe as to rnake them undesirable to inolL1de in junior business 
r8ining textbooks. • 

TOPICS, PROBLEMS, PHASES :Ess en-:Des ir-:Little :Undesir
: tia l: able : value: able . . _: _________________ . ____ _ 

. 
3:2:1: Degree of Des ir ability ••••.••••••.• : 9 : 8 : 7 : 6 : 5 : 4 : 0 . ---------------·----------------------

I. PRESENTATI01'T . . 
General : : : : : : : 

-LMateriallo~i C ~lJ~ypres en t e_d _______ : -=--;--:-----: :: ____ _ 
2. Unit method of presentation : : : : : : 

--37 Workbookacc ompcn ~-·---·-----=--=-·: _.:..-.. :-__ -.:,_: ._: __ -_-_-:_-:_-=.-: 
___ 4,,,,.._.. _,,,,I_n __ d_e,,.x __________________ : : -~.__;_.!-,!_,___; __ : _.: · 

5. Preface : : : : ----.... ·--------------·------6. Summaries : : 
~7. Illustrations~--~ : ~-:~~-

8. Problems'""for-wr1tten work ----:--;--:--------:-----·--
9. Poetic refe"rences .-------------------··· 

10~ Business arithmetic problems : 
ll. Unit vocabulary drill : 

.. ·· - 12. ,, _Spe lling drills - _.:__~===:. 
____ _ _:-1-_3. I.)enmanshi,12 drills __ : : : -·--····--~----:h; ···-Jo't;_ ,12roblems _____________ : L.:._~-----
----'~-:2.!._~1z ,2rograms __ '. ;__;_ __ : __ 
_ _ 16 ~-;,ite s ~ tuat:Jons and prob le.~~~ ..:_....:_...1._: _ _J_....J__: : : : 
__ l?. _'l'houe;,ht _Et£_b~£g~..£!l£. gue~.l.£~ . ..1.. : : : : ,.;__.J__:_j_ __ 
--~ 1§.-:;__~es ti!_!;,g business unde~§;£~~~- ..!.....!.- : : : : :: ____ _ 

19 . Act iv i_t:l pr ~£.£_ts _.;_~ _: : __J_l_J_ ___ _ 
--·-Bo. --·-·---· --- : : __ ;_J__L __ :_: __ _ 
--· 21. : ,: : : : . . - ·-22"'"-.----------- ·----: --:·-=--: __ :_:_:_. _________ _ 

23. ------------.-.--.-----------.!......:..-·-----·----. . . 
~ .,.-~__,,----,~-...-~-~~·· -----'---..!..-.:..--~~-~-tJi~}..!L..£re s-ent.~!i£!1._qf.~~~±----: ________ : __;_ _________ _ 

1. Indirect vocational . . . . 
2. Persona1-L1Sl::l value___ : . : .. 

---3;.,;..;:. • ...;;..Evalua ti on of rr.oods an ___ d_S_G_r._V_l~. -c-e·-s-~---. ---------. --.--.--. --. -----
4 . Skiil"t°hln t,';;nanceinar it hma ti o -----·---· · --; -17_. ___ _ 5. Irnprov~e nt"of-.P 1 nm.;;;;;a;...n.;;s;;.,;;h-i~p--=..;...;;;;..;;...._..;,.. ____________ ...,.. ____________ _ 

6. English imorova~~nt : : 
? • UnderstanZini~of"b usfn,:1ss"'t~.1 rms : ---

--_,,,,s""'.--=-\7~Ional-gu1d~8~:-:cea:i·cteipl~ - =-J .. ~ : j___: ____ : _. . ·--. ti,;.Q..!1 .. _ . .-._ ... ,..,,, ________ ~---=-._; .. _:._i_. __ _ . 
-~9,..._~ers2g~ u.~:~2.1-:§. .·9.~ flding . anc. J~uim~--= _: ________ . _____ _ 

_ __12...:_~i v e ap._J;Y};:: .. :~:..1.:f.~i-:J :)-ing_ of . b t.:0._in ~-s . • : : : 
11. Develc_£ hab.1:.~.§ . ..1.- ab ili t:tes. &nd _.!:._ : -~ -----~-: ____ • _____ .... 

____ s_k_i_lls for ~._in business : · 
12. . . ·· - ·- -·13~-------------·----·-----~----=-: ---
·r~1-.,-- ___ : ___ :_: ~ 

- --·-15 r--·------- ----------·-~--:- ----:--------·-"'-------------------·;---:-. . 
-------------------------------·-;--: . 

------------. --- ---··--·-. 
. 
~ 



1!$ --·------
TOPICS, PROBLEM3, PHASES 

Of 
:Esson-:Desir-:Little:Undesir-

tial able value able 

. . . . . . . . . 
Degree of Desirability •••••• . . . g:e:?;' 6:5:4: 3:2:1: 0 . . . . . . -~----~·~~-~-------·-~----• • . . 

II. ILLUSTRATIONS . . . . 
·-...--------------~ .. -.!-.,!..-:..__,!_ ___ ___ _ 

1. Actual photo grcl_l£~,l_1s ____ ~------~~·-=~G r a ehs ~--··-·-----··--·------·l.__!__.:_l__. __________ . _____ _ 
__ 3, Charts . . -------·--~--"'"·-------·..!.'.-.!-4. Business paper~ 

5. Cartoons . . . . 
6. Colored ill U§!_tr at I_o_n_s-------·.-. ---· ------·---·----

--7.--------------------------------------"-·--------------------·--------a:- . . 
9 . ·-------------------- ·-------. 

--· _ .. - -,.-~ -------
III. CONTENT Oli' TEXT 

. . . . . . . . . 
. 

. . 1. Personality and character deve l-: . . . ·---------·-----·-----------o ,2men t - .. ------------·--..:::..._...; __ ..;._..;. __ ..;__.;.._;;.. ____ ----'----------
_____ 2=J-· ~s __ u_c~c __ e_s_s __ r_e~g_ui~n ts --·-------3. Leisure time uses 

4. Good manners : : : : 
5 . O c cui3a"f_i_o_n_s __ a_n_d_v __ o_o_a_t...,.i-onaI_----:· _·-...;-;...----=--_-..;;-_-_-_-... -_ . .;:_ ... : ==========:::_-:-_:_-

gu id1:1nc e --.-·------- ---:-- . . --·-·--:-=----..... ---------6. l1eaning_£f. business ·---·-=---...!--' __ . _. _! ___ _ 

? • C om.rnunic at ion --,--.------------·-·-.-...:....-..--~--· .. ---'---------------8""":-13 us i ne ss let t e-rw r it 1. ng 
9. Maifservices __ _ 

. . --·----. . 
. . ,,_ .. ___________________ _ 

10. Te le ptiones·ervrc e-----------: -: ---:-
- .... 1.-.1-:-TeTety pewri t er·· --:-----------.-·---------
---r2.'"'T'e'Iegraph s erv:rc~f------------------------------

13. Cable service ·---·-·-----------
---1"""4 ... ·:,rrrere-ss·- ---- ----.-----·--------

1s. Radiograms ·---------:-::---=-
__ l __ o_~_._f_T_e_ws£_aPe rs___:~--·--- -~-----=-------=--·== 

17. Books and magazi,_n_.e_s ___________ _ 
18. Filing___:_ 
19. Thrift ------------------------------~-------·----------. 

·-·-20:-Ynvestments-·----------.---.-----·-------·-··-·-- -· 
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RESULTS 

The original check-list which was sent to members of 

the jury was arranged in the following manner : 

1'1 

The five ma.in divisions were divided and subdivided in

to numerous items. The items were to be rated on a scale or 
ten points. Any item which, in the opinion oft e jurors, 

was essentia l f or a junior business training t ext would be 

r atad 9, a, or?, depending upon the degree of emphasis the 

juror placed on this part icular feature. On the other ex

treme, the jurors might consider an item as being undesir

able for junior business training texts and give it a r ating 

of zero . 

Tables I, II, III, IV, and V show the ra~ings given by 

the jury to each item under the main headings . For example, 

in Table I, feature number one , "Material logically present

ed, " was given a rating of 9 by eight jurors, a rating of? 

by to jurors, a r ating of 6 by two jurors, a r ating of 5 by 

three jurors, a rating of 3 by one juror, a r a ting of 2 by 

one juror, a r a ting of 1 by one juror, and l juror considered 

the feat ure as undesirable and gave it a rating of zero. 

PRESENTATION 

A study of Tab l e I shows considerable agreement among 

the jury member s regar ding several features. For instance, 

twelve members considered an "Index" as a very essential 

f eature in junior business training textbooks; only one mem

ber of the jury considered the feature of little value. 



A. 

FEATURE 

TABLE I 

PRESENTATION 

9 8 

GENERAL 
1. Materia l logically pre-

sented 8 
2. Unit method presentation 9 
3. Workbook accompanies l 
4 . Index 12 l 
5. Preface 4 l 
6. S u.mmar 1e s 3 2 
7. Illustrations 8 
8. Probloms for written 

work 7 2 
9. Poetic references 

10. Business a rithmetic 
problems 6 

11. Unit vocabulary drill 6 4 
12. Spelling drills 3 5 
13. Penmanship drills 1 1 
14. Job problems 4 
15. Quiz programs l 1 
16. Life s ituations and 

problems 10 1 
17. Thought r oblems and 

questions 8 l 
18. Testing bus iness under-

standing 8 2 
19. Activity proje cts 8 

B. AL\48 IN PRESENT TION OF 
MATERIAL 
l. Indirec t voca tional 6 
2 . Personal-use value 14 1 
3. Evaluation or goods and 

services 7 3 
4. Skill maintenance in 

arithmetic 4 2 
5. Improvement or penman-

ship 2 
6. Englis h improvement 6 1 
7. Understand ing of busi-

ness tar.ms 10 
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7 6 5 4 3 2 l 0 

2 2 3 l l 1 1 
2 4 2 l 1 

6 4 5 2 l 
1 2 1 2 1 

7 2 l 4 1 
1 8 2 2 2 
4 4 2 1 

4 3 1 1 1 1 
2 1 1 8 3 4 

4 7 3 
5 4 1 

1 6 3 1 
3 4 2 3 4 1 l 
2 7 2 3 2 
1 4 5 3 3 l l 

l 4 2 l 

1 5 4 1 

2 4 2 l 1 
1 7 l 1 1 l 

5 4 1 1 1 
1 3 l 

1 5 3 l 

2 7 3 2 

l 7 4 l 3 l l 
6 4 l 2 

6 3 l 



a. 

9. 

10. 

11. 

TABLE I (Continued) 

PRESENTATION 

YEATURE 9 8 7 

Vocational guidance and 
exploration 10 1 3 
Personal understanding 
and guidance 8 2 l 
Give an understanding 
or business 7 4 6 
Develop habits, abili-
ties, and skills for use 
in business 8 1 5 
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6 5 4 3 . 2 l 0 

3 l l 1 

3 4 1 l 

l 1 l 

3 3 
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Ten members of the jury believed "Life situations and 

problems" was an essential feature to include in the course; 

all members of the jury considered the feature desirable. 

"Understanding of business terms" was given the maximum rat

ing of 9 by ten members oft e jury, and all members or the 

jury also considered the feature desirable. Ten members ot 

the jury als o agreed that "Vocational guidance and explora

tion" was a very essential item forte texts, but one jury 

member considered this feature as of little va lue. The great

est amount of agreement was sho n by the jury in rating the 

"Personal-use value" of the aims in presentation ot material; 

fourteen members believed the feature as essential, and all 

of the jury believed the feature was very desirable. 

The re was also considerable agree ent among the jury in 

regard to the fe.ature "Develop .habits , abilities , and skills 

for use in business. " All twenty members of the jury oonsid~ 

ered the item desirable, with eight jurors giving it a maxi

mum rating of 9. 

The jury was also agreed, on the other extreme, that the 

feature "Poetic references" was either of little value or un

desirable and should not be included in junior business train~ 

ing textbooks. 

There was little agreement among the jurors, however, in 

the ratings given such features as" aterial logically present

ed" and the aim of "improvement or penmanship." Although 

ei ght members of the jury considered "!atarial logically pre

sented" an essential feature, four jurors considered the item 
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either ot little value or undesirable. Two members ot the 

jury considered "Improvement of penmanship" as an essential 

aim in the presentation ot junior business training material, 

while tour members ot the jury telt that the item was ot lit

tle value and undesirable; however, twelve jurors considered 

the feature more or less desirable. 

The jury could not agree on the feature "Penmanship 

drills." One juror considered the feature essential, and one 

considered it undesirable; the remaining jurors distributed 

their values fairly equally be t we en 9 and O, essential and 

undesirable. 

ILLUSTRATIONS 

There was a great amoung of disagreement among the jurors 

as to whether illustrations were essential or of little value. 

It may be noted, however, that none ot the six types ot illus

trations were considered as undesirable by any member of the 

jury. Evidently the jurors are agreed that illustrations are 

desirable although many ot them are not essential. 

The only feature among the illustrations that was con

sidered as essential by a majority ot the jury was "Business 

papers," with eleven jurors giv i ng the item the maximum rat

ingot 9. Not one of the jurors considered the feature ot 

little value. 

On the other hand, the only feature that was not given 

a maximum rating of 9 was "Colored illustrations." Six mem

bers ot the jury rated the feature ot little value. 



1. 
2 . 
3 . 
4 . 
5. 
6 . 

FE, TOR.., 

Actual photogr phs 
Graphs 
Charts 
Bus inees papers 
Car oons 

'A IB n 
ILLUST TIO S 

g 8 

6 2 
3 2 
2 2 

11 1 
2 l 

Colored illustrations 

'l 

2 
3 
3 
2 
l 
l 
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e 5 4 3 2 l 0 

6 l 2 1 
3 1 3 3 l 1 
5 2 2 4 
3 2 1 
5 1 4 3 2 l 
7 l 5 2 2 2 
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The jurors were very much disagreed as to the rating 

for the features "Graphs" and "Cartoons. Neither feature 

was considered undesirable, although five jurors believed 

"Graphs" to be of little value in junior business training 

textbooks . owever , three jurors gave the feature a maximum 

rating of 9 . "Cartoons" were rated of little value by six 

jurors and was given an essential rating by four members of 

t e jury. 

CONTENT OF TEXT 

Many of the features under content of text were definite

ly agreed upon by the jury as be ing essential. However, mem

bers o the jury also show much disagreement in regard to a 

number ot the features. Such features as "Personality and 

character development ," "Meaning of business," "Communica

tion," "Mail services," "Telephone service," "Thrift," "Bank 

service and procedure," "Buying," "Consumer problems," "Budg

eting ," "Where and how to :f'ind :facts," "Handling cash," and 

"Personal accounts" were given maximum r atings of 9 by a ma

jority or the jurors. Ot these features , "Consumer problems" 

received the greatest number or maximum ratings, receiving 

fourteen ratings o:f 9. 

The jurors were agreed that the feature "Budgeting" was 

essential or very desirable. 

A gr eat difference of opinion was expressed regarding 

including "Business law" in junior business training texts. 

Two jurors rated the feature as very essential , while three 

jurors gave it a rating of O, or undesirable. A difference 



l. 

