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CHAPTER I 

irons, AND TERIALS OF THE STUDY 

11th.in recent years a new learning device in the form of compiled 

terials bas been cleveloped. These materials, whi.1& not new in the 

selv s, have be n gathered toget-hor and published. as a wor1ebook. 

Usually a workbook :1.s design d to cco l'.ij' particular textbook., 

oec sionally, it will f it textbook. 

I co on th st school subjects,. th te.ehing of ;.;..le.ent&ry 

Business Training has, in recent y ars, en influenced eonsiderabfy 

by workbooks. 

concerning workboo sin Ele entary .siness Training it ia con.sidered 

portant to deve1op certain criteria upon which to base th ir worth. 

iudlar criteri in th fora oi' score cards bav 

books. Writer believe tJ ti 

en devised fo.r te~-

• ••• (the) u~e of (the) score cards ls beco co n {in) eva1u-
ating textbooka f or adoption. The el.~ction ot textbooks consti­
tutes a problem of l arge importan.ce, not only because eon iderable 
SUJlls of oney are involved, but because the textbook: is, in the 
h·nds of inany teachers, a more potent influence ind t rminine what 
if! taught t n is the course of st dy which s been officially 
a.dopted_.•l 

PtffiPOSE OF THE S'HJDJ 

The st t d poae of this sttJdy is to develop a seore card £or 

rat1 Eleinen:taey Busine~s Training rkbooks and to pply the aoore 

c d to selected workbooks. 

MATERIALS A METHOD 

The trials used for th luation of orkbooka n Elemen 

1 Carter v. Good• A. S. arr, Douglas E. tes, The Methodology of 
Educational R search, p. 454. 
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T procedure in 

in teps: 

ii the scor card consisted of the follow-

card. 

dete 

l. Su.rv ying th- literature. 

2 . Analyzing va.11 ble workbook::.. to determine their ·:;ene l char­
acteristics. 

5. vising a c·ue tio ire as result ·Of a r v!o of th lit-
erature and ane.lysi of ~orkbooks .. 

4. \1a.iling the QU stionnaire to jury of elected teachers . 

5. Tabuu.ting the r sults and eights given the never l items by 
the Jury. 

6. re ing the score card on the asis O- the retur s . 

The orkbook5 ere then roted by co itt ee accordin to the scor 

detail d lysis of th eight vaila.ble orkbook de to 

s of author& nd publishers. The e ai s , to ether with 

th o inions of teacr.er... and t finding of experimental studies ade 

in the field in general b:1 educators , e used s the bc..sia for the 

i tams listed on the t'.U stionnaire. The que$tiotlllAire as ent to 

selected group of teacher in Elementary Business Traini ., for their 

opinions . This Jury ~s selected on reeom:nendation of tbe authors~ 

publisher of the eight workbooks. 

The next s tep in this oced e ere the averaging of th scv-eral 

,ei /hts, the pre ration of t.ho score card, Xld the application of th 

core card in evaluating the orkbooks. 

FUNCTION OF I;KOOOKS 

The word workbooklt as an educational term was apparently first 

r cognized in 1951, althoug· t origin of the orkbook dates b ek to 

the job analysis sheet ueed in industrial oce1,1pations. According to 



the phlet, "The .Ma'or functions of the orkbook," (author un d): 

9 T job analysis sheet , de possibl the for tion of definite 
plans ct gave direction to the ork. Educators applied this ide 
to the work of oc ltioDBl duc'3.tion, end the success which it de 
po ai le led to itn adoption in the iork of general education. Such 

s th origi o the workboo..£.. 5 

workbook is co only known as a. teaching 

and le ning device which e blec t pupil ~o nage his own practice, 

score hie own progree, nd dl r.rnoee his own difficulties. Elliott say 

that 

•Since orkbook~ p mote stery ta ching, provide a. high d gree 
of' flexibility for the individual requirements of pup·1.s , e. lend 
t mselves e to th buil ing of de ir ble charcct r traits, their 
upe does not detr ct fro, but, i nstead, d finitely- promotes mor 
effective learning.u4 

ifbere e 'two type of ork • T first type is a eeneral 

orkbook d sign d to accomP6D,Y any textbook in the perticula.r £ield 

whieh the workbook eovers. Te eco type represents apec1fie or -

boov which is prep-u-ed y the author to acaomp v his particular text. 

A Gate points out, th re are o ma.iv different inds of pr ctice 

books, drill cs, e ereis sheet{,, and contract assignments, that the 

term ffworkbook" has gro to h ve a multiplicity or e ni s .5 In som 

case a,. as in Dpelling o nman hip, tis uierel;r a reeord book. So, e-

t e-s it is grou of isola.t d drill exercii:1es, as in rit etie, or 

examination t ue tions , in eograpby or history. 

But the ter: or~book,. as us din this paper i applied to ter1 

or anized pri rily to i the pupil to teach h1 ·elf the basic tech-

5 

4 A • • Elliott, This ior book Craze," School Executives gazin , 
51:19-20, S ptember, 1951. 

5 Artur I . Gates, ttTne orkboo1 in Pr etice, u School --.:xeeutives ga­
zine , April, 1932, PP• 549-550. 
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n ues or a subject.. hese techniques or bilities are u ually entioned, 

but often t l r 'nad quatel developed int textbook. 

l!, Teaching Device. As at aching device, workbooks e av 11.able for u 

in pr etically all cour es t ,ht in seco 

course of o dy and echool pure se li "ts t 

schools. In recent 

·orkbook h s b en in-

clud d lon with conventio terials of instruction. This indicatea 

that terial of th.is ktnd bav established place ong the standard 

in·tructio 1 ids used in scho ls. 

So of the co ,on u es of ,orkbooka e: 

"(1) S v the teacher ' s energy; (2) !oater purpo eful ~ udy by the 
pupil;(-) provide re dial instr ction nd well-built exe.reis s 
for e.ssi nts; (4} act an i atua for better t e.c in by 
rovidin~ the teacher wit h new deas and superioX" methods; (5) act 

.as prop for new, in xperienc d, ox• , e.k teachers ; ( 6) lieve child 
of non-instructive cop;ying, so he ean concentrate on the problem; 
(7) el inate lock-~tep instru.ction, through individualizing in­
struction, and (8) uild de~irabl character traits of responsibil­
it·1 exactn sa, ne tness , nd bition."6 

A teacher ' s tie energy is saved ith t proper use of work-

boo'.-a. It is evident tlw.t material included 'in the e e iees are not 

ere st te nts of prohle s , biit printe . terie.ls that e self-in-

structional. By these e s '.Jle acher 

tand he condition 0£ c ch iudi idu 1 . 

an opoortuni to er-

vice. As le rni.ns device, th orkbook i a elf-teach­

i tool here the ... tudent erf"orma the operations t1;ive ,1 in aIV, one 

unit of T r a e lists of' c1uestion l.ith e c h phase of the ter-

ial w ich r~ re the pupil to reason out the tep that e ha 

per.for ed and WI it the in s orkbook. Each :::.tudent may ro'rress 

6 A. W. Elliott, op. cit •• PP• 19-20. 



s 

from unit to unit a.cco ding to hi s own rte with th.a self-activity et.hod 

of learning. 

uttors and publisherf,:, cl i that the orkbook is te chine and 

1 rni . d vice which s pl1fiea the work of the te cher by µrov1d.ing 

ue~tion pr red by experts, gives pr nenc to learninJ by concen-

trati on o sent , provides for otivation, encourages self- ysis, 

and furni..,h re edi l · ork. 7 

A TestiM Device. As s testing device, according to th authors of th. 

~rkboo used in thi study, t pr ctio test s.uch aa the tnultiple 

ohoic te tis not given ... o test hat the pupil ht:c.a learned but to de­

velop the ability of selection ;;. rom hi own jud ent. The tests e.r not 

iven at the end of the cla s poriod; instead, the pupil works on th 

pr-act.ice test duriM the entire riod or periods. He is testing 

self not against his class te, but ain t ·sown past achieve ent-s . 

Publichers claim t t , 

"t .. e v;or~boo ... ni bes the problem a.nu the pre.ctiee test hicn 
in uces n ttitude of self-relianc and initiative on the part of 
the pupil . The constant re tit ian of activiti es performed by 
use of the v3ried devices in orkbook~ develop the ha.bit of sell­
dependence. 11 

Individugl Dif.f erence:::. The ork ook oerv s as a m.ean of instruction 

and also as a ans to check the pil •s tt imn nt or deficiencies . 

Then, or for specializa. tion or re edial -practic a , whichever the case , 

y b dministe ed .. 

7 nTh u~jor Functions of the orkhook,fl pp. l&-19. 

a Ibid., p . 10-11. 
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h war ook is pr ctical nd a.pplie ble to 1ndivid:uu difference, 

becau each individual pupil can work etively d ind ndentl.y e.t 

hi on rate of speed. Auth-ors publisher ol m that the flexibility 

of th workbook sit possible to t etter the needs of th in-

dividual pil. They cl er that t~e p11pil t irst 

intere tin thew rk which h i do! to succe~sfully aeco pll h th 

~po of the pro 1 m. 1th t e variety of e ices e ploy din the 

or ook it provides for pupil ho differ in abilities.10 

A r r c be det r ined, there have been no sp cifie stud.ie 

entary Business ra.i.ning; work ooks. Several studies re.le.ting to the 

proble of determini ~ the value of ·orkbooks in -e:neral and orkbooks 

for ot r specific courses have en de. 

ended the use of orkbook in Ele entary Busines Tr ining, one su -

geste the e of orkbooks,, a ei ht did not ntion th us of. ~ork­

oo o as indicat d 1n Table I. 

In neral, 1t appe r s tha.t the 1 t r courses of r.; tudy reco end 

the use of workbooks. The Los ;;;el cour e of atudy, published in 

1957, nd th Tex.a cours o study, publis din 1938, do not ention 

orkbooks. However, it i apparent that th s course of stu y pl:f 

so or book f eatures, for the Loa ngeles eourse of study states that 

" plan for ..,tudy should bed vise or library d s hould be r­
ran.:~,ed for pupils to investig te and read available terial or 
seek new infor tion ••• inasmuch as needs and intere$ts vary 

10 Ibid., P• 19 . 
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eatly • 

TABLE I 

Cour ... e of Study Date Wo.rkbook 

, Color do 1952 Not me tioned ... . 
2. Flori a 1955 i ot mentioned 
5. Los .Angeles 1957 :Not mentioned 
4. Louisi na 1955 lot entio d 
5. ew &.ulp-1hire l 2 . ot mentioned ... ew York City 1955 ot mentioned o ,. 
'I .. eYada 1955 ilot ntioned 
8. Oregon 19 6 Reco ended 
9. Penns 1 ania 1937 Reco nd.ed 

10. South Caroli · · 1ea1 RecoJD ended 
u . South 195Z commended 
, '> ....... Texas 1 58 ot mentioned 
13. irginia 1957 Suggested 

The 'fa s cour~e of s tudy reco ends th."it: 

•Tb.e cl sroo should a laboratory 1f1 ample orking ~paee wher 
teri ls are r adlly av ·ie.ble. 

" "ethods a procedure.s hould include pupil activ.' tie of the prob-
le solvin~ v riety that nre lf-organi ed s lf-executed nder 
skillful te eho-r guidance . U er no circ ,.,t nces ould the pro­
cedure b allo ··ed to degener te into the mere conveyi of i nfo 
tion through recit tion.12 

It is evident that these two courses oi" tudy use the unit pl n in 

teaching le ent Business Trainin~ and ut lize supple enta:ry material, 

in ludin so e ork'boo" ~e tures • 

• eport. • V. Good.ri h vealed the opinions 

of 252 users o:f workbooks ith uestionnaire report, 1 I "' the .,orkbook 

11 Loa Ange es Course of Study, p . 4., Commercial Education Section. 

12 Te s Course of Study, p. 5. 
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a ees ity or Luxury? According to opinion of the user of ork­

books in this 1:>tudy, this deVice of teaching is ot n absolute necessity, 

but, ia valuable hen c·•refully selected and prop rly ... dminist red .. 

According to Goodrich, the chief values of workbooks ar-e: 

1 . Then ount and c ra.eter of drill ·terie.l supplied. 

2. deipt tion to individual in,truction. 

3. Advantage in maki a signment.s~ 

avi of teacherts nd pils ' ti • 

5. U e as supplement ry terial. 

a. V ous f~vorable pupil r actions. 

7 . Special value to new, e k, or ov rworkeo te-aeher. 

8 . Definite objective for pupil to wor ta rd. 

9. otivate by giving pupil opportunity to pr aerve work and im­
p ove own record. 

10. Develop t oroughness, exactneaa, nd Rbility to organize • 

. he . eakn s es of workboo are as follo at 

1. Formal or trivb.l ch actar of so e of the terial. 

2. trnsatisfae-tory orpanization, the to chief point .. of ttack 
bing oor rad tion s.nd nonconfor ance with certain texts or 
courses of study and more or leas ieneral obj ctions related to 
t cher or pupil reactions. 

5. Lack of flexibility. 

4. Lac1 of extra unite fr right c ldren. 

5 .. Lack of eontinuou-,, nd relat d mainte n-0 pro rm. 

6. Faulty analysis of proc sses. 

7. Attention to unrelated to.cts, r tJ>..er t an concentration on or-
g. nized info -tton or d antal principle a. 

In add.ition to thi 11.,t of weaknesses, the chief ob'ection to 

its use• s found to the cost, hich is usually considered too high. 

[A..~d, too, it is gener lly elieved that it bas a tendency to ke the 
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t acher l 'ZY beeause nhe relies on the wor boo too much~ e> rich s ys 

that, "It is, ho ver, a tool t t 

or n to do a piece ot ·ork.•13 

it possible for th ski11 

n exoeriment in the four gradea of the It uaca., w York, Public 

~ehools. c. L. Kulp, Su ~rinte ent or SCbools, I t ca, · ew York, s ~ 

t t , 

he pur o e of thi.s tud., is to ccu.rately d temin llich of t o 
types of drill material i most effective in developi ng skill in 
Arithmetic com tation as measured by the public School Achi ve nt 
Te ts.•14 

He div ded the pupils 'nto two .... ections which er known as 'l'ype A" with 

one kind of teri l, and fffype B 1th diffeTent selection of' a.terial . 

He handled the procedures and th results of the exper ent so that 

Ulfype • terial consists of Stu ant•a cord nd Prac ice Pad, 
wit 1 eompl te airections for t use of th ad and :or a record of 

cor s made on the tests ••• The scor s , bared upon the number 
of exa ples corr ct, are recorded d ily upon tle pupil ' s pad. 

"'!~pe B1 terial con i sts of a practi ce sheet , 
and score cards whic sho pro es by ans of graph of test re­
sults ••• The tests iven t frequent interval & e diagnotic d, 

inti the ay to re ~dial instr ction ttl5 

The result of thin experiment indicat t -1.t practically tl1 fourt h 
grad ere below the edia1 Por citi es the i e or !the.ea, ~ew York. • 

It is ugaested that an ee.rl1er introductio of practice terial 

or workbook drill be given. Thii:. study lso s ~o th t practio in 

arithmetic reasoning through the diuni of practice pads, hich in a 

ea.sure is orkbook - terial, i s u eful in promoting this bility; 

t1B type terial :p ovides this. 

