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CHAPTER I 

INTRODUCTION 

Statement of the Problem 

This study developed out of the planning of units to be included 

in a high school clerical practice course. For a learning unit in filing, 

two types of information were desired:  (a) information about the filing 

instruction in the North Carolina high schools, and (b) information about 

the filing in business offices. The purpose of this study is to ascertain 

the status of filing in the public white schools of North Carolina and to 

evaluate the findings according to information obtained from business 

offices in the state. 

Answers to the following questions were sought from the schools: 

1. To what extent is filing taught in North Carolina schools? 
2. If filing is taught, is it offered as a separate subject or 

included as a learning unit within a course? 
3. What are the courses in which filing units are offered? 
U. What equipment is used in the schools for the teaciiing of 

filing? 

Background information concerning the size of the schools in terms 

of pupil enrollment and number of full-time and part-time teachers of 

business subjects, and the graae levels of the business courses offered 

was requested in addition to data on specific aspects of filing instruction. 

The business offices were asked to supply data about type of business, 

total number of office employees, whether the office was head office or branch 

office, and information to provide answers to the following specific questions 

about filing activities: 

1. How many office employees are file clerks or perform filing 
duties? 



2. What methods and systems of filing are most frequently used 
in business offices? 

3. To what extent is there in-service training for the people 
who do the filing? 

];. Is the school's training program for prospective file clerks 
considered adequate? 

5. What aspects of filing do the businessmen think should be 
included in the high school training? 

Sources of Data and Procedures 

To obtain the data, two questionnaires were prepared: one for 

business teachers and one for businessmen. A list of business teachers in 

the white schools for the school year 19U7-U8 was obtained from the State 

Department of Public Instruction. Private high schools, orphanages, and 

church schools vtere eliminated since they are not subject to the same con- 

trol and standards as the public high schools. When these were excluded, 

the public hi^h schools numbered 379. The list from the State Department 

included the name of every teacher teaching a business course, as recorded 

in the Preliminary Reports of the High School Principals. For this study, 

the first-named teacher for each school was assumed to be the head of the 

department, and the questionnaire was directed to that teacher. 

The business offices were selected through Area 3 of the National 

Office iianageraent Association. This area includes five chapters, located 

in Charlotte, Greensboro (Piedmont Chapter), and Raleigh, in North Carolina; 

in Richmond, Virginia; and in Greenville, South Carolina. Names and 

addresses of the secretaries of the five chapters were obtained from the 

secretary of the Piedmont Chapter in Greensboro. The secretaries, in turn, 

supplied the nanes and addresses of their members, numbering 258 members 

in 185 business offices. Educational members were excluded from the list 

to be sampled in this study because of the probability that their offices 

would not be representative of business office situations. 



The National Office Llanagement Association (NOMA) is a nonprofit 

organization, established in 1919, with the following stated aims: 

1. To promote a free exchange of ideas on office organization 
among its members. 

2. To encourage the work of standardization and to determine, 
in so far as possible, general standards of office work 
applicable to all industries. 

3. To initiate and effect the application of scientific methods 
to the problem of office management and organization. 

k»  To assist established educational and other institutions 
to interpret the needs of commerce and industry in so far 
as the curriculum of stud} and training for a business 
career are concerned. 

5. To establish and maintain a close fraternal relation between 
executives and others interested in office organization 
and management. 

Chapter II gives a detailed description of the schools and business 

offices included in this study. 

Questionnaire for the Schools 

The preliminary preparation for the construction of the question- 

naires included a study of textbooks and reference books on filing, and 

teacher's manuals for general business, junior business, secretarial 

practice, and office management, to get a complete listing of methods, 

systems, equipment, and supplies pertaining to filing. 

A tentative questionnaire for the schools was constructed, covering 

pupil enrollment, number of teachers of business subjects, offerings in 

business courses, teachers' opinions about including filing instruction, 

time allotments for filing instruction, and methods, systems, equipment, 

and supplies used in filing instruction. With the assistance and criticism 

of two fellow seminar members with office and teaching experience, and a 

college professor experienced in office work, teaching, and research, the 

writer modified the questionnaire to minimize opinion questions and to elicit 

factual information. So far as clarity would permit, the questionnaire was 



then transformed into a check list. Some items were restated to make them 

clearer, more specific, or more objective, or to diminish the time and 

effort required of the respondents. 

The resulting form consisted of five pages so arranged that schools 

offering no filing need not continue beyond the second page. The remaining 

pages, for schools offering filing instruction, presented detailed check 

lists pertaining to equipment, materials, methods, and systems used. Before 

the revised questionnaire-check list was put in form for circulation to the 

schools, it was administered to five teachers of high school business subjects, 

and was submitted for criticism to two additional college professors, one of 

whom is an educational member of the National Office IJanagement Association 

and experienced in the teaching and supervision of business subjects, and 

the other experienced in the teaching of filing and in supervision of the 

teaching of clerical skills and practice. The high school teachers to whom 

the questionnaire was experimentally administered had no difficulty in 

filling in the information requested, and considered the forms adequate 

and complete, making no suggestions for changes. The consultants suggested 

minor improvements in the sequence of items and recommended the inclusion 

of a question concerning follow-up studies which might yield data on filing 

duties of former high school personnel engaged in office occupations. When 

these suggestions were incorporated, the forms were mimeographed, ana a 

letter of transmittal was prepared to accompany each questionnaire. A copy 

of the questionnaire and the letter are included in Appendix I. 

