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CHAPTER I

INTRODUCTION

Present evidence indicates that many of the subjects in the
curricula of the grades and secondary schools, as presented in the
average textbooks used in these subjects are too difficult for the
stndents.l The inference is that many authors of texts do not give
enough attention to the relative difficulty of the vocabularies they
include in these texts,

The reading difficulty im an introductory subject is a partic-
ularly important mtte% to consider. Tveryday business training, or
a8 it 1s sometines called, Junior business training, genersl business
tralning, introduction to business, is the introductory course 4n
business on the high school level.

Fveryday business training in general is offered on the ninth
grade level, although in some cases thls course has been offered in
all secondary school grades including the eighth, It is being offered
prineipally to ninth grade students of all types, abllitiee, interests
and backgrounds, and since textbooks have been considered one of the
most important aids in teaching it is well to consider the vocabulary
burden of one of the textbooke to see if students have difficulty in

comprehending 1it.

1 A, L. Gates, Interest and Ability in Reading, The Macmillan Company,

New York., 1930, Chapter I.




By voecebulary burden ls meant the proportion of new or dif-
ferent words in a text or supplementsry reading meterial, In
a sentence of ten different words each of which 1s necessary
to meaning, how many vords are familier to the reader! If
he does not know any of them, hs must learn ten words in as
meny words of text, a vocabulary burden or demsity of 1.0:1132
If he knows all but four worde, the density is U4:10 or 2:5.

This atudy is an attempt %o determine if there is 2 definite
level st which ninth grade studentz have diffieulty in comprehending
everyday Business trainlng textbooks; 1f so, vhat the level is; and

to analyse Our Business Life Wy Lloyd I.. Jones to determine 1if it 1

too Aifficult for the studente for vhom it ig intended dy smalysing
the number of difficult words found in the book, their frequency of
sccurrence, and seny attemnts to hely the studente mestar the words,
such as definition, 1llustrstion and repetition., Thie study deale

in general with ths prodlem of wocabulary burden to =nid authors in
=riting sveryday business training books and to furnish some criteris

for julging the difficulty of textbooks already writteam in the field,

FURPOSE OF TH: STUDY
This study seeks:
1. 7o determine at what lewel, if any, ninth grade students have
difficulty in couprehend!pg sverydsy business tralning textbooks.

2. To analyse Our Business Life to determine:

2. The number of words foumd in the boek whigh ninth
grade studeats have diffieulty in understanding,

b, The rlacement of these words in the Thorndike scale.

¢. The frequency of ocourrence cf these worde.

4, The total number of difficult words in essh thousand

level, aceording to the Thorndlke placement.

€ Tugene Jones Rossboro, An Anslysis of the Vocsbulary Burden of Twslve
Xlementary ¥French Rezsdigg Textbooks, Ohlo State Umiverzity, 1937, daster's

?hﬁgiﬂ. To 1




6. The number of difficult vorde not found in the Thorndike
1ist.

f., The percentage of different difficult words in each
thousand level, according to the Thorndike placement
scala,

g. The number of different difficult words used once, twice,
three, four, five, six, seven, and more then scven times
by the author,

h, The number, rating )cm! frequency of occurrence of

difficult words defined or exvlained by the author,

PROCEDURT AND MATERIALS
The procedure used in this study is 2 somewhat standardized
procedure developed in othor wocabulary studies. In general, the
vocabulary level is determined by the use of control tests, The
resuits of these tests are used in the mnalysis of the textdook.

By permiasion of the publishers, portions of General Busineas,

Third “dition, by Irmest H. Crabbe =nd Clay D, Slinker (South-¥estern
Publishing Company, 1936) and Introduction to Businegs, Third ¥dition,

by John G. Kirk, Harold B, Buckley amnd Mary A, %aesche (The John C,
%ineton Company, 1933) were mimeographed and ueed as tests to determine
the pupil comprehenslon of word meanings., An attempt was made to secure
Baterial from theze books which was typical of the vocabulariee used in
the booka, It is spssumed that the uge of two differemt textbooks would
make 1t porsible to check the validity of this method of testing the
vocebulary comprehension of students in reading everydsy business training

textbooks,



Thie material--which was unfamiliar to 211 of the studentg--w=g
administered to 301 ninth grade pupils in geven communities of verying

sizes in the State of Oklshoma ss shown in Table I.

Table 1
Commni ty No. Test 1 No. Test II Ko. Test III
Recelved Received Received
Cherckee 26 26
Cleremore 106 69
Collinsville 51 51 57
Enreka 20 20 20
Okmulgee 24 o
Red Rock 22 22 22
Ripley 46 46 TS
m 26 145

The material from General Business is hereafter referred to as

Test I, the material from Introduction %o Business is referred to as

Test 11, snd the material from General Business which was used in Test I

was repeated with a little different procedure 2nd is hereaftar referred
to as Teat III,

The puplls were asked to read Test I and to underline all of the
unfamiliar words which they read during a twenty-minute peried. At a
later date the same procedurs was repeated with Test II, The two tests
were used for a doudble purpose:  firet, to check the validity of the

method of using material from two different sources; and second, to



check the rellability of the materiales used. A timed procedure was used

in order that the testing situation would be as nearly comparable to the
reading of the textbéoks as possible. Test II] comsisted of identical
material used in Test I, bdut the students were asked to underline all of

the familiar words which they read during e twenty-minute period., It was
hoped that this might give a check on the relisbility of the mnswers. Conles
of the tests may de found in the Appendix,

%ach different word a student underlined was tabulated on a card amd
the Thorndike rating of the word was noted, This tabulation compilstion
was made by the use of the International Business Hachines sorting =nd
tabulating machine,

Alphabetical 1ists of all the words missed in each test and the word
levels for each test separately were made and compared. Graphical analyses
woere made to ald in determining whethser or not a definite difficulty level
existed and if so, at what point it 1s in the Thormdike scale. The first
lists made included words missed by all the students during the twenty-
minute periode regardless of the number of pages resd., Following that a
uniforn number of vages was snalyszed in the same wey, 2gain taking each
test geparately. The paper having the lesst number of pages read served
as 2 basls for the number of pages to be checked this time.

The test material of esch test was anslyzed to see how mgny different
vords there were on esgh thousand level., Then ratios of times missec tc
words missed on e~ch test were celeulated. This is found in Table II. The
per cent of different words missed to possidle different words missed vas
also caleulated--and the per cent of total words wmissed by all students to
the total possible words missed by all studente, Thege data vere used to

determine the level at which there was a marked increase of words missed.
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After the level of difficulty vas determined the textbook was snolyzed
to determine the number of words above tﬁe established level and their
frequency of occurrence. JFurther analysis was made to determine the number
of these words which were defined; thus, ths wvocabulary burden of the text-
"book is assumed to be the difference betweem the words above the astzblished

reading level less the words defimed.

ASSUNPTIONS AND LIMITATIONS OF THT STUDY
The analyses of the preliminary tests and the textbook are based on

Thorndike's A Teacher's %ord Beok of 20,000 Words (1932) and are limited by

its imperfections. Nr. Thorndike recognizes such deficiencies as the
fallure to distinguish betveen homographs like bear (the animel) and bear
( to carry), glving proper names lower ratings than they should have, and
giving too low ratings to abbreviastions and to words recently introduced
into dooks and magazines. Another imperfection is that this rating is
based on all kinds of literature and is primarily for adult use. Yo indi-
cation is made as to whether a word ranks 999 or 901, Xew words brought
into the vocabulary of almost every ninth grade stuéﬁnt Yy new inventions,
the depreesion and war have been omitted.

This study is limited further by the adequacy of the underlining
method. Although this method has been proven to be more adequate than
other methods, it is not verfect. It is likely that all the words the
students underlined were unfamiliasr, but the students probably did not
underline all of the unfamilisr words.

Another assumption is in securing tests which are valid., It was
decided to use portions of other everyday business training texts eince
this material 4is in the sequence in which the student would ordinarily

shcounter it.



RELATED STUDINS

As far as can be determined there have been no voesbulary studles
made in the field of sveryday dusinses training., FHowever, numerous studles
have been made in other fislds, PForemost smong these are the studies made
under the supervision of Dr; Francis D, Curtie of the University of
Michigan in the fleld of science. These studles have been made over =
period of some nine years and represent the results of more than ¢
hundred investigations. This study follows in part the procedure used

in these investigations.

Types of Vocabulary Investigations

Most of the investigstors have used sampling techniques.

Patty and Painters tebulated alphabetically, alomg vith the
frequencies of appearance, all the words in the third full
line of sach fifth page, with few exceptioms, amd these
exceptions only where they seemed necessary and desirable.
The investigatore compared their resulting list with the
earlier one of Thorndike snd recorded the Thorndike index
nusber for each word. Then they obtained the welghted value
of each word by multiplying its frequenecy by ite index number,
and transformed this nroduct into the aversge-word-weighted-
value, or arithmetieal mean, of the Thorndike index numbers
by dividing the total welghted values for all vwords of a
eample by the total number of vwords in the sample. Thaey last
comruted the index nmumber representing each book by dividing
the average-word-weighted-velue by the range of words within
the sample. This index gave the ratio of the differeat words
to the difficulty of the average word, Thus the greater the
range, the smaller was the index xmnbﬁ_r. and hence the greatasr
vas the vocabulary burden of the book.

3
¥. W. Patty and ¥, J, Painter, "A Technique of easuring the Vocabulary

Burdens of Textbooks," Journal of ¥ducatiensl Research, Vol, XXIV

(Juone and September, 19%1), pp. 23-%2 and 12{-134, as quoted in
Franeie D, Curtis, Investigations of Yocabulary in Textbooks of Science
for Secondary Schools, 19

Francis D, Curtls, Investigations of Vocabulary im Textbooks of Science
for Secondary Schools, Glnn and Company, Boston, 1938, p. 10-11,




Dr. Curtis concluded thot

=ny s=smpling techninue i= =t be>t » makeshift and -~ »ubstituie of
more or less dublous merit, for the determinstion bised on s comnlete
word count. The exployment of & saumpling metbed can ba jurtified
only on the grounds of evnedleney xmd crscticability, zince it i=
urually nag fesznible to make 2 complete vword-bv-word snslysis of any
tertbockse.

« o« o o we murt register sn objection to the msthod which haz been
employed, of asmpling textbooks to compare them with cne =nother
with rezpact to voczbulsry burdem. iside from the usuul possi-
bility of error in sampling, there :re lisrge :nd mmevoidsble errors
in such sompling. Textbooks are not cnd cennot de homogeneous. . . .
no section of ths book cam falrly re.resent &ll seetions. 7o over-
come this di7ficulty the method of semrling salects lines of regulsr
intervsls throwughout. This runs into even greeter inaccurzey. The
saz:le 12 then not s -lece of rerdimg matter st s1l, but « succession
of disconnacted bit:. It failas to recresent the text, beczuse it
cannot ozsibly show the factor of repetition of worda. No mutter
how careful an suthor wmzs to rerest hls stitementz, it would meke

no difference in such 2 ssupling, becruzs & uivgle line ot & nnge

does not show shat precedes or follows it another ‘ine, five
peges on, or evem on the next pege, will ?host ce~teinly contain
different mr=terixl. Ocesasienal whole neges might form » better
semple, but etill not © represent:tive one, snd for the naxe rezson,
In fzet, the conditicna of lsngu:ze snd etyle in griting zre cuch thst
no' study of risces cen truly re-resent the whole.

4 study was mude by “ard snolyzing First & semiyle of ons thousand
words {rom esch of two taxtbooks of imericen History, snd next, »1l the
worde found in the first one hundred veges of each of these snme terxts.,
Hiz spleion wze:

In view of the wide discrepaney between n r:znge of 171 different
words rer 1000 by sctusl count, :nd 533 different worde oer 100C
obtsined by & sam;ling of 10 words (fhst 13, the =zords in cne line)
frem every tenth rage the oninien thet the reliability of thewe

thousasnd-word sem-lings might be celled 'folr' i= wide of the
m:rke « o« o The scm-ling of words from . bvoh is not =nslegous

Prancis D. Curti 2y 1. gite, e 1.

E. D. Dolch, "Vocabulery Burden,' Journal of Fduesticpal fes ,
Yol. TVII, (¥:rch, 1928%, ' . 170-183, == quoted from Frineis D.
\ﬂurt ) 9..‘:-' cito
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synonym, or to explain its usge or meaning in other terms, Thisg
technique . . . . was selected for inveatization because, in
spite of 1te probable limitstions and defects, it wasg judged to
be the only ome whieh could be used to determine a2 punil's
comprehension of the voeabulary encoumtered by him in long profram
selections for which other vocabulory tests were unavailable,l

Investigeotions were then made to determine the walidity of the under-
lining test; in other words, to see if the students actually underscored
the words they did not kmow. Dr, Curtis decided to use two plans for this:

Flan.I. To compare the resulte secured by having pupils under-
line words the meanings of which they think they do not know
with thoee scoured by havimg the seme pupils underline, in the
same gelection, the words the meanings of which they think they
do know,

Plan II, To compare word comprehension as indicatsd by the results
of the underlining test with that iniicated by the results of
multiple-response, matching, synonym, and conference teste . . . .12

Dr. Curtis concludes:

These comparisons indicate that the validity of the underlining test
varies with the degree of difficulty of the vocabulary tested; that
is, that in general the validity ie high if the vocabulary 1is
difficult, but the validity 1s lower if the vocabulsry is easy.l3

Tegte on the reliability of the underlining test of vocabulary

comprehenrion show that the relisbility is high,l}

11 Gurtis, op. cit., pp. 22-23,
12 Curtiﬂg 220 E}j..' P 25. 26.
13 Curtis. CP. S}_Eo. Pe 3}.

% Ibid., p. 3, 35.
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Dr, Curtis ewmarizes the data on the underlining method as a rossible

mathod for this type of study:

From the evidence here presented the following conclusione seem
Justified:

1. The method of determining vocabulary comprchension by having
pupils underline the words in context which they think they
4o not comprehsnd is a convenient means of determining words
which the pupils do ndt comprehend. Of the %teste investigated
it is the only onme which is practicsble for use in determining
pupll comprshension of the vocabulary in cxtensive gclections
of context, since its use requires no previous smalysis of
the selectlons or previous preparation of vocszdulary test forms
or items by the investigator,

2. The underlining tcst possesses a high degree of reliability
and vslidity.

3., The undsrlining test is not effective ag a means of determining
all the worde in a given context which the pupil does not
comprehend, The evidence seems conclueive, however, that such
words ag & puril does underline in context as unknown to him
are very likely to be outside his vocabulary rang;e.ls

Thig it apvears that the underlining method is the most effective

meane of determining pupll comprehengion of word meanings,

15 ourtte, op. cit., p. 36.
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CHAPTER 11

DETERMINATION OF VOCABULARY LEVIEL

As previously stated, one of the purpcses of thig study is to
determine the vocabulary level of economic terma of ninth grade students,
The results of more than s hundred such studies in the fleld of sclence
consistently drought out the fact that punils haw difficulty in
comprshending the vocabulary of current science textbooks at the six
or seven thousand level of the Thorndike word 1ist. Although the method
used in determining this level in sclence might well be used in every-
dsy businees training, it ecould not be sssumed that the difficulty level
of sclence would be the same as everyday business training. Students
have been exposed to selentific phenomena and study all their lives,
rhile thelr economlc knowledge has been limited primcipally to arith-
metic snd buying, It 1e therefore reasonsble to expect that the vocabd-
ulary level of sconomic terme may not be as high as that of some other
type.

Ninth grade pupils in varying sised communities were asked to read
excerpts from everyday business training textbosks for three tventy-
minute periods. For the first twenty-minute period the students read

materisls selected from Gemeral Business Third Fdition, by Ernest K,

Crabbe smnd Clay D. Slinker (South-¥estern Publishing Compsny, Cincinnati,
Ohio, 1936), underlining the unfamiliar words. The second test was taken

from Introduction to Business, Third dition, by John G. Kirk, Harold B.

Buckley and HYary A. ¥aesche (The John C. Winston Company, Philadelphia,
Pennsylvania, 1933) The third test was a repetition of the first test,
except that the students were asked $o underline the words the meanings

of which they did know, It was hoped by using rortions of two textbooks
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to cheeck on the validity of the testing materials., The third test was to
he a check on the reliability of the anewers. However, third tests were
not obtained from s gufficlently large number of the schoole and the
data furnished by those vhich were returned were not in sufficiently
satigfactory form to warrent any conclusions about the reliabdbility of
the answers. The data concerning Test 11I, therefore, are mot presented
in the study.