15 T. • Coo rich, 1Is t e l(ol'kbook a ecessity or Luxur,r?'ff The 
chool Executives gazine, Nove ber, 1951, pp. ~~9- 561. 

14 c. L. ulp, "A Study of tho R lative Effec·tivene s of o Type or 
$t.:l dard Arlthln tic Practic teriu , " Jo irnal of Educat ional "eoeareh, 

ce ber, 1950, pp. 3 1- 7. 
15 I bid., p. 581-67. 
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'fbe ~ Experriment. In 1930-19!1,. A. W ... Hurd conducted experiments 11$ .... 

ing control and expe.rimental groups in fourteen high schools. 'l'he pur­

po$e of liurd 1s study was to compare a conventional,: textbook- :ree.itation 

plan of in.struetion in high s.cho:01 ph;jr.sics \'ti.th a spec;ial work sheet 

plan.. Objective teats were used to maa.&u.re pupil t.rchievement ,. 'the ~ 

teacher taught ill classes iJ!l the £$me school., 

The work sheet plan was favored in ten $Oh~ols while the, textbook­

reeita tion plan was favored ··n four ~chools. Hurd says, t®t, "'It is 

evident that the ,,ork sheet,, plan is valuable and pre:fe-r~ble to the text­

book-recitation plan..,•16 

fhe Adams ~,,aly§iI?• Another ~tucy made in this field i:s An Analzsis !lt.., 

Alge.bra ftorAAggks t i n wh1~h Imogene Adams eY..amined the contents of uiue 

· algebra workb.ooka to determine the uount of drill raatel'ia1 included 

TtCertain phlu'1es of the subject having :peculiar oo¢1al utility-- tha graph, 

the formul&._ and the equation- reeeiv~d attention in the J1?orkbooks ... •17 

The chief aims of the nine flrst-yeii algebra w-0:rkbooks are : 

l .. To measure pupil i;ichievemant •. 

2. !o furnish drill 11w.te:rial~ .. 

5. fo supplement t-he text. 

4. Care for individual differences. 

5.. :Record tea,eher ' a progre-ss .. 

6 .. Furnish tll'!e limit .. 

16 A. W. !iurd,- nthe textbook Ve:r$US Jork Sheets i.n Instruct ion,• 
Educat ion Admirdstl'~tion !S;l'ld Su:per viaion, December, 1951, p .. 66.5. 

17 Imogene Adams, ffAn AMl.ysis of Algebra Wo:rkbooke,.tt Journal .2!, tgy.­
eatioml Research, 1~. 1935, pp. 116-151 .. 



a •. Cons&:rve pupil and teacher time. 

9 . Develop aeeuracy. 

lo~ stimulate interest. 

11. Correct diff'iculty of pupil . 

12 .. Provide material for ela.ss period. 

15.. Furnish revie1es.1a 

There were eight other aims whieh .it.dams did not list because the.-y 

wera considered as minor aims, and becf.:u.se the authors did not .all 

12 

ttworkbooks rightly used., &eem to have a legitimate place in. u.lgebra 
instruction,. This U.Sli,. however,. will 'Var}" ith the individual. teacher 
and class. Wrongly' or unskillfully us:ed, they repres~nt. simply ..1g 
another educational nostrum, the use which may do more ha.rm than goocr; 

18 Ibid., pp. 116-151 .. 

19 Ibid. 



CHAPT .... R II 

THE DEVELO ENT OF ;. SCORE 0 

nusmss 11 INU: , Ol;KDOOKS 

Diffe:re t techniqu may b used in p ri ~ score card to rate 

books .. The technique used in this stu~ is ' wn .aa t e •jur_y- technique.• 

scri ed a follows: 

•An investig tor secure the coop ration of a number of per~on , re­
ferre to a& 'Judges,• ho ra k or rte in some otler .a: t o 
Ject with which he is concerned. The process is cownonly referred 
to as the 1 jury techniqur, t Si Ce t involves t e ooled jud, nts 
of an ber of persons.• 

ite s considered ssential or de~irable in the eo bined judg nt of 

. the jury a.re used as the asic f eaturea o.f a seo:re card. 

The score card developed 1n this stui\Y' bas a total o 1000 points 

apportioned to four in divisions according to their judv,:ed UI.port nee. 

~ach nivis1on is broken down into several itos 1th th number o point 

for e eh item indic6ted. The usual proceo:ure is for the mbers of the 

·,eights to each of !ieveral ite s aceording to so e sug-

ge ted seal_,. 

ollorlng a survey of the literature, c re!ul analysis was d 

of the ight orkbooks--al.1 that have been published .;.a :f'ar a. could e 

d$te.rmined. Th se wQrkbooks are ae follow 1 

1. John • Brewer, oyd Hlttlhut , and Juvenila Cas n, . orkbook 
for n ents of Bu.sineee .rei.ning, Ginn nd Compaey, Boxton, 1955. 

Busi 
2. Erneot H. Crabbe n Clay D. Slinker, ·orkbook for General 
ss, o th .estern Publishing Co pany, c..cncinnati, 19,s. 

5. B. Greenstein and Henry ":r:n.ith.line, Student1s .orkbook, 
Lyo G & Carnahan, Chioago,. 1956. 

1 Goo, Barr, and Sc tee, o. cit., p. 41!. 



• L 07d L. Jons, Ev ryday Proble e in O Busine a Lif, '!'ho 
Greg Publishing Company , Ne York1 1956. 

14 

5 . John a. Kirk, H r old B •. Buckl.y, and JM.ry .A • . esche, Introduction 
to Duainess orkbook, the John C. inst.on CompaX7¥., Phi delphi , 1955 .. 

6. r e:dck G • . ichols, .orkbook in Junior Business Training for 
Economic Living,, rics.n Book Co ey, Cine ti., 1056. 

7 . Clinton A. Reed., and V., Jaine... organ, Business ,orkbool· • illy 
nd Be.con~ Yor, 1956# 

8. • B. ZuTa.vern and ' rtin L . Pear on, The Pilot, The H.. • Ro 
Co pruv, Chicago, 1955. 

to-fol~ co pil~tion of t eri included in the orkbooks as 

de; f i r t., a com1c1A:r•a.ti ve analy is of th content w: s de s hown 1n 

Table II; and eco , an an&lysi or the stated aims and objectives­

~ho n in T te III. 

CONTE T AND ATERIALS OF JffiOOKS 

Table II slo-s , in order of frequency, the inclu ion of various 

terials in the eight 1'orkboou used in thi-- tudy .. Thie bul tion 1s 

e in accordanc .1th ite "included in th propooed course of study 

!or Oklaho i ghschools in the cour · entitled., Everyda:,y Busine"'s, the 

iv lent of Element ry Business Train· as used in this study. Ollly 

one fe ture, budget ke ping; wa included in all or the eieht workbooks; 

seven of the eight l'iorkbooks inclu d exercises, p oble s, end/or ma-

terial on h following topic a f'ili ,., , other record.a, 11, uying, 

sell1 ", per onal trait a attitu ea, l !lking, li! insurance, legal 

relationshi ps , and occu tins. The 

. ~in le orkbook, t ... e organization nd content of' Yhich. dift red ter­

ially fr the oth r workbooks. I f t h.ts ¥')rkbooJc nere exclud·3d, 11 topics 

oul hav, included in all . 

Six of the eight o-rlcbooka contained e erc1se, p:roble · , ani /or 
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?ABLE II 

Conte~t nd teri ls of El ht. Ele ntary B~sines 

'frainin :orkbooka 

Co tent Freouency 

dget Kepi~ 8 
Filing 7 
Other F~cords 1 

il 7 
1ng 7 s~• 7 

Personal traits nd attitude 7 
&~~ 7 
Life Insu:rane 7 
Legal F~lationships 7 
Occupations 7 
Thr ta pl ing 6 
Telephone 6 
Telegraph 6 
Letter ·~ 1.ting 6 
~1" 6 

il {parcel post) 6 
Express 6 
Train 6 
Bus 6 
Auto 6 
Property Insurance 6 
Choosing n job 6 
Applying ror a position 6 
Vocabulary study S 
3orrowi and lending money 5 
lnvest.ing; n,oney 5 
Busine~s org ni:eation 5 
oney Orders 5 

Guidance 5 
Safety in travel 4 
Other ans o travel 4 
Testing 4 
R iew Project 5 
Busi sa ctivitie in chool 5 
Advert.i i n 2 
Taxes 2 



TA LE Ill 

States Objectives of Eight Elementary Bu.Eline s 

~ ini "' r;,ork:books 

Stated Obj ctives Frequency 

To proviae for pupil act.1vity 6 
To ke provision for individual problems 6 
To provide business for 6 
To otivate pupils to increased 1 activity 5 
To help the he-eher with add1tiona,l aids 5 
To provide for individual instruc-tion 5 
To elimimt waste of teacher and pupil tie 5 
To ,ive opportunity for pe nship practice 5 
To give directions for pupil a.ctivlti -s 
To provid& for cl.as discussion 4. 
To deve1op the ability to do accUI'at, neat work 4 
To provide check-sheets 4 
To :ppl ent the text 5 
To provider search projects (coill!UUnity and library) S 
o provide for review aetivitie 5 

To prov1de pro lems for personal u e ~ 
To evelop re'"'coning• honesty, and c~efulness 5 
To rovide exploratory activities 2 
To test bility to follo directions 2 
To aid in guidance 2 

o provid• correlated arithm. tic problems 2 
to provide a ... tuey guide 1 
To provide a reco1-d of scores for each study 1 
To form correct habits of ..:tudy l 
To provide daily mu-k l 
To aid in skill bui lding 1 

16 
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A copy of th ~uestion ire s f · 11.y nt to th jury 

is shown aa For I . 

SELECTION OFT JURY 

On the assumption that, in the rbsenc of objective data, exper­

ienced teachers of Ele111entary Busin ss Tr ining who h d us d wor boo 

materials would know what fe ture in a work ook are of gr ates · i -

portance, a jury of such t chera wa selected. The publishers of the 

eight o books were informed of the project and each waa recue ted to 

eat f ive experien ed t eachers of El en ry sine. s Training ho, 

in their jud nt., would b qualifi d to erve as a . ber of the jury 

It s assum.ea that t.he publishers or. in so e cases, the aut hors the -

lve to whom th. requ ·ta were r eferred would not r co nd t ache. s 

who ere not mice ssful in tl e use of their terials, and who wo·uld 

th ref or be properly r.;ualif'i ed as specialists .. Only six o-£ th author 

or blishers replied and ad recommend tiona . Letters ere sent to 

each of the thirty teachers recom ended, explaini the proJect a e-

que: tion their cooperation. Twenty- f ive a. reed to rve a 

the jury. 

mbers of 

The questionnaire ·as the s nt to eac.h of these t e ty-five teachers. 

Twen:ty returned it. All r plies re us ble and checked in ccorda.nce 

the 1 ~t.ruction~. Few additions were de to the ori inal list 

or fifty £e ture. 

'l'A.BULATIO S OF JTJDGMENI' 0 THE JURY 

Of the t nty replies to e qu.estionnaire which re recei ed, all 

were us ble and every ite one ry questionnaire s r ted in accordance 

ith direoi.ions. Only' four ite sin ddition tot o,.,e listed on the 



undesirable, which have been or y be included ill e. workbook. This 

list was later condensed to fifty by eo bini similar ite s. 

18 

The~e fifty items ere then classified into four in vi:sion a.~ 

follows; 

I. Format and cbanical Features 

· II. Org nization, Content, .nnd terials 

III. Provision for Individual Differences 

tv. Review:i nd Testing 

Provision w s de for a ~uestionnaire so that member of the jury 

could indlc te whether a.ch of these .fifty item was, in their Judgment 

l'Uld from their own experience rnth workbooks, ea ential, desirable, of 

little or no value, or undesirable. In order to provide for th weight­

ing of the several ite s, a well as .foT the designation of their de­

sirability, provision was made for members of the jury to !'ate the :ever-

l features on the blatlk ·1th regard to the degree of desirability . 

For exaupl&, if a J ven .feature. was believed to be essential,, the juror 

was ask to desig te the degree to hich it was essential by writing 

in the numbe:r 7, , or 9; 9 being high. Similarly, the degree of de­

sirability was desi nated by- mmbers 4, i;; , or 6. I f an item wa de ed 

to be of ittle 01~ no v lue 1t.s rating was deter ined by nwnhers l, 2, 

or 5 . If an item was believed tu be unde 1rable for workbook purposes, 

it us ted zero . Instructions ere given that no items be checked in 

ore than one column. 

In addition to the fifty ite e listed. provision was made for me 

bers of the jury to include a:ey additional features whic' they b lieved 

should e in a workbook. Before the c;_ue6tionna1re was sent to me bers 

of th jury, it 'sub itted to tbree per.;ons for approval, suggestion, 

' 
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This proceaure may be illustrated as follows t 

Fl'JRM II 

Total Score for ~orkbook Fe~iture •Directions In Use 0£ 

arkbook A a ole" and the Average De e of 

Desirability eighting 

• 

Featlll'e E aential.i Desirable• Little ori Unde~ir- t 1ft.: .. : no value: able a Ave: • 
Directions in us of 9 1 t:3 a 7 . s. s. . 5 • 2. 1 : 0 . • . • . . 
,or :book as a Whole l : . . : . : : . I . : . . . . . 

: 4: 2: 2, : 5t 1: 3 : 2t 11 1 a t 5. 5 : . .. : : ' :. i : . . : l • . • . • . 

Four juror listed this feature as essential with A rating of 9; two in­

dicated it to be sseitial with a rating of 8; two still considere the 

feature es entia.l but gav it ting of 7. imilarly, three jurors e-

11 v d this feature to e desirable and gave it a r· ting of 6; one gave 

it rati of 5; three, lieving th fe .. ture to b desirable, 0 ave it 

a rating of 4; two thought the fe ture waa of little or o v.alu , 

it a ratin of 5; one each gave a ratin of 2 or 1 . One juror believed 

this feature to be undesirable. The eighted average of these Jud ,aents 

was 5. 5. S lar proc dur a~ fo11owed in ~ecuring the ean eight d 

core of ch item. The details of these ' ta ar sown in the appensix. 

I t wa. arbitrarily deci<i d to exclude all fe--tures ·1th a mean ra-t­

in of less than ; that 1.-;, tho e iteDtS, the ean wei 0 ht of hich, 

in cated they er unde irable or of little r no value . nly four sueh 

feature ... er excluded on thla sis: Punched nots book holes; Extra 

b ank paper; No eor relation U,h textbook; and otat ment of problems es 

reference to textbook unnGc e,3ary. Tb.e core card ao co pleted, thare ... ore, 
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cont& 0~7 46 ite s. The e hted ~ e of e several f&a.tures are 

shown in Fo:rm III. 

The next tap in the prepartttion of th score ca.rd w to d te ine 

t relative weight of each o£ th several ite is 1n reh.t.1on to the total 

points allott d by the jury to ach ot the in divisions. This was do 

in a.ceordance th th followi o ronm.uat 

:f • Ifft 
- "114"1) 
L D 

{M • llean. W • eivht, r = Fe tur , 
P. Points, D • Main Division) 

Substit1ting the fi~-es of the illustr t1on on page, 25 to show the opera­

tion of this .f'onnul& it would appear as follows: 

s,s 
118.:S X 500 • 25. 35. 

