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CHAPTER l 

INTJlODUOTtON 

Present evidence indiea.tes that many of the subjects 1n the 

c.urricula of the grades and seconda.17 schools, as p?'asented in the · 

average textbooks used in these subjects are too d1fficul t for the 

1 . 
students, !he inference is tha\ JDaD1 author, of texts do not give 

enough attention to the rel a.ti ve diffieul ty of the voea.bul ar1es they 

include in these text,. 

The reading di:ff1cul t, in an introductory subject 1e a partic­

ularly important ma.ttet to oonsider. Everyday busine11s training. or 

as it h sometimes called. junior business training, general busineS1 

training. 1ntroduet1on to business, is the introductory coUl"le in 

businesa on the high school level, 

Everyds, business training in general is offered on the nin~ 

grade leTel, aJ.t.ho~h in some cases this course ha.a been offered in 

all secondary school grades including the eighth. It is beillg offered 

principally to ninth grade students of all types, abilities. interests 

and backgrounds. and since textbooks have been considered one of the 

most important aide in teaching it is well to consider the Tocabula.ry 

burden of one of the textbooks to s ee if students h_q,ve dif'ficu.lty in 

comprehending it. 

l A. L. Gates. Interest~ Ability in Reading, The Viaemilla.n Compa.n,, 
New York. , 1930, Chapter I. 



1\r TOcahul • burden 1e ••ant t porUon of aew Ol' dlf-
f er i worde 111 t rl or auppl · . tary re,i.d1 t.eJ'lal. In 

sentence of ta 41ffel'mt ris eac .of whlch b neccuu1817 
to me · lng, how man, worde .are f mill t.o the reader? l! 
be does aot kDo u, of \ha, nat l am ten ords l a., 
MEl7 YOtd.1 of t zt, •ecabulal'f \urden or denalt, of l Otl02 If ht kno•• all lN.t tour qr g_. the 4ennv le 4:10 or 215. 

!hi d\ldT t, an tteapt to d t lne U' then 1s ,deftn1t• 

le•al t ffi1cb ninth ,;rade atudent ha• dittleul\y 1n 0011 Nhoa be. 

to n&1y1e ~ Bu1tte•• LU'•. lf' Llo7 L. Jones to de\ !'111 e U lt 1, 

\O(j dif:flcul, tor Ui t enta for 1'ho11 1t 1 lntenud b7 ling 

o.ucb &t def1n1\1on_ lllu1tr t.1on and rep tttion. !hl• 1tu4¥ dealt 

1n g eral 'Iii th th pl'Obl of we bul ry burda to nid author in 

111 the book 11h1ch nln.\b 

c. The tr quec, o-f OCO\lff ce of the•• 1101"4 • · 

4. 'th total nUfflbel' of dift'lcult rd in each tho\1$N'&d 

h sie, • l 
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e, The number of dU'ticult ords not found in the Thorndike 

11st. 

:t. 'l'he percent e of d.1ff e.rent d1 rr1cu1 t words 1n each 

thousand le't'el, accor~ to the Thorndike placeaea\ 

g. !he nuaber ot clltfer: t difficult rds used on-ce, twice, 

thre • tour, !1-ye, 11x, ae't'en, and. IIOJ't then seven. t1mee 

bf ~e author . 

h. fhe number, r.a.tingJ end. beca.uen.c1 of oecurrenc: of 

difficult words defined or explain d bf the author., 

!he procedure ueed in th1• stuq is a aomewhat etandard1sed 

procedure clevelop d S.n o\h&:r TOeabula17 studies. In eneral , the 

"ocabul ry leffl la determined b7 the use of control teat,. 'rhe 

re-a~ts of t.b.eee teat, are uaed int.he analysi ot the textbook. 

A7 perm1u1on ot the publ1 ere, portions ,of General hdnese, 

Third • 1t1on, bf .rn at R. Crabbe and Clay D. Slinker (South- estem 

Publ1tb1 Compan,, 1936) and Introduction !g_ Bu11neat. lfhird !cU.t1on, 

by John o. Kirk, Harold B. :Buckle, and Mia, A. Waesche {The John o. 

, in1ton Oomp81l7. 1933) were mimeograph• and ueed as teats to determ1.ne 

the pupil compreh&nslon of ord ae~n~iigs. JJl attempt was made to eeeure 

m!Lterlal from thes6 books 'lbicb wa, typical of th vocabularies used in 

the bocks. It is e.:stullled that the u11e of two different te.J'.tbooke would 

sate it. ponible to check the Tal1d1tf of th1& method. of tee.ting .the 

TOC&bul&r7 comprehension of students in reading eYe.r,o.q budness training 

textbooks. 

3 



Thie ma.terial-- which was unfamiliar to all of the etudents--•a.s 

administered to 301 ninth grade pupils in aeven communities of ve.17ing 

shes in the St te of Oklahoma. as shown 1n fable I. 

T ble I 

Communl!Z lo; Test l 
Received 

Cherokee 26 

Claremore 106 

Collin1T1lle 57 

Eureka 20 

Okmulgee 24 

Red Rock 22 

lUpla7 46 

301 

No~ Teat II 
Received 

26 

69 

57 

20 

24 

22 

46 

Bo. re,t III 
Rece11'ed 

r 

57 

20 

22 

145 

The m&ter1al fro• (Janerel h•inees ia hereafter referred to a.• 

4 

!est I, the material from Introduction .~ h.slneae 1e referred to at 

Test II, sad the material from General iulineas which wae used in Teat I 

wa.s repeated with a little different procedul"e and 11 her•&fter referred 

to as Test Ill. 

The pupils were asked to read fest I and to underline all of the 

unfamiliar words whlch thet read during a twenty-minute period. At a 

later date the saae procedure was rfrl)e&ied with Teat II. The two test, 

were u1ed for a double purpose: !1r•t. to check the validity of the 

method of ud.ng material from two different eouroee; and second. to 
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ch ck the reliability o ! the materials used. A timed :procedure was used 

, 1n order that the testi situation would be as nearly comparable to the 

reading or the textbook ae poaslble. Test III consisted of identical 

11\e.terial. uaed in fest I , but the students were eke4 t.o underline all of 

the !o1liar wordt which thq read during e. twenty-a1-nu:te period. It was 

hoped that thh might giTe a check on the reliab1l1ty of the sn,wers . Copies 

of the tests may be found in the .Append.ix. 

!e.ch different word a student underlined we.a tabulated on a cat"d a.lld 

th Thorndike ra.Ung of the word waa noted. Thie t abulation compilation 

was ma.de bl' the use of the Interna.Uonal :Bus!nea1 Machines sorting and 

tabulating machin&,. 
J 

Alphabetical lists of all the words miaaed. 1n 8'ACh test and the word 

1 eTele for ea.ch test separately were 111ade and COIIJ)ared. ~raph1cal analyses 

ware made to aid in det&rmin1ng ~be,her or not a deflnite difficult7 leTel 

e:xbted Blld if so , t what point 1t 1 in the 'fhorlldike scale. The . first 

liste made included words m1saed bT all the atudents duriai the twent7-

minute periods rega:rdle.88 of the nW1ber ot pag" read. 1ollow1ng tha,t a 

uniform number of pages we.a analyzed ill the s e wq, s.ga1n taking each 

tHt separately. The paper hanng the least nuaber of P8€8t read serYed 

as basts for the nllltbor of p3'e1 to be checked this time. 

The te,t material of ea.ch test was anal71ed t.o see how •an, different 

words there were on ea.ch thou.8$!ld le-vel . 1hen ratios of t tmos misse-cl to 

ords missed on eo.ch test were calculated. This is found in Table II . '!'he 

per cent of different WC\1'ds mined to posdble diff$?'e11t lfGrds i9sed wae 

also c&leulated--and tho p&r cent of total word, missed bf all students to 

the total poeaUtle words missed bf all students . Thes-e data were used to 

detem1ne the level at which there was a marked increase of words missed. 
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Atte:r the level of d1ff1cultJ was det ermined the textbook was analysed 

to determine the number of words above the esta.blhhed level snd their 

trequeney ot occurrence. Further anal7sis was made to determine the number 

of these word& which were defined; thue, the TOcabulary burden of the text-

book l.s aatuaed to be the difference between the word, a.b6Te the esta.blbh.ed 

reacllag level lees the words defined. 

ASSUM?rlONS A.HD LI¥I'f >.! IOIS o:r !HE $fUm' 

The analyses of the preli11ina17 teats and the textbook are baeed on 

Thorndike's ~ Teacher•s ~ !!!!. 2! 20,000 ordt (1932) and are limited br 

1 ts imperfections. Mr. '1.'hondike recognizes such cie1'1c1enc1es aa the 

failure to distinguish between homographs like bear (the animal) and bear 

( to e any), gi Ting propftr names lower ratings than th~ should have, and 

giv1ug too low re.tings to abbrerla.Uons and to words recently introduced 

into books and maguines. Another imperfection ia tha.t thls rating h 

base4 on all kinds of literature and h prim. rlly tor adult use. No indi-

cation h made as to whether a. nrd ranks 999 or 901. lew .,..orda l>rought 

into the 'VOCa.bulary of almost eTerf ninth gad,e student- bf new invention,, 

the depreseion and war ha.Te b&en omitted. 

!hia studi' 1e limited furlher 'h1 the adequac, ot the und•rlinlng 

method. Although this method ha.a been proyen to be mre adequate than 

other method.a, tt 11 not perfect . It 1s likely that all the words the 

students underlined were unfamiliel", but the students probabl7 did not 

un(lerl ine all of the unfa.m111ar words. 

Another assumption 1s in eecuring teat• which a.re valid. tt a.a 
I 1 

decided to use portions of other eTerydal' business tralnin« texts eince 

thie material h in the sequence 1n which the student would ordinaril.7 

encounter it. 
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P.ELATED STUDI1J:s 

As far as can be d termin.ed there he.Ye be'9ll no voeabular, studies 

made 1n the field. o! ever,da.r busine@s training. B01rever • allll'rerou.s studies 

have been made in other fields. lo·remost among these a.re the s\udies made 

under the supervision or Dr. F1>aneh D. Curth of the UniTenlty of 

Michigan in the field of science. These studies he.•e been made over a 

period of some nine yeare and. represent the result-. of more than a 
' 

hundred 1nvest1ga.Uons. !hie atua, follows ln part the procedure used 

in these invest:\gatlons. 

3 

?:z:pee !!. Voca~rs; 1nftt~yat1on• 

Most of the investigators have used s-ainpling techniques-. 

Patty and Pa1ntor3 tabulated alphabetieally. a.long "1th the 
frequ.encies of appearance, all the words in . the third tull 
line of ea.ch fifth page, with few exceptioae. , d these 
exeepUons ollly where they &&8111.ed necetea?'7 and deelrable .. 
!he investigators compared their reaul ting 11st with the 
earlier one of 'fhorndiko . d. recorded the 'l'hornd.lke index 
number for each •ord. Thea they obtained the weighted. Tal.ue 
of ea.ch word by mul.t1ply1n., lta frequenc, bf 1ts index nu:mbe!'. 
and transformed \'tde produ.ct into tbe average-word-weighted .. 
value. or a.ri thmet1eal ean, ot the fhorndike index numbers 
by divi41ng the total weighted Taluaa for all word.s of a 
emple by the total numb$t' of words in the sample. '?hq last 
com 11ted the index J1Uber representing each bo.ok by di't"1d1ng 
the a.Yerage-word.-weighted-velue 'b.1 the range ot words within 
the saaple. fbl1 lndex gave the ratio of· the different words. 
to the diftieul tr of the aTera,e word. Thus the greater \he 
range. the s a.lle.r was the index nu•b4~, and hence the greater 

was tb.e TOeabula;y bl:lrden of the book. 

w. W. Pe.tty a.ad w. J . Painter, "A Technique of Measuring the Vocabul8l'f 
Burden11 or Textbooks," Journal ot Educational leaea.reh, Vol. XXIV 
(J~e and Septaiber, 1931}. 'pp.23-32 and 127-134. as quoted in 
Fr~cis n. Curt1a, In• stiptioa, ~ toeabularz !! 'fextbof>ka !!. Sei&nce 
for $•condaq Schools,. 1938, 

4 hano1s D. Curtta. It1T&1U,;a.Uona .2! Voct\bulal'J' l!. 'l!eJC;tbooks !! Science 
!.2:!_ SeconM?t School a. Ginn and Comp~, :Sos.\oa, 1938, p . 10-11. 



Dr. Curtis concluded the.t 

1:1.ny s . ;plin.i.._. toebnique i !'! f~t be3t h m · -esltlft· ruid a euhsti tute of 
more or l ess dubious merit , for the determinat ion b' sed on R com, let e 
· ord count. Toe ~m:ployment · of u s pling l!lethod c;,.n be Jurtified 
only . .on the .grounds of e: odieney .. nd l-'l·ts.ctic'abi li ty, since it i l'l 
w;uall nog fe ,tsible to m e · complete word-b-t - ord en~ly i <:t of any 
t e:ttbock • 

• • • • we mu •. t r flgi ter . obje<:tion to the athod which h~ s been 
employed, of sa pli~ textbooks to ct,mpare them i th one f.nothe 
with re.spa.et to voc;e.bu ry burden. · :\side f r o:ni the usu l r.ossi­
biltty of error in mf ing, t.here. re ·rge "··nd um-.void ble er ors 
in such sampling. Textbooks re not nd c nnot ,be ho ,:0geneous •••• 
no sectio11 o the boo-k can fairly re ;:rresent nll sections . To over­
co e thi. dif.'ficu1ty the method of Bem!)ling s leet line!? of r egul&r 
interv11L ., throtghout. l.bis runs ~nto even gre t er tna,ccurr.:.cy . The 
~am!:l e is then not @ pieee of re"ding mntter t s.11, but c ccess1on 
of di ... connocte.d bit . It faila to repre~ent the text, ,. baC'-'U e it 
cannot µo sibl y -bow the !'&etor of re1etition of words . No me.t. t.er 
how careful ttn ;uthor we. to rer,s:a t his t .:, tement ·, it ould . e.ke 
no di f f ereme in uch a sampling;. baesus~ ~ !li .gle .lne- n .· •.. age 
does not show tthat pr&ced.es or f llo i t1i_ .nn4 n.no-ther ~ine, five 
.' ·ge on , or even on th- next pt..ge , will ,...most certainly conU1in 
different Jt('; te-r1 1. Ocea icnnl whole pr, ges mi ht f'orm .: better 

'"Ample , but ti 1 not r9pre enta~ivs one, and: for the f'.t;me .~e~.eon. 
In f sct, the. conditions of .. ,angu~ge and sty-le i n gritin :ire such th ;.t 
n · tudy of pisee cen truly re~1re r1ent the whole .. 

A s tudy was .u.de by ~ard n, lyzing .. irst a x_rnr le f one; thou armd 

.ord from each of tYo ta:xtbook., of Ameri can i tory, and mr t, all. he 

words found in the f irst one hundred p ge ·of each of these sru t · t s . 

His opiRion as : 

In view o the w.i<le d,iscr.ep ney .between a rapg& of' l21 d.H·rer~nt 
wor( · er l ~JO b:y .\Ctud. count, .. ·. d ' 5JJ d!ff r~nt ·o:rd~ ... ~ . 0°' 
obtained by -:- · &mr ling ot 10 word : {th t s , , th•· ot-rls in en~ Hne) . 
f r om every ten b r· .e the opinion th!: th reli bility of the r:e 
thou8fill'1-word SB pl ings mi -h be cal" ed ' "e,ir' i wi de o.f the 
me,rk. • • • The !h.fil.r:ling of. orda ·from .,._ ._bcok i ~, 'hot 1;..."! · l~eo.!l 

/" 

5 Fr~ cl$ D. Curtic, oc. cit., p. 1 . 

6 
E. D. Dolch,. 11 oca.bull.li ry Burden,•· Journal .2f. Mucat i onal Be~tnrrcb, 
Vol. mr, (V..-'.lrch, 192! ) I ~-¥ · 170-lSJ , ta~ quoted f r o . ., n'illlCl8 D. 
Curti f> , 9.£.• ill.· 



to ~ s. tu·,ti"'n h re ~t.m::;ling mr:.y be r esort ed t c ~:i ~ & mean " o . 
r ~duci.. \ r eQeom,blc doubt t o H ~ ~ini~, no. cr n ;,;e be b~;~f'ul 
t br.'.. t r cl fability of th ,:,.mp: ing method i• ;· .J ied t o voct..bul tit' -!:!> 

can be increrA.1:ed b:, t ,.in • further thouei·.nd-'(;"vl'Cl 17, ".'1 :.'lin~ 3, t o 
;_ .:'!egrca tb<i t would. ju3tify conclui, ion :; of V",l ue . 

One or the foremost proble ~ eneoun ered in thi r- ~tudy ":, ~ t h, of 

findini-! h method of dc te-w.ini ng "'lUpi l com..i"~hension of : h me irH of 

'?.'Otdi~ th• .. t ·~multi be v aliJ , relL ble and con•reni ent . 

In surveying the lit r i!l.ture availi.1 ble it V;H:; ound th t t h~i ~bort­

~in;: er t e~t form"1 ~.:.d been used ~1 a ::;:etb0d by J t rn ~, 8 nc lch , 9 1-md 

10 
.)ymond • Other ,e hods em:·loye<l include mulirle r es ion e, n°1tchl;1g , 

e.nd corr i:; letion. 

3o ~ny of those studies or other rel. ted one, ho~over, contribu od 
t echniques which see,med likely to be effective in tho solution of 
e l l .. h s ~e;s of the I oblom un e-r 'in ·ei ~ i g.::.. t.ion . The rr;oro r 1 . bl · 
,rnd v,;,lid moenr-t of te rsting vocr. "uJ fl lj' eor-? ehen .. i rm "°hich such 
etudie : evalue t•"d , - -ntimely, the- mu ti:)le-reo __ on"e , the :natchi ng , 
tht: cotq.l tlon • .... ntl v~rio, ·:; f or n~ of i dentification t et ·, , - - though 
of un~ue ~U.oned· v l ue l n de r:ninin , c o:ri:,rehen ,i on of 'f.'Crdr l i sted 
or other-..;i e P.lected or te ::;ting, ,ere deemed of little or no V"'.l ue 
a , . , ~n i; 0 . d te .,.lninc •,hs ;;u~.ils' unaerst a · tng of t he v<1c .b-
ulr.ry of exun1:1iv sao;.1l~n~ of r oe· ; eon nt. ·uc ~s t.hc :fiy -tc--
dny rot!ding a siWJirBnts in toxtbo,~k.s . Ther ef ore i i. ~,a~ dec id~ t o 
i nv':}Stige te the underlini nt t<?chnl';)ue . or tho 1-,".lr;:-·o -:•! 1 f .1et erm: ni v, 
·,,n@tl-ittr it. wf.s suffi..,ientl:'-· 1,-.li.d ~.nd r e:: i ~ble to jut!tify i b 1.. ··e . 
'This t chnique . . ... con ·i stoo e r e l y o r eq11irinz t hG e' u ·· i1 , ·•: 
ha rc~d t. ~iv n con'l rt , to d z-n1 <1 l ine under every 'l'ord in tt t.bf' 

eenin~ of whidl h~ tho a}lt he did not }:.;io weL. eno~b 0 thi. t. 
he ~ould be able to dAtine i . , to u ·,;e it co t·ectlr , to ,;:Lve ,. 

7 · J 9··s? L. f,":. rd, itJ s.i:1ur1 g Voc~bu ary Burden j rt !-..mericltn ,,ch~t, l ;h rd 
.[ournt.l , Vol. LY'XI (S ept':'!~,bt.., . t 1925) ,· • 9e, "- ·:i 1,uoted ~rG..- Fr nncii'I 
D. r>lr,ti F- 1 ~ -....ill· 

$ V. ~. Sim <::. , !!Rel iabilit y ,,,n Vfllidity o~· our 'fy;:P.~ o ': Voct ~uhry 
1 eS?t ·, , "' Journ'l'1l of Educ:- t1:'!tV\,l R"'"'1'Mrc.b, o) . ·rx ( ~ept e ber, ~9;9) 
Vi' · 91-96, ,".\ S !UOted frt<>m Fr .nci '.-.: D. Curtb , 2.;_. cit. 

? .E. W. Dolch, Re~dinll r,nd ~ ,, $ 6.ni 5 • uinn •n~ Com~nny , 3,:,-,tor! , 1915 , 
r s cit ot ed f~om (}~rtis , .2.:..• .QjJ_. 

1'J :· . ~~ . ynond~, 11 $ ' 2. of Recogniti on :;nc~ rac. 11 :c,c,,bulri r .ie~ / ' 'kht ol 
~ nd. '::,(X;iety, Vol. X:i: IV (October: ; , lrJ6) :T • :- 'i9- 56') , >1::: "U0t ,.:..'<i <' r .c l!' 

Curtis , 9-2.. cit . 

9 



qnon,m, or to explain 1 ts use or meaning in othor t erms. Thi 1 

technique •••• was aelecte-d for investigation because. in 
s·pite of its probable limitations and defects , it was judged to 
be the only one wh1eh could be used to detenine a pur:>11 's 
comprehension ot the voea'bula.ry eneounte'red by him in long program 
9ele'Ct1ons for which other vocabul~r;v tests ere unavaila.ble.11 

10 

Investigations ware then made to determine the validity of the und.e:r--

lining tast: in other werds, tc see if the ~udant s actually underacored 

the words they did not know,. Dr. CurUs decided to use tw-o plans tor \his: 

Pl~.I. To compare the results secured b7 having pup1ln under­
line rds the meanings of which the¥ think they do not know 
with thoee eecv.red b7 ha.TiDg the same pupils uaderline.. 1n the 
aaae selection, the orda the meanings of which they think th81' 
do know. 

Plan II. To com.pare word. comprehension as indicated b7 tho results 
ot the underlining test with that indicated by the results of 
mul tiple-reeponse. ma.telling. a,non,m. and conference tests • • •• 12 

Dr. Curlis concludes: 

These comparisons indicate th~t the validity of the underlining test 
.varies with the de r e of difficulty of the Tocabulary t ested; that 
is. that 1n ieneral t.ho validi t7 h high 1f the 'f0cabula17 ia 
diffiQult. but the •alldity is lower if t-he Toeabula.r, ls ea91.lJ 

Tests on the reliability of the un~ttrlini~ test of TOcabul&1"f 

eomy~ellen 1."'n sho-Y tbo.t the reli bilitJ 1s high. 14 

ll OurU • 2£• clt •• p • 22-23. -
12 Curtis, !2.• c1 t.' p. ·25. 26. -

· 13 Ourtis, 212.• cit.,, - p ... 33. 
14 Ibid •• P• - 34. 35. 
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Dr. Curtis s.mmna.rlzes the data on the underlining method as a possible 

thod for \his t7Pe of study:. 

-om th eT1dence here presented the following con"Oluslen• seem 
Justified: 

1. 'l'ne method of determining TI>ca:bularr eomprehens1en 'bf hartng 
pupils underline the word• in. context which thq think thtV 
do not comprehend is a conTexilent' mew ()f deter.lftiniJJg worda 
which the pup1l I do Ddt comprehend. Of the tests inves\it;ated 
it is the only oae which ls pr-ac\1cal>le tor use in determining 
pupil comprehension ot the vocal>ula17 in ext_-.stve selection, 
'>f context , since it.a \lse r auirea no previous sJ1alysls of 
t-he s lectiona or pr-eTloua pr-eparation of -.ocabular, teat tons 
or itea-s bi the inve•Ugator. 

2. fhe underliniDg t eat posteHas & high degre-e of reliab1l1t7 
and validit7. 

3. '!'he underlining test 1s not effective as a •an.• of determining 
all the worda in a. &1Tan context which the pupil does not 
c.oipreh.end. 'l'he mden_ce aeem.s concluaiTe, however, that such 
words as s. pu 11 do s. underlina in context u UDknown to him 
are very likely to be out side his voca.bu.lal'Y range..15 

'?his it appears that the underlining method is tho ms.t effective 

me ans or determining pupil comprehusion of word meant s. 

15 Ouriis, ~ · g!!,. • p. 36. 
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Aa prenouai., stated. one of the purpoe-es of th11 stuey is to 

determine the vocabulary leTel of economic terms of ninth grade students;. 

The re•ults of more than a hundred such studie1 in the field ot science 

conahtenUy broucht out the fact th,it up11• ha-. diftieu.l tr in 

comprehending the l'OC&bular, of current science textbo-oka at the. aix . 

or aeTen thoutsnd leTel of ihe !horndike word lh\. Al though the method 

used 1n determining this le"fel in acienca sight well be uted in eyery­

dq buainess tr-a1n1ng, it eoul4 not be a.an.med \h&t the difficulty lenl 

of science would be ,he sue as eYel'1daJ buslneu training. Student, 

haTe been exposed to scientific phenomena Slld studf all their 11Tet• 

1rh1le their economic kn"Owledge haa been limited prlmctpall.y to a.l"ith­

metic e.nd bqing. It h therefore reaeona'ble t~ •2P•ct that the Tocab­

ul8J7 leTel of economic tenaa mq :not 'be as high as that of some other 

type. 

Ninth grade pupil• in •a.J'11Dg sited communlUee were uked to read 

excerpts tro eTer,dq bue1ne11 training textbooks for three twenty­

minute perioda. Jor \he tint twenty'-minute pe-riod the ah.dent read 

materials eel. cted from General Bus1nee, Th1r4 d.Uion. by Jmeet H. 

Crabbe and Clay D. Slinke,- (South-Western Pu'blishinc Oomp8J11, C1ncinaa.t1. 

Ohio. 1936), underlining the u-1 il1ar word.a. !he second teat was taken 

from Introduction !2, ._etneea. Third Edition • . by John O. Kirk, Harold J3. 

:Su.cklq and Mar, A. Waesch.e ('rhe John C. 1n1\on Company, Philadelphia, 

Pennsylvania, 1933) !he third teat was a repetition of the first teet, 

xeept that the students were asked to underl 1ne the 1'ords the meanings 

of which they did know. It wu hoped by using porUons of two textbook• 



to check on. the validity of the te ting m terials. Th third. t est was to 

be a check on the reliability of the an!J'!l'ers . Ho ever, third test s were 

not obtained from sufficiently large numb r of the schools and the 

dat a. furniehed by tho!e bich •ere returned were not in sufticient17 

eathfacto17 fom to warrant en,· conclueions bout the r eliability of 

the answers. The date. concerning Te t l I I , therefo-ret are not presented 

in ~e studJ. 

13 

The test mt rial, it was aasuaod. was unfamiliar to th students who 

were aeked to read at their own rates of sp ed, underlinillg th e words the 

meanings of which the, did not know or thought the, did not know. Student e 

were informed t t thi, did not affect their rades in a1JY wq . At the end 

of twenty minutes, time was called, a.n.d the tudents were asked to write 

their names on the pap rs and to check the. line thq bad just finished. 

reading. 

The results of th se t st are found in the accompanying t blea and 

graphs . The aa:tual ordt misted, the11' pl cement aad frequency ~ 'be 

f'ound in the Appendix. 

Table II 1s an ana.lya1s of Tests I and II , :presenting the number ot 

different ords in the te ts, a.ccor~ to the 'l'horndilte rating , the 

number of these different words missed by the 301 tudents and the ratio 

of times missed to words miss 4. It can 'be seen in 'fest I that thh 

ratio increase r thor regulerl7 d reaches 14. 9 at the 7.000 l eTel , 

th n drops to 12.2. In Test II , the rite is ra~her gradual to the 8,000 

l evel hen it res.ches 10. 8 and then drops to 5.4. 

In oo arixlg the data f o.r Teet I and Test II• it can be seen that 

the nu11ber of words found in eae'h test in the different th.ousand levels 

is compe.ratiTely the same. The total words missed in e ch test are 



Tilt II 

wmmfi OF :Olffl M ll'/OB.l)S MISSED IR EACH ?HOUSAND tlUVJL OF Tl!E fll.ORNDID 
SCALE »T fflE STtllmN'TS TAXING 'P.JST5 1 AID II, Tm1 fflAL WORDS MISSED IN 

"AOH THOUS.AND LEVMi AID '?Sli: ll.A.'!'X,O OF 'I!tmlS · S ml '1'0 WORDS M1SS:EU, 
AIALYZING ALL M.r.t\illlAL READ 1 'fflE TWEHY ... MIBUl'E P~IOD 

14 

t'horn.dike 
Te.tine 

Teti I 
lo, Di t , -rotai 

... Te.,t U· 
le.\io Time, .. lfo , ntl:-""Total :a&11e> Times 

; t! 

1, 000 

2, 000 

J , 000 

4.ooo 

5.000 

6,000 

1.000 

s,oco 

9, 000 

10.000 

11 . 000 

13,000 

14, 000 

15,000 

16, 000 

17,000 

18, 000 

19,000 

20 , 000 

Word.a Word• 
Miesed M+~•ed. 

17 23 

45 150 

43 25s 

'.36 

33 

12 

19 

13 

g 

3 

5 

3 

2 

2 

9 

272 

31, 

313 

1)9 

2,6g 

232 

350 

19 

62 

10 

1 

115 

Miaaed to - Worde Wo~d.$ Misted to 
~ql"<l1 }!1,taed - Mhee4 , M1$f!•4 ~u·ds .~fi~~ed. 

1, 4 15 17 1,1 

3,3 34 52 1. s 

..,. 

.. 
11. 6 

14.9 

2. 0 

.. 
1. 0 

... 

... 

... 

.. 

12 . s 

22 

27 

2.5 

12 

12 

5 

~ 

3 

It 

5 

5 

2 

4 

3 

6 

9 

287 

92 

l.0:2 

196 

137 

1 

271 

65 

73 

58 

59 

43 

216 

79 

1}6 

1 

43 

52 

$0 

102 

2. 2 

4.4 

7.5 
6. 2 

7.g 

10 .. g 

5. ij 

6.1 

11. 6 

14. 8 

14. 3 

54.o 

15. tt 

27. 2 

3. 5 

10. s 

17. 3 

13. 3 

11 . 3 

'I'ablo !t read.9: In Test I, 17 d.ifferent worcls f~Yund. 1n tlu 1,000 level 
wer e: missed. e. totd of 23 time s bf tli.e student f'! tak ing the 
test . The r atio of time s mi ss ed to words rrdssed , o·ot8ined 
b7 di vid.ing 17 into 23, ts 1. 4. In ~eat II, 15 words in 
the l.,000 l evel were missed . total of 17 times or a 
r atio of 1 . 1. 
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approximately equal and the ratios o! times m1saed to words mitsed in eacll 

test ab.ow a. consistent rise to the ae.?en .and eight thous.and. levels. 

'?ho g!"a.pha accomp811T1ng this table indicate these same trends in a 

more f'orcetul w&f. !hetJ'aph pre&ent1ng the results of *rest I &howa a 

gr 2.dus.l 1ncr:eaa to the seven and eight thousand leTels. The breaks s&em 

to be a.t approxbta.tel.7 the saae puce, . !he graph presat1- the result• 

of Test ll Ulc.ewise thowe a. gr dual lnere •e to the aewa thou•and le•rel, 

then e. deo1a~ Jup. !he data. tor a uniform nW!lbel" of p9«ee and fer the 

total anount, read by ea.cm student indicate that the tests were valid. 

fable UI b an analysis of the uniform m,aber of page• read bT the 

301 students in Test I, prestentbg the nWllber of different words found in 

each n,f)~eAd l•T.el. ta the test, the aumber ef these -,ru missed and the 

numl>er of times missed. the ratio of timea ma.sad to different words mlseed 

and lso tke per cent of different word• mieaed. to poaaible different worda 

111s•ed and the per ce\ ot total wordt 111:lesed to the total poaaible words 

missed. It aboul.d be noted that the ra.ti-o of ti.es missed to words mlsa.ed 

inereace11 rather gradually, 1'1'1th a large· incree.ee e.t the 4.ooo level. a 

drop at tho ;,ooo leTel,. then an.other increaae. Th large per cent at the 

9.000 level ma, be due to the small number of words to'W'ld a\ th&t l&Tel ia 

the test. 

The pat> cmt of tUfferent . words missed to the possible words mlse0ed 

inereas&t regularly to the 7.000 Yord. lev lt thea. there ls a 'big Jump. !he 

same is true of the per cet of t-otal words missed to the total possible 

word.a missed. At the 7,000 le'fel t.be p r ect 1s alaoat doubled. All thia 

indicates tha.t at the 7.000 level tbere is a. definite rise in difticult7. 
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Taile IT 1s an anal7sis of the ua1f'orm 11U11.ber of pages ,of 'l'ed II, 

presenting the number of different worde teUDd in each tbouaad level 

in the teat. the nwaber o.f these missed and the auaber of Umee missed, 

the ratio of Umes aiased to words m111aed, th.e p&J! cent of total words 

lll.aed to the \otal s•1ble words miued, aad the per cut ot different 

words 111aaed to posdble dU':ter•t ords miase4. U should be noted 

that at the 7,000 leTel theYe is a.11 abna,pt increase ia tbe ratio of time• 

mined to worda missed. The per cat of worde Bl1sted to po slble words 

m11Sed also shows a much lar«er increaae in \he 7,000 area. '!'he aaae ta 

true of \.ha per cent of total words mi11ed to the total possible 01'ds 

missed. 

In oomparlng fable, III and 1v. 1 t ls noted that approxl111atel1 the 

ea1te 11U11ber of cU.ttereat word1 ln each thousall4 le"fel are found in the 

two t.ests, up to the 111000 leTel. !he relatively few words found in 

each te,t above th.~t le•el (1Te little b&ais for comparison. In Table II, 

it is shown that more of the words in each thousand level are missed in 

the 2, 3. 4, and 5,000 leTel1, 'bu.t the per c•t of different words aissed 

la large•t a.i the 7,000 le•el. At that. leTel, the words m1H&d comprise 

sixty per cot of th total weri.e 1n the teet. At \he 7,000 lnel 111 

'l'a.ble Ill, the per cent h 70.6.. !he per cents of total words miese4 to 

total poeslble wol'd.1 missed increase in. about the s e proportion in 

each test. At the ,even \houaand le,·el 1n each test the1'8 1s e. decided 

Jwap. 