2. 
3. 
4 . 
5. 

6. 
?. 
8. 
9. 

10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18 . 
19. 
20. 
21. 
22. 
23. 
24. 
25. 
26. 

2?. 
28. 
29. 

30. 
31 . 
32. 
33. 
34. 
35. 
36~ 

37. 

TABLE III 

CONTENT OF TEXT 

FEATURE 9 8 ? 

Personality and character 
development 11 1 3 
Success requirements 6 2 
Leisure time uses 5 1 
Good manners 9 2 2 
Occupati ons and vocation l 
guidance 10 1 4 
Meaning of business ll l 3 
Communication 12 2 3 
Business le t t er writing 9 l 4 
Mail services 11 2 3 
Telep one service 12 l 4 
Teletypewriter 3 2 
Telegraph service 9 2 3 
Cable service 3 3 
Wireless 4 l 
Radiograms 4 2 
Newspapers 6 1 4 
Books and magaz ines 5 l 3 
Filing 6 1 3 
Thrift 13 1 2 
Investments 9 1 4 
Insurance 10 4 
Bank service and procedure 12 2 4 
Automobile transportation 6 1 3 
The trolley and its use 1 l 
The railroad and its use 6 2 
Business organization and 
management 5 3 2 
Buying 11 4 
Consflmer problems 14 3 
Ordering and receiving mer-
ohandise 8 1 5 
Salling 7 2 3 
Sales organizations 3 3 
Advertising 6 2 
Shipping 5 3 
Cash payments 8 3 
Pe rsonnel organization l 2 
Sole proprietorship bus!-
ness 3 1 1 
Partnerships 3 1 l 
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6 5 4 3 2 1 0 

4 l 
? 2 2 1 
6 1 5 1 1 
1 l 4 

2 l 1 1 
3 1 1 
2 1 
2 2 l 1 
1 1 2 

1 2 
4 6 4 
l 3 1 1 
4 2 5 1 2 
4 2 6 1 l 1 
5 2 4 l 1 1 
3 3 1 l 
4 2 2 3 
3 3 3 1 
1 1 2 
2 3 1 
l 1 3 1 
2 
2 3 1 3 
5 l 4 4 1 2 
7 2 2 1 

6 2 2 
2 l 1 
l 2 

1 2 2 1 
3 1 2 1 1 
3 4 3 l 1 1 l 
4 2 3 2 1 
4 4 3 
2 5 l 
3 4 5 2 2 1 

3 3 4 3 l 1 
2 4 4 3 1 1 



38 . 
39 . 
40. 
41. 

42. 
43. 
44. 
45. 
46. 
47. 
48. 
49. 
50. 
51. 
52. 

53. 
54. 

55. 
56. 
57. 
58. 
59. 
60. 
61. 
62. 
63. 

64. 
65. 

66. 

TABLE III (Continued) 

CONTENT OF TEXT 

F TORE 9 8 7 

The corporation 3 1 1 
Budgeting 13 l 1 
Were and how to find faotsl3 4 
Operation or trading con-
ce r ns 2 3 
Off ice activities 5 1 2 
Stock keeping 1 2 
Bil ling 1 2 
P ying employees 4 l 1 
Handling cash 10 4 
Traffic regula tions 5 l 1 
Public services 7 2 
Per son l accounts 11 2 1 
Personal business papers 8 4 l 
Co-operative institutions 3 4 
Reading and writing num-
bars 6 l 
Business ar th e tic 7 2 2 
Borro i and loaning 
money 9 2 1 
Ins tal lme nt buying 10 2 
Gover nmental aids in sa~tng 8 1 1 
Hoe investing 7 1 
Travel services 6 1 4 
Use of telepuona directory 10 1 3 
Business conduct standards 7 1 4 
Laws of society 5 2 2 
Busines s and government 3 2 5 
General welfare and busi-
ness 3 3 1 
Bus iness law 2 2 
Conservation of natural 
resources 4 3 
Conserving human resources 7 2 
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6 5 4 3 2 1 0 

2 3 5 3 1 1 
4 1 
l l l 

3 l 3 4 2 1 1 
3 3 2 !3 1 
4 4 1 6 l 1 
3 2 4 5 1 l 
4 2 2 4 l l 
4 l 
2 3 l 5 l 
3 4 2 2 
3 1 l 1 
5 2 2 
2 l 4 4 2 

2 3 3 2 2 
2 1 4 l 1 

1 3 3 1 
4 2 1 1 
3 4 3 
4 2 2 4 
l l 5 2 
3 l 2 
2 2 l 3 
3 1 5 l 1 
2 1 3 2 1 

2 3 2 3 1 2 
5 l 3 3 1 3 

3 1 6 3 
2 l 5 l 1 
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ot opinion also existed with relation to including "Reading 

and writing numbers" and "Business arithmetic" in the text

books. Seven jurors considered the firs t feature as essen

tial, while the same number considered t he feature as either 

ot little value or undesirable. 

The jury showed disagreement as to many items to be in

cluded in the content of junior business training textbooks. 

Twenty-five of the features were considered undesirable by 

at least one juror, and the same features were considered es

sential by one or more jurors. However, most of the features 

were conside red quite desirable by the jury. 

TEACHER AND PUPIL AIDS 

' Two features show particular agreement among the jurors, 

namely: "Key to exercises and problems" and "References." 

Both ot the features were considered as essential or desirable 

by a ll twenty members of the jury. Ten jurors gave the first 

f eature t he highest r ating or 9; three gave it a rating or 

8; one rated it 7; three gave it a score or 6; one rated it 

5; and two gave it a rating ot 4. 

The jury disagreed as to the importance or the feature 

"Preview," with four giving it a rating or 9 and one giving 

it a rating ot O; however, most of the jurors considered the 

item desirable. The feature "Workbooks" was considered as 

desirable but not essential. Eleven members ot the jury con

sidered the teacher aid feature "Manual" as being very essen

tial and gave it a rating of 9; on the other extreme, one 



A. 

B. 

TABLE IV 

TEACHF.R D PUPIL AIDS 

FEATURE g 8 7 

PUPIL 
1. Preview 4 1 
2. Review questions 5 1 3 
3. Study helps 6 1 l 
4. Problems for discussion 6 4 3 
5. Workbooks 2 
6. Preview questions 1 2 
7. Activity projects 7 l 3 

TEACHER 
1. Free publication and 

service 8 1 1 
2. nual 11 l 2 
3. Key to exercises and 

problems 10 3 l 
4. References 4 l 4 
5. Advisory service 5 5 
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6 5 4 3 2 1 0 

7 2 1 3 1 
7 3 l 
6 3 l 1 
6 1 
8 4 3 1 l 
6 2 2 4 1 1 
3 3 2 1 

4 1 2 1 
4 l 

3 l 2 
8 2 l 
5 2 l l l 
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member or the jury gave t he feature a rating ot 1, of little 

value. 

:aECHANICAL FEATURES 

Three features were definitely agreed upon by the jury 

members. For instance, fifteen jury members believed "Clear 

t ype " to be very essential in the quality and make-up of 

junior business training texts ; all members considered the 

item to be desirable. Both or the features, "Authors have 

ability and experience" and "Recency or publication," were 

considered essential and given maxi mum ratings or 9 by four

t een members of the jury. No member or the jury gave the 

feature "Authors have ability and experience" a rating lower 

t'an 6. However, one juror considered "Recency of publica

tion" a feat ure of little value. 

The members or the jury were pretty \\'ell agreed that the 

f eature "Glossy paper" was und esirable . "Size or text" was 

considere d or little value by five members or t he jury, while 

tour members of the jury believed t he feature to be essential. 

The f eature "Economical in price" was considered desir

able by all twenty jurors, with seven of them giving the t ea

ture a maximum r ating of 9. "Interesting title" was consid

ered an essential feature by six jurors and of little value 

by three members or the jury. 

MA.IN DIVISI ONS 

A card was prepared conta ining only the five main head~ 

1ngs and sent to a s e lected group oft e jury. The main 



A. 

B. 

TABLE V 

MECHANICAL FEATURES 

FEATURE 9 8 7 

Q.UALITY D MAKE-UP 
1. Unglazed paper 6 l 
2. Clear type 15 2 1 
3. Interesting title 6 3 l 
4. Impressiveness of make -

up 6 3 2 
5. Size of text 4 2 
6. Economical in price 7 1 3 
7. Well illustrated 9 4 l 

OTHER FEATURES 
1. Adequate number of ques-

tions and exercises 7 2 2 
2. orkbook optional with 

text 6 1 1 
3. Authors llav ability 

and experience 14 4 
4. Recency ot publication 14 1 1 
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6 5 4 3 2 1 0 

5 2 1 1 1 1 
1 1 1 
4 1 1 3 1 

3 2 l 2 1 
5 2 1 1 1 3 
6 2 1 
3 1 1 1 

6 1 l 1 

9 3 

2 
2 l 
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headings were to be weighted on the basis of one thousand 

points. Ten of the jurors returned the cards with the main 

divis ion weights assigned. Table VI shows the average weight 

given each division by the jury and an arb itrarily assigned 

value. The value was assigned to facilitate easier handling 

of each of the features under the divisions. 

TABLE VI 

ASSIGNED 
MAIN DIVISIONS AVERAGE VALUE 

I. Presentation--( a) general 180 200 
{b) aims in presentation 

II. Illustrations--types and ll5 100 
quality 

III. Content of Text 450 450 

IV. Teacher and Pupil Aids 150 150 

v. .Mechanical Features--quality 105 100 
and .make -up of texts, etc. 

TOTAL 1000 1000 

TABULATION OF JURY RATINGS 

After the ratings or the features by the twenty Jury 

members had been compiled , it was then necessary to compute 

the mean raw score tor each feature. This was accomplished 

by multiplying the number of individual judgments in eaoh 

column by the score allotted to that column and dividing t he 
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sum of all columns by 20 , or the number of judgments. In 

some instances every feature was not rated by all t enty 

members ot the jury. In such cases the total or i ndividual 

judgments times column scores would be divided by the number 

ot judgments given for each feature. In no oases were there 

less than e ighteen judg ents given for any feature. The pro

cedure for calculating this weighted average may be illustra

ted as f ollows: 

:rom, II 

TOTAL WE GHTED AV ..:.1 GE FOR ITE 
"MATERIAL LOGICALLY PRESENTED" AND THE INDIVIDUAL 

SCORES G !VEN TRIS FEATURE 

. . . . . . • • . • . . . or . . 
• . • • • 

FEATURE . Essen- . Desir- . Little . Undesir- • . . . • • Wt. . tial . able . 'falue . able . Ave. . • • • • 
• . . . . 
• . . . • . 9 88 7: 6 5 4: 3 2 1: 0 . 
• . 

Material logi-
callY presented 8 0 2 2 3 0 1 l 1 0 6.2 

Under the column headed "Essential," eight or the jurors 

believed "Material logically presented" was a very essential 

feature and gave 1t a rating ot 9; two considered it essen

tial to a lesser degree and gave it a r ating of 7; two ot the 

jurors felt that the feature was so desirable that they gave 

it a rating or 6; three or the jurors believed the feature 

was desirable and gave it a r ank of 5. One of the jury mem

bers decided the feature was of value but not desirable and 
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gave it a rating of 3; one juror also thought the feature 

was of little value giving it a rank ot 2; and one believed 

the item was of such little value that a value of 1 was 

g iven. one of the jurors believed" terial logically pre 

sented" was undesirable, therefore no zero ratings were 

given. 

The weighted average of these ratings is obtained by 

multiplying the number of individual judgments in each col

umnby the allotted score for that column and dividing the 

um of all columns by the number of individual judgments. 

The weighted average in the example (Form II) is 6.2, or, 

according to the combined judgments of the Jury, the fea

ture is considered very desirable. 

The same procedure was followed in obtaining the weight• 

ed average for each of the 126 items in the check-list. The 

data are shown in the appendix . 

All features receiving a wei ghted aver age of less than 

4.0 were arbitrarily excluded from the oheck-list. This 

weight would indicate that the jury believed the feature was 

of little value in a textbook tor junior business training. 

Only two features received a weighted average of less than 

4.0, and they were omitted from t he finished score card. 

They were "Glossy paper" with a weighted average of 2.9, 

and "Poetic references" 1th a weighted average ot 2.5. 

The completed score card, therefore, contains 124 features. 

After the weighted average had been determined tor 

each tea t , the next procedure was to determine the 
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relative weight or each item in rela tion to the total points 

allotted by the jury to each or the main divisions. The 

following formu.la was used: 

• MPD 
{M = Mean , W = Weight, r: Feature) 
(P = Points, D = Main Division) 

Substituting the figures of the illustration on page 52 

to show the operation of t his formula , the ca lculation would 

be as follows: 

~ 6~·~2--- X 200: 6.46 
192 

The figure 6.2 represents the weighted average or the 

feature "Material log ically presented." The denominator, 

192, represents the sum of the weighted averages under the 

main division, "Presenta tion." The figure 200 represents 

t he weight allotment given the main division by the jury. 

The result expresses the maximum score a llotted by the jury 

to this particular item which, in this case, is 6. 

Form III shows the compl e ted s core oard. The column ot 

figures to the right of the features column indicates the 

maximum scores allotted by the jury to each fea ture in accor

dance with the method illustrated above. 
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SCORE CARD FOR RATING 

JUNI OR BUSINESS TRl-1.I NING TEXTBOOKS 

Directions for using the s core ~: Each junior business 
training text shoul d be rated on a s eparatG score card . Fea
tures should be rated on t he basis of a maximum s core listed 
in the column headed "Maximum s ~ore ." I f, in the opinion of 
the rater, that particular item needs no impr ovement, the f ea 
t ure should be given the maximum sc ore. If the fe ature i s 
omitted from the text or i s inc lude d in $uch a manner as to 
be detrimental to the learning activities of the pupil, the 
item should be rated zero. Any otter score between the two 
extremes of zero and maximum may be allotted to each feature 
i n accordance with t he judgment of the rater . A total "Score 
allowed" should be computed for each of the main divis ions 
and for the textbook as a whole. 

Name of Textbo ok Rated: -----------------
FEATURES 

A. PRESENTATION 

I. General 

1. Material l ogically presented 

2. Unit method of presentation 

3 . Workbook accompanies 

4 . Index 

5. Preface 

o . Summaries 

7 . Illu.s tra tions 

8 . Problems for written work 

9. Business arithmetic problems 

10. Unit vocabulary drill 

11. Spell ing drills 

12. Penmanship dr ills 

13. Job problems 

14. ~uiz programs 

15. Life si t uati ons and problems 

MAXIMUM SCORE 
SCORE ALLOTTED 

'1 

7 

5 

8 

6 

6 

8 

7 

? 