The weighted averag for f ture number 3 in Main Division Il was 5.5J 

the swa of' th ighted averages in Orou:p II waa 118.~; the -point$ al.-

lotted to in Divis.ion II by the jury • . 500. th.us th number of points 

llott.ed to feature 

Form III shows the cOJJtpleted score c rd with the perfe-et score al­

lotted by the jury in accord c.e nth the procedure developed fore ch 

n division and e ch fe ture in ea.eh in divi:sion. 

SUDAR! AND CONCLUSIOI 

CompU tion wa. made of all features which appeared in Ele enta.ry 

i esa Tra.W11g workbooks and other de.sir bl re ture.s a qet.er ined 

an oxtens1ve survey of literatlll"e, in order to dev lop a pr&lindna17 

uestionnaire to used as a basis f.or dev: lopi · the score card £or th 

evaluation of Elemell'ts.?y Bus1nes· Training orkbooke. 
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rf ct Sor 
II. Score Allo d 

1. E.xerciaea arr t'r d dn red to 
correlat 1th t t xt 27 

2 .. Direction U;;.8 

aw ol 25 

. ins ruction for nch 
51 -

4 . ercis e ·n c or ent 
rience- oft 24 -

5. "ditional proble th r 
t.uo·e ·n t ,tl 

• sion 11 
26 -

7. or e erci to void 
2 -

a. te p oper dril or 

or· 2 

10. e list 54 

11 p -te t tr l 27 

2. ty e of 
Ill")" f6 -

15. ~, trip 
21 

14. otivation r 1 1 le 
27 -

15. of on 
"'5 -

16. tne ... 2 -
17 .. 11 s 

30 -
18. to high 

55 

't tal 500 
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Perfect Score 
III. Provision .f2r. Individual Differences Score Allo ed 

1. Individual progress charts 18 

2. Suggestions for ~tuczy 19 

5. Proble son va17ing (A,B,C) levels 
of achievement 18 

4 . Personality blanks for eelf-analysis 17 

5 .. Periodic personality check lists 16 

6. Funetio 1 guidance activities 7 

7. Inclusion of new experi~nce other 
than tho e in the book 18 

a. Provision for ~tudent initiative 25 

9 . Error ans.lysL of .f'undao.ental 
processes 18 

10. Selected roferencea in addition 15 

Total 179 

IV. Reviewin,; and Testing 

l . Se1.f-administer1ng test 20 

2. Follow-up exercises after testing 24 

5. Encour: .genent of and emphasis on cor-
r ct spelllng and erammatieal eon-
struction 28 

4 . Arithmetical application of 
terials 26 

s. Opportunity to use and develop 
j gment 28 



6. Exercises requiring knowledge gained 
from class di scussions 

7. SU11U11B.rizing problems which cover 
several units 

Total 

V. Total 

29 

1L 

182 

1000 points 

28 



'i'he 79 different items were condensed int-Q 50 and elaasi.fi d und-er 

four main headings such e.at. 

I. Four Mechanical Features 

II. Organization, Content, and Ma.tt~rials 

III. P:ro'w'i ions for Individual Diff e:rences 

IV. P:rovisions i'or Reviewing and Testing 

This 'te,nt.1tive questiotu1ail·e was, submitted to tbl'ee people ! or 

refinement, t;;ugge.stion, and preliminary use. The sugge.stions made. •ere 

followed and the ques tionnaire wa.& :revised and Sant to jury of "O 

teachers, experienced in the use of liorkbooka , which bad been selected 

on the reeoinmendation of six publishers and authors of Elerur:ntar;r Busi­

ness Training workbooks. 

ii!embe:r of the jlll",f were asked to rate the 50 items in the ~ues­

tionnaire mmerically according to their jud5JI1ent a:; to whether ea.eh or 

the items was essential,, desirable, of little or no value, or undesirable 

for workbook FUrµ<>ses . 

Members of the Jury were also asked to rate the fom- ma.in divisions 

on the basis of 100 points each .. The mean uwr.ber o! points (on the basis 

of 1000 points) as rated by the ju.71 

I. F ur tteeha:nical Features 159 points 

II.. Organization,, Content .. and ,tAaterials 500 point,$ 

III. Provision far Individual Differences 119 points 

IV. Provis:!.011 f or Reviewing and Testing 182 points 

Tot 1 1000 point 

A weighted mean was then computed for each of the: 50 features in­

eluded in the queationnaire. Four of these fe.at.ures ere found to be 

undesi:r-a.ble or of little or no value in accorda.nce ith these weighted 
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CIIAPTI:."R III 

LIC.ATION OF THE SCORE C 

!he rpo~ of this chapter i s to apply th eor card de eloped 

in Chapter II to the ... ting of the eight workbook in nttuy Bus1-

nes '1' ining. !her t.in"' s done joiAtly by a coomittee of three 

ex rienced co merci l achers, none of who d us d any of e ork-

ted. It lieved that thi type of co lttee ould not 

sho a se.d opinion to rd ny singl ·orkbook, an that the Ju ents 

conse • ently ould b obj.ective. The r ati ~ was done by t co -

ttee whol nd th core ven e cl r ture in each orkbook ia 

a joint score a:r·rived t. by discussion joint coruiideration. 

The orkbooks ere rated one t " t e on all 46 fe tures. The 

in ividu workbook ratinus may b found in the pe ix. 

ro T NICAL FEATURES 

Tb co par tlv r ting on the :form t arid echaniea.l f ture$ of the 

wor books i s shown in IV. It shoul b nowd th t th orkbooka 

r coded. The f irst column ·ho the perfect core for fe ·ture 

s ven th max.ix score of 14. 

ive of the orkbooks wore consi ered perfect int i s re·pect. he other 

three ere .iven ratings of 12 pointa each., The criterion of recency of 

publication 1 ithin the La.st to yearn. Two point· re d ducted fro, 

the perfect ocor& for e.ach ye er th t wo-y r riod. 

perfect scor e for able of Con ents s ten points. orkbook Q 

d no table of contents, and consa.;uentl.y s rat,ed te:r ; four workbook 

b4d contents which th r tin c . ttee dee d pe £ c.'t "score . 



1 . 

2. 

'if ,.,. 

4 . 

5. 

6 . 

7. 

8. 

9 . 

10. 

11. 

TABL IV 

Rating of Eight .orkbooks on · h Fo at and 

ehanical Fe turea 

· orkb o Pos- orkboo' cores 
e ture sible B C D E G H 

Recency of public tion 14 1 14 14 12 14 14 14 12 

T ble of conte t 10 10 l 10 8 8 10 0 9 

Good q l it f unglazed 
p er 14 14 14 14 14 14 14 14 14 

Clear, readable type 17 17 17 17 17 17 17 17 17 

Printed on one ide of 
p ~er only 10 0 0 2 4 5 10 5 6 

Opens flat 13 5 5 10 7 5 8 5 5 

Perfor ted s eet 11 11 ll 1 11 11 11 11 11 

Provision f or n nd 
d te of aeh exerci e 15 15 15 15 13 15 15 7 13 

Tie savin 
te c er and 15 12 1 12 1.2 12 10 10 10 

E.nv lope in hich to 
f le p&P.'8 S 11 0 0 0 0 0 0 0 

of the 
ork-

11 1 ~ 10 e 10 9 

ots.la 159 105 105 112 1 115 113 9' 106 



OKLAHO~fA 
AGRIOULTURAL & lECHA .v!L COUEGI 

LIBRARY 

All work ok~ ~ere ~i en !'feet s ore 
JAN 12 1939 

of 14 on the third r tur , 

In th co ittee1 s Jud ent, t r 

· o d · f rene-e in th d. li.ty of p per used .. 

Lik e, perfec~ cor e~ of 17 .ere given all rk ook on the 

Cle , P,.eada.ble ~ 

tur, 

2t the Page Only, Ti s , in the opinion of th committee, ttained iy only 

ne ·orkbook, 10:rkboo ~ F'. or.Kboo A and B -ere given 2: ro points. 

or boo c ere printed tially on one ide nci . rtially on oth ides 

oft e :per, it . the jud ent of the c t t t core shoul d 

be all-0tte to such orkboo1 s in proportion to the d gree to which they 

et th criterion. o or book a constructed so that it ~{ed) ...l..!,._ 

,i th perfect core of 15 points, the ra of th orkboo v4ri es 

fro five int, iven f iv ~or books, to ten points , ~ven ·orkbook c, 

whieh .. t near t ths ndard. 

1th.out exception, ll orkbooks bad Perfor ted Sheet · . d ere giv n 

he to l possible core of 11 potnts . 

ith the exception of or boo G, all orkbook Provision l.2!:, 

he Name and Date on ch Exercis and tere given perfect scores of 13 
_....., .--..- - __........ - · -----

ints. 

points, not a -.,ingle wol'kbook, in th opinion o the committee, deserve 

this sco on f e tur 9, L_ Saving Device f or T cher and Pupil Ii..!.• 

ve 

0 thi 

iven cor of 12 ,. Th e ere ive. .scor s. of. ten . . . . . .. . 
. . . 

: . . 
'. . -. . . . . . 

. . . . ... 
F 10 , Yel ope .!a, eft. ~ ?<:~ . 

C, • • ,-. • : •• • • • : ... : • •• 

of ll points by the Jury J s entirely a sent in ·all ·ork . 0 k ·•· The: r&ting· 
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ttherefore s .zero. 

The .final feature,, Imw:-es~ivenees .S2f. M8Js8;-U'P .Qf th orkbook a !!. 

.:..=:c.:l;:.:e...,, wa all()tted a ~um ·Of 11 points. All but one workbook was 

:z·ated sati £~etory 1:n this respect; ho -ever Oflly one worltbo1>k., A,, wa& 

given a perfect score. 

A pe:rf'eet score for Format and lechanieal Fe~tures i.s la:9 points.., 

'The maximum scores seeured we:r-e .ll& by workbook.a E and 1. o:rkboo1 C. 

has 112 points.. The pooi'eSt score., totaled 95 ud 94 by workbooks. G 

and D, respeetivel.y. 

ORGANI?,A'l'lON~ CONtENT t AND ~!AT"'"lWU.t\tS 

~he ratings of the 18 fent:ures included 1Ulii1-er Organiz6ktion,, Content, 

ad r.w.terial~ are ahowu in 1 ble V. 
The first feature , Exercise., An.·anged .Yf!. Numbered. !Q. Correlate ~ 

the Ten, as :;iven · a aw.xi.raum scQ:re of 'Z7 points.. Onl7 orkbooks D e.nd 

R ere not perf&etly eorr.eMrted, in the. judzmant of the eomnd.ttee. fhe 

other six workbooks we:·e given perfect seores .. 

A perfect score on Directions !n Use .2l. Workbook At!. Whole was ts 

points. The ra:ting committe$ could liee but little difference i..n seven 

of the •orkbooks rlth respect w this feai.ure1 giving all 0xcept ffork­

book A scores of 20.. 'Workbook A was raterl slightly superior to the other 

workbooks ·u this feature .. 

A11 work.books 1te:re ea.tisfaetor>J st but .not perfect in. the third 

feature, Co.pmlete Ir1s;t,rnetions for Each E~ereise. A perfect score as 

511 but the point8 given e eh 10:rkbook varied f :ro.m 25 t-o 2-B;, thus iu­

dicat that there was no essential difference in the workbooks with 

reepect to this fe ture. 



.;;;;;:;.:;..::::.:.::;.;::;.;;..!n ccord r sent Experienees.....2.f the~--....-

r t d high in oct of th 'or books. it · axinnw scor o 4 oint , 

the ratings of the sever:il v-:orkbooks v ried from l to 21 with half o.t 

the workbooku being r ted 20. 

All but orkbook Frat d hieh in th f ifth t eatur 1 1ddit1o 1 

.;;,.;::;..;;:;.;:;..;;== .... ....:;;; ...... ..f......!! Tho ·e in ~ ~ . 'lforkboo A a given a perfect 

score of 27 ints i this f · ture, an all of the other orkboo s th 

t~e e~ce:;;,tion of orkboo ere "iVon cores of 25 or 26. 

orkbook w s rated t 1 maximum core of 26 point on the ixth 

f e ture, Thought~ pi estions . ork-

as seeond wit core of 22. All .:> the oth r work ookz ere 

civen scores of 20 • 

. orkboo A -lso deserved, in the jud 7 :ent of the co ttee, per-

fect score o · 28 in the s ventl fe~ture, iation of Exercise !g_ Avoid 

• petition • .threw"' litU to choose between any of the rkboo s, 

howev r , s the score v ried only fro 25 to 27 points. 

o orkbook deserv the f 23 points in eighth 

featur , Ade uate and Proper Drill or· ; t e hi,,h iClCOre of 27 oint.s w s 

~1ven work oolt , lthou h, with the exce tion of orkooo F with a core 

of 20 -points, the other orkbooks wer only tw-0 or three points elow 

orkbook B. 

or boo G eceived a rf'ect sco of 2S point in it~ P:rovisio 

£.m:_ Class !ms! Group ~ ...,2. ~ ll If?.!: Ind idual ..!.9.rk• 'l.'hrea · orkbook , 

B, C, ~ H were ~iven h lo 

ccording to the co~ ttee, 

boos the tter of 

ores of 22 lnts 

provernent needs to ~e e in all ork-

r r alistic __:..1.~e a Form:s. ith a 
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T · B 'V 

Rat of E i:,ht .ork ook o .. he Or niz tion., 

C ute.nt tri al 

orkbook Po - or b ok Score 
Fe- ture i bl B C D E F G H 

1 . ere s s a.rr nfed and ere 
t o cor r l te i h et xt 7 --7 27 #'17 25 27 ""1 27 ?r:. 

2 Directio ·n s of ·orkbook 
as hole '"5 22 :co 0 20 20 20 20 20 

3. Co pl ete instructi~ns or each 
xerci e 51 27 :28 25 ~s -:7 2S 26 26 

4. X cise n accord i t h pr nt 
r ience o_f th pi l 2 i;!O 21 19 18 20 ~o 18 

r.: oth .r t h • 
7 t:.7 ~s ~5 6 25 2 i;:;5 5 

,6 20 20 22 20 ~:O 20 20 

7. r ci e to VO d 
26 2 '21 ~5 25 "5 25 26 25 

8 a ill or~ 29 2 27 24 25 2 9Q 26 25 

9 . ... ,:;5 22 2.2 2 2 25 28 2 

o. for A 25 ... 2r- 50 2 25 ~ 28 

11. .t!,Xplor tory a pr -te t 
27 2 •5 20 ..:.5 2 2 0 20 

12. u..,e es of 
11 c.;t 26 20 15 20 0 2 0 20 22 

1~· • • sine t rips 
~6 20 5 20 0 5 0 20 22 

l· . otiY .t i n e o'l. e 
"'7 0 0 1 l4 £ 20 5 0 

15. p¥1ic ti.on of n- i nci pl t 
a i 2 ~5 20 2 2· 20 20 20 20 



rk oo 
Feature 

T LE (Continu d) 

orkbooK core Pos­
sible A B C D E F G li 

S2 25 S 50 O 28 .28 10 20 

17. .si" o oocie.l as ell 
indivict listic v iuea 50 50 2a 25 2s 21 20 20 2s 

19. orkbook un eratandsbl to 
hio-h ehool pupil 

Totals 
~ 25 ~ _!§_ 55 50 50 ...M, _..!§. 