The questionnaire-check list and the letter of transmittal were 

mailed early in February, 1°U8, to the 379 heads of business education 

departments in the public white high schools of North Carolina listed by 



the State Department. Four weeks later, a follow-up in the form of a postal 

card was sent as a reminder to those who had not responded to the question- 

naire. Four weeks after the postal card was sent, a second copy of the 

questionnaire was mailed with a revised letter of request to the teachers 

who had not responded. Another postal card reminder was sent after three 

weeks to the remaining 70 teachers who had not responded. Copies of 

follow-up cards and letters are presented in Appendix I. 

Questionnaire for the Businessmen 

The questionnaire for the businessmen was a two-page form requesting 

data on number of workers doing filing, number of office employees, classi- 

fication as to head or branch office, kind of filing organization, filing 

methods and systems, on-the-job training programs, and employers' opinions 

about school training in filing. 

This questionnaire-check list was submitted to the two college 

professors who had cooperated in the preparation of the questionnaire for 

the schools. They suggested minor improvements for brevity and clearness, 

which were incorporated. The questionnaire ana a letter of transmittal 

were then mimeographed and mailed in February, 19)48, to the representatives 

of the 185 offices in Area 3 of the National Office Management Association. 

After five weeks, a card was sent as a reminder to those who had not re- 

sponded. A second copy of the questionnaire with a revised letter of 

transmittal was sent three weeks after the postal card reminder. Copies of 

the questionnaire, the letters of transmittal, and the follow-up cards and 

letters are 'iven in Appendix I. 



Returns from the v^uestionnaires 

The Schools. A Total of 328 responses were received from the 

schools. Of these, 23 respondents provided no data, explaining that their 

offerings were too meager or that the department was in the early stages 

of organization. The remaining 305> responses, or 80 per cent of the 

North Carolina public white high schools offering business courses, pro- 

vided the aata presented here. For purposes of this study, the cata 

reported are accepted as official, although in some instances the high 

enrollment figures suggest that they may be total school enrollments instead 

of high school only. 

Only 57 schools were found to have made follow-up studies, and of 

these only 8 could have provided data on filing activities of employed 

graduates. Hence, as a source of data for that.phase of this investiga- 

tion, follow-up studies were excluded. 

The Business Offices. Data v/ere received from 112, or 60 per cent 

of the 185 offices canvassed. Other offices acknowledged the request but 

did not return the questionnaire. A few letters accompanying unanswered 

questionnaires indicated that the individuals felt that their offices were 

insignificant in contrast with larger offices and should not contribute to 

the study. 

Review of the Literature 

Filing is defined as "the act of placing papers, cards, books, or 

other material in systematic arrangement so that they may be found instantly 

when wanted."1 

1. Progressive Indexing and Filing, Library Bureau Division, 
Remington Rand, Inc., Buffalo, llirTYork, p. xiii. 



That filing is an important office activity is evidenced in the 

recognition of filing duties as a part of the vocational training of the 

schools preparing clerical workers, by authors of textbooks dealing ex- 

clusively with filing, by other authors who have included instructional 

units on filing in their textbooks, by office and personnel managers and 

employees of various firms who have assisted researchers in gathering 

data or have furnished information for writers of published articles, by 

the office managers who cooperated in the present study, by equipment 

companies dealing with filing equipment and supplies, and by contributions 

of both businessmen and educators to the literature on filing published 

in business education periodicals. 

Examination of the professional literature revealed few researches 

made exclusively in the field of filing. Jane Foster reported in 1937 a 

study entitled Analysis of the Filing Activities of Office Workers.2 One 

of her stated reasons for selecting filing as her research topic was the 

fact that all offices require some filing. Foster submitted questions 

about filing duties to a group of stenographers, to a group of office 

workers whose major work was typewriting but not shorthand, and to a group 

of general clerical workers who did not use any shorthand or typewriting. 

She sought to find the frequency and importance of performance of filing 

duties and opinions of the workers as to whether they thought instruction 

was needed. She concluded that filing is of sufficient importance to be 

offered as a unit of instruction by itself, but suggested that in the 

smaller high schools filing would be better left, as found in these schools, 

within courses of stenography, office practice, secretarial training, or 

Unpublished 
2. Jane Foster, Analysis of the Filing Activities of Office 'workers, 

ished Master's Thesis, State University of Iowa, Iowa City, 193~7^ 



junior business training. She recommended that the school course of study 

should include:' 

"... indexing letters by subject; indexing letters by name on 
letterhead; determining indexing classification by careful reading; 
arranging papers in chronological order; filing by direct alpha- 
betic method; indexing letters by name of writer; indexing letters 
by person addressed; indexing letters by location; indicating on 
correspondence that it is ready to be filed; mending materials in 
the files; pencil marking portions of letters tc which attention 
has been given in filing; indicating coding with colored pencil. 