The test materisl, it wag assumed, was unfamilisr to the students who
were asked to read at thelr own rates of speed, underlining the wordg the
meanings of which they did not know or thought they did not know. Students
were informed that this did not affect their grades in sny vay. At the end
of twenty minutes, time was cslled, and the students were asked to write
their names on the pspers and to cheek the lime thgy had just finished
reading.,

The resulte of these tests are found in the accompanying tadbles and
graphg. The actunl words missed, their placement snd frequency mey be
found in the Appendix,

Table I1 is an anslysis of Tests I and II, presenting the number of
different words in the tests, according to the Thorndike rating, the
number of these differsnt words missed by the 301 students and the ratio
of times missed to words missed. It can be seen in Test I that this
ratio inereases rathsr regularly and reaches 14,9 ot the 7,000 level,
then drops to 12,2, In Test II, the riese is rather gradusl to the £,000
level vhen it reschss 10.8 and then drops to 5.4,

In comparing the data for Test I and Test II, it can be szeen that
the number of words found in esch test in the different thousand levels

is eomparatively the ssme. The total words missed in each test are
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TABLE 1I

FUOUB=R OF DIFF/RINT WORDS MISSED IR EAGH THOUSAND LAVEL OF THX THORNDIEER
SCALE BY THX STUDENTS TAKING T0STS 1 AKD II, THR TOTAL WORDS 4ISSED IN
EACH THOUSAND LIVIEL AND THE RATIO OF TIM"S MISSED 70 WORDS MISS®D,
ANALYZING ALL MATERIAL READ IR THE TWINTY-MINUT PTRICD

Test 1 - “Test 11
Therndike No. Dif, Total Ratlo Times - No., Di¥, Total Ratio Times
Tating Yorda Wordg Miaged to -~ Vords Yords ‘Miseed to

Migsed _Missed Yords Missed - Hissed  Missed ¥ords Misged

1,000 17 23 1.4 - 15 17 1,1
2, 000 45 150 31,3 - 34 g2 1.5
3,000 43 258 6,0 - W 92 2,2
k,000 36 39 8.9 - 23 102 4.4
54000 33 33 9.5 - 26 196 1.5
6,000 12 133 11.6 - 22 137 6.2
7,000 13 268 14,9 - 21 211 7.8
8,000 19 232 12,2 - 25 2n 10.8
9,000 13 350 26,9 - 1z 65 5. 4
10,000 8 19 2.4 - 12 73 6.1
11,00¢ 3 62 20,7 - 5 58 11,6
12,000 5 10 2.0 - 1 59 1.8
13,000 3 28 %3 - 3 %3 1k,3
14,000 2 2 1.0 - 3 216 54,0
15,000 b 234 58.5 - 5 79 15.8
16,000 - 5 136 27.2
17,000 | - 2 7 2,5
18,000 - 4 43 10,8
19,000 2 1 3¢5 - 3 5e 17.3
20,000 - 6 80 13,7
Over 20,000 9 115 12,8 - 9 102 11.3
COTAL? o712 2529 - 287 2001

Peble II rends: In Test I, 17 dlfferent words foaund In the 1,000 level
rer- nisged « totel of 2% timee by tlie students taizing the
test, The ratio of tinmue migned to vwords micsed, obteined
by dividing 17 into 23, is 1.4, In Test II, 15 words ir
the 1,000 lovel were missed 2 totel of 17 times or n
ratio of 1,1,
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approximately equal and the ratlos of times miseed to words missed in each
test show a consistent rise to the seven and eight thousand levels,

The graphs accompenying this table indicate these same trends in o
more forceful way. Thegraph presenting the results of Tegt I shows 2
grzdusl increase to the seven and elght thoueand levels, The bresks seem
to be at approximately the same places., The gregph preseating the results
of Test Il likewise ghows a gradual increass to the severn thousand level,
then 2 decided jump., The data for a uniform number of psges and for the
total asmount resd by each student indicnte that the tests were valid,

Table III is an anslysis of the uniform number of pages fead by the
301 students in Test I, presenting the number of different words found in
each ihewsand level in ths test, the number of these words missed and the
pumber of times missed, the ratio of times missed to different words miesed
and 2lso the per sent of different words missed to possible differsnt words
migssed snd the per cent of total words missed to the totsl pessidle words
missed, It should be noted that the ratio of times missed to words missed
increases rather gradually, with a large increase at the 4,000 lsvel, 2
drop at the 5,000 level, then another increase, The large per cent at the
9,000 level may be due to the small number of words found at that lewsl in
the test, |

The per cent of different words mlssed to the posalble words missed
incresses regulsarly %o the 7,000 word level; them, there iz a big Jump., The
game 1g true of the per cent of total words missed to the total possible
words missed, A% the 7,000 level the per cent 1s almost doudbled. A1l this

indicates that at the 7,000 level there is = definite riss in difficulty.



TARLE IIX

18

WUUB¥R DIFTIRNNT VORDS IN RACH THOUSAND LEVEL FOUND IN THS? £, AWALYSIN
UNIPORM NUMBER OF PAGERS, THE NUMBXR OF PRYSE WORDS MISSRED BY TRE STUDXNTS,
TOTAL YWORDS MISSID ACCORDING 20 THF THCGRWDIKE PLACEMENT, EATIO OF DI FPERENT
BORDS MISSED TO TOTAL WORDS MISEXD, THE PER CENT OT DIFFIRENT WORDS NISSED
T0 TRE POSSIELE DIFVERENT WORDS MISSED, AND THE PXR OENT OF TOTAL WORDS

MISSED TO THX TOTAL POSSIBLE WORDS MISSED

~Fe, 111, -Ho, 4f,~ Total Vords-katie Timas ~Fer Gent,~ Per Omt

Thorndike-Vords in ~Fardg « Missed ~Nigged $¢ ~Dif,Yerds- Total Words
e ke 0T g mem
- - - -Vords ~ Words
- > 2 E —Missed - Wiseed
1,000 38 ] y 2.0 %1 8,0
2,000 123 13 5 N 10,6 0.1
00 N " BT &1 sy o
b.eog« K 13 19 iy Ny 1,6-
5,600 29 1) 95 68 W3 L1
s.oob 16 5 58 1.6 N3 1.8
74000 10 6 98 15y 6.0 e
5,000 3 3 1 150 29,8 1.5
9,000 3 I 1.0 W0 .5
10,0600 3
11,000 1
12,000 1
14,000
15,000 1 1 ay ar.e 100,80 729
16,000
17,00¢
18,000
Ovar m
W 1688 0 ..
Tatle 111 pgadgt In Pest 1, smalysing the sams musher of pages for eash studuas,

1§ was foumd that of the 1321 differemt vords found in the
test whish cesurred in the 1,000 level, £ were miswed & total
of X timos or a ratio of 2,0 ¥imes, The per cent of differemt
words missed 4o possidle differsut words missed, found YWy

dividing 2 by 1381, is .1 por centd.

Ths per cent of tolal

werds missed to the total possidble werds missed, is 0.0 per

.m'

This was fousd by dividing B, the total werds missed W

(1381 x 301 sghudents) the total possidle words miesed,
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Table IV ig an analysis of the uniform number of pages of Test II,
pregenting the number of different worde found in sach thousamd level
in the test, the number of thege migsed and the number of times missed,
the ratio of times missed to words missed, the per cent of totel words
migged to the total possidle words missed, and ths per ceat of different
words missed to possible differemt words migsed, It should be noted
that at the 7,000 level there is an abrupt'incrcase in the ratio of timee
misged to worde miesed, The per cent of words misead to possible words
missed algo shows a much larger increase in the 7,000 area, The gsme is
true of the per ceat of total words missed to the total possidle words
migsed,

In comparing Tables III and IV, it 1s noted that approximately the
gome pumber of differemt words in each thousand level are found in the
two tegts, up to the 11,000 level. The relatively few words found in
each test above that level give little dasis for comparison. In Table II,
it 1s shown that more of the words in each thousand level =re missed in
the 2, 7, 4, =nd 5,000 levels, but the per cemt of different worde miseed
i3 largest at the 7,000 level. At that level, the words missed comprise
gixty per cent of the total words in the test. At the 7,000 level in
Table III, the per cemt iz 70.6. The per cents of total words missed to
total possidle words missed incresse in about the same prnpértton in
each tegt, At the sevem thousand level in each test there is a decided
Jump,

The grsph accompanying these two tables further emphasizes these

findings, that at the seven thousand lsvel in each test for the constant
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TARLYE V

THE PR CIENT OF DIFFURINT DIFFICULT WORDS MISS¥D IN RACH THOUSAND LYVEL TO

THR POSSIELY DIFFIRENT YORDS MISSED IR EACH THOUSAND LXVEL OF TH? THOENDIKE

List aNp THR PUR CERT OF TOTAL WORDS MISSED TO TH: TOTAL POSSIBLE WORDS “ISSED
IN TX87S I ARD 11

Uniform Number of Pages Uniform Number of Pases
Thorndike Rating Per Cent Different Fords Yissed  Per Cent Total Jords
to Possible Different ¥Fords Missed ¥igsed to Total Pogsidle
Yords Missed

Test I - Test II Fest 1 Tegt I1
1.00“0 0_1 -8 Oo 00
2,000 10.6 12,2 51 .1
3,000 32,7 26.2 . .5
4,000 o7 30.8 1.6 8
5,000 18,3 ug.3 1.1 1.6
6,000 31,3 n,7 1.8 o
71,000 60.0 70.6 2.3 3.5
8,000 29.4 33,3 1.5 1.3
9,000 - 50.0 5T.1 14,5 2.8
10,000
11,5 , 32,3 4
12,000 33.3 6.6
13,000 , 50,0 2,0
14,000 50,0 12.3
15,000 100,0 80.0 7.3 1.7
16,000 ‘ 100.0 11,2
17,000 . 33, 1.0
12,000 _
19,000 4o.0 3.0
20,000 5.0 2.0
Over 20,000 20,0 1.1

Toble V reads: In analyzing a uniform number of pages for sach student,
It 1= noted that at the 1,00C level the .per cent of

the different words wigsed to poseible different words
nissed is .1 per cent for Test I, for Test II, it is .3
per cent,

In anslyzing e uniform number of psges for each student,
it 18 noted that at the 1,000 level the per cent of
total worde missed to poseible words missed is .0 for
both Test I and Test II.
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TABLY VI
RATIO OF TIMES MISSED TO WORDS MISSED BY THE STUDENTS TAXING TESTS I AND II,
ANALYZING A UKIFORM NUMBLR OF PAGES AND THY INTIRE AMOUNT RX:AD BY RACH STUDENT

Teat I Test I1

Thorndike Rating Uniform ntire Uniform Entire
1,000 2.0 1.b4 1.0 1.1
2,000 k.9 3.3 1.9 1.5
7,000 6.7 6.0 h.g 2.2
4,000 14.9 8.9 6.9 LR
5,000 6.8 9.5 g.8 1.5
6,000 17.6 11.6 b2 6.2
7,000 16,3 14.9 12.8 7.8
2,000 15.0 12,2 25.8 10,8
5,000 7.0 26.3 12.8 5.4

10,000 2. .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 54,0
15,000 217.0 58.5 5.8 15.8
16,000 23,5 27.2
17,000 8.0 3.5
18,000 10.8
19,000 , 1.5 20,0 17.3
20,000 %7 13,3
Over 20,000 12,8 14,0 11.3

Table VI reads: In Test I, snslysing . uniforam nusber of pages, the
ratio of timeg misged to words missed in the Thorn-
dike scale, in the 1,000 rating, is 2.0. Analyszing
thﬁ entire pages read by each gtudent, the ratlo is
1 L ] L] .

In Test II, analyzing a uniform number of pagss, the
ratio of times misgsed to words missed in the 1,000
level 18 1.C. For the entire pages read by each
student, the ratio iz 1.1,
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and verying materizls read, there is a declded increase in worde migsed.
The curves in this graph seem to be very close together, indicating that
the two teste are valid,

Tables V and VI make it possible to compare at a glance the data
found in each table and graph preeediﬁg.

Both tests were given to the same group of people, amd even though
thay were from differemt books, they seem to show the same thing--that
there s & definite increase in difficulty at the seven thousand level.
The similarity of the two tests and the results obtained from them
indicate that thiz is a relisble method of testing voecsbulary burden,
Therefore, i1t may be concluded that theee teste did measure the voesbulary
level and the vocabulary level is at the sevem thousand level,

The seven thousand level, therefore, is the loglcal starting point
at which authors should begin to simplify fhe vocadulariecs of sveryday

business tralning textbooks for ninth grade students,
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CHAPTFR I11

IRVZSTIGATION OF QUR BUSIRE®SS LIFR

One of the purroses of thie investigation, as hag been previously

stated, is to analyze Qur Business Life by lLloyd L, Jones to determine:

1.

The number of vords found in the book which ninth grade students
have difficulty in underst-nding,

The placement of these words in the Thorndike scales.

The freguency of occurrence of these words.

The total number of difficult words in each thousand level,
according to the Thorndike scals,

Tho number of difficult words not foumd in the Thorndike list,
The percentage of different difficult words in each thousand
level.

The number of difficult worde used once, twice, three, four,
five, six, soven a2nd more than seven timee YW the suthor.

The number snd frequency of difficult words defined or explained

by the author,

Our Businegs Life was anzlyzed and each word above the seven thousand

level in the Thorndike list of 20,000 words wag underlined and the rating

noted.

With the excention of chapter headinge, nictures, charts, disgrans,

rreface, table of contents, and index, the entire book was analyzed. The

vords found in the prodlems, sugrested reports and surnlementary m-terial

vaere tabulated separately from the words found in the so0lid reading matter,
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According to Trorndike's clessificetion:

Fxcept for speclal ressons, geparate entries zre pot snde of
plurale in g; plurals vhere y is replaced W ies; 2dverbes formed
by adding y_,_ comparatives and superlatives for=med by adding er
and est, or r and gt; verd forms in s, 4, ed, and lng; psst
uartiei*les “forncd by adding n, and ndJectins formed by nddiags
n to proper nouns,

%here sepayate emtries do oceunr, it is because the dsrived word
is likely to offer somes difficulty to pupils, 2nd not to be knom
eagily from knowledge of the primary word. Thus, likely would not
be knewn from 1ike; being and bullding should probal often be
learned independently of be and build~ and goming may appesr in
the work of Orade I before there has been ensugh exverience of
ing to enable the pupil to derive it by himself.l

If the meaning of compound words or phrases would be destroyed Wy
- geparation they were treated =s difficult words above the 20,000 level
and not separsted.

If hypbenated »mords had different meanings from the meanings =g
senarate worda they were likewise trssted as difficult words,

“hen the entirs book had been anslysed ezch differsat word which had
been underlined was »pitten on a eard with the Thorndike rating. As that
word was found agaim in the text, it »asm tebuleted szain on the origimel
eard, Thus, cllent 6 meant that glient was in the 7,000 lavel and had
been uged six times in the book.