7 

7 

5 

6 

5 

8 
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MAXI:MUM SCORE 
FEA11URES SCORE ALLOTTED 

16. Thought problems and questions ? 

17. Testing business understanding ? 

18. Activity projects 7 

II . Aims in presentation of material 

1. Indirect vocational 6 

2. Personal-use value 9 

3. Evaluation of goods and services ? 

4. Skill maintenance in arithmetic 7 

5 . Improvement of penmanship 5 

6. English improvement 7 

? • Und erstanding of business terms 8 

8. Voc ational guidance and exploration 8 

9. Personal understanding and guidance 7 

10. Give an understanding of business 8 

11. Develop habits, abilities , and skills 
for use in business 8 

TOTAL SCORE 200 

B. ILLUSTRATIONS 

1. Actual photographs 20 

2. Graphs 16 

3. Charts 1 6 

4. Business papers 22 

5. Cartoons 14 .. 
6. Color ed illustrations 12 

TOTAL SCORE 100 

--
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MAXIMUM SCORE 
FEATURES SCORE ALLOTTED 

C. CONTENT OF TEXT 

1. Personality and character development 8 

2, Success requirements 

3. Leisure time uses 

4. G8od manners 

7 

6 

7 

5. Occupations and vocational guidance 8 

6. Meaning of business 8 

7. Communication 9 

8. Business letter writing 8 

9. Mail services 8 

10. Telephone service 8 

~l. Teletypewriter 5 

12. Telegraph service 8 

13. Cable service 6 

14. Wire less 6 

15. Rad iograms 6 

16. Newspapers ? 

l?. Books and magazines ? 

18. Filing 7 

19. Thrift 8 

20. Investments 8 

21. Insurance 8 

22. Bank service and procedurs 9 

23. Automobile transportation 7 

24 . The trolley and its use 4 

25. The railroad and its use 7 

2e, Business organization and management ? 

27. Buying 8 

-



FEATURES 

37 
MAXDIDM SCORE 

SCORE ALLOTTED 

28. Consume r problems 9 

29. Ordering and receiving merchandise ? 

30. Selling 7 

31. Sales organizations 

32. Advertising 

33 . Shipping 

34. Cash ·:ayments 

35. Personnel organization 

36 . Sole proprietorship business 

3?. Partnerships 

38. The corporation 

39. Budgeting 

40. Where and how to find facts 

41. Operation of trading concerns 

42. Office activities 

43. Stock keeping 

44. Billing 

45. Paying employees 

46. Handling cash 

47 . Traffic regulations 

48. Public services 

49 . Personal accounts 

50. Personal bus iness papers 

51 . Co - operative institutions 

52 . Reading and writing numbers 

53. Business arithmetic 

54. Borrowing and loaning money 

55. Installment buying 

6 

7 

7 

8 

5 

5 

5 

5 . 

9 

8 

5 

6 

5 

5 

6 

8 

6 

? 

8 

8 

? 

8 

-

-



FEATURES 

56. Governmental aids in savi ng 

57. Home investing 

58. Travel services 

59. Use of telephone directory 

60. Business conduct standards 

61. Laws of society 

62. Business and government 

63. General welfare and business 

64. Business law 

65. Conservation of natural resources 

66. Conserving human r esources 

'TOTAL SCORE 

D. TEACHER AND PUPIL AIDS 

I. Pupil 

1. Preview 

2. Review questions 

3 . Study helps 

4 . Problems for discussion 

5 . Workbooks 

6. Preview. questions 

7. Activity projects 

II . Teacher 

1. Free publication and service 

2. Manual 

3. Key to exercises and problems 

4. References. 

5. Advisory service 

TOTAL SCORE 

( •. 

MAXIMUM 
SCORE 

7 

7 

7 

8 

7 

7 

6 

5 

4 

6 

7 

450 

11 

13 

13 

14 

10 

9 

13 

13 

14 

15 

13 

12 

150 

SCORE 38 

ALLOTTED 



MAXD.4UM SCORE 
FEA11URES SCORE ALLOTTED 

E • MEGHAN IC.AL FEATURES 

I. Quality and Make -up 

1. Unglazed paper 

2. Clear type 

3. Interesting title 

4. Impressiveness of .qiake-up 

5. Size of text , 
6. Economical in prioe 

?. wei1 illustrateq 

8 

11 

8 

8 

7 

9 

9 

II • . Ocher Features 

A. 

}3. 

c. 
D .. 

E. 

l. Adequate number of questions and 
exercises 9 

2. Workbook optional with text 9 

3 . Authors have ability and experience 11 

4. Recency of p~biication 11 

TOTAL SCORE 100 

Presentation 200 

Illustrations 100 

Content of Text 450 

Teacher and Pupil Aids 150 

Mechanical Features 100 

GRAND TOTAL SCORE 1000 

-

-
-

39 

-. 
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CHAPTER III 

THE SCORE CARD AND ITS APPLICATION TO THE 

EVALUATION OF JUNIOR BUSINESS TRAnlING TEXTBOOKS 

The purpose ot this chapter is to apply the score card 

developed in Chapter II to the rating of eight recent text

books in Junior Business Training. 

As has been previously s tated , the purpos e ot this study 

is to develop a score card; its applic ation to the textbooks 

is to show how the score card may function. The rating al

lotted each text expresses the viewpoint of the rating com

mit tee and does not necessarily signify the value of each 

book 1n every situation. Since a textbook must fit the local 

situation, the score card. to be of real value• should be 

applied by those who wish to use the text. 

The rati of textbooks in this s tudy was done by a com-

mittee ot three experienced commercial teachers , no two of 

whom were familiar with any one ot t he texts rated. It is 

believed that no preference for a p articula r text is shown. 

Each book is referred to by alphabetical letters in

stead of the title. The following tables show the allotted 

score given for each feature of the score card and the total 

scores for all eight texts. The individual textbook ratings 

may be tound in the appendix. 

PRESENTATION 

Textbooks A, B, E, and H were given maximum ratings of 

7 points for "Material logically presented" ; the other four 
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texts rate d one or two points lower . 

Textbo ok had no accompanying workbook and was gi ven 

a rating of zero on the feature, "W rkbook accompanies ." 

"Summaries" were not given in te~tbooks D and E; they 

were rated zero on the feat ure. 

"Penmanship drills " were given in only three textbooks, 

D. E, and H, therefore they were the only ones r eceiving rat

i ngs or five, the maximum score , on that feature. 

All e i ght textbooks were r ated high on the "Personal

use value" aim 1n presentation or .material, with textb ooks? 

and H r eceiving maximum ratings of nine points. 

The total maximum. score fo r Presentation is 200 poi~ts. 

The highest score gi ven as 190 points, being given to text

book H. The poorest scores were 142, 143, and 144, given 

to textbooks B, A, and F, respectively. 

TABLE VII 

PRESENTATION 

Rating of Eight Junior Business Training Textbooks 

Pos- Textbook Scores 
. Textbook Features Sible A B C D E 1 

I. General 

1. Material logi ca lly 
presented 7 7 7 6 5 6 7 

2. Unit me t hod of pre-
sentation 7 6 7 7 7 7 7 

3. Workbook accompanies 5 5 5 4 5 5 5 

4. Index 8 8 7 8 8 8 8 

G R 

6 7 

5 7 

5 

7 8 
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TABLE VII (Continued) 

Pos- Textbook Scores 
Textbook Features Sible A B C D E F G H 

5. Preface 6 6 6 6 5 6 6 6 6 

6. Summaries 6 2 2 5 4 3 6 

7. Illustrations 8 6 5 6 7 5 8 
> 

6 8 

8. Problems for written 
work 7 5 5 7 6 7 6 6 '} 

9. Business ar~thmetic 
problems 7 1 l 7 6 7 7 6 7 

10. Unit vocabulary drill 7 5 7 7 7 7 7 7 7 

11. Spelling drills 7 6 6 4 7 7 3 7 

12. Penmanship drills 5 5 5 5 

13. b problems 6 3 3 5 4 6 4 4 6 

14. Q.uiz progr 5 2 2 3 .3 4 3 5 

15. Lite situations ano 
problems 8 4 4 5 6 8 6 6 8 

16. Thought problems and 
questions 7 6 7 7 6 7 6 7 7 

17. Testing business under ... 
standing 7 4 6 7 6 7 6 7 7 

18. Activity projects 7 7 3 7 6 4 7 7 7 

II. Aims in presentation or 
material 

1. Indirect vocational 6 2 5 5 5 4 5 5 5 

2. Personal-use value g a 8 8 7 6 g 7 g 

3. Evaluation of goods 
and services 7 7 7 7 6 5 6 5 7 

4. Skill maintenance in 
arithm3tic 7 1 2 7 6 6 7 6 6 

5. Improvement of pen-
manship 5 2 2 5 5 1 5 
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TABLE VII (Continued) . 

Pos- Textbook Scores 
Textbook Features sible A B C D E 1 G H 

6. English improvement 7 6 4 5 5 5 6 7 

7. Un erstanding of busi-
ness terms 8 3 6 7 7 8 8 7 8 

a. Vocational guidance 
and exploration 8 8 5 5 7 8 6 6 7 

9. Personal understand-
ing and guidance 7 7 7 2 6 6 5 6 

10. Give an understanding 
of business 8 7 6 7 8 8 8 6 8 

11. Develop habits, abili-
ties, and skills tor 
use in business 8 8 6 6 6 8 5 5 7 

Total Score 200 143 1~ -i,!' -1!! -
142 171 144 190 

ILLUSTRATIONS 

Only one textbook, H, was given a perfect r ating ot 20 

points on "Actual photographs." 

noraphs" were used in only four textbooks, and no text 

was g iven a maximum score on the feature. 

It was believed that three of the texts , A, B, and H, 

were outstanding in •cartoons," and a maximum rating or 14 

points as given the feature in each text. 

The perfect score for the main division, ~Illustrations," 

is 100 points. The highest score given was 70, textbooks B 

and D receiving this rating. The lowest score ot 48 was given 

to textbook A. 

Table VIII shows the scores allotted the eight textbooks 

for the divisi on "Illustrations." 



1. 

2. 

3. 

4. 

5. 

6. 

TABLE VIII 

ILLUSTRATIONS 
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Rating of Eight Junior Bus i ness Training Textbooks 

Pos- Textbook Scores 
Textbook Features Si bl e A B C D E F G H 

Actual photographs 20 12 14 6 16 10 15 18 20 

Graphs 16 10 12 10 10 

Charts 16 12 12 10 16 14 14 8 16 

Business papers 22 18 20 20 2) 20 20 10 

Cartoons 14 14 14 8 10 4 14 

Colored illustrations · 12 4 10 5 8 

---------
Total Score 100 48 70 50 70 54 54 68 60 

CONTENT OF TEXT 

Only textbook F did not provide for "Leisure time uses" 

and vas given a zero rating by members of the committee . 

The feature , "Oommunication" ~as given a maximum rating 

of 9 in six of the eight textbooks. However, textbook A re

ceived a rating of zero on the feature. 

"Mewspapers" and "Books and magazines" ware to of the 

features that received very low ratings in most of the text

books. 

Seven of the textbooks were felt to have sufficient ma

terial on "Insurance" and were giv en maximum ratings of 8 

on the feature . Textbook A omitted the item entirely and was 

given a rating or zero. 
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"Budge ting" and "Handling Cash" were other features 

that were given maximum ratings in seven of the eight text

books. Textbook A was also lacking both features. 

All of the textbooks contained somewhat adequate pro

vision for "Business conduct standards ," and the feature was 

given a maximum rating in textbooks A, B, G, and H. 

Textbook H secured the highest number of points in this 

main division as the following table shows, receiving 410 

points out of a possible 450. Textbook A, which contained 

only t elve of th sixty-six features in this ain division, 

received the remarkably low score of 74, which was lass than 

one-fourth the score or the next lowest textbook. 

T. LE n: 
CO TENT OF TEXT 

Rating or Eight Junior Business Training Textbooks 

Pos- Textbook Scores 
Textbo ok Features Sible A B C D E F G H 

1. Personality a nd character 
development 8 8 8 2 6 6 8 5 8 

2. Success requireme nts 7 ? 7 5 5 7 6 5 6 

3. Leisure time uses 6 6 6 2 2 6 3 5 

4. Good manners 7 7 7 4 4 6 6 4 7 

5. Occupations and vocational 
guidance 8 7 6 4 6 8 8 5 7 

6. Meaning of business 8 7 6 7 8 8 8 8 8 

7. Communicati on 9 8 9 9 9 9 9 9 

a. Business le t ter writing 8 8 2 8 8 7 8 8 
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TABLE IX (Continued) 

Pos- Textbook Scores 
Textbook Features sible A B C D E F G H 

9. Mail services 8 7 8 8 8 8 7 8 

10. Telephone service 8 7 8 8 8 8 8 8 

11. Teletypewriter 5 5 5 5 5 l 5 

12. Telegraph service 8 7 7 8 8 8 8 8 

13. Cable service 6 6 6 6 6 6 3 6 

14. Wireless 6 1 2 3 6 6 1 4 

15. Radiograms 6 6 6 6 6 6 3 6 

16. Newspapers 7 3 7 2 7 

17. Books and magazines 7 3 7 2 6 

18. Filing 7 7 7 7 7 7 'I 

19. Thrift 8 8 7 8 8 8 8 8 

20. Investments 8 6 7 8 8 8 8 8 

21. Insurance 8 8 8 8 8 8 8 8 

22. Bank service and procedure 9 8 8 9 9 9 9 9 

23. Automobile transportation 7 6 7 6 7 7 7 7 

24. The trolley and its use 4 4 2 4 

25. The railroad and its use 7 6 6 6 7 7 7 7 

26. Business organization and 
management 7 4 7 6 7 7 6 ? 

27. Buying 8 8 8 7 8 6 7 8 

28. Consumer problems 9 4 9 8 3 7 7 7 8 

29. Ordering and receiving mer-
chandise 7 4 7 6 7 6 6 

30. Selling 7 3 ? 7 7 5 7 

31. Sales organizations 6 2 6 5 6 5 6 
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TABbE. 
,tt, " 

IX (Continued) 

Pos- extbook Scores 
Textbook Features Sible A B C D E F G 

52. dvertising 7 5 6 · 7 6 7 

33. Shipping 7 6 7 6 7 7 5 7 

34 . Cash payments 8 6 7 8 8 8 7 8 

35. Personnel organization 5 5 4 3 5 3 5 

36 . Sole proprietorship bus1-
ness 5 4 3 5 3 5 

37 . Partnerships 5 4 3 5 3 5 

38 . The corporation 5 4 3 5 4 5 

39 . Budgeting 9 9 9 9 9 9 9 9 

40 . here and how to tind 
tacts 8 2 '1 6 7 8 

4l. . Operation of trading con-
cerns 5 2 5 4 4 3 5 

42 . Office activities 6 3 6 5 5 5 5 6 

43 . Stock keeping 5 1 5 5 5 5 4 

44 . Bill ing 5 5 4 4 5 

45 . Paying employee 6 6 5 3 

46 . andling cash 8 8 8 8 8 8 8 a 

47 . rattic regulations 6 6 2 6 2 6 5 5 

48. Public services 7 5 7 2 6 5 6 5 7 

49 . Personal accounts 8 8 6 a 8 8 'l 8 

50 . Personal business papers 8 6 5 6 8 6 6 6 

51 . Co- operative institutions 5 3 3 5 3 3 5 

52 . Reading and writing nwn-
bers 5 l 3 5 5 5 5 5 

53. Business arithne tic 7 5 5 7 7 6 6 7 
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TABLE IX (Continued) 

Pos- Textbook Scores 
Textbook Features sible A B C D E F G H 

54. Borrowing and loaning 
money 7 5 6 7 5 6 6 7 

55. Installment buying 8 6 8 7 6 8 6 8 

56. Governmental aids in sav-
ing 7 6 6 6 6 

57. Home investing 7 5 5 5 5 6 5 

58. Travel services 7 7 6 7 7 7 7 7 

59. Use or telephone direc-
tory 8 8 8 8 8 8 8 7 

" . 