"In addition, instruction should be given as to the use of a 
cross reference sheet ana method of tabulating and indexing 
correspondence." 

Thelma H. Potter in 19hh  analyzed the duties of general clerical 

employees in a group of large offices in New York and Baltimore. In 

summarizing the results with respect to filing, Potter commented that the 

time allotment for filing instruction in schools will not permit instruc- 

tion in all of the variations of filing arrangements, and suggested that 

emphasis in the training programs of the schools be placed on the develop- 

ment of speedy handling of materials, particularly in the use of the 

alphabetic arrangement since it is the core of all filing systems.** 

Filing was found by Parker Liles to be the third most important 

area of clerical work in his recent research on the factors in the train- 

ing of clerical workers in Atlanta. His finding about the importance of 

filing placed it in the "major areas," with recommendations that suffi- 

cient emphasis be given to develop vocational competency.-* 

In a study of the activities of the graduates of the Greonville 

(North Carolina) High School in 1939, Laura Mattocks Bell concluded that 

3. Ibid., p. 188. 
k.  Thelma M. Potter, An Analysis of the Work of General Clerical 

Employees, Bureau of Publications, Teachers College, Columbia University, 
Contributions to Education, No. 903, New York, 19hh,  pp. 36-37. 

$,  Parker Liles, "Some Factors in the Training of Clerical Workers," 
llodern Business Education, March, 19 U8, p. 19. 
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"a course in office practice would be useful to the bookkeeper and general 

clerical worker," and that "part of the course should be devoted to filing."° 

Irene Place conducted a study of the duties of personal secretaries 

in offices in sixteen communities in Michigan. Among the ten duties most 

frequently performed, she found filing third in ranked frequency. Of 226 

secretaries reporting, 87.U per cent performed general filing duties; 82 per 

cent did alphabetic filing; 70.1 per cent maintained personal files for the 

employer; 63 per cent did subject filing; $9»k  per cent maintained a 

follow-up or "tickler file"; 58.1 per cent maintained a card file; U5.2 per 

cent kept a clipping file or scrapbook; 12.h  per cent did numeric filing; 

and 7»5 per cent did geographic filing.' 

In Seattle, Washington, a joint committee of representatives from 

the Seattle Chapter of NOKA, from the Seattle Public Schools, and from the 

University of Washington, made a study of business education in the Seattle 

schools in 19U6.  Filing received a prominent place in the listing of the 

duties of clerical office workers given in that report." 

!.:arsdon A. Sherman, serving as analyst for clerical and stenographic 

positions, made a survey of 1U,000 Virginia state employees in 19U6 for the 

"purpose of evaluating and setting up a new set of job specifications.»° 

His composite list of activities included coding, filing, and sorting 

material. 

6. Laura Mattocks Bell, Occupational Survey of Greenville, North 
Carolina and a Follow-Up Survey of the Graduates of Greenville^ High School 
for the Years~193IT-3d inclusive",UnpuFlished Master• s Thesis, University 
of North Carolina, Greensboro, 1939>  P« 72. 

7. M. Herbert Freeman, "Research Notes," American Business Education, 
December, 19U6, pp. LU9-150. 

8. Business Education: The Door to the New Frontier, Report 
of a Study of Business Education in Seattle7 Washington, I9H6, p. 22. 

9. Marsdon A. Sherman, "Job Analysis for Effective Teaching," 
Business Education '.Yorld, torch, 19U6, p. 37U. 
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In analyzing the factors of general clerical training, Elizabeth 

Keaton of the Hinton (West Virginia) High School stated that "census reports 

and other surveys reveal that the greatest percentage of young workers, 

outside of those occupations classified as trades, are in clerical positions." 

As a part of the general clerical training program in schools, she recommended 

that "filing procedures and the use of simple business machines should be 

stressed to the point of developing marketable skills."10 

A report given before the Pittsburgh Chapter of NOKd on January l£, 

I9J46, by Clem Boling, Director of Commercial School Education for the South- 

western Publishing Company, presented the specifications for twelve different 

jobs that a Detroit placement director had listed for him. In mentioning one 

job, Mr. 3oling commented that a number of studies have shown that filing is 

one of the common responsibilities of stenographers and secretaries.11 

The general literature of business education presents viewpoints of 

businessmen and educators on various aspects of filing and filing instruc- 

tion. Numerous references are listed each year in the Business Education 

Index on the specific topic of filing and on the integration of filing 

instruction with school offerings in general clerical programs, office 

practice, or secretarial i^ractice. Articles are published in such magazines 

as the Journal of Business Education, National Business Education Quarterly, 

U3EA Forum, Business Education World, and the Balance Sheet. Occasional 

mention is also given to filing in the professional yearbooks, as in the 

following statement in the American Business Education Yearbook for 19U8: 

"Since the duties of every office worker involve the direct or indirect use 

10. Elizabeth Keaton, "Analysis of Factors in General Clerical 
Training," Modern Business Education, November, V}hl,  p» 3. 

11. Clem Boling, "7/hat the Schools Are Doing In Preparing Young 
People for Business," American Business Education, December, 19U6, p. 109, 
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of files, instruction in filing is a necessary part of the office practice 

course."12 

House organs of business firms, particularly those supplying equip- 

ment and services, provide further articles from businessmen and specialists. 

lillen Libby Eastman's article on the "Use and Preparation of a Filing ;^anual,"13 

in the Office Economist, is an example. 