500 395 407 5 4 572 4~6 ,67 578 578 

pos.,ible sco1 of ... 4, three -orkboo a B, D, nd G shared hia.h scor of 

vO point • Lo score o 5 s g ive wor book , c, nd F. 

a.nd D with score of 25 point ca.ne clo est t th aximum of 27 . Ttw. 

le st eati ctory ,orkbooks in thi 

l acores f ~J point . 

erratic. o or oo D d F lac thi £eatU1~ ent ely. 

score wa ·{iven to ork ook E ,i.th 25 in.ts ou.t of po • ible 26. 

higl 

The le st sati facto £ t e i thi entir divi io ras Pro igion 

£...!:Plans~ Check Lists 1:2£. Bupiness Trips. Only t o vrork oo , 

a E, ad any revision batsoever for thi f o tur • They er r ted 

ten nd 15 oint, respectively, out of a s ible 21 point3. 

Three orkboo , , D, e.nd H, den provision for thi 14th feature, 

· ndwriting; score of or"k: 001·s G and 

C re i ive a ten ! int'-• respec:tiv ly. The h1.ghe t sco s given 

to workboo D bicb rec ived 24 out of a ma.x.i.mum of 1 po·nts. 



e 

or boo eeive p rfect scor of 2 for ,A;opli tion of Q.m. 

0 th 

f re all 11~te at 20 int • 

.::;::..::c:..=.;=.;::=.::~~==::=..:::=.a• no workbook ee·v d th maxi­

or book n a Ce ch receiv d !O poillts. Thi seor of 52 int . 

f tu.re ~· entir ly 1 ing in orkhook D, and orkboo G 

only 10 oints. 

lotted 

I the ~ tur, _Em ___ ph _____ _ 

·t of the. committee, t e rfect cor 

of' 50 points. Th other :rkbook- r ...,ed down :r·' to 1 of poin 

j 

hich s giv ork oo s a G. 

orkbooks C, G, 

ent, a f s 

H could not be ,prov d upon, ·n the eo itto • 

==:..:::.;===:.::.. to l!igh School Plroil • Thee 

r book~ secu,:ed the :ximum of is poi t s . Th low score o 25 ints 

given to o boo~ A. 

orkboo ~ , ot rte er. ct core r z ro ~cor in 

fat , s cured ,., rg st numh r of point 1 thi ~nain ivision, 

426 out of t>Ois le 500. It~ closet com etitor f or th t o coxe 

3 o kbook 

for ~orkbook 

.ith a to of 4 7 points . 0th r "Cor s an.gad fro 39c: 

o 367 point~ f or urkboo F. 

V!t.J 01 R • DIVI AL 

Th co itte ati ~ , rks in th ir Protls on for 

In V 
. l D ferenc s re t bu te in ·l J:. 

Fe tur-3 11 Indivicu· llot d SCOl' 

f 1 in: {'. . :r boo: s the only· hicl ._ eo n tot 

atin1 CO. ·· tt, 
J 

., ntitled to thi Five ror boo~, co tai d 

no indivic., l pro ress c and henc .er ·ted ?: ro .. 

/t 



1. 

2. 

I,: ..,. 

4. 

5. 

o. 

7. 

s. 

9. 

10 .. 

TABLE VI 

Rating ot Ei ht orkbook on the Provision 

for Individual Differences 

Ol"kbook os- or.itbook core&-
Features sible B C D E 

Indivicual progress charts 18 0 0 0 18 12 0 

S~~geotions for study 9 15 16 10 15 15 16 

Probl8l11$ on va.....--ying { ,B,C) 
levels of achievewent 18 15 1 15 15 15 15 

Pex-son ity l ks .for elf-
analysis 17 15 0 0 1'1 0 0 

Periodic personality che 
list 16 15 0 0 16 a 0 

Functional guidance ctiv1-
ties 17 15 15 12 15 14 5 

Inclusion of ne experiences 
other than those in the boo- 18 18 15 14 15 15 12 

Provision ~or ~tudent i 1ti -
t.ive 25 .c2 20 20 20 2') 20 

Erro naly sis of fund ent-
al rocess 18 15 12 15 12 12 14 

Select d ref~ ences in addi-

Z9 

G ii 

15 0 

18 18 

15 5 

0 0 

0 0 

10 10 

15 10 

1 20 

15 10 

tion to the text 15 0 10 12 10 12 10 0 10 _ __..,_... _....,......,..__ _____ 
Total 179 150 98 98 153 125 92 10 95 



ineteen points th perfect sco for f e tur 2, ===== 

for Study. Although all workboo s contained oae tuey su geetion , 1JO 

~or book, in the judg ent of th o tte 1 d served per eet cor ~ 

rkbooks G d. ·ere rt d best oft e ei t and er given l nt 

-ch• or boo~ c. the poorest o the (!rou , w s ven only ten po·nt, 

T bl VI indic te th t th~re are t s on·P rt III 

fox· ·ncivid l ~ fere ce , C, F, ad H do ot ha 

t ndivi pro s cha.rt&, n .. E, ve.ri nee of 

6 points n thi, e,iture. Fe 1tur 2 7 h ve a. v ri ce of eight 

:1.nts; r t re 3 and 9 he.v v iano of fiv points, hil fe tur, 6 

h a varianc of n ne points , n r 1 point, and her 10, 12 

int • • eature 4 ha r e ro zero to 17 point; .r-eature 5 lJ 

r e fro z ro to 16 point , · le f tu e 10 s r ~ fro . " ro to 

12 oin ....... 

orkboo. D t · h ghe t cor in le I ,it to l of 15 

oint. orkboo · ~ r. nke:. econd · ith otal or 1 6 a. orkbook 

E nks ith to of 12 ts . orkbooks F C, d H ha e 

0£ l · C e cl l · a tot.·.l co of 

even of the orkbook'"' e ju . i l r p et to their pro-

vi lo for Proble,;1 · J?!. V,;1.rying Lev 1 of ==:;..:..:;== 0i ve 15 

ju g-d i.n.ferior 1oint i the per£ ct sco1e is 18 ooint ., 

to other orkboo1rn · th rei: ct 

Onl3' 

orkbooK :;iven 

ive of he orkbook"' con ined 

ti re t.ur. 

or ·book , l6 



d nuch c eak list , but 

ibl 16. orkboo D was <riven 

point. 

41 

n only points out of 

rfect score, 1¥01·!cbook A, 15 

It ould ~e r om t r tiw~ on f e·tur 4 and 5 t t provi ion 

to 

d sir ble i not so n idera b-,r tl e pub i he ·s and i.1thort.: of o::.t. 

• 

·th rlect co ·e of 17 _oints,. nctionbl G1Ueanc Act1viti s 

e e ·•1ven tisf tory attent on by ll orkbooKS 1th the cer,t.ion of 

ork ook F which · s ~iv n a score of fi e oint~. • on serve per-

f ct core, alt 01 • h three 'Orkboo' , ,. B, D ere e.titled to co 

of l5 in .. 
All orkbo inc 

!A the exr,book in varyinP-, 

books ere ,iv -core 0.1. 5 point..:! 

boo n "'it ten pointo. 

ti~f ctorr; degrees~ 

' ~cor e of 18 point 

or book 

·our or' -

,i.th th e~ ce tion of ·· rkbook O, 11 made n,ti ~f ctory 

scor of 25 poin s ,. or hook de d the 

perf ct 

st in this r spect, a 

b it re ' f erence could b found in t.e other i Y ork ok . 

l r boo 

Proc ::. s . fonc ed, in the t e eo, itte , per~ ct 

!.CO 0~ 18 oint 
' 

G . r Live l5 point , 

ork 00}~5 D • er .,- ·ven e ~u· 1 rat · ng on thi f a t e .. 

ifteen poin th erfect Beer fort last f e ture inti 

rkbook~ dG 



ook itself. •or' o C 

F were ,ore s-,.ti ctory. 

of po nt- eae . 

It•· aco!"e s 155 o t of 

possi le 17 7X>int • • Thi' 2· poin · big .,,rt n orkbook , 
hich a seconu.. Thu a it ppear..; tha. t 'O kbook D i s clearly p r r 

to the otbe ·orkbook. witl respect to providin ., for i ndivieu l uuil 

differences. ,or books r H re c...t·d th ow, t .·th s o s of 92 

n 95 int· rs ctivoly .. o kboo "s .B d C ti d it. 96 points . 

T.EC !.G 

Testillg, i " ho · n '1' le VII . In the f'1 Jt f tu.·e ... rovision for Self --
only o ·c. s given t. xim SCO!' 

of £0 po · nts. hree other or:.c oo ,,. C, , and I!, were g ven r:;cor of 

19 oints. Lo co s i this f ost '.en-t:, · 1th 1 

and 15 ~a, r specti ly. 

In th th co ~tte , no .o 'book d erved 

on-

tai d so of t us · b t o s , ccordi ng to th eommi tte 

r ti g, ,-ere D amt n, ith eores f 21 ou o...:. ~ ible •4 oint. 

T le t tisf ctory or oo in thi.., f e tur·e •as -·, hich 

only ix points. 

ccording to the co mi t te r tin.,o: • thre t·or. oo, , , D, 

The beet orkboo as C, whieh 

, 

25 point out. of possi le 2i. All oth r ork ook•-· ere llot d 0 



TABLE VII 

ting of El ht .orkbooks on 

.or book 
tures 

Revio 

1 .. Se f- ~nist r i ng t t 

2 . xerciaes ft r 

s 

4. · t etica.1 pplication 
of teri s 

5. Opportunity to us and 
dev lon j g nt 

6 .. 

7. 

Total 

nd e ting 

Pos­
bl 

orltbook 
C D 

or 
F G H 

20 14 17 l 19 17 15 20 19 

2 16 16 16 2· 19 6 1) tl 

28 0 20 25 O ". 20 20 0 

26 ~6 22 6 2~ 94 16 11 22 

28 2 25 25 25 25 ~ 25 25 

2' 2r. 20 20 25 25 25 2 25 

27 25 25 .20 5 25 20 25 25 --------- _ _........._~ 



points e ch. 

orkboo j ged o be a n rly rfect 

i tbmet,iAAl ====.;:;= It r ceived 

p s.::ible i 

rfect ~coxe of 

2i::l . It wa f ollo1'ed clo~ ely by ·ork ook 

sati~~actory work oo th rs ct to thi 

25 poi t ·. Te least 

ture re or book~ F,. 

G, nd C .. ith ~corew f 161 11, n six re pecti ely. 

1 wo kbooks proYided Opportunity ...Q. __£, ru:!!! evelop Ju t::nt. to 

satisfactory de ree, s.cco aing to the .r t1 of the committe; ork-

4 

book A feet. ·co1·e, a JJJaXimu.\n "COr of ,,oints . i o dif-

f ere ce :a ~een th otbe or boo' c; hey e & all rated 5 oint6. 

t 

roveinent lt ould see no committee believ t e a room f. o 

diff e e ce in :'or <boo s , D E, F, an 

five of the... or book .. 25 · int out o 

respect, llott ·n r all 

po-::-: bl 29. 

ix of the eight ,orkbook ere eeme t-0 t e of u l v ne, we~e 

• :ven f'J5 out o.f a ossible 27 !- oint.... .ior boo c G nd ~ ,ere the l ·t 

satisfactory,. 

it.n a oasible sco e of 155 out o"' . poc.ssible 18~ int ... , ·ork ook 

n.s deemed to be su rior to ot er O- kboo ,.s r i.. th :r speet to r e i ewiM 

testi .. It :,a"' f ollo ·e bf ,vorkbooks .ud D rit 1 145 140 

i . s , r e'>p&Ctively. .orkbook •-o-i th 109 point~ is c e rly last in 

this divisio, ving 1 points le6S t an the next ig e "'t or boo • 

Eight workbooks in Elementary Business Training were rated by a com­

mittee of three commerce teachers using the score card developed in the 

preceding chapter. 
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i th ot t eel. lie -tu.r , t ere a not 

gre t de 0 1 ri tion i t ) .. eve:ral .-:>orkboo 

ted rkbook G. 9 hie .as the l o ,est, ro•• o:rkbooh i .,., · 

F th 11"' oi uts ,. t e hi '1 e t .. hA- 11 xt to t e l o e t io ltboo - er 

and ch : th 105 point"·' , the ·o "hook ith tt 

hi h st oints only bj: ight , oint • Thu , i t h th of or -

b o G, whic '. d 6 .,9 per ce t of t:L.e po ble poi n .. A. .er a s ot 

uch differ nee ot en th• de ir bility o th with re,';> et to 

ech nical 

or.k 

ter · · ls . 

clearly ~P ior in Or · niz tion, Content, d 

core of 4'6 .oints 500, its ne r-

t co, po .. i tor 

f irst honors 

s · or ook B .:. th '..07 

th or boo' E on Fo t 

la ... t in Org ni ti , Content, 

73. 4 per c nt of the xi.r.ium. 

cl ~1 ter 

ints .. .orkboo·· E, 

ic 1 F • tu.re , rank 

core of 367 point, 

In rov:i.. ·io fo ndivi dual Di fference , JOr ook D a di. tinctly 

-U rior to all other workbooks. t.hi "" workboo! 153 

points., ac 5 •r cent oi' th po sib 179 .. , or· boo1• J as co d ith 

1-0 points. 72.6 p r cent. Th~ l ore~t ~eor re ~iven to ork ook 

th 92 and 95 point• , re.. . ctivel , only .,1 · ghtly ~-wre than half 

the s i ble numb·r of points . In the esti tion of th r tin co ttee 

this divi i on !8.S mer ly the le :::t .., . tisf ctory of any of .. he di vis on • 

estin, orKboo I , s 

.~ ven 155 points ut f the aum of 1&2 T.u..:. a 85 .. 2 pe cent or 

t to 1 . . orkboo ith 109 poi nts , 59.9 

r et or the total. hich a - cl l y the least 'tisf cto:ry op th 

rkbo in thi espect . The next to th o est scor a . iven or -
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to 699 points for workbook J.i', r1. dj:t'f e1:enee o:Z' 118 points,. ":rforkbook E 

W'at l-4 pninti:.. ~,heetd of tlw workhoQ1 eecohd in. renk, workbook D, which 

had 77S points. :chit] waei the 1JN~,~s.t dif!'e~nce i,;epa.:i.·~M.ug ·SJ.ll' tm, 

wo:rkhooks ra.nked conr;ecutivelr. T~s i't ·~~µla. appeo?.' that ~,fOttkbook E 

in Fo1·m0,t and I\-Ioc.hanical re,3.tures '.e)ll:tb. wot>khook Jf\ In itt\ hovision for 

:tna1~,1tlu~l iJif·ferencas,. w-o:t·kiXlok E :ranked third pl.ivie with 1~5 point~ 



at 

.orkboo C r snKed f i f t h. It s good a vor boo p 

nic11l J.' ture , 1' ca ·ving a <>cor of 112, 

·n For­

ere s t h.o .f'ir t 

r :received nly 113 point .. . It r nk l o · in its Provision for I 

nee~, na OU: th and. , Di ff 

tion,. Content, au' in r. vie in.:; ,5' • .. 
Sixt place v:as ssigned to workbook .1. 1 t .o:r'-book ~ it 

fifth L.c Or. nizat ·on, Cont nt, nd .at ri l s a: - f o 

in Pevie in s. 

was avera ,e , And 1 rs nl on poi t above he lo e t ..,cor in its 

rovision f(.1r 1~1dividua.l Differ ~nc s. 