60. Business conduct standards7 7 7 5 5 5 5 7 7 

61. Laws or society 7 '1 5 2 6 6 6 7 

62. Business and government 6 3 1 6 6 5 6 

63. General welfare and busi-
ness 5 4 · l 3 z 5 5 5 

64. Business law 4 3 4 2 

65. Conservation or natural 
resources 6 2 6 4 6 

66. Conserving human resources? 5 5 3 7 5 6 4 5 
._ ________ 

Total Score 450 74 304 328 360 
306 381 391 410 

TEACHER AND PUPIL AIDS 

Members ot the rating committee found t he features, 

"Review questions," "Problems for discussion," and "Free pub

lication and service," adequate for all eight textbooks, and 

maximum or near maximum ratings "were given the features in 

all texts. 
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Textbooks A, B, and H were given maximum ratings or 9 

points for "Preview questions." The feature was entirely 

lacking in textbooks C, E, and F, and each text was given a 

rating of zero. 

All of the textbooks were supplemented with a "Manual ," 

but to only one, textbook A, was a maximum r ating of 14 

points given tor the feature. 

Textbook G received the highest score in this division, 

136 out of a possible 150 points . Textbook H, which received 

the highest rating in the preceding main division, "Content 

or Text," received the lowest rating in "Teacher and Pupil 

Aids" with a rating of 92 points. Table X shows the r esults 

for all of the textbooks, 

I. 

TABLE X 

TEACHER AND PUP IL AIDS 

Rating or Eight Junior Business Training Textbooks 

Pos- Textbook Scores 
Textbook Features Sible A B C D E '1 G H 

Pupil 

1. Preview 11 10 10 5 6 4 8 10 

2. Review questions 13 13 12 10 13 13 12 13 12 

3. Study helps 13 1112 10 13 12 9 13 11 

4. Problems for discu.ssionl4 14 14 12 14 14 14 13 14 

5. Ylorkbooks 10 8 9 7 10 10 10 10 

6. Preview questions g 9 g 3 2 9 

7. Activity projects 13 13 7 13 12 11 10 13 12 
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TABLE X (Continued) 

Textbook Features 
Pos
sible 

Textbook Scores 
A B C DE P' G H 

Teacher 

1. Free publication and 
service 1 3 1110 10 13 10 10 12 10 

2. anual 14 14 12 12 12 12 12 13 6 

3. Key to exarcis es and 
prob lems 15 10 10 10 12 15 10 15 

4. References 13 5 9 8 10 6 13 12 

5. Advisory service 12 10 10 8 12 8 8 12 8 

--------
TOT.AL SCORE 150 128 105 111 136 

124 130 112 92 

MECHANICAL FEATURES 

The textbooks received a fairly even r a ting on most fea

tures in this division. Seven of t he ei ght textbooks re

ceived perfect r atings on "Unglazed paper," "Clear type," 

"Adequa te number of questions and exercises," and "Workbook 

optional with text." 

The maximum total score, as shown in Table XI, is 100 

points. Textbooks D, F, and G received the highest ratings, 

with 97, 95, and 94 points, respectively . The lowest r ating, 

81 points, was given to textbook C. 
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TABLE XI 

MECHANICAL FEATURES 

Ra ting of Eight Junior Business Training Textbooks 

Pos- Textbook Scores 
Textbook Features Sible A B C D E F G H 

I. Quality and Make - up 

1. Unglazed paper 8 8 8 7 8 8 8 8 8 

2. Clear type 11 11 11 8 11 11 11 11 11 

3. Interesting title 8 8 8 8 8 4 7 6 6 

4. Impressiveness of make-
up 8 2 8 6 8 7 7 8 7 

5. Size ot text 7 5 7 5 7 7 7 7 7 

6 . Economical in price 9 7 8 7 9 9 9 9 9 

7. ell illt1strated 9 6 6 7 9 7 8 8 9 

II. Other Features 

1. Adequate number ot ques-
tions and exercises 9 g 9 9 9 9 8 9 9 

2 . Workbook optional with 
text 9 9 9 9 9 9 9 9 3 

3. Authors have ability and 
experience 11 10 10 9 11 1110 10 11 

4. Recency ot publication 11 11 6 6 8 6 10 10 11 

--------
Total Score 100 86 90 81 97 88 94 95 91 

TOTAL SCORES ALLOTTED TO TEX'l'BOOKS 

Textbook H was r ated highest with a total score of 853. 

The text was particularly high 1n "Content ot Text" but rated 

low on "Teacher and Pupil Aids." Textbook D was rated second 
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with total score of 849, aving recoiv d no total rating 

lower tan t ird on any main division. The t xt lso re-

ceived first rank1 

tions ." 

in "Jechanical F atures" and "Illustra-

hird in total score was textbook G with 812 points . 

extbook G vas particularly strong in "Teacher and Pupil Aids" 

and " .. iaohanical eaturas . 

Textbook F s fourth in the ranking :vith a total score 

of 7 5, h vin been rankeO rather low in "Presen tion" and 

'Teachtir a nd Pupil 1de." 

F tth re t i ng s given to textbook E. his text received 

a total r t ng of 756 points, although it ra.nked em nd in 

"Pr sentation . " 

eakness in "Presentation" nd "Content or Text" caused 

( 
r 

textbook to receive sixth rating, with a total ot 732 points . 

Textbook C as not particul rly high in any division nd 

ranked lowest in ".tee. a.nical Features." The text rec ived a 

total score of 700 points and seventh place in the ranki s . 

Last place in th rank! was given to textbook A with 

a total soore of 479 out of 1000 points. T e textbook ~as 

noticeably aak in "Illustrations" and "Content of xt." 

Them terial covered in the text n adequately handled but 

as not of sufficient scope to be iven high rating. !able 

XII shows the rating of eaoh textbook tor eacb. single divi

sion ad for t he total of all divisions . 



TABLE XII 

TOTAL POIN·.CS ALLO'fiED TO EACH MAIN DIVISION 

AND TO EACH JUNIOR BUS !NESS TRAmnm TEXTBOOK 

Main Divisions 
Textbooks I II III IV V 

MAXIMUM SCORE 200 100 450 150 100 

Textbook A 143 48 74 128 86 

Textbook B 142 70 306 124 90 

Textboo.k C 160 50 304 105 81 

Textbook D 171 70 381 130 97 

Textbook E 175 54 328 111 88 

Textbook F 144 54 391 112 94 

Textbook G 153 68 360 136 95 

Textbook H 190 60 410 92 91 
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Total 
Points 

1000 

479 

732 

700 

849 

756 

795 

812 

853 



CEiAPTER J.V 

SUMMARY 

Eight textbooks were obtained as a preliminary step in 

preparing a rating scale for the evaluating of junior business 

training textbooks. Only those texts which hav been pub

lis hed, new or revised editions , wit in the past six years 

were used. 

After a study of the available literature in junior 

business training and textbook analysis, a check-list of one 

hundred twenty-eight items was prepared. The its.ms were 

those which might be considered as criteria for selecting 

a junior business training textbook. 

A jury of twenty experienced commercial teachers was 

selected through the aid of the various publishing companies 

and the Business Education Department of Oklahoma Agricul

tural and echanical College. The check- list was then sent 

to this jury for t he ir evaluation of the items in relation 

to the selection of a junior business training text. Each 

item was to be given a numerical score in accordance with 

t he following scale : Essential features 7 , 8, or 9 points; 

desirable features 4, 5, or 6; features of 11 ttle value 1, 

2, or 3 points; and und es irabl e features O points. 

The jury was then asked to determine the relative value 

ot each of the five main divisions under which the 128 items 

were classified, on the basis of 100 points. 

All items were classified under the following main head

ings: 



I. Presentation 

II. Illustrations 

III. Content of Text 

rv. Teacher and Pupil Aids 

v. echanical Features 

Tabulation and computat i on of the returns from the 

questionnair s resulted in the limina tion of two f eatures 

which, according to the jury , were of little value . The 

score card itself was then devised, assigning values to 

each of the 126 remaining ite e in accordance with t he 

average weight of each item in relation to the total value 

of each main division under which the item was classified 

as shown by the following formula : 

r 
• MPD 

( = Mean , W: 
P : Points , 

eight , t: Feature, 
:! a in Division) 

To i llustrate the a lica tion of the s core card, a 

committee of three teachers; none of whom was a member of 

the jury, appli ed the score card to eight junior business 

training texts in a ccordance with the criteria set up by 

the jury. 
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As has been stated previously , the s election of text

book3 is o:r vi tal importance to every admi nistrator and 

teacher . As obj ective a method as possible is needed in 

selecting the texts. No score card can be devised that 

will automatically weigh a textbook, but it will provi de 

an objective basis for the evaluat ion of a text . 

The values allotted to the texts by t he committee of 
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three t<1H·1ohers would undoubtedly have been different if the 

texts had been rat,ed by other teachers. 'I'he score card 

merely serves as an objective basis and to be most effec

tive should be applied to the junior buslnsss training text

books by those teacher11 and adminis·trators who plan to use 

the books. 
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October 26, 1941 

Gentle n : 

As a research study in Business Ed ucation , 1 am mak
ing a sc ore card for the rating of junior business training 
textbooks. I should like to have your cooperation in order 
to make the study as compre ensive as possibl e . 

8 

t y I haves ple copies of the j unior business train
ing , or everyday business, text and teachers' manual which 
you publish , toge t h~r 1th ascriptive advertising materials 
about the text . Is all be gl ad to return hese mate rials 
upon t e completion of the study . 

Since the purpos e ot my thesis stu y i s to ake an 
evaluation of the different junior bus iness training text
books, I should like t o have the opinion of other teachers 
as to the criteria fr j udging a text. 

As an added courtesy, will you please list on the en
closed form t he names and addresses of f ive successful high 
school junior business trainin teachers who are us ing your 
text and materials as a basis fort elr teac ·ng . These 
teachers will be asked to serve as part of a jury i n select 
ing the criteria. 

It you desir e, I s hall send you a report on the find 
i ngs of the s tudy. 

Very truly yours , 

J. A. Kaufman 
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PUBLISHER : 

NAME OF TEXT : 

AUTffORS: 

Teachers now using your high school junior business 
training materials: 

l. Name: -------------------------
Position: -----------------------
Address: ------------------------

2. Name:-------------------------
Position: -----------------------
Address: ------------------------

3. Name=----------- -------------...;..._ 
Position : -----------------------
Addres s : ------------------------

4 . Name: 

Position: 

Address : 

5. Name : 

Posit i on: 

Address : 



December 9 , 1941 

Dear : --------
Your name has been suggested to me byt e 

Publishing Company as a superior teacher of junior business 
training. 

I am re ues ting tho aid of a 
junior business training teach~rs 
selecting criteri a which ay be 
business training textbooks . 

number of suc cessful 
to ser ve as a jury in 
ed to evaluate junior 

Tre infor tion 1 am attempting to collect should be 
of value, and I believe that you will rece i ve muoh bene
fit from the study. The request I am m king d as not re 
quire much of your time. Your opinion nay be xpressed 
merely by c· eck1ng the form which I shall provide. 

If you ar illing to articipate in this study, 
please express your intentions on the enclosed post card. 

The study will be completed next summer, and I shall 
bo glad to send you a report of the findings. 

80 

Your coop r tion in completing the study will be greatly 
approeiated. 

Sine rely yours , 

J. A. Kaufman 



March 7• 1942 

Enclosed is the check-list tor the evaluation 
of Junior Business Training textbooks. 

As you have already indicated your willing
ness to s erve as a member of the jury i n selecting 
these criteria, will you please check each item to 
the best of your ability and return t he check-list 
to me at your earliest convenience in the enclosed 
stamped, se lf-addressed envelope. You are a t lib
erty to add any topics, problems, or phases that 
you see fit to add. 

Please accept my s incere appreciation for your 
coopera tion in making t his study possible. I will 
send you a copy of the final results of the s tudy 
upon its completion. 

Sincerely yours, 

J. A. Kaufman 
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IG TED AVERAGE FOR EACH FEATURE OF THE CHECK-LIST 

FEATURE WEIGHTED AVERAGE 

A. GENERAL 

1. Material logically presented 6.2 

2. Unit method of presentation 7.0 

3. Workbook accoD1.Panies 4.8 

4. Index 7.5 

5. Preface 5.6 

6. Summaries 6.1 

7. Illustrations 7.3 

8. Problems for written work 6.8 

9. Poetic rsfer6nces 2.5 

10. Business arithmetic problemJ 6.8 

11. Unit vocabulary drill 7.0 

12. Spelling drills 6.7 

13. Penmanship drills 4.8 

14. Job prob l ems 6.0 

15. Quiz programs 4.8 

16. Life situations and problems 7.5 

17. Thought problems 7.0 

18. Testing business understanding 7.1 

19. Activity projects 6.7 

B. AIMS m PRESENTAT ION OF MATERIAL 

1. Indirect vocational 6.2 

2 . Personal-use value 8 . 2 

3. Evaluation or goods and services 7.1 

4. Skill maintenance in arithmetic 6.5 
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FEATURE WEIGHTED AVJmAGE 

5. Improvement ot penmanship 5.1 

6 . English improvement 6.4 

7. Understanding of business terms 7.7 

8. Voca tional guidance and explora tion 7.4 

9. Personal understanding and guidax:ce 7.0 

10. Give an understanding or bus iness 7.3 

11. Develop habits, abilit ies, and skills 
f or use in busine s s 7 .4 

TOTAL 192.0 

B. Il.LUSTRATIONS 

1 . Actual photographs 

2 . Graphs 

3 . Charts 

4 . Bus iness pa ers 

5. Cartoons 

6. Colore d illustrations 

TOTAL 

C. CONT ~T OF TEXT 

1. Personality and character development 

2 . Success requirements 

3 . Leisure time use.s 

4 . Good manners 

5. Occupations and vocat ional guidam e 

6. Mean of business 

? • Co.mmunica ti on 

8 . Business l etter writi ng 

9. Mai l services 

6.8 

5.5 

4.8 

7.7 

6 . 5 

5 .6 

'1.0 

7.5 

? .7 

8.0 

?.3 

7.7 



FEATURE 

10 . Telephone service 

11. Teletypewriter 

12. Telegraph service 

13. Cable service 

14. Wireless 

15. Radiograms 

16. Newspapers 

17. Books and magazines 

18. Filing 

19. Thrift 

20. Investments 

21. Ins urance 

22. Bank service and procedure 

23. Automobile transportation 

24. The trolley and its use 

25. The r ailroad and its use 

26. Business organization and management 

2?. Buying 

28. Consumer problems 

29. Ordering and receiving merchandise 

30 . Selling 

31. Sales organizations 

32. Advertis i ng 

33 . Shipping 

34. Cash payme nts 

35 . Personnel organization 
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WEIGHTED .AVERAGE 