1he graph ~ceompft.1'11Dg these two tablet further emphaehea these 

findings, that at the ee-Yen thousand leTel in each test for the COAstaat 
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TABLE V 

THE PER C OJ' DI FFEIUm'f DiffiCULT ORDS MIS<i D I EAO! TROUSAND LEnt TO 
Tim POSSt U DlFFmUllt .; ()RDS USlm ti EAOH 'l'HOUSAtm L1m1lL OF T THomIDI 
LISf AND Tll:E P.nR cm OF TOT.AI, OJDS MI SED 'l'O · !OT.At P0$S1U OJDS SSED 

Tho rndlke Rating 

1,000 
2. 000 
3,000 
4.ooo 
5,000 
6.000 
7,000 
8,000 
9,000 

10,000 
11, GW 
12,000 
13,000 
14.ooo 

.15,000 
16.000 · 
17,000 
18,000 
19,000 
20.000 
Over 20,000 

Table V reads : 

II T. 'rS 1 AID II 

Untfo:NI limber. !!, Pye• Uni toni luaber of P¥ea 
Per Cent Different fiord.a Missed Per Cwt fotal ordt 
to Po ai'ble Different ords Mined Yia1ed t,,o Total Posa1ble 

ords M1esed 
fe•i I · Test II !eat I !eat II 

. 1 
10. 6 
32.7 
31.7 
4!.J 
31.3 
6o.o 
29. ll 
50.0 

100. 0 

.8 
12i. 2 
26~2 
:,o.s 
48.3 
41. 7 
70.6 
33. 3 
57~1 

33.3 
33 •. 3 

50.0 
50~0 
so.o 

100. 0 
33.3 

4o~o 
50.0 . 
20. 0 

.o 

.1 
.7 
1.6 
1. 1 
1. 8 
3. 3 
1.5 

14.5 

7.3 

.o 

. l 

. 5 

.s 
1.6 

~7 
3.5 
3~3 
2. 8 

~4 
·6.6 
3.0 

12. 3 
1.7 

11~2 
1. 0 

In· analydllf. a uniform numb&r of pagea for each student .• 
It 1s noted that at the 1,000 leTel th.a .~er e~nt of 
the different words lldased to rosdble differ&nt words 
missed 1t . 1 per cant for est I. tor T st n. 1t h . ! 
,per cent. 

In analy-ling a uniform number of P98 s for each student, 
it is not ed that t the 1~000 level the per cent of 
total words mt aed to ~oselble words missed ie .o for 
both Test 1 a.nd Test II . 



TA.BL"" VI 
RATtO or TIUS IIISSED TO OR:OS !USS ,!) Jr ffl !TtroEITS T.AlUNG TI:SfS I AND II . 
ANALYZING A UNIFOlH& NU¥B:ER OJ' PAGES AND THE MID AMOUl1' ll..AD .BT E.A.01 Sftmlllf' 

'led I ! 'est ll 
!horndike la.tin«, Y-1to.a 

I 
~ttro Uni.form inti re 

1.000 2.0 1. 4 1. 0 1. 1 
2. 000 4.9 3.3 1.9 1.5 
3,000 6.7 6.o 4.-8 2.2 
4,ooo 14.9 s.9 .6,9 4.4 
5. 000 ·6.s 9.5 1. 8 7.5 
6,000 17. 6 11. 6 14.2 6.2 
7, 000 16.3 14. 9 12. g 1.s 
s.,ooo 1;.o 12. 2 25. 1 10. s 
9.000 f$7. 0 26., 12. 8 5 .. 4 

10.000 2. 6.1 
11, 000 20. 7 3.0 11. 6 
12. 000 2. 0 52.0 14. 8 
13. 000 9.3 16. 0 14. 3 
14, 000 1.0 65. 0 54.o 
15,000 217. 0 5s. 5 5.s 15. g 
16,000 29.5 27. 2 
11.000 8. 0 3.5 
18. 000 10. g 
19,000 3.5 20.0 17.3 
20, 000 ,.1 13. 3 
Over 20,000 12. 8 l .o 11. 3 

'Table TI reads: In Teat I, aruu1t1ng \. ~iform nUlli> er of pages. the 
ratlo of time, mlsaed to ?.t)fds misaed 1n the Thorn• 
dike scale, 1n the 1 .. 000 rating, le 2. 0. M'alysing 

. the entire pages read by ea.eh student , the ratio 19 
1.4. 

In !est II , analyzin@l a unU'on number of pa.gee, the 
ratio of times misaed to words missed in the 1,.000 
level it 1. 0. For _the entire pages read by each 
student . the ratio is 1. 1. 



and Teqiag materials read , there ls a. decided increase 1n word1 missed. 

The CUM'es in th.is graph se• to be Yer, clo,e together, indleaUng that 

the two teats a.re Talid. 

'l'ables V aad YI make 1t possible to eompare a.t a glance the data 

tcud la ea.eh table and graph preceding. 

Both \eats were giT•n to the same group of people, ud eTen though 

the, were fl"Cm diff&nat book:11 , the., ien to show \he aaae thing-that 

there h a d.eflnite increae• in d1ffleulty at the an·ea thouta».d. level . 

The s1111larit7 of the two tests aAd t.he re-1ult! o'btain.ed frem them 

indicate that th1s is a r1tlin.ble aetbod of \eeting voeabul.&17 burden. 

Therefore, 1 t mq be concluded tha.i these teete did measure the TOcabular, 

leTel and tb.e "f'Oc.abular, level 11 at the tu11Te11 thousand level. 

The sH·en thousand leTel, therefore, 1a the logical. starting point 

at whieh authors should bepn te sillJ)lify the Toeabu.lg1e1 of eve17dq 

h.dnesa training textbooks for ninth grade studa\s"' 
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OHAPTm III 

UiVESTIG,.\TION OF OUR :SUSI ·"ss LIB - -
One of the purpoae-e of this investigat ion, as baa b•en pre,iously 

atated. is to analyze Our :Bu~inest Life bf Lloyd L, Jonas to 4.etennine: - ·- ,, 
l. 'llli.e nubei- of wordt found in the book which n1n\h gra<le atudents 

2. !he place•t of these words in the Tbomdike scale. 

3. The frequency of occur-rence of thes• word•. 

4. 'l'b.e \otal number of <iitficult words in ea.ch thousand leTel, 

according to \he 'l'horndike seal e. 

5. !lw number of difficult word, not found in the 'l.'horndike list. 

6. The percentage of different difficult w-ord& in ea.ah thousand 

lnel. 

7. The number of difficult words used once, t ice. three, rov, 

!i Te, six_. seven Bild more than a even time · lf' the author. 

S. The number and treqaenc, of diffioul t words defined or explained 

by th author. 

Our hdnesa Life was a.na.1yzed and e ch wortl above the se•en thou.sand ....... - ........ 
level in the Thorndike list of 20,000 words wae underlined and. the rating 

noted. ii ith the exception of chapter hea.dinge, pic\u.re1, <harts, diagrams, 

preface, ta'ble of coutents, P..114 index, the entire book as analyzed. 'l'he 

•ords found in the problems ,. suggested reports and supnl&me11tarr in.eterial 

?.'ere tabulated separately from the words found 1n the solid reading matter. 



o:ept for sp~cial re: sons, sep rate entries a-!"e not made of 
plU?'a11 1 1: :plural• dlere t 1s re:plaeed 1" 1ea; ad."ftsrbs formed 
b7 ad41De; kl co U&U'ft:t 4. •llP•r!at1,.a, f01' d ~ e44.ing !!. 
&ad qt. or t and. !!; 'ferb toms in !• !, !J. a.rut 1Y.} l)Ui 
ut1c1 les foned adding n, nad ,ad.Jeet1••• f one4 addt 

! ·. to proper naae. -

Where tap ate eatFle-1 do oet:11r, it ls beea,a,•• the dff11'ed ?4 
ls U.te.J.y to o-tfff ~ diffiC\tltT to pu,pU&, d not. to non 
eut17 be• kno•l•dg• of the pri11a17 word. !bu. ~ •1114 not. 
b& lmOft fNtl 11•• ~·~!!I and bcll

1
"1,!1 eho:1114 J~ften 'be 

lea.med lat\e adenfl.y o! be tiv.114; anda 'ml' ap ·ear ha 
the work of Grad• 1 before\her hat ,eea . · · . cpe.naae t 
~ ~ enable t , 1l ·\o derl•• tt ~ hbteelf.1 

If ih• aeanlng or t:0:mpound .,,ordt ct phrase, ~14 " 41nJt:ro7e4 bf 

separation thq wet'e ,,. led u d1ff1cult ,ror ••• the 20,000 l&Tel 

It bTpben ted words 4 d:1tf ennt uo1 1 tro• , . • emlngs s.e 

eepar *• word• thq were lilc-0.1t'-9e treated a.s ditttcull word&. 

c rd.. thus , ol I l 6 meant that client was b1 lh 7.000 le•el nd hd 

. 
\ho.rein 11e\ed al h bel1caU,. ttate wer ~an ma4a tJbo...S.nc rut ria 

in each tllOU#aad la,el with the tteqUene, o.t oeourrence. A.a nu been 

at tea before, these lia\t •• •de s sratelT for \ha eoltd ru.4.1 

l ' nrcl L. !botlJldite, ! ! ea.Gher•a ord ~ ~ 29,000 ,ord•• nlaad, 
B\'t!'cau of Pnbl 1ca.Uona, !ea.ohens College, Columbl Teral\y, n 
'rorlt, 1932, p. iY. 't .• 
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!able nt thowe the number and frequency of the different dif:f'icul\ 

words toad ia Our Justness ll!!.• !he actual difficult words, th•1r place-

1tent and the fioeq_ueney of occurTMlCe a.re f'ouad ia Ute Appendix. In the 

olld readinc matter thflt'o is a total of 1263 difteret d1tfleul t worda 

above the 6,000 word level. these words a.re used a total et 4593 times. 

It should, be noted that there a.re at the 7,000 level, 120 or 9. 5 per cent 

o.f the total dU'fictil t worde-in the eol1d reading 11atter. fh ae 120 words 

are used 961 times or 20. 9 par cent of th total frequency of difficult 

words. At the 8,000 lOT9l there are 155 different wo1"ds. 12. 5 per cent 

of the total difficult o-rds. Thl'se 155 ords are used 726 times which is 

l5.s per eent of the total number of times the diffloul.t ords are used in 

the solid reading matter of the book. 1th only two exceptions the number 

and per cent of difficult words decrease steadily tJ:1&reafter. In gener-al , 

the rreq.uenq of these -..orda decreaea:; in similar f'aab.1011. It should be 

noted that 392 or 31.0 per cent of tbe total n.uba ot difficult word.a . are 

above the 20,000 'Pord l evel 1n the Thomdike sea.lo.. 'fheae words used eo 

occasionally that thq are not included in the Thorndike 11st are usocl 

tote1l of S66 timos, 1g.9 per cent of the total frequenc, of difficult words. 

In the excl"cises ., problems e.nd supplementar, mster1.a.ls , there ere 6:,g 

different words above the 6., 000 1 Tel. These words are used a total of 

1879 timee. The g:r-e-atest fr uency, both a.e to the number of different 

words and their frequenCY" of use, in this typ of material , is at the 

7 ,ooo level. There are 105 diffe!'ent difficult 'l'l'Ords a.t the 7 .000 le•el , 

eonst1tut1ng 16 .• 5 per cent of the total. The, a.roused 442 different times 

const1tut1llg 23.5 per cent of tho total froqv.e.nc:y of d1!1ieult "«ord.s. At 

the g.ooo leTel th e;l!e are 84 wor,u or 13.2 per eent of the total difficalt 

ords. These word! e.r e used 251 times , cons titut1n& 13.4 per cent of the 



TABLE VII 

lJUMB:B!l AND FB.EQUElfOY OJ' DI FJJT.REiBT · DI FTICULT WORDS FOUND I N OUR ~INESS LIFi :BY LLOYD L. JO~ 

Sol14 Rea41M Mater1.a1.__ . - · -~~ _ - -- ~~ ero.-1aes . P 
-To-.~ -Dif.-- -..-Per <fimt - Frequency ~-Pe:r-C-ent .,.:_ -No-: -Di:f' ; --~PerCen\ -

fborn.d.ike - D1ft1cul\- DiffiClll't•D1f'ficult - of Total -- D1f:fieult- Di:f'l•tcult -
Le•el - ~1orde - Words - liorda -Dit'ficul t- Worde - Word.a -

Frequency - Per Cent 
Ditticult- ot 'fotal 
Word• - Difficult 

- ... - - Words - - - - Worde 

9.5 961 20. 9 105 t6115 442 23., 
1 2 .. 3 726 15. 8 34 13. 2 251 13. 

1.000 120 
8.-()00 155 

s .. 6 461 10. 0 51 s.o 170 9.0 
7. 4 347 7.6 37 5.8 1 28 6.s 
5. 3 222 4. 8 28 ~. 4 g5 4., 
5.3 212 4. 6 4o 6. 3 120 6. 
~- 5 242 5. 3 ~ 19 ~o 114 6 . 1 -. :1 .o 141 3. 1 30 79 4.2 
2.6 70 .1.5 19. 3. 0 26 1. 4 
2. 1 58 1. 3 10 1. 6 21 1 . 1 

9 ,000 108 
10, 000 93 
11,000 67 
12~000 67 
l3~f)OC) 44 
14, 000 50 
15, 000 33 
16.000 26 

1. 7 7g 1.7 17 2. 7 33 l . S 
2. 9 63 1. 4 22 3. 4 37 2. 0 
l . 8 107 2. 3 13 2 . 0 56 3. 0 
2. 1 39 . 8 9 1. 4 10 . 5 

31 . 0 g66 1s. 9 154 24. 1 307 16. 3 

17,000 22 
1s,.ooo 37 
19,000 23 
~.ooo 26 
Over 20~000 392 

'l'Ol'ALS 1263 100. 1 4593 100. 0 63s 100. 1 1!79 100. 0 

Ta ble VII read.a: There a.re 1 20 different d.i1't'1oult words 1n th& 7, 000 le-.el found in the solid re.e.d.1-,; 
ma tter of' Our Bu.sine•• Life. Thi s is 9. 5 peJ' cent of the total tU :f:ficult 1".0rd•• and 
the words occurr 961 times or 20. 9 p&r e•t of the fr equenq of the total d1f:ficult 
word s . There are 105 differ ent difficult word• in the 7 , 000 l eTel foW'ld in the 
exercises , problems and supplementary material of Our Bu.e1ne•• Lif'e . The ee word.a :form 
16. 5 p e r cent of the total d1ff1cul t t'fO rds found amr-thq occur ""'tili:2 times or 23. 5 J)e r 
c ent of the fr eq'Uenq of the tota l d.1. f:f1cul t words. 

~ 



to,ai times.: the difficult words ar• ueed in the aupplemeatar:, ter1al. 

Although. in general, th number aad per cent of dlt't1cult word• decrease 

progl"esalTely tc the 20.000 word le"t'el the progrHBion is not regular aa 

in the cue of the solid reading matter. either 1s ~ fre uenq of use 

of di!fieult wordt progrett1vel.T small. !here are 15i. word.a above thf! 

20 , 000 l evel', or 24. rl per cent .of the total. These difficult words a.re 

us d 307 th1ea coneti t.uUitg 16. 3 :per cent of the total numbe-r or Uaes 

dif fieul t words ~• ueecl. 

!a1>1e TtII 1how1 the number o,f different d1:tfiew.t words found la 

~ Busineaa Lif'• according. to their frequeney of occurrence. Of the 1263 

different word.a used 1n the solid reading m tedal, 745 or 5~.o per cent 

are . used 01111 once. A tote.lot 198 word• are u1ed onl7 twice. Thia 11 

15.8 per ceat of tha total difficult worde . fhus,. more thsl thre .. ro.urths 

of. the worde above the 6.000 word level, which ia the rea.dln.g leTel of 

ninth grade children, are u.se4 onlf once or twice.. Only about one-eighth 

of the different ditticul t worda a:re used five t mes or more. A similar 

situation is apparent 1n tho exercisea, problem, and auppbmenta17 terial 

with respect to the number of different dU't"icult words, a.ad their trequeney. 

Or the 63g differen\ d1tfioult '-'Ordl in lhis •pe of mateJ"1el 343 or 53.8 

pr cent a.re uaeci onlf once. and 113, 17.7 per cent are ueed only t wice. 

Those two groups con1Utute nea.rl.y three-fourths of ell th~ 'IJl>rda abov 

tll,e reading le'f'el of ninth grade ch1ld7en.. About one-aeftn.th of the words 

a.re used fiYe or more times in this type ot material. It is questionable 

hether or not the repetition of these difficult words is sufficient to 

fix the vooabul8l7. 



! J.Bt.E TI II 

!D llUICBEI OF DU'mti!IT DlFFl'CUL! W<EDS JOUID IB OUR JWIDSS LID 
TBA.if OOCUR OJCE, TWieB, TD , rotm, 11VE, sfx. sifii • . -

AND ORE TBA.I SEVEN TIMES 

Solld Readi!4 _11ater1al 
ifo. Dif. Per Cent of 

S!EEl=B\Q M!tm&! 
o. Dlf. Per Cent of 

7requenq ~itficult Dtff'e:rent DU'ficult Differeat 
Of Occurrence W~rda Diff1eult Words--- Words Difficult t <i>rd 

1 7~5 59.0 343 53.s 

2 198 15. 8 113 17.7 

3 93 7.4 45 7.1 

4 61 4.g 39 6.1 

5 37 3.0 19 3.0 

6 31 2.5 17 2. 7 

7 7g ,.2 13 2.0 

More th&11 7 20 1.6 49 7.7 

TOTAi,$ 1263 100. 3 6)8 100.1 

-

'l'able TIU re&de: 745 of the dU'ferent 41:ffleul t word.t found in the 
aoU.d readtn.g matter of Our Busineaa Llt• ooov 
only once, and 343 or the dlttarent ct.iff1cul t 
word• found in the supplemeatar, material occur 
onlJr once. !ha\ 11, in the solid reading matter, 
59.0 per cent of the total different difficult 
words occur only onca; in the supplement ar, 
material, 53.8 par c.ent of the t,otal d1ffernt 
difficult wPrda occur only ouee. 
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By eouat111g the actWiJ.l number of worde found on seTe-1. of the pages 1n 

the book and multiplying \he a•erege bf the n'Ullber of paces in the book, lt 

ie found \hat there ~.re 1n the eatiN book &pproximaiel.7 193.500 words. BJ 

aU.ing the total frequeacy of dltf'lcult •rd1 tound in the solid reading 

matter, 4593. and the frequency of dU't1cuU word• in the uereise, .. pr-obl••• , 

and sup:pleaentd7 material, 1S79, t\ b found that 1n the eatlre iextbook, 

there are 6, 472 diff1eul t words. '.Pheee 6472 difficult words constitute 4".o 

per cent ot the total runni~ words. While 4.o per cat 11q not appear to 

be a very hea~ we-abuluy burden, the fact that th ru.nniug words include 

such rds as a , lhe and 1a. nst not be oTerlooked. It sho-uld be noted ................ 
that in thie book of 645 page9• there are 61J72 difticul t word.a or an a-re-rage 

of 10 difficult worde on ea.ch page. In an saignment, then, of ten pagee. 

there 110uld be •proximately 100 difficult 11JOrd1 which a ninth grade student 

would encounter. 

In the solid reading atter, which conetUute1 e.ppro:dme.tel7 472 of the 

total '45 Pat:es. there are 1263 <l1f:f'erent difficult words. That means that 

on the :verage there are 2. 7 new wordt on ee.ch J)a«e and these word1 occur 

9. s times on the page. There are. in the textbook, 8J')J)ro:x1mately 173 p9«e• 

of exercises• prob-lot and l\lpplem.en.ta.17 at&rial . tt should be noted that 

63g different d1:tt'icult -,rd• occu.r in this material o:r an aTerag of 3. 7 

different difficult words per Pa& . These difficult words occur an aver13&e 

of 11 t1 es per page. 

Defined. ora 

In con.side:ring the data just presented. howeTer, one must keep in 
. mini the fact that the number of different di ffiaul t word1 whioh · 

are introduced into the vocabulary of te%tbook: constitute oJl.11 
one import8Jlt factor in the difficulty which the pupil s ma, encounter 



in. eemA,~e..,'lendin . the . t~riala i n the bo"l' • Other f ctor hich 
ma1 e,., ly "'1 im rt t {l) th reqw-..ney trith .bich h$ 
di fficul ord ar re1~ at.d throughout t-e~t • • • • (3) th 

c·t l 1;eteent ge o i ficult · wo !'i which th . _ut t' de ine .. -·n 
.nis taxt • - . ) ~ 

To r estric 

develof; ent in 
ot th cour .,.e 

e th number o • dit't"eren 

di fficult words \Ybiah wDr efined by the u hor. · -wor " eonsiclersd 

·A total of 145 dif arent di .. ticuJ.t word are e ined by he a:t'ltbor . 

e ... e word occur 1158 ffl.e .in the rlbook. The e 14.5. ords con tute 

only 11-5 er cent of the total di f ferent difficul t o-rd .· founrl i n t he 

, olid T'el!d.ing otter nd e f r u.eney , 1158, ~on~tit1. i es 25. 2 • r cent of 

·he to .1 difficult uord t'ound ·n the solid r ~ing +ter. '!'ho defined 

words , th_ir pl ace ent in the 'l'horndike ~c le ·· d their frequency or 

occurrenoe may be fou:Jld nth. Appendix, 

se de in ot'dtr ,'ir, found n th oli ~ea ing tter. Cnly 

E; very f eW WO 5 in the SU: 1 le nt ... ry mute-rial re defined . Sine .Ill "'f 

of t he ords found in the 

··i,lld reading . ter, no Ii . tion l a e. of these d fined w-o • s , 

It h a . e.d, since 145 di ... !'eren · d f:tcUl ·ords :ere d~fbed 

satisfactorily by 'he ' !lt r , t t these ords and th ir fr equencie 

should be b!itract v!d fro the total , i ff-e:tent di fit.'Ul t 1tor-d .. 1:.nd th ir 

2 Fr ci~ D. Curtls , o • .£it .. p . 69. 

J ~ -, .• 75. 



; ~ .• I 'I' -~ 

~ rn;; i::,- ! iL,1 • ,\ I 1' ii' I .,,, r l'/W 1
• ·. , , 1.' . i . • ,1 ,i,Ln~ 

r_; I 1 > l' \ I' v . 
..J J) I.. :\. \. i 

OCT 24 1940 33 

frequencies to obtain the actual re ding dU'fieulty encountered 'b7 ninth 

gr ade student• in res.ding this t erlbook. Thh would mean that 145 word.a 

should 'be subetracted tl"om the 1263 total different difficult worde .found 

1n the reading material . to get the actual vocabula.17' burden of students 

ln the ninth grade. 

•. 
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SUMMARY, OONCLUS IOlJS .ti1D RECOM!ilEBJlA'!IOIS 

Two teats from material generally included in a oourse in nei7d.q 

businea• training g1 'Ven to 301 · ninth grade students ~how that th Tocabula.J7 

leTe.1 for ninth grade studets 1n comprehendio« meanings of ·ords 1 s beh'een. 

the six and seven thousand level accor41ng to the Thorndike 118' ot twentr 

tbou.~tmd words. i'ho.t 1 s. 1n roadhg economic mtter ninth grade atudents 

ha?e decided diff1cul '1 with · ords beginning at the se'ffu thpus.and level . 

This leTel was used &a a n.ortn for the anal.yd of Ou.r heiness Lite, 
. ·-

which 1 designed for ninth grade students. . The an.r,..lyais ahows tmt in 

the solid r-eadlng tter there a.re 1263 different difficult wo,rds at the 

7, 000 level or a.bo••• This i s an average of 2. 7 difficult 10rds per page 

and these words eccur 4593 timea or ii Yerege of 3. 6 times per word.. Ia 

the exercises , problemB and aupplemeataJ7 material. there are 6,3g differat 

difficult words, that i s , a.QOVe the 6,000 le-vel, and these wor ds occur 

1879 t1mes. This 1s am aTerage of 3. 0 difficult tlmos p'1' word and these 

di fficult ,ords occur n average of 11 ti es per page. 'this 1nd1eates a 

rather hes.TY vocabula17 liu¥en tor ninth grade tudents. 

Of -~otal 1263 dlffieul t words which appear in the solid reading 

matter 392, or 31 .0 per ceat of the words a.re n~t included in the Thorn­

dilce 11st . Of the 63g difficult words foUDd in the xerci ea, problems 

and eupple.menta17 'tn.t'- terial 154 or 24. 1 per e-ent of the ords a.re above 

the 20 , 000 l e-vel . It i s uestionable whether or not the author should 

use so lllB.fll' worde which oocu.r eo oceado,nal.ly th t they al" not included. 

1n the Thorndike list. 
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Of the 1263 different ditficul t words in the solid reading matter, 745 

or 59.0 p r cent or th words occur only once nnd 198 or 15. 8 per cent occur 

only twice. !hus. three-fourths of the words a,boTe the vooa.buler7 level of 

ninth grade studenta .are not repeated or are repeat d onl.J once. Only 13. 3 

per cen.t of the total •ord1 occur at maiv a.a ft Te times. In the exercise•, 

pro'bleaa , and supplelll8nta17 material, 343 1 or 53. s per oent of the word.9 

occur onl7 once and 113 or 17. 7 per cent occur 01U7 twice . 'l'hus, almost 

three-fourth• of the words re aot repealed or a.re repeated only once. Onl.7 

l~ per cent of the words- OCCU1" a, aany as f1n timea. '?his attorde little 

opporlunit7, by repetition, tor the students to master the 't'Ocabular, of 

this book. 

Ia the entire tu:tbook. there a.re :ppros1mately 193. 500 running 'ffl>'l'ds, 

and 61 472 of these are difficult ll'O-rde. '!'hat is, APt>J'OXimatel,T 4.o per 

cent of tho total rwmi»g words in the books aro difi'1C\llt for ninth grade 

student,. Althoup. thh may not appear to be a very heav YOce.bula17 

burden,, it lfflat be remembe1>ed that these 193. 500 word.a include such worde 

as !.• the, and !!.• !here are. in this book of 645 j)age , 6472 difficult 

words or an awl' e ot 10 difficult words on. each page. '!'hue, in an assign­

ment of tea pages, the ninth grade students would enoeunter 100 difficult 

YOrd1. In the solid readf.n& matter, there a.r.. on the average, 2. 7 different 

difficult words oa each p~e and the1e llfOrds occur 9.s times on each p~e. 

In the xerciaes, preblems and supple11etar., material., there a.re, on the 

average. 3. 7 diffei'ent difficult words per page and these dlffieu.lt -,rds 

OCCUJ" a a•erage of 11. 0 timee per page. 
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Of the 1263 different difficult word!3 occurring int.be e.ol id r-e ding 

mntter, 145 or 11. 5 ?9r eent 5:re defined wi th othe-r r:ords found in he !'ir~t 

six thousand level~ of 'rhorndi.k~• ~ ·uiL '· Thu,r.. ,. very few . .! the difficult 

v:orda ~ e 8-:(';:l t:. ined with words which the nin h gr de dudent underet.11.nd • • 
·• 

In the li ·ht of the bove dat11 , it i ~·.recommendoo· th"t th~ author 

provide more adequately f or th. 9upils t.o l earn new word.:-b,· re1Jatition, 

definition or ill~ tration, ru:t.d that the _uthor ·limit the number of di f-

"er-ant difficult ords i n ev r"J'day bu ines3 tr ·ntng tei tboolrn . 
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.APP~.1::-DIX I--Te~t l 
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EXCERPTS FROM CHAPTERS XIX AND X:>C OF GENERAL BUSIEESS, BY CRABBE AND SLINKER, 1936. 
Reprinte~ by permission of the author~nd the South-Western Publishing Company. 

THE REASONS FOR BUSINESS 

S.ection I. The Purpose of Business 

Our Standards~ Living. None of us has everything that he wants. When we compare · 
everything that we have with what we would like to have, we seem to have very little. 
But when vre compare what we now have with what people had in previous ages, we find 
that we have very much. 

Our schools are much nore complete and offer many types of instruction that have 
not been availabl e heretofore. In fact, not many years ago, only an unusually for­
tunate person was permitted to gc · to high school. This is indica.ted by the fact · 
th," t a.s rec ently as 1830 less than 3 per cent of the persons of high-school age were 
enrolled in public s econdary schools. Fifty yea.rs later, approximately one-half of 
those of hiF,h-school age were enrolled in public schools, and in addition many ethers 
wer o enrolled in private and parochial schools. A high-school education, which was 
formerly the privilege of only a few, is now A.vailable for everyone. 

Our towns 1::-nd cities are now much more attrooti,ve places in Vl'hich to live than . 
thAy were a few centuries ago. In those dn.ys the streets were not paved, and they 
wer e ':'1.lmost without lights at night. No city h..9.d streetcar lines, busses, or other 
men.ns of rapid transit. Even the best of the homes were without the simplest· of 
moclcrn conveniences. Light vras furnished l argol~r by candles. Now the electricity 
used. in our homes for lighting purposes requir e s the use of millions of lamps, each 
of which gives more light than many -0Andl 0s. 

Not only is electricity the source of light, but it also is a very valuable 
source of power. In homes it operat es mnny devic es, such as waltling machines, re­
frigerators, rn.dios, nnd vacuum cleaners. In factories it drives the machinery that ·· 
nlf~kt~ s possible the production of many things that we use. In a_ncient times slaves 
\7cre forced to work continuously in order that their masters might enjoy some leisU'a 
Now the electric power used equals thf' l<ibor of many millions of men. In other 
words, ench of us hns, in factories or elsewhere, electric power working for him 
that is equal to the labor of nt least one clave ,,ho would vrork every hour of every 
o.n.y. As a r esult leisure is :-'I.VUilablc for all, nnd no one is required to work 
continuously. 

Our cities hn.ve changed greatly v·i thin recent years, but chMges are even more 
notable in the rur"..l districts. A hundrf>d yt,ars ,".go there were few roads tM.t could 
be called improved. F::,,rms only twenty miles from a city were remote and difficult 
to r er\ch. Now we hrwe ~lmost three-quarters of a million miles of surfo.ced highways 
reaching into every pn.rt of. the country. 1?Yith mode1·n transportation, schools, 
churches, ru1d mnrkets are c1.~m.ilA.bl e to rur.:11 sections n.s they never were before. 

The exnmples given here ~re only a fevr of those th:'lt could be given to illus­
trate the extent of the changes in living conditions within reVttively recent yeP,rs. 
When we s tudy living c6ndi tions as they were ~, few centuries ago, we find that then 
even the r:1ost , :er-1.lthy did not have rnriny of the conveniences and comforts tM.t almost 
everyone now hr-1s. 

:Ous i ness Incr e.nses We11.lth. If the individu::tl h!id to depend upon hi?:!!self to make 
everything he us ed, he would h;we little more th!\Il what the poorest sav1>.ge he,d. Sup­
nose, for ex[lmpl e , thc"'.t the only wrcry in which you could obtain a pair of leather 

· shoes ?'11.s to r.i,uce them ::i.nd thR.t ~rou could not procure froI!l others any of the needed 
n~teriols. It "'ould be necessary for you first to prepA.re the leather. · . This would 
r •:iouire th~t you kill on l".nimAJ., remove the hide, rind complete the tanning process. 
It would be necess~ry then to cut out the l e~ther ~ccording to a pattern that you had 
devised, Rnd to sew the p~rts tcgeth':lr. The sewing would have to be done 'l"'ith rude 
su '.)sti tut e s for thr ead ruid f.\. n eedle. such 1s "OU could 1:teke. The result would be. 
~t best, R crude covering for your fe et, inferior to Indiru'l mocc~sins. 

Al'.i '. .c,u, ·~, ··n almost unlinited 8Jnount of work vrould be required in making a poor 
substi tutc f'or shoes, n person er-in buy r,.. pair for rio more thPn th.e amoun~ that he 
receives for a f ew nours of '''ork. .t\.S fl. result of bus iness ~.ctivities, great tanning 
or,,-anizations hnve collected hides from ru.l parts of the vrorld and hp,ve ma.de dur~.bl e 
l~ther fron the1:i. · Factories hn.ve purchAsc <l this leather and, through the use of 
nuch n1>.chinery ond th c'.l co - oper~tion of r.mny peor,le, hnve made great numbers of shoes. 
These shoes b~ve been c11rri ed by other business organizr.ttions to all p~rts of the 
c ountr~~ :::md have been e adc av'.lila.ble for purchase in retail stores. 

Thus business, through the use of nr-.chinery and other equipment, :md through 
the co-operntion of r.mny people, has en:1ole<i a person to exchange i:i. few hours of 
nork for · sor.mthi11.1; thi:tt he hi nself C'1uld not produce v:rithin weeks, if he could pro­
duce Rt A.11. Althcugh busifa· ss l'l.ctivities nre of many kinds, all of theri have the 
s a;11e '01.lTT)OSe; . thnt is, tomnbl c people to s"tisfy their wants more fulls, than would 
otherwise be possible. 
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Business nnd Profits. Businesses e.re organized r.and conducted to render services and 
thus t o enable peopl 8 to s:..tisfy their WRnts. A business is usuP.lly successful in 
TJronortion to the services thn.t it renders its custor.1ers. One organizing a, busin>ss 
;:lU'.;t therefo re consider how he can best serve his customers, for if he ci:\nnot render 
s ,•.tisf.qctory service his venture will be a fd.lurn. Nevertheless, vrhen a business is 
·o e inz organized, the primary purpose is usu~,lly not to render service, but to earn 
[' prr)fi t. 