·. ith a cor f 71" orkbook Q ed eventh. It cl rl tl 

le t d.e ire.bl n .l'o:rmat ' Cuanic "e tures, a, r ed lo in all 

ot :1er r e pect • 

·orkboo :rat d 1 t :.. it tot-1 COT of 639 point·· out of a 

ossible 1000 no nt ; al thouf..h rudne f i st ith orkb o .t!. i 

Fo a.n.1 , ch,anioo... ea ture ~, i 

nd te i ,•1s d in its Pro i i o~ 

ed l .tin Or g nii tion, C ntent, 

-'rldu. 1 if, e ::~,. ces. It e 

in-, -nd ii:stiaa . Thl c ·kboo ;:;ee , ed t re organiz d 

n , b ·i -,ntiroly diJ f rent f ro t.he t e r ·hich -Y' accoun f or its 

lo rating. 

L ·ttle e aenti 1 dif t·-n e coul · ' e ~·ound n or t a n echanical 

~: all ·arkboo s ith thee ce tion ~ "hie' <> it 

to re~tu sen !rely .a .. r t~d ery ow n three the Pea ture .. 

lth re~ ct to rg · ir.a.tion,. Con nt, v:or' oo.. E 

as clearly ..; pori ' o the other ro kboo ~,.;, . r. bet~ een ,orkbook.s D, 

, G, H., there '!a ... · ut li ttl e ~en ial dii'f r~nee . 1 of t e ... 

orkbooks e_ e con.,i ered to le (ie ·irable ~lt l r " ct to O · ,ani"' tiont 
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TABLE ll 

To l oint"' for ~ ch lain Division 

for .orkbook 

or. •boo s Div ion I Division lI Div' ion III Div ion I · 

'.lS9 500 179 182 1000 

1 . ·or book E ll5 26 125 155 l"f 

2. .. or boo 108 »7 153 l 77 

i . ,Ork 00 105 407 9S 145 75S 

• ,orkbook 1.05 595 150 9 7 9 

5. or ho C 112 594 '98 131 755 

6 . ork ook B 10" 578 3 157 714 

7. ork ook G 93 37S 104 1.57 712 

• or bo ll~ 567 99 127 99 

Cont nt, teri st the oh r ork ook 

I its Provision for I vidual Diff re ces~ wor book D w cl ~rly 

u rior to the other orkbooks. Ther little to cboos 

, 01 F', G, and H in thi espect All of th, 

r nked re t1 el)r lo nd decidedly lo er than ei l r orkboo or E 

ch r nked cond nd third, es cti e l,Or"' f er entirel.• 

g in this div . sion than in an, ot r · vi ion. 

trith t ception o ork oo A, hich w ra .fi. d ' ch elo th 

other orkbooks in Revi win and ting, 11 orkboo see e to be 

fairly s ti r ctory. differ nee of 28 oints b t en orkboo ' 



with the top cor of 155,. nd workbook F,- even.th in th& Uat with 127 

points. indicates that of these seven workbooks one 1B not decid dly 

superior 1n thls feature to anoth • 

The scor e card developed in Chapter II was applied to eight workbooks 

in Elementary Business Training. The rating was made by a joint committee 

of three com ercial teachers , inexperienced in teaching Elementary Busi­

ness Trai ning. 

Ea.ch of the 46 workbook f eatures included in the score card as 

considered and discussed by the committee. Division I, Format and e­

chanical Features, was applied first, and each of the 11 f eatures ns 

considered and discussed one at a time. A rating was then given each 

ite. 

Division II,. Organization, Content, and ilaterials , was considered 

next. This division consisted of 18 features . Divisions III and IV, 

Provisions f or Individual Differences with ten features and Reviewing 

and Testing with seven f eatures, were rated in t heir respective order . 

The eight workbooks, A, B, C, D, E, F, G, and H, were rated one at 

a time with total scores 759, 755,. 755, 775, 817 , 699 , 712, and 714 

points, respectively . A separate score card was used f or each workbook. 



.... 
Ji;J t'.i:cr· rJ9 can b& deteriid.ned. there ai•e ,at. prosen.t only eight. t\il'}:t!k-

bo~k~./:oVail:.'.:ble for U5& in tle,mentel';f Em,,ine~a !fraimni~ the~.ei. t:orkb~ks• 

t.ogethe.r rd.th li-t,erature in t,he field; v1e:te analy1ed to d&te::mi1ine the 

' content., chara.-u.teristi,os,. and ohJeetivea r-.hieh were included in workbooks, 

or '\-Jhieh were believed to be deail--a.ble far 5Uch WQI'kbooke .... 
', , 

F.'r:om tbis prelimill&l.7 stud,; a tenti.:1.tiv$ q:uestionnure · was tleviseli 

a-n,d eubmttted to a coaittee of teaclle:rs in order. to dete1"'.ruine its c:1.S'z­

it.y ~nd completeneas,. file qu.etlU<>twtire cont&;inad ·50 items vd.:th ~ r,ro­

Vi$1<tn r._,r l",tJ.ting e~ch ite1ri in acooo~ance v;-ith the follotdng ~eele1 

es~ential 11 ~, 0 roints; desirable 41 51 i3 points; of little· or oo val:lie 

!he (~lie..Jtionnaue was then sent to ii, j_~ 0£ 25 teaahex"s of ElerJ.entar;r 

:Business ?r~1ning, e~ieooefl and· oompet.e..at* wh.o l'l4d been recommentl.ed 

by. publishers a,ud authora of the eight workbooks ~.who had &gr~ed to 

1S&'Ve ~s m:qber$ of the Jury tor determining the reh,tive importance .anc.l 

turned the qu~stio:tmaire ,nth. the values, indicated for every :item:., Very 

few ~..dditlon';l;l itefllS or e:n~es- in wor,U.ng or anangement ~e?s S"dggeated. 

The Jw.-J" ti.~en was aael! to· deter,ndue the: :relative ftlue of each of 

four me.in di:v1sious on iihe be,sia of 100· point~ into whie.b 't,he 50 features 

had been elas:a1£ied. 

II.., Organiation, Content,,, end Materials 

III.. Provision fot< Individual Differences· 

r.r • Revier~[~ ~nd Testing 

,'.; i ' 
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Tabulation and oomput tion of the returns fro estionnaire resulted 

to other divL .. i0ns . The s core c d it elf' as then devised, a signing v 1-

ues to each f the 46 items in accordance with the average eight of each 

item in relation to the t otal value of each main division under hich the 

ite wa cl ssified in ccord.ance ri.th the _ollowing f ormula: 

( [ = ,iean, : Weight , f = Featu:r, 
P. Points, D . in Division) 

A committee of three teaches,. none of hom as a member of the jury 

applied th score card, which had been devised, to each of the eight work­

books. 

ith a t otal possible score ~f 1000 points, the range was from 817 

points for orkbook Eta 699 f ox w-0rkboo F. Workbook E had 44 points 

ore than workbook D, second in rank, with 775 points . These 44 points 

·were the largest number of points separating the ranking of any two con­

secutive orkbooks. Thus, workbook E seems to be superior to .the other 

workbooks in eeting the criteria set up by the score cnrd.. Workbook F 

was rated la. t, nd orkbook G ranked seventh with only 15 more points than 

workbook F. ,1orkbook E ranked first in three of the four main divisions, 

only in it Provision for Individual Differences was it not deemed to be 

the best ,,orkbook. It ranked third in this respect .. Strangely enough, 

it shared f irst place in Format and echanica.l Features with orkbook F, 

hich ranked last i:O: Organization, Content, and Mat rials . 

Generally speaking, the workbook rated relatively higher in Format 

and echa.nieal Features than in any oth r main division. Only 20 points 

separated the highest and the l o est r anking orkbooks in •'or, t and e-

cba.nical 1',eatures. orkbook D was super1.or to all other workbooks with 

/ 
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respect to its Provisions for Individual Differences. It was rated 155 

points out of a possible 179 points . Workbooks F and H were poorest 

in respect to Individual Differences th total ratings of 92 and 95 

point s , respectively. 

In provision f or Reviewing and Testing , most of the workbooks were 

r elatively satisfactory, although workbook A with 109 points was clearly 

the least uesirable in this respect, next to the lowest score. 

Thus, i t seemed that the best workbook ,is superior on three of the 

f our main divisions, and that the poorest workbook was lowest in two of 

the f our and next to the lowest in a third division. The differences 

in total scores of the other six orkbooks are negligible, although in 

certain f eatures ther e is clearly a difference between them. 

The value of this score card lies in providing persons who are de­

sirous of selecting Elelilentary Business Training workbooks with ob­

jective criteria by which to rate the workbooks under consideration. It 

may, be that the values assigned to the various features may not coincide 

with the objectives of individual teachers or the school. Indeed, the 

varying importance attached to the features by different members of the 

jury is indicative of a divergence of opinion on several points. Al­

though the score card apparently includes all important features, as 

evidenced by the lack of further suggestions from members of the jury, 

nevertheless it is believed that an objective method of selecting work­

book materials is superior to the subjective judgment of a single in­

dividual, which is based upon mere examination and observation. 

The rating of the several workbooks would undoubtedly have been 

different if it had been undertaken by a different committee, for the 

scores assigned to each feature are admittedly subjective, even though 
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it we.s a rating arrived at after joint consideration by the m.ember·s of 

the committee .. Therefore, any teachers desiring to select Elementary 

Bmdness T:eaining workbooks apply the sco:re card. themselves to the work­

books rather than depend upon the rating as reported in this study .. 
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15,. 1956 

D 

o... 1 or book in Junior ... u s i ne s Train 
il b helpful to y ou ,ell a t ooth r" ho t each tbi ., 

eelect " oup of e 1cher~ hi"' en chosen to ct s ju:ry in 
short ~U6 t io i re 

.. John G.. irk,. Direct o of Coia!lle c· l t uc t ion, 
~ur sted t at you , as · ue cher of Junior sine..,. 

s ibly t o pro"' it f rom this s tudy e vin , 
jury . 

hilndelphi:! , 
a 1n1. · , WC'.lld 

embe of th 

Bhoul you t.:.esi re 
nclose.:: card. copy of the 

pl se iPn n return th 
ill be · i ed to you i.11.t-

... ,,a4.J..~· tely u on receipt of ·t. 

. en I v co apl ~te n:sr tu.dy, ! .;; 11 · ple s ·d to e y<n 1 e­
rt of fining . 

V ry tc y yo r , 

Ivy L Co -oody 



Dear--------
I al'll working on a proble111 from which I hope to de,term.ne the ~~tu$ of 
t,orkbooks in Junior :Busineas Trai.td11g.. I plan to esk a 11m:.i ted number 
of teacher;;;,. to act. as a jury 'to help set 'fi.P a criterion !'o:r:· & aeo1:·e card 
from: which to j~ thei1e workbooks,. 

tray I have t~ nows and add.rease:s of f'ive teacher$ whom you consider 
successful in teaching Junior Business 1:r$inl!li and woo use your· work­
books?· 

1 .a::.<1 ~ing an analytl.eal S,tudy of workbook~ and workbook :mate:d.a,ls a.Di 
ghoo.ld like to have teachers' cpinions o.f th1s device of teaebi:ng., 
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Gent.leme:nt 

I am making an analytical study of rkbooks and related ate:riala £or 
uae in Junior Business 'fraini~ .. I should like very much to enll:rt the 
eooperation of po.bl1shers in order to 1:nake tlle atu.dy as -00:nprehensive as 
possible,. 

May I have sample copies -of orkhookn and '<>rkbo.ok materials which you 
pnbl1ah for Junior Busi ness •rraini.ng,. together u:ith descriptive lit~ra­
ture or advertising i:na.te:rials used in eonneetion w-itb these publieat.io-n.s. 
These mate:ritls will be retlll'ned to yo--u at the completion of the study 
if you wish tW/im .retur-ned. 



JURY 

.. R Ab , ybi.11 chool, 1 5 Call:i.o St ·et , cw Orl n • 

Jun'o 11 School, .um ._em hi Stre t , 
p 

5. R. J e ch Lincoln J or H' gh ~choal, ~+on, Oh·o 

" Sist 1· Brin jo1,d , P -l f. in H ?h chool, 

5 .. t , P.ig Sc ool, S nt u ' 

ld 

1 .:'orni 

J 

57 

• 

" Ge llin ·, P Teaty n.i..or Hi r;h S"hool , 

City, C li:Co:r 

hil del i , P . 

ed 

a.._ Linne . • D e , dolph ol , ndolp , • y . 

•ri t G. ool , 1 on ... , • Y, 

o. Tho - :; E. itz- · ugh, ol ' ti Hi gh .... cl ol.,, ,-.. vinf"'ton, ·~ v • 

l . Frances .. ree.m n, lll troet, Still tor, Okl 004 
.. . 

2 .. . • G tes :Hi gh ' chool, P-hoeniz , "'!'"f'"""O 

15 . Vinetr .. F.olla a , abylon High ochool, B-bylon , . . ... . 

1 • Lill· n t • .i.10rne, John ,.i"! sha.11 lLi ll'h School, Clevel· d , Ohio 

15~ ed a e , ring Junior Hi. h School , Ph: ladelphla, P . 

lG,. 

17 . 

l • 

1 • 

l . I 

ell e 

• Jo 

P · unior High ~ hool , &llt ke c·ty, Uta 

1. • der , Olf.;v Junior ·· h Se ool, 51m i ton, .. . V.a. 

'""hcll.l·, ·'1 tz.,,i ions Junio:r Hi 'lb uc. ool ,, Phil del , Pa. 

Cour · :oo 41~ ,., C t.., Stillwa ,. Oklal' o 

0 

5. Lill S gu. , e,r.a.r na, Texa 



July 1s, 5 

De 

In the 

jury once 
co e card . 

' e"'Jentbry Busines 
the jud~ nt of th 
·n i visi ons of th 

ill you pleaee~ by return 11, indi te on the t hed card your 
:r ting? u~ to of 100 i nts , nd indicst the val ue, in your 
ju ·,.. ent , v,hich shoulc b ssigne to each of th section~. 

Sincerely yo 

Ivy LeCour oody . 

1/15/58 

1. For t and echanical F'e tures 

2. Organization, Content, .nd teri 1 

5 . Provisions for Individual Differ nc & 

4. n.eviewins nd T stin 

Total 

(Signed) 

alu 

100 point 

58 
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WEIGHTED AVE GE FO EACH FEATURE OF 'fHE 

Featur s eighted Average 

1. Format and 1echanica.l ea.ture : 

l . Recency of Publication 

2 . Table of Contents 

l5 . Good quality of unglazed paper that 
takes ink well 

4 ., Clear, readable type 

5 . Printed on one side of paper only 

6 . Opens fla.t 

7. Perforated sheets 

8 . Punched notebook holes 

9. P·ovision f or name and date on ea.ch 
exercise 

10. Times ving devices for teacher nd--
pupil 

11. Extra blank paper 

12. Envelope in which to fil e pa.pel'fr 

15.. Impressiveness of_ the-cJnake -up of the 
workbook aa a. Tlhole 

Total 

2 . Organization, Content ., and Materials: 

1 . Exercises .arranged and numbered to correlate 
with the text 

2. No correlation with text book 

5. Directions in use of orkbook as a whole 

5.1 

7. 2 

8. 5 

5. 2 

6.5 

6.1 

5.8 

6 .. 5 

7.7 

5.8 

5. 5 

71.4 

6 .. 8 

o .. 4 

5 .. 5 

4. Compl ete instructions for each exercise 7.2 

5.. Statement of problems makes reference t-o 
textbook unnecessar, ! .5 

6 . Exercises in accordance with present experiences 
of the pupils 5.6 

.. 