7.8 

5.0 

7.3 

5 .3 

5.3 

5.5 

6.8 

6.2 

6.5 

7.9 

7.0 

7.0 

a.2 

6.4 

4.2 

6.4 

6.1 

7.5 

s.o 
7.0 

6.6 

5.2 

6.1 

6.1 

7.2 

4.5 



FEATURE 

36. Sole proprietorship business 

37. Partnerships 

38. The corpora tion 

39. udget ing 

40. lhere and how to find facts 

41 ·. Operat ion ot trading concerns 

42 . Office activities 

43. Stock keeping 

44. Billing 

45. Paying employees 

46. Handling cash 

47. Traffic regulations 

48. Public services 

49. Personal ac counts 

50. Personal business papers 

51. Co-operative institutions 

52. Reading and writing numbers 

53. Business arithmetic 

54. Borrowing and loaning money 

55. Installment buying 

56. Governmental aids in saving 

57. Home investing 

58. Travel services 

59. Use or telephone directory 

60. Business conduct standards 

61. Laws or society 
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WEIGHTED AVJ!liAGE 

5.0 

5.0 

5.0 

a.o 
7.9 

4.5 

6.0 

4 .5 

4.6 

5.3 

7.7 

5.8 

6.5 

7.6 

7.3 

5.1 

5.0 

6.4 

6.9 

'1. 2 

6.8 

6.2 

6.3 

7.4 

6.7 

6.4 



r 

62. Business and government 

63. General welfare and business 

64. Business law 

65. Conservation ot natural resources 

66. Conserving human resources 

TOTAL 
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WEIGHTED AVER.AGE 

5.8 

5.1 

4.4 

5.2 

6.1 

419.8 

D. TEACHER AND PUPIL AIDS 

A. PUPIL 

1. Preview 

2. Review questions 

3. .Study helps 

4. Problems tor discussion 

5. Workbooks 

6. Preview questions 

7. Activity projects 

B. TEACHER 

1. Free publication and service 

2. Manual 

3. Key to exercises and problems 

4. References 

5. Advisory service 

TOTAL 

E. MECHANICAL FEATURES 

A. QUALITY AND MAKE-UP 

1. Glossy paper 

2. Unglazed paper 

5.7 

6.7 

6.7 

7.3 

5.3 

4. '1 

6.8 

6.9 

7.5 

7.6 

6.7 

6.4 

78.2 

2.9 

6.1 



B. 
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:PEAT'URE WEIGHTED AVERAGE 

3. Clear type 

4. Interesting title 

5. Impressive nee s or make-up 

6. Size ot text 

7. Economical in price 

a. Well illustrated 

OTHER FEATURES 

1. Adequate number ot questions and 

7.1 

7.4 

exercises 6.9 

2. Workbook optional with text 6.7 

3 . Authors have ability and experience 8.5 

4. Recency or publication 8.2 

TOTAL 77.3 



SCORE CARD FOR RATilm 

JUNIOR BUSINESS TRAINING TEXTBOOKS 

Directions for using the score card: Each junior business 
training text should ~rate<i"o~separate score card. Fea
tures should be rated on the basis of a maximum score listed 

at 

in the column headed "Maximum soore." If, in the opinion of 
the rater, that particular item needs no improvement, the fea
ture should be given the maximum score. If the feature is 
omitted from the text or is included in such a manner as to 
be detrimental to the learning activities of the pupil, the 
item should be rated zero. Any otter score between the two 
extremes of zero and maximum may be allotted to each feature 
in accordance with the judgment of the rater. A total "Score 
allowed" should be computed for each of the main divisions 
and for the textbook as a whole. 

Name of Textbook Rated: Tex~ll 005 A 
MAXIMUM SCORE 

FEATURES SCORE ALLOTTED 

A. PRESENTATION 

r. General 

l _. Material logically presented ? -L 

2. Unit method of presentation ? -2-

3. Workbook accompanies 5 -L 

4. Index 8 ...,a_ 

5. Preface 6 -6-

o. Summaries 6 _a__ 

7. Illustrations 8 -6.-

8. Problems for written work 7 ...S.+ 
9. Buf?iness arithmetic problems 7 -l.-

10. Unit vocabulary drill ? -5.-

11. Spelling drills 7 ~ 

12. Penmanship drills 5 
~ 

13. Job problems 6 ..a.+ 
14. Q,uiz programs 5 -al 

~. I 

15. Life situations and problems 8 ...._ 



MAXIMUM SCORE 
SCORE ALLOTTED 

16. Thought problems and questions 7 _L 

17. Testing business understanding 7 ......L. 

18. Activity ~rejects 7 ..!L. 

II. Aims in presentation of material 

1. Indirect vocational 6 

2. Personal-use value 9 

3. Evaluation of goods and services 7 

4. Skill maintenance in arithmetic ? 

5. Improvement of penmanship 5 

6. English improvement 7 

7. Understanding of business terms 8 

8. Vocational guidance and exploration 8 

9. Personal understanding and guidance 7 

10. Give an understanding of business 8 

11. Develop habits, abilities, and skills 
for use in business 8 

TOTAL SCORE 200 

B. ILLUSTRATIONS 

1. Actual photographs 

2 . Graphs 

3. Charts 

4. Business papers 

5. Cartoons 

6. Colored illustrations 

TOTAL SCORE 

20 

16 

16 

22 

14 

12 

100 

_L 

...L 

..L 
_L 

_L 

....L 

...L 

.JL 

..!L 

..!L. 

.JL 

14rS 

4r8 

'10 



FEATURES 

C. CONTENT OF TEXT 

1. Personality and character development 

2. Success requirements 

3. Leisure time uses 

4. Gc.i od manners 

5. Occupations and vocational guidance 

6. Meaning of business 

7. Communication 

8. Business letter writing 

9. Mail services 

10. Telephone service 

11. Teletypewriter 

12. Telegraph service 

13. Cable service 

14. Wireless 

15. Radiograms 

16. Newspapers 

17. Books and magazines 

18. Filing 

19. Thrift 

20. Investments 

21. Insurance 

22. Bank service and procedure 

23, Automobile transportation 

24. The trolley and its use 

25. The railroad and its use 

26. Business organization and management 

27. Buying 

MAXIMUM 
SCORE 

8 

? 

6 

7 

8 

8 

9 

8 

8 

8 

5 

8 

6 

6 

6 

? 

? 

7 

8 

8 

8 

9 

7 

4 

7 

? 

8 

SCORE '1l 
ALLOTTED 

-



FEATURES 

28. Consumer problems 

29. Ordering and receiving merchandise 

30. Selling 

31. Sales organizations 

32. Advertising 

33. Shipping 

34. Cash :ayments 

35. Personnel organization 

36. Sole proprietorship business 

37. Partnerships 

38, The corporation 

39. Budgeting 

40. Where and how to find facts 

41. Operation of trading concerns 

42. Office activities 

43. Stock keeping 

44. Billing 

45. Paying employees 

46. Handling cash 

47. Traffic re gulations 

48. Public services 

49. Personal acc~unts 

50. Personal business papers 

51. Co-operative institutions 

52. Reading and writing numbers 

53. Business arithmetic 

54. Borrowing and loaning money 

55. Installment buying 

MAXIMUM 
SCOR!_ 

9 

7 

7 

6 

7 

7 

8 

5 

5 

5 

5 . 

9 

8 

5 

6 

5 

5 

6 

8 

6 

7 

8 

8 

5 

5 

7 

7 

8 

72 
SCORE 

ALLOTTED ! ·-·--

-
-

--

-

5 

---
-,-

I 

~ 
I 

+ I 



FEA'1.1URES 

56. Governmental aids in saving 

57. Home inv esting 

58. Travel servic es 

59. Use of telephone directory 

60. Business conduct standards 

61. Laws of society 

62. Business and government 

63. General welfare and business 

64. Business law 

65. Conserva tion of natural resources 

66. Conserving human resources 

TOTAL SCORE 

D. TEACHER 1UID PUPIL AIDS 

I. Pupil 

1. Preview 

2. Review questions 

3 . Study helps 

4. Problems for discussion 

5. Workbooks 

6. Prev irew q ues ti ons 

7. Activity proje cts 

II. Teacher 

1. Free publication and service 

2. Manual 

3. Key to exercises and problems 

4. Referenc es 

5. Advisory servic e 

TOTAL SCORE 

MAXIMUM 
__§.Q_QJ~-

7 

7 

7 

8 

7 

7 

6 

5 

4 

6 

7 

450 

SCORE 
ALLOTTED 

'I 

'1 

4 

'14 

=:=== ----

J.l 

13 

13 

14 

10 

g 

13 

13 

14 

15 

13 

12 

150 

10 

]3 

11 

14 

8 

9 

13 

11 

14 

10 

15 

10 

••• 

'18 



E. MEQLtANICA~ ~EA'rtJRES 

I. Quality and Make-up 

1. Unglazed paper 

2. Clear type 

3. Interesting title 

4. Impressiveness of make-up 

5. Size of text , 
6. Economical in price 

7. Well illustrated 

II. Ocher Features 

1. Adequate number of questions and 
exercises 

2. Workbook optional with text 

3 . Authors have ability and experience 

4. Recency of publication 

TOTAL SCORE 

--
A. Presentation 

B. Iilus trations 

c. Content of Text 

D. Teacher and Pupil Aids 

E. Mechanical Features 

GRAND TOTAL SCORE 

"MAXIMUM 
SCORE 

8 

11 

8 

8 

7 

9 

9 

9 

9 

11 

LL 

100 

200 

100 

450 

150 

100 

100.0 

SCORE 
ALLOTTED 

8 

11 

8 

2 

5 

7 

a 

9 -
9 

10 

11 

86 

1413 

'8 

'14 -
~28 -
186 

4'19 

'14 
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SCORE CARD FOR RATING 

JUNIOR BUSINESS TRAINING TEXTBOOKS 

Directions for usln.g the score card: Each junior busin~ss 
training text -should be rated o:na-s epara te score card. Fea
tures should be rated on the bas is .of a maximum score listed 
in the column headed "Maximum s ,:;ore." If, in the opinion of 
the rater, that particular item needs no improvement, the fea
ture should be given the maximum score. If the feature . is 
omitted from the text or is included in such a manner as to 
be detrimental to the lea.rning activities of the pupil, the 
item should be rated zero. Any otter score between the two 
extremes of zero and maximum may be allotted to each feature 
in accordance with the judgment of the rater. A total "Score 
allowed" should be computed for each of the main divisions 
and for the textbook as a whole, 

Name of Textbook Rated: 
Textbook B 

-----------------
FEATURES 

A. PRESENTATION -----
I. General 

1. Material logically presented 

2. Unit method of presentation 

3. Workbook accompanies 

4. Index 

5. Preface 

o. Summaries 

7. Illustrations 

8. Problems for written work 

9. Business arithmetic problems 

10. Unit vocabulary drill 

11. Spelling drills 

12. Penmanship drills 

13. Job problems 

14. Quiz programs 

15. Life situations and problems 

MAXIMUM 
SCORE 

7 

7 

5 

8 

6 

6 

8 

7 

7 

7 

7 

5 

6 

5 

8 

SCO~E 
ALLOTTED 

'1 

e 
I 

' I 

2 

I 

' l 

7 

6 
-L 

----I 

iT I 

' i I 
I 



' 

FEA '11UR :!2§. 

I '18 

~= Atlg~~ED 
i 

16. Thought problems and questions 7 _L 

17. Testing business understanding 7 ....L 

18 . Activit y ~reje cts 7 _I_ 

II. Aims in presentation of material 

1. Indirect vocational 6 

2. Personal-use value 9 

·3 . Evaluation of goods and services 7 

4. Skill maintenance in arithmetic 7 

5. nnprovement of penmanship 5 

6. English improvement 7 

7. Und erstanding of business terms 8 

8. Voc ational guidance and exploration 8 

9. Personal und erstanding and guidanc e 7 

10. Give an underst anding of business 8 

11. Develop habits , abilities, and skills 
for use in business 8 

TOTAL SCORE 200 

B. ILLUST·RATIONS 

1. Actual photographs 

2. Graphs 

3. Charts 

4. Business papers 

5. Cartoons 

6. Colored illustrations 

TOTAL SCORE 

20 

16 

16 

22 

14 

12 

100 

_I_ 

.JL 

..!L 

...L 

..L. 

...L 

...L 

..L 

.!L 

..L 

e 

1'_ 

11,.._ 

lJL_ 

18...

l.C-
...l.-

1 

70 



FEATURES 

C. CONTENT OF TEXT 

1. Personality and character development 

2. Success requirements 

3. Leisure time uses 

4. G'.) od manners 

5. Occupations and vocational guidance 

6. Meaning of business 

7. Communication 

8-. Business letter writing 

9. Mail services 

10. Telephone service 

11. Teletypewriter 

12. Telegraph service 

13. Cable service 

14. Wire less 

15. Radiograms 

16. Newspap ers 

17. Books and magazines 

18. Filing 

19. Thrift 

20. Investments 

21. Insurance 

22. Bank service and procedure 

23. Automobile transportation 

24. The trolley and its use 

25. The railroad and its use 

26. Business organization and management 

27. Buying 

MAXIMUM SCORE 
SCORE ALLOTTED 

8 

7 

6 

7 

8 

8 

g 

8 

8 

8 

5 

8 

6 

6 

6 

7 

7 

7 

8 

8 

8 

9 

7 

4 

7 

7 

8 

'' 



FEATURES 

28. Consumer problems 

29. Ordering and rece iving merchandise 

30. Selling 

31. Sales organizations 

32. Advertising 

33. Shipping 

34. Cash ·~ayments 

35. Personnel organization 

36. Sole proprietorship business 

37. Partnerships 

38. Tne corporation 

39. Budgeting 

40. Where and how to find facts 

41. Operation of trading concerns 

42. Office activities 

43. Stock keeping 

44. Billing 

45. Paying employees 

46. Handling cash 

47. Traffic regulations 

48. Public services 

49. Personal ac count s 

50. Personal business papers 

51. Co-ope rative institutions 

52. Reading and writing numbers 

53. Business arithmetic 

54. Borrowing and loaning mone y 

55. Installment buying 

MAXIMUM 
SCORE 

7 

7 

6 

7 

7 

8 

5 

5 

5 

5 . 

g 

8 

5 

6 

5 

5 

6 

8 

6 

7 

8 

8 

5 

5 

7 

7 

8 

-
SCORE 

ALLOTTEQ 

' 
' 
3 -
2 

s 
e -
a -
3 -

2 

3 

1 

8 

a 

'I 

8 

e 
s 
1 

3 

5 

e 

'18 



FEA'l1URES 

56. Governmental aids in saving 

57. Home investing 

58. Travel services 

59. Use of telephone directory 

60. Business conduct standards 

61. Laws of society 

62. Business and government 

63. General welfare and business 

64. Business J.aw 

65. Conservation of natural resources 

66. Conserving human resources 

TorrAL SCORE 

D. TEACHER AND PUPIL AIDS 

I. Pupil 

1. Preview 

2. Review questions 

3. Study helps 

4. Problems for discussion 

5. Workbooks 

6. Preview questions 

?. Activity proje cts 

II. Teacher 

1. Free publication and service 

2. Manual 

3. Key to exercises and probiems 

4. References 

5. Advisory service 

TOTAL SCORE 

MAXIMUM SCORE 
SCORE~ ALLOTTED 

? 