The literature of management, too, gives recognition to the impor- 

tance of filing. The Subject Index of Liana-ement Guide lists various 

articles on filing wliich have been selected for condensation and reprinting 

from the many management magazines reviewed by Management Guide. 

Office managers are giving consideration to filing in their con- 

ferences and discussions, both in connection with other management problems 

and as a specific topic of planned forums. "Adequate Filing Systems" was 

the program topic of a recent monthly meeting of one of the NOMA cl:apters 

participating in this study. 

Filing is not elementary, in the expressed opinion of Julius B. 

Kaiser, archivist of Standard Brands, Inc., of New York. He holds that 

every office worker should know a good deal about filing, and that those 

who are file clerks should know even more; "every office employee needs 

to know filing—if only to know to let a properly trained filing clerk do 

the 'put-and-taking.'"1^ 

12.   "Physical Layout, Equipment, Supplies for Business 
Education," American Business Education Yearbook, Vol. V, New York, 19U8, 
p. 190. 

13. Ellen Libby Eastman, "Use and Preparation of a Filing llanual," 
Office Economist, No. U, 19hh,  pp. Uff. 
  1U. KOIJA Uoster and Program for 19k7-U3, Greenville, South Carolina, 

p. 6. 
15. Julius E. Kaiser, "A Future in Filing," Business Education 

Vforld, November, 19U7, pp. HiO-llil. 



CHAPTER II 

THE COOPERATING GROUPS 

This chapter furnishes a description of the two croups participat- 

ing in the survey. The 305 schools represent 80 per cent of the public 

white schools in North Carolina which included business offerings in their 

19U7-UQ  programs as listed by the North Carolina Department of public 

Instruction. The 112 business offices represent 60 per cent of the 185 

offices holding membership in Area 3 of the National Office Management 

Association. 

The Schools 

The schools included in the study range in size from one very large 

school with l,9lU pupils to one very small school with only 36 pupils en- 

rolled. Most of the schools are small, as is apparent from inspection of 

Table 1. Seventy per cent of the 280 schools which furnished data for the 

tabulation had fewer than 300 pupils enrolled; 61 per cent had fewer than 

2^0 pupils; and 13 per cent had fewer than 100 pupils. The total enrollment 

was 75,285. Incomplete data on the enrollment of pupils in the business 

courses give a total of 8,216 pupils talcing two or more business courses 

in 26U schools, and 15,153 pupils taking only one business course in 273 

schools. 

There were hh2  teachers of business courses in the 305 schools in 

19li7-U8. Table 2 shows that 211 of the UU2 business teachers were in one- 

business-teacher departments; and in 53 of these departments, the teacher 

12 
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TABLE 1 

DISTRIBUTION OF 280 SCHOOLS OFFERING BUSINESS SUBJECTS, 
ACCORDING TO SIZE OF ENROLLMENT 

No. Pupils Enrolled No.  of 
in School Schools 

1-    U9 1 
50-    99 39 

100- lh9 55 
150- 199 51 
200- 21*9 38 
250- 299 26 
300- 3U9 10 
350- 399 9 
hOO- hli9 9 
U50- U99 6 
500- Sh9 7 
550- 599 1 
600- 6U9 I 
650- 699 3 
700- 7U9 2 
750- 799 3 
800- 81*9 
350- 899 1 
900- 9U9 2 
950- 999 2 

1000-1019 1 
1050-1099 1 
1100-11U9 1   . 
1150-1199 - 
1200-121*9 1 
1250-1299 - 
1300-131*9 1 
1350-1399 1 
11*00-11*1*9 1 

1900-191*9 1 
Not stated 25 

Total schools in study 305 
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gave only part time to instruction in business courses. Ninety-one per 

cent of the schools employed not more than two business teachers. The one 

school shown in Table 2 to have nine business teachers is a county high 

school with an enrollment of 1,°1U pupils. Its program includes four 

vocational commercial curriculums leading to proficiency certificates. 

The nature of the question in the questionnaire pertaining to 

certification of teachers in various courses unfortunately resulted in 

aata which are not informative about the proportion of teachers certified 

in the courses they are teaching. However, Table 3 gives some evidence 

that business courses were being taught by teachers not certified in the 

subjects they were teaching. For example, in UU schools typewriting was 

taught by teachers not certified in business. Such technical courses as 

shorthand ana bookkeeping* and even distributive education, were taught 

by teachers not certified. Some of the other business subjects may have 

been taught by teachers certified in other areas but not in business sub- 

jects. Instances were noted where the general business course was taught 

by the English teacher, the mathematics teacher, or the science teacher. 

One school offered general business taught by the fourth grade teacher, 

and one respondent stated that general business was taught by two teachers 

in other departments. 