Features 

7. Additional problems other than those in text 

8. Thought and discussion, as well as objective, 
questions 

9. Variation of exercises to a void repetition 

10 . Adequate and proper drill work 

11. Provision f or class and oup work as well as 
indi vi.dual work 

12. Realistic business f orms 

15. Exploratory and pre-test materials 

14. Recognition and use types of vocabulary study 

15. Plans for business trips and vocabulary check 
lists 

16. Devices for motivating legible handwriting 

17. Application of one principle at a time 

18. Encourage neatness 

19. Emphasis on social as well as individualistic 
records 

20 . orkbook understandable to high school pupils 

Total 

5. ProvLsion f or Individual Differences: 

1 . Individual progress charts 

2. Suggestions f or study 

5. Problems on varying (A, B, C) levels of 
achievement 

4. Personality blanks for self-analysis 

5. Periodic personality check lists 

6. Functional guidance activities 

7 . Inclusion of new experience other than those 
in the workbook 

8. Provision for student initiative 

60 

eighted Average 

6.4 

6.9 

6. 6 

6.9 

6. 6 

8.1 

6. 2 

6.1 

4.7 

6.1 

5.4 

7.5 

7.2 

a.s 

118 .. 5 

5. 5 

5.8 

5.7 

5 .• 5 

s.o 

5. 4 

5.7 

6.7 



Feature.a 

9 . Error analysi' of fundamental processes 

10. Selecte references in addition to the text 

Total 

4. Reviewing and Testing: 

1 . Self-administering test 

2. Follo up exercises fter testing 

61 

Weighted Average 

5.6 

4.7 

55.4 

5.2 

6 .. 1 

5. Encouragement 0£ and emphasis on correct pelling 
a era tical construction 7.1 

4. Arithmetical application of materials 

5. Opportunit y to use anG. develop judgment 

6. Exercises r equiring kno ledge gained from 
class discussions 

7. Summarizing problems which over several units 

Total 

6.6 

7. 2 

7.1 

6 .. 9 

46.2 



INSTRUCTIONS FOR USE OF THE CHECK-LIST 
62 

Following is a list of items end characteristics found in Element ary Business Training Workbooks. You are 

requested to note in the designated column whether you consider each of these items as essential, desirable, of 

littl e value, or undesirable in such workbooks, The degree of desirability, etc., may be noted by a numerical 

vn lue . Numbers 7, 8 or 9 should be used in the column headed "essentialn; numbers 4, 5 or 6 in the "desirable" 

co lumn; I, 2 or 3 in the column headed "of little or no va lue"; and O in the "undesirable" column, No item 

should be checked in more than one column. In determining in which column an item should be included it might be 

wo l I to as k ttls {for example) a table of contents essential, desirable, of little value, or undesirable in an 

El umentary Business Training Workbook?" Space is provided for you to include any other items you wish, 

FEATURES !Q.!!B. OPINION 

I 

1, For mat and Mechanical Features 

I, Recency of publication 

2 . Table of contents 

3. Good c;ua Ii ty of ung hi:zed paper that t akes 
ink we 11 

4 . Clear, readable type 

5 , Printed on one side of paper only 

6 . Opens fl at 

7 . Perfor at ed sheets 

3 , Punched notebook holes 

9 , Provision for name and date on e ach 
exercise 

10 . Ti me s aving devices for teac her and 
pupi I 

I I . Ex tr~ b l ank paper 

12, Envelope in which to file papers 

13. Impressiveness of the make-up of the 
workbook us a whol e 

14 , Other ____________________ _ 

-~~-------------------·----
0'.·iWll.za t ion, Content, ~ Materials 

I. Exercises arr anged and numbered to 
corre l at e with the text 

2, No correl ation with textbook 

3. Dire~ tions in use of workbook as 
r, whole 

4, Complete instructions for each exercise 

S. St ~t ement of probtems m~kes reference 
to tuxtbook unnecessary 

~. Exercises in accord with present 
experiences of the pupi Is 

7. Additi ona l problems other than those 
in t r,xt 

8 . lhought nnd discussion, as we l I as 
ob j ec ti ve , ques tions 

9 . Var i~tion of exerc i ses to ~vo id 
re pdition 

'.O . / dc ,;ua t e and pr oper dri II work 

II. Provision for c l ass and group work 
as we ll as individu a l work 

12, Rea l istic business forms 

13, Explor~tory and pre-tes t mat er i a l s 

14, Recognition and use types of 
vocabu l ary s tudy 

"' .., 
C 
Q) 
(I) 
(I) 

LU 

. ·, !1 a. 7 : 

Q) 

.0 

"' L. 

(I) 
Q) 

0 

L. 

0 "' :, 
Q) -- "' -+'> .., 
·- 0 ..IZ 

U) 

"' -0 
C 

:::, 

--h-2L. 4 3 ~----..Q __ : 

--.!.-----
.. l 4,. __ !.__--0-_____ : 

._.._._...,...__ ____ : __ ..2._.l._l._ __ L__..._ ____ : 

. _____ u __ : o ____ : 
__ 2 __ t_.t_o. ________ Jl.l_l. ___ !__a__ __ : 

:_..J... ~-!.----
___ ,L___ 

11 _!_ __ a_ ___ : 

7 2 1 _Q_ __ .L__ __.._ __ 

L_: - _.l __ __;_ _ _L_ __ : 

- : _______ : _________ : - Q_ _____ : 

_: -~J)_ __:... __ (l_ ____ : 

----~-- : ___________ : ________________ : ~---------
________ : ------ : __________ : ______ _ 

. . . ----------·------------· ~------------·-----------

= _Q_.Q.Jl. __ .;. __ O l C 

:_L_t _____ !_ ----·---

1 ---------- : ___________ _ 

----L-------
-- ·--------.~ ___ o __ _ 
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FEATURES 

15. Pl ans for business trips and 
vocabulary check lists 

16 Devices for motivating legible 
handwriting 

17. Application of one principle at 
i: time 

18. Encourages neatness 

19. Emphasis on social as welt as 
individualistic values 

20. Workbook understandable to high 
school pupi Is 

21, Other _______________ _ 

I II, Provision for Individual Differences 

I, Individual Progress Charts 

2, Suggestions for study 

3, Problems on varying (A, B, C) levels 
of achievement 

4. Personality blanks for self-al a lysis 

5, Peri odic personality check lists 

6, Functional guidance activities 

7. Inclusion of new experience other 
than those in the book 

8. Provision for student initi a tive 

9, Error ana lysis of fund amen t a l 
processes 

:o, Selected references in addition 
t o the text 

11, Other-------------·------

--~~---------------

I, Self-adn inistcring tests 

2. Fo ll ow-up exercises after testing 

3 . Encouragement of and emphasize on 
correct s pa I ling and grammatica l 
construction 

4 . Ar ithme ti c&( applica tton of 
m'1teric. l s 

5, Opportunity to use and deve lop judgment 

G Exe- ~i ses requiring knowl edge ga ined 
from ciass di scussions 

: . Summa · izi ng prob lems whi ch cover sever a l 
Uf"I j ~.S 

'3 0 .-t-,- r -------------------------

~---·----------
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rQYB. Q.f.Jlllilli !!. - ! ..0 

"' (II "' ..0 :J L .... "' (II 

C L - ,, U) 

(II +' sL > (II 

Ill II) 
,. 0 't> 

Ill (II 0 C 
I.I.I 0 ..J z ::, 

: __ 9,1-.!L__7 ___ t ___ 6,1-.2.,. 4 ____ : ____ 3~-~-1 ____ .L_ ____ Q ____ : 
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!L0-4- -.......L---oM-•~---- 0 0 0 ----.L.---0---: 

_Q_ ___ : 

U_A..L ____ : _..l..Q_Q. ___ L.JLQ....Q_ ___ _! ____ Q_ __ : 

: _____________ : _____________ : _____________ : ____________ : 

: ------- t ___________ : ----------- -: --------' 

: ------- '-----------: ------------: ----------: 

: ..a-J....Q..._ __ 1 ___ 4.. ---!.-Ll...0----!.--....0....----' 
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J.Q_.4. .... 1 __ -~ 

L_ , __ u ___ , .JLQ_Q ____ 1 ___ 1 ___ : 

:JL2 .. J, ___ , -- __ Q __ : __ 1 Q_..Q ______ : _ Q_ _____ : 

- : __ i. l..l ____ : ___ _Q ______ : 

-------·~---=''---------------' __________ : ---------
------- I ----------'----------1--------
__________ : ___________ 1 __________ : ---------
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' .:, 
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SCORE CARD FOR RATING E:SEMENTAHY BUSINESS 

TRAINING worurnoorrn 

Directions for the use of the score card: 

A separate score card shouJ.d be used for each workboolc. Each 
workbook is to be rated on the basis of a perfect score listed in the 
column headed perfect score. If in the judgment of the rater this 
particular feature could not be improved uron or is as near perfect 
as conditions will permit, the item should be given a perfect score. 
If the feature is entirely missing in the workbook or is included in 
such a way as would be detrimental to the learning activity of the 
pupil, the item should be rated zero. Any other score between the 
two extremes of zero and perfect may be allotted to each feature in 
accordance with the judgment and experience oft.he rater. When the 
rating is completed, the scores should be add0d to find the total for 
the workbook, for each section, and for the workbook as a whole. 

Name of workbook rated ___ _.Vi...,'(o .... r ... k.,.b_o.,.o,..k.._.A. ____________ _ 

Features 

I. Format and Mechanical Features 

1. Recency of publication 

2. Table of contents 

J. Good quality of unglazed paper that 
takes ink well 

4. Clear, readable type 

5. Printed on one side of paper only 

6. Opens flat 

7. Perforated sheets 

8. Provision for name and date on each 
exercise 

9. Time-saving devices for teacher and 
pupil 

10. Envelope in which to file pages 

11. Impressiveness of the make-up of the 
workbook as a whole 

Total 

Perfect 
Score 

Maximum 
Score 

14 

10 

14 

17 

10 

13 

11 

13 

15 

11 

11 

139 

Score 
Allowed 

12 

10 

14 

17 

0 

1] 

13 

12 

0 

11 

105 

' \ 



Perfect 
Scor e 

or 
II . OrGa nization, Content , ~ ~ial s Maximum 

Score 
1 . ~xerciscs arranged ~nd nwnbe r ed to 

correlate n ith the text 

2 . Direction s in use of ·workbook: as 
a whole 

3 . Complete instructions fo r each 
exercise 

4 . Exercises in accor d i:ri th pr esent 
experiences of the pupi l s 

5 . Additional probl ems other than 
those in the text 

6 , Thought and discussion, as vrell as 
objoct:i. ve , questions 

7 . Var ietion of exercises to avoi d 
rcpition 

8 . Adequate and pr oper drill wo rk 

9 . Provision f or c l ass and gr oup work 
as well as individua l wo rk 

10 . Realistic business forms 

11 . Exploro..tor y and pr e- test Fto..terials· 

12 . RecoEnition and use types of 
vocabulary study 

13 . Plans for business trips and check 
lists 

14 . Devices for motivat i ng legible 
handvrri tine; 

15 . Applicn.tion of one principle at a 
t ime 

16 . Encourages neatness 

17 . Emphasis on social as 1;rcl l as 
i ndividualistic values 

18 . 1.":orkbook unde r standabl e to hir;h 
sc:hool. pupils 

Total 

29 

23 

30 

24 

27 

29 

28 

29 

28 

34 

26 

26 

20 

26 

23 

32 

30 

36 

500 

Score 
Allowed 

27 

22 

27 

20 

27 

26 

28 

25 

25 

25 

2Q 

20 

0 

0 

23 

25 

30 

25 

395 



III. Provision for Individunl Differoncos 

1. Individual progress charts 

·2. Sugcestions for st~dy 

Perfect 
_§QQI_g_ 

or 
Maximum 

Soore 
18 

19 

3. Problems on varying (A, B, C) levels of 
achievement 18 

4. Personality blanks for self-anal ysis 17 

5, Periodic personality check lists 16 

6. Functional guidance activities 17 

7. Inclusion of new experiences other than 
those in the book 18 

8. Provision for student initiative 23 

9, Error analysis of fundamental processes 18 

10. Selected references in addition to the 
Text 15 

Total 179 

IV. Revievling and Testing 

1. Self-administerinG tests 20 

2. Follow-up exercises after testing 24 

3, Encouragement of and emphasis on cor­
rect spelling and grammatical con-
struction 28 

4, Arithmetical application of materials 26 

5. Opportunity to use and develop judgment 28 

6. Exercises ' requiring kn01'll edge gained f rom 
class discussions 29 

7. Summar izing problems which cover 
several units 

Total 

V. Total 

27 

182 

1000 

Score 
Allowed 

0 

15 

15 

15 

15 

15 

18 

22 

15 

0 

130 

14 

16 

0 

26 

28 

25 

25 

109 

739 

66 
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SCORE CARD FOR RATING ELEMENTARY BUSINESS 

TRAINING WORKBOOKS 

Directions for the use of the s core card: 

A separate score card sh.oul.d be used for each workbook. Each 
workbook is to be rated on the basis of a perfect score listed in the 
column headed perfect score. If in the judgment of the rater this 
particular feature could not be improved upon or is as near perfect 
as conditions will permit, the item should be given a perfect score. 
If the feature is entirely missing in the workbook or is included in 
such a way as would be detrimental to the learning activity of the 
pupil, the item should be rated zero. Any other score between the 
two extremes of zero and perfect may be allotted to each feature in 
accordance with the judgment and experience of the rater. When the 
rating is completed, the scores should be added to find the total for 
thE;i workbook, for each section, and for the workbook as a whole. 