7 

7 

8 

? 

7 

6 

4 

6 

7 

450 

11 

13 

13 

14 

10 

g 

13 

13 

14 

15 

13 

12 

150 

301 

- , .. 

'19 



MAXIMUM SCORE 
FEATURES SCORE .AL LOTTED 

E. HECHANIC~ ~TURES 

I. Quality and Make-up 

1. Unglazed paper 

2. Clear type 

3. Interesting title 

4. Impressiveness of make-up 

5. Size of text 

" 6. Economical in price 

7. WeLl illustrated 

II. Ocher Features 

1. Aqequate numb er of que s tions and 

8 

11 

8 

8 

7 

9 

g 

exercises 9 

2. Workbook optional with text 9 

3 . Authors have ability and experience 11 

4. Recency of publication 11 

TOTAL SCORE 100 to 

=================-=============== 
A. Pr es entation 

B. Illustrations 

C. Content of Text 

D. Teacher and Pupil Aids 

E. Me chanical Feature s 

GRAND TO TAL SCORE 

200 

100 

450 

150 

100 

1000 
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SCORE CARD FOR RATING 

JUNIOR BUSINESS TRAINING TEXTBOOKS 

Directions for using the score card: Each junior business 
training text should te"'rate~o~separa te score card • . Fea
tures should be rated on the basis of a maximum score listed 
in the column headed "Maximum s~ore." If, in the opinion of 
the rater, that particular item needs no improvement, the fea
ture should be given the maximum score. If the feature is 
omitted from the text or is included in such a manner a~ to 
be , detrimental to the learning activities of the pupil, the 
item should be rated zero. Any otter score between the two 
extremes of zero and maximum may be allotted to each feature 
in accordance with the juqgment of the rater. A total "Score 
allowed" should be computed for each of the main divisi9ns 
and for the textbook as a whole. 

Name of Textbook Rated: Textbook O ----------------
FEATURES 

A. PRESENTATION 

I. General 

1. Material logically presented 

2. Unit method of presentation 

3. Workbook accompanies 

4. Index 

5. Preface 

o. Summaries 

? • Illustrations 

8. Problems for written work 

9. Business arithmetic problems 

10. Unit vocabulary drill 

11. Spelling drills 

12. Penmanship drills 

13. Job problems 

14. Quiz programs 

15. Life situations and problems 

MAXIMUM SCORE 
SCOlQL_ ALLOTTED 

7 

7 

5 

8 

6 

6 

8 

7 

? 

? 

7 

5 

6 

5 

8 

e 
, 
• 
8 

e 
I 

e ---'I 
--r-,, 
'I 

.ft , 

81 



MAXIMUM SCORE 
FEA'l1UR~ SCORE ALLOTTED 

16. Thought problems and questions 

17. Testing business understanding 

18. Activity projects 

II. Aims in presentation of material 

1. Indirect vocational 

2. Personal-use value 

7 

7 

7 

6 

g 

3. Evaluation of goods and services 7 

4. Skill maintenance in arithmetic 

5. Improvement of penmanship 

6. English improvement 

? • Understanding of business terms 

7 

5 

7 

8 

8. Vocational guidance and exploration 8 

9. Personal understanding and guidance ? 

10. Give an understanding of business 8 

11. Develop habits, abilities, and skills 
for use in business 8 

TOTAL SCORE 

B. ILLUSTRATIONS 

1. Actual photographs 

2. Graphs 

3. Charts 

4. Business papers 

o. Cartoons 

6. Colored illustrations 

TOTAL SCORE 

200 

20 

16 

16 

22 

14 

12 

100 

'I 

'I 

'I 

I 

8 

'I 

'I 

a 
'I 

I 

8 

'I 

a 

180 

e 
10 

10 

BO 

ao 

88 



FEATURES 

C. CONTENT OF TEXT 

1. Personality and character development 

2. Success requirements 

3. Leisure time uses 

4. G'.) od manners 

5. Occupations and vocational guidance 

6. Meaning of business 

7. Communication 

8. Business letter writing 

9. Mail services 

10. Telephone service 

11. Teletypewriter 

12. Telegraph service 

13. Cable s ervice 

14. Wireless 

15. Radiogra.rns 

16. Newspap ers 

17. Books and magazines 

18 . Filing 

19. Thrift 

20. Investments 

21. Insurance 

22. Bank s ervice and procedure 

23. Automobile transportation 

24. The trolley and its use 

25. The railroad and its use 

26. Business organization and management 

27. Buying 

MAXIMUM sc:oRE 
SCORE ALLOlTED 

8 

? 

6 

7 

8 

8 

g 

8 

8 

8 

5 

8 

6 

6 

6 

? 

7 

7 

8 

8 

8 

g 

7 

4 

7 

? 

8 

! 

_I_ 

_I_ 

_a_ 

_._ 
_j,_ 

J_ 
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I 

·a ----• 
' • 
a 

• 

' 
' 
' I 

• 
' 

-t-
i 
'I -
8 



FEATURES 

28. Consumer problems 

29. Ordering and receiving merchandise 

30, Selling 

31. Sales organizations 

32. Advertising 

33. Shipping 

34. Cash ·:ayments 

35. Personnel organization 

36. Sole proprietorship business 

37. Partnerships 

38. Tne corporation 

39. Budgeting 

40. Where and how to find facts 

41. Operation of trading concerns 

42. Office activities 

43. Stock keeping 

44. Billing 

45. Paying employees 

46. Handling cash 

47. Traffic regulations 

48. Public services 

49. Personal ac count s 

50. Personal business papers 

51. Co-ope rative institutions 

52. Readi ng and writing numbers 

53. Business arithmetic 

54. Borrowing and loaning money 

55. Installment buying 

MAXIMUM SCORE 
SCOR~ ALLOTTED 

9 

7 

7 

6 

7 

7 

8 

5 

5 

5 

5. 

9 

8 

5 

6 

5 

6 

8 

6 

7 

8 

8 

5 

5 

? 

7 

8 

-'-· _,_ 
-4,.. 

_._ 
-4--

-'-
-L. 
_a_ 

_L_ 

....L 

...1..... 

..L 

..L 

..L 
_a_ 

_a_ 

..L 

_L 

..L 

..L. 

...L 

JL 



FEA11URES 

56. Governmental aids in saving 

57. Home investing 

58. Travel services 

59. Use of telephone directory 

60. Business conduct standards 

61. Laws of society 

62. Business and government 

63. General welfare and business 

64. Business law 

65. Conservation of natural resources 

66. Conserving human resources 

TOTAL SCORE 

D. TEACHER AND PUPIL AIDS 

I. Pupil 

1. Preview 

2. Review questions 

3 . Study helps 

4 . Problems for discussion 

5. Workbooks 

6. Preview questions 

?. Activity projects 

II. Teacher 

1. Free publication and service 

2. Manual 

3. Key to exercises and problems 

4. Ref ere nc es 

5. Advisory service 

TOTAL SCORE 

MAXIMUM SCORE es 
SCORE ALLOTTED 

7 

7 

? 

8 

? 

7 

6 

5 

4 

6 

7 

450 

11 

13 

13 

14 

10 

9 

13 

13 

14 

15 

13 

12 

150 100 



FEATURES 

E. }~CHANICAL FEA1I1"URE.S _ .. _........ ---
r. Quality and ruake-up 

1. Unglazed paper 

2. Clear type 

3. Interasting title 

4. Impressiveness of make-up 

5. Size of text 
~ 

6. Economical in price 

?. Well illustrated 

II. O~her Features 

1. Adequate number of que s tions and 
exercises 

2. Workbook optional with text 

3 . Authors have ability and experience 

4. Recency of publication 

TOTAL SCORE 

--
A. Pres ent a tion 

B. Illustrations 

c. Content of Text 

D. Teache r and Pupil Aids 

E. Mechanical Featur es 

GRAND TOTAL SCO~ E 

:WiAXD1UM SCORE 
SCORE ALLOTTED 

8 

11 

8 

8 

7 

9 

g 

11 

11 

100 

200 

100 

450 

150 

100 

1000 

81 

tao"-

-eo-
MD 

109 

'1tl""-

'100 

---

ee 



SCORE CARD FOR RA'rING 

JUNIOR BUSINESS TRl-1.INING T~JCTBOOKS 

Directions for uslng the score card: Each junior business - - ·-- - -.....---- -training text should be rated on a separate score card. Fea-
tures should be rated on the basis of a maximum score listed 
in the colu..rnn headed "Maximum s'3ore." I f , in the opinion of 
the rater, that particular item needs no improvement, the fea
ture should be g iven the maximum score. If the fe ature is 
omitted from the text or is included in such a manner as to 
be detrimental to the learning activities of the pupil, the 
item should be rated zero. Any otter score between the two 
extremes of zero and maximum may be allotted to each feature 
in accordance with t he judgment of the rater. A total "Score 
allowed" should be computed for each of the main divisions 
and for the textbook as a whole. 

Name of Textbook Rated: Textbook D 

MAXBJ.lUM SCORE 
FEATURES SCORE ALLOTTED 

A. PRESENTATION 

I. General 

1. Material logically presented ? _a__ 

2. Unit method of presentation 7 J_ 

3. Workbook accompanies i:; v -1L 
4. Index 8 _a_ 

5. Preface 6 _a._ 

t>. Summaries 6 ....L 

7. Illustrations 8 ..!L 
8. Problems for written work 7 ...L 
9. Business arithmetic problems ? ...L 

10. Unit vocabulary drill 7 _!__ 

11. Spel ling drills ? ...!L 

12. Penmanship drills 5 ~ 

13. Job problems 6 -'--
14. Q,uiz programs 5 .A._ 

15. Life situations and problems 8 .,A__ 

8'1 



FEA'l1URES 

16. Thought problems and questions 

17. Testing business understanding 

18. Activity projec ts 

II. Aims in presentation of material 

I 

MAXIMUM SCbRE 
SCORE ALLOTTED 

7 _I_ 

7 I 

7 _§__ 

1. Indirect vocational 6 _!_ 

2. Personal-use value 9 _!!._ 

3. Evaluation of goods and services 7 i 

4. Skill maintenance in arithmetic 7 8 

5. Improvement of penmanship 5 _!_ 

6. English improvement 7 ~ 

? • Understanding of business terms 8 _!_ 

8. Vocational guidance and exploration 8 ...!!._ 

9. Personal understanding and guidance 7 _!_ 

10. Give an understanding of business 8 _t_ 

11. Develop habits, abilities, and skills 
for use in business 8 _l_ 

TOTAL SCORE 

B. ILLUSTRATIONS 

1. Actual photographs 

2. Graphs 

3. Charts 

4. Business papers 

5. Cartoons 

6. Colored illustrations 

TOTAL SCORE 

200 

20 

16 

16 

22 

14 

12 

i oo 

171 

' 

10 

I 
'1,0 



FEATURES -
C. CONTENT OF TEXT 

1. Personality and character development 

2. Success requirements 

3. Leisure time uses 

4. G'.) od manners 

5. Occupations and vocational guidance 

6. Meaning of business 

7. Communication 

8. Business letter writing 

9. Mail services 

10. Telephone service 

11. Teletypewriter 

12. Telegraph service 

13. Cable. service 

14. Wire less 

15. Radiograms 

16. Newspapers 

l?. Books and magazines 

18. Filing 

19. Thrift 

20. Investments 

21. Insurance 

22. Bank service and procedure 

23. Automobile transportation 

24. The trolley and its use 

25. The railroad and its use 

26. Business organization and management 

27. Buying 

MAXIMUM SCORE 
SCORE ALLOTTED 

8 

7 

6 

7 

8 

8 

9 

8 

8 

8 

5 

8 

6 

6 

6 

7 

7 

? 

8 

8 

8 

9 

7 

4 

? 

? 

8 

e 
5 

2 

• 
a 

8 

9 

8 

e -

8 

8 

9 

a 

• 
• 
' 
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90 
MAXIMUM SCORE 

FEATURES SCORE ALLOTTED 

28. Conswner problems g _I. 

29. Ordering and receiving mercqandise ? _I_ 

30. Selling ? _J_~ 

31. Sales organizations 6 J 

32. Advertising 7 -1. 
33 . Shipping 7 _§_ 

34. Cash ·: ayments 8 _I. 

35. Personnel organization 5 _I. 

36. Sole proprietorship business 5 _.!. 

37. Partnerships 5 J.. 
38. Tne corporation 5 . _!.. 

39. Budgeting 9 _!_ 

40. Where and how to find facts 8 --1... 
41. Operation of trading concerns 5 _J_ 

42. Office activities 6 J 
43. Stock keeping 5 _J_ 

44. Billing 5 __.!. 

45. Paying employees 6 _I. 

46. Handling cash 8 _§_ 

47. Traffic regulations 6 __.!. 

48. Public services 7 6 

49. Personal accounts 8 _Jt 

50. Personal business papers 8 _!_ 

51. Co-operative institutions 5 _!_ 

52. Reading and writing numbers 5 _l. 

53. Business arithmetic 7 ,, 

54. Borrowing and loaning money 7 -1.. 
55. Installment buying 8 ..J_ 



FEA1'URES 

56. Governmental aids in saving 

5?. Home investing 

58. Travel services 

59. Use of telephone directory 

60. Business conduct standards 

61. Laws of society 

62. Business and government 

63. General welfare and business 

64. Business law 

65. Conserva tion of natural resources 

66. Conserving human r esources 

TOTAL SCORE 

D. TEACIIER AND PUPIL AIDS 

I. Pupil 

1. Preview 

2. Review questions 

3. Study helps 

4. Problems for discussion 

5. Workbooks , 

6. Preview. questions 

?. Activity projects 

II. Teacher 

1. Free publication and service 

2. Manual 

3. Key to exercises and problems 

4. References 

5. Advisory service 

TOTAL SCORE 

MAXIMUM SCORE 
SCO_E.! __ ALLOTTED 

? 

? 

? 