211 earde for esch thousand level Yere grouped togethsr and the words
tharein listed alvhsdsetieally. Lists were then made ghowing the words
in eagh thousand levei with the frequency of occﬁrrence. 48 has been
stated before, these 1ists wem mde separately for the anlid resding

aaterisl and the exerciscs, problems and supplementsry matsrial,

1 Tawsrd L. Thowmijye, 4 Teasher's ¥ord Bosk of 20,000 ¥ords, Reviesd,
Bureau of Pudllcationms, Teachers Lollegs, Columbia Unlversity, New
York, 1922, pr. iv, v,
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Table VII shows the number smd frequency of the differemt difficult

vords found ia Our Business life. The sctual difficult words, thelr place-

ment 2nd the frequency of occurrence are foumd im the Appendix. In the
s0lid resding matter there is a totel of 1267 differemt difficult worde
above the 6,000 vord level, These words are used a total of Usg? times,
It should be noted that there zre st the 7,000 level, 120 or 9.5 per cent
of the total difficult words--in the eolid reading matter, Thess 120 worde
arc used 961 times or 20,9 per cemt of the total frequemcy of difficult
words, At the 8,000 level there are 155 different words, 12.5 per ceat
of the total difficult words., These 155 vords are used 726 times which is
15,8 per ceat of the totzl number of times the difficult words are used in
the s0lid reading matter of the book, ¥ith only two exceptions the number
and rer cent of difficult worde decrense steadily thereafter. In general,
the frequency of these words decreases in similar faghion. It shovld be
noted that 392 or 31.0 per cent of the totsl number of diffieult worde, are
above the 20,0CC word level in the Thorndike scale. Theee words wsed so
occaslonally thst they are not included in the Thormdike list are used a
tot=1l of 866 times, 1%.9 per cent of the total frequeney of difficult words.
In the exerciess, problems =nd supplementary msterisls, there =re 638
different words above the 6,000 level, These words are used a total of
1879 times, The greastest frequency, both as to the number of different
words sné thelr frequency of use, in this type of materiel, is at ths
7,000 level., There are 105 different difficult words at the 7,000 level,
constituting 16.5 per cent of the total, They are used 442 differcnt times
constituting 23,5 ver cent of the total frecuency of difficult words. At
the 7,000 level thcre are 84 words or 13.2 per cemt of the total difficult

words. These words ~re used 251 time=, constituting 13.4 per cent of the



TABLY%: VII

NUMBER AND FRIQUENCY OF DIFFYRENT DIFFICULT YORDS FOUND IN OUR BUSIKESS LIFE BY LLOYD L, JONFS

— Solld Reading Material EE, XL ablemg . o0 ientary date
~No, Dif. - Per Cent -Prequency -Per Cent -~ No. Dif, - Per cent - Frequency - Per Cent
Thorndike -Difficult~ Difficult-Difficult -of Total -- Diffieult- Difficult - Difficult- of Total
Level ~Vords - Yords -%orda -~ ffieult-— Vords - ¥ordas - Yords - Difficult
- - - - YWords — - - - %ords
7,000 120 9.5 961 20.9 105 16.5 Lh2 23.3
8,000 155 12.3 726 1%.8 gh 13.2 251 13.
9,000 108 8.6 461 10.0 51 8.0 170 9.0
10,000 93 7.4 347 7.6 37 5.8 128 6.8
11,000 67 5¢ 3 222 4.8 28 L 85 u.g
12,000 67 5.3 212 4.6 4o 6.3 120 6.
13,600 uy 7,5 2h2 5.3 ‘.19 i.o 11k 6.1
1k,000 50 i.0 14 3.1 30 .1 79 b2
15,000 13 2.6 70 1.5 19 3.0 26 1.k
16,000 26 2.1 58 1.3 10 1.6 21 1.1
17,000 o2 1.7 18 1.7 17 2.7 33 1.8
18,000 27 2.9 63 1.4 22 3.l 27 2.0
19,000 23 1.8 107 2.3 17 2.0 56 3.0
20,000 26 2.1 39 .8 9 1.4 10 .5
Over 20,000 392 .0 266 8.9 154 24,1 307 16.3
TOTALS 1263 100.1 4593 100.0 638 100.1 1879 100.0

Pable VII reads: There are 120 different difficult words in the 7,000 level found in the solid reesding
: matter of Our Businesg Life. Thie 18 9.5 per cent of the total 4ifficult wrds, smd
the words occurr §51 times or 20.9 per cent of the frequenocy of the Sotal difficult
worde, There are 105 different difficult words in the 7,000 level found in the
exercises, problems and supplementary meoterial of Our Pusiness Life. These words form
16.5 per cent of the total difficult words found and they occur 4U? times or 23,5 per
cent of the frequeney of the total difficult words.

2
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total times the difficult words are used in the suprlementary mterial.
Although, in gseneral, the number and per cent of difficult words decrease
progressively to the 20,000 word levulkthe progression is not regular as
in the case of the s0lid reading matter, Heither is the frequency of use
of difficult words progressively small., There sare 154 words sbove the
20,000 level, or 24, 1 per cent of the total. These difficult words are
used 307 times constituting 16.3 per cent of the total number of times
difficult words are used.

Table YIII shows the number of differeat dlfficuit words found in

Our Business Life according to their frequency of occurrence., Of the 1263

different words used in ths =0lid reading material, JUY5 or 53.0 per cemt
are used only once. A totsl of 193 words are used only twice. This is
15.8 per cent of tha total difficult words, Thus, more then three-fourths
of the worde sbove the 6,000 word level, which {e the reasding level of
ninth grade children, are used only once or twice. Only about one-eighth
of the different difficult words are used five tlmes or more. A similar
gitustion 1= sprarent in the exercises, problems and supplementary msterial
vith respect to the number of different difficﬁlt words, and their frequency.
Uf the 638 different difficult words in this type of materisl 3U3 or 53.8
per coent are used only once, =md 113, 17.7 per cent are used only twice,
These t¥o groups constitute nearly three-fourths of all the words above

the reading level of ninth grade ehildren. About ome-scventh of the words
are used five or more times in this type of material. It is guestionable
whether or not the repstition of these difficult words is sufficient to

fix the vocabulsry.



TABLE VIII

PHy WUMBER OF DIFFERENT DIFFICULT %CRDS FOUMD IE OUR BUSINNSS LIFE
THAT OCCUR ONCK, T#ICEL, THRER, FOUR, FIVE, SIX, SFViR,
ARD MORE THAR SEVAN TIMSS

So0l1d Re=ding Material _Supplementary Material
Ro. . Per Cent of - ¥o, DIf, Per Cent of

Frequency  Difficult Different — Difficult Differeat
Of Occurrence Y%ords  Difficult Words-- Yords Pitficult Forde

1 45 59.0 33 53.8

2 198 15.8 113 17.7

3 93 7.4 S B

N 61 4.8 3 6.1

5 31 3.0 ' 19 3.0

6 3 2.5 17 2.7

7 18 6.2 | 13 2.0

Yore than 7 20 1.6 49 7.7

TOTALS 1263 100, 3 638 100.1

Table VIII reads:

745 of the different diffieult words foumd in the
s011d reading matter of Our Business Life oeccur
only once, and 343 of the different aifficult
words found in the supplementary material occur
only once, That is, in the solid reading matter,
£9.0 per cent of the total different difficult
words occur only once; in the supplement ary
materisl, 53,8 per cent of the total different
difficult words occur only once,
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By counting the actuzl number of words found on seveml of the pages in
the book and multiplying the average by the number of pages in the dook, it
ie found that there are in the entire book eprroximately 193,500 werds, By
adding the total fregqueacy of diffieult words found in the =01id reading
matter, 4597, and the frequency of difficult words in the exercises, problems,
and supplementary materiasl, 1379, i1¢ is found thet im the entire texthook,
there are 6,472 difficult words. These GNT2 difficult words comstitute 4.0
per cent of the total rumning words. F¥hile 4.0 per cent may not appear to
be a very heavy wvocabulary burden, the fact that the rumning words include
such words as a, the and is, must not be overlocked, It should be noted
that in this book of bGUX pages, there are 6472 d1fficult words or an average
of 10 difficult worde on each psge. In an sesignment, then, of ten vages,
there wuld be spproximately 100 difficult worde which a ninth grade student
would encounter,

In the 8014d reading matter, vhich conetitutes approximstely 472 of the
totsl 645 pages, there sre 1263 different difficult words. That means that
on the average there are 2.7 new worde on each page and these words occur
9.8 times on ths page. There are, in the textbook, approximately 173 pages
of exercises, problems and mupplementary material. It ghould be noted that
632 different difficult words oceur in this material or an average of 3,7
different difficult words per pege. These difficult words occur an sverage
of 11 times per page.

Defined Vords

In consgldering the data Just pvresented, however, ome must keep in
. wmind the fact that the number of different difficult vords which
are introduced into the vocabulary of a textbook constitute only
one important factor in the difficulty which the vupile may encounter
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frequencles to obtain the actusal readings difficulty encountered by niﬁth
grade students in reading this textbook. This would mean that 145 words
should be subetracted from the 1263 total different difficult worde found
in ths reading material, to get the actusl woecabulary burden of students

in the ninth grade.
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CHAPTIR IV

SUMMARY, CONCLUSIONS AND RECOMMENDATIONS

Two teste from materisl generally included in a course in everydsy
business troining given to 301 ninth grade students show that the voecabulary
level for ninth grade studemts in comprehending meanings of words is between
the six snd seven thousand level according to the Thormdike lisgt of twenty
thoussnd words., That 1s, in reading cconomic matter ninth grade students

have decided difficulty with vwords beginning at the geven thousand level,

This level was used as a norm for the anslysis of Our Business Life,
vhich 1s designed for ninth grade students. The mnalysie ghows that in
the 8011d reading matter there are 1262 differemt difficult words at the
7,000 level or above, This i an aversge of 2,7 difficult wrds per page
and these worde occur U592 times or an aversge of 3.6 times per word. In
the exereiscs, ﬁmblems and supplementary materisl there are 638 diffarent
difficult words, that is, sdove the 6,000 level, mad these words occur
1879 times. This 1z san aversge of 3.0 difficult timespar word and these
difficult ords occur an average of 11 times per page. This indicates 2
rather heavy ;rocabulary Bﬁ!gden for ninth grade students,

of 'ffi;:}:otal 1263 difficult words which appear in the e01lid resding
matter 392, or N.0 per ceat of the words are not included in the Thorn-~
dike 1ist., Of the 638 difficult words found in the exercises, problems
=nd supplementary msterial 154 or 24,1 per cent of the words sre above
the 20,000 level, It 1s questionable whether or not the author should
use ao many worde which occur eo occasionally that they are not included

in the Thorndike 1list,
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0f the 1262 different difficult words in the solid reading matter, 745

or 79,0 per cent of the words occur only once and 198 or 15,8 per cent occur
only twice, Thus, three-fourths of the words above the vocabulary level of
ninth grade students are not repeated or ars repcated only once. Only 13,3
per cent of the total words occur as many as five times. In the exercises,
problems, and supplementary msterial, 3, or 53.8 per cent of the words
occur only once and 113 or 17.7 per cent occur only twice, Thus, almost
three~fourths of the words are not repeated or are repeated only once. Only
154 per cent of the words occur as many as five times., This affords 1ittle
opportunity, by repetition, for the students to master the vocadbulary of
this book.

In the entire textlook, there sre spproximetely 193,500 running words,
and 6,472 of these are difficult words. That is, approximately 4.0 per
cent of the total running words in the books are difficult for ninth grade
students. Although this may not sppear to be a very heavy vocsbulary
burden, it must be remembered that these 193,500 words include such worde
s a, the, and is. There are, in this book of 645 dages, G472 aifficult
vorde or an average of 10 d4ifficult words on each page. Thus, in an agsign-
ment of ten pages, the ninth grade students would encounter 100 difficult
words., In the s0lid reading matter, thers ars, on the averasge, 2.7 different
difficult words on each page and these words occur 9.8 times on each page,
In the exereises, prodlems and suprlementary material, there sre, on the
average, 3.7 different difficult words per page and these difficult words

occur sn average of 11,0 times per page.
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Of the 1262 different difficult worda occurring in the 2011 resding
matter, 145 or 11.5 .er cent rre defined with other words found in the first
six thoussnd levels of Tnorndika's ilet. Thur, very fex of the difficuit
vorde sre ex .l:ined with words which the atnth rrade student understondc,
o the light of the above dets, it i~ recormended thot the zuther
provide more sdecuztely for the cuplls te “esrn new worde—b- reetition,
definition or illustration, and that the suthor limit the number of 3if-

ferant difficult words in everyday business trzining tevtbooks,
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The community is thevefore sivinz increasing attention to its responsibdbility
in n~intainin~ sntisfacteory relatinns between emmloyers and employees. Methnds to
¢crneourasce the reschine nf asreenents that will be mutually acceptable to the menage-
1wnt ~n” the workers ~re being develened.,  Also, rethods of settling, in ~» just and
wraonible menner, any Giffsrences thot mey srise in cases in which emmloeyers nnd
wmloyees find thet they connot settle thoeir preoblems by themselves, are considered
desirnble, Thaese methods rre nov used to snne oxtent and undoubtedly will be
irmreoved in the future,

Sunirry. Trhe warys nenticned in this section, in which the government regulrtes
business, are only a fov of ths many that night be discussed. They are sufficient,
novever, to 1llustrate that the community will regulate the operations of a2 busi-
nees 1T it helieves (a) that the regulation will benefit the consumers of the
sorvices or the gcode of the business, (b) thet the roguletion vwill enable the
businees to render HYetter service to consumers, or (c) that the regulatinon will be
of direct ben«sfit te those emloyed in the busincss. Consequently, the cormmunity
has =strblished rules formny tyres of husinesses. It may he expected that the
regulation of business will Je expanded in the future vhenever the need for
aaditional control scens evident.
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ZXCERPTS FROM INTRODUCTION TO BUSINESS, THIRD EDITION, by Krk, Buckley and Waesche.
Reprinted by permission of the John C. Winston Company.

GETTING ALONG WITH PEOPLE

Communicating in person. In the preceding chapters of this book we have been
studying some of the ccmmon methods of communication and how to communicate with
cthers by letter and by wire. At best thece methods of communication are but substi-
tutes for the personal interview., Boys and girls, men and women will always continue
to mest in their homes, their schools, their churches, their clubs and societies, and
in business to talk over matters of interest to themselves and to their communities.
How necessary, therefore, that every person develop within himself certain personal
qualitieg which will help him to meet and to associate with other vpeople.

A famous aviator reveals his secret. In a recent interview, a famous aviator
told how he learned to meet and to get along with other people. He said, "I came to
the conclusion that if I knew the difference between the right way to do a thing and
the wreong way to do it, it was up to me to train myself to do the right thing at all
times. So I drew up a list of character factors. At night I would read off my list
znd those which I had fulfilled satisfactorily during that day, I would mark with a
réd cross. But those character factors which I had actually violated each day I would
Lotk with a black cross., I began to check myself from day to dy and to compare the
rels and blacks from month to month and year to year. 1 was glad to nctice an im-
rrovement as I grew older."

Here are some of the "character factors" in the list:

Ambition Economy Initiative Pleasant voice Self~control
Clean body Energy Judgment Punctuality Self-confidence
Clean speech Enthusiasm Loyalty Patience Sense of humer
Clean thought Faith Modesty Politeness Sympathy
Clean conduct Gracefulness No faultfinding Reverence Sincerity
Cheerfulness Honesty No talking about Recreation-"ilan- Tact
Courage Hopefulness others ful, not sinful" Unselfishness
Courtesy Industry Optimism Self-esteem
Perseverance
Persanality. The sum of these personal qualities (r "character factors"), is the

measure of what we call personality. Personality is hard to define, but we feel its
quality in everyone we meet. Without our knowledge, 1t determines our attitude toward
different people. In a similar way it determines the attitude of others toward us.
They like us or they dislike us, and their likes or dislikes havs much to do with our
personal success.

Personality, hOWever.’is not something we are born with, like blue eyes. It can
be cultivated., Moreover, it is an expression of what we are--the sum total of ocur
qualities of mind and body which makes each one of us different from another. Gen-
uineness, sincerity, honesty, willingness to work, or the opposites of these oualities
will soon show in that indefinite thing that we call personality.

Tact. There are several qualities that enter into personality. One of the most
important qualities of the successful person is tact. Tact has been defined as the
guality of doing the right thing in the right way. It means that the tactful person
keeps his temper, Nearly everyone finds times when he would like to accuse some other
rerscn of foolishness, injustice, downright meanness, or dishonesty. On rare occa-
sions this ie necessary. In st 1=ast ninety-nine cases out of a hundred, however,
there is 2 better way, That better way is based on senuine kindliness of spirit., One
vho knows that several different opinions are possible on nearly every question is not
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absolutely sure that his own is the only right one. Again, the person whose one
nurpose 1g to get the Job well done will not willingly offend another whose coopera-
tion is necessary to the best result.

Essentially, tact comes from an appreciation of the feelings of other people.
One who habitually tries to put himself in the other fellow's place is pretty sure to
develop tnact. Hodern business has made wonderful advancement in gystem and in all
forms of organization. Inventive geriuses have produced machines that almost think,
dluch less progress has been made in perfecting the human relationship necessary to
successful management of the systems and the machines and the world is full of other-
wice competent people who fall because of lack of tact. Genuine interest in others
and in their welfare, willingness to give credit for good work, and the kindliness
that tempers a Jjust criticism with an encouraging smile are qualities rarely lacking
in ~ successful worker,

Good manners. Good manners are merely ways of doing things which make other
neonls feel comfortable and at ease. Politeness, courtesy--other words for good
menners--are based on thoughtfulness of the rights and feelings of others. They are
to the personality what oil is to the machine--2 means of keeping it running smouthly
*ithout friction. They are closely related to tact, but they include cobservance of
gome definite rules that make it easier for people to get along with one another.