Information about the courses taught by teachers having had formal 

instruction in filing was furnished by 157 respondents and is listed 

according to courses in Table h»    Typewriting, bookkeeping, shorthand, and 

general business were most often reported as being taught by a teacher 

having had formal instruction in filing, but they are likewise the subjects 

most frequently offered in the schools. 
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TABLE 2 

FULL-TIME AND PART-TIME TEACHERS OF BUSINESS SUBJECTS 
IN 30^ SCHOOLS 

No. of Mo. of Number of  Business Teachers 
teachers Schools 

in Full-time Part-time Total 
Bus. Dept. 

1 211 158 53 211 
2 68 63 73 136 
3 17 29 22 51 
h 6 15 ? 22; 
5 1 2 3 5 
6 
7 

1 U 2 6 

8 
9 1 7 2 9 

Total 305 278 16U hkz 

TABLE 3 

BUSINESS COURSES TAUGHT BT TEACHERS NOT CERTIFIED 
IN BUSINESS SUBJECTS 

Course No. of Schools 

Typewriting • hh 
General Business   hP 
Business Arithmetic   18 
Bookkeeping  13 
Shorthand   U 
Business Law  6 
Business English • h 
Economics  3 
Economic Geography   2 
Business Correspondence   1 
Office Practice   1 
Consumer Economics   1 
Distributive Education   1 
Business Administration   1 
Spelling   1 
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TABLE l» 

COURSES TAUGHT BY TEACHERS HAVING HAD FORMAL INSTRUCTION 
IN FILING 

Course No. of Schools 

Typewriting  H7 
Shorthand  96 
Bookkeeping  76 
General Business   U8 
Business Arithmetic   10 
Business Law  S 
Secretarial Practice   • 
Business Correspondence   6 
Business English   5 
Office Practice   5 
Filing   J* 
Clerical Practice   u 
Principles of Selling   3 
Consumer Economics   2 
Distributive Education   1 
Economic Geography   1 
Banking   * 
Journalism   1 

The scope of business courses offered in the high schools according 

to partial reports from 30U schools concerning their course enrollments is 

shown in Table 5.. Some of the schools furnished figures for some courses 

and omitted them for others. The resulting data, however, are sufficient 

to show that the three courses most frequently offered and having the 

largest enrollments are typewriting, bookkeeping, and shorthand, with 

general business ranking fourth. Both in first-year typewriting and in 

second-year typewriting, the number of pupils enrolled exceeds the number 

reported for any other course. A third year of typewriting is offered in 

three schools, but their combined enrollments for 19U7-1&  totaled only 16 

pupils. 
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TABLE 5 

TOTAL BUSINESS ENROLLMENTS ACCORDING TO PARTIAL REPORTS FROM 
30U SCHOOLS, FEBRUARY, 19U8 

Course No. of Schools No. of Schools No. of Pupils 
Offering Course  Reporting     Enrolled 

Enrollment 

Filing   6 

Typewriting 
First-year  297 
Second-year    .... 23l| 
Third-year    3 

Bookkeeping 
First-year  20u 
Second-year .... 23 

Shorthand 
First-year  2llj 
Second-year .... 83 

General Business . . . 132 

Business Arithmetic • 1*9 

Business Lav/  21 
Distributive Education 11 
Business Correspondence 11 
Selling   
Economic Geography . . 7 

Business English ... ll* 
Office Practice ... 12 
Office Machines . . . 
Clerical Practice . . 8 
Secretarial Practice . 8 
Consumer Economics . . 6 

28U 
228 

3 

191 
17 

193 
7l* 

111 

1*2 

18 
11 
10 
9 
6 

9 
12 
6 
7 
7 
6 

136 

12,611 
l*,8ll 

16 

1,295 
198 

3,350 
739 

3,9UO 

1,31*3 

UL6 
299 
277 
258 
210 

139 
11*8 
120 
115 
112 
111 

Economics-Sociology .3           3 82 
Cooperative Office Ed.      2           2 80 
Journalism       1           1 l|j 
Banking                  1                             1 5 
Bus. Administration    .1 1 

Total  33,878 
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An unexpected finding that three schools offered two years of instruc- 

tion in shorthand with no supporting courses in typewriting was revealed in 

the examination of the questionnaire returns. Two of these schools indicated 

that shorthand is offered each year, but made no mention of typewriting. 

Grade placements of the business courses are given in Table 6. One 

school did not indicate the grace level, and is omitted from the presentation. 

With the exception of general business, and in some instances first-year 

typewriting, the business courses were taught in the last two years of high 

school in more than two-thirds of the schools. First-year typewriting was 

placed on the two upper grade levels in 60 per cent of the schools, and on 

the upper three grade levels in 79 per cent of the schools. In one school, 

first-year typewriting was offered to eighth grade pupils, and in five schools 

it was made available on any grade level in the high school. Second-year 

typewriting was usually taught on the twelfth grade level, although several 

schools offered it on both the eleventh and twelfth grade levels. 

Shorthand and bookkeeping were offered on the two upper grade levels 

in practically all the schools. 

General business was offered on all grade levels, with most of the 

schools reporting it on the tenth grade level or in combinations which 

included the tenth grade. The two schools shown to offer general business 

on the eighth grade level are junior high schools, included in this survey 

because they were officially listed by the State Department of Public 

Instruction as offering business courses. 