Suppos e a truck gardener rents a piece of land, raises vegetables on it, and . 
solls them in a neighboring city. He rendt.irs a serYice in that he makes it possible 
for others to buy food fro;.1 him. The r€\ason 1.;-hy he has gone into business, howev_er, 
is t b:> t he believes he cFtn sell tile vegetri.bles for r.iore than they cost him in rent 
for the lend on which they nere grown, in labor, and in other expenses. If, after 
oper,1.tinc his .rarn for fl. few years, he finds th'.:tt he is not making a profit, he 
probably will chP.J1.ge his occupation, as othcrvlise h e will not be able to r,iF\ke a 
livin6• 

Likewise n business t}v,t nalrns shoes does so because it CR.n sell the!!l for r.,ore 
than the cost of production. An individual may p.'.\_v, in return for a pair of shoes, 
only the incor.,e received for~ fP.w hours• work. This amount is much less the.n the 
co st would be if he '.':l'l.de the shoes hinself. Even this amount, however, is more thnn 
the cost to th,3 mnufncturer in nnterials, labor, and other iter.,s. The use of ma­
chinery thn.t con nn.ke thousands of n.rticles exP.ctly alike makes it possible to pro­
duce r:ia.nufa.ctured f'.rticles nt a vr:;ry lo,· cost. If ::ianufactured goods could not be 
scld for anro than the cost, ther e ,··ould b e no incentive to build large ft=1.ctories and 
t'.) e ouip them with e1:p onsi ve rnn.chinery. 

These are exanples of the fr~ct that men Pngage in business in order to make a 
~rofit. Without the hope .of enrning ~ profit, there would be no incentive to organ­
ize and operate a business. If a business ca~not b e made profitable, it will, in 
tine , be disc0ntinuod. 

Section II. The Materinls of Business 

?:lenents Used~ Business. Businnsses ~.re organized to e"l.rn a profit by rendering 
s,':!rviccs. These s ervices differ widely. Some busi :1 esses prepare s.nd distribute 
food Nld clothing. Oth~rs provide transportation, µrotecti0n, entertainment, and 
th<' innuner~bl e other services that peonle denrncl. Although the activities rendered 
by different business orgP.ni zatirms vary vJidely, nll businesses are alike in that 
the? cxpE:c t to r,,,nder services and ther eby to earn n profit. In acco::1plishing t·hese 
purposes, b°l .. sinesses use four elements: natural resources, labor, capital, and 
;_ ::U.:-~'Senen t. 

lfatur~l Resnurc e s. N~.ture is the gr~n.t storehouse from which v:re get everything thl.'l.t 
Fe use. Our f ertil e lands make possible the crops frora which most of our food comes. 
Our for ests provide lunber for buildings and for r.1F.1ny other purposes. From our nines 
V' C obtD.in coA.l, which is f'.. source of po,'1er r.i.nd. hee.t, and a great variety of minerals 
fro:;1 v,hich :-,etal products are nr-.de. Our oil n ells provide oil, which is used almost 
cveryvrhe::: e ns a source of power rind for nnny other purposes. Our rivers provide not 
only 11.venues for tr?nsportation, but r-ilso n gre~t source of power, which probably 
will be used r.10re ~nd 1:1.ore in tr.e futur e . Our quarries provide the stone that is 
used in nnny of our r;ref.'.t buildinp-s. 

These exru:iples nre only a few of the nnny tha.t mi~ht be given to illustrate 
that everything we h.'.\ve comes fron n'1ture. When we observe a pov•erful airplane, a 
r.,ai'._;nificient buildinl-;, .'). b,:,autiful painting, or the intricf:l.te mt:chanism of a watch, 
we nre inclined ti"\ think mostly of '1an • s skill in manufr.cturing. It is true, howevei; 
thn.t e!'..Ch of thes ,c ite>T'.ls and, in fact, ev erything ·that i,·e night nention is made of 
r:i.aterir1.ls doriv8d fron nf!,ture. i7ithout n:\tur.,l r e sources we could make or prodUC'3 
r.0 thini::- . 

~. Al thouGh everything we hn.ve is derived frcm nn.tural resources, few of these 
resources n.re in the forms in which they cnn be used by average persons. Before 
n'\ turnl r e sources c::in be used, v~.bor must be applied to thet1. The great trees in 
the forests are of VRlue to P. person who wishes to build ~- house in one of our large 
citi e s only n.fter people fell the tr ees, r:1r:tke then into lunber, and transport the 
hmber o,•er lonr distrmces. The con.l underground becones useful 9..s a source of heat 
and. power only after it has been nined Rnd, in n~my Cl\ses, after it hEl.s been c~ri~d 
r.10.ny r:tiles. The iron ore in a nine is of value to people in all parts of the country 
only ~fter it has been mine<\ refined, and me.de into iron ruid steel. A purpose of 
business is to take n r>.tur q,l resources, to apply ltl.bor to then, A.nd thus to make then 
".Vr>.il n.bl e for use. 

C"pi tn.l. More thrin lr.tbor is required in converting natural resources into the things 
th.:1t v•e want. A s~w"ge spends weeks upon weeks in burning out Md shaping R. log in 
order to 1:1ake a small, crude bont. Much of the story of Rdinson Crusoe tells howhe 
~~de nntur~ resources into us~ble forns. It 1Dok hi~ forty-t~o d~s to cut out a 
singl o bo~ro. to be used n.s r- shelf, al tho11€h Crusoe v1as not entirely dependent upon 
his own labor, for he had a small axe that had been nade by someone else. With 



better tools he coull~ have ml:de 1:is shelf" much ;:;1ore quickly, but without ~y t ·· o1s 
ho could not n~de it in the tine he di d . 

Business uses buildings, equipment, ruid supplies in naking the things that we 
use . For example, in the production of A.utonobiles, ri':':1.chines vn.lued at nany thou­
sr,nd s of dollar s are housed in ;reat expensive buildings. The supplies used may . 
hrtve b ;:> en collected from all parts o f the world. Such buildings, equipment and 
supplies--in fact, all things that o.re n.vailabl e n.s a result of p;,,st acti vi ti es-­
are kno':·n [',S ca.pi t;,l. The tern capital is sonetines used to refer only to noney; 
Jut, as it is used here, it refers to everything of value that we now h:we. Capital. 
is one of the i mportMt elenents that business uses in making possible the satis­
faction of our wants. Without capital, business could not produce the mr>ny things 
thD..t ,-;e use, roid ,.·e would im1J.edi!J.tely revert to n condition like the.t of savages. 

M~n?.gement. Suppose that a plant equipped to produce 11.utomobiles was turned over to 
on !:' thousnnd nen collected at randora fron the streets of your city. You would not 
expect ru1y 8.utonobiles to be produced because tho nen vrould not hrwe tho technical 
lmo'.'iledge a.nd skill needed to oper~te the plru1t. Furthermore, they would not know 
the work that ea.ch was to do, whore the naterb.ls to be used in the n:::inufacturing 
process were to be olltained, or ,.-·ha.t was to be done with the finished product. 

Gathering t o?ether in a ncwrspaper plant r-t number of people who c,<m v•rite and 
the suppl i es necessary for the production of the newspaper will not result in one of 
our wonderfully complete d<J,il~· newspnpors. Different persons must direct the gr.th­
ering of news fron all over the \"Orld, the editing of the news, the collecting a.nd 
arranf;ing of the advertising, ~nd the E!Ultitude of othor things required in the 
preparation of e~ch ec1i tion. This direction is possible only when there is a com­
plete orgn.nization in v1hich each inc1iviCu8l hns n. certain share of the v,ork to do. 

It is apparent then thc."l.t Xlana.t:ement, like n'.'1.turn.l resources, labor, and 
cn:pi tn.l, is ::iecess.ciry in the production of us~.ble goods. Only through the use of 
all four of these elenents is business able to sntisfy the great variety of wants 
cf the people. 

Section III. The Business of Production 

Mei,..rdng of Procluction. One of the important services rendered by business is the 
:v c.1dn:2' orproducing of good.s th0.t we need or want. For eX3.lllnle, the farming irn:.r .. st~ 
produces food, naterials for clothini;, and many other raw materials; the mining 
industry produces met'lls, \'rhich n.re used in thousands of vrays; the fishing industry 
ri.dd.s nuch to our fo od supply; and f~ctories mike articles of many kinds. As a 
r esult of the P.ctivities of business, goods ?,re 2..vaila.ble for our use. These 
n.ctiviti os are known "'S production. 

Af.I'iculture. When Fe think of business, vie soraetimes do not think of agriculture. 
AGriculture is, however, one of our largest businesses. More than ten oillion 
people :.re enployed .on fci..rns. The 3.now1t of the in.cone from farr.1 crops has, in r;,2_ny 
ye:::i.rs, been ,:1ore than ten billion dollars. 

About one hundred years ago fo.rming could scarcely be classified as a business. 
Each far1:ier was occupied in raising the thinf:·s that his fn.rnily needed. Little 
produce was sold, n.nd. therefore few goods ':lanufn.ctured by others were purchased. 
:&'1.ch fa.rm 'l''as l a r eely n. self-sustaining unit thnt dealt to a very snall degree with 
others. Within recent years conditions on firms have changed greatly. Especially 
not~ble is the increased use of nachinery. Farming vas formerly done almost entire­
ly with hand labor. It is now done largely with rm.chines. The value of farn 
!".'Achinery for each farm ,"orker has, in seventy-five years, increased 4oo per cent. .A 
farnor of one hundred years aro worked ten hours a day for six days in order to 
nL-mt, care for, n.nd harvest an acre of wheat. With the 1:iost r10dern and efficir:rr...t 
'J.".chinery the farncr of today can do the Sar.le work in a few hours. Fa.rr.iing is, 
then, 0.epending no lon"'er -solely on hand labor; but, like our modern factories, it 
uses much expensive labor-saving machinery • 

•. Agriculture is frequently spoken of as our basic industry. Without r.1odern 
~-f;'riculture our ?-reat cities, our enorr,1ous factories, ·n,' "ur extensive trans-
pr: rt'ltion · _n:, .. Ptens v,ould be impossible. 

Mining. Another basic industry is the obtaining of minerals fro:1 the earth. Th:: s 
industry is scarcely less inportant than a1:a·riculture. Consider how our activiti '<:' s 
and the activities of business would be handicapped if we were without only two of 
our well-known 2lineral s--iron and coal. 

Iron, or steel nade from iron, is r equired in the r.m.nufacture of almost all 
kinds of l'ilacbinery . Our farms and our factories are equipped ,•i th machinery that is 
made from iron. Our neans of transportation, that is, our trains and the rails on 
which they run, our trucks and other automobiles, are constructed from the products 
of iron. Zven nany of our buildings are supported by steel beams or are reinforced 
V.'ith steel. Coal is a source of po,?er for thousands of our factories ~d, in nuch 
of the country, is a source of he.!'.t for hemes , offices, and f?.ctories during the 
cold winter nonths. 



W~en we try to inagine !ih!tt 1:1e would do without iron A.nd coal, .re think of 
thinr s th•1.t cculd be substi tt'..ted for then. For iron 'Fe might use other metals; 
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fr1 r coP,l •.~e night, to n. certnin extent , subntitute other fuels, such as oil. These 
RUbstitut e s are, ho, Iever, nlso products of our nines. It is evident that, vrithout 
the prnducts of ~ines, modern n0thods of produc ing imd cl_istributing goods of all 
oth(ir typ e s wou..l.d be inpossible. The n.dvo.ncod stage of civilization that 't"Te now 
r..r-1.ve woulc"i. necesso.rily c e11.se to e:<:i st . 

MinirJ.g is nat so uidesprea cl. as 9t~ricul tur 8, for it is dependent upon c c.rtain 
sources of supply, y:hich are not available t)Veryv:h ere. It is, however, an important 
inciustcy. Its euployees are 1,.bout one million in nUr.lber, and the value of its 
proclucts is nore tha.n four billion dollars a yee:r. 

Forestry a.nd Fishine:. Those industries are not so extensive ~s agriculture and 
mininf , but they are nevertheless i~portant. They e~ploy nore than a quarter of a 
:1illion p e0ple. :B'rora our forests r:-e obtain the lunber needed for the construction 
of buildinc s, furniture , and other P.rticles of many kinds. The mount of lumber 
produced in !).Il av erR.ge yea:£ is so gre~t thR.t, if it ·,;;r ere piled in one stack, the 
stack would be on8 thousand feet square and ;.1ore than a half nile high. Our fish­
eries add nuch to our tottll food supply. Each nonth the value of their products 
amounts to s ,:iveral million dolln..rs . 

MEinufacturing. Manufacturing differs from the forms of production that have been 
discussed heretofore in thE'lt it coes not produce anythinr, mtirely ne'V"'. It takes 
the prod.ucts of r~,£ricul ture, ninin~?: , forestry , or fishinf·, tmd fro:r.1 then produces 
ru-ticl es that we can -.1se. From minerals it r.1e.kes n~chinery, aut onnbiles, and tra ins. 
Fron leather it nl\lt0s shoes . Fron wool 1>.nd cotton it ~'llces clothing. From whnat 
it nP.kes flour. In f~1.ct, it tcl{es r nv:r mnterir.ls r"Jf nll kinds Clnd nmces them into 
the 1:inny ~rticles th:".t we wish to use. 

More th-?.n fourt een million workers n.re enraged in the n~nuf?.cturing ::w.d nechrui­
ical industries. There are, thnn, :1ore people in this group thAn in the groun of 
".1.{,ricul tur,,l i::•orkers or in any other one group. The value of np.nufactured products 
h <1.s, in on,3 yeP.r, boen nore th..."!.n seventy billion doll <:irs, or nore th~n five hundred 
doll~trs fn1· exh per son in tne Uni tnd States. 

Su!1,:mry. Of the various services that businuss renders, the production of useful 
connoclitics is one of the gr en.test. Without this service we would be lir.iited to 
the use of good s th~t we ourselves could r~~ke. They ~ould be very few. Our rela­
tively high stand.a.rd of living, Pnd, in fa.ct, our civiliz,:\tion itself depend upon 
the production of good s by business ent erprises. 

Section IV. Tl~e Business of Distribution 

Nee~ for Distribution. We observed in preceding sections thnt business serves the 
public by pro ducing roo ds thr~t crui be used. But the production of goods is not 
eno ugh. These roo,: s uust 'b e made 1.wailable for the persons who wish to buy them. 

For exa1:1ple, tl:.c shoes ~rou wear mcy lwve been made in Lynn, Massachusetts; ·the 
,;::a.tch you carry, in Cincinnnti, Ohio; end the brea.kf.~st food you e9.t 1 in Ceder 
Rnpids, Iowa. To ouy 2..hoe s, a ,,mtch, or breakfo .. st food~ you do not go to Lynn, 
Cincinnn.ti, 01· Cdd~ Rs.p ids. You {:'O instead to retrdl stores tha.t offer such goods 
for s~le. 

Retail stores do not ordinarily rt."l.D.Uf~,cture goods for their custoners. They 
do, though, r end. er .rJ. service th8.t is very necessl".ry . They rm.ke F-OOds available 
when ~nd vrher c people want theM. If you wish to buy a bicycle or a suit of clothes, 
you need not fO to a ;:w.nufq,cturer. Thnt probably would be i nc r: n·.,onient, if not :i..:r.1-
possible. R<1.ther you go to A. retail dealer v:ho h"s a nunber of '.J icycles or to one 
;'ho hn.s many different suits, 3.nd n~ke a selection. Not only are you helped by 
h !>.ving the goods A.t hnnd wher e you can e:mnine then, "out you also find in the many 
~tores in your co'C'll'TUili ty n wider V?.riety of goods than you probably would find at 
the plant of one ~ruiufacturer. 

Ret '.'1 il Stores . Retail stores vary in size fron the great department stores, eoploy­
i n~ hundreds of sA.lesneopl e and selling many different kinds of merchandise, to 
sr:mll stores h~:ving only one or two clerks and C<!'l.rrying in stock only a few kinds of 
r.rnrchandise. They all serve the sane ~eneral purpose in that they gather to,e:ether 
f:O Otl s that ffi.:'\.V hA.ve come fron all pn.rt s of the vmrld n.nd Make them a.va.ilP.ble. when , 
and ,;.•her1;, custor.:iers vrant thm. The nunber of artiqles froM which a beyer may make 
'.'I. seleotion can hr' rtlly b e counted. For example, a r A.ther snA.11 ha rdware store 
ser vin1: only n linitcd arer-i. aa.y C'.3.rry thousnnds of n.rtit:les in stock. and large 
stores crtrry many nore. 

A retail store must pay its operating expenses, such as rent, salesclerks' 
salaries , nnd truces. It also should enrn a profit for the owner to repa..v him for 
the troubl e of opern.ting the store and t ·"' give hin scme return <'n the capital in­
vested in merchandise and stc-,re equipr:1ent. In r:-rder tc 0btain funds for· the pey­
oent of the expenses [:l.Ild to earn a pr0fit 1 the retail store charges more for g oods 



than it p~s f?r them, Even though t~e store does charge more for the goods than 
it pays, the cunt C'"'.le r usually saves by buying fror.1 it, for he probably would incur 
~mch o:,...-p ens e if he ~.ttenpted to go to a manufacturer for everything that he wished 
t t, buy. Th e service of the retail store, is, then, quite different from thE\.t of · the 
·1•mufa.ctur 0r imt is n evertheless important and necessary. 

Vfl:Yll es"'.l o DcRlers. '7holesale dealers are dealers th:'1.t purcha se supplies fror.1 :.:~u­
factur .,rs anc1 fror.1 other dealers and sell them in smaller quantities to retail 
stor es. Ret9.il stores could, of course, purchase their supplies direct ly from manu­
factur0rs, but for several reasons they often find it desirable to purcru,.se from 
'Pho l es ·i l er s. 

La r ge stor es that buy in enormous quruititios and that have a nunber of indi­
viduals ; ho giv e much of their time to t ~H; purchase of goods can conveniently buy 
from manufacturers. Smaller stores, however, may find that it is inconvenient to 
'.)uy e.ir :c ctly fror.i r:ia.nufacturers. They can bey ma.ny of their supplies much more 
conveni ontly frob a f ew whole salers than they could from a large number of nanu­
f t\cturers. Furthornore, wholesalers are usually located near retail stores and 
t herefore can supply the latter with goods quickly. As a result the retail stores 
c~n carry in stock rather snall quantities of many different items. If the stock 
of ~ny p~rticuln.r iten is exhausted,~ retail store can quickly obtain a new supply 
frou the wholesaler. If, on the other hand, the retail stor e were buying from 
tmnufacturers only, it probably would have to send farther for the r.1erchn.ndis e, and 
would ther efore have to carry a larger stock of each i ten since replacenents could 
not be obtained quickly. 

The wholesaler nust char~e more for the merchandise he sells then he pays for 
it. He has certain e::menses of operation; and he. of course, ~ ishes to earn a prof­
it on his investMent. The fact th.D.t retailers buy through vrholesalers does not 
necessarily mean thti.t merchandise costs r.'lore than it would if the retailers bought 
cUrectly fron manufacturers. Frequently wholesalers c;in buy in large quantities, 
ner haps in c r1,rload lots, and can thus obtain very f avorA.ble freight rates. Retail 
stores, purchasing in snaller quantities, ,;,rould h.D.ve to P1\Y grer-1.ter frei ght charges 
if they boueht fron nanufactur ers in all parts of the country. In addition, buying 
through a wholesaler rtt':l.kes it possible for a retailer to reduce his expenses because 
of his ability to carry a. smaller stock than otherwise v.rould be required. 

R~gardless of whether goods are sold by the mruiufacturer directly to retail 
dealers or first to ~holesalers and then to retail dealers, certain expenses in 
c~nn~cti on with the distribution of goods nust be paid. These expenses include 
transportation chf.l.rg es, the cost of ca rrying goo ds in stock, and the costs of 

. s ellinc goods. These expenses n.re nuch the same regardless of the exact method of 
distribution. 

Chain Stores. Chain stores are oreanized to combine the services of wholese,le and 
r et nil concerns. A chain-store organization has a number of retail branches with 
one or more central distributing points from which these branches obtain their 
supplies. The cha in-store organization frequently na.ke$ a saving in that the whole­
sale department does not have to make any effort to sell to the retail stores that 
it serves. In other nords, it elioinn.tes the expenses that a wholesale dealer would 
hnve in brining his nercJ:u,.ndise before the retail dealers. 

Chain-store or ganizations are of two p rincipal kinds. In the ~irst, all the 
r etail storeij, as well as the centra l distributing agency, are owned by one conpany. 

In the second, the reta~l stores are independent distributors. These inde­
pende!l.t distributors agree to nake their purchases through one central distributing 
noint or- purchasing agent. It is hoped th[l.t, in this vrey, the cost of obtaining 
·12r ch11ndi se by the retailer will be reduced, for each of the individual retail 
,1~rchants should obtain the services of a wholesaler a t the very lowest possible 
cost because the wholesaler does not have the usual selling expenses. 

Sellinr El. Mail. Many organizations do not maintain stores where people call and 
sel ect their merchandise, but they sell by mail only. Some of these organizations 
are relatively sMll and sell only a few items. Others a.re very large and sell 
hundreds and even thousands of different items. 

These organizl'ltions th:'1.t sell by mail usually provide a prospective buyer with 
a catalog describing the merchl'l!ldise ~vailable. This catalog is sometimes quite 
small, but the ca.ta.logs of lrirge mail-order houses .are almost P.s l ar ge as an 
unabridg ed diction.Rry Pnd contain descriptions of items of A.lmost every conceivable 
kind. M~.il-order conc13rns make their sales in R.11 parts of the country, but they 
,"Ire especially successful in sellinf to those in remote pFi.rts of the country, who 
cannot conv eniently visit stores to make their selections. 

A mail-order concern eliminates the expense of operating wholesale and retail 
stores. It has, however, other expenses. For example, the cost of distri'buting 
r:ia.ny thousands of l:u-ge CA.talog s a.nd other advertising ma.terial, vrhich A.re sent 
through the mail, is enormous. The difference between the retail store and the 
, ail- order house is, then, l ar gely one of service. Each serves satisfactorily under 

-- - - ~-----------------
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pE1.rticul?..r Mn&itions. T;..is is n~.de evic\cnt by the fnct that the two h:we flour­
ished side by side for mP.ny years. Th"..t price is not f' controlling f~.ctor ~.s 
i nc: icPo.t ocl by the f~t th13.t ma.11-orcier houses ~.re i'!Ost successful in those regions 
i n vrhich stores 11re nll sna.11 :uid the selection of goods is limited. 

Sunr10,ry. Business serves the generl'll public, not only by producint'<' goods that can 
') e u sed. 1:lut n.lso ~y buyin[. and selling these t~oods A.nd thus makine- then available 
for the inc1ividunl when and .vrhere he wants to buy ther:1. Goods may be distributed 
by nny one of a ,,YP-rf.1.1 plans . They nl-\V be sold by the rna.nufa.cturer directly to the 
consuner, 'by thn :,:iqnufn.cturer to !"I. rf>tailer, \'Tho in turn sells to the ' consuner; or 
l)y the TJnnuf"lcturer to n ,;:;holesaler, v,ho sells to ::,, retailer, from vhon the 
consun1)r ri '-J t~im thfl merchandise. The thr ee nf"thods !'l.Te indicated 'by th :. follovring 
d i a(·r a-:i: 

?,fanuf A.c tur er 

I 
J,, 
Wholesaler 

l ~ 
, Rete.iler ! ' -- ------~ 
\ 

\ ..._ . ~---·-·- ·----------·--- -·- ·--- ;> 
.1, 
Consumer 

All the pl~ns involve simil~r expens~s for advertisint;, CA.Trying goods in 
stock, l'...lld h:~ndline the orders of individu?i consuners. ConsUJ:1ers usually buy froo 
retail stores ns this nethod is the most convenient and frequently the che~pest, 
~"Jut in some c~1ses purchases nRy be made from nanufacturers. 

It will be observed that a part of the cost paid by consuners for 1:1erchandi se 
is tr.e cost of distri ::>ution. This includes the operatinf.' expenses and. the profits 
of vrholes!-ile Wld retail dealers. For so:.1e products these costs mnke up a large 
percentnge of th~ total cost of the merchnndise to the consumers. This does not 
necessn.rily mean th:'tt the goods cost !!lore th..-"..D. the1J would if the dealers were elil!li­
nated. Large f nctories can produce oany types of goods intf!'e~t quantities nuch 
,ore cheaply th~n they can produce thP.m in snall qu~..ntities. The cost of the 
n ercht:tndise produced in these f ~ctories is therefore che:lper t0 the distruit con­
su."lers thrui. it vroulc'i be if the roods were rnP.d e in each coraouni ty. For eXA.T'.IPl e, 
:·'1-'1. tchEs cn.n oe ;:ir.i,nufa.cturen in l!'U'f e quantities ~ml sold first to ""· wholesaler, 
then to :1. retailer, e.nd finnlly to you, au.ch more cheaply th?.n they coulc'l. be made 
in s"l~ll quantities in your to\".'Il P.nd sold directly to you. 

Section V. The Busin0ss of Fi~nncinr. 

Vclue of Financi~l OrE;anizn.tions. The chief ic·ork of '!Jusiness is to produce goods 
that p eople WAllt and to distribute these goods so th~.t they ?.re available when and 
where they 3re n eeded. Some orca.nizations '1.re en{.!'.A.ged primarily in nroduction; 
others , in Gistribution. Still others , however , neither produco roods nor 
distributt3 th ,cm. But these ort n.nizf'.tions n.re of v<:ilue because they help businesses 
enfA.[' ed in production nnd t1 istri~)ution to render services. ttnd they a.id individuals 
in usinc these services. 

Servicer. of Banks. As we have observed previously , some banks, known as cor.unercial 
bnnks, accept deriosits and permit custoners to draw checks 8t,'!'ainst the deposits. 
They serve in th:'1.t they nrovide a convenient nethod of n!!\king p~t:1en ts 1=>.nd render 
it unnecessnry for individuals and businesses to keep on hand large sums of money. 

Other bnn1':s , kno~'Il as savings banks , accept deposits but do not offer their 
customers checl:ing ~rivileges. They dr; , however , p .-:zy interest on deposits that are 
left with then for a cortain length of tiae. The rate of interest is mually ttbout 
3 p er cent; that is, the depositer receives nbout three dollArs on e~ch one hundred 
c1ollnrs c1e"[)osited for a yenr . A. savinr s bank does not serve its customers in the 
s~~e w~ ~s a cor.unercial bank , but it does offer its custoMers a convenient means 
of investing savings as they are a.ccunulated. 

S'.'1.Vinf'S b1mks Pare soneti:T: s operated separately from conmercial banks, but mos·, 
co!F.lercial banks hnve savings depnrtments. If you deal with n. bank of the latter 
type , you hrwe the choice of depositing your ·,noney in the coTlll!lercial dep!lrtment or 
in the savint!s c1epr-trtment . Either depr\rtr.ient will render valu~ble service, al­
though the service Pill not be exactly the s~~e. 

Source of the Bank's Income. Vlhen a customer deposits nriney in a. bank, the bank 
ltoe s notpro:'!.ise to return the S!'lr.te r,1oney , but sLn.ply r.n eqw,J. anount. Until the 
":loney is withdrawn , the bank hn.s -9. right to len0. it to ';)Usinesses or inc.ividuFtls 
~ho nay need to borrow. 

The balance of e~ch customer ~n.y not be lnxge, but all the bale.rices to~ether 
::my nllke ?. larre su,. The bank can safely lencl a considerable sh,'3.re of the totRl 
anount, for it is probable th@t not A.11 denositors will '\'Tish to wi thdravr their · · 
funds ~t the seme time. 



The bank chP..rees interest on the r.1oney it lends. In this vray it obtains the 
inco~e needed to operate the bank, to keep A. record of each depositor's account, to 
h~ndlemch cepo sitor's checks, and to pay interest on savings. Other enrnings ll'l8-V 

oc obt~ined from ch~xges nnde for miscellaneous services, but the chief source of 
i nc,me is interest. 

~ Services .!E_ Accnnula.ting Funds. When 1l\nks recei"'Te the eeposits of na.ny peonle 
and thus nake funcs available for borrowers, they ren&er va.lUA.ble service to those 
in need o f l o:=ms. For exa.r:iple, one business l':l~ need to borrow ten thousP..nd dollars. 
If bnnks did not nccumulate funds, it uight 'be necessary for this business to 'borrow 
s :.:1all a-nounts frnm n. number of µersons. · Obviously, it is nore convenient for the 
busine ss t o borrov• the entire 1'l.171ount from one brutlc. It is probable thB.t tlAJlY 
~m~.inesse s could not be adoqut1.tely finnnced if 1)anks did not serve conmunities by 
P.ccu.,:iul ·,tinc funds that croi be loaned. 

s ~.fe-D epo sit Vaults. A further service rendered by banks is the providing of a safe 
n l ~ce in which to store ' valuable articles. B~nks ordinarily have vaults in which 
custooers l!l~' rent smA.11 boxes kno1:1,n a.s s:u'e-deposit 'boxes. These boxes are well 
rua.rded :->.nd offer A. nA.:xioun amount of sn.fety. They a.re velunble for keeping Jewelry 
and stocks. bonds, P.nd other business p rq:>ers. Rent is charged for the use of a 
st\fe-deposi t box since the bank doer:; not hAvw the right to use anything placed in 
the box and thus he,s no other source of income from this service, such a.s it has 
frorn money left on de-posit . 

Other Services of Banks. In P,ddition to the major services described in the fore-
0o i~g p~ra~raphs, banks render many other services. Many banks sell securities and 
thus assist their customers in investing funds. Other banks have travel departments 
to .assist their customers in pl"'.llni11g tours. Practically all banks a.re valuable 
sources of information about fL-1ar;.ci ~ matters ar.d ri,re thus helpful to customers 
who 'tte in need of such informntion. 

Services ~ Innurf-'nc e Compe.nies. As was explt\inecl. in Chapters XVII and XVIII, 
insuranc o compMies a re conducted to assume risks th8.t individurus would otherwise 
hn.ve to 'Je<ll'. For eXP.mple , a. person who oYns au uninsured building must bear the 
risk of losing his investment RS the result of a fire or~ storl!l. For a reasonable 
compensation nn insurruic e comnany ?Till assume this risk. The company this serves 
by re8oving the ~-uiger of a great loss, which the individual could not otherwise 
esc ':l.pe. 

Life insurance c11mpanies nlso serve in thRt they nrovide ~- means of investing 
funds. When holders of certain types of nolicies pey the premiums, they obtain 
nrotection ru:id at the s•1ne tine accunuln.te Cl\sh VA.lues th~t can be 'l"'ithdrawn. For 
1!la.ny p ersons the service of life insurance compruiies in providing a means of 
Rccurnul -:'. ting s i:wings is alnost !l.s im11ortant as the service of such compPnies in 
providing~ menns of protection. 

Insurf:Ulce comp:uiies also serve in accuriul~ting funds th~t can be borrowed by 
individu,.,ls and businesses. These funds are n.ccumulr,.t ed by the companies to pay 
policies th~t ~ill becone due in the future. Until the policies are due, the funds 
n~ be l ent to thos(f,~ho ~ish to borrow noney and .,,ho can give satisfactory security 
for the r ep~~ment of the loru1.s. Many of our businesses are financed by insurance 
conpani es . Many indiYiduals who r.ish to bey homes , fa.ms, or other property are 
able to borrovr noncy fron insurMce companies for this purpose. The funds 
accunul~ted by these conpa.~ies are therefore useful to industries and business men. 

Other Financinl Orgnni~~tions. In earlier chapters ~e have observed that other 
kinds of financial orra.niza tions, such ns building · and loa.n associations a.nd credit 

·unions, also collect the funds of many ir.:"i~i ,'.w:tls and lend these funds to aid in 
the conpletion of business tra.nsa.ctions. ·l1hc organizations that we have studied 
in this secti,rn are sufficient, hovTever, to illustrate the n~.ture of the services 
of financi~l organizations . These organizations do not produce goods that indi­
viduals use. nor do they eng~e directly in the distribution of such good•. Never­
theless their services are valuable because they aid other businesses in producing 
and distributing. 

THE COIOIUNITY ENCOURAGES BUSINESS 
Section I. The Conmunity Provides Rules for the Orgruiiza.tion of Business 

R€'lc1.tion of Business ~ the Connunity. Business and business organizations are 
not sooethint". a-pnrt , '1"7i th which we deal only when something is to be bought or sold. 
Business is closely related to the wel fa.re of everyone. It is ~n iaportant pA.rt 
o f our soci:u order. Its success brings ~rosperity; its fRilure brings poverty. 

So largely is the general relfare deper,dent upon the success of business that 
the cor.111uni ty as a who le aids business in n number of important nays. In return, 
business rtmd.ers definite services to the coomunity. .I n this chapter ,.,e shall 
observe how the conrnunity serves business. In the follo?.ing chapter we shall 
observe how business serves the col!lf.lunity. 
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Methods of Organizing ~ Business. ~n order to aid ~n the efficient operation o~ 
businesses of n.11 siz0s, the coranuni ty hfts . set q, different ways in which a business 
can be orr;n.nizecl. Under one nethod the business and those owning and operating it 
hr1ve certain rii;hts or privilE:Jg es a.nd certain responsibilities. Under another 
iJ ithod there r:1ay be other rights or privileges and other responsibilities. The 
s~.r.1e form of crg."'.nization is not equally satisfactory for all businesses. The form 
th!l.t is sr--.tisfr.ctory for a lnrge corrpany operating in A.11 parts of the country may 
not 'Je sntisfe.ctory for a ·s~all r etail · store operated by one or two r.ien. For this 
r ea3on various forns of business orgruiizations have been developed. Their use is 
n,:ide possible by the com:.':lunity ~cting throur:"h its V?..rious lA.w-r:mking bodies. The 
three co'!lmon t~ri:·> es of business orgnnizations are kno1.1rn a.s the sole p roprietorship, 
the n'::>.rtnership , ruid the corporn.tion. 