Name of workbook rated Workbook B -----~=-==-=:,;...:.=--=-------------
Perfect 

Features Score 
or 

Maximum 
I. Format and Moche.nical Features Score 

1. Recency of publication 14 

2. Table of contents 10 

3. Good quality of unglazed paper that 
takes ink well 14 

4. Clear, readable type 

5, Printed on one side of paper only 

6. Opens flat 

7. Perforated sheets 

8. Provision for name and date on each 
exercise 

9, Time-saving devices for teacher and 
pupil 

10. Envelor e in vrhich to file pages 

11. Impressiveness of the make-up of the 
workbook as a whole 

Total 

17 

10 

13 

11 

13 

15 

11 

11 

139 

Score 
Allowed 

14 

10 

l4 

17 

0 

5 

11 

13 

12 

0 

9 

10a 



Perfect Score 
61 

Score Allowed 
or 

II. Org:a niz~ti~, Content, and Mate rials - -------- Maximum 
Soore 

1. Bxercises arranged P,nd nwnbered to 
correlate ,;rith the text 29 27 

2 . Directions in use of Yrnrkbook as 23 20 
a whole 

3. Complete instructions for each 
exercise 30 28 

4 . Exercises in accord with present 
experiences of the pupils 24 20 

5. Additional problems other than 
those in the text 27 25 

6 , Thought and discussion, as yrell a.s 
objocti ve, questions 29 20 

7 . Va.rie.tion of exercises to a.void 
rcpition 28 2 r/ 

8 . Adequate and proper drill work 29 27 

9. Provision for clnss and group wo rk 
as well as individual work 28 22 

10. Realistic business forms 34 30 

ll . Exploratory o.nd pre-test r>1.o .. te rials 26 25 

12 . Recognition and use types of 
vocabulary study 26 15 

13. Plans for business trips and check 
lists 20 10 

14. Devices for motivating legible 
handvrri ting 26 0 

15 . Applica.tion of one principle at a 
ti"ne 23· 20 

16 . Encourages neatness 32 30 

17 . Emphasis on social as i;roll as 
individualistic values 30 28 

18. ~-:orkbook understandable to high 
school pupils 36 33 

Total 500 407 



III. Provision for Individual Differences 

1. Individual progress charts 

·2. Suggestions for s tudy 

Perfect 
Score 
or 

Maximum 
Score 

18 

19 

3, Problems on varying (A, B, C) levels of 
achievement 18 

4, Personality blanks for self-analysis 17 

5, Periodic personalit;ir check lists 16 

6. Functional guidance activities 17 

7, Inclusion of new experiences othGr than 
those in tho book 18 

S. Provision for student initiative 23 

9, Error analysis of fundamental processes 1S 

10. Selected references in addition to the 
Text 15 

To~l 1~ 

IV . Reviewing and Testing 

1. Self-administerinG tests 20 

2. Follow-up exercises af ter tes t i ng 24 

J. Encouragement of and emphasis on cor­
rect spelling and grammatic al con-
struction 28 

4, Arithmetical application of materials 26 

5, Opportunity to use and develop judgment 2S 

6. Exorcises requiring knovrl edge ge.inod from 
class discussions 29 

7, Summarizing problems which cover 
several uniti:, 

Total 

•T. Total 

27 

1000 

Score 
Allowed 

0 

16 

10 

0 

0 

15 

15 

20 

12 

10 

98 

17 

16 

20 

22 

25 

20 

25 

145 

755 



SCORE CARD FOR RATING ELEMENTARY BUSJNE,SS 

TRAINrnG WORKDOOirn 

Directions for the use of the score card: 

A separate score card should be used for each workbool<:. Each 
workbook is to be rated on the basis of a perfect score listed in the 
column headed perfect score. If in the judgment of the rater this 
particular feature could not be improved upon or is as near perfect 
as conditions will permit, the item should be given a perfect score. 
If the feature is entirely missing in the workbook or is included in 
such a way as would be detrimental to the learning activity of the 
pupil, the item should be rated zero. Any other score between the 
two extremes of zero and perfect may be allotted to each feature in 
accordance with the judgment and exporiencc of the rater. When the 
rating is completed, the scores should be added to find the total for 
the workbook, for each section, and· for the workbook as a whole. 

Name of workbook rated ___ _.w ... o~r .... k..,b,....,o .... o .. k..__C ... ____________ _ 

Features 

I. Format and Mcch3.nical Features 

1. Recency of publication 

2. Table of contents 

3. Good quality of unelazed pa.per that 
takes ink well 

4. Clear, readable type 

5. Printed on one side of paper only 

6. Opens flat 

7. Perforated sheets 

8. Provision for name and date on each 
exercise 

9. Time-saving devices for teacher and 
pupil 

10. Envelope in which to file pages 

11. Imprassiveness of the make-up of the 
workbook as a whole 

Total 

Perfect 
Score 

.Maximum 
soore 

14 

10 

14 

17 

10 

13 

11 

13 

15 

11 

11 

139 

Score 
Allowed 

14 

10 

14 

1'7 

2 

10 

11 

13 

12 

0 

- ~} 

112 

70 



Perfect Score 
Score Allowed 

II. Orr:a niz!:_ti~, Conte~, and Materials ---·-
1. ~xerciscs arranged n.nd numbered to 

correln. t e with the text 29 

2. Directions in use of workbook: as 23 
a whole 

3 . Complete instructions for each 
exercise 30 • 

4 . Exercises in accord ,;ri th present 
experiences of the pupils 24 " 

' 

5. Additional probl ems other than 
those in the text 27 

6 . Thought and discussion, as ·well as 
objocti ve, questions 29 

7. Vnri2.tion of exercises to avoid 
repition 28 II 

8 . Adequate and proper drill work 29 It 
9. Provision for class and group work 

as well as individual work 28 

10. Realistic business forms 34 II 

11. Explorri..tory and pre- test rnnterials 26 

12. -:-, • -L. and use types of Jcecozn1 vl.Oil 

I vocabulary study 26 

1 ·~ o . Plans for business trips and check 
lists 20 

14. Devices for motivating legible 
handHritin[; 26 

15. Applicn.tion of one princ iple at a 
time 23 

16 . Encourai:;es neatness 32 

17 . Emphasis on social as well as 
i ndividualistic values 30 

18. ~-:orkbook underst andable to high 
school pupils 36 

Total 500 



IIII. Provision for Individual Differoncos 

Perfect 
2Q.2Ls.. 

or 
.Maximum 

Score 
18 I 1. Individual progress charts 

·2. Suggestions for study 19 

3. Problems on varying (A, B, C) levels of 
achievement 18 

4, Personality blanks for self-analysis 17 

5, Periodic personality check lists 16 

6. Functional guidance activities 17 

7, Inclusion of new experiences other than 
those in the book 18 

8. Provision for student initiative 23 

9, Error analysis of fundamental processes 18 

10. Selected references in addition to the 
Text 15 

Total 179 

IV. Reviewing and Tasting 

1. Se1f-administerinG tests 20 

2. Follow-up exercises after testing 24 

J, Encouragement of and emphasis on cor-
rect spelling and grammatic&l con-
struction 28 

4, Arithmetical application of materials 26 

5. Opportunity to use and develop judgment 28 

6. Exorcises requiring knovrledge gained from 
class discussions 29 

7. Summarizing problems which cover 
several unit~ 

Total 

iT. Total 

27 

182 

1000 

Score 
Allowed 

0 

10 

15 

0 

0 

12 

14 

20 

15 

12 

98 

19 

16 

25 

6 

25 

20 

20 

131 

'7 35 



SCORE CA.T-{D FOR RATING ELEMENTARY BUSTNESS 

TP-4.INING worumom:s 

Directions for the use of the score card: 

A separate score card uhould be used for each workbook. Each 
workbook is to be rated on the basis of a perfect score listed in the 
column headed perfect score. If in the judgment of the rater this 
particular feature could not be improved upon or is as near perfect 
as conditions will permit, the item should be given a perfect score. 
If the feature is entirely missing in the workbook or is included in 
such a way as would be detrimental to the learning activity of the 
pupil, the item should be rated zero. Any other score between the 
two extremes of zero and perfect may be allotted to each feature in 
accordance with the judgment and experience oft.he rater. When the 
rating is completed, the scores should be added to find the total for 
the workbook, for each section, and for the workbook as a whole. 

Name cf workbook rated _____ W...,o .. r .... k=b=o;:;...:;,o=k'--"D'---------------

Perfect 
Features Score 

or 
Maximum 

I. Format and Mechanical Features Soore 

1. Recency of publication 14 

2. Table of contents 10 

3, Good quality of unglazed paper that 
takes ink well 14 

4, Clear, readable type 

5, Printed on one side of paper only 

6. Opens flat 

7. Perforated sheets 

8. Provision for name and date on each 
exercise 

9. Time-saving devices for toacher nnd 
pupil 

10. Envelope in which to file pagec 

11. Imprassiveness of the make-up of the 
workbook as a whole 

Total 

17 

10 

13 

11 

13 

15 

11 

11 

139 

Score 
Allowed 

12 

8 

14 

l '7 

4 

7 

11 

13 

12 

0 

10 

108 

75 



II. Oria ni zation, Content, an~ ~rials 

1. ~xercises arranged nnd nu.~bered to 
correlate ,dth the t ext 

2. Directions in use of y,rorkbook as 
a whole 

3 . Compl ete instructions for each 
exercise 

1 . Exercises in accord with present 
experiences of the pupils 

5 . Additional problems other than 
those in the text 

6 . Thotight and discussion, as vrell as 
objective, questions 

7 . Vari~tion of exercises to avoid 
repi tion 

8 . Adequate and pr oper dr ill wo rk 

9. Provi sion for clf\.ss and group work 
as well as individua l work 

10. Realistic business forms 

11. Exploratory and pr e-test materials 

12. Recoenition and use types of 
vocabulary study 

13. Plans f or business trips and check 
lists 

14. Devices for motiYating legible 
handvrri tine 

15. Application of one principle at a 
time 

16 . Encouraces neatness 

17 . Emphasis on social as wel l as 
i ndividualistic values 

18 . :·:orkbook: understandable to high 
school pupils 

Total 

Perfect 
Score -Mui.Jim.a 
eowe 

29 

23 

30 

24 

27 

29 

28 

29 

28 

3 4 

26 

26 

20 

26 

23 

32 

30 

36 

500 

Score 
Allowed 

19 

lt 

16 

It 

IO 

II 

0 

0 

IQ 

0 

81 

II .,. 

.,. 



III. Provision fo£ Individual Difference~ 

1. Individual progress charts 

·2. Suggestions for s tudy 

Pcrfoct 
Scor9_ 

or 
Maximum 

Score 
18 

19 

3, Problems on varying (A, B, C) levels of 
achievement 18 

4, Personality blanks for self-analysis 17 

5, Periodic personality check lists 16 

6. Functional guidance activities 17 

7, Inclusion of new experiences other than 
those in the book 18 

8. Provision for student initiative 23 

9. Error analysis of fundamental processes 18 

10. Selected references in addition to the 
Text 

Total 

IV. Reviewing and Testing 

15 

179 

1. Self-administerin[~ tests 20 

2. Follow-up exercises after testing 24 

3, Encouragement of and emphasis on cor­
rect spelling and grammatic,~l con-
struction 28 

4, Arithmetical application of materials 26 

5. Opportunity to use and develop judgment 28 

6. Exercises requiring knovrledge gained from 
class dis cussions 29 

7. Summarizing problems which cover 
several unit8 

Total 

1T. Total 

27 

182 

1000 

Score 
Allowed 

18 

15 

15 

17 

16 

15 

15 

20 

12 

10 

153 

19 

21 

0 

25 

25 

25 

25 

140 

773 

,a 



SCORE CARD FOR RATING ELEMENTARY BUSINESS 

TP.AINING WORKDOOKS 

Directions for the use of the score card: 

A separate score card should be used for each workbook. Each 
workbook is to be rated on the basis of a perfect score listed in the 
column headed perfect score. If in the judgment of the rater this 
particular feature could not be improved upon or is as near perfect 
as conditions will permit, the item should be given a perfect score. 
If the feature is entirely missing in the workbook or is included in 
such a way as would be detrimental to the learning activity of the 
pupil, the item should be rated zero. Any other score between the 
two extremes of zero and perfect may be allotted to each feature in 
accordance with the judgment and experience oft.he rater. When the 
rating is completed, the scores should be added to fi.nd the total for 
the workbook, for each section, and for the workbook as a whole. 

Name of workbook rated Workbook E ----------------------
Perfect 

Features Score 
or 

Maximum 
I. Format and Meche.nical Features Soore 

1. Recency of publication 14 

2. Table of contents 10 

3. Good quality of unglazed paper that 
takes ink well 14 

4. Clear, readable type 

5. Printed on one side of paper only 

6. Opens flat 

7. Perforated sheets 

8. Provision for name and date on each 
exercise 

9. Time-saving devices for taacher and 
pupil 

10. Envelor e in which to file pages 

11. Impr0ssiveness of the make-up of the 
workbook as a whole 

Total 

17 

10 

13 

11 

13 

15 

11 

11 

139 

Score 
Allowed 

14 

8 

14 

17 

10 

5 

11 

13 

12 

0 

9 

113 

76 



Perfect 
Score 

II. 01·1z:a nization, Content, and Materials · · 
-- - -- lfa.X1'.lnUl 

1. ri::xercises arranged nnd numbered to S ore 
correlate u ith the text 29 

2. Directions in use of workbook as 
a whole 

3 . Complete i nstructions for each 
exercise 

4. Exercises in accord with present 
experiences of the pupils 

5. Additional problems other than 
those in the text 

6 . Thought and discussion, as v.rell as 
objccti ve, questions 

7 . Varie.tion of exercises to avoid 
r cpition 

8 . Adequate and proper drill work 

9. Provislon for clf'lss and group work 
as well as individua l work 

10 . Realistic business forms 

ll. Exploratory and pr e- test 1nc_'1.te r ials 

12. Recognition and use types of 
vocabula r y study 

13 . Plans for business tri?s and check 
lists 

14. Devices for motivating legi ble 
handvrri tinG 

15 . Applicat ion of one principle at a 
time 

16 . Encoura~es neatness 

17 . Emphasis on social as i;rnl l as 
i ndividualistic values 

1 8 , '.":orkbook understandable to high 
school pupils 

Total 

23 

30 

24 

27 

29 

28 

29 

28 

34 

26 

26 

20 

26 

23 

32 

30 

36 

500 

I 

Score 
Allowed 

If 

•• 
• 
• 
• 
•• 
II 

• 
• 

• 
IQ 

• ,,, 
le 

•• 

ff 



III, Provision for Individu~l Differences_ 

1. Individual progress charts 

·2. Suggestions for study 

Perfect 
Scorg_ 

or 
Maximum 

Score 
18 

19 

Score 
Allowed 

12 

15 

3. Problems on varying (A, B, C) levels of · 15 
achievement 18 

4, Personality blanks for self-analysis 17 

5, Periodic personality check lists 16 

6. Functional guidance activities 17 

7. Inclusion of new experiences other than 
those in the book 18 

8. Provision for student initiative 23 

9, Error analysis of fundamental processes 18 

10. Selected references in addition to the 
Text 15 

Total 179 

IV. Reviewing and Testing _ 

1. Self-administerini tests 20 

2. Follow-up exercises after testing 24 

3, Encouragement of and emphasis on cor-
rect spelling and grammaticc...l con-
struction 28 

4, Arithmetical application ·of materials 26 

5 , Opportunity to use and develop judgment 28 

6. Exercises requiring kno.'1l edge gained from 
class discussions 29 

7, Summarizing problems which cover 
several unite 

Total 

·;7 . Total 

27 

182 

1000 

0 

8 

14 

1 5 

20 

12 

12 

123 

1 '7 

19 

20 

2, 
25 

25 

25 

155 

817 



/ 

SCORE CA.1W FOR RATING ELEMENTARY BUSINESS 

TRAINING WORKBOOKS 

Directions for the use of the score card: 

A separate score card should be used for each workbook. Each 
workbook is to be rated on the basis of a perfect score listed in the 
column headed perfect score. If in the judgment of the rater this 
particular feature could not be improved upon or is as near perfect 
as conditions will permit, the item 5hould be given a perfect score. 
If the feature is entirely missing in the workbook or is included in 
such a way as would be detrimental to the learning activity of the 
pupil, the item should be rated zero. Any other score between the 
two extremes of zero and perfect may be allotted ta each feature in 
accordance with the judgment and. experience of the rater. When the 
rating is completed, the scores should be added to find the total for 
the workbook, for each section, and for the workbook as a whole. 