Since this investigation was limited to one school year, it was 

possible that the complete programs of offerings, particularly in the 

smaller high schools, would not be revealed in the information for 19U7-U8. 

Accordingly, the cp estionnaire called for information concerning alternate 



TABLE 6 

GRADE LEVEL OF COURSES TAUGHT IN 30U SCHOOLS 

Ho.  of Schools 
Course 12 11 11-12 

% 
10-11    10 9,Q      9-10    9       9-10      8    Grade Level 

"T.1                         11-12            not stated 
Total 

1 1 6 
Typewriting 

First-year  lU      83 
Second-year    ....    12? 
Third-year   1 

Shorthand 
First-year  30      72 
Second-year  66 

Eookkeeping 
First-year  U2      33 
Second-year 19 

General Business  .... 7        6 
Business Arithmetic    • .   15>        2 
Business Law  1 
Business English .... 8        1 
Office Practice    .... 8 
Distributive Education  • U 
Business Correspondence. 8 
Selling      6 
Secretarial Practice . . 6 
Economic Geography ... 1 
Clerical Practice ... 1   1 
Consumer Economics . . • 5 
Office Machines .... 1   1 
Cooperative Office Ed. . 1 
Banking   1 
Economics-Sociology    .  . 3 
Journalism   
Spelling   
Business Administration . 

11 U2 22 9 2       li 5       1 ia 297 
55 6 

1 
1 2       1 1 2 31 

I 
23b 

3 

77 6 1; 25 2LU 
6 11 83 

96 U 2 5 22 20U 
3 1 23 

13 18 11 la     I 7    12 h         2 10 
13^ 9 It 2 9 3 1 U 

7 1 l» 21 
2 1 2 111 
3 1 12 
II 2 1 11 
2 1 11 
1 i 1 9 
2 8 
2 1 3 7 
u 

1 
6 
6 

3 1 r> 
l 

1 
l 
1 

2 
I 
3 
1 
1 
1 
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offerings. Although many of the respondents did not specify whether the 

courses are taught every year or in alternate years, the data in Table 7 

indicate that alternating of certain offerings is the practice in some 

schools. 

TABLE 7 

BUSINESS COURSES REPORTED AS OFFERED EVERY YEAR 
AND IN ALTERNATE YEARS 

Course 
No. of Schools Offering Courses 

Every year  Alternate years 

Filing   

Typewriting 
First-year   
Second-year      
Third-year    

Bookkeeping 
First-year    
Second-year   

Shorthand 
First-year   
Second-year   

General Business   
Business Arithmetic   
Business Lav/  
Business English   
Business Correspondence . . . 
Office Practice   
Distributive Education .... 
Selling   
Office iJachines  
Secretarial Practice   
Consumer Economics   
Economic Geography   
Clerical Practice   
Cooperative Office Education . 
Economics-Sociology   
Eanking   
Journalism   

232 
I81i 

1 

1U8 
15 

ihh 
63 

97 
28 
13 

e 
1C 
10 

9 
6 
$ 
h 
$ 
2 
1 
2 
1 
1 
1 

1 
1 

29 
h 

27 
k 

2k 
VJ 

8 
6 
l 
1 

3 
3 
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Business majors were reported in 30 schools, with three schools 

having separate curriculums for secretarial or stenographic majors, and 

one school a curriculum for distributive education majors. One school 

reported, in addition to the stenographic curriculum, a vocational book- 

keeping curriculum, a vocational general clerical curriculum, and a voca- 

tional calculator curriculum, each of which leads to a proficiency certifi- 

cate. Outlines of these curriculums are given in Appendix III. 

The courses required of business majors are shown in Table 8. 

Typewriting was a requirement in each of the 30 schools. Shorthand, book- 

keeping, and general business were relatively high in frequency; various 

other business courses were named by a small number of schools. Chapter III 

presents the finding that filing as a separate course is offered in only 

six schools. Three of those schools have business majors, and require 

filing in the majors. 

TABLE 8 

SUBJECTS REQUIRED IN 30 SCHOOLS FOR BUSINESS MAJORS 

Subject No.  of 
Schools 

Filing •••••     3 
Typewriting 

First-year  30 
Second-year  22 

Shorthand 
First-year  23 
Second-year  10 

Bookkeeping 
First-year  23 
Second-year  10 

Subject No. of 
Schools 

General Business   17 
Business Law •  5 
Business Correspondence . . h 
Business Arithmetic  .... 3 
Business English   3 
Clerical Practice   2 
Secretarial Practice .... 2 
Office Practice   1 
Distributive Education ... 1 
Selling*   1 
Office Machines   1 

* Includes Principles of Selling and Salesmanship. 
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The Business Offices 

lc 

The classification of the 112 business offices included in this 

stud;.- follows that of the Employment Security Commission of North Carolina, 

except that "Trade" in the classification for the present study is sub- 

divided into Distributors, Wholesalers, and Retail Stores. Comparison of 

the distribution of types of businesses in Table 9  with the distribution 

for the whole state in Table 10 shows the sampling of business offices to 

be representative of the kinds of businesses in North Carolina. Manufactur- 

ers, with textile manufacturers in the lead, constitute the largest group 

in each distribution, and trade groups rank second. Furniture manufacturers, 

prominent in the figures for the state, were not among the manufacturing 

businesses represented in the membership of the National Office Management 

Association surveyed in this study. Hosiers manufacturers are included in 

the listing of business offices in Table 9  but are not given a separate 

category in the classification for the industries of the state shown in 

Table 10. The variety of the other types of manufacturing suggests that 

the scope of the sampling for the present stud;- is comparable to that of 

the state as a whole. 