Here are some bad manners that are like sgueaky hinges needing oil:

Interrupting other people

Slamming doors

Walking in front of other peonle unnecessarily

Remaining seated when older people 2re standing

Whispering in company

Fating, chewing gum, powdering the nose, manicuring nails in public

Yood humor. Good humor is one of the important elements of tact, The grouch
vho 1s placed over others is seldom successful. The disagreeable person is always
¢isliked by his =guals. Sometimes a grouch delights in sarcasm. Such a person is
always hated. The one who is always blaning others invites the severest criticism
for his own errors. Think of the peonle you like and see if the tactful, good-humored
indly person 1s not always the one for whom you will work hardest.

Gocd health, cheerfulness, enthusiasm, The abundance of energy and vigor which
is needed for 2 happy and active life is the rasult of gcod health, cheerfulness, and
enthusiasm. Good health depends very largely on the following simple rules:

Exercise for a short period in the open air every day,
York and sleep in well-ventilated rooms.

Avoid drafts.

Choose simple, wholesome food and chew it thoroughly.
fat sparingly of meat and rich pastries.

Wear clothing suitable to weather and season.

Remove damp clothing as soon as possible.

Get at least eight hours sleep out of every twenty-four.
Be cheerful and enthusiastic. Acquire a hobby.

Cheerfulness and enthusiasm not only helv to keep people well, they also help
to make them good workers. So convinced of this fact was a Chicago store that it had
placards in every section which read, "Civility and smiles cost nothing. We have a
large supply of both."
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Command of English. Nothing is more important than a fine command of English.
Wearly everyoﬁg mast corrtunicate in both oral and written form. ZFven a voice over the
telephon: gives an instant victure of the speaker. One's speech is the clothine of
hig mind and thouzht. Bad gramnar, ~rong pronunciation, poor enunciation, » loud and
rasping voice are the i11l1-fitting coat, the bagzy trousers, the torn, dirty dress,
the muddy shnes of the mental wardrobe, Here are some particulary rasged and ill-
fitting or worn-out articles from the wardrobe of speech:

I haff tuh I'm gonnn seer a gwell time
Gimme A chanct Werja zo? he's so dumb
Lemme see Hooja zowitht? It's grand

Didja see 'im? Nona thnt stuff I 12ft him go

Have you not often met peonle whose speech wns simply delightful to hear? They
vronounced their vords well--did not clip their ings and eds, used correct grammar,
and nad cormand of vords that exactly fittedl their thoughft_ Moreovar, they did nct
eveak 211 in one tone. Their voices were not loud and harsh, but rose and fell in
n way that m~de it easy to listen to then,

Back of this correctness of speech was 2 command of their subject. They knew.
£nd their knovwledge came from ths interest that they had put into their work., Their
vride in doin~ things well hsd brouzht a joy of achievement that had made them worth-
vhile peorle,

Cleanliness and carriage. Clean skin, clean teeth, clean nails, clean clothes,
and clean and well-brushed heir are qualities which A person is expected to have,
and wvhich help him in his work and in his association with other people, The boy or
the girl who is clean, neat, and orderly in his personal appearance usually shows
similar qualities in his school work and in his occupation. To this boyv or girl,
cleanliness means much more than personal appearance., It also means cl=an thoughts,
cle=an speech, and clean conduct.

Gracefulness shows in the way a person carries his body. It is the result of
ood posture, ¥We have a natural feelinz of confidence in the man who carries himself
vell, who valks erect, vith head up, chin in, loosely swinging arms, and who nmeets
another's look ™ith direct =nd open glance. He shows voise, self-respect, and courage
in his whole bearing. We have little confidence, however, in the slouchy person. Ve
rre likely to think that his slouchy body houses a slouchy wmind and has a slouchy
vay of doing its work.

Persistence. Do you think Thomas A. Edison enjoyed working twenty hours a day
and sleepin-< on v tAable in his laboratory? 3By this hard work he gave the world the
incandescent light, the talking machine, the motion picture, and over thirteen hundred
other inventions that make 1life infinitely ensier and more ideresting for the whole
civilized world, Think about the lives of the most successful people you kmw, and
see 1f you do not decide that they are having a perfectly delightful time just doing
2 thoroughly rood job.

One of the first qualities necessary for success in & business, a profession—-
in anv kind of the vork of the world--is persistence, stick-to-it-ive-ness. The
guccessful person goes At his job with a determination to do it and do it well. He
ig not satisfied with "just getting by." He does the job not for a reward so mach
ns for the joy of doing it well.

Honesty. The worthwhile man is honest with his employer, honest with his fellow
vorkers, honest with the people who will use the product of his work, beciUse he is
honest with himself. His is an honesty that would prefer a low grade in school to a
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high one gfained by cheating in an exanination. This is a quality that keeps an
employee on ths job and working his best when the boss is away. The honest worker
knows that when he steals an hour of working time he is stealing the money he is paid.
He knovs that a badly written address must be verified or corrected; that a mistake
in addition may require hours for corrsction; that a falsehood will put someons in
the wrong light--probably himself. He knows that if he "gets byY for the time being
vith a mistalze, & piece of slipshod work, or a lie, he is building mistakes, failures,
and liss into his own character, These, he knows, will in time show on his face and
in his manners. In the long run he will become one of those whom no one will trust.

Cooperation. The successful person will work with others. He will be charitable
even if he has to correct their mistakes, because he knows that he sometimes mekes
nistakes himself. But he will keen his mind on the result--a thoroughly good job
vhich must come through the cooperative effort of many people. A chain is no strongerx
then its vealzest link. While one is making sure that the particular link he is
forsing will stand the strain, he is interested in the whole chain, and so he strives
to strengsthen any weak link made by another,

Resourcefulness, initative, self-reliance. It goes without saying that the one
vho is interested in his job will give it his best thought. He will not say, "that
ie vhat the boss is paid to do." The boss is boss probably because he can think.
N-~arly everyone in the business world has a boss--even up to the president of a large
corporation.

Suppose we do a little problem in arithmetic. A boy takes a position for which
he is paid $15 a week or thirty-five cents an hour, His boss gets $75 a wek or $1.55
an hour. Part of his work is to see that the boy does his tasks well. If he has to
spend five hours a week looking after the boy, the voung worker is costing the firm
315 plus 37.75 or $22.75 a week. If the boy learns to do his job so well that the
boss can forzet about him, the firm can save some money by paying the learner $20 a
weekx, Let him save some monev by paying the learner $20 a week., Let him apply this
nrincinle steadily, and he will soon be getting not 320 but much more because he is
really worth the money.

All this will mean that this young man is resourceful; he is so alert that he
sees nev and better ways of getting results. In other words he is developing initi-
ative--power of originating better ways of getting results. Success will bring self-
reliance, and self-reliance means thinking--hard thinking about daily problems that
we should solve. What many youn: veople fail to appreciate is that this thinking
brings genuine enjoyment. Doubtless men like Edison and Lindbergh got more real Joy
out of life than the majority of men because of this delight in finding new ways.
They have onz of the greatest joys in life--the joy of achievement,

Loyalty. One who has these qualities of perseverance, honesty, cooperation,tact,
good humor, initiative, resourcefulness, and self-reliance c¢an hardly fail to be
loyal to his friends and to his daily tasks, because he is loyal to himself. If he
is a stenogravher, he will never reveal anything in his employer's correspondence. If
he is asked to work overtime, he does not ask whether he is toc 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.
VWhat is more important, he will be rewarded by knowing in his own heart that he is
what he apnears to be.

All these gualities may seem a bit indefinite, but they are, neverthelesgs, the
most real and lasting elements of success. There are a few other gualities that are
easily seen by everyone.
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Fromptness, accuracy, and system. Any worker can be on time, The one who makes

you wait stesls your time and keeps you from doing vour work. He throws your whole
program out of order., In nearly every case the person who is habitually late is also
unreliable in many other ways., As a rule, accuracy goss alcng with promptness. There
are certain things that one in any vosition is supposed to know--not guess at. For
example a salesman is supposed to know his goods and their uses. Others will base
their plans or decisions on what the salesman says--until they find that they cannct
depend on him. Then--well, has will probably be looking for ancther job, so he won't
matter as far as the buyers are concerned.

Anyone can learn to be systemzatic, One whose desk looks like "A cross section
of chaos," will spend literally hours fruitlessly hunting for things he should be
able to find instantly. His work will be slowed down. Worse still, he will be
getting a bad habit that will make him worth much less to his employer--and himself.

Ambition. This is an eager desire to get ahead in the world, to better one's
rosition in 1ife, to rise to positions of greater resvonsibility and trust, and to
maeke more monev. It is perfectly matural to be ambitious. Ambitions may never be
realized, however, if the boy or the girl leaves school too young, merely to get a
Job and earn some mcney. The lack of proper education and training is a serious
handicap in later life,

Aptitudes. "She embroiders beautifully." "He is continually making something.”
"H-r great delight is in preparing and cocking tempting dighes." "You never see him
vithout a took in his hand." These expressions, =nd many others of a similar nature,

ar: haard frerusntly. ZEach applies to some particular individual who seems toc have

a angtural tendency toward som2 particular line cf work. This capacity or fitness for,
this leaning toward, and this readiness in learning a varticular job are summed up

in the terms abllity nnd interest, which are otherwise known as aptitude.

Thomas A, Ediscn said; "Zvery man has some forte, something he can do better
than he can do anything else. WMany men, howvever, never find the job they are fitted
for. And often this is because they do not think enough. Too many men drift lazily
into any Jjob, suited or unsuited for them, and when they do not get along very well.
they blame everybody and everythings sxcept themselves."

Bion J. Arncld, one of America's most famous consulting engineers, said: "My
father wanted me to become a lavyver like himself. Most of the nelghbors thought it
reculiar for anybody tc be interested in engines., But I wanted to construct things
that would go, and I wanted to mslke them go, I hated everything and anything th~as
gtood in my way. I went miles and hours out of my way to try to learn what most
people s=emed to think I ought not to care about." Mr. Arncld early discovered his
natural aptitudes and persisted, despite all obstacles, in training himself in his
chosen vocation.

Rating vour peresonal gualities. Someone hag classified the personal gualities
about which you have been reading, =nd some other personal gualities as well, into
three groups and has arranged them in a chart such 2s you see farther on in this book.

Watch yourself Did you ever read the little poem "Watch Yourself Go By."
"Just stand aside and watch yvourself go by
Think of yourself as "he," instead of "I."
Note, closcly as in cther men you note,
Th= bag-kn-ed trousers and the scedy coat.
Pick flaws, find fault; forget the man is you,
And strive to make your estimate ring true.
Confrent yourself and look you in the eye--
Just stand aside and watch yourself go by."




LOOKING AHEAD

Choosing a vocation. Many young peovle choose theilr vocations like the blind-
folded player choosing his nartner. To the first Jjob M"caught" they s=y, "I'll choose
veu.," Often these young peonle are not in » vosition to make 2 better choice when
they enter business. They are blindfolded by leck of education, lack of special
training, and lack of knowledge of the business world. They areindeed fortunate if
they find work for which they are fitted and which they enjoy.

It is to keep young people from entering the business world blindfolded that
business courses are being offered in our wublic schools, our private buslness schools
and our collnges. The pupils in these courses not only l=arn much useful information
sbout *r o bucsinots of the nation, but they also get practice =nd experience in the
duties of many different occupations. Thus, by actusl experiment, they find which
kind of work interests them most, which they like best, and which they are best
fitted for.

A first course in business. Your study of INTRODUCTION TO BUSINESS has taught
vou egonething about the value of businesss to & community, about the organization of
business and about the amezing variety of business enternrises and activities. You
Ikave also learned som=thing about the duties of the position which are open to Jjunior
vorkers, If you should have to leave school now and go to work, you would not be
unprepared for a position on the junior level of service such as messen-er, mail
clerk, or Jjunior file clerk.

Go on with your schooling. 1If you csn manage to stay in school until you
graduate from senior high school, horever, you will not only be much better prevared
for thase junior positions, but you will also be ready for beginners' positions on
the senior level of service. You will be well equipned for service as a stenographer,
2 bookkeeper, 2 retail sales person, or a gen~ral clercal worker. By taking advanced
business courses in = school of business of college rank, you may prepare yourself
for still better positions. Yoummay enter the junior executive level as private
secretary, correspondent, Jjunlor accountant, auditor, or assistant to the advertising
manager, to the sales manager, to the purchasing agent, or to some other executive.

These higher business positions are usually open only to people with education
and training. While they require more training and involve more responsibility than
do the junior positions they also pay better snlaries. A gnod educatinn and a good
salary usually go hand in hand., In general, college graduates earn more than high-
school graduates. High-school graduates, in turn, earn more than the untrained
workers who leave school =nd go to work vhen they are only sixteen to eighteen years
0ld., A good education is the best business investment you can make.

Business courses in senior high school. L:st us suppose that you =re going on in
high school and are nlanning your course of study. 7You learn that there are gseveral
business coursss offered. Which shall you chonse? TFrequently the ccurses are planned
around the diffearent business services which are common to 2ll kinds nf business
sgencies. If you are interested in communication, you probably want to take the
stenographic course, which prenared perscns to handle business communications. The
rerchandising course will probably uve your choice if you are interested in retail
selling or other kinds of store vwork. If you nre most interested in finance and
business accounts, you may elect the bookkeeping course. If you have 2 liking for
general office work, you will onrobably chnose the general clerical or office practice
course. In order to chonse wisely, however, you should know what these coursesreguire
and wvhat they include, as well as what wsitinns they prenmare for, The following
raragraphs, will, therefore, describe briefly the four main business courses offered
in the larger high schools 2and schools of business.
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The stenographic course. This course aims to prepare the student to handle all
kinds of business communications, by ziving him a thorough knowladge of English and
a mastery of typewriting and shorthand,

Srorthand is really a language with an alphabet of symbols which stand for dif-
ferent word sounds, A word written in shorthand is so much shorter than the same
vord vritten as you would write it, that the experienced stenogravher can easily
write a conversation while it is going on. Skilled stenographers can write two
hundred or more words a minute and transcribe thelr nctes rapidly on the typewriter.

In addition to writing shorthand rapidly, the stenographer must be able to read
what he has vritten fastsr than you are reading this page, and must be able to tran-
scribe his notes on a typevriter quickly and accurately. He must also know how to
spell and punctuate and to write sentences that are gramatically correct, well worded,
and well arranged. A pupil who has poor grades in English, or who finds languages
difficult, =ay also have difficulty in l~arning shorthand,in making perfect transcript
on the typewriter. This punil should seek the advice of his school counselor before
he chooses the stenographic course.

Although there are more young wemen than young men in stenogranhic work, there
are nany opportunities in business for the young man who has a good general education
and a thorouzh knowledge of shorthand and typewriting., Thousands of men in executive
husiness vositions in cur country today began work as stenogranhers., For the steno-
crarher who develops high speed in the taking of dictation, there are well-paid
vositions in the courts as court reporters. The working week of the stenographer is
usually forty-four hours. The salary pnid depends on the position and on the experi-
ence and skill of the stenogranher, It varies from ab-ut $16 a week for the beginner,
to $100 a veesk or more for the court reporter.

Merchandising or retail 'distribution course. This course is the one to be
slected by pupils who are interested in marketing or retail selling. The course is
nlanned to give the student an understanding of the principles which underlie all
store merchandising., It includes 2 study of the problems of vroduction and distri-
bution of goods, of transportation and marketing, or retail selling and store
organization, It may include special work in advertising and a study of textiles,
color, and design. Thabrinciples of sslesmanship and storeselling procedure are
studied in great dastail. This course also includes actual store practice in receiving
gtoring and mrrking merchandise, and in retail selling.

There are more people in the United States engaged in retail selling than in
any other single business occupation., Both men and women are needed, snd both find
many opportunities for advancement., The young retail clerk may become a salesman
or a traveling salesman, positions on the senior level, or he may become assistant
sales manager and, later, sales manager, positions on the executive level., 1In a
department store he may become a buyer. The working weelr of the retaill sales person
varies with the kind of store in which he is working, It rarely however is less than
forty-four hours a week. TheS@ary ranges from about $16 a week for the beginning
retail cleark to $25,000 a year or more for the sales manager of a large corporation.
Salaries in retail selling, however, depend largely on the quantity of goods scld
9y the sales person. He usually receives a small regular salary and a commission or
bons on total sales above a certain fixed amount.

The bookkeepings course. Like the stenograrhic and merchandising courses, the
bookkeeping course prepares pupils for actual positions in the business world. Its
feraduates enter the financial division of some business as bookkeepers, ledger clerks,
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or any of the other positions list=d in Figures 272 and 279. The training in arith-
metic and in the keeping of accounts, which th= student of bookkeeping receives, is
nf value to the housekceper, the lawyer, the nhysician, and the salesman, as well as
the employ-=e in the accounting devpartment of a business. A thorough knowledge of
bookkeepings is also part of the training which every person must have who wishes to
sntar the field of accounting or to qualify for the degree of certified nublic
accountant,

Positions which require some booklzeeping duties are open to young women and
voun, men alike. The salaries range from about $16 a week for beginners to$10,000
a year or more for the skilled certified rublic accountant. The working week of the
bookkeeper - 1s about forty-four hours.