8 

7 

7 

6 

5 

4 

6 

7 

450 

11 

13 

13 

14 

10 

9 

13 

13 

14 

15 

13 

12 

150 

• 
5 ,, 
-
8 

a 
6 --6 -
5 

.fr 

• ., 
S8l 

e 
-lS 

11 

1, 

10 

s 
18 

11o 

11 



FEA'I1URES ----
E. }:E9HANICA~ f~TURES 

I. Quality and Make-up 

1. Unglazed paper 

2. Clear type 

3. Interesting title 

4. Impressiveness of make-up 

6. Size of text 

" 6. Economical in price 

7. Well illustrated 

II. dGher Features 

1. Adequate numb er of questions and 
exercises 

2. Workbook optional with text 

3. Authors have ability and experience 

4. Recency of publication 

TOTAL SCORE 

-- --
A. Presentation 

B. Illustrations 

C. Content of Text 

D. Teacher and Pupil Aids 

E. Mechanical Features 

GRAND TOTAL SCORE 

WiAXD/!UM SCORE 
SCORE AL LOTTED 

8 

11 

8 

8 

7 

g 

g 

9 

9 

11 

11 __ ..__ ... _ __....,___ 
100 .• , 
200 -U1 
100 --!Q 

450 -4m. 
150 -iao 

100 --U 
--

1000 Ml 
------···------



SCORE CARD FOR RATING 

JUNIOR BUSINESS TRAINING TE"JCTBOOKS 

Directions for using the score card: Each junior business 
training text should ~rarea-o~separate score card. Fea
tures should be rated on the basis of a maximum score listed 
in the column headed "Maximum s ,:rnre." If, in the opinion of 
the rater, that particular item needs no improvement, .the fea
ture should be g iven the maximum score. If the fe ature is 
omitted from the text or is included in such a manner as to 
be detrimental to the learning activities of the pupil, the 
item should be rated zero. Any otter score between the two 
extremes of zero and maximum may be allotted to each feature 
in accordance with the judgment of the rater. A total "Score 
allowed" should be computed for each of the main divisions 
and for the textbook as a whole. 

Name of Textbook Rated: ----------------
FEATURES 

A. PRESENTATION 

r. General 

1. Material logically presented 

2. Unit method of presentation 

3. Workbook accomp?nies 

4. Index 

5. Preface 

o. Summaries 

7. Illustrations 

8. Problems for written work 

9. Business arithmetic problems 

10. Unit vocabulary drill 

11. Spelling drills 

12. Penmanship drills 

13. Job problems 

14. ~uiz programs 

15. Life situations and problems 

MAXD!.TUM SCORE 
SCORE ALLOTTED 

? 

7 

5 

8 

6 

6 

8 

7 

7 

? 

? 

5 

6 

5 

8 

e 
'I 

5 

8 -

fj 

'I 

7 

'1 

7 

I 

e 

4 

93 



FEA'l1"UR~ 

16. Thought problems and questions 

17. Testing business understanding 

18. Activit y proje cts 

II. Aims in presentation of mat erial 

MAXIMUM 
SCORE 

? 

7 

7 

scloRE 
ALLOTTED 

1- Indirect voc ational 6 _i_ 

2. Personal-use value 9 _t_ 

3. Evaluation of goods and services 7 _l... 

4. Skill maintenance in arithmetic ? _J_ 

5. Improvement of penmanship 5 _.,l_ 

6. English improvement ? _!.. 

? • Und erstanding of business terms 8 _§_ 

8. Voc ational guidance and exploration 8 ..JL. 

9. Personal understanding and guidance ? _§_ 

10. Give an understanding of business 8 _§_ 

11. Develop habits, abilities, and skills 8 
for use in business 8 

TOTAL SCORE 

B. ILLUSTRATIONS 

1. Actual photographs 

2. Gra phs 

3. Charts 

4. Business papers 

5. Cartoons 

6. Color ed illustra tions 

TOTAL SCORE 

2 0CJ 

20 

16 

1 6 

22 

14 

12 

lOO 

171 

I 

M 



FEATURES -
C. CONTENT OF TEXT 

1. Personality and character development 

2. Success requirements 

3. Le is ure time uses 

4. G::iod· manners 

5. Occupations and vocationai guidance 

6. Meaning of business 

7. Communication 

8. Business letter writing 

9. Mail services 

10. Telephone service 

11. Teletypewriter 

12. Telegraph service 

13. Cable service 

14. Wire less 

15. Radiogratns 

16. Newspapers 

17. Books and magazines 

18. Filing 

19. Thrift 

20. Investments 

21 . Insurance 

22. Bank service and procedure 

23. Automobile transportation 

24. The trolley and its use 

25. The railroad and its use 

28. Business organization and management 

27. Buying 

,, 

MAXIMUM SCORE 
_ SCOfilL__ ALLOTTED 

8 

7 

6 

? 

8 

8 

9 

8 

8 

8 

5 

8 

6 

6 

6 

? 

7 

7 

8 

8 

8 

9 

? 

4 

? 

? 

8 

__._ 
J_ 

_L 

....L 

_jL 

..lL 

_j_ 

_._ 
_L 

_L 

_L 

-L 
_L 

-6.. 

& 

-
_J_ 

_J_ 

8 -
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FEATURES 

28. Consumer problems 

MAXIMUM SCORE 
SCORE ALLOTTEQ 

9 ...!L. 

29. Ordering and receiving merc~andise 7 

30. Selling 7 

31. Sales organizations 

32. Advertising 

33. Shipping 

34. Cash ·:ayments 

35. Personnel organization 

36. Sole proprietorship business 

37. Partnerships 

38. Tne corporation 

39. Budgeting 

40. Where and how to find facts 

41. Operation of trading concerns 

42. Office activities 

43. Stock keeping 

44. Billing 

45. Paying employees 

46. Handling cash 

47. Traffic regulations 

48. Public services 

49. Personal account s 

50. Personal business papers 

51. Co-operative institutions 

52. Reading and writing numbers 

53. Business arithmetic 

54. Borrowing and loaning money 

55. Installment buying 

6 

7 

7 

8 

5 

5 

5 

5 . 

9 

8 

5 

6 

5 

5 

6 

8 

6 

7 

8 

8 

5 

5 

7 

7 

8 

-



FEA'l1URES 

56. Governmental aids in saving 

5?. Home investing 

58. Travel services 

59. Use of telephone directory 

60. Business conduct standards 

61. Laws of society 

62. Business and government 

63. General welfare and business 

64. Business law 

65. Conservation of natural resources 

66. Conserving human resources 

TOTAL SCORE 

D. TEACHER AND PUPIL AIDS 

I. Pupil 

1. Preview 

2. Review questions 

3. Study helps 

4. Problems for discussion 

5. Workbooks 

6. Preview questions 

7. Activity projects 

II. Teacher 

1. Free publication and service 

2. Manual 

3. Key to exercises and problems 

4. References 

5. Advisory service 

TOTAL SCORE 

MAXIMUM SCORE 
SCORE ALLOTTED 

7 

7 

7 

8 

7 

7 

6 

5 

4 

6 

7 

450 

ll 

13 

13 

14 

10 

9 

13 

13 

14 

15 

13 

12 

150 

--
-5 

'I 

-8 

r 
r 

r 

Sae 

13 

Ir 

n
Io 

10 

rr 
ff-

• 
m 

9'1 



FEATURES 

E • 11.ECHAN ICAL F EN.I.1URES --
I. Quality and Make-up 

1. Unglazed paper 

2. Clear type 

3. Interesting title 

4. Impressiveness of make-up 

5. Size of text 
~ 

6. Economical in price 

7. Well illustrated 

II. 0Gher Features 

1. Adequate number of questions and 
exercises 

2. Workbook optional with text 

3. Authors have ability and experience 

4. Recency of publication 

TOTAL SCORE 

MAXIMUM SCORE 
sco~ AL LOTTED 

8 

11 

8 

8 

7 

9 

9 

9 

9 

11 

11 

100 88 

===============-================ 
A. Presentation 

B. Illustrations 

C. Content of Text 

D. Teacher and Pupil Aids 

E, Mechanical Features 

GRAND TOTAL SCORE 

200 

100 

450 

150 

100 

1000 ,se 

91 



SCORE CARD FOR RATil\fG 

JUNIOR BUSINESS TRAINING TEXTBOOKS 

Directions for_ usjJlB. ~ score ~: Each junior business 
training text should be rated on a separa t e scor e card. Fea
tures should be rated on the basis of a maximum s core listed 
in the column headed "Maximum s ,:,ore." If, in the opinion of 
the rater, that particular item needs no improvement , the fea
ture should be g iven the maximum score. If the fe ature i s 
omitted from the text or is included in s uch a manner as to 
be detrimental to the learning activities of the pupil, the 
item should be rated zero. Any otter score between t he two 
extremes of zero and maximum may be allotted to each feature 
in accordance with t he judgment of the rater. A total "Score 
allowed" should be computed for each of the main divisions 
and for the textbook as a whole. 

Name of Textbook Rated: '?extbook r ----------------
FEATURES 

A. PRESENTA!lQ.li 

r. General 

1. Material logically presented 

2. Unit method of presentation 

3. Workbook accompanies 

4. Index 

5. Prefa ce 

o. Summaries 

7. Illustrations 

8. ~roblems for written work 

9. Business arithmetic problems 

10. Unit vocabulary drill 

11. Spelling drills 

12. Penmanship drills 

13. Job problems 

14. ~uiz programs 

15. Life situations and problems 

MAXD.filM SCORE 
SCORE ALLOTTED 

? 

7 

5 

8 

6 

6 

8 

7 

? 

7 

7 

5 

6 

5 

8 

7 

' 5 

8 

6 

8 

& 

7 

'1 

• 

t9 



FEATURES 

16. Thought problems and questions 

l?. Testing business understanding 

18. Activity ~rojects 

II. Ai~~ in presentation of material 

1. Indirect vocational 

2. Personal-use value 

3. Evaluation of goods and services 

4. Skill maintenance in arithmetic 

5. Improvement of penmanship 

6. English improvement 

? • Understanding of business terms 

8. Vocational guidance and exploration 

MAXDAUM 
SCORE 

7 

? 

? 

6 

9 

7 

7 

5 

7 

8 

8 

9. Personal understanding and guidance 7 

10. Give an understanding of business 8 

11. Develop habits, abilities, and skills 
for use in business 8 

TOTAL SCORE 

B. ILLUSTRATIONS 

1. Actual photographs 

2. Graphs 

3. Charts 

4. Business papers 

5. Cartoons 

6. Colored illustrations 

TOTAL SCORE 

200 

20 

16 

16 

22 

14 

12 

100 

~-·-

SCORE 
ALLOTTED 

100 



FEATURES 

C. CONTENT OF TEXT 

1. Personality and character development 

2. Success requirements 

3. Leisure time uses 

4. G8od manners 

5. Occupations and vocational guidance 

6. Meaning of business 

7. Communication 

8. Business letter writing 

9. Mail services 

10, Telephone service 

11. Teletypewriter 

12. Telegraph service 

13. Cable service 

14. Wireless 

15. Radiogratns 

16. Newspap ers 

l?. Books and magazines 

18. Filing 

19. Thrift 

20. Investments 

21. Insurance 

22. Bank service and procedure 

23. A~tomobile transportation 

24. The trolley and its use 

25. The railroad and its use 

26, Business organization and management 

2?. Buying 

MAXIMUM 
SCOR]}__ 

8 

? 

6 

7 

8 

8 

9 

8 

8 

8 

5 

8 

6 

6 

6 

? 

? 

? 

8 

8 

8 

g 

? 

4 

7 

7 

8 

I 

SCORE 
ALROTTED 

! 

_._ 
_._ 
-'
_L 

...!L 
_L_ 

8 -

,, 
7 ., 
8 

e 
8 

t 

'I 

4 
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FEATURES 

28. Consumer problems 

29. Ordering and receiving merc~andise 

30. Selling 

31. Sales organizations 

32. Advertising 

33. Shipping 

34. Cash ·~ayments 

35. Personnel organization 

36. Sole proprietorship business 

37. Partnerships 

38. The corporation 

39. Budgeting 

40. Where and how to find facts 

41. Operation of trading concerns 

42. Office activities 

43. Stock keeping 

44. Billing 

45. Paying employees 

46. Handling cash 

47. Traffic regulations 

48. Public services 

49. Personal ac count s 

50. Personal business papers 

51. Co-operative institutions 

52. Readi ng and writing numbers 

53. Business arithmetic 

54. Borrowing and loaning money 

55. Installment buying 

MAXIMUN SCORE 
SCORE ALLOTTED 

9 ,, 

7 _!_ 

7 ..!L 

6 ...L 
7 J_ 

7 J_ 

8 JL 

5 ...I.... 

5 ....L 
5 _I_ 

5 . ..!._ 

9 9 

8 

5 

6 

5 

6 

8 

6 

7 

8 

8 

5 

5 

7 

? 

8 

..L 

-'-
L 

..L 

8 

6 

6 

.L 

..L 

L 
5 

6 

a 

102 



FEA'I'URES 

56. Governmental aids in saving 

57. Home investing 

58. Travel services 

59. Use of telephone directory 

60. Business conduct standards 

61. Laws of society 

62. Business and government 

63. General welfare and business 

64. Bus in.ess law 

65. Conservation of natural resources 

66. Conserving hwnan resources 

TOTAL SCORE 

D. TEACHER AND PUPIL AIDS 

I. Pupil 

1. Preview 

2. Review q ues ti ons 

3. Study helps 

4. Problems for discussion 

5. Workbooks 

6. Preview questions 

?. Activity projects 

II. Teacher 

1. ;Free publication and service 

2. Manual 

3. Key to exercises and problems 

4. References 

5. Advisory service 

TOTAL SCORE 

MAXIMUM SCORE 
SCORE ALLOTTED 

7 

7 

7 

8 

7 

7 

6 

5 

4 

6 

7 

450 

J.J. 

13 

13 

14 

10 

g 

13 

13 

14 

15 

13 

12 

150 --

I 

5 -

Stl 

_! 

...ll 
_t 

-M. 

J& 

_J& 

-12 

...ll 
10 

~ 

__! 

111 --

10a 



FEATURE;i 

E. L~NICA~ f~TURES 

I. Q,uality and ruake-up 

1. Unglazed paper 

2. Clear type 

3. Interesting title 

4. Impressiveness of make-up 

5. Size of text 
_, 

6. Economical in price 

?. Well illustrated 

II. 0Gher Features 

1. Adequate numb er of que s tions and 
exercises 

2. Workbook optional with text 

3 . ·Authors have abil i ty and experience 

4. Rec ency of publication 

TOTAL SCORE 

N".tAXIMUM SCORE 
SCORE .ALLOTTED 

8 

11 

8 

8 

? 

9 

g 

g 

g 

11 

11 

100 04 

===========--- =-=========== 
A. Pres entation 

B. Illustrations 

c. Content of Text 

D. Teacher and Pupil Aids 

E. Me chanical Featuros 

GRAND TOTAL SCORE 

200 

100 

450 

150 

100 

1000 

lU 
M 

391 

118 ., 
,,s 

104 



SCORE CARD FOR RA'rING 

JUNIOR BUSINESS TRAINING TEXTBOOKS 

Directions for using the score card: Each junior business 
training text shouici be°""ratea"""o~separat9 score card . Fea
tures should be rated on the basis of a maximwn score listed 
in the column headed "Maximum s,:rnre." If, in the opinion of 
the rater, that particular item needs no improvement, the · fea
ture should be given the maximum score. If the feature is 
omitted from the text or is included in such a manner as to 
be detrimental to the learning activities of the pupil, the 
item should be rated zero. Any otter score between the two 
extremes of zero and maximum may be allotted to each feature 
in accordance with the judgment of the rater. A total "Score 
allowed" should be computed for each of the main divisions 
and for the textbook as a whole. 