Name of workbook rated __ __.W_.o.._r.=k=b~o=o=ka..-:F,_ ____________ _ 

Perfect 
Features Score 

or 
Maximum 

I. Format and Mcche.nical Features So ore 

1. Recency of publication 14 

2. Table of contents 10 

J. Good quality of unglazed paper that 
takes ink well 14 

4. Clear, readabl e type 

5, Printed on one side of paper only 

6. Opens flat 

7, Perforated sheets 

8. Provision for name and date on each 
exercise 

9. Time-saving devices for tGacher and 
pupil 

10. Envelor e in v1hich to file pages 

11. Imprassiveness of the make-up of the 
workbook as a whole 

Total 

17 

10 

13 

11 

13 

15 

11 

11 

139 

Score 
Allowed 

14 

10 

14 

17 

10 

8 

11 

13 

10 

0 

6 

113 

7t 



II. Orga nizati~E;, Content , and Materials 

1. r;;xerci sc s arranged and numbered to 
correlate with the text 

2. Directions in use of workbook: as 
a whole 

3. Complete instructions for each ' 
exercise 

1 • . Exercises in accord vri th present 
experiences of the pupils 

5. Additional problems other than 
those in the text 

6 . Thought and discussion, as vrell as 
objccti ve, questions 

7. Vo.rie.tion of exercises to avoid 
repition 

8 . Adequate and proper drill work 

9 . Provision for class and grou:) work 
as well as indi vidun.l work 

10, Realistic business forms 

11. Explorn.tory and pre-test 1110.terials 

12. Recognition and use types of 
vocabulary study 

13. Plans for business trips and check 
lists 

14. Devices for motivating legible 
hand.-rri tine 

15. Applicat ion of one principle at a 
time 

16. Encourages neatness 

17. Emphasis on social as well as 
i ndividualistic values 

18, ':Torkbook understandable to high 
s chool pupils 

Total 

Perfect 
Score 

• Jfeud•• 
oow 
29 

23 

30 

24 

27 

29 

28 

29 

28 

34 

26 

26 

20 

26 

23 

32 

30 

36 

500 

Score 
Allowed 

u 

Q 

0 

IO 

18 

IQ 

IQ ... 



III. Provision for Individual Differences 

1. Individual progress charts 

·2. Suggestions for study 

Perfect 
_§QQI..Q_ 

or 
Maximum 

Score 
18 

19 

3, Problems on varying (A, B, C) levels of 
achievement 18 

4. Personality blanks for self-analysis 17 

5, · Periodic personality check lists 16 

6. Functional guidance activities 17 

7, Inclusion of new experiences other than 
those in the book 18 

8. Provision for student initiative 23 

9, Error analysis of fundamental processes 18 

10, Selected references in addition to the 
Text 15 

Total 179 

IV. Reviewing and Testing 

1. Self-administerin~ tests 20 

2. Follow-up exercises af ter testing 24 

J. Encouragement of and emphasis on cor­
rect spelling and grammatical con-
struction 28 

4, Arithmetical application of materials 26 

5, Opportunity to u~e and develop judgment 28 

6. Exercises requiring knonledge gcincd from 
class discussions 29 

7, Summarizing problems which cover 
several unitn 

Total 

,r. Total 

27 

182 

1000 

Score 
Allowed 

0 

16 

15 
0 

0 

5 

12 

20 

14 

10 

92 

15 

6 

20 

16 

25 

20 

127 

699 

1 



SCORE CARD FOR RATING ELEMENTARY BUSINESS 

TRAINI]G HORKDOOKS 

Directions for the use of the s core card: 

A separate score card should be used for each workbook. Each 
workbook is to be rated on the basis of a perfect score listed in the 
column headed perfect score. If in the judgment of the rater this 
particular feature could not be improved upon or is as near perfect 
as condit~ons will permit, the item should be given a perfect score. 
If the feature is entirely missing in the workbook or is included in 
such a way as would be detrimental to the learning activity of the 
pupil, the . item should be rated zero. Any other score between the 
two extremes of zero and perfect may be allotted to each feature in 
accordance with the judgment and experience of the rater. When the 
rating is completed, the scores should be added to find the total for 
the workbook, for each section, and for the workbook as a whole. 

Name of workbook rated Workbook G ----------------------
Perfect 

Features Score 
or 

Maximum 
I. Format and Mechanical Fec.tures Score 

1. Recency of pubiication 14 

2. Table of contents 10 

3. Good quality of unglazed paper that 
takes ink well 14 

4. Clear, readable type 

5, Printed on one side of paper only 

6. Opens flat 

?. Perforated sheets 

8. Provision for name and date on each 
exercise 

9. Time-saving devices for toacher and 
pupil 

10. Envelor e in v,hich to file pages 

11. Imprassiveness of the make-up of the 
workbook as a whole 

Total 

17 

10 

13 

11 

13 

15 

11 

11 

139 

Score 
Allowed 

14 

0 

14 

17 

5 

5 

11 

7 

10 

0 

10 

93 

• 



II. Orsa nization, Content, and Hater~ 

1. ~xercises arranged rmd numbered to 
correlate vri th the text 

2. Directions in use of workbook as 
a whole 

3. Compl ete instructions for each 
exercise 

1. Exercises in accord yrith present 
experiences of the pupils 

5. Additional problems other than 

Perfect 
Score • •uiau 
·•-ON 

29 

23 

30 

24 

those in the text 27 

6. Thought and discussion, as well as 
objocti ve, questions 29 

7. Varietion of exercises to avoid 
repition 

8 . Adequate and proper drill work 

9. Provision for class and group work 
as well as indi viduo.l work 

10. Realistic business forms 

11. Expl oratory and pre-test mo.terials 

12. Recoinition and use types of 
vocabulary study 

13. Plans for business trips and check 
lists 

14. Devices for motivatj_ng legible 
handvrri tine 

15. Application of one principl e at a 
time 

16. EncouraGes neatness 

17. Emphasis on social as wel l as 
individualistic values 

18 . 1::orkbook understandable to hii:;h 
school pupils 

Total 

28 

29 

28 

34 

26 

26 

20 

26 

23 

32 

30 

36 

500 

Score 
Allowed 

'' ao 

0 

• 
,0 

10 

.. ... 

• 



III. Provision for Individual Differoncos 

1. Individual progress charts 

·2. Suggestions for s tudy 

Perfect 
_§Q_QLe 

or 
Maximum 

Soore 
18 

19 

3. Problems on varying (A, B, C) levels of 
achievement 18 

4, Personality blanks for self-analysis 17 

5, Periodic personality check lists 16 

6, Functional guidance activities 17 

7, Inclusion of new experiences other than 
those in the book 18 

8. Provision for student initiative 23 

9. Error analysis of fundamental processes 18 

10. Selected references in addition to the 
Text 

Total 

IV. Reviewing and Testing 

15 

179 

1. Self-administerinc tests 20 

2. Follm'1-up exercises after testing 24 

3, Encouragement of and emphasis on cor-
rect spelling and grammatic&l con-
struction 28 

4, Arithmetical application of materials 26 

5- Opportunity to use and develop judgment 28 

6. Exercises requiring knov1ledge gained from 
class discussions 29 

7. Summarizing problems which cover 
several unite 

Total 

1T. Total 

27 

182 

1000 

Score 
Allowed 

15 

18 

15 

0 

0 

10 

15 

16 

15 

0 

104 

20 

16 

20 

11 

25 

20 

25 

13'1 

712 



SCORE CA.1W FOR RATING ELEMENTARY BUSJNE.SS 

TRAINING WORKDOOKS 

Directions for the use of the score card: 

A separate score card should be used for each workbook. Each 
workbook is to be rated on the basis of a perfect score listed in the 
column headed perfect score. If in the judgment of the rater this 
particular feature could not be improved u, on or is as near perfect 
as conditions will permit, the item should be given a perfect score. 
If the feature is entirely missing in the workbook or is included in 
such a w,ay as would be detrimental to the learning activity of the 
pupil, the item should be rated zero. Any other score between the 
two extremes of zero and perfect may be allotted to each feature in 
accordance with the judgment. and experience of the rater. When the 
rating is completed, the scores should be added to find the total for 
the workbook, for each section, and for the workbook as a whole. 

Name of workbook rated ____ __..w ... a ..... r .... k-b ....... a~a ... k ........ H ...... __________ _ 

Features 

I. Format and Mcche.nical Features 

1. Recency of publication 

2. Table of contents 

3, Good quality of unglazed paper that 
takes ink well 

4, Clear, readable type 

5, Printed on one side of paper only 

6. Opens flat 

7, Perforated sheets 

8. Provision for name and date on each 
exercise 

9, Time-saving devices for toucher and 
pupil 

10. Envelor e in vrhich to file pages 

11. Imprassiveness of the make-up of the 
workbook as a whole 

Total 

Perfect 
Score 
or 

Maximum 
Score 

14 

10 

14 

17 

10 

13 

11 

13 

15 

11 

11 

139 

Score 
Allowed 

12 
9 

14 

17 

6 

5 

11 

13 

10 

0 

9 

106 

• 



Pe r fect Score 
Score All owed 

II. Org;a niz~~C?E_, Content , and Haterial s - - ----
1 . n::xercise s ar ranged nnd nunbered to 

correlate v ith the text 29 

2 , Direction s i n use of workbook as 23 
a whole 

3 , Complete instructions for each 
exercise 30 28 

1 . Exercises in accor d vri th pr esent 
experiences of the pupils 24 l 

5 . Additional pr obl ems other than 
those in the text 27 

6 , Thought and discussion, as well as 
objo cti ve , questions 29 .20 

7. Vc. r frtion of exercises to avoid 
rcpition 28 25 

s. Adequate and proper dr ill wo rk 29 211 

9 . Provision f or c l ass and gr OUl) work 
as well as individua l work 28 22 

10 . Realistic business forms 34 28 

11 . Explorat ory and pr e- test ma terials 26 

12 . Recoznition and use types of 
vocabulary study 26 

13 . Plans for business trips and check 
lists 20 0 

14 . Devices for motivat i ng legible 
handvrri ting 26 

15 . Applicn.t ion of one principle a t a 
time 23 20 

l G. Encourai:;es neatness 32 80 

17 . Emphasis on social as , rol l as 
i ndivi dualistic value s 30 

18 , ~·:orkbook unde r standab l e to hi gh 
school pupils 36 

Total 500 '' 



III . Provision for Xndividual Differences 

1. Individual progress charts 

·2. Sugcestions for study 

Perfect 
Score 
or 

Maximum 
Soore 

18 

19 

3. Problems on varying (A, B, C) levels of 
achievement 18 

4. Personality blanks for self-analj'Sis 17 

5. Periodic personality check lists 16 

6. Functional guidance activities 17 · 

7. Inclusion of new experiences other than 
those in the book 18 

8. Provision for student initiative 23 

9. Error analysis of fundamental processes 18 

10. Selected references in addition to the 
Text 15 

Total 179 

IV. Reviewing and Testing 

1. Self-administerini tests 

2. Follow-up exercises after testing 

J. Encouragement of and emphasis on cor­
rect spelling and grammatical con­
struction 

4. Arithmetical application of materials 

20 

24 

28 

26 

5. Opportunity to use and develop judgment 2S 

6. Exercises requiring knowledge gained from 
class discussions 29 

7. Summarizing problems which cover 
several uniti:; 

Total 

~, . Total 

27 

182 

1000 

Score 
Allowed 

0 

18 

15 

0 

0 

10 

10 

20 

10 

10 

93 

19 

2[l 

0 

22 

25 

25 

25 

137 

714 

• 



F 

Fol lowing is a list of items &nd characteristics found in Elementary Business Training Workbooks. You are 

requested to note in the designated column whether you consider each of these items as essential, desirable, of 

little value, or undesirable . in such workbooks, The degree of desirability, etc., may be noted by a numerical 

va lu e: . Numbers 7, 8 or 9 should be used in the column headed "essential·"; numbers 4, 5 or 6 in the "desirable" 

co lumn; I, 2 or 3 in the column headed 11 of little or no va lue"; and O in the "undesirable" column, No item 

should be checked in more than one column. In determining in which column an item should be included it might be 

wo l I to ask 11ls (for example) a table of contents essential, desirable, of little value, or undesirable in an 

El~mont ary Business Training Workbook?" Space is provided for you to include any other items you wish, 

FEATURES 

I 

I, Format and Mechani£!.! Features 

I. Recency of publication 

~. Ta ble of contents 

3 . Good ~uality of ungla~ed paper that t akes 
ink we 11 

4, Clear, readable type 

5 , Printed on one side of paper only 

6 . Opens flnt 

7, Perforated sheets 

8 , Punched notebook holes 

9 , Provision for name and date on each 
exercise 

10 , Time saving . devices for teacher and 
pupi I 

I I, Extrc blank paper 

12 . Enve lope in which to file papers 

13. IMpressiveness of the make-up of the 
workbook as a whol e 

14 . Other---------------------

Q'.·.anni~, ££D.ifil!.i, ~ Materials 

I. Exercises arr &nged and numbered to 
corr elate with the text 

2. No correlation with textbook 

3, Oi re ~t ions in use of workbook as 
r. who I e 

4. Comp l ete instructions for each exercise 

5, St ~t ement of problems makes reference 
to t ex tbook unnecessary 

~. Exerc ises in accord with present 
experiences of the pupi Is 

7. ~ddit i ona l problems other than those 
in t ,, xt 

8. lhought nnd discussion, as we l I as 
objecti ve, questions 

9 . Vari~ tion of exercises to avoid 
repetition 

'.O , ~de~uate and proper dri II work 

II. Provision for class and group work 
ns well as individual work 

12. Rea l istic business forms 

13. Exp lor atory and pre-test materials 

14. Recognition and use types of 
voc abul ary study 
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FEATURES 

15 . Pl ans for business trips and 
voc abul ary check lists 

16 Devices for motiva ting legible 
han dwr iting 

17. Application of one principle a t 
a time 

18. Encourages neatn ess 

19. Emphasis on soci a l as well as 
individua listic V&lues 

20. Work book understandab l e t o high 
s chool pupi Is 

21 , Other ________________ _ 

·--------------------
I I I. Provision for Individual Differences 

I. Individual Progress Charts 

2, Suggestions for study 

3. ProbleMs on varying (A, B, C) leve ls 
of achi evement 

4. Per sona lity bl anks for self-a l a lysis 

5. Peri odic personality check lists 

6. Func tiona l guidance activiti es 

7. Inc I us ion of new experience other 
than those in the book 

8 . Provi s ion for student initi ative 

9. Error ana lysis of fundament a l 
processes 

!O, Sel ect ed refer ences in addit ion 
t o the t ext 

I I. Other ---- ------------- -

·-- ---------------------

I. Se l f - ad.ninis te r in g t es t s 

2 , Fo ll ow-up exer cises after t es ting 

3 . En cour agement of and emphasi ze on 
correct soe lling and grammat ica l 
cons truct i on 

4. Ar· ithinet i cn l appli ca ti -0n of 
m..t t er i l). l s 

5, Oppor t un i t y t o use and deve l op judgment 

ti 

-, 

Exe-~ises requ i rin g kn owl edge ga in ed 
from c'.ass d iscussions 

Summa~iz ing prob l ems whi ch cover s eve r a l 
Llf" l ~~ 
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