General clerical or office practice course. The general clerical course preparet
punils for ths various clerical positions listed in Figure 272 and for many other
office nositions. It is particularly us=sful to thes ey or girl who has no particular
mathematical or language ability or who does not enjoy retail selling, but who wishes
to enter business as an office worker, The cow se provides a broad general business
training, and allows the student to specialize in the kind of clerical work which
interests him most. It includes training in filing, in typewriting, in elementary
ponkkeeping, in telephone switchboard operation, and in office-machine operation.The
nupil is given the opportunity to learn the operation of the calculating machine,
the billine machine, the bookkeeping machine, or any one of several of the other
kinds of office appliances which are found in all modern business offices.

There are more positions available for the trained general clerk, vhether young
men or young woman, than for the trailned stenographer or the trained bookkeeper. The
working week is the usual business week, forty-four hours, and the salaries range
from about 316 per week for beginners to $35 for experienced senior workers. Advance-
ment is open to department-head positions vithin the office organization, which
vay higher salaries.

THRIFT

What is thrift? Three boys start on a five-day hike in the mountains. There is
no nlace on the route where they can buy food, so each must carry provisions for the
cntire trip.

Tramping in the open air makes them hungry. At the end of three days, Fred has
caten all his food; John and Will have been just as hungry as Fred but they have kept
in mind the needs of the last two days, so they have enough for themselves. They
were thrifty; Fred was not.

A boy with twenty-five cents in his pocket is seiged with a verfectly natural
Gesire for a dish of ice cream. 1t happens that he is saving to buy a bicycle. He
thinks of the 1ice cre2am which would be delightful for about five minutes; then he
thinks of the bicycle which would keep on giving him pleasure for many hours. One
is here and now; the other is a lons time away.

Any boy or girl can make substitutions in this picture. Sometimes candy, a
move, or a party will take the nlace of ice cream; a summer vacation, a violin, music
lessons will represent the bicycle., Always the question will be--shall I enjoy
something now or shall I keep the money toward = satisfaction in the future?
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No one would be fonlish encugh to say that one should always decide to keep the
money for the delayed use. To ¢o this always would make one a miser. Moreover, it
is only fair for boys and zirls to contribute to the family expenses wvhen it is
nccessary. hrift requires vise spending as well as wise saving, But common sense
Cictates that thers mist be careful weighing of values between the present and the
d¢eferrad satisfaction--certainly the =2asy decision in favor of the present Jjoy is
unvice., The success of any person depends on how well he manages his resources-—-
hov thrifty he is with his time, enerzy, material things, and money.

The results of thrift. Thrift was important long before anyone heard ~f money,
banlts, and schools. EHistory shows that nations have gradually progress<d from a
sava,e vay of living to our modern civilization as a result of being thrifty in the
use of their resources. They have saved part of their resources for later use. They
have conservad their forests and other natural resources. If our =ncestors had not
made a wise use of time, energyv, and material things, ve should have no bridges, no
oood roads, no canals, no music, no books. Mndern inventions, such s the telephone,
the ~loctric washing nachine, the radio, and aut:orobile, and the airplane would
never have been developed. We should still be living in caves and huts and traveling
on foot or on the backs of animnls.

Thrift with tine. "D%hould like to, but I haven't time." You have often heard
thiis sentence and nrobably have used it nany times., Unlike money, every living being
hos exactly the same amount of time--twenty-four hours a day. Some of it should be
spent just for the fun of the aoment. We think of games, entertainments, parties,
and svorts of all kinds as the dish of ice creamn. Like the ice cream, they are good
irn their places. But thrift in time requires that many hours of every day shodd lay
up something for future use in money or other property or in the power of knowledge
and skill that comes from school or other kinds of work.

Doctors, lawyers, business men, and most busy people have found that they can
use their time to better advantage if they plan its use carefully in advance. They
divide the day into definite periods and prepare a time schedule which includes
everything that must be done,

Boys and girls in school find that, like the business or professional man, they
too can accomplish ore if they prepare a time schedule. Such a time schedule would
allow time for school, for meals, for home work, for chores at home, for recreation,
Tor sleep., A pupil's daily 'roster or program provides a time schedule for classroom
work, study neriods, lunch, and recreation.

Let us think hov our time could be used to better advantage, What improvements
can you surgest in the use of your time? A schedule of time might be called a budget.
“e nften hear of the budget of a city or a date. This means a plan for the
expenditures of the money necessary to run the government. Thrifty peonle make
budgets or nlans for tie use of their earnings., Fred would have been wiser if he
had mede a budget of his food for the five days of his trip. One who is thrifty with
his time makss a budget which provides for the various things he has to do.

Thrift in enersy., For a given day a person has a certain amount of energy. To
a certain extent he may draw on the reserve of energy needed for the next day or the
next week but in the long run he must pay back this energy or nature will make him
nay the penalty in sickness, In the next paragranh are a2 few sugestions for a
budget in energy.
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Huek time and effort can be saved in the preparation of lessons by following a
plan like this: 1. Have a comfortable place to vorlk wheras there vill be no
interruntions. 2. Ccllect all necessary materials before beginning to work., 3,
Have a definite plan for study. For the most difficult subject, give the time when
your energy 1s preatest., It is probably wisest to solve the hardest problems first
-nd dn the easicr ones when you have less cnergy to spend. U4, Keep in mind the
aims of the lesson or the finished product you are working on and plan the work in a
way that is most effective. For example, some people r=ad an assiggment through
quickly once and then r2ad it corefully a second time. Others mrke an outline or
write gquestions on the assignment. The outline 1s doubtless one of the best methods.
Cne should, hovever, try various wnlans and test the results. 5. Keep a record of
the time swent on assignad work, and change your methods if you are spending too
uch time aAand getting poor rasults.

Recreation., Thrift in time and energy demand a proper amount of recreation, Not
nnly do ve nesd sxercise, but we need to have fun. This may take many different forme
such as all kinds of sports and games, dancing, wmusic, reading, visiting with friends,
trips--you can fill out the list yourself. A life made up only of recreation, how-
¢var, is not only useless, but a bore to the one trying to live such a 1ife and to
those associating with such a verson. It is like a steady diet of desserts. If you
coubt this, notice in the nevsnapers the stodes of the neople who try to live liwes
nf nothing but recreation. Fortunately nearly everyone has to work for a living.

The vast majority of wealthy peo-le find scme worthwhile work. Many rich men work
Yarder than any of their employees. They find that their chief joy in 1life is the
Joy of achievement. ‘‘hen we have done 2 good day's or week's work, a movie, a game,
an evening vith friends, a week-end trip, is the dessert after a good dinner.

Henlth and other personal gualities. We can do our best vork only when we have
;0od health. #very period of sickness and i1l health meansglloss of time from work or
loss in quality of work and this results in loss of money. Insurance companies say
that an average of 3,000,000 peovnle in the United States zre - ill all the time,
They also say that U8% of this sickness is preventable.

We can keep in good health by following a few simple health rules. Turn back
to page 33 and read again the rules for health that are given there. Jre you
observing those rules? Are you improving your other personal qualities?

If you do become 1ll, you can often shonrten the period of illness by beginning
treatment as soon as symptoms are discovered. A cold that is taken care of at once
can often be cured in a day or two, while, if it is allowed to go without treatment,
it mey last for weeks.

Thrift with property. Proper care in the use of property is as important as it
is in the use of money. Many peo-le leave food to spoil or throw away wholesone
leftovers; they discard clothins that could be cleaned, altered, or mended to
advantage; they purchase flashy goods that are guickly thrown aside. Others are
particularly wasteful and careless about public property. School supnlies and books
that are free to the pupils must be paid for by taxpayers, who of course are the
parents of these same ys and girls. Public parks and buildings are not only
valuable in themselves, but they require care vhich costs the taxpayers money.

Thrift with money. The progress of a country depends on how well its people
nanage their tinme, energy, and naterial resources, The individual's success also
depends larsely upon the thrifty use of his resources in school, home, social, and
business affairs, But as the value of material resources and much of the value of
our time and energy is measured in money, & study of thrift must be largely a study
nf the carcful handling of money. Thrift with money really involves four things:
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Working and earning efficiently; spending money wisely; systematically saving a part
of what we earn; and investing money securely. These investments may take various
forms, such as savings bank denosits, life insurance policies, shares in a building
and loan association or postal savings certificates.

"Waste products.," DBusiness men and scientists have long realized that waste
reduces profits =nd cripples industry. 3By changing this waste into useful products,
mary businesses have built new industries and added to the nation's wealth. Gasolin:
was once a ¥waste product which no one knew how to use. Coal gas, which is produced
when colce ig made from coal, was formerly allowed to escape ms wathless. It is ncw
changed into ammonia =nd tar, and finally into dyes, perfumes, ~nd many other useful
products. Soap, glue, oils, fertilizers, and strings for musical instruments are
now mrde from what were formerly the "waste products" of the meat packing industry.
Indeed, it has often been sald that the packers utilize everything about A hog but
his sqguenl. This mesns that they can zell pork chesper than they otherwise coulad.
This is =n illustration of the fundamental principle of interdependence. UNot only
does the prosperity of every class of peonle depend on the vnrosperity of every other
class, but the prosperity of avery n~tion depends on the prosverity of every other
nntion. The terrible sufferings of the financial depression that began in 1929 have
made people understand this principle =s they never did before.

Working and earning efficiently. The things we need and want cost money, 2and
for most of us the only way to get money ig to earn it. ZEven before we are through
school, we may earn mrney to supply some of our needs. By working after school, on
Saturdays, and in summer holidays, mnny boys and girls have earned enough to pay for
most of 2 high school and college education. One boy works in a grocery store on
Saturdays and ecarns enough to pay for all his clothes. Another boy, by selling
newsnapers and magazines, ~arns enough to finish his high school course. A girl pays
for riano lessons by vorking in a tea room during evening rush hours. Another worlks
in a department store as extra clerk on Saturdays. Another is mother's helper in
her after school hours.

Spending wisely. For most of us, it is easier to earn money than it is to svenid
it wigsely. There sre so many things we would like to own, that spending our money
is 2 constant temptation. HMost people find, however, that if they nlan how to use
their money before thoy spend it, they nre not so likely to spend more than they can
afford. This may be called wise spending and intelligent buying.

Here are a few questions that will help one to decide problems of buying: Do
I need this article? Can I afford it? Can I do without 1t? Is the quality good?
Is the nrice remsonablet ldust I deprive myself of something I need more in order %o
buy it?

Thrift in giving. When John and Will found that Fred had eaten all his food,
they nrobably shared th2ir own provisions with him, PFred lost something in the
respect of his companions. He was a poor sport. But we should probably feel that
John and Will were stingy if they had not helped him out.

There are, however, thousnnds of cases that appeal to us more strongly than
Frad'=. 1In the great financial depression that began in the fall of 1929, literally
hundreds of thousands of people were thrown out of work. Many of them had saved
enough so that they needed no outside help. Many others would have starved if those
more fortunate had not come to their rescue,
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Moreover, there are many agencies for human better ment that are always with
us a2nd rightfully asking our aid. The best in human life centers around the various
religious organizations, Who would want to live in a community where religion is
rzceiving no thought or attention. These organizations, however, cannot live without
money. Hospitals, civic organizations, community cheste, and other good causes have
claims on each of us. The good ciltigzen feels that it is 2 wrivilege to have a share
in helping those ingtitutions and organizations that are working for human better-
ment. Such people have only contempt for others who are so selfish that they refuse
to share their good fortune with others who are less fortunate.

Keeping a record of money spent. In addition to buying intelligently, the vise
spender keeps a record of his money--his income and his expenditures. This ig kr:zn
as 2 cash r-cord and is explained and illustrated in the chapter on budgeting. Care-
ful examination of such a record will show where too much or too little has beew
spent and will help in making a budget for future use of money.

Savingz money. Some young people do not understand why they should save money,
"Je are young and strong," they say. "01d age is a long way off. Besides we may
not live to be old. Why shouldn't we spend our money now and have a good time vhile
we can still enjov it."

There aie severnl reasons for saving a part of our earnings. With accumlat:3
savings we may buy comfats »nd luxuries which we could not otherwise afford--a vioslii:
a radio, an automobile. Savings may be used to take advantagze of exceptional
opportunities, such as = chonce to buy property at a very low cost, or to go on =
trip vith a frhend. Savings may also be invested to earn more money. And fin=1ly,
savings protect us against a nossible lossg of income. Peopie who have no savin:s
must go into debt when these misfortunes come, or depend on their friemds to bhalip
them out. And vhen they are old, men and women without savings must depend or «tmhor s
for their supnort. James J. Hill, the poor messenger boy who became a wealthy 1zl.-
rond director, sald that the ability to save money cculd be tzken as a sure test or
successful living., "If you want to know whether you are destined to be a success o
a failwee in 1life, you can easily find out, The test is simple and infallible--ars
you able to save money?™

Savings systemeatically. The first dollar is always the easiest to spend. With
a 1little will power or determination, it is just as easy to ssve a part of the Tir-:
dollar. ZRegular saving devends on the ability to save a portinn of that first delilas
and of succeeding dollars.

There is a difference hetveen merely saving and saving systematically. We save
vary little if ve put A part of a dollar in the bank only when we hapven to thini
about gaving or when we happen to have a dollar on hand. Systematic saving me=ns
saving reagularly = certain emrunt of sur daily, weekly, or monthly income. It is
much easier to save systematically than it is to try to save a few dollars whencever
we have extra money., In fact, most peonle find that unless they save systematicaliy.
they cennct save at all. Their savings grow only when they save regularly and put
a definite amount in the savings bank every week or every month.

Keening a budget. In addition to saving systematically, a thrifty person
estimntes his income and expenditures for a given period. This is known as preparing
a budget and is explained and illustrated in the ch apter cn budgets.

Investing securely. Institutior of many kinds exist to helqbne to invest his
savings; The Post Office Department with its postal savings stamps, certificates ~nr
bonds; schonl banks; building and loan associations; life insurance companies, and
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our efficient banks with their commercial, trust, and savings departments., Secure
investing in such institutinns will be explained in the chapters on Investments,
Insurance and Banking.

BUDGETS AND RECORDS

The need for a budget. A bdbuilder whn could nnt estimate in advance th~ cost of
a house, but agreed to build it as cconnmically as possible, and tn calculat: the
costs when he had finished, would be considered a pretty poor business man. But
isn't that exactly what many penple are deoing when they spend as fast as they earn,
without estimating expenses and carefully recording expenditures? Not so, however,
the thrifty schoolbny who lives by » budget. He estimates his weekly esrnings,
distributes the mrney among his needs as he hae classified them under various heacd-
ings of hig plan and keeps within his estimates.

The easiest vay to epend vrigely and to save systematically is to follow a buuge!
and keep a cash record of income and expenditures, A budget is a plan for savinz
and spending money, based on the amount of income wiiich is expected to be receiv._a.
The United States Government, as well as city and state governments, budgets incaoi=s
and expenditures, Business men find that budgeting the expenses of shop and facto:v
is necessary to the carrying on of a successful business. Families and individusis
also find budgeting the best way to keep their expenditures within their incomes.

Proportioning the income. If a budget is to be useful, it must nrovide for =1
necessary expenses. Tae proportion of the total income which should be allowed fow
each expense, however, depends upon ths circumstances of the individual making (I3
budget. Some have a larger incoms than others, and can afford to save more and
spend more. Some have no car fare to pny. Some must buy smnll articles of clothing,
such as stockings, socks and collars, out of thelr allowance. ¥ach person must mabce
a budget for himself, proporticning his income according to his own needs.

A United States Government publication suggests that a thrifty person will o .4’
50 per cent of his income for living expenses, 10 per cent for education or ndvance-
ment, 10 per cent for recreation, 10 per cent for church and charity, and 20 per
cent for savings. Do you think this is a wise plan for using an inccme?

How do you proportion your money? What per cent of ench dollar of your earri-, s
or allowance do yosu save? What per cent do you spend for living expences? Vhal no-
cent do you spend for recreation? for education? for giving?