Sole Propri et orship . A sole proprietorship is a business that is owned entirely by 
one individual. This type of organization is often found in the snall independent 
rctG.il store !'lnd in sinilflr businesses that do not ordinarily require large al!lounts 
of car.>i tal. 

Pm1ncrshin. In 11. partnership two or uore nersons conbine their capital and skill 
ir, conducting a business. They usually !k'lVe a definite 0.r.reernent regarding the 
nn·".l'.Ult of canitA.l eri.c:i is to crintri1mte, the \'J'Ork ea.ch is to do, and the Manner in 
'"hich the pr0fits ~d the losses q,re to be divided. If this agreement is in writing 
it is kno~vn o.s the n.rticles 0f copnrtnership . Typicq,l Rrticles are shovin in Figure 
162. 

Cornors.tion. Th~ third for~ of organization is known as the corporation. Before a 
corporation is established. a ch:u-t c-.r aust be obtained from one of the states. The 
charter gives severt'l.l persons per:nission to conduct l'3. business in the name of the 
corporation. The business is known by the corporate nr>me 'Uld all transactions are 
co;Jpletcd in that nnne. 

As was explained in Chapter XVI, the ownership of a corporation is divided 
into parts , known as shares or shA.r e s o·f stock. The ownership of each person who 
invests in the corporation is represented by a stock certificate, which shows the 
nWJ;)er of sh3res that :person owns. A certificate may be acquired by one individun.l 
anc1 transferred to another, for, since the business is carried on a.s a corpon:i,tion, 
it mr\kes no difference, so far as the operation of the business is c0ncerned 1 who 
owns the certificate. 

Adv:l.llta.ges ·of a Sole Proprietorship. The sole proprietor . hn.s grea.t freedom. 
It is true that he is subject to some governmentRl regulations . With but few 
exceptions , hov'ever , he can npen business at any time or in r>ny place, can close it 
Yrhonever hs: desires, and can sell or nrmufacture any kind of nerchandise. He is 
not forced to consult others , nor to e r-i nsider thea when fixing his policies. 

A sole pro~rietor is not bothered with legal forinru.i ties. In a partnership 
there 1:mst be a contrA.ct between the partners; a corpnration must have a charter 
fron one of the states and nust submit renorts annually; but a sole proprietor is 
free from such o:)lir,:A-tions . 

The sole proprietor obtains all the profits r.iade from his business. ilhen a 
person is :,uccessful in makinf! .<>.. business profitable, he may not vrish to divide the 
profits with others . He ,··ould hrwe to do so, hov.·ever, in g, pr.>rtnership or a 
coI'1'.lora.tion. 

Dis~.cvantr.i.i:-: es of a Sole Prr nrietorshin. A sole proprietor h.q,s certain disadvantages 
which in some cA-ses nake the PR.rtnership or the corporate form of organi zation pref­
,crable. S0me of the disadvantages are: 

The sole nroprieto r does not have the assistance of others interested in the 
business , rrhic'.ri. is hif:hly desirable in a larg e one. One man cannot ta.lee care of 
everythinG or be a.n expert in directing all kinds of vrork. He can hire others to 
h elp hir.1 1 but employees are liable not to be so efficient as those who have a 
financial interest in the business. 

The sole proprietor T:1~V not have sufficient capital to conduct his business 
:lost effectively. 

J\. sole p roprietor must bear all the losses 9.lstained by the business. He there­
fore tak e s greater risks tr.an he v1ould if several persons were interested in the 
·.iusiness and the profits ruid losses were distributed <"Jllong the group. 

Advantages of a Partnership. A partnership is nrefernble to a sole proprietorship 
in that it cor.ibin~s the r e sources and the ~bility of t?o or more ~ersons . The 
rJan"l{'P!'1ent should, then, be r:mre c1:1.nP.ble and the resources should be rreater than 
if •'cne person v,ere in business by .hir:iself. Furthermore, the risk of loss is divided 
:J::ion£ the na.rtners, and the risk borne by en.ch PP.rtner is theref,...re decreased. 
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Disndve..ntnges ~ ~ Pn.rtnership. If"- partnership is ~uccessful , the prl"lfits nust 
be d ividetl ar: ·lnf'.' th~, partners. .i. partner 's s.~i:i,re is therefr.re less th~ it wruld 
0 0 if he r' er e the sr-1 ,, 0wner of the business. The need for dividing prr.fits tends, 
then , to off })et the ,3.clvn.ntare cn.raing fron the divisinn of the risk of loss. 

Al t}YiUf:h the ,nrtnership may cor•i'bino r.iore ability thF.tn that possessed by a sole 
:') r 0prict0r, each nnrtner rney be able to accomnlish less than if he vrere VTorking 
rtlone , becnuse he ;-rust consult his p(l.rtner or nnrtner s before a.c ting:. Furthermore , 
in this kind of or gnnization tlw partner is 'bound by th~ ar:reements , or c0ntracts, 
!!lf-'C'. e by the other nnrtner or tia.rtners. even · if he knows nothing El.bout the agreements 
!Ul::l is not in fA.vo r r>f thea. J. poorly chosC)n :partner nay en.use ruinous losses to a 
'.)usines s. 

For exn.r.rol e , H.:,r:iert Do w formed a partnershin with Earl Harvey to operate a 
trocery store in Jasonville. It w,s understood th~.t Mr. Do..-:r was to mA.ke all 
1)urch.'.\se s; but , v·jJhout consulting l:i s partn(1r, Mr. H~vey bought a delivery truck 
f-:-,r $600 And tc:quinnent for a. meqt de:)n.rtnent for $2 ,100. These purcha ses vrere 
c0ntr-,ry to Mr. Do~·· • s plnn , since Mr , Dow did not believe it yrise to mA.ke deliveries 
or to operate ::i. me:1t de"l_)"U'tr.ient. 

The J)artnershin had no funds ~·rith which to p ey for the truck and the equipment . 
It nas therefor e necess~ry for Mr. Dow to p c1:y for th-=r:i, because both partners vrere 
'::iouno by the agreement . Furtheraor e , it vm.s necess[-l.ry for hi1:1 to p~v the entire 
cost of the equipment, Mel not sir:rply a. part of th e cost, as his partner , Mr. Harvey, 
hn.d no fun(.~S . 

Recardl ess of tho fact that partnerships have the disA.dvqntages described 
.'."l.b ove , ti.lis form of organiz[-1.tion is quite cor.JT.1on. A partnership is usually formed 
,;:rh\fn inc.iviciua.1~!3.ve entire confidenc e in each other and believe that the advantages 
of f:reater capital and increased skill in ::ia.nagenent wiJ.l more than offset the 
necessity for the division of profi ts and the tle.nger of loss through the A.Cts of 
one partner. 

AGvunt ages of~ Corr;o r ation. A r.ienber of a corporation cannot act as the acent of 
the conpnny unless he is g iven specific authority to do so. This eliminates the 
dan~er o f loss through the unauthorized acts of one member o f the organization , And 
thus overcones one of the disadvantafe s of the p 9.rtnership. 

Mcmb-:;rs have no liA.bili ty for the debts of the cornoration 'beyond their 
investnents or beyond n fixed nnd limited anount in excess of their investments. 
This removes the daneer of the loss of the private -oroperty of a nember, which loss 
cannot be avoided in a sole r>roprietorship or a partnership. 

Authority is centrali zod . Sine e the owners of a corporation cannot a.ct unless 
r·ivcn specific authority , it is no ssible to c er:ter the responsibility and authority 
in one n ers0n or a !:'r.lal l ;-roup. 

The u roprietorship is represented by shares that are tr~nsferable. This makes 
it :)o s sible for an o,·ner to sell all or part of his interest "V"rithout affecting the 
COT:)orati'.'n. 

The sh'lres nay be o,rned by any number of p ersons. A corporation can therefore 
oota.in its ca-pitRl by sellinf.." shares of stock t0 a large number of people . This 
!18.k: E'S it r0 ssi1Jle to n.ccunuln t e a rreat anount of capital r equired in the operatfon 
of a large organization. 

Disodvantages of a Cornora.tion. There are offsetting disadvantages to the coruorate 
foro. 

The taxes of corporatiomare frequently heavier than those of partnerships or 
sole proprietorships; reports of operations r.ru.st be given to the state ~.nd the 
Nation,u Government; nnd the activities of the corporation are limited to those 
.nentioned in the charter. As a r esult a corporation may hl-1.ve expenses and limita­
tions to its activities that a partnership or a sole proprl.etorship does not have. 

The division of the ownershin into a large number of shares that are owned by 
ma,"JY people aids in accur:rulating large a.mounts of capital , but it mey also bring 
unfavorable results. If those man.v ing the corporation do not ov<m a large number 
of the shn.res , they m~v not be so interested in the ,7elfare of the corporn.tion and 
m~w not be so careful to man~e it efficiently I As 'they would be if they were sole 
r1roprietors or partners. 

Furthermore, those owning only a. fevr shares mey actually ruii.ve no voice in the 
m'.:'..n~geaent, o.nd their interest mey no t be considered. For example, suppose Rey 
Turner owns ten shares in a cornoration having ten thousand shares. Each stockhold- · 
er La.s one vote for each shf'l.l'e thA.t he owns . Mr. Turner, therefore, hc"l.s ten votes 
in a stockholders' meeting . Since he owns only one-tenth of one per cent of the 



total stock, his voting nower is so sr.m.11 thc.<>.t he pro 1)ably will not even attend 
stocld1olc1ers 1 oeetin{;;s. Even if he does, his vote mAY h3.ve no influence. He l!la;y' 

see the corporation adopt polices that nre unwise ond th~t tend to decrease the 
vulue of his investr.rnnt, nnd yet he na,y be helpless. Theoretically he is a part 
0vmer and. has a voice in the nanngenent, but practically he mey hA.ve no nore power 
thrm a p eroon who is not n stockholcl.er. 

li.cLv::tntares of Each Form for . Outsiders. Fron the point of view of those dealing 
with businesses, .;a ch forn of organization h.r.te some advantages. 

The c orooration is more stnble thc'l.11 the sole pronrietorship or the :iartnership. 
A. sole proprietorship is dissolved on the death of the proprietor, a.nd a. pa.rtner­
srdn is dissolved on the death or the rithclrawal of a uartn•~r. A corporation, how­
ever. continues indefinitely. One can or(lin?.rily r,!:1.ko a long ... tine agreerrcnt ,•ith a 
vrell-established corr,oration with the assurance thr-.t the corporation will continue 
long enot¥"h to cnrry out its prooisee. 

On the other hand, the ov·ners of a cor'!)oration are ordinarily not r e snonsi ble 
for hn a"10unt in E'XC('SS of th0ir investments if the cornnration fo.ils to carry out 
its :v:ree:nents. The res-por:sibility of [I, sole pro-prietor or r. nartner is unlimited. 
This fa.ct n::>y n"k e A.n ~reemer1t \':i th !l. sole -pror;rietor ()r n partner somewhat safer, 
especi.~.lly if th8 r:,roprietor or t he pnrtnt:,rs h~we a..viy -personR-1 v,eal th. 

Section II. The Corr.~mnity Provides Rules for Conducting Business 

IntrMJ.uction. The c (j mr:mnity, throu.c,:h the v.,.rious orR-nches of its government, guides 
;i.TJ ci . .,icls ousinoss ori::anizati0ns. It sets un r.eni=-ral rules for the conduct of busi­
ness . We shall 0bsorve the 11.n..ture of these rules when \78 study Chapter XXII. It 
also 11r ovides rules Rnd re;.:ulri.tions e:pn.lyir,g to certai:1 businesses. Some of these 
rules t-.re for th~ benefit 0f n pr1rticulnr class r; f businesses; others ci.re for the 
benefit of thoE;e vho us e the cor.1T1odities or the services of the businesses; i:md 
still others are for th e bonefit of both Groups. 

R:"l.ilro ac1.s. A co"lr.on examnle c;f an indur.try that is aided and c0ntrollecl by govern­
m·:mt ·11 regulations is the rr.ilroac industry. The community nssists railroads in 
obtainh1g the ln.nd th.'."~t they need frir their tracks, yards, and depots. If land 
cannot '!:le o'Jt3ined ':zy a nutual ar-reement oetween a railroad and the owners of le.nd, 
the cornuuni ty fti vcs the r ailro?.d the right to o ~)ta.in the lr,nd through court action. 
If the clfcisirin of tL.e court is favora'.:lle to the ra.ilr0ad, the railroad must n~ 
a r 0n.sonable ru;1ount for the land thus obtainen, 1,ut th2 0'7tiers of the -pr'lr,>erty do 
not have the right to refuse to sell. The ,::,01.·•er of th ,~ govcrnne~ to ta.lee private­
ly o-;·ned pror,crty for necessary public or semipublic use is known '38 the right of 
eninen t dorm.in . 

The cor.muni ty does not 5ive to Ftnyone V!ho hHppens to ask for it, the right to 
oJtair .. the property of other individuals for ::i. re.ilroac. Nor is a. railroad that 
has alr :iac\v ·')een esta'ulishec1 p:iven the right in nll c11st'!s to obtain additional land 
At·e.inst the "7ishes of the ".l"nP-rs. It J'!IUst be shown that the r.iving of this right 
will add defLd tely to the F·e:neral ,-·el fare. In fact, the governnent will not per­
:ni t an ,:>,·· raUr0 ~(~ line to be ~stablished unless thEl need for such a line can be 
shovm. i'>.s a result our present ra.ilroae. systens have the sole right to operate 
trains b et ween different cities. In many instances only one railroad is permitted 
to serve a certain city or town. 

Since the connunity, throur.h its government, limits the number of railroads 
that can serve a ~articular community, it, in effect, giv8s all the available 
business to one r0~d or , in most cases, to no more th~n t~o 0r three roads. It is 
nerely fe.ir, therefore, thnt the community shriuld regulate the charges nade by the 
r'lil .rc"l.d , in order that these chqrres will be reasonable. 

The c,;mmu.>1ity is interested in seeillf' not only that the rates are, in general, 
not too high, but also thP.t the rD.tes charged different businesses or groups of 
in~ividuals are equivalent to the rates charged other ousinesses or grouos under 
similar conditions. Two factories sit~ted about the same distance froc a large 
city mey find it necessary to ship their products to that city by railvrey. If one 
factory is given a r<tte that is "lUCh more favorable thRn th~t grfl.nted to the other, 
the business of tht, second factory ,,1ey be handicapped very severely. In fact, a.11 
the business of an entire city l!ley be placed. under rt. severe hl'!.ndicap if the rail-

road rates offered to thD.t city ;.re not equivalent to the rates given to similar-
ly located cities. ' 

The prosperity of the railroads is a problem of general concern. If a rail­
road loes not have a re~sonable incor.1e, it cannot give the tyPe of service that its 
patrons need. The different railroads are therefore linited in their ri~ht to 
reduce rates. If one railroad should attenpt to gain business from another by 
reducin,;; its rRtes, the second .railroad ni~·ht reduce its rates even nore. Thus a 
ruinous cor.1petition might be started and might result in the failuro of both rail­
roads. The c0nnunity, believinr that such a c0ndition would be undesirable, nermi 
the lowerinc of r~tes only after a special connission has decided that the lo~er 
rates are justified. 
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Public Utilities. Pu:)lic utilities are .businesses thf"'-t ref.'.Uln.rly supply the nublic 
Fith sone s ervice or connod.ity . Exmnnles of nublic utiliti e s are telephone and 
t el ecro.nh co,.manie:s, r,nd compani6s thf1.t p rovi df-! f'7'P.s. Fater, elec tricity, or trans-
1)c rt .".tion . Cities riv o specinl privilefes to these utilities . For e:x,,".mple. ·v1ith 
tr.e per:Jission of the cities , the streets can be used by electric, t:elffr:>hone, ruid 
tcle;. rn\h co:1prini e s for their wi res; by f;as nnc1 1.1·ater connanies for thei r mains; 
an( by str,~et rail,:rays frir their tre.cks and r·ir0s . 

The r i r-;h t of privn.tel~r rivrned. businesses to use the streets is ordin.<1.rily 
lL.1it ed so t:ne.t no no re than one cor.ipnny of each kind will serve a particular city 
or secti. r;n 0 f a city . Since the couTTJ.unity r·ives the utility the right to use c ertain 
str -? cts and keens nut all conpetin~ coFipanies. it is only r eas0nable th;:,.t the con­
·:iunity shr.ulci hav E=> n share in r eculr.ting the business and in controllinr the method s 
·~d operation Md t he rHt cs charred . 

1/io n,molies . Whenever a business has C'1r.rr,let e ccmtrol of the supply of a conmodity or 
;,. service, th-'re i~1 said to 'be n nonopoly. The exa.nml 8s given in the preceding 
po.ragr aphs illustrate the gencrlll policy tho.t, ,11 hen the conMunity aids a business in 
1::> ecor.1in{,.'. a mononol? or a. partial nonopoly , it :::eserves the right to regul~te the 
business sri fr-i.r r,,s it believes thqt t h,; r cgul?.tion will serve the r.ener al \,elfRre . 
Ir. s0r.1e instances v-:irious brri.nch€s of thP governnent hA..ve taken over different 
bt!.sinest,es , especially those thAt '"ere mrinopolies , and ::,.re opera.ting then without 
nr ivn.te ownership. Perhap s the Movenent torrard nublic o'l"nership, that is , owner­
ship by the com"luni ty Ei.s a who l e , · :,12.y increi1.se. It is quite certain , hov•ever , 
th;:i.t as long r>.s nonopolies or parti:=i.l nono-polies r el".lain under private ownershin , 
they ~ill De subject to pub lic r efulqtion . 

Foo 0 s and. Dru,i:rs. The inclividua.l consurier is not in :;,, favorable position to judge 
th e purity of many kinds 0f food or to kn0,·· '"hether he is obtaininr tl,e quantities 
t >.at 1:.e is surrpos ed to obt::>.in . For this r c-,a.son t:,f• gover nment r egulates the prep-
3.r:1.tion and the c'dstribution of nuT.1erous foods nnd 0rugs . For example , the Federal 
Gov i:'r n·".'lent p rovides for th e ins~ection of all r'! f'e ts thri.t are prep:'l.red for inter­
state co::iaerce . St.·ite a.ncl local grwerrunents nay nlso · nrovide for the inspection cf 
food nroduc t~. 

The use o f Ci.PCeptive labels on pa.ckares cont_yining foods or drugs is ordinari}' 
forbi dden . Federn.l And st[1.te l r-w·s specify that , under certain conditions, nack=:\l,es 
contn.ininf' foods o r 0.rU('.s r.1ust be clearly 19.beled to show their contents. Not only 
does the corm:1uni ty ?•atch the qwi.lity of foods and dru~s that Rre offered for sale , 
but it also r egulates and controls certain ,: eights 0.nd l'!lei:sures. The purpose of 
these rules i s to nrevent individu..."1.ls fron ':Jeintr led, by misleading labels or state­
nents or by foul ty scales , to believe that they ri.re obtaining quantities gre.9.ter 
thr>n t hose th,,- t a.r e actually being supplied to then . 

In f<'eneral , business nen wish to sell foods and dr~s that ~re wholPsor.1e and 
that 11re correctly labeled . It is possible , hov,ever , th-9.t , were it not fo r the 
r egulation provio.ecl 'by the connunity , sone unscrupulous indivi.dua.ls would sell 
inferior produc ts ,;>,t prices loiver than those e.t ·which the filore careful businesses 
could sell. Busir.ess ni ght then be attracted awey fro::1 the honest merchant to the 
less honest one , bec!'mse the latter would be sellinr n. t lower p ric es. As fl. result, 
not only would the consumer receive inferior r.1erchR.ndise , or short weight, but also 
other 1Jusinesses would be injured. The inspection provided by the government serves 
then t0 protect not only consuners hut f\lso business organizations . 

Rfllations Between Emrloy er s and Emoloyees . Accidents in which er.mloyees a.re injured 
sor:J.etiraes 0ccur ir. industrial v..nd cor.inercial establishnents. Since such accidents 
cnnnot be •w0ided enti rely, they renresent a rn rt of the cost of conducting the busi­
ness . The comnunity con nonly r ecognizesits r esponsibility to those who ~re injured 
by requiring th~t the er.rployers carry insurance th~t V!ill provide sone compens!ltion 
for empl oyees who ?re injured . This is a desirable rule , for it ~ives workers a 
uniforr.i nrotection , regardless of the nolicies of the firns for which '!they happen to 
be :rorking . 

Many cornpeni e s have grown so large that they enploy thousands of workers . It 
may be innossi bl e for the 'l:Orkers and. the o,rers of the businesses to be acquainted 
porsonally and to adjust ners0nnlly any differences that nay arise . It is very 
innorknt, however , from t he noint of view of the corm1unity th"t both the worker 
rnc: the e::1.ployE,r r ocoive his fn.ir sh-=>re of the income frolll production 'Uld th'lt the 
interests of both be protected. It is n,lso inportant th'1t serious disn.greer.ients be 
~voicled, :'I.S such dis~-rreenents ney lead to inefficiency in operRtion. If a disRgree 
ment is serious , it mi:w r esult in the closinr. of th~ Dlant 1 either because the 
enployees hiwe quit work, that is, they have eone on a strike, or because the em­
ployer ha.s refused to permit the employees to work , that is, he hns "locked out 11 

the employees. In either case closing the nl~.nt mey result in loss for both the 
ennloyer and the workers. Furthernore, the results of such disputes are unfortunate 
from the point of view of the entire cornrJunity . They decrease the quantity of goods 
produced and decrease the purchasing power of mqny of those who otherwise would 
have been earning wages or deriving profits . 
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ThA cornunity i s tLer efore p ivin,-r increr\.s ing ntt enti on t o its r e sn ,,nsibility 
in ,r i n t rdnin,- s::.ti sf'.\ctory r t:J l ri.ti 0ns be t we en eEmloyers c1nd e r:in loy ees . }.frthods to 
en c r) UT ',,_··e t h e r eP.c:1i nc 0 f a ,:-r een ents th.a t 1nill '::le :Jutually a cc eptr:tble t o the B"'n'"'.ge­
:L·n t ~n-· the v:o r ker s "'Te b e ing dev ,] l 0ned . Also , :"Etr.o ds of s e ttling , in n, just qnd 
r ,c, ,'' ::;r:;rn·::il H r_,_,,,_nner, ,-iny c~ iff ,::r enc es th:> t m-:iy 0.rise in c rts e s in which er,lp l oyers ,"nd 
~ur, l oy ,,es fi:r-,cl th!'.t t h 0y c r.mno t s ettl e t h,:-)ir p r 0bl :"ms by th eraselv e s, nre considered 

c~t' Sir:-i.·::i1 c-·. Ti1ese r.10t hocl s ,·re nor: u sed to s 0n e c, xt ent P..n <~ undo ubt ocl. ly will be 
i ·:,-p r rJv ,~d i n t he, futur e . 

Sun::ir•.ry. TL.c "'RYS n ent i on ed in t h is s ecti on, in vrhich the f:O v ernment r eculr. t es 
;)usi r:.css , .·,.r e only rt f .. ,v· o f t h r, m:my tha t o i r.:h t b e c. iscus sec~ . They 2-re sufficient, 
l11:: ,·:ov er, t ,. illustr<t t o th,3.t t he c o:·:1:-:1uni ty will r E::gul a te the operati rms of a busi­
n, st, if it i) eli ev e s ( .3,) t h,, t the r e{rul o.tion Fill benefit the c 0nsUI:1 er s of the 
sc,rvic es or t h s f°:GOdf} o f t ho business, (b) t h?.t th o r -~:gul 2sti on 'l''ill enn.ble tr.e 
busin e s r., t o r t,rider 1) r.tt er s ervi c e t o c nnsumers, or (c) th?.t the r egulA-tion will be 
o f d ir c,c t 1)en ,:,fi t t c, t ho se PnTJl oy ed in t h e bus in C" s s. Consequently, the c orw1uni ty 
h:1.s t':, st .· ·blished r u l os fo r l!B.ny t y nE, s o f '!::usine ss es . It ni:i.y bo expect ed that the 
r ,,c ul nti rm of businer. s ,,rill '.Jc czpanded. i n the future v1henev er the ne ed for 
.'.1.C.d i ti rm:-i.l c ontrol s c ei:rn evi dent. 
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GETTING ALONG WI TH PEOPLE 

Communicating in E..~· In the preceding chap ters of this book we have been 
studying some of the c ommon methods of communication and how to communicate ,,.,ith 
e thers by l e tt er and by wire. At best the::.e methods of communication ar e but substi­
tutes for the personal intervi ew. Boys and girls, men and women will always continue 
t o meet in their home s, th eir schools, their chur ch e s, their c lubs and societies, and 
in business t o talk ov er matt er s of int erest to thems elves and to th eir communities. 
How n ecessary, th er efo r e , tha t ev ery person d evelop within himself c ertain personal 
oualiti es whi ch will help him to meet and t o associate with other peo-p l e . 

A f amous aviator r eveals his s ecret. In a r ec ent int ervi ew, a famous aviator 
to ld how h e l earn ed to me et and to get along with other people. He said, "I came to 
the c onclusion that if I knew the differenc e b e twe en the right v,ray to do a thing and 
the wr ong way t o do it, it was up to me to train mys elf to do th e right thing at all 
times . So I dr ew up a list of character f a ct ors. At night I would r ead off my list 
Dn d thos e which I had fulfilled satisfactorily during thRt day, I would mark with a 
red cross. But thos e charact e r fact ors which I ha d actually violat ed each day l would 
n..~~::-k with a black cross. I b egan t o che ck rn..vself from day to d3y and to compare the 
:;_- e,:;s a nd bla cks from month to month and year to y ear. I was glad t o notice an im­
r:, r ov ement 3.S I g r ew older. 11 

Here are some o f th e "charact er factors" in the list: 

Ambition 
Cl ean body 
Cl ean speech 
Cl ean thought 
C 1 enn conduct 
Cheerfulness 
Cour age 
Courtesy 

Economy 
Energy 
Enthusiasm 
Fl'tith 
Gracefuln ess 
Honesty 
Hopefulness 
Industry 

Initiative 
Judgment 
Loyttlty 
Modesty 
No faultfinding 
No talking about 

others 
Op timism 
P ers ev erance 

P l easant voic e 
Punctuality 
P8.tience 
Politeness 
Rev erenc e 
Recr eati on- 11 }1.an­

ful, not sinful 11 

Self- est e em 

Self-control 
Self-confidence 
Sense of humor 
Sympathy 
Sincerity 
Tact 
Uns elfishness 

P erscrnali ty. The sum of these persona l qualities (er "charact er factors"), is the 
measur e of what we call personality. Personality is ha.rd to define , but we feel its 
quality in ev er,-r on e we mee t. Without our knowledge, it determines our a ttitude toward 
different people. In a similar way it determines the attitud e of others toward us. 
They like us or they dislike us, and t heir like s or dislikes hav e much to do with our 
persona l success. 

P ,!rsonality, howev er, is n o t some thing '-" e ar e born with, like blue ey e s. It can 
be cultiva t ed. Moreover, it is an expression of what we ar e--the sum total of our 
quA.l i ti e s o f mind and body which mak e s each one o f us different from another. Gen ­
uineness, sinc erity, hon es ty, willingness t o wo rk, or the opposites of these ow.tlities 
,;.;ill soon show in that inde finit e thing tha t we call personality. 

Tact. Ther e are s ev eral qual iti es that ent er int o personality. One of the most 
import ~nt qualiti es o f the succ ess ful person is tact. Tl'tct has b een defined as the 
quo:1.lity o f doing the ri f:'h t thing in the righ t '1''8,.V , It means that the tactful person 
keeps his t emper, Nearly ev er yo n e finds time s wh en he 'l"ould like to ::i.ccuse s ome o ther 
per son of f oolishne ss, injustic e , downright meanness, or dishonesty. On rare occa ­
sions t h is i P. n ecess.qry. In at l'3ast nin ety-ni n e c/3.s e s out o f a hundred, howev er, 
there is ,3 bett er "''RY • That b etter way i s b'3.sed on P-enuin e k indliness of s n irit. One 
vrho knows th::i. t sever11.l diff ,?r ent opini ons ::i.r e poss ibl e on n e11.rly ev ery question is not 
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.<1.b s o lut ely sur e th"l.t his own is the only ri ght on e . Again, the person whose one 
nurpo s e i s to r,e t th e job v<1ell don e ,"ill n o t willingly offend another whose c oopera­
ti on i s n ec ess.qry to the b i=: st r e sult. 

Ess entinlly, tact come s fr om 1m appreciation of the fe elings of other people. 
One vrho he bituA.lly tri e s to put himself in th e other f ell ow 's p l a ce is p r etty sur e to 
dev elop t o.ct. Uodern busine ss has m13.de ,,ronderful ad v ane ement in system and in all 
forms of o r ganization. Inventive geriuses hR.ve p r oduc ed machin es tha t almost think. 
:fach l ess progress has been made in perfecting the hum8.n r .,lationship necessRry t o 
succ essful man,'.1gement of the sy s tems a nd the machines and the world is full of other­
wi se co rr,pet ent people who fail b eca us e of lack o f t ac t. Genuine int er e st in others 
a nd in their welf3.r e , Y, illingn e ss to give credit for good '"Ork, and the kindliness 
tha t t emp ers a just criticism with ::in encouragi ng smil e are qualiti e s ro.rely lacking 
in n. succ e ssful worker. 

Good manners. Good manners are mer ely ways o f doing thing s which make othe r 
peop l e f eel co :n f ortable and a t eas e . Po l it en ess , courtesy--other words f or good 
1'18nners-- <>"r e based on thoughtfulne ss of the rights and f eeling s o f others. They are 
to t he personality vlh'.1t oil 'is t o t he machine--a meru1s of keeping it running smo,Jthly 
· ithout fricti o~ . They a r e cl osel y r el a t ed t o tact, but they includ e observance o f 
so me d efinit e rul e s that make it easi e r for peopl e to get along v: i th one another. 

Her e are so me bad manners thc1.t a re like squeaky hinges n eeding oil: 

I n t errup ting other people 
Sla;:1r:1 in ~--; doors 
WalkinF- in front of oth ~r people unnec e ssarily 
Rem9.ining s eated when old er peop l e 'lre stR..nding 
Whisp ering in co mpany 
Eating, chew ing gum , pov,d ering th e nose, manicuring nails in public 

~ood hUI!lor, Good hu~or i s on e of the imp ortant elements o f tact~ The grouch 
..-·ho is p lac ed over oth"lrs i s s eldo m succ e ssful. Th e disagreeable person is alway s 
cdslik ed by his e auals. Some ti"'.le s a grouch delights in sarcasm. Such a person is 
alvmys h:'1.t ed. The one v:ho i s always bl<i.ning others invit e s the s ev er e st criticism 
for his o'.'rn errors. Th ink o f the peoDle you lH:e a.nd see if th A tactful, good-humored 
k indly person i s not always the one for whom you v:1ill work h a rd est. 

Good h Palth, che erfulnes s, enthusiasm. Th e abundance of en ergy a nd vi gor which 
is n eed ed f or a happy and active life is the r o.sult o f ~cod health, cheerfulne ss, and 
en thusiasm. Good h ealth depen d s v ery l a rgel y on the foll ow ing simpl e rul e s: 

Exercis e for a short period in the open air ev ery day. 
1,'!o rk and sl eep in well-v entilated rooms. 
Avo i d drnft s. 
Cho os e si1'1pl e , who l e s ome f ood r-md chew it thoroughly. 
Eat sparingly of mAat and rich pastries. 
Wear clothing suit abl e to ~eath er and s eas on. 
Remov e d<unp clothing as soon as po ssible. 
Ge t at l east eight hours sleep out of every t wenty-four. 
Be cheArful P.nd enthusiastic. Ac quir e a ho bby. 

Cheerfulne ss and ent husi a so not only help t o keep people 'Nell, they also help 
to ,·.1ak e th em t2:ood work ers. So convinced of t h is fact was a Chicago store that it had 
placards in ev ery section which r ead, "Civility and smil e s cost nothing . We have a 
larg e supply of both. 11 
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Co•-:imand of English. Nothing is more import'lnt than a fine col:ltland of English. 

Nearly everJron e must coru:mnicate in both oral and Pritten form. Even a voice ov er the 
t el ephon = g iv e s an instr.mt nicture of th2 sp e;:,.k er. On8 1 s sn'3ech is the clothing of 
his nind ,:ind thout?ht. Bad g r ammar, "'rong pronuncL'.'!.tion, poor enunciation, A. loud and 
rnspinr: voice "I.re the ill-fitting coat, the b'lbgy trous ers, the torn, dirty dress, 
th e :-1uddy s~1on s of the :-:iental ward.robe. Here ar e some p R-rticul-::i:ry rarged tind ill-
fi ttin0 or worn-out articles from the v1ardrobe of speech: 

I haff tuh 
Gir'ne "I. ch'1.nct 
Le11:"1A s -? e 
Didjq S Ge 1 il!1? 

I I m gonnn. seer 
Werja go ? 
Hoo jq ro i: ·i tl-1? 
Nona th", t stuff 

a swell tine 
he 1 s so du::ib 
It I s g r<1nd 
I l ·3 ft him r;o 

Have :rou not often met peor,lt:' whose speech "'!'l s simnly deli2htful to h ear? They 
n r 0;:10 unced the ir ,·,ords well--d i ,1 no t clip th ,:, ir inRs and eds, used correc t gra'7l'Tlr>.r, 
,m,; h::i.d co····19.r-d o f -: ·orc~s that exactly fitt e,l the ir thou?..:h~ Moreov er, they did not 
est oak ri.11 i~ one ton 2. . Their voices were n ot loud and harsh, but ros e ancl f ell in 
11 . wn.y th:1 t J11~.cl.e it easy to list en to then . 

B,,c k of this corr ectness of sp eech w'0.s a. comrn"lnd of th e ir subj ect. Th ey knev,. 
And thdr kno wl ed ge ca me fro!'l th,,- int ere st th"l.t they had put into th eir ~1ork. Thei :­
µ ri de in doin:- thing s Y!ell hrd bro1lf3:ht a jo;y of qchi evement that had r.1acl.e them worth-
1,:hile people. 