The remaining classifications of industries in the state are repre- 

sented in the sampling of businesses for this study. The fact that office 

outfitters make up a relatively large group among the business offices is 

explainable by the specialized membership of the National Office Management 

Association which was canvassed in this study. In this respect, the 

sampling may be overweighted. 

16. S. F. Campbell, "Influence of Industry Shown on North Carolina 

Population Change," Qreensboro Daily News, September 19, 19U0. 
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TABLE 9 

TYPES OF BUSINESS REPRESENTED BY THE NOW OFFICES 
COOPERATING IN THIS STUDY 

Llar.u facturerg 
Textiles, Textile Specialties . 22 
Steel, Aluminum Products ... U 
Hosiery   3 
Batteries   1 
Paper  1 
Tobacco and Cigarettes .... 1 
Biscuits and Crackers   1 
Business Forms  1 
Supports and Braces   1 
Lumber   1 
Total ~3lT 

Office Outfitters 
Machines and Supplies   l£ 
Printers, Stationers,Engravers.  2 
Total TT 

Financial ;.-. Insurance Offices 
Banking 7 9 
Insurance   7 
Total "To"" 

Public Utilities ^  Transportation 
Utilities . 11 
Freight Transportation . . . . 2 
Total TT 

Construction 
Construction   1 

Trciie 
Distributors 

Petrolouni Products  6 
Groceries to detail Stores . 2 
Dairy Products ....... 1 
Electrical,Heating Appliances 1 
Rubber Products   1 
Y.'elding Supplies, Equipment. 1 
Parts for Motor Trucks . . . 1 

Total TJ" 

V/holesalers 
Dry Goods  1 
Chemicals, Laundry Supplies. 1 
Bearings and Parts   1 
Hardware and Seeds   1 
Auto Supplies  1 

Total 3~ 

Retail Stores 
Department Stores   2 
5«5 to $1 Stores  1 

Total , 

Total Trade Organizations  . . 21 

Miscellaneous 
Meat Packers . . . 2 
Accountants & Auditors .... 1 
Engineers & Architects .... 1 
Employment Service 1 
Tobacco Cooperative   1 
Nonprofit Com. Organization . . 1 
Trade Assn.—Credit Bureau . . ] 
Total ~H~ 
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TABLE 10 

EMPLOYMENT FIGURES OF CLASSIFIED BUSINESSES IN 
NORTH CAROLINA FOR 19U7* 

Industry 19U7 Employment 

Total Manufacture     383,287 

Textiles       227,022 
Furniture  29, lU. 
Tobacco Manufacture   26,138 
Food Manufacture   17,060 
Paper Products  8,002 
Electrical Machinery   U,827 
Other Liachinery  U,666 
Iron & Steel (Including all 
nonferrous metal)   h,5l6 

Trade 117,267 

Construction 3c,13>2 

Transportation, Communications and 
Public Utilities    29,332 

Finance, Insurance and Real Estate   13,636 

All other   37,862 

# From figures given by S. F. Campbell in an article 
entitled "Influence of Industry Shown on North Carolina 
Population Change," Greensboro Daily Mews, September 19, 
19U8. 
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Of the 112 offices cooperating in this study, 37 were branch offices 

and 75 were head offices. The distribution in Table 11 shows all five of 

the IIOI.IA. chapters to have a greater number of head offices than branch 

offices, with the ratio of head offices to branch offices being highest in 

the Jtichraond and Raleigh chapters. 

TABLE 11 

NUMBER OF HEAD OFFICES AND NUMBER OF BRANCH OFFICES 
IN THE FIVE CHAPTERS OF NOMA 

No. of Offices 
Chapter Head Branch Total 

Charlotte, N. C   H 20 

Piedmont   13 8 21 
(Greensboro, N« C.) 

Raleigh, N. C   11 k JS 
Richmond, Va   22 3 25 
Greenville, S. C   18 13 31 

Total   75 37 112 

The offices range in size from an office conducted by one individual 

to an office having U85 office employees. Table 12 shows that fifty-six, 

or exactly half of the 112 offices, employed fewer than 30 office workers; 

and 93 offices had staffs of fewer than IX employees. The largest offices 

were in the bracket of above 1*00 employees, one employing 1*28 and the 

other U85 office workers. 