John preparses hig budget. John decided at the beginning of the week to keep a
record of the money which he earned and snent. His father showed him how to malre o
budget, Such itemg as food, lodging, snd clothing were amitted from this budget.
John's parents paid for these., How much do ynu estimate you would carn durirng ihe
week? How much do you estimate you would spend? What amount would you hope to save’

John lives within his budget. In order to keep within his budget and to save
mongy as he had planned, John kept an account of his actual earnings and expenses.
This account is cnlled 2 simpla cash record. In the first two columns the date of
the dry, month, and vear are written. In the third column the eource of the money
received and the purpose for which it is paid out are =xplained. 1In the cash
columns, dollar amounts are separated from cent amrunts by a vertical line, so
dollar marks and cent signs are not needed.

The clagsified cash record. John might use a classified cash record which is
combined with his budget and has the items of "cash received® and "cash paid out"
clagssified in separate columns., From this cash record, John can tell quickly how
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much he is speénding fcr lunch, car fare, or any other item, and vhether hig expenses
for any particular item are exceeding his estimates.

Cash rocords of 2 club or smc1~§y At schhol Joehn is treasurer of his achool
student mssccitinn., Tais is one of the clubs in his high school., The club recelves
ducs from its members and esrns noney through the s”le of club nins, the giving of
ontertainments end benefits, and in othor ways. It spends money for differens clud
ancG. school activities. John keeps a record of the club's receipts and expenditures,

All sncieties, clubs, and business =and sccial organigzatinns keep a record of cash
receipts and cnsh payments, mich like the record which John kept for hig club.

Statensnt of inceme and expenditures. The treasurcr of a club or soclety 1is
required ~t least cnce each yenr to prepare = statement of the club's incone and
expenditures. This statement togzother =ith bills, receipts, canceled chaecla, and
bank statements, are examincd (auulfed) by a committee of the club., Ir ordsr tnat
the checlring of the records by the committee msy be done quickly and accurabely, The
treasurer usually prepares a statement with the itenms of income and outgo classgifi.A,

Joihn checks his cash record, Tr checl: the accuracy »f his cash recnrd, Jorr
finds the anount of difference between the totals of the "meney received" colunmn
and the "money paid" column. Then he counts the cash which he hns on hand, Tie
ancunt of cosh ~n hond should egual the difference between the "received" and "¢
cnlunns., If the two auuuntq are equal, the account i1s sald tec bolance., If they noe
rot equal, John has mrde a mistake either in adding the columns and finding the.r
¢ifference or in recording thk actual ancunts spent and received.

John pancil-foots the meney colurmns. After he has added the columns, John
writes the total nf cach conlumn in emall pencil figures beneath the last nmount.
This is called pencil-footing. On a senarnte wiace of paper, or in the empl-mali
column, he substracts the total ~f money paild from ths total of money recelved.M e
difference is the amount necessary to mke the smaller totsal equarl or balance tn.
larger total. Eence, it is called the balance.

John balances his cash racord. At the end of every month, John balances his
crsh record as follows!

1. He pencil-frets the money columns,

2. He writes 3alance in the "paid out" colunn; and after it, the differenc:
between the anount received and the amount paid out. John might use rel
ink in order that thc balance night be distinguished quickly from the
other items, (The use of red ink is custemary, but not absolutely
necessary)

Ee draws a single line across the two money columng under the vor? 3al- ce

He totals each colurm ol enters the anount receivad and the anocunt pai-
nat. (¥otice that the totals are counl)

5. He draws double-ruled lines below the totals and across all columns except

the "explanution" colunns.

6. He enters the balance on hnnd in the "money received" colunn,

E =N
.

The fanily bulget. Every family has certain needs which rmust be met by the
fanily income. Those needs ~re shelter, food, clotking, and such operating expsnces
as heat, light, and telephone, In 2addition, every fumily budget shoulld make
provision for savings and for recreation and health, Waen the family income is
sall, most of it rust be used for the actual needs, and only » small anount is Ler*
for savings and advancenent. %Yhen the income is larger, the proportions for satviney
and advancenent increase. & fanily with 2 small income may have to budget 60 pe:
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cent for fond and shelter, while a family with n larger Mcome may need to budget
only 40 per cent nr 50 per cent for those itens.

How to Keep a Funily Budget. There are several nethods cf keeping a family
budget., Many familieg use an account book. This may be either a specinlly printed
budget boclk or any gond-sized notebook, ruled with pen or pencil into the proper
nunber ¢f columms for the different entries., Some families use a system of envelope
labeled Ygroceries," "milk," "rent," or "car fare," etc. WVhen the pay is received
each envelope is given its budgeted amount of noney. The different expenses are

then pald for as they arise and out of the proper envelope. A card index may also
be usad,

The business bwiget, Like the thrifty person, the thrifty and successful busi-
ness budzets its income and expenses. A business has so many expenses and often so
nany sources of income that without a definite plan it could not be operated. Here
arc some of the things a business must nlan for carefully in order to balance its
income 2nd expenses and make a profit,

1. Saving nmoney ancd labor by using modern machinsry and up-to-date methode.

2. Defining and mapping cut the duties of each worker, and instructing and

supervising the employees at work.

« Buying teols and raw materials in large guantities, in order to take

advantage of wholesale prices and carload shipoing rates.

Making necessary repairs promptly.

Allowing for wear and tear on machines by setting aside money regularly t»

make the necessary replacements,

Keeping A record of the cost of operating each department.

Comparing costs with profits to lesarn what part of the business is most

profitable and to increase the profits.

. Determining the selling price of articles by adding the necessary per c..-

of nrofit to the cost.

Saving a share of the profits (which may be withdrawn every month or

vear by the ovners) for improvements, depreciation snd future expensos
anl losses.

10. Preventing woste by p-ying attention to details: verifying all orders
materisls bought and snld, storing articles so as to prevent damage Aud
theft, =nd roqulring recordés and receipts for all money paild out or
received,
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Budgzeting and the Social Security Act. Very few budget makers, whether ther
be individuals, hends of fanilies, or business or other organizations, provide
adequately for the care of the worker in his 0ld age or during periods of unempl.: -
ment. Beginning November 24, 1936, however, the United States Government set u» -
sncial gsecurity fund which will give about twenty-six million working people in «u
country something to live on when they ~re 6ld and have stopped working., This i,
which also gives other benofits, such as nid to the blind, to dependent and crip;:<”
children, and .to the unemployed, was passed in 1935 and is called the Social Securi®
Act.

What the Social Security Act neans to the worker. This act means that all
workers, officers as well as employees, in factories, shops, mines, stores, offices
or in almost any other kind of business cr industry except farm labor, domestic
workers in private homes, Government and railroad employees and a few other workerg
will be earning benefits that will ceome to them later. ZFrom the time these emplcye
are sixty-five years cld or more, and stop working, they will get a2 Government chie-.:
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gvery month for life, provided they have worked one or more in each of any five
yenrs after 1936 "né hnve carned during that time a total cf $2000 or more.

How much the employce will get vhen he is sixty-five years old will depend
entirely on how uch he can earn in vagzs from his business or industrial employ-
nent between January 1, 1937 and his sixty-fifty birthday. A man or woman vho gets
cood wages nnd hag a steady job nost of his or her life can get as much as $85 a
month for life after age sixty-five. The least he cszn get in monthly benefits, if
he crres under the 14w at all, is $10 a ronth,

If the eaployvee should dic before he bezins to get "old-age benefit" checks,
his fanily will raceive a payment in cash amounting to 3% cents on every dollar of
wages which he has earncd after 1936.

Should the worker lose his job and not bec able to find another within a period
of -nproxinately two tn four weeks, he is cntitled to compensation up to $15 ~» weok.
Unemployment benefits under the Scclal Security Act, however, are administered by
the several states., Each state has its cwn reguleticrns governing the =nount of
cormensation paid, the time during which it must be pald, and other details,
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domsstic 1 positions 2
elements 2 proportioning b3
esteam F provisione 2
examination 2 receipts 1
file v 2 reveal 3
fortunately 2 satiefaction 1
humor 2 skill 3
individuale 3 social b3
interrupting - 1 strives P
occupations 1 synpd hy 1
offend " 3 tempting 2
pecul iar 3 viger 10
physician 2 '

%, 000 A 14,000 et
capaclity 1 infinitely 19
comnunication 6 ingtitution 1
contenxpt 1 involves 1
correspondence 5 morchandising 8
decisions 2 prosperity 5
deatined 1 reverence 11
energy 1 symhole 2
estimate 4 temptations 1
falsehood 2 violated 19
forging 2 welfare 1
fulfilled 1 worthless 1
fornerly 1

—— ===============================================¥i§§§===

5,000 Times 54000 Migsed
appreciste 2 Tinancial T
attitude 2 genulne 5
certificate 2 hinges 1l
conclusion 4 intelligent 2
courtesy 1 interview 7
digtribution 1 loyalty 1
deprive 1 obstacles 15

orggnizations 3
embrolders 6 préfession
enterprises 16 satisfactorily y
enthusiaenm k1 security 2
egsentislly 53 squeaky 2
executive 12 unnecessarily 2
exprescion 1l
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Tines Time
6,000 Missed 6,000 ML&L;‘__z
sdvancement 3 prosotion 4
asnalstant 1 publication 2
chaos k2 regources 1
communicate 4 retall 3
definite a schedul e 1
enthusinstic 1 sincerity 9
injustice 6 ginful 1
miper 2 tendency 1
nodesty g thrifty 2
persisted 13 vertical 2
poise T wardrobes 2
Tim
7,000 e 7,000 4l aned
absolutely 2 finsnce 1
accurately 3 flawse 7
achicvement 12 friction 15
sdminiater 2 fruitlessly 2
aprroxisately 3 fundamental 1
calculating 11 literally 2
charitable 22 observance 6
criticism g penalty 1
depregsion 1 perseverance 82
determination b personslity 3
sConoNy 10 proaunciation 1l
elomentary a professionsl 1
faotors ‘ reandiness 1l
recreation 3
£,000 iaets 8,000 aines,
acewmulated 5 fitness 2
aceurscy 6 habitually ik
ndequately 2 indefinite 11
alert 5 initiative a
appreeintion 6 instantly 2
budget 1l laboratory 1
compensation Y originating Y
congerved 1 specialize 1
counselor T gymptoms 1
deferred 7 taot 55
economically 2 . utilize 2
efficlently e verifisd n
expendituraes 8
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e

—
—

— Times ] T es
9,000 Miseed 9,000 Migned
smmonia 2 roliteness 3
appliance 1 procedure 5
blindfeld 1 thrift P
civilty 24 underl ine b
competent 17 unenvloyaent 1l
infallible il ventilated 1
~Tines 0.000 TRes
10,000 Winned 1¢C, 9
auditor 6 persistence 29
certified 1 reliance g
classified 1 stenographer
confront 3 stenographic 5
dishonesty 1 textiles 1
mestery 3 vocation Y
_ TINEE
11,000 Times 12,000 Hissed
accountant 11 dictation 4
celerical 31 ledger 7
depreciation 3 sarcasm 45
rasping 5 transcribe 3
sloucky 2
13,000 ase 14,000 HE
grarmatically 24 aptitude 79
placards 14 audited 5
tronceript 5 aviator l
optinmism i
15,000 i 16,000 it
incandescent 60 correctness 1
inventive 15 enunciation 62
manicuring 1 systematie 63
Meannegg 1 stematically 9
replaceneats 2 substitution 1




' TIREE
17,000 H;‘;.”gg 18,000 ¥issed
preventable 1 fl=shy 1
eparingly 6 forte , 39
shorthand 1l
stingy 2
~Fines Time 8
19,000 Migsed 20,000 Vigsed
grouchy 7 genuineness 23
punctuality n gracefulness 2
slipshod 1k interdependence 6
resourceful 22
resourcefulness 10
tactful 17
Times - Times
Over 20,000 Wieged Over 20,000 leced
faultfinding 3 etick-to-1t-Avensas 10
geniuses 12 stereselling 1l
roster switchboard 1
self-esteoenm 55 unreliable 3
self~relinnce g
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APPERDIX VII
WORD? IR SOLID RIADING HMATT:R OF LLOYD L, JONES' OUR BUSINZSS LIFE THAT

'BAYZ A RATING OF 7,000 OR ABOVX IN THORNDIKE'S PEACHERIS WORD BOOK OF
20,000 ¥ORDS, LISTED ALPHABLTICALLY BY DWIL WITH TAR FRUQUENCY OF OCCURR'NCE

== ey
7,000 Frequency 1,000 Frequency

absolutely 1 destination 12
secidental 2 detormination 3
accompllshed 1 dicticnary 8
acgurate 23 dimensions 2
sehicvezent 1 disadvantage 10
activities 33 discretion 1
administer 1 dispatch 1
advatisements 19 dividends 17
sdvocates 1 sooRORy 2
sllovance 3 effectively 2
analyszed 2 electricity L}
snnouncements 1 elevators 2
antiecipating 1 eliminate 2
aprropriate 1 emergencies 4
approximately 5 embarked 1
spproval 1 embody 1
architect 1 gaphasise 1
arithmetic 3 employer 18
authorized 12 equlvalent 1
sutomatic 3 ceveryday 3
baggoge 29 axcluding 1
birthplace 1 expansion 1
bulletins 1 explorers 2
calculating 6 fecilities 3
charitable 1 factors 1l
civilization g fidelity b
claesiflcation 10 finance 1
cleanliness 1 foregoing 1
clergyaen 2 fraternsl 1
elisnts 8 friction 1
cocoa g fundament al 3
commoditiesn 3 gigentic 1
complex l hagard 2
compriszes 1 hersby 1
contemporary 1l historical 1
crated 4 honesty 6
coRveyance 2 horizontally 5
currency o4 identicel e
custody 1 impartial 1l
decades 1 inclinations 1
defective 1 indifference 2
dafine 1 ingenuity 1
demonstration h initisls 26
dependent 9 ingpection 1
depression 5 insure 36
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7,000 Frequency 7,000 Frequenay
intoxicated 1 requirements 19
investment 50 reservation 5
irrigations 1 registance 1
irritating 1 rigid 1
larses 1 roadside 1
leadership 12 rotary 1
leasing R sglutations 10
lifetime scientific 11
loans 29 sodpture 1
locality 1 sensitive 2
luxurious 1l apecific 15
manuseript 1 stewards 1l
mattress 1 stimulating I
meager 1 storage 6
mechanical 2 subscridbing 1
membership 2 surnames 3
mentally 2 surety 1
¥innesota 1 surmounting 2
misunderstanding i surplus 5
nortality 3 taxation 1
naval 1 technical 5
obvicus 1 terminnte 2
ogccurrence 1 theft 3
omigeion 1 toll 3
panic 1 tradesnen 3
participste 6 training 23
nartitions 3 transparent 1
penalty 3 unwise N
per cent 68 utensile 1
perseverance 2 utilities 8
personality 11 vehicles 1
porcelain 2 voecabulary )
postmsn 2 vowels 1
predict 1 raiter 2
preferences 5 warshonses 3
premiume L5 vhereas 2
primitive 3 vholesale a8
professionsal 27 whelesaler 2
pronunciations 3
proprietor 8
publishers 6
cuotations 4
ratio 1l
rebulld 3
receiver 1
recreation 6
regardless 5
renroduce P
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8,000 Frequency 8,000 Frequency
abstract 1 definitions 1
academic 1 deliberation 1
aceumulated 13 demoeratic 1
accurscy 9 denticts E
scknowl sdgement 3 denlgnste
adapted 3 dinry b
adjustments 5 diesolution 3
adult 1 duplicate 6
alert 1 eagerncss 2
almsnac 2 economical 6
dphabet ] economist 1l
annlyses 1 editorisle 1
anpreeclation 5 educational 2
arpropriatiorns 2 efficloent 13
arbitrary 1 eladorate 1
available 2 emphaaize i
bankrupt 1 empowered 2
beneficial 2 encyclopedias 5
Berlin 1 enmumerating 2
budget 73 eatimation 1
cancelled 16 eventually 1
carbon 16 executor 3
esrelessnesse 2 expenditures 8
certainty 1 explosion 1
chauffeur i feudal 2
chemicals 3 filament 1
chemigt 3 formula 2
circulete 1 fragile 4
climex 1l gsabling 1
code 26 geogrsphical 6
coinage b goldsmith 2
compensation 7 hamper 1
complicated 3 hmdredths 2
compresaively 1 {identifying 1l
comnrass 2 implies 1
comnulsery 1 improperly 1
commuting 4 inagmuch 11
cont entnent 1 indented 2
continuation 6 informal 2
contractions 1 inquisitive 1
cooperation 10 ingtallment Ly
correspondent 15 international 2
counselor 1 intervencs 1
counterfeiting 1 intrust 1
cramped 1 laboratories 3
erank 1 1andlord 3
eritical 2 meintenance 3
defoerred 1 manusl 12