Cle!'l.nlines s a nd c a rriafe . Cl e an skin, clean te e th, clean rn=tils, cleEm clothes, 
.'.'..nd cl e1m and nell-brushecl hr:,.ir n. re qualiti es which r-t. person is expected to have, 
and v1hich h el p him in his work c1.nd in his 2..ssociR..tion 1Pi th other people. The boy or 
th 2 r·irl who is clean, neat 1 ."J.n,' orderly in his personal appearance usually shows 
si ::i il<:J.r qualiti e s in his school Fork nnd in his occupation. To this boy or girl, 
cL,anliness means much more than personA.l a ppearance. It also means cl ean thoughts, 
cle.cm spe ech. and clean conduct. 

Grac e fulness sho\', s in thP Y'ay n. person cArri e s his body. It is th e result of 
ood posture. We hfl-ve a natural feelin; of confidence in the man \"ho carries hir:iself 

v1ell 1 who v·alks erect, ,··ith heR..d u-p, chin in, loosely swinging arms, and who neets 
r:mot her' s look '"i th direct "l.nd open glance. He shows poise, self-respect, and cour8.ge 
in his whole b ea.rinf. We hR..ve little confid ence, hov•ev er, in the slouchy person. We 
·ire likely to think: that his slouchy body houses R.. slouchy mind and has a slouchy 
·.·n.y of doing its work. 

P ~rsist enc e . Do you think Thomas A. Edison enjoyed working twenty hours a dny 
and sleepins~ on ~t tRble in his laboratory? By this hard Fork he gave the world the 
incn.ndescent li tcht, th e'> talkin(? machine, the !'.'lotion picture, A.nd ov er thirteen hundred 
oth 2r invent ions that make life infinitely ea si er and more irtBresting for the V11hole 
civilized v·orld. Think 'lbout the lives of th e most successful p eo-pl e you kJ:UR, and 
see if you do not d ecide that they 9-re h'1.vin{c a perfectly delightful time just doin~ 
a thoroughl y ?OoQ job. 

One of th e first qualities necessary for succ e ss in .a business, a profession-­
in n.ny kinci of the y·ork of th0 v:orld--is p "'rsist ence, stick-to-it-ive-ne ss. The 
succP.ssful person 5 oP s Rt his job with a d e terrninR.tion to do it and do it well. He 
is not satisfied ~ .. ith 11 just g ettinr! b;{. 11 He does the job not for a r ewr1.rd so much 
as for the jo:.r of doing it v1 ell. 

Honesty. The worth''·1hile !"lan is hon e st 1r1i th his employ er, honest with his f ellow 
v1orkers, hone st with the people V"ho will use the product of his work, b e~U.se he is 
honest v·ith himself. His is an honesty that would prefer et low grade in school to a 
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hie.hone rained by cheating in an examina tion. This is a quality thAt k eeps an 
eTip loyee on the job 2.nd working his b e st when th e boss is away. The hone st v•orker 
knows thc.it when he st eRls an hour of '"Orkin? time he is stealing the money he is paid. 
He knoPs th,<J.t a b a dly ~rritten Rddress must be verified or correct ed; that a mistake 
i n addition may requir e hours f or correction; th.<tt a fRlsehood will put someone in 
th 0 'l':ronr::: lie.;ht--probably himself. He knows thqt if he 11 g ats by" for th e time being 
'. ' i th a :!listal:e, a piece of slipshod v•ork, or <.,, lie, h e is building mistakes, fo.ilures, 
an d li t:l s into his own charact er. Th,~s e , he knov•s, '" ill in time show on his face and 
in his nanners. In th e long run he v1ill become one of those whom no one wi ll trust. 

Coop eration. The succ e ssful person will v:ork ,,: i th others. He will be cha.ritabl (· 
even if he h::ts to c orr ect their l'!'listakes, b ecause he kno\-, s tha t h e sor:ietil!les '.l'lAAes 
r.i stakes himself. But h e Fill keel) his mind on the resul t--a thoroughl? go od job 
'l''hich '11.ust come through the cooperativ e effort of many people. A chain is no stronger 
thon its weakest link. While one is ma.king sur e thFl.t the pA.rticular link h e is 
for c=-ing wi ll stand the strain, he is int er e stea_ in the whole chain, and so h e strives 
to stren~then any wea.~ link made by 3!1other. 

Re sourc efulness, ini tati v e , self-reliance. It go es without seying that the one 
vrho is interested in his job will give it his b est thought. He will not say, "that 
is v·hat the boss is paid to do. 11 The boss is boss probably because he can think. 
N:,a rly everyone in th e business \'lorld h~s a. boss--even up to the pr e sid ent of a large 
c or por~.tion. 

Suppose ," e do a littl e problem in fl.rithmetic. A boy t::i.k e s a position for ~·hich 
he is paid $15 8. '\'leek or thirty-five cents an hour, His boss g ets $75 a vrek or $1.55 
rm hour. Part of his work is to see thfl.t thF boy does his tasks well. If he has to 
spend five hours a week looking after th;;, boy, th e yo unf: vorker is costing the firm 
$15 plus $7. 75 or $22. 75 a week, If the boy learns to do his job so well that the 
boss can for ge t about him, the firm can save som e mon ey by p aying the learner $20 a 
meek . Let him save some mone,v by p~ring the ·learn er $20 a week. Let him apply this 
p rincip l e stefl.dily, and he will soon be g etting not $20 but much more b ecause he is 
r eally wo rth the money. 

All this will mean that this young nan is r ~sourceful; he is so alert that he 
s e e s n ev· and b e tter v.1ays of ge ttin~ results. In o ther 'l'lords he is developing initi­
ative--power of originating better ways of getting results. Success v1ill bring self­
r elianc e , anct self-reliance means thinking --hard thinking about daily p roblems that 
we should solve. What r'.1any yount~ neople fail to appreciate is that this thinking 
bring-s genuine enjoyment. Doubtl e ss men like Edison and Lindb ergh got ':lore r eal joy 
out of lif e than the majority of men b ecaus e of this deli ght in finding new ways. 
Th ey have one of the g r eat est joys in life--the joy of achievement. 

Loyalty. One who has these ~ualities of perseverance, honesty, co operation,tact, 
good humor, initiative, r e sourc e fuln e ss. and self-reliance can hardly fail to be 
loyal to his friends and to his daily tasks, because h e is loyal to himself. If he 
is a stenographer, h e will n ev er reveal anything in his employer's corr espondence. If 
h e is asked to work overtime, he does not ask whether he is to be paid for it. If 
he makes a mistake, he owns up frankly and tries to correct the error. In the long 
run, a person of this kind will in his promotions be paid many times for the overtime. 
What is more important, he will be rewarded by knowing in his own heart that he is 
what he apnears to be. 

All the se aualiti e s may s eem a bit indefinite 1 but they are, nevertheless, the 
most r eal and lasting elements of success. There are a f ew other qualiti e s that are 
easily s een by everyone. 
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Prornpt:i e ss, accuracy. and system. An._v work er can be on time. The on e who make s 

you wait st eals your t ir.1 e and k eeu s you from doing your work. He throv·s your who l e 
p r ogram out o f order. In n early ev ery case the person who is habitually lat e is also 
unrelia bl e in m~my other ways. As a rul e , accuracy go e s al ong with p r omptn e ss. There 
Rr e certain t h ings tha t one in any 1Jo sition is supposed to know--no t gue ss at. For 
exampl e A.. salesman is suppo s ed to know his goods and their us e s. Others will base 
their n lans or d ecisions on what the salesman s~vs--until they find tha t they c anno t 
denend on him. Then--well, h e will n robably b e l ooking for another j ob , so he won't 
matter as f a r as the buy ers are concerned. 

Anyone can l earn t o b e sy s tem2.tic. One whose d e sk l ooks lik e 11 A c r os s s ection 
of chaos, 11 wil l spend lit erally hours fruitl e ssly hunting for things he should be 
abl e t o find inst antly. His work will be slowed d own. Worse still, h e will b e 
get ting a bad h8.bi t t hat will mak e him wo rth much 1 es s to his employ er--and himself. 

AMbiti on. This is an eager desire to ge t ahead in the world, t o b e tt er on e 's 
po sition in life , to ris e to positions o f great er r e sponsibility and trus t, and to 
makt, more mo n ey . It is perfectly mtura l t o b e amb i tious. Amb itions may never b e 
r c.nlized, however, if th e b oy or the g irl l eaves school to o young, mer ely to get a 
j ob end earn some mcney . The lack o f p r oper education and training i s a serious 
handicap in l ate r life. 

An t itudc s . 11 She embroiders beautifully. 11 11 He is continually making s ome thing . 11 

11Hr. r g r eat del i ght i s in p r eparing and cooking t emp ting d i ohe s. 11 "You n ever s ee him 
Fi +,hout a book in his h::md. 11 These expr e ssions, qnd many o t hers of a similar n ature, 
a r -3 r-aAr d f r e r• u ently . Each appl i es to s ome p a.rticul •Jr individual who seems t o have 
a na t u r al t en6.ency to,11a rd s oma particul a r line o f wo rk. Thi s capacity or fitn e s s for, 
thi s l eaning to war d, and thi s r eadiness in l earning a particular j ob a r e summed up 
i n the terms ability ~nd inter es t, which a r e otherwise known as a p titud e . 

Tho mas A. Edison said; 11 Ev Pry man has so me f ort e , something h e can do bett e r 
tl'_a n he can do any t hing els e . Many men , ho \vev er, n ev er find the job they are fitted 
fo r. And oft en this i s b ecause they do not think e nough. Too many men drift la::ily 
int o any j ob , su it ed or un sui t ed for th em, and when t hey do not g:e t along v er y well , 
they blame ev er ::body and ev er ythinp· exc ep t themselves . 11 

Bion J. Arnol d , one of Am er icn ' s most famous consulting eng ineers, s3.id: " My 
f .~tth cr want ed me to become A. lq,r:yer like himself. Mos t of the neighbors thought :I.t 
necul i a r fo r anybody t o be i n ter es t ed in engin es . But I wanted to construct thi'"l€:;S 
thqt would go , r.i.nd I •,,:anted to me.ke them go . I hat ed every t h ing ruid anything tl:.ci.'c 
s t oo d in my ·~· p,_y . I went mil e s and hours out of ,ey- ,,•r:3:·s t o try t o l earn ¥·hat mos t 
people s eemed t o think I ought no t t o care about. 11 Mr. Arnold e.q,rly discover ed his 
n9.tural ap titud es and persist ed , de spite a ll obs tacles , in trairing hims elf in h is 
chosen vocatio n. 

Rating ;your p,::r sonal qu,g,lit ies . Someo n e has classifi ed th e persona l qualities 
a bout which ?OU hn.ve been r eading, <:'n d some ot her pe rsonal qualities as V"ell, into 
thr ee gr oups and has :1.rr ·l....'1.g ed the;n in a chart such as yo u see farther on in this book . 

Wat ch your self. Di d you ev e;r r ead t he litt le poem 11 Wa t ch Yours elf Go By. 11 

"Just stand. Rsiue and watch yours elf go b~r; 
Think of yo·irself as "he . 11 inst ead o f 11 I. 11 

Note , clos oly as in other men you note, 
Th P bag- kn ::) ed t r ouser s Rnd th e soedy coat. 
P i ck fl aw s, fin d fault; f o r get t he man is you, 
And strive to cake your e stim~t e ring true. 
Confront yourself and look you in t he eye-­
Just stand as ide a nd watch yourself go b y . 11 
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LOOKING AHEAD 

Cho os ing a voc P..ti on. M;:my younf.! people choose their voc"ttions like the blind­
fold ed pVwer choosin\~ his w,..rtner. To the first job nc~.u ght" they s~y, 11 I 1 ll choose 
?O U. 11 Often the se young peonl e c1 re not in n p osition to m:=tk e r:t b e tt er choic e wh en 
th r;y ent er busi ness . Th ,2y "I.re blir.dfolded by lP.ck of educi:i.tion, lack o f special 
tr"l.ining, ruid l a ck of knowledge of the busfn rcrns ,•·or ld. Thi:,y arE/indeed fortuna te if 
th ey find \York for v:rhich they ;:rr e fitt ed and which they enjoy, 

It is to k ,:ep young people from ent 0ring- the busine ss wo rld blindfold ed that 
busin;" ss courses ar e beinv offered in our nublic schools, our private business school:;, 
nnd oux coll eges. The pupils in these cours es not only l earn much u seful informR.tion 
'lbout :!· ,, bu :; i n,:,, s of the na tion, but they also get practice 8.Ild experi enc e in the 
cluti e s of mq_ny different occupations. Thus, by actu~l experii!lent, they find which 
k ind of ,.,·ork int er ests them r:10 st, which they like b e st, :=tnd which they c=tre best 
fitt ed for. 

A first cours e in business. Your study of I HTRODUCTION TO BUSI:KESS has t~.ught 
:,o u sor.rnthing about the VP.lue of busin ess to a community, n.bout th e organi zR-t ion of 
business and about the A.me.zing vari e ty of busin es s enternrises and ':1.Ctiviti e s. You 
h~v e ':llso 1 eq,rned som,:, thing ~.bout the duti es o f the posi tian wh ich are open to junior 
V'orkcrs. If you should ha ve to l e::,.ve school no;:, r-md go to wo rk, you would not be 
UI1prept1.red f or a position on the junior l evel of service such a s messen ,:· er, mail 
clerk, or junio r file cl erk. 

Go on vrith your schooling. If you ci=1n T!l"l.n~ge to stay in school until you 
braduate· from senior high school, ho·.i·cv er, you will not only b e eiuch better preuared 
for th ":! se junior positions, but you will also be r ,:,arly for b eginners' positions o n 
the senior l evel of s ervic e . You will be well equipped for service as a stenogrr1.pher, 
a bookkeep er, o. r e tail sales person, or a gen Aral clerical worker. By taking advanced 
busines s cours e s in q_ school of business of college rank, you may prepare yourself 
for still bett er positions. Yoummay enter th e junior executive l evel as private 
secretary, correspon&ent, junior accountant, auditor, or assistant to th e adv ertising 
man"'.ger, t o the sales manager, to the purchasing agent, or t o some o ther executiv e . 

Th'"se highe r business po sitions are usua lly open only t o people with education 
Rnd training. While they r equir e more training and involv e more responsibility than 
do the junior po sitions they also pay b e tt er s~_laries. A good educati0n and a good 
sal0.ry usuAlly go hand in hand. In general, c0llege r.radu.q,tes eR.rn More than high­
scho ol graduqtes. High-school graduat e s, in turn, earn more th9.11 the untn:dned 
'Pork ers who l eave school ~.nd go to v'ork v:hen they P.r e only sixteen to eighteen years 
old. A good education is the b e st business investment you can make. 

Business courses in senior high school. L :0 t us suppose that you gre going on in 
hi gh school 11.nd a re nlanning your course of study. You learn th;:1t ther A are s ev eral 
busine ss cours es offered. Which shall y ou cho~se? Fr equently the c ours e s are planned 
around th e diff c, r ent business services which :=tre common to ci.11 kinds of busin es s 
pgencies. If y ou are in \ erested in comT!lunic r:i.ti on, you probably want to take the 
stenogra:nhic course, which prenare,s persons t o h"l.!ldle busine ss communications. The 
nerchandising cours e will probably '.Je your cho ic e if you s.re interested in retail 
selling- or o ther kinds of store v,ork. If you ".r e "'Ost int e r ested in finance and 
business acc0unt s, you ma,.v elect the bookkeepini;e cours e . If you h':l..ve a liking for 
gene>ral office wo rk, you will p r obably choose the general clerical or office prs.ctice 
coursEJ. In order t o chor, se vrisely, however, you should know what these coursesrequire 
P.nd Y,hat they include , Rs well ,cis what µ:si ti rms they prena.re for. The following 
pqr;:i.graphs, will, th er efore, describ e bri efly the four main business courses offered 
in the l a r ger hi~h schools and schools of business. 
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Th e st enographic cours e . This · c ourse aims to prepare the student to handl e all 

kind s of busine ss c oI:li~unications, by g iving him a thorough knowledge of English and 
a mast Ary of typ ewriting and shorthand, 

Shortrond is r eally a. l.<,ngui:i.ge "Iith an alphabe t of syl!lbols which stand for dif­
fe r ent word sounds. A word writt en in shorth'.'l.nd is s o r.1uch short er than the same 
v·or d Fritt en n.s y ou would. write it, that the e xPerienced stenograT)her c ;::in ea sily 
\'1 r1.t e a conv ers '.l tion while it is going on. Skille d stenofraphers can ti'rite two 
hundred or more words a minute and transcribe their not e s r8.pidly on the type;vriter. 

In addition to writing shorthand rapidly, the st enographer must be able to read 
what h ,~ hn.s ···ritten f'1-st 3r than you are reading this page, and must be able to tran­
scribe h i s no t e s on a tyr:iev:riter quickly and accurately. He nust also know how to 
spell ~m c"t punctua te a nd t o write s entenc e s tha t are p:ranatically corr ect, well worded, 
and well arri:mged. A pupil who h"ts poor gr!>..des in EnF-lish, or who finds languages 
difficult, 1:11:ty also have difficulty in l ,"arning shorthri.nd,in nRking nerfect transcript 
on the typ ewrit er. This punil should seek the Fl.dvice of his school counselor before 
he chooses the stenographic c ours e . 

Al though th er e are mor e young women th~n ~roung :nen in stenogranhic work, there 
a r e r.-:any opportunities in busin e ss for the young man who has a good gen Pral education 
r-i.nd a thorough knowledge of sho rtho..nd and typ ewriting . Thousands of men in executive 
busi riess po sitions in our c ountry today b egan work as stenoe;ran hers. For the steno­
,·.Tar,her who cl,w elops h i["h sp eed in the taking of dictation, ther e are well-paid 
uo sitions in the c ourts as c nurt r ep orlBrs. The working week of the stenographer is 
usually f orty -four hours. The salary p:-i.id dep ends on th e positi on and on the exp eri­
encP a nd skill of the st enogranher. It vari e s fr om ab r,ut $16 a week for th e beginner, 
to $100 a ''' eek or more for th e court r epo rter. 

1fr,rch3.Ildising or retail 'distribution cours e . This course is th e one t o be 
.~l ect ed by pupils who ;:i,re int e r e st ed. in rnarke tinr or r Ptail s elling. Th e course is 
pl:~.nned to give the student an understandin F.;· of the principles which underlie all 
s t o r e merchruidising . It includ e s a study of th e p robl ems of p roduction and distri­
buti on of goo<J. s, of tra nsportA.ti on and marketinf , o r r etail s elling /3.n d store 
or t:-anization. It may include special work in advertising and a study of t extiles, 
c o l or, and d e si Gn. Th~rincip les o f s "'..l e smanship And storeselling procedure ar e 
studied in Fr eat d etail. This course also includes actual store practice in r eceivinf 
s t o ring and mr•r k ing mercha ndis e , and in r e·tail selling. 

Th ere ~r e mo re people in the United States engaged in r etail sellin~ than in 
r'my other sinf': le business occupati on . Bo th m"'n a nd women are n eeded, r-ma both find 
".l'.:iny opportuniti e s for advancement. Th e young retAil clerk may become a salesman 
or a travelin~ salesman, positions on the senior l ev el, or h e may b ecome assistant 
s a l e s manager and, lat er, sal e s manager, po sitions on the executive l ev el. In a 
uepartment stor e h e may b eco me ·a buyer. The working week of the retail sal e s nerson 
va ries with th e kind of stor e in wh ich h e is working. It rarely however is l e ss th:=1.n 
.fo rty-four hours a week. The, S~ary range s from about $16 a week for the beginning 
retail cl eark t o $25,000 a y ear or aore for th e sa.l e s l!lanager of a large corporation. 
Sal ,,ri e s in r etail selling, hovrever, depend l .<i r E~ely on th1o quantity of goods sold 
oy the Sc'tl e s person. He usually r eceiv e s a sm!':l.11 r egul P,r s a l a ry and a commission or 
bons on t o tal s a l e s q_bove Ft certain f).xed a mount. 

The bookkeep inf, cours e . Lik e th e steno~ran hic f'.nd merch8.Ildising cours Ps, the 
bookkeepins course p r epar e s pupil s for actuA-1 positions in the busine ss v1orld. Its 
f radu"Lt e s ent er the financial division of som e busine ss as bookkeepers, l edger clerks, 
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or a ny o f th e o ther positions li s t ed in Figur e s 272 Ptnd 279. The training in arith­
metic and in the k eep i ng c, f 8 Cc0unts, which th ~ stud ent_ o f bookk e ep ing r ec eiv e s, is 
0 f v c1,lue t o t he housekoep,:'-r, the l Rv<.ryer, the n h,_vsici311 1 and the S8,l esma n, as well a s 
the eEtpl oy ,' e in t he a ccountinf depnrtment o f a busine ss. A thor ou gh knowl ed re o f 
bookkeep inf:· is al s o p':l.rt of the tr a ining which ov er y p erson r1Ust hav e wh o wishe s t o 
;;· nt er the fi ,3l d of F1.ccounting or to qualify for th e d egr e e of c ertifi ed nublic 
,--..ccount ;;int. 

P ositions wh ich r e quir e s or.1e bookke ep ing duti es a r e op en t o y oung v:romen and 
y oun1r men a like . The s a l a ri e s r an1,e fr om a bout $1 6 a week f or beginners t o$10 ,000 
a y ear or mo r e f o r the skill ed c ertifi ed T'Ublic a ccountant. The wor k int:: we ek o f the 
bookkeener is a bout f orty -four hours. 

Gener a l c l erical or offic e p r a ctic e cours e . The gen eral c l eric a l cour se prepar e r 
pun ils fo r t h €: v a ri ous clerical po sitions li s t ed in Figur e 272 a nd for many o ther 
offic e po sitions. It is p articula rly ue ·3ful to the ooy or ,"· irl who has n o particular 
'lla t hem3.ti cal o r l~gu age ability o r wh o doe s not enj oy r e tail s elling , but wh o wishe s 
t o ent er busine ss as an offic e worker. Th e c ours e provi de s a broad gen eral busine ss 
t r 2.ining , rui d a ll ow s t he student t o s peci a lize in th e kind of c l erica l wo r k which 
i n t e r e sts him mo st. It incluC:.e s tra ining in filing , in t y p ewriting , in e l ement a ry 
bookkeeping , in t el ep hone switchb oard operation, ruid in offic e -machin e operati on. The 
n~p il i s Fiven t he opportunity t o l earn the oper a ti on of the calculating mRch ine , 
t h e billing machine , the bookk eep ing mach in e , or c1.ny on e o f sev eral o f t he o the r 
k:i n ,'! s of o ffi ce appli .':l.nc e s which a r e found in all modern busin ess o ffic e s. 

Ther e a r e mor e po sitions Rv a il abl e f or the tra ined g en er a l clerk, v1h eth er young 
mr.n or ~rou ng wo raan, tha n for th e trained st en ograp h er o r the train ed oookk e eper. The 
wo r k ing vreek i s th e usua.l busine ss week , f orty -four h ours, a n d the sala ri e s range 
fr o::, about $1 6 per week f o r b eginners t o $35 f or experi enc ed s eni or workers. Advanc e­
:nent is open t o del_)artment-hea.d po sitions ,~ithin th e o ffic e organizati on, which 
nay h i g h e r sFtlari es. 

THRITI' 

Wha t is thrift? Th r ee boys sta rt on a fiv e-day hik e in th e mountains. Ther e is 
no n l a c e on t h '°' rout e wher e t hey ca n buy f ood , s o each must c a rry p r ovisi ons f o r t he 
en tir e trip . 

Tra~p ing in t he op en a ir m~ke s t hem hun? r y . At the end o f thr ee day s , Fr ed has 
•:a t en an h i s fo od ; J ohn and Will hav e b een just a s hung r y a s Fr ed but t hey have kep t 
i n mind th e n eeds o f the last tvvo de,y s , s o they hav e enou gh fo r thens elv e s. They 
we r e thrifty ; Fr ed ,vas no t. 

A boy with t wenty-five c ents in h i s pock e t i s seized with a DArfec tly n a tura l 
C:es ir e f o r a d ish o f ic e cr eam. It happens tha t he i s s Rving t o buy a bicycl e . He 
t h i nks o f t h e ic e cr 9am which would b e deli r htful f or about fiv e minut es; then h e 
t h inks o f th e bicycl e which would k eep on g 1 v1ng h im p l easur e f or mt=my hours. On e 
i s h er e an d novr ; t he o t h er i s a l on (: time away . 

An.._v boy or g irl c a n ,nake subs titutions in this p i c tur e . Some time s candy, a 
mov e , or "!. p':l.rty will t a k e the p lac e o f ice cr ear.1; a sumTTJ er v a cation, a vi olin, music 
l e s s ons will r ep r e s ent t he "bicy cl e . Al way s th e qu e stion will b e-- s h.q]_l I enj oy 
so":le t h i ng now or shall I k eep t he r.1on ey t ov.,.<ird ;:,, s a tisfaction in t he futur e ? 
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No on e Poul d be foo li sh enough t o s ~y th."Lt on e should alvra.vs decid e t o k eep the 

mo n ey f or th,3 del qy ed us e . To ,-;o thi s 2.lways '''ould nake on e 3, miser. Mo r eov er, it 
is o:r.ly f a ir for boys and g irls t o contribut e t o the far.iily e XDens e s \"hen it is 
n ec e ssary. Thrift r .:iquir e s wis e spending a s ,,,ell a.s wise sa.ving . But CO'clT'IOn sense 
c'. i ct3t e s thot t hdr 2 must b e car e ful 'l' e i ghing o f value s b e t ween the present '3n d the 
c:e f ,c,rr (,d s a ti s f action--c ertainly the eFL sy decisi on in fav or o f the pres ent j oy is 
u ni:·i se . The success o f any persol1. dep ends 0n ho w well h e manages his r e s ourc e s--
hov, t hriftf h (=e is with his tir.1e , en er gy , mrtt eri'1.l thing s, and money. 

Th E r e sults of thrift. Thrift was i mpo rtant long b Pf or e anyone heard ,., f money, 
ban~;:s , and schools. HistorJ show s tha t n qtions have [,' ranually p r of'r e ss Pd from a 
savare '<'' E\Y o f livinc to our mod.Arn civiliza.ti on as a r esult o f b e ing thrifty in the 
us e o f t h eir r e s ourc e s. They h:'1.Ve sav ed part of their r e s ourc e s for 1 8.ter us e . They 
h,we c0n s erv ,0 d the ir f 0r ests and other n a tural r e s ourc es . If our e.nc estors had not 
m::,de a v-'ise use o f time , en ergy, and nat erinl thinr-s , vre shoulc1 h<>.v e no bridge s, no 
~ood r o ads, no c a na ls, no music, no b ooks. Mo dern inventions, such ~s t he t elephone, 
th e :- l cctric v:,,_shing r:mchine , the r ad i o , <1.n d "I.Ut · or:1o bil e , a n d the a irn l nn~ would 
n ev er hav e be en dev e l oped. We should s till oe living in cave s ruid huts and traveling 
on foo t or on the ·back s o f animals. 

Thrift Fith til':l e . "I/shoul d like t o , but I haven 't time ." You have often heard 
thi s sent enc e and-p r obably ha.v e us ed it many tim e s. Unlik e r:io n ey , ever y living being 
hns exci.ctly the sane ,:,mount of time--tv:enty-four hours ::,. dRy . Sor:ie o f it should be 
spent just f or th e fun of th e ~rrom ent. ~e think of games , entertainments, ne.rti e s, 
c.md snorts of all kind s ':l.S t he d i sh o f ice cr ea,n, Like th e ice crear:1, they are roo d 
in t heir nl9.ces . But t hrift in til"l e r equir e s that n~;v hours of every day shoud lay 
up s 0mr,thing for futur e use in mon ey or o ther p r operty or in the power o f knowl edge 
::,.nd skill th8.t c omes from school or other kinds of v11ork. 

Doctors, lawyers, business men, and most busy people ha ve found that they can 
use the ir time t o b e tt er advA-nta.ge if they p l an its u se car efully in advance. They 
dv id e the day into d efinit e peri od s and prepare a time s chedul e which includes 
ev er y thing th'lt must b e done, 

Bo;y-s and g irls in scho o l find t h<J.t, like the busine s s or professional man, th ey 
t oo c an a ccomplish uor e if th ey p r epar e a tim e sch edule. Such a time schedule would 
a llow time f or school, for meals, for home wo rk, f o r chor e s g t home, for recr eati on, 
f o r sle ep . A p up il's daily ,r os t er or p ro gram provid e s a time schedule for classroom 
wo rk, study peri ods , lunch, and r ec r eation. 

L e t us t h ink hov' our time c ould b e us ed t o be tter advantage , What improv ements 
can you sUf,'ges t in the use o f your tim e? A schedule o f tim e mi ght b 2 call ed a budget. 
1:ie o ft en h FJar of the budg et of A. city or a r:1at e . Tt1is means a p lan for the 
expendi tur Ps o f th e money n ece s sary t o run th e gov ernm ent, Thrifty peonl e make 
budget s or 'l l a ns f or t i:1e use of their earning s. Fr ed would hav e b een wis er if h e 
had made q budget o f h is foo d for the fiv e cl.:ci.ys o f his trip . One who is thrifty with 
his time mak e s a budge t which p r ovides for the va ri ou s t h inf!' S h e has t o do. 

Thrift in e n er r:y, F0r P.. g iv en day a person has a certain ar:10 unt o f Pn e r gy . To 
a cert<l.in ext ent h e may draw on the r e s erv e of en ergy n eeded f or the n e xt day or the 
n ext week but in th e l ong run h e must p ay back t h is energy or nature v' ill make him 
ncy the penal ty in sickness. In the n ext par&grR.n h are a f ew sugestions for a 
budget in en er gy . 



10 
;/i,J.8t". time and e ffort can b e sctVt-'J d in the pren-9.r~.tion of l essons by follo v: inf.: a 

plR,n like this: 1. Have a c o;nfort E1.bl e place to ,•·ork 'Phere the r n. V'ill b e no 
int errunti on s . 2. Co ll ect "tll n e c e ssR.ry m.qt eri nls before b eginninp.- t o '"ork. 3. 
Have 'l d efinite plan f or study. For the most difficult subject, ~ ive th8 time when 
y our enercy is ,.:,-re . .,,test. It is probstbl~r wis e st t o solve the hR.rdest problems first 
·,.nd Clo the ,?'tsL,r ones when you h'1.ve l ess ::m err,y t o spend. 4. Keen in ':!ind the 
n.iins of t h,2 l e sson or the finish ed product y ou R.r e working on .q,nd nlan the work in a 
w::.y th'lt is mo st e ff ective . For ex8Jnp le, some people r o? 'ld an assip:;;.nent through 
riuickly onc e a n u then r ead it c :lrefully a s e cond. time . Others D"'.ke an outline or 
,"rit e que sti ons on th~ assignment. Th e outline is doubtless one of the b e st methods. 
On e shoul<} , hoY•ev er, try various nlrms a nd t e st the r e sults. 5. Keep R r ecord of 
the tine snent on nssign ;;3d ·nork , and cr.i..'.lnge your me thods if y ou ;:u-e spending too 
:·.mch tine rm d getting poor r .:, sults. 

Recr eati on. Thrift in tim e 1-n d ener by clemand r-i . proper anount of r ecr eation. Not 
rmly do ,·re ne ed ex ercis e , but we need t o hq,ve fun. This r.my tl'tlrn many different formf:' 
such as all kinds of sports ::tnd game s, d g,ncinc, music, r ea ding , visitint=.: with friends, 
tri-ps--you c!'l.n fill out the list yourself. A life m!:tde up only of r ecreation, how­
; v 2r, is not only usel e ss, but a bor e to the on e trying to liv e such a life and to 
tho se associa tin~· n ith such a n erson . It is like a st er->,cty di e t of desserts. If you 
t',o ubt this, no tice in the neir·sn<lpers the s t o nes o f the neople who try to live l:Nes 
n f nothinr: but recr eati on . Fortuna t ely n early ev eryone has to v1o rk for a living. 
Th e vast r1r'.1. j 0rity o f v,,~althy peo -1 e find scme worthwhile ~''o rk. Many rich men work 
tar d.er t han .my of their employees. They find tha t the ir chief joy in life is the 
joy o f -':tc h i evement. 1.'ihen we bf1v e don e a good day' s or week's \'!o rk, a movie, a game, 
c1n ev ening v:ith friends, 8, we ek- end trip , is th e d e ssert after A i;ood dinner. 

Health i:md other pe rsonal qualities. We can do our best v1ork only when we have 
1·ood h ealth. '?very peri od of sickne ss q,nd ill h e"'llth me?.ll~oss of time fr om work or 
loss in quality of wo rk .'1.nd this r e sults in loss o f money. Insuranc e c ompru1ies say 
that an av er 9.g e of 3,000,000 p eople in the Unit ed St"lt e s are ·. ill all the time. 
They al so say thFtt 4g{ of this sickness is preventable. 

We can keep in good h eg,lth by follo v.1 inr a few simple h P.alth rules. Turn back 
to page 33 and r e11.d a r2a in the rul e s for h P.alth that a re (~ iv en th ere. ire you 
obs Grving tho s e rul e s? Are y ou improvin~ y 0ur o ther personal qualities? 

If y ou do b ec ome ill, you can oft en sho rten the period of illne ss by beginning 
tr eatment n.s so0n as symp t oms A.re discov er ed . A c old th11,t i s taken cqre o f at onc e 
can often be cured in a. day or t wo , whil e , if it is 'lllov-·ed to go without treatment, 
it ne~ last for weeks. 