Name of Textbook Rated =---.11w.~·1-j1lE~iiti-~•N1a.-k""""Q~-----· 

FEATURES 

A. PRESENTATION 

I. General 

1. Material logically presented 

2. Unit method of presentation 

3. Workbook accompanies 

4. Index 

5. Preface 

b. Summaries 

7. Ill lls tra ti ons 

8. Problems for written work 

9. Business arithmetic problems 

10. Unit vocabulary drill 

11. Spelling drills 

12. Penmanship drills 

13. Job problems 

14. ~uiz programs 

15. Life situations and problems 

MAXBIDM 
SCORE 

? 

? 

5 

8 

6 

6 

8 

? 

? 

? 

? 

5 

6 

5 

8 

SCORE 
ALLOTTED 



FEA'I'UR E§. 

l6. Thought problems and questions 

l?. Testing business understanding 

18. Activity projects 

MAXIMUM SCORE 
SCORE ALLOTTED 

? J_ 

7 J_ 

7 J_ 

II. Ai~~ in presentation of material 

1. Indirect vocational 6 

2. Personal-use value 9 

3. Evaluation of goods and services 7 

4. Skill maintenance in arithmetic 7 

5. Improvement of penmanship 5 

6. English improvement 7 

7. Understanding of business terms 8 

8. Vocational guidance and exploration 8 

9. Personal understanding and guidance 7 

10. Give an understanding of business 8 

11. Develop habits, . abilities, and skills 
for use in business 8 

TOTAL SCORE 200 

B. ILLUSTRATIONS 

1. Actual photographs 20 

2. Graphs 16 

3. Charts 16 

4. Business papers 22 

5. Cartoons 14 

6. Colored illustrations 12 

TOTAL SCORE 100 

_L 

'I 

5 

& 

1 

e 

' 
6 

:s 

• 
5 

lSS 

18 -
10 

_!_ 

20 

• 
8 

18 

lC& 



FEATURES 

C. CONTENT OF TEXT 

1. Personality and character development 

2. Success requirements 

3. Leisure time uses 

4. G:::i od manners 

5. Occupations and vocational guidance 

6. Meaning of business 

?. Communication 

8. Business letter writing 

9. Mail services 

10. Telephone service 

11. Teletypewriter 

12. Telegraph service 

13. Cable s ervice 

14. Wire less 

15. Radiograms 

16. Newspapers 

17. Books and magazines 

18. Filing 

19. Thrift 

20. Investments 

21. Insurance 

22. Bank service and procedure 

23. Automobile transportation 

24. The trolley and its use 

25. The railroad and its use 

26. Business organization and management 

27. Buying 

I 

I 10 '1 
I 

MAXIMlJM SC10RE 
SCORE ALnOTTED 

8 

? 

6 

? 

8 

8 

9 

8 

8 

8 

5 

8 

6 

6 

6 

7 

? 

7 

8 

8 

8 

9 

? 

4 

7 

? 

8 

5 

s 
3 

4 

I 

8 

9 

8 

*' 8 

l 

• 
3 

l -
3 

2 

2 

,, 
e 
8 

8 

9 

1 



FEATURES 

28. Consumer problems 

29. Ordering and receiving merchandise 

30. Selling 

31. Sales organizations 

32. Advertising 

33 •. Shipping 

34. Cash ·:ayments 

35. Personnel organization 

36. Sole proprietorship business 

37. Partnerships 

38. The corporation 

39. Budgeting 

40. Where and how to find facts 

41. Operation of trading concerns 

42. Office activities 

43. Stock keeping 

44. Billing 

45. Paying employees 

46. Handling cash 

47. Traffic regulations 

48. Public services 

49. Personal ac counts 

50. Personal business papers 

51. Co-operative institutions 

52. Reading and writing numbers 

53. Business arithmetic 

54. Borrowing and loaning money 

55. Installment buying 

MAXDAUM 
SCORE 

9 

7 

7 

6 

7 

7 

8 

5 

5 

5 

5 . 

9 

8 

5 

6 

5 

5 

6 

8 

6 

7 

8 

8 

5 

5 

7 

7 

8 

-
SCORE 

ALLOTTED 

__,,_ 

-e-
-&-

-1-

-+-_... 
-,.... 
-e-
-4-

..... 
4-

...L.. 

-2-

..$.

..L

.A..-

108 



FEA'l1URES 

56. Governmental aids in saving 

57. Home investing 

58. Travel services 

59. Use of telephone directory 

60. Business conduct standards 

61. Laws of society 

62. Business and government 

63. General welfare and business 

64. Business law 

65. Conservation of natural resources 

66. Conserving human resources 

TOTAL SCORE 

D. TEACHER AND PUPIL AIDS 

I. Pupil 

1. Preview 

2. Review questions 

3. Study helps 

4. Problems for discussion 

5. Workbooks 

6. Previ~W questions 

7. Activity projects 

II. Teacher 

1. Free publication and service 

2. Manual 

3. Key to exercis es and problems 

4. References 

5. Advisory service 

TOTAL SCORE 

MAXIMUM SCORE 109 

__§_Q9~~E~ ALLOTTED 

7 

7 

7 

8 

7 

7 

6 

5 

4 

6 

7 

450 S&O 

--=---- ==== 

11 

13 

13 

14 

10 

9 

13 

13 

14 

15 

13 

12 

150 1S I 



FEA'.I.1URES 

E. I:ECHANIC4 EEATURES 

I. Quality and Make-up 

1. Unglazed paper 

2. Clear type 

3. Interesting title 

4. Impressiveness of make-up 

5. Size of text 
, 

6. Economical in price 

7. wei1 illustrated 

II. 0Gher Features 

1. Adequate number of questions and 
exercises 

2. Workbook optional with text 

3 . Authors have ability and experience 

4. Recency of publication 

TOT.AL SCORE 

A. Presentation 

B. Illustrations 

C. Content of Text 

D. Teacher and Pupil Aids 

E. Mechanical Features 

GRAND TOTAL SCORE 

MAXD/IUM SCORE 
SCORE ALLOTTED 

8 

11 

8 

8 

? 

9 

9 

9 

11 

11 

100 

200 

100 

450 

150 

100 

1000 

8 -
11 

a 
., 
9 

8 

9 

10 

10 

,a 

1153 

18 --
880 -
135 

15 -
812 

110 



SCORE CARD FOR RATING 

JUNIOR BUSINESS TRAINING TEXTBOOKS 

Directions for usi!1€i the§..£.£~ card: Each junior business 
training text should be rated on a separate score card. Fea
tures should be rated on the basis of a maximum score listed 
in the column headed "Maximum S(}ore." If, in the opinion of 
the rater, that particular item needs no improvement, the fea
ture should be given the maximum score. If the feature is 
omitted from the text or is included in such a manner as to 
be detrimental to the learning activities of the pupil, the 
item should be rated zero. Any otter score between the two 
extremes of zero and maximum may be allotted to each feature 
in accordance with the judgment of the rater. A total "Score 
allowed" should be computed for each of the main divisions 
and for the textbook as a whole. 

Name of Textbook Rated: Text'b oolc H ------------------
FEATURES 

A. PRESENTATION 

I. General 

1. Material logically presented 

2. Unit method of presentation 

3 . Workbook accompanies 

4 . Index 

5. Preface 

o. Summaries 

7. Illustrations 

8. Problems for written work 

9. Business arithmetic problems 

10. Unit vocabulary drill 

11. Spelling drills 

12. Penmanship drills 

13. Job problems 

14. ~uiz programs 

15. Life situations and problems 

MAXIMUM SCORE 
SCORE ALLOTTED 

? 

7 

5 

8 

6 

6 

8 

? 

7 

7 

7 

5 

6 

5 

8 

_.!_ 

& 

--1.. 
8 

'1 -
'1 -

-111 



MAXIMUM SCORE 
FEATURES 

16. Thought problems and questions 

l?. Testing business understanding 

18. Activity proje cts 

II. Aims in presentation of material 

1. Indirect vocational 

2. Personal-use value 

3. Evaluation of goods and services 

4. Skill maintenance in arithmetic 

5. Improvement of penmanship 

6. English improvement 

? • Und erstanding of business terms 

8. Vocational gu idanc e and exploration 

9. Personal understanding and guidance 

10. Give an understanding of business 

11. Develop habits , abilities, and skills 
for use in business 

TOTAL SCORE 

B. ILLUSTRATIONS 

1. Actual photographs 

2. Graphs 

3. Charts 

4. Business papers 

5. Cartoons 

6. Colored illustrations 

TOTAL SCORE 

SCOR~ ALLOTTED 

? 

7 

? 

6 

9 

? 

? 

5 

? 

8 

8 

? 

8 

200 

20 

16 

16 

22 

14 

12 

100 

'I 

'I 

'I 

s 
9 

'I 

e 
5 

'I 

8 

'I 

6 

e 
'I 

110 

20 

11 

10 

14 

112 



FEATURES 

C. CONTENT OF TEXT 

1. Personality and character development 

2. Success requirements 

3. Leisure time uses 

4. G:)Od manners 

5. Occupations and vocational guidance 

6. Meaning of business 

?. Communication 

8. Business letter writing 

9. Mail services 

10. Telephone service 

11. Teletypewriter 

12. Telegraph service 

13. Cable service 

14. Wire less 

15. Radiograms 

16. Newspapers 

l?. Books and magazines 

18. Filing 

19. Thrift 

20. Investments 

21. Insurance 

22. Bank service and procedure 

23. Automobile transportation 

24. The trolley and its use 

25. The railroad and its use 

26. Business organization and management 

2?. Buying 

MAXIMUM SCORE 
SCORE ALLOTTED 

8 

7 

6 

7 

8 

8 

g 

8 

8 

8 

5 

8 

6 

6 

6 

7 

7 

? 

8 

8 

8 

9 

7 

4 

7 

7 

8 

8 

e 
e 

' 
'I 

8 

9 

8 

8 

8 

I 

8 

e 

' 
6 

,, 
6 

'I 

8 

8 

8 

9 

. 'I 

' 
'I 

'1 

8 

llS 



FEATURES 

28. Conswner problems 

29. Ordering and receiving merchandise 

30. Selling 

31. Sales organizations 

32. Advertising 

33. Shipping 

34. Cash ·~13.yments 

35. Personnel organization 

36. Sole proprietorship business 

3?. Partnerships 

38. Tne corporation 

39. Budgeting 

40. Where and how to find facts 

41. Operation of trading concerns 

42. Office activities 

43. Stock keeping 

44. Billing 

45. Paying employees 

46. Handling cash 

47. Traffic regulations 

48. Public services 

49. Pe rsonal acc ounts 

50. Personal business papers 

51. Co-ope rative institutions 

52. Reading and writing numbers 

53. Business arithmetic 

54. Borrowing and loaning money 

55. Installment buying 

MAXIMUM 
SCORE 

g 

7 

7 

6 

7 

? 

8 

5 

5 

5 

5 . 

9 

8 

5 

6 

5 

5 

6 

8 

6 

? 

8 

8 

5 

5 

7 

7 

8 

SCORE 
ALLOTTED 

8 

a 

' 
I 

'I 

'I 

8 

a 

• 
15 

15 

9 

8 

I 

I 

8 

s 

' • 
• 
15 

15 

' 
'I 

8 



FEA'I1URES .__,.._ __ 
56. Governmental aids in saving 

57. Home investing 

58. Travel services 

59. Use of telephone directory 

60. Business condt1ct standards 

61. Laws of society 

62. Business and government 

63. General welfare and business 

64. Bus in.ass law 

65. Conserva tion of natural resources 

66. Conserving human resources 

TorrAL SCORE 

D. TEACHER AND PUPIL AIDS 

I. Pupil 

1. Preview 

2 . Review questions 

3. Study helps 

4 . Problems for discussion 

5 . Workbooks 

6 . Preview questions 

7. Activity proj ects 

II. Teacher 

1. Free publication and service 

2. Manual 

3. Key to exercises and problems 

4 . Refe rences 

5. Advisory service 

TOTAL SCORE 

MAXIMUM SC ORE 115 
SCORE ALLOTTED 

7 

7 

7 

8 

7 

7 

6 

5 

4 

6 

7 

450 

11 

13 

13 

14 

10 

9 

13 

13 

14 

15 

13 

12 

150 

-e 
I 

' ---
' 
' 
' -• -• 

-• -,._ 
4] 0 

"D" 

-a 
ll 
T 

r 



FEA'l'URES 

E. I:ECHANICAL FEATURES 

I. Quality and Make-up 

l. Unglazed paper 

2. Clear type 

3. Interesting title 

4. Impressiveness of make-up 

5. Size of text 
, 

6. Economical in price 

7. Well illustrated 

II. Ocher Features 

1. Adequate number of questions and 
exercises 

2. Workbook optional with text 

MAXIMUM SCORE 
SCOfilL_ AL LOTTED 

8 

11 

8 

8 

7 

g 

g 

8 

11 

& 

' 
'I 

g 

3 . Authors have ability and experience 

9 

9 

11 

11 

3 

11 

11 4. Recency of publication 

TOTAL SCORE 100 91 

·-
A. Presentation 200 190 

B. Illustrations 100 80 

C. Content of Text 450 uo 

D. Teacher and Pupil Aids 150 92 

E. Mechanical Features 100 91 

GRAND TOTAL SCORE 1000 853 

11& 



.JURY 

1. Ralph I. Shockey, High School Principal, Chambersburg, 
Pennsylvania. 

117 

2. P.A. Golden, High School Principal, Kingston, Pennsylvania. 

3. Wilbur Devilbiss, High School Principal, Frederick, 
Maryland. 

4. Hazel Weare, Great Bend High School, Great Bend, Kansas. 

5. Harry Hatcher, Head of Commerce Department, High School, 
Mishawaka, Indiana. 

6. Aileene Kingsbury, High School, Hays, Kansas. 

7. Mrs. Eulalia R. Goggin, Technical High School, 4351 
Broadway, Oakland, California. 

a. Laura Livermore, High School, Appleton, Wisconsin. 

9. Wayne Toivanen, Weatherwax High School, Aberdeen, Wiscon
sin. 

10. Arthur J. Becker, Supervisor, Business Education, Salt 
Lake City Schools, Salt Lake City, Utah. 

11. R. L. Swanson, Wilson lunior High School, Appleton, 
Wisconsin. 

12. Mrs. Esther Haskell, Parkland Junior High School, Louis
ville, Kentucky. 

13. Col. T. E. Fitz-Hugh, ffolmes High School, Covington, 
Kentudc y. 

14. J.C. Barnard, Boude Storey Junior High School, Dallas, 
caxas. 

15. lo Ann Davis, Oklahoma A. & M., Stillwater, Oklahoma. 

16. Woodrow Merry, Oklahoma A. & M. College, Stillwater, 
Oklahoma. 

17. Gladys Davis, Horace Mann High School, Amarillo, Texas. 

18. Mary Fuller, Oklahoma A. & M. College, Stillwater, Okla
homa. 

19. Hazel Garbers, St. Paul High School, St. Paul, Minne
sota. 

20. Kary Bell, Oklaho.llli A. & M. College, Stillwater, Okla
homa. 



Miss Agnes Lebf-1da, Caldwell High School, Caldwell, Kansas 

Mr. W. O .. Silvey, Route 1, DURcan, Oklahoma 

118 

Mr. J. A. ICaufruan, Suparintendent of Schools, Foraker, Okla
holllf:I.. 
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