L T . R S
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§,C00 Frequency 8,000 Frequeney
miniature i trustee 3
minimam 10 undoubtedly 8
mninor 2 wnimportant 1
mislead 2 unlimited 2
monotonous 1 unloaded 1
murderons 1l nsegeo 1
necensitated 1 utilise 1
negotisnte 12 verify 1
nineteenth 1 waterproef 1l
operator L3 walding 1
oral 1
originating 1 9,000
persuasive 1
pamphl et 2 Alaska 4
haroahs 1 eppliances 5
pith 2 apprentices s
plus 13 assignments 1
ropularity 2 atlases 2
posters 2 bdackbone 1l
precountion 1 beginners 2
presentation 1 benevolences 1
pressrvation 1 berths h
projection 1 blindfolded 1
qualifications g bookenses 1
qualified 1 brackets 1
reassuring 1 bus 19
relationship 7 civie 2
remodeling 1 collectors 1
removal 1 cwllision 7
regponsibility 32 compensated 1
restriction 1 comnetent 6
rightfully ) concessions 1
safeguarding 3 consolidated 3
gsanitation 1 construed 1l
seller e congumer 33
seguence 2 conventional 1
significant 2 cooperativs T
solicitor 2 coordinate 1l
specialize 14 detaches 2
storebouscs 1 discarding 1
subgeribers 22 discontinued 2
suburban 1 dishonest 6
supplanted 2 disregsrded 3
tact 1l duration 1l
tallow 1l earthenware 1l
termination 1 economic 3
tourist 7 efficlency 8
transact 6 enclogure 1k
transit 1 endowment 8



Frequency

94000

g
A

examiners 2 research 1
fluent 1 rotating 2
foreman 1 selfishness 1
formulate 1 simplify 2
girth b splke 1
guldance 1 stationery 3
inactive 2 statistice 5
1llegal 1 submarine 1
inconvenient 2 subordinate 1
inoorrect 4 supervision 13
indication 3 supervisors T
inducement 1 supplements 1
industrial 1 Syracuse 6
inexperienced 2 thrift 16
inflection 1 transactions 22
innkeeper 2 transmitted 7
intermittently 1 truthful 1
interruption 1 uncertainty 1
Junction 5 underlined 1
Jungles 1 unemployment 2
legislative 1 unl awful 3
maturity g unused 1l
maximum 6 voucher 9
miscellaneous L wager 1
matilated l

negligence 6 !Ehé!!l.

notary 3

old-fashioned 1 accessories 1
ownership 13 administrators 3
partnership 30 adventurer 1
payable 22 aluminum .1
percentage g aprlicant 9
rineapple 1 appralsed 1
rolitics 1 sthletes 1
premises 1 sunditors 1
preparatory 1 bankruptey 1
printers 1 bartered 10
privacy 1 beacon 1
rroesdure 8 booklet 8
prospective 7 brevity 5
Cuebee 2 broadeasting 3
questionable 1 broker 12’
realization 1 calculation 3
reconciliation 3 census 2
reconstruction 2 certified 3
recourse 1 chieftain 1
refrigerators 3 citizenship b
renittances 2 clagsified 12

21
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1¢,000 Prequeney 16,000 Freguency
elicks 2 producers 3
congestion 1 purchaser 14
compartments 1l react 1
competitive 1 reliance 1
consecutively 1l reputable 2
contractors 2 restrict 1l
craftemen 2 restrictive 3
data Y silverware 1
deducted 6 slanting 1
dependency 2 specialist y
depraelate 1 stenographers 16
detrinent 1 storekeepors g
discounts Lo subway [}
discredit 1 surmary 4
dishonesty 1 syetematic ]
dissatisfied 1l unfavorable 1
eject 1 unpald 6
slaectrified 1 uneatigfactory l
eresion 1 untiring 1
expiration I valid 2
facilitate (1 variations 2
familiarity 1l viclations 1
firewood 1 vocations 2
franc 2 ¥ ampum 1
incalculable 1 watervays 1
incomprleta 2 TrRpEr 2
indoresed 35
innovation 1 11,000
Jotting 1
lecturers 1l accessible 1
Louisiana 3 accountants 4
mammoth 1 advisable 2
manila 1 apprenticeship b
minus 2 assess 1
obtainable 1 assets 4
ore g Babylonian 2
outgoing 1 basement 1
overnight 2 basic 3
passport 1 boulder 1
phase 1 by-laws 1l
plumbing 1 cardboard 9
chattel 3
practic asble 1l clearaasss 2
preferrable 1 elerical 3
prepald 5 coapile 2
presumably 1 concigely 1l
prineipally 2 couriers 2



11,000

12,000

23

Frequency

denominations 1y acerusd 1
dentsal 1 aliowable 1
dynamos 1 annually 9
cnrollment 1 attalnment l
ethics 2 burglary 2
etiquette 1 candid 1l
extravagance 2 canvagser E
folder 15 collateral

foreeful 1 complimentory 6
forgery 1l container 5
franchises 1 copyright 2
fulfillment 1 decimal 1
indemnity B dietation 4
inganity 1 diastridutor 1
interstate 5 digaatisfaction 1
inventory 20 domegticate 1
1iabilities 20 donations b
mnsthematical 1 drudgery 1
overcharge 1l endanger 1
pending 1 enforcement 2
perforated 2 equalized 1
plumbers 2 exclaes 1
rogsessive 1 freudul ent 1
pottery 1 governmental 11
prefix 1 identification 13

psy chology 2 incapacity 1
radlo l inclueive 2
reminder 3 indentation 1
repald 3 indicator 3
Rex 1 invoice R
skeptical 1 ledger

gpeculate 1 lendor 2
stalrway 1 1ibrarian 2
ztubs 30 loglieal z
gtupefied 1 mercantile 1
gupervised 5 mileage 2
gupervisces 9 Minneapolis 1
synonyms 1 notebook 5
tornado 1 suameric 6
transmission i matritive 1
unmlgtakably 1 obheervatory 1
unnoticed 1 ov

unpack 2 ouféiggﬁlng %
unseasonable 1 pedestrian 5
veritable 1- postmasters 3
vestitule 1l reciplent 1
wasteful 1 refund 5
wick 1 roliability 2
wicket 1l retallers 2
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12,000C Fregueney 13,000 Frequency

revolutionized 2 recorder 1
rudencss l scrip 1
serizal 1 Sences 1
shiny 1 shortage 5
shipper 23 slot 1
ghopkeepers 1 gpecifically 3
soundness 1 standpoint 2
gnecified 20 stipulates 2
specialty 4 subdivided 1
5t, Louls l mitcasge 1l
straight-forwvard 1 tensocity 1
gubdivigions 3 typewriting 1
gubstraction 3 United States 54
timidity 1 untidy 1
transcribes 1 valuation 2
tyrical 5
undesirable 1 l‘.h?.?'.ﬁ.
usefulnsss 4

affixing 6

13,000 amplifiers 1l

antonyme 1
SeMe 1 spportionment 1
abbreviations 6 Atlants 1
aémninistrative 3 bookkeowmrs 13
alphzbetically 52 cancellation 1
assessment 3 clearance 1
calmess 1 crier 1
casualty 3 custodian 1l
categoriss 1 cyclonee 1
celluloid 1l dependable L
Cheldean 1 discourteous 2
eipher 6 diserepancies 1
comptroller l sgotism 1
crayons 1l elk 1
diplomatic 1 Telony 1
directories 36 incompetent 2
economize 1 indelidle 1
elimination 1 instantaneous 1
henderiting 14 instills 1
instelletion 1 ingulztion 1
laundering 1 investor 16
lawsuit 3 irreguliarities 3
memoe randum 12 Justifisdle 1
notation legidble 3
orderly 1 manipulating 1
overagers 1 neatness 1l
229 8 1 objective 1
photogravher 1 optimiom 1
populated 1 cutstanding 4
promoters 3 perishable 2

[

borrovwers

—
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14,000 Froqueney 15,000 . Prequency
poersonrel 11 gtatistical 3
DProxy 1 talkative 1
guota 1 unforezeen 1l
requisition 6 veracity 1
rewriting 1 vocational 2
geerch-light 1
speclialigation 1 lé;QQQ
ateckholders 13
taxicab 1 afterthought 1
textbook 2 annui ty L
traits L sanum 1
Transylvania 1 by-producte 2
unakilled 1 condolence 2
urban 1 deficit 1
vendor 1 englineering 1
voyagers 1l enunciation 1
well-known 2 excitasble 1

incorporztion 3

15,000 interchangeable 1

interurban 1
advisory 2 lexicon 1
aprortioned 1 nopulariged 1
29868807 3 promissory 9
automatically 3 reimburse 2
bencficlary 12 shortoonings 2
bullion 1 stationer 1
cafeteris 1 systematicslly 2
collided 1 taxpaysr 1
comrogers 1 testator 2
cumbersomne 1 transmitter 1l
deterioration 1 typist 3
durability 1 unaided 1
explicit 1 unopened 1
gnaetteer 1 visualizes 1
gondola 1l
indemnify 8 17,000
intersection 1
let terhead 6 bellows 1
liners 1 businessg-like 12
Heaes ! A i
maniliness 1

engraving z
mathematician 1 exhibitora 1
pleasurable 1 first-class 13
prospectoer 1 idioms 1
rental 1 inexpensive 1l
reaidentisl 7 lockers 1
reticence 1 Memrhisg h
slogan 1 monetary 1



17,000 Frequency 19,000 Prequency
organlzers 1 adaptability 2
papyrus b alertness 1
par 3 bungles 1
registry 1 caretakers 1
silversmith 3 educators 2
speedily 1 incompetence 1
stage-conch 1 indorsement 5T
stencils 1 lesses 1
withdrawal 15 lira 1
yearbeoks 2 proprietorship &8
synopsis 1 punctuality 1
tyrewritten 1 punctuation 4
unwavering 1 punishable 1
utilization 1 reams 3

roassurance 1

18,000 repossessed 1

sal esmanship 13
apostrophe 1l streeteary 2
brokerage 2 suavity 1
cablegranm 12 systematize 1
chef 1 temporarily 1
coherence 2 triplicate 1
convertible 1 wvaterworks 2
Dallas 1l
debit } 20,000
Deutschland 1
discourtesy 1 2ppraisal 2
enjoyable 1 attaches 1
enthusisstically 1 biographical 1
flashy 1l cabinet-making 1
grapsfruit 1 carload 2
headl ines 1l enforeeable 2
high school 1 excelsior 1
Homeric 1 guaranty 1
hyvhen 1 hersunte 1
italics 1 inadvigable 1
Kansas City 1 inoperative 1
lien 1 interpendence 2
middlemen 1 motor car 3
passers-by 1 newshoy 1
ray-roll 1 overdue 1
Presurpoees 1 parentheses 1
rrobate 1 sel f-conscloueneces 1
sclentifically 1l salf-control 1l
self-rogpeet 1 sendeyr 7
shorthand 6 sharehoclders 1
Spokane 1l shipovwners 1l
stateroom 1 speecle 1
stenography 2 tactful 1
stingy 2 trailers 2

underscoring 1

Yonkers 1
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Over 20,000 Froqueney Over 20,000 Frequency
above-named 1 code~-rate 2
actuaries 1 coln-hox B
adaptable 2 coinsurance 12
addressee 27 eoin-wrappers k]
asgent-driver 1 collectible 1
airliners 1 collect-on-delivery 1l
alrmall 1 common-1aw 1
airplanes 19 common-sanse 1
ziTways 1 comractness 2
alicuot 9 conciseness 2
anti~goelal 1 consignes 21
aquitania 1 cousignor 2
Berengaria 1 conte 41 sawvoia 1
Best-known 2 contractual 1
best-quslified 1 Coolidge 1
best-trained 1 copartnership Y
biilboords a Cortland 1
Blographies costal 1
birchbark 1 coversge 1
bondholders 3 cowries 1
book-unit 1 crodit-rating 1
breadwinner 1 gross-indexed 2
breakable 1 cross-referencs 1k
Bremen 1 crogs-vword 1
Budsapest 1 date-due 2
burgl ar-proof 1l dpy-coach l
bus-line 2 decoded 1
cabin-class 2 deductible 2
caption 5 demurrage 1
carpentry 1 dentigtry 1
carry—-alls 1 dining-car 1
cash~and-carry 5 direct-by-mail 1
cash~-registar 1 diversification 2
cagh~-gurrender b doeket 1
catzlogue-file l door-to-door 1
cavest emptor 1 draweeo 9
caveat mercator 1 drzwing-room 1
caveat venditor 1 dry goods 1
change-making 2 dugouts 1
change-of-address 1 egotiatical 1
charge-account 1 el setric-pover 2
check-gtud 2 Empresae of lritain 1l
check-writing 2 end-of-month 1
Cincinnati 1 end-of-season 2
civil-service 3 envelope-serling 1
classified-business 1l eraserer 2
clear-eut 1 Hurope 1
clock-wise 1 fearlessness 1
closing-out 1 fiftcen~word 1



Over 20,000

aqmcy

Over 20,000

Freguency

28

filled-in 1 indielis 2
fingerstop 1 individual-line 1
fire-insurance 1 ink~seradicator 1
first-hand 1 insureble 13
five-and-ten-cent 2 inter-city 1
five-minute 1 interest-bearing 5
five-sixthse 1 int erest-finding 1
follow-up 11 interrelated 1
footnote 1 interrelation 1
four-fifthe 3 itemnized 1
four-party 1l Jey-walking 1
four-wheel 1 kingsway 1
four-yesr 1 lerge~secale 1
fourth-oclass 5 larze-slized 1
freight-arrival 2 last-made 2
full-rate 12 left-hand T
full-tinme 1 left-over 1
gadget 1 legal-size 1
gate-nan 1 letter-opsning 2
get-rich-quiek 1 l1iveral arts 3
£ilt-adged 1 life-ingurance 1
golng-cut-of-tusiness 1 light-face 1
government-bullt 1l limited-psyment 7
governuent-operated 1 1lithogrephing 1
government-owvned 1 living-room 1
great-grandmother 1 loeal -gubecriber 2
gusrantor 1 long-distance 11
guesework 1 long-establisghed 1
gunmed paper 1 leng-felt 1
hair-dreseers 1 long-term 1
hal f-yearly 1 long-trip 1
Hamburg 2 loose~leaf 1
handbsag 1 lost—and-found 2
hand-operated 1 low-pitched 1
Hansa 1 low-priced 1
hard-to-please 1 lunch~room 1
hellograrhs 1 Bailable 2
halp-want ed 2 mail-sxpected 2
hereinafter e nail-order 5
high-grade 1 nan-mede 1
high pressure 2 il e-an-hour 1
hitgh-hiking 2 misinterrupted 1
holdup 1 Monarch of Bremuds 1
horge-drawm 2 money-nsking 1
hyphenated 1 month-by-month 1
Ile de France 1 nortgages 1
111egibly 2 mortgagor 1
impalled 1 moat-likely-to-be-called~for 1
inconing 15 nost-ussed 1
indention 2 never-ending 1



Over 20,000

Over 20,000 Frequency
newstand 1 preapproach 1
night-latter 3 present-day 1
non~interest-besring 5 pressboard 1
non-noagotisble 1 private~branch L
non-participating 2 private~line 1
Normandy 1 proof-readers 1
numerstors 1 property-damage 2
nursemalids 1 public-scheol l
old-age 1 Tublic-service B
0ld~line 1 purahsss-order 2
on-coming 1 pursueant 1
one-cent 1 lueen of Bremuda 1
one-fifth 3 radiogran 5
one-half b ready-reference 1
oncnesge 1 real estate 11
one-parson 1 recelving~-platform 2
onc~-tenth 1 redcaps 3
one-third 5 reduced-rate 1
oneway 1 reglstersed-mall 1
onondaga 3 regular-payment 1
orders-recélved 1 relmdursement 2
orders-unfilled 1 reinvestsd 2
out-of-tewn 4 remailing 1
out-of-scason 1 reread 1
overdrawing b retail~store 1
overstociking 1 return~-reeeipt 1
over-the-counter 1 right-hznd 3
padd-up 4 road-building 1
paper-wreppsd 1 round-the-world 1
parcel-cheeking 3 round~trip by
paycel-post 15 aafe-deposit 2
parlor-ear 2 gafe~keeping 1
part~time 2 safety-vanlt 1
part-payment 1 salsable 1
partisl-payment 1 aslespeople 2
party-lime 1 sesond-class 6
payee JE self-addressed 1
psy~station sel f-agsurance 1
pan-written 1 sel f~confidence 2
person-to-person 6 gelf-rating 2
personzl-gsarvice 1 gelf~realization 1
Plate-glass 1 self-garvice 1
roliey-holder 10 self-winding 1
postdated e semi-annually 2
Postnark 1l suReR-day 1
roestnzster-ganeral 2 seven-sixths 1
nower-driven 1 shiftlcesnese 1
power-operated 1 shin-to-shore 1
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s e e e e