Thrift with prope rty. Prop e r c a re in the use o f property is a s important as it 
is in the u se of mon ey. Many peo ·• le l eave fo od t o spoil or throvr RV!ay wholes0r.1e 
l e ft ov ers; they discard clothinr that c ould b e cl eaned., alter ed. , or mended to 
'ldvantage; they purc hase flash:,; 0 oods tha t are quickly thrown aside. Oth ers are 
particularly wasteful and careless about public property. School supplies and books 
that are fr ee to the pupils must be paid for by taxpl'tyers, who of course are the 
par ents of th ese sane boys and g irls. Public narks and building s are not only 
valuable in th ems elv e s, but they r e quire care ·which costs th e tFtxpnyers money. 

Thrift with mon ey. The pro f r e ss of a country denends on how well its people 
:·1anai,;e the ir tine , en ergy, n.nd naterial r e sourc e s. Th e inc1 i vi dual I s success also 
<.';epends l n.r ,, ely upon th e thrifty use o f his resourc e s in school, hone, social, and 
busine ss a ffairs. But as the vi:i.lue of nn. terial resources and much of th8 value of 
our tiM e and energy is n e11. sur ed in money, a stuc:y of thrift :1ust be largely 1'l. study 
o f the c 11.r 0ful hru1dling of mon ey. Thrift with money really involves four things; 
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Working and earning efficiently; spending mon ey wi s ely; systemA.t ically saving a part 
o f whqt we earn; and investing money securely. These investments may take various 
forms, such as s8.vings bank denosits, life insurance policies, shares in a building 
n.nd lo an a ssociation or postal s avings certificates. 

"W ;:i.ste nroducts . 11 Business men and scientists hq,ve long r ealized that waste 
r educ es p r o fi ts and cripples industry, By changing this wast e into useful products, 
mar y businesses hwe built ne w industri e s and added to the n Ation 1 s we:1.lth. Gaso l~. :i. £ 
wq,s onc e a waste p roduct which no one kne~'' how to use. Coal gas, which is produc ed 
when coke is mc.1d e from coal, W?.S form erly allowed to e scape r->s wathless. It is n sw 
ch311geJ into "'-Inmonia ?nd tar, and finR.lly into dy es , perfumes , 'l.nd many other us eful 
produc t s . Soap , glue, oils, f ertiliz ers, and strings for musical instruments are 
now m~de from what wer e formerly the "w.q,ste products" of the meat packing industry. 
Indeed, it has often been said the.t the pn.ckers utiliz e everything about Ft hog bu.t 
his sque::i.l. This merms th;:i.t they c nn sell pork ch er-i.per thim they otherwise coul6. , 
This is "'n illustr :1.tion of the fundqrn ental principle of interd ependence. Not onl ::, 
do e s th ,:, prosperity of ev ery cl Ftss of peonl e d ep0nd on th e n rosperity of every ot'.1. er 
clR.ss, but the prosp erity of ev ery n"'ti on d ep ends on the prosnerity of ev ery othe:c 
no.tion. The t erribl e suff,?rings of the financh.l d epression th"lt began in 1929 ru-i.ve 
made peonle und er s t and this princip le <>s they ne v er did befor e . 

Working a nd e,:i r n ing_ e fficiently . Th ,: things we need <i.nd want cost money, s.nd 
for most of us th e only way to get money i s to e :.:1 rn it. Even b e for e we are through 
school, we mlly 0<i rn mnn,~y to supnly some of our needs, By working aft e r school, .J l'.l 

Saturd.<1.ys , '1nd in summ er holidR..ys, mn.ny boys '1.nd girls have EB.rned enough to pay f or 
most of a high school and college educ ;:i.ti on. One boy works in a grocery store on 
s,,,_turda,ys and earns enough to pay for all his clothes. Another boy, by selling 
n ewspapers ,md mag azines, ,-)arns enough to finish his high school course. A girl p ayr. 
for i:iano l e ssons by vro rking in a tea room during ev i=ming rush hours. Another worl:,:, 
in A. department store a s extra clerk on SaturdFzys. Another is mother's helper in 
her aft er school hours. 

Snend in tc wi~ For mo s t of us, it is easi er to e.q,rn money than it is to snen d. 
it v1 i sely . The r e 21.re so ma ny thing s we would like to own, the.t sp Anding our money 
is 9 . constant t emp tation. Most people find, howev er, thRt if they nlan how to u.r-e 
their mon ey b efo r e they spend it, th ey :1.re not so likely to spend mor e than they c ;m 
afford. This may be cal l ed wi se sp ending a nd int elligent buying. 

Here a r e a f ew ~u e stions tha t will h elp one to d8cide problems of buying: Do 
I n e ed this a rticl e ? Clill I A.fford it? Ca n I do without it? Is th e quality goocl.? 
Is the p ric e r PP.sona bl e r Must I d eprive myself of som e thing I n eed mor e in orde1· to 
buy it'/ 

Thrift in giving. Wh ,:"n John a nd Will found tha t Fred had eaten all his food, 
t h ey -p rob ably shar ed their O'/Vn provisions with him. Fr ed lost something in the 
r espec t of his companions. He WRs a poor sport. But v1 e should probably f eel thRt 
John and Will were stingy if they h .9.d not helped him out. 

Th er e F.tre , however, t housn.nds of c a s e s th."'.t appeal to us mor e strongly than 
Fr ed' ~:. In the greA.t financial depressi on tha t b egan in the fall of 1929, lit era1ly 
hundr eds o f thous<mds of p eople wer e thrown out of work. Many of th em h=td s aved 
enough so t hci. t they ne eded no outside help. Many o thers would hA.v e sta.rved if those 
more fortuna t e h qd not c ome t o th eir r e scue . 
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Moreover, there Fl.re m:=my agencies for hum;m better ment that r:>.re always with 
us 3nd rightfully asking our nid. The best in huml'l.ll life centers around the v~rious 
reli gious organizcttions. Who would want to live in a community where religion is 
r ec0iving no thought or attention. The se organi1,ations, however, cannot live without 
money. Hospitals, civic orgitnizations, community ch,;:, sts, and other good causes have 

' claims on er.tch of us. The good citizen feels th~.t it is a privilege to have a shr:tre 
in h elping those institutions And organizP.tions thl'\t <tre ·working for human better­
mer.t. Such people htwe only contempt for others who are so selfish thAt they r efuse 
to sh~re their good fortune with others who ,'lI'e less fortun!'l.t e. 

Kneping ~ ~?ord of money spent. In addition to bu,_ving intellig0ntly, the v,j ~e 
spender k eep s a record of his money--his income rmd his expenditures. This is k,:- :. ·r,1 
as a cash r "cord P.nd is f;xplained and illustrr.-,ted in the chapter on budgeting. r~ ,"1-re­
ful exrunin:.ttion of such a record " ill show where too much or too little has b eei:. 
sp ~nt and will help in ma.king a budget for future use of money. 

Saving money. Some young people 
11 '\7 e ,'o.re young and strong, 11 they s P.y. 
not live to be old. Wh,_v shouldn I t vre 
we CM still enjoy it. 11 

do not understand v•J:w they should save mon E7 , 
1101d age is a long w::;,.y off. Besides we mny 
spend our r:1oney now ~.nd have A. good time v1 t. '_J e 

Th ere ,<iXe sev er'.11 rea sons for s 1=wing r.i. part of our earnings. With accumulat :: C: 
si:tvin~ s ·we ma.y buy c orr.fats P.nd luxuri e s which we could not other,Mis e afford--a -,ri ') :;..h 
a r adio, an l':l.ut omobile . Saving s may be us ed to take advanta.b e of exceptional 
opportunities, such n s "'· chnnce t o buy property r .. t a v ery low cost, or to go on a 
trip v·ith a frl.end . Sa vings m!\y also b e inv ested to eB.rn mor e money. And fi m:.l :~;, 
s r1vin1Is p rotect us a gai n st a nossible loss of income. Peopl e who h.n.ve no sa.vjn;~ri 
:nu s t go into debt when thes e misfortunes come , or d epend on their friends to b ,:,~r 
them out. And 1rhen they ar e old, men :md women vri thout s<i.vings must depend or. , .. ~ ', ,:):·, 
f :) r t heir support. J [imes J. Hill, the p oor me ssenger boy who 13ecame a v:ealthy .i'.:'-'~ -'-·­

rond director, s.<:l.id th'\t th E-· ability to save money cculd be t1=>..ken as a sure test '.J .; 

successful living . "If you want to know whether you 9.re d estined to be a succ es s ,):· 
a fB.ilur.t:i in life, you C/'.tn easily find out. The test is simple qnd infallible-,-;,r.=, 
you a.bl e t0 save money?" 

S,c,ving systemfltically. Th e :first doll<ir i s al ,··i:iys the ,:,asiest to spend. Wi~! .1 
9 littl e will pow er or d etPrmination, it is just as E'':I SY to sPVe a part of the -:·1 ::- ~·; 
d ollar. Regul R.r se.ving dep ends on the 1'ibility to sl'I.V;;> a p orti on of tha t first d o l'. !-\.· 
.<md of succeeding dollars. 

Th er e is "l. difference bet v•eer_ merely saving and s~wing systematically. We so:v,· 
v 0 ry littl e if v·e put A. part of a doll1:1.r in the bFink only when we hapnen to thJ cJL 
qbout saving or ,n1 hen we happen to h:we A. dollar on h8.nd. Systematic s"!.ving m e.?J,t; 

s <i.vinf· r ,,gul~.rly <>. c ertri.in pmnunt of 0ur dr-i.ily, weekly, r:,r monthly income. It :i.s 
r.m.ch eP.si er t o s n:ve ~;y s tem"l.tically th.<m it is to try to sav e r.\ few dollars when cVG:i." 
we h'iv e extri:i. ;:io n ey. In fact, most p eou le find that unless they SR.Ve systematicr->.lly , 
they cannot SF.I.VP at all. Their s~wings grow only when they save reguL<1.rly and put 
3. d efinit e l'tm0unt in the saving s b1mk every week or every month. 

Keening '.::::. budg et. In addition to s P,ving systemP.tically, a thrifty person 
esti:::1."",t e s his incnn e and expenditures for a given period. This is known .<ts preparinf' 
q, bud.f::et .<=1.nd is explr-1.in ed Rnd illustra ted in the ch apter on budgets. 

Inv esting securely. Institutio~ of mnny kinds exist t o hel~ne to invest his 
sA.ving s; The Post Offic e Department vrith its nostal savings stamps, certificat es ·,.r. '. 
bond s; scho0l bank s; building and loan associ'l.tions; life insurance companies, qnd 
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our efficient banks vlith their cC11;1mercial, trust, and savings dep-!"l.rtr.ients. Secure 
investing in such ins titutions will be explained in the chapters on Investments, 
Insurance R.n.d Bankini:,·. 

BUDGETS AND RECOP.DS 

The need for a budget. A builder whri c ould n0t e sti:nate in advance th·:' cost of 
a house, but --agreed to build it as cconn1!l ically as possible, and to calculat, the 
costs when he had finished, ,;ould be c onsidered a pretty po0r business mi::i.n. But 
isn't that ex.a.ctly whn.t many pe0ple Rre d0ing ,,,hen they spend as f13.st as they earn, 
without estimr-i.ting expenses and cnrefully recording expendi tu.res? Not s o , however, 
the thrifty sch0 olb0:,, 11rho lives by n. bud;f':et. He estirnntes his weekly e,:,,rninrs, 
distribut e s the mnney :3r.1ong his needs 8-S he has classified. the:n under vn.rious head­
in~s 0f his plsn qnd keeps within his e stimr:it es . 

The easiest v,·ay to spend 1risely ano. t0 s ?..ve sy ster,~tically is to follo>'r a. b, .uf'r·: 
An d keep a CA.sh record of incone a nd expenditures. A budget is a plan for savin6 
and spending money, based on the amount of income which is expected to be receiv .,u.. 
The United States Government, as well as city and state governments, bu.ogets inc,,J;ic'. 
and expenditures. Business men find the.t budgeting the expenses of shop and fa.:;t .1·:y 
is necessary to the carrying; on of a successful business. F8lllilies and individ·u.r0 i_;, 

also find budgeting the best wey to keep their expenditures within their incomes " 

Pronortioning the income. If a budget i s t o be useful, it must urovide for .,;,,_l 
necessary e:cpenses. The prop0rtion of the total income which should b e allowed fc: ' 
each expense, however, de-pends upon the circums~ances of the indi v'.tdual making ~ h3 
budget. Some have a 13.:i:ger income thR.n others, a nd can afford to save more and 
snend more. Some have no ca.r far e to pri.y. Some must buy sm{).11 articles of clot·h:,1r. 
such a.s stockings, socks and colle.rs, out of th eir e..l low~ce. Each person must m:11·:~ 

a budget for himself, proportioning his income acco1·ding to his own needs. 

A United States Government publication suggests thn.t a thrifty person will :.,-,, .:i.: 
50 per cent of his income for living expenses, 10 p c~r cont for education or ~"dv::rn cu-· 
ment, 10 per c ent for recreation, 10 per c ent for church and chr.u-i ty, and 20 per 
cent for savings. Do you think this is a wise plan for using an income? 

How do you proportion your money? What per cent of ench dollar of your earr,i·· c. .,:.; 
or allowance do yr;u save? Wh,.tt pe r cent do you spend fer living expensc,s? t h.a~ n : ~ 

cent do you sp end for r ecreation? for education? for giving? 

John prepares his budget. J ohn decid ed ':'tt the beginning of the week to keep r-l . 

record of the money which he earned and s-oent. His f B.ther showed him how to m~k r:, "' 
budget. Such items a.s food, lodging, .3,nd clothing were omitt ed from this bu0.get . 
Jor...n' s parents paid for th ese. How much do ynu estimate you would earn durir1g il,e 
week? How much d o you estiwite you w0uld spend? What MJount would you hope to s=i.v i=< 

John lives within his budget. In o rder to keep within his budget And to SF.W E: 

money as he h8,d pl211ned, J nhn kept AA qccount 0f his A.ctual e"'.rnings md expenses. 
This ::i.ccount is cr,,ll ed a simple cash r ecord. In the first two columns the date of 
the dny, month, a..'1.d year are written. In th,, third column the source of the money 
receiYed imd the pur1,ose for which it is paid out ::i.re ·'3xplained. In the cash 
columns, dollar amounts are separated from cent '3.l!lnunts by a vertical line, so 
doll'lr mqrks and cent signs are not needed. 

The cl2ssifi ed c~sh record. 
combined with his hue.get and hr.ts 
cla ssified in S81J n.rate columns. 

Jrihn might use a clas sified c~sh record which is 
the items of "cash received" and "cash paid out 11 

From this c q,sl:1 record, J0hn can tell quickly how , 
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much he is sp e nding f e r lunch, c 2i.r f 'l.r e , nr p..ny othe r item, ·:md vrh ,,th;? r his 0x:Jenses 
for ,my p 8,rticuln r it em a re exceeding his est i m<>.tes. 

Cnsh r r; cords o f 3, club or s oc_i :::~. At sch·,o l J r:· hn i s tr e."l.snr ,:, r 1.1 f his G(' hool 
student r, ssc cL.ti r; n. Tl1is is on e of the cluos in his high school. Tht, club receives 
due s froi:1 its me:1b e:·r:; !lnd orirns ao n uy t h r ough the S"'-le of club nins, t he g ivi r.g of 
,.~·nt ert a in1:1en t s c>nd ben efits, md in oth,:: r v:n_y s . It spnnd c; m0n ey f 0r diffcren~ c1'.1b 
an d. schoo l n.ctiviti .s s. J -'.) hn k e eps a rec ord of the cluo 1 s r eceip ts ,q,nd expen c!i bxres. 
All soci eti oF , clubs, ::md business ·,nd s ocial orgru1iz 01tious k e ep R r e cord of ~ash 
r eceip ts 0.n d C'.".sh pa~rment s, much like tho reco rd wh ich J ohn k ept f or his club. 

_:3t a t 8T::,_r,nt g f J.n<:!~ and. e~ ;l"!cl iture s. 1rhe tr ~Jasur cr r. f a club or s oci e ty is 
r eauir ed <0 t leas t nnc e e,1,ch y <2. ('.r to p repn.r e ~ stat c:went of th P- club's incr:,rnc, a ,,,". 
e:ccpenditur e s. Thi s stat ement tog ether F it h bill s , r ec e ipts, cancel e d chec k:,, , anc'. 
bank st a tements, are examine d (auciit ed) b~, n c c"Timitt ee nf the club. I n ordo:r t t1.c. t 
the checking of the r 1) cords b:r the co r:ni tt ee J'.lt'Y b e c~m c qu ick ly and a ccur ::-d; ely, ·i;:ie 
tr easurer u sually pr epares ,"'. stat ement vri th t he it or:1s of i nc one ·'"nd out r0 cla ss:d 1 , ,'5. . 

J ohn checks his cash r eco rd. Tr, c hecl;: t he ,:i,ccuracy n f his c ash r e cnr d , J 0:---1· 
finds the ~t 0 :f d ifference b 0tv1ccn t he total s of t he 11 rw n ey rec eiv ed" colUJ~i:1. 
and th e 11 T'.lo n ey paid. 11 c olu..1:1n. Then h e c ounts the c .3 sr. wr.ich h e hr.ts on hand. ir1 .. :: 
c1.rv:unt of c : .. sh r, n h -:,n d should equa l th2 differ ence b 1c tY,oen the 11 r eceivod" and 1\ :0 
colu1:ms. If th<? t ,;vo H'7l;;unt s ,g r e e qu!ll, th s::, t1. ccount is S':l.icl t c b ,·,.l!'l.nce. If the;; n, , .. 
r ot Gqu<J.l, J r, hn hqr, m."de a ~istnk r::-, ei th~r in a dcl inc th e c nlu;oms and fin cl. inf' th e~·.:-
ci ff erence or in r r:, c nr d ing the~ n.ctua.l ax:10u :1t s spent and r c,cei v ed. 

J ohn p,:mcil-foo ts the m011 -ay c olur:ms. Aft .,r h e hq s a d cl.ed the c 0 lu.,:ms, J 0hn 
write;- the t o t a l o f 08.Ch c ri lu :m in-;,"'1::tl l 1vmciJ. fi g Ul' (l S b er,eath the !A.s t .'VT\c, .• mt, 
This i s crt.ll ed p encil-footing . On 8. s onr,.r ,:i, t e ,,i ric e of pr-i.n er, or in the e;:::pl·ma•.,; , .. . 
c0lur:m, he substra cts the t o t 'll 0 :f ::1oney 11rti cl fros th o t 0 t ~.1 o f mon f ,Y r ec c i vcd ,. '.111

'"' 

differ ence i s tr..e n,nount necess.~tr::: t o ;;1·.1.k e th·.:.' S:"1P,ll c1 r tot,i.1 e qua l nr b ::..lan c c t i ,. 
larr;er mt8.l. Hen c e , it is ca ll ed th o b n.l a nc e . 

J ohn b .'1 l a nc er~ h is cash r c:i co rd. At th e en c of ev e r.r ":lonth , J ohn b ~1l '.1..nc e 0; h is 
c r,sh record a s foll~=--

1. Hc-i pencil-f~·c ts th i:' mn n oy c0 lu:rins. 
2 . He ·.;,rit e s Balance in the "pai d out" c , lunn; nnd aft er it, t h e (l.ifferenl'.' -.:, 

b e t v,een the a nount r cc e ivec1 n n cl the a mount paid out. J ohn r:ii ght us e I cl 
ink in or der that the balance ::1it1~ht b e c1 i s tir.guish'cl d. auickl~r f r on th ,:, 
o the r it erzis. (The u se c, f r (,c1 ink L , cus t r·,nary, but n r) t absolut el 7 
n ecessa ry) 

3. Ee draws a sins le line ncro ss t he t v;0 1'!r:m ey C'.) l ur:in s under the ,·or,: J al r -:: f> 

4. He tota ls ,,ach colur:m ['.!1,.0l ent ers t he anount r ec eived .~d the 3::ount p a iJ 
ri ut. (lfo tice tha t t ho t o tal s rir 8 ,:; oun.l) 

5. He d.rJ1.ws doubl e-rul ed lines b el ow t he t o t r-tl s :uicl a cr,'.) ss all c n hnns exc E>r1~ 
the 11 C:J\,"Plam~tir, n 11 c ollL"'lns. 

6. He ent ers the b'.l.l"l,nc e on li,0,nd in t h e 11 non ey r ec eived " colur.m. 

The fax1ily bud.g et. Ev ery fa.r:1ily h 'l s c ert a in nee0.s Tihich nust be r.i e t by the 
fanily income . Thns e n e eds :>, r e shelt er, f ood , clo trr::ng , a nd such op er'.l.tinb'. exp;::nses 
a s h er-,, t, lig ht, a:1l'l t el enh c) n c . In 9..6.diti r:i n, ev er;t fr.T'1 ily budget sbiul J. ITi'.J.k e 
provisi on for s a vi.ni'~-s a nc, f nr r ecreation a nd h•)2..lt h . W~1.0n th ,.:: f a r:i.ily i nc nne is 
sn3.ll, :r.iost o f it T;Ust b e us ed f o r th e ::i,ctw=tl needs , n.nd only P.. s n qlJ.. anount i rJ "..rd-1-
f or savinc; s a n r:1 ndvrm cer:1 0nt. Wh en t he inc ·JDe i s l r:.r gcr, t h d prop ortion s f o r sa"i ·: r:i .o;::.; 
::tn d advruic en ent inc rea s e . A frinily wit h n. snall incnr.18 na~.r h,:i,v e t o bud.Ge t 60 pc.: 
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cent for fond 8.n d shelter, whil e a family vri th rt larger ~cor:1e r:iay need tn budget 
only 4o per cent ..,r 50 p er cent for tho se itens. 

How to ~E2.~ ~ F,.i.r:ily Budget. There '1.re sev0ral nethods of keeping a fanily 
buclget. Many families use an acc0unt book. This mqy be either a speciR.lly printed 
buecgot bock 0r any g0od-sizcd notebook, ruled with pen or pe:.1cil into the proper 
nunber c,f co lu"llls for the differont entries. Srme fR!:lilies use •=t system of envelop e 
label ed 11 gr nceries, 11 11 nilk," 11 rent, 11 or "ca r fare, 11 etc. Tihen the pey is received 
e1:tch envelope is ~ivcn its budgeted arv:iunt of money. The different expenses are 
th0n paid for as they A.rise ancl out of the proper envelope. A card index May also 
be us ed. 

The business buc~ get. Like the thrifty person, thfi thrifty iind successful busi­
ness bucl t:-; ets its inc0me a nd expenses. A business has so Many expenses and often so 
r:mny sources of inco me th~t without A. definite -plnn it could not be operated. Here 
a.r e some of the things a business r.-1ust plan for ca.rofully in order to be.lance its 
incone <:'lld expenses nnd make a profit. 

1. Saving n oney and. labo r b~0 using modern n<tchinery and up-t o-date method~ . 
2. Definini:;; ':Uld Dr-i.pping out the duties of each worker, and instructing aw~ 

sup ervising the enployees a.t work. 
3. Buying t o~ ls a.l'l(1 rav, naterial s in large quantities, in order to talce 

a.cl.vanto.(;e of wholes"tle prices and carload shipping rates. 
4. Making noces r.ary r epairs pr,Jnptly. 
5. Allowin~I for wenr and tear on uacl~d nes by setting aside Doney regul!1.rly -~·0 

make the n (jcessary r eplacements. 
6. Keepint ,"I. record o f the cost of op erating ee..ch department. 
7. Co :1paring c os ts with profits to l ,::iarn _what part of the business is mnst 

profitable and t o incr e~s G the profits. 
8. Det ornining the selling price of ".rticl e s by <"J.dding the n ecessary per c,_,, ;. 

of profit to the cost .. 
9. Saving f-1. sh'll'e of the profits (which Mey be ,;:ithdravm every r.1onth or 

year by the or;ners) f or ir.iprovemonts, d epreciation f:lnd future ~~xpenscs 
rm.3- losses. 

10. Preventinc w:->.ste by P"~i.ng "l.ttention to details: verifying all orders -:',r:' 
m8.terials bought and s old, storing articles so as to prevent J.ar.1age A.Li.,: 
theft, •,nd r,)qttiring r c)Cords Rnd r eceipts for all rioney paid out or 
r ecoi ved. 

Bu_d!-!0ting !3Iid the Social Security Act. Very few bud~ot makers, whether the:·· 
be ind ivic:uals, hen.el s of fanilies, or business or other organizations, provide 
adequately for the care of the worker in his old P..ge or during periods of uner:'lpl --:.···· 
:'.lent. Beginning Novenb er 24, 1936, however, th e United States Governnent set u::, .'_. 
s0cial security fund which will give rtbout twenty-six million working people in , -,;· .· 
country something t o live on wh en they '.WC old ~nd hnve stopped working. This l r: , 
which also r ives other ben efits, such as o.id to the blind, to depend.ent and crip:;~ ~ c:. " 
childr en, ancl to the unenployed, was passed in 1935 and is called the Social Sec-:.,r:;,'.· · 
Act. 

What the Socin.l Security Act neans to the worker. This act means that all 
workers, officers as well as employees, in factori es, shops, mines, stores, officE-s 
or in almost any other kind of business or industry except farm labor, domestic 
workers in private homes, Government and railroad employees and a few other work •. ,:·::; 
Will be earning benefits that ,'Till come to then l n.ter. From the time these er.ipl c:y~) 
are sixty-five yen.rs old or nore, and stop working, they will get a Governnent clt e - , 
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every :11onth f o r li:t\J , provicie<:l th ic:y hav e wo rb:ld one or more in each of a~r five 
yen.rs 0.:ft r, r 1936 :1n 6. h•,.ve oarn ed during that tir:1e '1 total c f $2000 or nore. 

How '."'.'.UCh th e e1·,1pl'.'lyce will got V'h en h o is sixty-five ye"tl's olcl will c:epend 
entirely on hoi11 :-1uch he c .<1n 88.rn in v•ag0s fror1 his business or industrial omploy­
::wn t b etween JPr1unry 1, 1937 11.nd his sixty-fifty birthday. A man or wor.irui who gets 
rooc1 r:ag e s nnd h~s r,, stead~, job nost of his or her life can get ns r.1uch a s $35 n 
~10 r.th for life after age sixt;,r-five. The le3.st h e cr,n get in · nonthly benefits, if 
h e c ·-Dl'"S urn.~er tho 1 <:lY'l at n.11, is $10 a no nth. 

If the employ e e shrml(l die b efore he begins to get "old-age b0nefit 11 checks, 
his fonily will r 3coiv0 a neymcnt in c~sh [:IJ;lounting t0 3} cents on every dollar of 
W£'cf:'es \-rhich h e has eRTn cid. '1.fter 1936. 

Should the vro rk 0r lose his job and not 'oo able to finrl another v•i thin a period 
r.f ~TJrr,xin-=i.tely two to four weekn, h e is entitled to compensA.tinn up to $15 r>. week. 
Uncr.::p loynent ber. efi ts under the Social Security Act, however, are administered by 
the s evi:ral stn.tes. E.<=>.ch st<1te has its cwn r eeul':'1,ti nns governing the '.".r:10unt of 
c o:-rpensation pr-1,icl, the tir:i o durinf? which it must be paicl., rind other details. 
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fb WORDS UJJ:omtLtlfd*ftt Jh\ 'if&'tlfllllJf\~\~ '!'Im PLAC~ OF '!'ES~ 
WOBDS 11' 1'BE !rHOlUIDilCE SO.A.U AND THE NUMlmR OF TI?IES THE wo:am ERE MISSFJ) 

1,,000 

appl)' 
avenue a 
e.d.d1 t ion 
according 
ane1ent 
capital 
conducted .. · 

3 .•. 000 

el,emeni, 
tortunato 
inclined 
indi Tidua.l 
1nstruetlon 
magnificent 
occnpationa 
6theniae 
privilege 

attractive 
cont.1nuousl.y 
der'ived 
devie 
61'.lable 
erlent 
t&rtile 

- . ~ 

eonven;1atee• 
distribute 
entertainment 
equip 
illuet!'ate 
m~ent 
leisure 

. J 

fimea 
Mis•$d. 

3 

Mme.a 
. Wa•e4 .. 

2 
6 
1 
1 
l 
1 
1 

'rime• 
!!;ifltQ 

1 
3 
3 
l 
1 

11 
2 
l 
l 

1 
6 

24 
2S 

' 4 

!iaea 
111s•ed 

' 3 
2 
7 
~ 

13 

1 •. 000 

exactl7 
iad1e t.ed 
metal 
rand.er 
rude 
seetions 

pl"Oc;,eaa 
propeJ<\lon 
·refined 
recently 
:relatively 
l"IU'ti 
source 
'l'a17 
Tenture 

int'erior 
pr:evioue 
procure 
.renote 
... ,.u,ut.e 
lereby· 

not~• 
op11r-atee 
organlsat1on.s 
prt:ma17 
quarriee 
tanning 

-und•'J'groun4 

~imes 
11,u,14 

l 

l 
7 
l 

35 
l 
l 

fiie1 

2 
15 
3 
1 

37 
l 
4 
3 

25 

Hae a 
t.tiased 
12 

3 
l 
4 

27 
5 
l 

3 
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6,000 Ti.111$1 6,000 Time• 
seed · 111aed 

orttde 7 l"&l!OUJ"Oea 1 
heret.o:tore 42 r e\ l 2 
unnuaeTable 30 

7,000 flme• ,um. 
Ml seed 7,000 tiesed 

act1•11-1ea 3 electrtctt7 1 
approximatelJ, 1 ocea.e1ne 1 
durable 16 second arr 70 

flJae• iii ... 8,000 8,000 1&11!!4 1ssed 

aft.ilable 14 tranalt 14 
coopfJratio J \l1111111. t ed 2 
meehnnlfJJ! 

. : 

9.000 ttmee 9,.000 ffiea 
Mlsaed Yi•sed 

die continued 2 intricate 128 
1.ncentt"f'e 131 

1~,000 ttme• 14 ,,u 
parochial 217 
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'l'KJS WORDS UIDtln,! ;!;I) BI 264 lllffiI G · STUDEN! S •. THE PLAC~ OF fHESE 
wo:ans IN 'l'H:i THORNDIIC.E SCAL ~ AND ~ lllPD.. OF TIMES ~D 110RDS ; ERlC MISSED 

~est 11, Conetant Number Pages 

b sed 
carriage 
character 
courage 
deiermines 
include 
Judpeat 
lacking 

abundance 
aocuae 
ac.quire 
aab1t1o• 

aaocts.te 
eonfldanoe 
com,inc•d 
cult1Yat.ed 
drafts 

comrmmiee.tion 
fu.1.filled 
geniu&e• 
1nt111ttel:, 

5.000 

attitude 
concl ualo.n 
eourl-eq 
e.nthusia .. 
eesentittl].y 
e:r:pres•ton 
genuine 

1. 
l 

1'1mea 
Mi•M4 

1 
1 
l 
2 
3 
1 
l 
1 

t'iaea 
JU.u•4 
5 
l 
2 
4 
3 
5 
2 
6 
1 

!hie• 
M1&8N 
4 
1 

17 
l 

,i ... 
Misaed 

3 
1 
l 

38 
57 
l 
3 

p rtec\iJJ.c 

·. occaalon s 
(lUalit1•• 
rarely 
seyeres\ 
soc1et.1ee 
qst•s 
n111nc17 

.. 
3,299 

al•eata 
este• 
hUll41' 
offend 
patience 
i--eyeala 
~ 
rlgo.r 

reTe'rence 
substitutes 
viol t.ed 
welfare 

hi.a&•• 
1nt-en-1ew 
loyal.t7 
profe1Hion 
s ti sfact.erl.l,7 
squeaky' 
unnecessarily 

fiaasd 
Klase 

l 

!'liis 
fUaat4 

1 
2 
1 

' 3 
1 
1 

·fae11 
iseed 

I 

. ·iii •• = 
13 

l 
l& 

2 

fl'.iiiee 
M1Hed 

l 
3 
l 
1 
5 
2 
2 

5 
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n • ._ · 6,.000 fiJHS 6 .. 000 W.aa~d J.U.saed 

advancement l i njustice 6 
c:olllJ'lUlll cat e 2 modesty 9 
de.tinlt-e 1 poi s 8 
enthu.sia•tie 2 s1ac•r1t.J' 9 
hop etuJ. 1 Wal"drobe 3 

1 .. 000 
'l'lm.ea 

7.000 'r!mea 
11,ed &au.4 . 

a.baolutel.y 2 l!l tal 1 
achievement 15 obs.erTs.nee 13 
cnttoi.811 7 pers11Yeran.oa 19 
eco.no9 1, peJ'sonal t t.7 2 
fac\on pl"Ommcle.tion: 1. 
fricttan 13 reerea,ton 3 

s.ooo fl•··· -. - g.ooo f1iia. 
lli~eed Hi«sd, 

appre.ciation 1 in1tiat1Te 72 
habttuall,y 15 relationship 2 
indaf1nlte 2 ta.ct 57 

9 .. 000 'M .... 9,000 flmea 
lla•l4 · MisUd 

c1nlit7 2.1· politenette 3 
co eteat 20 -yent 1la.t.ed 1 

ll.,000 ;:::c. 11 •. 000 
'.Hllli 
¥iad4 

rasp ing 3 slouch1' 3 

iiiaea ,m. 
12.000 13,000 M1saed iseed 

sarcaem 52 pl card.1! 16 

14.ooo n···, ••• 1:,.000 · i'tmes 
» ••ad 

incand&acent l 
a.Yi a tor l inTe:nth•• 20 
op,lmism 129 man.1eur1nc l 

eannee• l 

I !Imes · !mwi 16,000 W:1•14 17.00() Missed 

corr&ctneaa l sparingly g 
enun.cia tioD 58 



grouel\r 
punetua.11 \7 

O.er 20,000 

f aul ttindlng 
self-ea.t 

!1mes 
W.sud 

5· 
J5 

20, 000 

enuineneae 
gracetulaeas 
tactful 

t - : 

!'1.aea 
MJu@4 

24 
3 

2 

7 



!HE WORDS UIDDLIIED BY ,301 NINfH GUDE SfUDEN!S, THE PLACmmr.t' 011' '!IDS~ 
~ORD$ 11( ms '!HORNDIKE SCALE ABD 'fflF. Nm03ER OF TI!CS !HE ORns w:mm W'.SSD 

feat. I, All Material Re:a4 1ly Each Student 

1.000 
fiaes 

1.000 
flmea 

IS a.sad IUH-1 
'bu•1neea•• l rece1Te l 
certain 1 eeniee 1 
chain 5 shaping 1 
d1Nct l •tore-• 2 
gather1-c l \heJtetor• 1 
cmerel 1 whether l 
housed l wider l 
incre.a•ed l 
iro11 l 
ruttural 2 

2.000 ffi~ 2.000 Jlma 
a.coo pllah.ine l 1mJH41 a.t.ely l 
accor41n& l lncUca\ed. 11 

ad.41\loa 2 1nduatr, ' advoce4 1 lnflueJlee l 
ad.Tised l kno1tledge 2 
anc1e t l lla-ited l 
appq 2 u.iatain 7 
authorltJ' 2 material• 1 
aTemie.e 5 met.al 1 
beam a 1 obeened 1 
capital 2 obtaiA 2 
cease ' part1Cul8J' 2 
central 1 1.>0••••••d l 
eoncem 2 prlTe.te 1 
eonducted 2 qu;anttUea 3 
con.sider 3 reader 45 
eontrolU.JIC 1 S &Tag8 l 
dietrieta l aectloaa 1 
engage 1 aharN l 
eapeoielq 2 eo1e 13 
eatablialled 1 etaltle 1 
exactl7 l various 2 
trequent]Jr 8 

;:ooo ffl:1, }.000 ;;ii; 
a.gr i cul ture 1 constl'\lcted 1 
asauae 1 contra;q l 
borrow l eonvenientl.7 6 
commercial 16 deposit l 
con.tidence 1 eleaente 12 



3.000 TS.tie! 
Mias;-d 3.000 lffi:, 

enorm:ous 20 poverty 1 
evident 6 pract 1 eall.7 l 
fawrable l prepara.\1011 2 
fioltt'iabed 5 :privilege 4 

4 -
fortunate 5 proe••• 
ineltn d 2 propor\1oa 1i. 
1nd1v1dual 7 ro l 
instruet1oa 1 r-ecea\ly 2 
lenda l retlned l 
mach1ae2!7, l r lattvel.7 ;s 
magn11'teeat 15 rural l 
machine17 similar 1 
ultitu.de 15 aourc 5 

o c.c-upa.t ton 2 sufficient 2 
or41.nary 3 ~ 3 
oth•nrtee 2 Yenture 28 

ol1C1&8 2 1-"ltMram l 

-~-~00 . illlli :!.000 ffiiii 
apparent 21 gardener 1 
attraet1Te l inferior 41 
basis l 1n't'alft 2 
eha.rter 1 Jutif1e4 l 
community 1 lik&W!.M 1 
cons id.fl-able l Maeeachusetta l 
cont 1rraoualy 7 aercbsadl•• 4 
convert ta& 35 m,itual 2 
derived 21 JUtTerth&l ewe lJ. 
derlees 14 preriou• 10 
employees 1 pro<N.re 144 
enable 6 prosperity 4 
exhaust11nl 3 reao\e " u:peas.lve 1 .ullstltute 13 
exiat 4 th<treb7 l 
ext eat 11 trQaf erable 2 
:tert-lle ~ unv.n.al l.y l 
tc.,nn.erly. 1 welfare 3 

5.000 fi•e• 5.000 Jl::c1 )t11.ad 
additlonal 3 eorporat i,on )J 
agene, l d.e• ira'bl • 4 
agre:••t 1 dlatr1b\1t.e 14 
eerti :f'loe.te l ente-rpriees 33 
con.se(lllently 4 m'l tert a.1naent 2 
cona.tltute4 l equip l 
contribute 1 extensive l conveniences 1' 1'1.nancla.l 



--~-
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5.000 Tiaes 5.000 Ti11tee 
u1,1ed is5ed 

i l luatra:te 9 partial l 
1ncoJBe l pr111W7 7 
incur lll pro duct iO'll. ).j. 

l eisure 14 quarries 32 
manag•eat 5 raadoa 78 
notable 23 S&0UJ'it7 2 
oblig tione 1 tauing 5 
operates 3 \llldergrouad l 
or-gan.1.zatieas 2 

3 s lit . ft11ee ,.ooo 6.000 ::.t m. ..... 
c-rud.e 18 tmuaera\le 29 
eclitloa 1 Part!IO'IIPh• 1 
em1ae.nt ; preceding 4 
e:qu1p1181lt l recu].atloas 1 
turthel'IIOre g r-.ouroe• g 
hereto tore 52 retail 11 

m:~ l!!Bli -
70:,0 7,000 !!111-aod 

s.cUT1t1ee 4 0-lwtou1q 12 
pp roximat el.7 ll proprietor 18 

c1Til1s.atloa 2 regard.le•• 6 
co-mmodi ties 31 •carael.y 2 
durable 22 e.eoondar7 75 
ele-ctl"iclt7 2 apecitic 2 
eliminated 19 technical 36 
mechanical 4 ut111t7 3 
mono-po lies 5 wholeaale g 

g,ooo flmee a.ooo m •• 
Mieaed lrtiesed 

a.ooUIIIUlat e 16 lndet1n1 t •17 l 
adeq,uatel.7 11 lial t -a.\lon• l 
a.Tail able 19 •echaal•• 45 
C 1nc.1naat1 l reintorcect 14 
compensat 1oa 12 respoaaildlitles J coop ration 3 reTerl 
deviae 12 transit 16 
d.011&in 2 ,mdoubtedly l 
•ftlcient 19 unlimited 3 
hand1 capped 7 



9,000 

a.CC ep t.-able 
consuaertt 
eooporati"Ye 
discontinued 
forme.11 ttes 
1nee.nt1ve 
incon11en.leat 

10,.000 

forestl'7 
1,ynJ1 
ore 
preferable 

baa1e 
corporate 
liabi\117 

conceiTabls 
d.•alt 
editing 

centr&ltsed 
puoohtal 
r-e:pl eLCfilAt 
unauthorised 

~er 20,000 

e edar lte.pld.e 
oopa.rtne1'tth1p 
deposit.or 
aalesclerka 

f1••!.a 
Mie-s~ 

l 
9 
l 
2 
7 

llto 
14 

3 
l 
1 
1 

w ••• 
.H1u•d 

5' 
2 
4 

:fl••• 
!l1ased 

1', 
226 

2 
2 

tiiaea 
Missed. 

2 
10 
3 
2 

9,000 

intrtcate 
aaz;imwn 
llllscellaneowr 
pr-osp e1.tve 
ruinous 
, anaacUou 

SU11lal'7 
t.heorettcall.7 
un.scrupulo1111 
Yldeap"a4 

41stribv.tors 
1natfio1 eaq 
sp cify 
\7pioal 
retailers 

bon-oll'ora 
stockholder 

19,000 

deeept1Te 
propr1etonh1p 

self-eue\ain1ng 
s i- ublie 
\lllabrldged 
uninsured 
usable 

l'fmes 
Missed 

132 
14 
l~ 
11 

1 
4 

3 
5 
2 
3 

f1aes 
1ssed 

l 
l 
1 
5 
2 

l 
1 

tiie• 
K1ese4 

3 
4 

fiiiia 
lUsaed 

55 
2 
39 
1 

l 

ll 

--
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APP Dtx VI 

'lltE O DS UNDlmLI DD lJt 264 I It GRADE STUDENTS. THE PLAOBC~ OJ' !BESE 
Vf(;)RDS IN !fHE 'l'HOR D1lt]; SC.AlaE ABD BUMB OF !I "'S • WORDS MISSED 

allow&d : 
billiag 
common 
co um and 
entire 
general 
house a 
le~t 

2 000 • 
a.eco plieh 

tual 
adv ·ce 
benefit 
char ct&r 
cone-em 
eour e 
~enlne 
effort 
experienced 
:h"ankJ.¥ 
trequentl7 
hence 
1.nclude 
la.ck 
18&-117 
mistake• 
ma.chine• 

3.000 

abundance 
accuse 
acquire 
ambition 
associate 
column 
confidence 

Teet lI • All a.tertel Read bT Each Student 

1 
2 
1 
l 
l 
l 
l 
l 

¥iiiee 
Mie•ed 

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

'riiu• 
Jfit•t4 

3 
1 
2 
2 
2 
l 
3 

1.000 

natural 
of flee 
perfecting 
:prepare-a 
aeeC,,, 
self 
thl"Ough 

m.epptnc 
opportuni\iu 
ccouio.ns 
particular 
pr-ete:r 
pre-...entine 
promptnes.a 
qualities 
quantities 
raral.y 
regular 
s8Dae 
a everest 
societiea 
qst•e 
w1llingly 

3.000 

constnict 
consulting 
eonversatiofl 
convinc 4 
cul t.1 Tated 
de• loped 
dist1~1she4 

1 
1 
l 
1 
2 
1 
1 

1 
1 
l 
2 
1 
1 
l 
l 
4 
1 
l 
1 
6 
1 
1 
1 

fliiis 
·used 

1 
3 
l 
2 
4 
l 
l 
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),000 ,r-. 3.000 lf'imee 
Misged Misaej 

diTlsS:.on 1 principle 3 
domestic 1 po-sitlona 2 
element a 3 proportioning 3 
esteem t: proYiaione 2 
examination 2 receipts l 
file 2 reveal 3 
fortunately 2 sat1eta.clion l 
humor- 2 skill 3 
ind1Tidual.9 3 social l 
interrupting l strive• 2 
eccupa.t ions 1 sy•l\r l 
offend 3 tempting 2 
p eultar 3 nce:r 10 
pbysielan 2 • 

i..ooo fluw 
41000 

!imes 
Miaae4 111104 

capacity l 1a11nitel.7 19 
communicatlon 1:nstt tutlon 1 
contempt 1 involve-a l 
correspondence 5 raerahan41siq 8 
decietons 2 prosperity 5 
de tined l reverence 11 
energy- l qmbola 2 
cati111_ te 4 t tatiO'D9 1 
falsehood. 2 'rlela.ted 19 
forging 2 welt are 1 
f ul f'illecl l worthless l 
formerly l 

'l'tae• 5.,000 'l'l•• 5.000 KS.a114 J.figecl . 

appreciate 2 t1nanc1al 1 
a.ttltude 2 emu.me 5 
c•rt.1 ficate 2 hlngee l 
oonclud.on 4 int elligent 2 
courte,q l 1ntorn.ew 1 
d1 str! butlon l loyelt,- l 
deprive 1 obetacle.a· 15 

6 o~tsr,ttons ~ embroiders p ese on 
ent erprises 16 aati ef actorily ~ 
ent.husla.1!111 41 securlt7 2 
essentiall7 ~ •<tUeak7 2 
exeeutlTe 12 unnecesaari].J' 2 
express1.on l 



6.000 
tlmee 6,000 !baes 
W1ssed. 1'i§'ld 

e.dvancem t 3 p-ro:eo i lon 4 
asais\anl l publication 2 
chaos 42 re.aourc.es l 
COIDJ!lunicate 4 r etail 3 
4.ef'ln·lte 1? aohedule l 
enthusiastic sincerit,' 9 
in,justlee 6 sinful 1 
miser 2 tenden,ey 7 
mod..ea\7' g thrlf\7 2 
p r s1ste4 13 vertical 2 
pois 7 wardrobe 2 

7. 000 
,t ••• 1.000 'i'iiii •• 

. M\t•!! 1•••4 ·• 
absolutel.T 2 finance 1 
accurately 3 tla•• 1 
achiov•e.t 12 fl-1ct1011 15 
a.dffl:.n1ster 2 fruitleaaly 2 
a.ppro x1 mat ell" 3 tund.amental l 
ealculat1Dg 11 l1\erall7 2 
eharital>le 22 obsenazace 6 
eritielsm g penalty 1 
depl'es don l per11e'ferance 82 
de t 61"fl1nat 1-on 4 peraonal.1'7 3 
eCOD.OJ!O' 10 proaunclatloa 1 
•l enta.17 

' 
p.rote•aional l 

factor• rea.d1aeu1 l 
re.ere lion 3 

s.ooo 'fl••• Miss eel. 
s.ooo 're" · ped 

a.ccumula.t ed ? tibeaa 2 
acouracr ha'b1 tual.17 14 
adequatel.7 2 1Dde1'1ulte 11 
alel't 5 1n1t1at1ve 91 
appreciation 6 instantly 2 
bud«e.t 1 labora,027 1 
eompensa~ton 4 orlc1na,111g 4 
e.ona.erved l apeoialise 1 
COWlselor 7 qmp tome l 
deff>JTed 7 taot 55 
economical.17 2 utilise 2 
ef~1c1ently 2 Yer1fle4 31 
exp and.1 ture e g 
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. j tfme• Tillea 9,000 9,000 Missed Miased 

onia z pclUenea• 3 
.appliance l procedure 5 
'blindfold 1 thrift 2 
ci'rll\7 24 underliae 4 
eo petent 17 unem --loyaeat l 
infallible 4 '9'811 tu at •4 l 

1.0.000 'ri••• 10.000 fl•es 
lfiJsed ''"' auditor 6 pel"Sistence 29 

certified 7 r•liance 

' claadf'led l at.enographel' 
con.tron.t. 3 a.tenographic 5 
dishoneav 1 text ilea 7 
mastery. 3 vocaUea 4 

11i.ooo fbtes 12,000 fiDi 
Wc1•4 1ase4 

accountant u dictation 4 
olertcal 31 ledger 7 
dep!'ectatie.a 3 sarca• 45 
r aping 5 tranecrib 3 
8louc)ry 2 

= 
13,000 ii;.:, 14,000 ;p1i9 . _ I ed 

gr aticall.7 24 apUtude 19 
pla.C&J"4a 14 au.dlted 5 
transertpt 5 a.Ti or l 

opUm1m 131 

: 15.000 '1•e• M es.•d 1~000 n;;:d 
incandesc.,at 6o correetneea l 
inventive 15 enuncia.t1on 62 
man1euruc l sy11,ematic 63 
meanness l ty•t•aticallr 9 
replae•enta 2 sub•tt tu.Uon 1 
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17.000 
· Ttiies 1s.ooo ttaea 
M\il!d Missed 

p reTentable l fl.as~ 1 
sparim.gl7 6 torte 39 

a.ho rthnJt.d. 1 
atina 2 

19.000 
,i ••• 20.000 

,1 •• 
!.liased Mise.ed 

g?'oucq 1 g•nulneneea 23 
punctu.al1t7 31 craeeful•••• 2 
slipshod 14 interdependence 6 

raaourcetul 22 
r esoul'cetuln.ess 10 
taottu.1 17 

0Ter 20.000 ¥ilia• rp . 
Over 20 , 000 ~imes 

!U.eae4 Y. issed 

f&Ul t finding 3 a\iek-\o-tt-iv.enea• 10 

gen tu••• lg steresell1iag l 
roster eldtchboard 1 
self-esteea 55 unrel1a.ble 3 
self-reliance s 
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WORDS IN SOLID RUDINO llA.fl'ml O_ L.LOTD L. JO .,, OUR lWSI!tifflS LIFE TilA! 
RAVE A 'RATING 01 1.000 OR Al30ft 1 monNDID'S T!i9mm1 s Wom, .!?2!. ~ -_ · 
201000 ORDS, LISTED .ALPHABBTIC..U..LY :BY llVEt ·11'B SE ~CT OJ' OOCUlnL'fflCJ!I 

z,ooo Fr~2e1u;r 1.000 Frep•& 

abaolute]¥ 1 deet1n.at1on 12 
a.coidatal 2 detonrination 3 
aeoompli shed l diet 1oaa17 8 
ac;curate 23 dblenstona 2 

bio't'U.ell't l d1sa4Yantg.ge 10 
act1vit1ea :n dl1u.~r•t 1oa 1 
a.dm1nister l 41s:pe.tc-h 1 
adv«tlaetaen.t 19 d1•1dende 17 
eAvoeates 1 &:001101Q" 2 
allGWaJl.06 ' e£f ec.ti Tely 2 
analysed 2 electrtett7 4 
announcnente 1 eleTator-e 2 
ant 1 c1pating l eliminate 2 
appropriate 1 eme.rgenc-1es ~ 
a,pprox1mat &11' 5 embarked l 
approval l em'bod7 l 
arehit-ect l ~has is 7 
arithmetic 3 flll.Ploye.r 38 
a.u:th.or1z44 12 equ1velent l 
antoma.tio 3 eTerydq 3 
baggage 2'' excluding l 
birthplace l apanalou 1 
bulletins 1 explc,rere 2 
cal euls.t ing 6 :t'a.eilHiet11 3 
cha.ri table l facto re l 
eivil1z.atioA g fldellt:7 ll 
elaaaif1cat1on 10 finane.e 1 
clcanl!rlett• l tor·egohg 1-
clerQ'llfm 2 fraternal l 
clients g friction. l 
cocoa g tundatllent al 3 
eommodit1es 3 gigantic 1 
complex l hazard. 2 
comprises 1 hereby l 
contempora.27 l hi• tori.cal l 
ei-a.t.ed 4 hon&ety 6 
eonvoyp.ce 2 hQr-1 zontal.17 5 
currency 2 id.entieal 2 
cuatoq l impartial l 
deeades l iacl1nat1ona l 
detective 1 1ndl ff ere.nee 2 
do fine l ingenuity l 
demonstration 4 init!el.e 26 
dep,e.ndent 9 1napectlon 1 
depress.ten 5 insure 36 
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1.000 l'requencv 7,000 Fre9,u;enc, 

int.oxicate4 l requ1reaenta 19 
inTestmaat 50 r esen tlon 5 
1rrl~t1one l re•iet~ l 
irr1 ta.tillg l rigid l 
l ap s e-s l roa.dalde l 
l eadersh ip 12 rotar, l 
l eadng 

' aal uta.tlOlla 10 
lifetime ,ic1eat1ftc 11 
loans 29 ecdp,ae l 
loca.lUy l eeus1t1Te 2 
l uxur-ioua l apec1tic 15 
ma.nus e?'i pt 1 •teW$1"b l 
mattress l et 111Ul a.ting 4 
me er l •torac• 6 
meehan.1 cal 2 eubeer1 bing l 
membenhip 2 surnaaes 3 
mentally 2 suro\.7 l 
:Minnesota. l eurmouattng 2 
mi eunderst.anding 4 surplus 5 
mortality 3 t&Xatl-011 1 
naval l technical 5 
obvioua l t e:nibta:t.e 2 
occurrence 1 theft 3 
omia•ion l toll 3 
panic l t.rad••• 3 
participate 6 t .ra.1.n1ng 23 
partitions 3 tranepar.nt l 
pene.J..t7 3 unwise· 4 
p er cent 68 u.tenall• 1 
peri,eTe-ranee 2 u~111Ues g 
p ersonal1t7 11 "Nbicle·e 1 
Porcelain 2 ncabu1a17 4 
postm 2 vowels 1 
p r edict 1 waiter 2 
preferences 5 warehousas 3 
prem1uas 45 • he?eas 2 
prlmitiv 3 wholeeale g 
p .rof esslonal 21 whol esal.e:r 2 
p_ronunciat1ona 3 
proprietor 8 
publiahen 6 
quota tions 4 
r atio l 
rebuild 3 
receiver 1 
r ecreation 6 
r egardl ess 5 
r eproduee 2 
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8-,000 J'requenq- S,000 J'requenq 

betract 1 det1n1Ucne l 
acadnic 1 delUre:ration l 
accwmuateci 13 d.•ocratlc l 
a.ecuraq 9 d.eattsta ~ acl,.1towledgement :, deeipat-e 
adapted 3 diary 6 
adjus t.ment s 5 d1eB-olut1on i e.dul.t 1 duplicate 
alert l eacerness 2 
almanac 2 econ()mieal 6 
llphabat 9 econo 1st l 
analyses l editorial• 1 
a prec1at1on 5 •ducatioM.l. 2 
appropriations 2 ef't1c1eat 13 
arbitrary l el a.borate 1 
available 21 emphasise 4 
bankrupt 1 apowered 2 
beneficial. 2 eaqrelope.dias 5 
Berlin l enumeratlllg 2 
budget 7S eat1mat1on 1 
eaneelled. 16 eYentuall.y- 1 
carbon 16 executor 3 
careleeenese 2 expa.41.turoa 8 
certainty 1 eXplos1oll 1 
eh ;u.1"feur 4 feudal 2 
ohe.micala 3 f1lamat l 
chemist 3 .formula 2 
circulate l rrac1le 4 
c-11 1 C!llft bl inc 1 
code 26 g~hlcal 6 
coinage 3 ldem1th 2 
c.om.penaation 1 h:allper 1 
complicated 3 hundredths 2 
co · pres81T6l.7 l tdentit.,t.ng l 
comp rose 2 tmpllea l 
compulsory l improperly 1 
eotnpUttag 4 in&elDllc.ll. 11 
cent ent11eat 1 ind.et ed. 3 
eontinuat.ion 6 informal 2 
eontractio.as 1 inquielti-re l 
coopera,1on 10 inatallaen.t 41 
cottespondent 15 international 2 
counselor l lntenenee 1 
eoun terte1 t iag l tntrust l 
cramped l la.boratorie.a 3 
CTank 1 landlord.. 3 
c:rltic.al 2 maintenance 3 
deferred. l manual 12 
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,.coo :rr equencr s.ooo J're.Cll,leJle,' 

m.inle.tve l trustee 3 
minimo.m 10 undoubtedly g 
minor 2 un1aJ)OrtaJn. 1 
nti&lead 2 unl1.m.te4 2 
onot.onous l tmloacled l 

murderous 1 wsage l 
ne-ceeai t&ted l u\111se 1 
negot1a.t 12 v.r1-17 1 
n1notecnth l wa t erp:n,o t" 1 
opera.to-r 4:, welding l 
oral l 
originatillg 1 9.000 
persua•i• 1 
paI!lphl.et 2 Ala&ka 4 
Pharo aha 1 a;ppl 1ancae 5 
pith 2 appren\tce.e 2 
plus 13 aaaicnllente 1 
popularity 2 atlaae11 2 
po.stera 2 backboae 1 
precant1on 1 beginnen 2 
pres nta.tion l bene't'Ol en.ces l 
preeervat1on 1 berths 4 
proJeetion l bl in.Molded. l 
(1U8J.1£1cat lolls g bookeasea 1 
qualified l brack•t·B l 
l"-easeuria« l bus 19 
rela.tionehip 7 ci:rtc 2 
remodeling l colle:ctor• 1 
removal l oollisia:n 7 
r es na1bil1Q" 32 compensated l 
r estriction 1 coln!)eteot 6 
rightful.17 l cone es1ons 1 
se.f eguadJ:ng 3 consolidated. 3 
san1. tat·1on 1 construed l 
seller 2 con.auaer 33 
seqUence 2 eon.,.entional l 
significol 2 cooperat1Te 7 
aol1cltor 2 coo'l"d.1nate 1 
special.in 11+ dete.cl\ea 2 
storehou e• l dlacard.1 1 
sub seri be!"• 22 d:lacontlnued 2 
auburbsn 1 dishonest 6 
supplanted 2 dtsregairded 3 
t a.et 1 duration l 
tallow 1 earthen a.re l 
termin&tlon 1 economic 3 
t-ouri t 7 officioncy g 
t.ra.nsact 6 encl. otrO.l'f) 14 
tr · s it 1 endo~ent g 
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9.000 !'rEtquency 9.000 J're~ea9 

esuiaet'• 2 ~Heal'Ch l 
fluent l rot•tia« 2 
foreman l ael f1.abae11e 1 
fo1'1JlUlate 1 ebaplit:, 2 
girth 4 spike 1 
guidance 1 etaUonery 3 
1nact1vil 2 etatistic• 5 
illegal l 11Ubaarine l 
inconvenient 2 aubori1n ta 1 
inoorrt)ct 4 tntpenieion 13 
111d1ca.tto.11 3 wpenteora 1 
1.ndue•ent l s13ppl•cta l 
industrial l S7r&C\l•.e 6 
1nexperience6 2 thrift 36 
inflection l tre.n11e,ct.f.0A» 22 
innkeeper 2 trsn.sattted 7 
1 n t erml t t ·en t.17 1 tl'Uthful. 1 
interruption l ,me ertain'7' 1 
Junction 5 underlined 1 
Jun-&l,es 1 unempl.o,aen\ 2 
l &gielatiYe 1 unlawful J 
ma.tu.riv 8 unua•d l 
maximum ' Toucher 9 
miseell eoq 4 wager 1 
mut.ila.ted 1 
negligence 6 10,000 
no tar, 3 
ol<l-f ashioned 1 aecea•ori.a• 1 
ownership 13 adllin.1 atrators 3 
part nership 30 adTentv.rer l 
payable 22 alu 1nwa l 
percentage g a:ppl!ean.\ 9 p ineapple l ap.praised l 
politics l o;tble,ea 1 
prem1 &$ 1 auditor• l 
preparatory l be.llk:'l'Upt cy l 
printers l bartered 10 
priv cy 1 b.e con l 
p roeedur· g booklet 8 
prospective 7 orev1t,' 5 Q,uebec 2 broadcaat mg 3 questionable 1 'broker 12· 
l'"eal1zat1on 1 calculation 3 rec.oneil i at ion 3 ceneu• 2 
reconstruc\1on 2 eertiti d 3 r course 1 ehi ~tai!l l 
r ef~iger-atore 3 cit1zenah1p 4 
romi t.tan.cee 2 clas•iftecl 12 



22 

10,000 Free•& 10,000 Freguenw: 

clicks 2 producers 3 
congeat1on 1 pureha.a.er 14 
compartmeAt• l. react l 
competit1Te l reliance 1 
conseeutlTelT 1 reputable 2 
eon.tractors 2 re•trict l 
craftsmen 2 re•triott.Te 3 
da\a 4 e11 Ye,r,rare l 
ded.ueted 6 alaattac l 
dependenq 2 speeiallet 4 
depreciate l alenographere 16 
d.et rtmce t 1 sloreke9Pere g 
discouate 46 subwq 4 
d1sered1t l ·8\IDlll8.r1' 4 
dishoneaty 1 ayatematlc: ~ 
d1ssaU.afied 1 · un:f aTOraltle l 
eJect l unp-a.1.d 6 
electrttied 1 unea.\1af'acto17 1 
eroalon l untirtac 1 
es.p1ra.tion 4 valid 2 
faci1-ita\• 4 var1at1one 2 
familierit-7 l nola,tou 1 
firewood. l 'fl>Cat to.na. 2 
franc 2 ampua l 
1nealeulable l watenrqs l 
incomplete 2 ft&Pper 2 
indoraed 35 
lnnoTatloll 1 11.000 
JottiJtc l 
lecturer• l aecas•-1 'ble l 
Lou1tiiall& 3 aceouataa\a 4 
llaJ!llllO th l a&rieable 2 
tnanila. l ap-prenttceslup 4 
minus 2 u-ses-s, l 
obtainable l aasote 4 
ON 1, Da'bylonlan 2 
outgoing be.-enumt 1 
ovefldght 2 but.c 3 
paasport 7 boul.da 1 
phase 1 'to"-1 aw• l 
plumbing 1 cardboard 9 

obatt.el 3 
practic able 1 -e1earaea• 3 
pref'erra'ble l clerical. 3 
prepaid 5 eo-mp1le 2 
pT-ee-waa'bly 1 concts-el.T 1 
:prl.neipally 2 cou_r!er11 2 



23 

11,.000 he9!:eBCf 12,000 Fre:9!enez: 

denominations 14 aecned 1 
dentsl. l allowable 1 
<qn.uaoa l amma.117 9 
enroll.meat l attainment l 
ethics 2 burgltJZ¥ 2 
etiquette l candid l 
extravaganee 2 CaD'\"&91!eT l folder 15 collateral 
forceful 1 compllmenter, 6 
~orgeq l contalaer 5 
franchise• l eonri&ht 2 
fultlllmct l d.ec:11181 1 
i.ndemity 4 dictation 4 
insan1t¥ l d1etr1butor 1 
interetate 5 d1saatisfaction l 
1mrento17 20 domeatlcat.- l 
l1ab111t1 8< 20 dona,1011.a l 
mathematical l drudgery l 
overcharge l -.danger 1 
pending l enforcement. 2 
perforated 2 equalised l 
plumbers 2 excises l 
poasesaive l fr a.udul en:t 1 
potte-17 l goTeftlllental 11 . prefix l 14ent.1 tiea.tion 13 
l>..Vcholea 2 incapacity 1 
radio l 1nclua1Te 2 
remln.der 3 lndenta.tion l 
repaid 3 indicator 3 
Rex l 1nvo1~ ? skeptical 1 ledge-r 
sn> eeul a.te 1 lender 2 
stairw~ l llbrman 2 
stubs 30 logical 2 
a:tupe fied l mercantile 1 
auperrised 5 mileage 2 
supel"'Yl.sea 9 M1nneapol1s 1 
qn0ny1ts 1 notebook 5 
tornado 1 BU11erlc. 6 
transmi••ioa 4 nutr1\1n 1 
un.mi staka.bly 1 o bgervs.tory 1 
unnot1eed l overle.pp~ l 
Wlpaek 2 ~utgl"OO 1 
unseasonable 1 p eaes,1'1 an 5 
y$J"itable l · poet1taaters 3 
vestibule l reeiplent 1 
wast.eful 1 refund. 5 
wlclt 1 reliab-111\Y 2 
wicket 1 retailers 2 



revolutionized 
l"U.den,e.es 
aerial 
~ 
shipper 
shopkeepers 
a-ouadae- • 

e.clfied 
epocialty 
st, Louie 
str 1ght-f orward 
ubdi Ylaiol'ls 

substraction 
timidit,­
tra.nserlbes 
typical 
und sirable 
u sr,etuln •• 

, .m. 
bbreriat1ons 

admin1s:tr-at1v• 
alph~ et1call7 
asse-s eut 
cal.mn~sa 
C su.ilt.y 
categories 
C-tJlluloid 
Chald 
eip,her 
eomptrolleJt 
crqo.ne 
d1plomat1e 
di.rectories 
ec~nomize 
e11mina.t ion 
hand r1Ung 
installation 
l a@d.6?'11,g 
la••uit 

emorand\111 
notation 
orderly 
ov ra ors 
p •• 
photographer 
populated 
pn,moters 

J'fequen~ 

2 
1 
1 
l 

23 
l 
l 

20 
4 
l 
1 
3 
3 
l 
l 

5 
1 
14, 

l 
6 
3 

52 
3 
1 
3 
1 
l 
l 
6 
1 
l. 
l 

36 
l 
l 

14 
l 
1 
3 1, 
1 
l 
l 
l 
1 
3 

13.000 

recorder 
scrip 
S n e 
shor-tage 
slot 
«pee1 f1eal]Jr 
st · clpoiat 
stipulates 

bdiride.d 
eultoaa• 
tenae!t; 
\n,ewr1t1ng 
Untte-d States 
untiq 
valuation 

l,.1;000 

afi'ixiDC 
ampl.1f1ers 

toflTJ!ls 
a,..'Ol)ort 1omnent 
Atlanta 
bookk eis• 
eaneellat1c>11 
al.ea.rcoe 
CTier 
cuetodiea 
eyclon • 
dependable 
41 acourteou.a 
d.1.sc-repsneles 
egot1s• 
1k 

felony 
incompetent 
in.delible 
instantaneous 
inst Ula 
in11ulation 
\n'Ytla~r 
ir•~u-1 ties 
Justif'i l>le 
l gible 
anipulattnc 

ne.atnee. 
obJeottv:e 
optb,ia 
outet ding 
perishaltle 
borro wers 

equenc, 

l 
l 
1 
5 
l 
3 
2 

54 

2 
l 
1 
l 
1 

1 
2 

6 
l 
1 
l 
l 

13 
l 
l 
l 
l 
1 
4 
2 
l 
1 
l 
1 
2 
1 
1 
l 
l 

16 
3 
l 
3 
l 
1 
l 
1 
4 
2 

15 
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14.ooo Froquan.cy 15,000 . hequecy 

p Ol"S"onnel 11 &tat1st1cal 3 
proq l talkative 1 
quota l unf o.reseen 1 
requisition 6 vere.c:1t,' 1 
rewri. t:t.n& l voca.t 1onal. 2 
s ee..rch-1 igh t 1 16,000 speeialih.ti-0n 1 
ato-ekholders 13 
taxicab 1 :f'terthought 1 
textbook 2 annuity 4 
traits 4 annu.m l 
!r nsyl ,rania 1 by-products 2 
un-ski.11 ed l eondolenee 3 
urb l d.et'lclt 1 
vendor l engineeriag 1 
v~yagora 1 enw:11::lation 1 
well-known 2 excitable l 

incorporation s 
15,000 intarch eable 1 

interurball l 
a.d"ri SOl"Y' 2 lexicon l 
aprorttonod l popularised. l 

see.aor 3 protnisso-17 9 
a;utomatically- 3 r lmburae 2 
bene:t1e1ary 12 shortco.llings 2 
bullion 1 et tioner 1 
ea.fet ,ri l ay-stemat teal 13' 2 
oollided 1 taq)qer l 
eo _oser 1 tea\ator 2 
cumbersome 1 transmitter 1 
det&r!..or :t1on l ty-p1s-t g 
d.ura.b111 t7 1 unaicted 1 
expl1eit 1 unopen d 1 
g:u~tteer 1 Yisual.1.s.ee 1 
gondola. l 
indemnity g 1z.ooo 
intersection l 
1 et terhea.d 6 'bel.lowa l 
liners 1 bus 1ne.sa-l 1lce 12 
llamas 1 ~mmute~ 2 

esa1nak nc 1 
tnanilinesa l 

engrs:Yinc 3 
mathematician l .exhibitors l 
pleaanrable 1 first-el ass 13 
prosp etor 1 1d1ome 1 
rental 1 inexp end Ye 1 
residential 1 lockers l 
reticence l Memphis 1J 
slogan l mo eta.17 l 



17.000 Frequency 19,000 hequeaq 

organ1t:ers l adaptability 2 
pa;p,yna.e 4 alertness l 
par g bungles 1 
registry 1 caretakers 1 
sil veremi th 3 educators 2 
speedily' 1 incompetence 1 
stege-ooach 1 indoraement 57 
stencils 1 leaeee 1 
wi thdra.wal 15 lira 1 
yearbooks 2 proprietorship g 
synopsis 1 punctual.it, l 
typewritten 7 punct11at1on 4 
un avering 1 :pun! s-ha.bl e l 
utilisation l ream• :, 

1'"G8.8SuraJi08 1 
18.000 r :epossessecl l 

sal 8911!DshJ.p 13 
apostrophe l streetcar• 2 
broker~e 2 suavit:7 l 
C blegra.m 12 qatemat1se 1 
chef 1 tempor r-il,7 l 
coherence 2 triplicate 1 
convertibl l watel"WO%'ke 2 
Dallaa 1 
debit 1 20,000 
Deutschland l 
discourtesy l appraisal 2 
enjoyable 1 attaches l 
anthu 1 stically l biographical l 
flash¥ 1 cabinet-male~ 1 
grapefruit 1 carload. 2 
head.lines l enforceable 2 
high school l excels1o-r l 
Homeric l guaranty l 
l\v'phen 1 hereunto l 
ital tea 1 inad'Yisable l 
Kansas City 1 inoperati Te 1 
lien l tntol"J)endenoe 2 
middlemen 1 m.otor car 3 
passers-by 1 n.ewebo.y l 
Pl!l¥-roll l overdue 1 
presuppoeea 1 paren these.a l 
probate 1 self-eonselousnoss 1 
scienti:fical.ly 1 s-elf-control 1 
self.-rozpect 1 ffellder 7 
shorthand 6 shareholders 1 
Spokane l shlpomen l 
stateroom l specie l 
stenography' 2 ta.ct:f'ul l 
stingy 2 trailers 2 

underacer1n,c l 
Yonkers l 



aboTe-nezed 
actuar-ies 
adap\aale 
add.run• 
agent-drive? 
airliners 
airinail 
airplan~• 
a.irwqs 
aliquot 
ant 1-80t'!tal 
aqu1tan1& 
Berenge.ria 
l>est-knom 
best- ucl.1f'1ed 
best-trained 
billboard• 
'b'1e~ra.pht e• 
birchbark 
bondholders 
book-1.UUt 
breadwinns:!" 
br.eeka.bl & 

:Bremen 
:Buda.peat 
burg} aJ"-P:TOtd' 
bus-llne 
ca'bin-elaa• 
c~tlo11 
carpent17 
Cal"l7-alls 
cash-and-c9Z'q 
eaeh-register 
cash-aurraader 
c:atal ogue-f'ile 
ea-Teat t-er 
caveat mereator 
ea.ve-at. Tenditor 
change- akiag 
change-of-address 
charge-account 
eheck-etub 
check•wr1t111g 
Cine1imat-i 
olvil-eervice· 
claasified-'.businees 
clear-cut 
clock-who 
elo s 1ng-ou.t. 