Owver 20,000 Fregusnecy Over 20,000 Prequency
shop~worn 1 traneferrable 1
sibilantas 1 trsngoceanic 2
situation-wanted b transgporter 1
sxclotonize 1 truthfulnsas 1
zlceplng-car h tusk 1
glov-zoving 1 tranty-sizht 1
snall-scale 1 twanty-five 3
snall-aizecd 1 tventy-~four )
BO~EDd~80 Y twenty-one 2
rocial-business 1 twenty-psynont b
South America 1 trenty-six 1
gpoear-head 1 turn serow 1
epecirl-delivery 1 twenty-two 1
spendthrift 3 two~thirds 1
station-to-station 1 two-wheel 1
statigticlang 1 typegraphical 1
stook-market 8 unattraective 2
atock~-room 16 unelained 1
stock-gelling 1 unconvincing 1
stop-and-go 2 undemaged 1
stop-over 1 undeaided 1
straight-edge 1 underispning 1l
streanline 2 undersigned 1
subatandard 1 understandeble 1
emitchboards b understudy 1
tenroom 1 unregiastered 1
technieian 1 unrelizbility 1
telegraphic 6 unsealed 1
telerhone~diresctory 1 unspent 1
teletypswriter 1 up~-to-dnte X
ten-year 1 usel=cary 1
thessurus 3 varifieation 2
thougl casness 1l vian 1
thiri-class 6 voidable 2
thirty-five 1 voucher-form 1
three~fourths 2 warraaty 1
three-ninute 2 veestebasket 1
time-szving b4 wegk-ond 1
tine~tadle 11 vell-belng 2
Tokye 1 wel l-sxpreesad 1
undersriters 1 rgll-indexad 1
ungranvzaticsal 1 weoll~mensged 3
toll-call 1 wall ~marked 1
tourict-cless 1 wall-modulated Y
tradeschool 1 vell-pald 1
troffic-signal 1 =6ll-thought ~out 1
treinman 3 womsnl iness 1
so~called 1 worldwide 1

1

wrongdoer



APTENDIX VIII
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TORDS IN EZXERCISES, PROBLIMS AKD SUPPLEMFNTARY MATIRIAL OF LLOYD L. JONZSY
OUR BUZINESS LIFE THAT HAVY A FATING OF 7,000 Ok ABOVE IN THORNDIKE!'S
TLACHIRYS WORD BOOK OF 20,000 “ORDS, LISTID ALFHABFTICALLY BY LIVILS WITH

THE FREQUINCY OF OCCURRENCE

T.000 Frequency 7,000 Frequency
acclidentally 1 exterior 1
accurstely 7 faeilities 2
activities 2h factor 1
adverticement 10 fidelity 3
ellowance 11 fixtures 4
anzlyze 1 fundamental 1
antieipate 1 gear 1
approximate 3 generosity 1
arithmetie 2 historical 2
anthorize 4 hobby 5
bacteria 1 honesty 3
baggoge 10 horizontel 11
bullstin 1 identiesl 2
eslculate 9 Aimaginary 2
clapsification 7 initials 8
cleznliness 4 insure 11
clergyman 1 inwlid 1
client 3 investment 23
cosoa 1 irritated 1
commodities 3 leadership 3
comprises 1 leans 2
congarvation 1 lifetime 1
cubic 6 loan 11
currency 1 manugeripts 2
declaration 3 mecharienl 1
defective 1 mental 1
denocracy 1 mentelly 1
dependent L innesota 1
depression 2 mortality 2
destination 1 necktiss 1
dictionary 6 obgervance 1
dimensions 1 participate 1
diassdvantage 20 penalty 3
dividends 3 per cent b3
draperies 1 persevarance 2
electrieity y personality 4
effective 2 preference 1
elementary 3 yremiunm 19
eliminate 1 professionsl 12
embody 1 proprietor T
emnloyer 9 receiver 1
en joyment 1 recreation 6
equivalent 1 requirements 10



71,000 Freguency 8,000 Frequency
reservetions 1 coampul soxy 1
rigzid 1 computing 1
royslties 3 cenform 2
salutation 1 continental 1
ccientific 1 contimuation 1
specifiec L correspondent 2
storsge 2 counterfeliting 1
subecribing 3 creed 1
surmound 1 deferred 1
theft 3 democratic 1
toll 1 dentiat b
treiaing 6 designate 1
utilities 3 Daetrott 5
vehicles 2 dingram 1
vocabulary 1 diary h!
valters 1 diseolution 1
warshouse 1 duplicate 1
r*holesale 7 efficlent 1
yagat 1 encyclonedias h

endurance 1

8,000 enumerate 2

svaporated 1
abstract 1 expenditures 3
secumulate 1 gilt 1l
aecuraqy L 1dentify 1
adspt 2 imply 1
adequate 1 inagmuch 1
adjustment 3 incorvorated 1
sdult 1 inst=llment 15
allotted 1 _internationsl 2
slmanac 1 Kentueky 1l
alnhabet 3 limitations 3
appreciation 1 manual T
availadle 7 minimum y
bankrupt 1 minors 1
budget 60 negotiate 5
camera 2 operator 6
csncel b persuasive 1
cardon 1 plus 6
cereal 1 Plymouth 2
certainty - 2 vosture 1
chemiecal 1 persunsive 1
Cinecinnati 7 prreeentation 1
cleznsrs 1 qualification 3
code 6 qualified 1
goinage 2 resronsibility 14
compensation 2 20quUence 1
competitors 1l signet 1



frequency

8,000 g,000 Frequency
significant 1 rineaprle 1
solicitor 2 portable 5
speculstion 1 printers 1
spine 1 procedure 6
subsecriber 3 prospective 2
suburban 1 reconciliation 3
tourist 1 renewal b
transact 1l reporter 1
undoubtedly 1 Roosavelt 1
unlimited 2 spiral 1
ventilation 1 spotlessly 1

stationery T

9,000 supervigion 2

thrift 6
accertable 1 trensactions 13
aggressive 1 truthful 1
Al aska 1 uncertainty 1
apnrentice 1 uwnemployment 1l
assignment 3 voucher y
atlae 3
bevel 1 }94.9.09.
bus 10
collision 2 accessories 2
consolidated 4 administrators 2
consumer 4 aluninum 1
cooperative 3 appl icant 2
Lenver 2 barter 5
discontinulng 1 booklet 1
dishonest 1 brevity g
dilshonorably 1 brokers
efficlency 2 celoulation 1
enclosure 3 certifisd 4
endowment 9 citigenship 1
faultless 4 clascified 7
fluctustione 1 commencement 1
ingidental 1 data 6
incorrectly 1 deducting 1
inexperienced 1 discount 9
innkeepors 1l dishonesty 1l
insertion 1 indorse 6
maximum 2 Louisiana 1l
miscellancous 3 manila 2
ovnarship 3 mnstropolitan 2
partnecrship 15 outzoing 2
p-yable 8 passport 2
vercentage 10 prepaid 5



producer
restrictive
Sal em
esalf-control
stenogravhesr
storekeeper
subway

sSWEM ATy
textiles
uwnfalr
unfavoradl e
verbal

watt

11,000

aceountant
smbul ance
sagessed
Bsbyloniasns
cardboard
csrtoon
chattel
clsarness
clerical
conplle
denominations
dental
ethics
folder
forgery
hexagon
indemnity .
insanity
interstate
inventory
Jewaler
lisbilities
loaves
overcharged
Overh-anging
roesessive
stub
gupervise
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sanually
Bigmarck
Buffaloe

cenvagsser
cellatersl
complimentary
congested
copyright
creditable
decinals
dignified
distributors
alucidate
emo tionslly
governmental
1dentification
imperter
inefficiency
invoice
ledger
lender

Los Angsles
nilesge
notebook
numerie
outlying
ralisbility
retailer
serial
shippers
geimniliarity
specialty
specifications
specify

5t, Louis
subtraction
summarize
Yarun

unsel fichly
unwritten
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13,000 Prequenay 14,000 Frequency
T
abbreviations 1 textbook 2
administrative 1 trait 4
alphabetieally 15 tubuler 1
camoug 2 well-~known 5.
casualty 2 Yellowatcne 2
eiphear 1
CONETesaman 1 12,000
directory 20
handrriting 19 apportion 1l
memor sndum ] agsessor 1
necessarily 1 beneficliary 3
Hew Jeorsey 1 cafeteria 1
T.m, 6 durability 1
pullman 1 elective 1
rearrange 4 geogrephic 1
recitation 2 interscetion 1
tultion 1 koybeard 1
United States 27 letterheand 2
valuation 1 lugs 1
mareon 2
14,000 parochial 1
ouarterly 3
affixing 1 repldential 1
aptitude 1 slogan 1
bookkeeper 3 statistical 1
borrowers 2 upkeep 2
Butte 3 vocationnl 1
eurriculum 1
dependsable 1 16,000
discourteous 2
diserepancles 1l abbreviated 2
flexidbility 1 annuity 1
incompetent 1l classroom 1
investor 10 donate 1
irregularitiecs 1 inagcurates 1
legible 3 promissery 6
neatness 2 proportionally 1
ocbjective 1 relmburses 1
outstonding 1 stationers 1
patronized 1 typlat. 6
perasonnel 71
requisition 11 17,000
rewrite 1
Seattle 6 :gclbl];!:::ping i
search-1light 1 business-1ike 4
stabilize 1 first-claas Y
stockholder 2 inexpensive 1
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B BB,

17,000 Frequency 19,000 Freouency
Memphis 1 punctuation b
¥ashville 2 reams 11
overtime 1 sal esmanship 4
papyrus 1 street~car 4
par 4 thoroughbred 1
registry §
sexnesbtars 20,000
Seuthhampton 2
stage~-coach 1 sppraisal 1
vindshield 1 carlosad 1
withdrawal 2 blotter 1
yearbook 1 optional 1
orphanage 1
18,000 overdus 1
sender 1
alignment 1 shareholders 1
spostrophe 1 gpecle 2
avocation 1
cablegram g Over 20,000
Dallas 2
debit 1 zbove-nemed 1
clectrotype 1 addresges 1l
Havre 1 alphsbetiging 1
headlines 1 anti-freege 1
high school 1 airline 1
hychen 1 airmall 1
inflation 1 airplones 9
Kansag City 3 benszine 1
rropsller 1 better-busineses 1
gsecond-hsnd 1 batter-knowa 1
shorthand 2 bookstore 2
swmudge 1 eabin-clase i
speedometers 1 cagh-and~carry 3
Srokane 3 caveat emptor 1
stenography 1 caveat venditor 1
trimmers 1 change-msking *
typewritten 2 charge-account P
S check-gtub L
19,000 closing-out 1
coin~drop 3
ndaptability coin-sorting 1
coaster i coinsurance 3
educators 3 coin-wrappers 2
incompetency 1 compound-interest 1
indorsement 17 consignee 3
Logan 2 consigror 1
kilowatt 3 conartnership 5
proprietorzhip 7 credit-rating 1
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Over 20,000 Prequency Over 20,000 Frequency
erosg-reference 2 motor bue 2
eroaswalk l uortgwea 1
day~coach 1 mortgagor 1
deductible 1 motor-truck 2
demarrage 1 native-born 1
dependablility 2 newgpring 1
dlning-car 1 night-letter 1
diversification 1 ocean—-going 1
double~form 1 office-supnly 1
drawee 3 one~fifth 1
end-of-gengon 1l one-fourth 2
follow-up 2 one -half 1
forelgn-born 1l one-way 3
forty-yaar 1 out~-of-towm 1
fourth-clasa 3 overdraving 2
frelght-arrivel 2 pald-up 1
full-rate 2 parcel post
g=loshes 1 part-time
golng-out-of~business 1 party-line
lamburg 1 passenger-train
heavy-welght pay station
heliograph payee
help-wanted pen holder
nigh-clzes renwritten
incoming person-to~-person
insursble personal-service
Job~specifications policyholder
lagbor-saving present-day
left-handed private line
legibility property-dsmage
lettor—opening purchase-order
life-insurance radio-Yroadcasting
light-velight radiograns

limited-payment
local-subseribers
long~-digtance
lost-and-found
mall-expected
mall-order

Raroon-colored
mediun-veight

mid-“tlantic
middle-aged
moasy-order
mogt-used
mnotion-picture

N e S e rurouC:rdnarJunran:onkAp:‘foa»Jngrara

real estate
receiving platform
recheck

redcaps

reinvested
return~recelipt-request
reversed charge
right-handed
rock~-bottom
round-trip
ssoond-Cclaes
relf-rating

sel f-reallizetion
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Over 20,00C

Frequency

Over 20,000

Froquency

self-gervice
sglf-suprorting
semi-annually
gingle~premium
gitustion-wanted
skeletonizing
8leeping car
gpacer

spiral bound
sportmsnship
stotion~to-atation
gtatistielinn
stenographie
stick-to-it-ivenens
stoek room
suitability
switchbesrd
technicians

tel egraphic
ten-paymant
thesaurus
thiré-clasg
thirty~payment
tickler

time saver

time table

time eire
twenty-payment
unrellablility
vhtidiness
ur-bringing
viga

voucher form
¥ind bresgker
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APPERDIX IX

WORDS DEFPINZD BY LLOYD L. JONES IN THr SOLID RFADIRG MATTER OF OUR
BUSIRYESS LIFE, ARBANGED ALPHABYTICALLY WITH THCANDIKE
PLACEMZNT AND FRIQUENCY OF OCCURRENCE

Defined Gords Thorndike Times efined Words ghgrndike ?in:s
ahstract g 1 dependent 7 9
activities 1 33 diery 8 6
administrators 10 3 directory 13 ig
asgets 11 ﬁ discount 10
apprenticeship 11 h dividends 7 17
asgessor 15 3 dvorsification 4 2
barter 10 10 drawee ¢ g
berth 9 4 duplicate g 6
hrokerage 18 2 dynamos 11 1
broksrs 10 12 eMETEERCY 7 1}
budeet 8 78 encycloredlage 8 5
eabln class { * 2 exscutor 8 3
cash and earry 4 5 fourth-class ¢ 5
caveat emptor # 1 fragile g L
caveat mercator # 1 gateman # 1
caveat venditor ¢ 1 going-out-of-business 4 1
cartified 10 3 governmental 12 11
classification 7 10 heliographs 4 1
chattel 11 3 inactive 9 2
clsarness 11 3 incompetence 19 1
clients 7 8 indorse 10 35
closing out ¢ 1 indorasment 19 57
coinsurance # 2 innkeepers 9 2
coin wrapper ¢ 3 indemnity 11 b
collectors 9 1 inetallments 8 51
collision 9 7 inventory 11 20
compensat fon 8 7 irvoice 12 9
competent 9 6 {temized t 1
compliment ary 12 6 Juatifiable 1 1
compress 8 2 lapses 7 1
condolence 16 3 lcase 1 a
conaignee # 21 ledger 12
consignor $ 3 lessae 19 1
cooperative 9 7 letterhead 15 6
copartnarship § 4 1iabilities 11 20
correspondent 2 15 mail order 4 5
courlers 11 2 manual g 12
defective 1 1 maturity 9 g
demurrage ¢ 1 memorandur 13 15
denominations 11 1k milesge 12 2
carcel 3 15

* 4 designates those worde above 20,000 level.
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Defined %ords

mortgagee
mortgagor
mutilated
negligence
negotiate
night letter
non-negotiable
numeric
cutstanding
overdrawing
paryrus

part payment
partial payment
participates
partitions
partnership
rayese
Person-to-nerson
personsl service
rersonality
personnel
postdated
preapprosach
vremiun
prepaid
professional
rromissery
nromotsy
proprietor
psychology
qualified
radlograms

real estate
reconeiliastion
reicaps
relstionship
remittances
requisitions
restriction
roadside
repossessed
second-clase
sel f-gervice
gpeclal delivery
speclalty
gtztionte-gtation
stockholder
astop-over
gabacridbers
sunerviesor
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Defined ¥ords

Thorndike Times
Bating . Misased

() Ls ) -t
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testator
thegsurus
third clases
thrift
timse table
toll
touriat
utilitioes
valid
vestibule
voidable
wholesgale
wrappser
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Typist: GQeneva Cochran
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