1 
l 
2 

21 
l 
l 
1 

19 
1 
9 
1 
l 
l 
2 
l 
l 

a 
l 
3 
1 
1 
l 
l 
l 
l 
2 
2 
5 
l 
1 
5 
l 
~ 
1 
1 
l 
l 
2 
1 
l 
2 
2 
1 
3 
l 
l 
l 
l 

Over 20.000 

code-rate 
coin-box 
co insurance 
oe 1n-wrapp_er• 
collectible 
coll ect-on-delt. Tery 
a.mmon-1 aw 
·Common-sen•·• 
cotnpaotneo 
(:OneiaeneB-a 
c.oaaignee 
c.onsig.nor 
conte dl saw1a. 
contractual 
Coolidge 
eopartnerahip 
Cortland 
coatal 
co"Terage 
co-wrie• 
ered1 t-ratt.a« 
cross-indexed. 
croaa-ret•reac• 
cross-word 
date-due 
dq-coa.ch 
decoded 
deductible 
demurra«e 
d.entistry 
diniag-ear 
d1 rect-b7-mail 
ciiveraiflcs.tlon 
docket 
daer-to-do1>r 
e:irawee 
drrttrlng-l'!Oom 
dry goods 
d'tlgOu.ts 
~t1st1oal 
el oct ric-power 
Empresa or Britain 
en.d-of'-llll)nth 
end-of-season 
envelope-sealing 
eraserer 
Burope 
fearlessness 
tittoen-word. 

2 
5 

12 
3 
1 
1 
1 
1 
2 
2 

21 
3 
l 
l 
l 
4 
l 
l 
l 
1 
1 
2 

14 
l 
2 
1 
l 
2 
l 
l 
l 
1 
2 
l 
1 

9 
1 
l 
l 
l 
2 
l 
1 
2 
l 
2 
1 
l 
1 

2.7 



Over 20.000 

fllledrin 
fin&eretop 
1'1re.-lnsurance 
:flrs-t-hand 
five-and-ten-cent 
five-minute 
f'1Ye-e1xths 
follow-ait 
footnote 
f our-1'U"the 
four-party 
f our-wb.eel 
tOUl"-ye e.J' 

f'ourth-cls.ae 
f're1gh'-61'ri 'f'al 
full-rate 
Ml-\ble 
gadg~ 
gate-ean 
get-ri.ch-~ck 
gll\-edged 
going-ou\-of-bu.sinees 
go'Nl"DlM!lt--bu11 t 
goYermaent-op erated 
gove1'DIUmi-o ed 
great-grand1110ther 
gu.araator 
guesawork 
gummecl pa.per 
halr-4.ressera 
half-7earl7 
Re.mburg 
handbag 
hend-operated 
H811S& 

hard-to-please 
heltographa 
help-wan_t ed 
he reinafta 
hl&h-grade 
high pressure 
h1tob-h1kil¥ 
heldup 
hor•e-draffl.l 
hyphenated 
Ile de France 
Ulegibly 
impalled 
1noom1ng 
1nd.entlon 

1 
l 

l 
l 
2 
1 
1 

11 
1 
3 
1 
l 
l 
5 
2 

12 
1 
l 
l 
l 
l 
1 
l 
l 
l 
l 
1 
l 
l 
l 
l 

2 
l 
l 
l 
i 
l 
2 

2 
l 
2 
2 

1 
2 
1 
1 
2 
1 

15 
2 

28 

1ad1c1a 2 
indi'Yidual.-llne 1 
ink-erad1aaior 1 
tnnra'bl.e 13 
inter-clt7 l 
interee\-bee;riia,g 5 
1Dtereet-t1n41ng 1 
interrelate« l 
int enela:U.on 1 
tt•ised l 
jq-Walk:lng l 
k1DCP87 l 
large-scale l 
larse-a i zed l 
lut-lllUltt 2 
1 It-hand 7 
le tt-o'f'er 1 
legal-a1se 1 
letter-openinig 2 
liberal arte 3 
11te-inwranc• l 
l ie;ht-tace l 
limt\ d-p.,...n\ 7 
11 tbocraphlng 1 
11T1Dg-roo• l 
loeal-8Ubecriber 2 
loa«-distance ll 
long-eetablS.ehed 1 
lOJJC•felt 1 
1ong-term 1 
101,g-trlp l 
loose-leaf 1 
lost-and-tound 3 
low-- 1\ehed 1 
low-pric.4 1 
luneth-n,oa 1 
matla'ble 2 
mail-expeoted 2 
mail-order 5 
man-mad• - 1 
mile-an-hour l 
m1s1Aterrupled l 
!&onarch of' :8remuda l 
monq-msldng l 
aonth-'b7-1l'l011th l 
mort«8C•• l 
110rtgagor l 
aoat-11:k»ly-to-be-colled-:f'or l 
mo et-used 1 
ne't'er-endlng l 



news tend 
night-lotter 
non-inter-est-bee.ring 
non-negotiable 
non-participating 
Normandy 
numerators 
nurse a.id• 
old-age 
old-line 
on-com1.l)g 
,one-amt 
ono-:f'1fth 
on half 
onenesa 
one-pe-rs.oa 
ono-tenth 
one-third 
onewa}" 
onondaga 
ordere-re-eei ved 
ordors:-unf'1lle4 
out-er-ten 
out-o f-s-e-a.sOl'l 
o •erdt'awlJI« 
overstocld.nc 
ov,e:~\h"-co:unter 
paid-up 
pap.&r-wr pp"$d 
pa.reel-c:heeking 
pa.reel-poet 
parlor-ear 
pa.rt--time 
part-pqm~t 
pa.rtial-p~t 
party-liae 
P~ e 
p~-siation 
pan-ffitten 
person-to-person 
persoaal-aervice 
plate-glut 
poli ey-hold•r 
post d.a.t ed 
postmark 
postmaster-g.neral. 
power-dl'lTen 
po-wer-opera.tecl 

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

~ 
l 
1 
l 
5 
1 
3 
l 
1 
4 
l 
4 
l 
l 
4 
1 
3 

15 
2 
2 
l 
l 
l 

3? 
1 
6 
1 
1 

10 
2 
l 
2 
1 
l 

preapproa:ch 
present-day 

rea-s boa.rd 
prl Ta.te-b~ 
ri va\e-liae 

proof-re-ader• 
property-daas.ge 
public-school 
public-service 
purchas.-ol'de1' 
pursuaat 
Q.ueen o t lb'$1l\lda 
radiogram 
reactr-re-f er.uc,e 
l"aa.l state 
roee1vt»c-pla\form 
redcaps 
reduced-r te 
registe~ed-ma.11 
regular-payaent 
reimbursement 
reinvo_at-ed 
rsmatlin:g 
reread 
:ri\tt ail-at-e r-e 
return-reeelp t 
rlght-hall.d 
roa.d-buildirtg 
round-\he-wor-ld 
roed-trip 
a&fe-d.epos1t 
a£e-ke-epbtg 

saf'ety-•aul t 
&al.able 

saleepeople 
eo@d-clas• 

eel f-adcb-essed 
~el t-a.amran.ce 
selt-contidence 
self-rating 
s.elt-reeliza.tlon 
aelf-se'J"'rlce 
eel f-win<ltng 
aem.i-annual,3¥ 
• dq 
seTen-ab:tha 
shl ftl esaaesa 
eht -to-sllore 

1 
1 
1 
lJ 
l 
l 
2 
1 
5 
2 
1 
1 
5 
1 

11 
2 
3 
l 
l 
1 
2 
2 
l 
l 
l 
l 
3 
l 
l 
2 
2 
l 
1 
1 
2 
6 
l 
l 
2 
2 
1 
1 
l 
2 
l 
l 
l 
l 



sbop-'ff'Otll 
at llanta 
situation-wanted 
k:e:lotoniz,e 

dcept -cu 
el:o:\'r- nae 
s.r.tDJ. l-seal• 
emall-•1•ed 
ao-and.-s-0 
aoc1e.l.-1Ju 1.netta 
$011\h 'Alel'1C& 

sp r-h"'4 
ap ecial--d.eli v&ry 
apendthri£t 
at. tion-to-atatl()n 
at i1•tt.c1ane 
stook:-market 
stoc •J>Oom 
sto-ek-aell 1 
1J top,-and--6() 
atop-oTel' 
atra.1p.t-eqe 
str mUae 
ubatano..ard 

Pitohboa'J"d.s ~-t eclm1o1nn 
tel egrqhlt: 
toleph~ae,,.dlr~e\or, 
tele'7pewriter 
ten•T•ta 
the · · N$ 
tho~ees11eat1 
th1rd-ela.s• 
th1rt7-tiTe 
three-fourths 
!hr e-mnute 
U . o-a • 
tim•-tnbl& 
T'ok;yo, 
u.n4er'lfr1t ae 
ungnmt1a.i ieal 
toll-call 
tourt •t-olaea 
tre.desehcol 
tr- fiC-dt!!\ 
traimnan 
so-oalled 

l 
l 
4 
l 
4 
l 
1 
1 
4 
1 
1 
l 
1 
3 
7 
l 
8 

10 
l 
2 
1 
l 
2 
l 
4 
l 
l 
6 
l 
l 
1 
3 
l 
G 
l 

2 
2 

11 
l 
1 
l 
l 
l 
1 
1 
3 
l 

OTe:r 20,000 

tr 
i:r 804 C 
transport :r 
tnthtul.a••• 
tsk 
t ·•tv-•1 ht 
t•e \y•tlve 
tw1m\7 ... .f&ur 
tw011t7 ... 0De 

twe tr en\ 
t•ent,'•a1x 
t.u.t'1l scr 
\•enty-t.wo 
two-,htrde 
two-wheel 
t7 grs.ph.lcal 
uaat\rac\ln 
uncl m.&4 
uncon-vmct 
'Uttel . d 
Ulld.Oide.d 
uu•rlapplnc 
uaders-1gB1>4 
underst dable 
Wlder11tuq 
Uflr1tg1•t•red 
unr.tl lltq 
W1sealed 
Ul'Ul'f)eJI\ 

up-,o-da.t 
uaed-ce.:r 
TO'rlficaU.on 
Yls 
•oidalale 
vov.ch r-fo.rm 
,, '11 
•a•t baalte . 
wec-on.4 
••ll•llei 
...- l l-QP-1" ••64 
well-ind.axed. 
ll'ell-m~e.a 
••11"" an:ed 
• el.1- ;1c:Hluleted 
w:ell•pald 
w-ell -t!lo ht-out 
WO ~11.QG 8 

wo1'ldwlde 
no de t" 

l 
2' 
l 
1 
l 
l 

' 2 
2 
l 
'l 
1 
l 
1 
1 
2 
l 
1 
l 
1 
l 
1 
l 
1 
l 
1 
l 
1 
) 
1 
2 
l 
2 
1 
1 
1 
1 
2 
1 
1 
J 
l 

1 
l 
l 
l 
l 
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.APPENDI X VIII 

WORDS I N :it!:alOl~S. PROBL~Ms AND SUPPL:l!Mb"NT.ARY ~.A1ra1AL OF LLOYD L . J ONES' 
om BUs:nm ss LID TlI.AT HAVE A A.TUTO OJ 7 • 000 OR ABOVlt IN 'l'BOlWDID• s 
Tircibi•s Oll:D :OOOK: OF ro,ooo WO!IDS , LI ~ED .ALPH~IO~.LLT BT L~m..s 'ffI'lB 

- --.rmEQtr.UICf or ' oootnm.DOE 

1.000 l':reque1us,· 7.000 Frequency 

aeeid.ental.17 l exterior 1 
aceur-8\el.7 7 facilities 2 
.,.ctiv1t1ee 2~ factor l 
a.dTortia•mt 10 f'1del1ty 3 
allowsnee 11 tlxturea 1* 
anal.7$8 l fun.4BJl6Jlt al 1 
anticipate 1 gear 1 
a,ppro:d.aate 3 gene-ro e1 t7 1 
a.r1 thaetto 2 hialor1cal 2 
authorise 4 hobby 5 
bacteria. 1 henettty 3 
b aggage 10 bor1so.n.tial. 11 
bulletin 1 1dentleal 2 
calcula te 9 im9«1na.17 2 
c1at1eificatlon 1 initials g 
cleanline•e 4 insure 11 
cleraman 1 in-1.ld l 
cl1eat 3 1nTe8'men.t 23 
co~oa l irrit..ated 1 
eommod1t1es 3 l eadereh1p 3 
eomprtaes l 1 •••• , 2 
consana\1011 l lifetime l 
eublc 6 loan 11 
cur r eno,- 1 anuacrip\e 2 
deela.ration 3 mechadf:al 1 
defective l mental 1 
democra.q l mentell7 1 
dependent 4 !tinneeota 1 
depresaion 2 mortality 2 
desttnat.ton 1 necktie• 1 
d1 ct 1ona:17 6 obserirance 1 
dh1eneione l &l"tic1 le l 
di sad"lfantage 20 penalt-7 3 
dividends 3 per cent 43 
draperies 1 

per seTa-rance 2 
electrleity 4 p ersoruul t:7 4 
effective .2 preference 1 
elementaq 3 remiwa 19 
eliminate 1 professional 13 

mbod)r 1 proprietor 7 
e ployer 9 rece1Ter 1 
anjoymeat 1 recre t1on 6 
equiTalent 1 :r-e uirenents 10 
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7,000 Frequeaq 8,000 Jreciueaq 

reservations 1 co.mpul IJOJ7 1 
rte-id l eomput1!lg l 
roy"sltlea 3 con:tona 2 
salutation l co-nt1rumtal .1 
setentiflc l contUma.t1o:n l 
specific- lJ co.rre.potutent 2 
sto:r9€e 2 cc,ua,er-f'ei tlzlc l 
subscrloag 3 creed l 
surmount 1 deterred 1 
theft :; d•oer tie l 
toll 1 dentist 4 
traialnc 6 dedgna.te 1 
utilittea 3 Det.rolt 5 vehicle.a 2 d1~raa 1 
vocabulary l ataq 3 watt era l dlaaoluUoa l 
warehouse l d\lJ)lioate 1 
wholesale 1 eff'1e1eu l 
,.-ea~t l aneyclo e41aa 4 

endurance l s.ooo ellU11teTate 2 
e"I :porated. 1 

l>straot l e..xpendi tures 3 accumul ·te 1 gilt l 
aecur CIT 4 identify • J. 
a.dapt 2 impl;r l 
adeq,uate l 1naesueh l 
adJustant 3 incon>ora.t ed 1 
a.dult l ins tallmeA:t 15 allotted 1 tnternn.tio:nal 2 
ali,tanac l lCeutuc1q' l 
alpha.bet 3 11m1 tatioru1 :; 
appra.eiaUon l manual 7 avail a.bl 7 minilllWI l~ 
bankru.pt l minors l 
budget 6o necot1ate 5 ca era 2 opera.tor 6 
cancel 3 perauae1Te l 
carbon 1 plus 6 
cereal l Ply uth 2 
certainty - 2 posture l 
ehemieal l per .. urtdve 1 
C inci:rmati 7 preeente.Uon 1 
elee.ners l qu&lifi.eation 3 code 6 que.11t1ed 1 
·01nace 2 ~es oalib1llty 11+ 
eompensat ion 2 sequence 1 
eompet1tor11 1 algnet 1 
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S,000 .Frequen.ey 9.,000 Frequency 

tgnificant l pineapple 1 
solicitor 2 portable 5 

eeul ti.on l 1·int rs 1 
spin 1 p rne du.re 6 
ubscriber 3 proepeetive 2 

suburban 1 r eeo11c1liation 3 
tourist 1 rene,r,al. 4 
transact 1 rep()rter 1 
undoubtedly l '.Roo evelt 1 
unlhdt&d 2 piral l 
ventilation l spotl esl7 1 

atatione-17 7 
9,QOO sup ni ion 2 

thrift 6 
aece-pta.l>le 1 tr sactions 15 
aggre4111ve l truthful l 
Ala.ska l u.ncertaint1 l 
apprentice 1 unemployment l 
ass1gtll1lent 3 VO-UCh&J' 4 
a tlas 3 

10,000 bevel l 
bu 10 
collision 2 aee,seorlea 2 
consol1da.ted 4 a.dJdni a trators 2 
eon sumer 4 aluminUJD 1 
eoo:pCTatiT-e 3 appli~ant 2 
Denver 2 barter 5 
dtseonti-nuing 1 booklet 1 
d1ahone t l bT-eTity 

' di h-onoral>ly l brokers 
o:f'ficiency 2 C cul at ion l 
enelo sur·e 3 certified lj. 
andow1t t 9 c1 t 1 aen•hip 1 
faultless 4 cla.s s1f1ed 7 
nuetuat1ons l eo!lfflence t l 
inc)identsl l data 6 
incorrectl.7, 1 deduetbtc l 
1nexpe.r1:enced l discount 9 
innkeepers l dis.hon-as\f' l 
insertion l 1ndorse 16 
maximum 2 Louisiana l 
mi scella.noous 3 ila 2 
ownership 3 utropolltaa 3 
partnerehip 15 out o1ng 2 
payable g J)S.811l)Ol"t 2 
'Percentage 10 prepaid. c::; 

.; 



10.000 

:pro du.eel' 
r tr,ic1iv 
Salem 
self-control 
stenographer 
st.orekeeper 
subwaT 
summary 
textiles 
unfair 
un1' a.'Wrabl e 
verbal 
watt 

a.eoountant 
bulanc · 
sessed 

Babyloa1 s 
C dboard 
ee.rtoon 
ch ttel 
elearnese 
clerical. 
compile 
d nomin :UotLs 
dental 
ethics 
fol de? 
forgery 
hexagon 
ind mn!ty -
insanity 
1nter•tate 
1n-ventoJ7 
jewel.er 
liabilities 
loaves 
overcharged . 
Overhan,jtng 
posseaai ve 
stub 
supervise 

l 
l 
1 
l 

12 
1 
2 

11 
l 
2 
1 
2 
8 

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

25 
~ 
1 
l 
l 

1 
l 

10 
l 

12.000 

annuall~ 
Bismarck 
Buffalo 
cenvu er 
coll te-ral 
,complimentary 
conge-et.ed. 
eopyrigh\ 
c1'edlt: ble 
decimals 
dignified 
distrl utora 
elucidate 

. tio:nally 
goveJtnmental 
identification 
importer 
111 tfleianey 
invoice 
1 dg$r 
lend r 
Lo Angele8 
11 e 

notebock 
numerto 
utlying 

r li b111t7 
retailer 
ser1 
ehlpp.aN 
elmiliarit7 
epeciel\.7 
speci f'ieations 
specit)r 
st. Louis 
sb.btr tion 
summariwe 
'Y~Ull 
unsel t1 shly 
unwritten 

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

11 
l 

23 
2 
1 
2 
4 
1 
4 
4 
2 
5 
2 
2 
4 
3 
l 
l 
1 
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13.000 J'requea07 14.ooo Frequency 

a.bbrerlatlons 1 textbook 2 
adm1n1.strat1 • l trait 

--alphabet1ea.l ly 15 tub , A}"' l 
campus 2 w ll~known 5 
ca ualty 2 Tello•etone 2 
cipher 1 15,000 eongressmaa 1 
directory 20 
hand riting i9 ap ortion l 
memo:r andum 9 ass&asor 1 
necessarily l benei'1c1&r7 3 
New J ersq l eafeter1a l 
p . m. 6 dur a'b 111 ty l 
pull mm l ela.ctive l 
rea.r:nm.ge it geegraph1e l 
recitation .2 intersection l 
tuition l keyboard l 
United States 27 letterhead. 2 
valuation 1 lttg'S 1 

roon 2 
14,000 e.rochial 1 

t:iuarte:rly 3 
a.ff1.x1n& l :residential l 
aptitude- 1 slogan l 
bookkeeper 3 ta.Ust1cal 1 
borro-wers 2 upkeep 2 
Butte 3 -..eeat1onal 1 
curriculwn l 
dependable l ;1.6,000 
di scourt.eoua 2 
d.isc-l"epanoies l a'bbreT!ated 2 
flax1b111t7 l annuity l 
incompetent. l cla.9 room l 
1nveot¢r 10 donate l 
lrregulan t"iea 1 1na.cour to l 
legible ' 3 p-ro.m111sory 6 
nea.tn9111s 2 proport i<">neJ.17 l 
obje.ct.ive 1 l"eimhursos l 
OU.t tpJ'l4J.Dg l stattone?' l 
patronized 1 typist . 6 
personnel 7 
r-equ1sit1oa 11 17.000 

r write 1 'ballowa l Seattle 6 bookkeep1n,g 1 e-areh-11«.ht 1 business-like 4 stabilize 1 first-cl a · 4 
stockholder 2 1nexpen lve 1 



17,000 

Mam.phis 
Nashville 
ov-ertim.e 
papyrus 
par 
reglstr., 
sameatet-a 
Southha.mpton 
s tage-eoa.ch 
windshield 
w1 thdrawal 
yearbook 

aligp t 
apostrophe 
avoca,lDD 
CAO 1 eg;ram 
Dalla.a 
debit 
el eetrotype 
Hawe 
headlines 
high school 
hyphen 
inflation 
Kane e Ctq 
propellor 
s&eond-hand 
shorthand 
smudge 
speedo tere 
Spokane 
steno graph7 
trimmers 
t ypewritten 

adapt ability 
coaster 
educators 
incompetency 
indorsemen.t 
LogM 
k ilowatt 
propr1 et.onh1p 

l 
2 
1 
l 
4 
2 
q 
2 
1 
1 
2 
l 

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

i 
3 
l 

17 
2 
3 
7 

punctuation 
1"88118 

sal asmanahip 
street-ear 
thoro~ol'-ed 

20,ot?O 
SiPJ)l'a18al. 

carload 
blotter 
optional 
orphan.age 
overdue 
s der 
abarehelders. 
t!peeie 

over 20.000 

abo'Ye-nr.,.ia.ed 
e.ddreaaee 
alphalu:i1 s1 
anti-treese 
airline 
airmail 
.al rpl an e-a 
bensille 
bett&r-buainesa 
better-kn.own 
book1t-0n 
cab1n-elMe 
c ah-and-carry 
caveat em tor 
eaveat Tim.di tor 
cha.nge-mski-ng 
eha.rge-account 
check-etu"b 
o.lo.s.ing-out 
co in ... dr.op . 
001n-sol".t.itlg 
coinsurance 
co1n-wTapp rs 
Qo•:,x.,und-inter es~ 
eon ... ign 
consignor 
co partnership 
cred1 t-rating 

l're U4Jl01' 

l 
ll 
4 
4 
l 

l 
1 
1 
l 
l 
l 
l 
1 
2 

l 
1 
l 
l 
1 
1 
9 
l 
1 
1 
2 
1 
3 
1 
l 
~ 
,; 

2 
4 
l 
3 
l 
3 
2 
l 
3 
l 
5 
l 
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Over 20.,000 Frequency Over 20.000 'lrequency 

cros,s-reterence 2 motor bue 2 
C1'08911Talk 1 M.ortg ee l 
day-co a.ch 1 mortgagor l 
deductible '.l motor-truck 2 
demurrage 1 na.t i ve-bom l 
dependab111\y 3 newsprint 1 
dlni -car 1 niaht-letter 1 
diversiflea,ton 1 ocean-going 1 
double-f'orm 1 o ftice-su ply l 
drawee 3 one-fU'th 1 
end-o f-eeason 1 one-fourth 2 
fo)ow-up 2 one-half 1 
foreign-born l one-we,y 3 
f'orty-y-ear 1 out-of-to• 1 
fourth-cla.aa 3 O't'8rdra1'1Dg 2 
freight-arr! 't'al 2 p - 4-up 1 
:tuU.-rat 2 parcel pos~ 4 
geloahea l part-time 2 
going-out-of-business l part;y-line 2 
Hamburg l p M senger-train l 
heav-weigb.t l pay •tation 2 
hel10cgraph l pqee 7 
help-wanted 2 p-e holder 5 
hl,gh-el a.ea 1 p&nwrittan l 
incoming g person-to-p~rson 2 
insurable 4 personal-aervtce l 
Job-specific tion l policyholder l 
1 abor-ea.'f'ilrg l :present-dq 1 
left-handed 6 pri't'ate line 2 
le&ibi11t7 2 property-damage l 
lettor--0pening 1 purchase-order 3 
l1fe-1neurance 5 radio-broadcasting l 
light-weight 1 radiograms 2 
limited-pqment 2 real estate 3 
lo4al-su'bser1ber-s 1 re~eiTing platform 3 
loEg-cliatanee 13 reohedt l 
lost-and-found 1 r-edoapc 1 
mail-expected 2 rein't"ea1;'ed l 
ma.11-orde-r 2 return-receipt-requested 1 

lllaroon-col or ed 1 
reTereed eharge l 

medium-weight l right-handed 1 
14-~lantic 1 rock:-\otto 1 

miE1.dle .... aged 1 l"OUJld-trip 4 
mon y-order 1 a-econd.-cla. s 1 

most-usad l n&lf'-r ting l 
mo tion-p 1 cture 2 selt-rea.11zat1on 2 



Over 20 • 000 Over 20,000 

eel f-ser•lc,e. l 
self-supporting l 
semi-annual.13 10 
s1ngle-pPemiWII 1 
situation-want d 2 
akeletonisinc l 
8leep1ng ear 1 
spacer 1 
spiral ltound 12 
sport.manahip l 
etat1on-to-atation 7 
stat1at1claa l 
stenographic 3 
atitk-to-1t-ivenese 1 
stock room 5 
suitabilit7 l 
ew1 t.chl>oard 2 
technician• 1 
telegraphic 5 
t en- pE\Y1119J1t 1 
thesaurus l 
third-cl as a 3 
thlr'7-p8¥Jlle.At 1 
t1ek:ler 1 
time saver 1 
ti table S 
tim • ire 1 
twenty-p~nt 1 
unreliab1Uty 1 
untidinese l 
up-bri ng1ng 1 
Tisa l 
VGUCher fo1'111 l 
wind breaker l 



APPENDIX IX 

ORDS l)l}PIDED Bf LLOYD t . JOBS II !HE SOLID RE.ADI O MAHl!lB OJ' OUR -BUSl S LIFE, .ABR.ANGED ALP£! ~ IC.ALL? I!I t'HOUDID 
Pl.AC AND FRil(\UlffiQY OF OOCtlRRmCE 

Defined Word& 

abstract 
a.cti Ti ties 
admin1 st-rat ors 
aesete 
apprenticeship 
e.sseHOl' 
barter 
berth 
brolc~rag 
bl!'Okers 
budget 
cabin ela.ee 
cash and eany 
caToa.t e pt.or 
c :t"eat rcator 
caveat Tandltor 
certified 
claseification 
chattel 
clearness 
clients 
closing out 
coinsurance 
ec01n wr ~psr 
collectors 
collision 
c-ompen.u.t ton 
competent 
eompl iment er, 
comprees 
c<>ndol enee 
consignee 
coneipot 
eooperati ve 
eop :rtn.erah1p 
eorreepondent 
courier• 
defective 
demu.rnge 
denominations 
cancel 
* f tledpa.te 

!horndli:• fimea 
Rai\gg 1,tssad ,. 

8 
7 

10 
ll 

11 
15 
10 
9 

lS 
10 
g 
f • 

~ 
~ 

10 
7 

11 
11 
7 

~ 
I 
9 
9 
g 

9 
12' 
8 
16 

~ 
9 
t 
i 
ll 
1 
f 
ll 
8 

l 
33 

~ 
4 
3 

10 
4 
2 

12 
7g 

2 
5 
l 
l 
l 
3 

10 
3 
3 
g 
l 

12 
3 
1 
1 
7 
6 
6 
2 
3 

21 
3 
7 
4 

15 
2 
1 
l 

14 
16 

dependent 
diaq 
dirf:N:torr 
di eou.llt 
dividen:d9 
di -rc,"rs1.tlcaUoa 

7 
g 

13 
10 
7 
l 

drawee f 
duplicate 8 
dyn · 09 11 
eaergeney- 1 
encyclo~&dias 3 
exe.eutor 8 
fourth-clase f 
fr ~ile S 
ga.teml\ t 
going-out-ot-busine99 f 
governmental 12 
el lo graphs t 

1na.ct1Te 9 
iaeompetence 19 
1nior•e 10 
i~doree11ent 19 
innkeeper 9 
indemnit7 11 
1n~tall111&nta 8 
1nventoJ'1' 11 
1n•o1ce 12 
1te-mbed I 
juatifiable 14 
lapse• 7 
lea.so 7 
ledger 12 
l &.ss e 19 
letterhead 15 
11ah111\1es 11 
mail order 
manual 
maturit7 
memo re.ndull 
mileage 

I 
g 

9 
13 
12 

tho&& words above 20,000 level. 

9 
.6 

: 
17 

2 
9 
6 
1 
4 
5 
3 

' l 
1 

11 
1 
2 
1 

35 
57 

2 
4 

41 
20 
9 
1 
1 
1 

~ 
l 
6 

29 
5 

12 
8 

15 
2 

39 
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D-efined orda Thorndike 1mea Defined Words Thorndike Times 
Rat!eg Mhaad :Ra.Um: Mhaad 

mortg9«ee ~ l testa,or 16 2 
mortgagor l thee :urus ~ 3 
mutilated 9 1 t hi rcl el a.as 6 
negligence 9 6 thrift 7 36 
negotia.t.a g 12 time table 11 
nicht letter I 3 toll 7 3 
non-negotiable t l tourist g 7 
numeric 12 6 ut111tl&s 1 s 
outs.tending 14 4 val14 l.O 2 
overdre.'fflllg 1{ 4 'Yest1bule 11 1 
pm.py-rus 4 voidable ·I 2 
pa.rt p~men:t 't · 1 wholesal 1 g 
partial p~ent t l wrapper 10 2 
participates 1 6 
partitions. 7 3 
partnership 9 30 
payee ~ 39 
person-to-person 6 
p ersonal service t 1 
personal 1 ty 7 11 
par onnel 14 11 
poet dated I 2 
preeq,pro s.eh t 1 
nr em i Wl1 7 45 
prepaid 10 5 
pro!e.sional 7 27 
p romiaso-ry l{; 9 
promoter 13 3 
propri•tor 7 g 
psychology 11 2 
qualified s l 
radiogram• t 5 
real e.•tate t 11 
reconciliation. 9 3 
rodce;ps f 3 
relatio11ah1p g 1 
remittancaa 

l~ 
2 

requid tiona 6 
reetriction 8 l 
roadside 7 1 
repossessed 19 1 
aecond-claes ~ 6 
s el f•serrtc e 1 
apee.ial delive17 f 1 
specialty 12 4 
st tioni.-etatien 14 7 
stockholder 13 
atop-over t 1 
e1ibacri 'bere 8 22 
supervisor 9 7 



Typist: Geneva Cochran 
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