The total number of office employees was 6,1*63. Of these, 1,608, 

or 25 per cent were reported as performing filing duties. 
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TABLE 12 

SIZE OF OFFICES 

Ho.  of Ho. of 
Employees Offices 

1-    9 21 
10- 19 21 
20- 29 114 
30- 39 10 
IjO- 1*9 7 
50- 59 6 
60- 69 2 
70- 79 5 
80- 89 2 90- 99 

100-109 2 
110-119 2 
120-129 1 
130-139 — 

1&-1U9 — 
1^0-159 3 
160-169 — 
170-179 1 
100-189 — 
190-199 1 
200-209 1 

above 200 3 
212 
221 
355 

above I4OO 2 
1|28 
1»85 

Not stated 2 

Total Offices included in study 112 



CHAPTER III 

STATUS OF FILING INSTRUCTION IN NORTH CAROLINA SCHOOLS 

Usable data were obtained from 305 schools, or 80 per cent of the 

379 public white high schools in North Carolina which were listed by the 

State Department of Public Instruction as offering instruction in the busi- 

ness subjects. One hundred seventy-seven schools reported no filing instruc- 

tion of any kind. Only six schools offered filing as a separate course. 

One hundred twenty-two other schools offered filing as a learning unit 

within one or more courses. Failure of the remaining 7U schools to respond 

to the questionnaire may reflect the absence of filing instruction, and 

perhaps the absence, also, of a felt need for filing instruction. 

Separate Filing Courses 

The six schools offering a separate course in filing ranged in size 

from 200 pupils with one full-time business teacher to 1,300 pupils with 

three full-time teachers of business subjects. The teachers in four of 

these schools had had formal instruction in filing; two schools did not 

respond to the question. In five of the six schools, additional filing 

instruction was offered through units within other courses. These five 

schools reported 136 pupils enrolled in the organized filing courses. 

Three schools having a separate filing course reported business 

majors, and all business course offerings were required of these majors. 

Equipment for pupil use in filing courses seems to have been limited 

to miniature filing sets, according to the data presented in Table 13, with 

some additional equipment and supplies available for illustrative purposes. 

27 
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TABLE 13 

EQUIPMENT AMD SUPPLIES AVAILABLE FOR THE TEACHING OF FILING 
IN SIX SCHOOLS HAVING A SEPARATE FILING COURSE 

Equipment and Supplies 
Ho. of Mentions 

Illustrative Pupil 
Activities Purposes 

Equipment 

Miniature filing sets   
Remington Rand 2 
South-western   1 
Hot Stated 1 

Sorting tray  
Shannon, Stick, Book, for Cards, 
Cardboard and wire trays 

Box files   
Visible files   
Shannon files   
Vertical files   
Flat files   
Spindle files   
Bellows files   
Follow-up or tickler files . . . 
Transfer cases   
Clip boards   
Wheeldex file    

Supplies 

Out Guides or Folders   
Cross Reference sheets   
Alphabetical jjuides  
Card guides  
Folders   
Date guides   
Labels   
Requisition slips   
Follow-up cards   

3 
1 

l 
i 
1 
1 

1 
3 
.? 
2 
2 
2 
1 
1 
1 
3 
1 

2 
2 
1 
1 
2 
1 
1 
1 
1 
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Although four schools reported the use of miniature  filing sets,  only two 

schools are  shown in Table lh to have used miniature letters,  published 

for use with such sets.    Filing manuals were reported by two schools, one 

of which listed two titles. 

TABLE 111 

INSTRUCTIONAL MATERIALS USED IN THE SIX FILING COURSES 

—————————— No.  of Mentions 

Materials Pupil    Illustrative 
Activities   Purposes 

Cards   2 
Paper cut in card size   2 
Miniature letters    2 

Remington -vand 1 
South-Western   1 

Standard-size letters    2 
Carbon copies of letters 

Teacher-prepared materials    1 1 
Copied from unit on filing in general 
business textbook • 

Business Papers   
From bookkeeping practice sets 

Job Sheets   
Filing Manuals    2 
Progressive Filing 

(Remington Hanc) 
Clerical Practice 

(itowe) " 
Business Filing 

(South-Western) 

Instruction in alphabetic, subject, and geographic methods of 

filing was reported for all courses, but pupil activity was not always 

provided, as is shown in Table 1$,    Numeric and chronologic methods of 

filing and the procedures of cross referencing, indexing, and coding were 

included in most but not all of the six filing courses, and tended to be 

presented as discussion rather than activity learning. The systems in 
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which instruction was given were stated by only one of the six schools. 

That school included instruction in the Direct Name,  Soundex,  and Triple 

Check systems of filing. 

TABLE 15 

LETHODS AND SPECIAL ACTIVITIES TAUGHT IN THE SIX FILING COURSES 

Methods <k Special 
Activities 

No.  of Mentions 

Alphabetic  .   .   . 
Subject      
Geographic . • • « 
Numeric . . . . . 
Chronologic . . . 

Cross Referencing 
Indexing   
Coding   

Pupil Discussion 
Activities only 

6 — 

$ 1 
5 1 
3 2 
u i 

3 3 
3 2 
2 2 

All six schools measured pupil achievement in filing, as shown 

in Table 16. Five of the six schools used teacher-constructed tests, 

and four tested by requiring performance of the filing processes. 

TA3LE 16 

MEASURES OF PUPIL ACHIEVEMENT IN THE SIX FILING COURSES 

Measure of Achievement Frequency 

Teacher-constructed tests   • 5 

Performance tests   U 

Statement of the rules 3 

published tests to accompany text   2 

Standardized tests   1 
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Marked differences were noted in the time allotted to the filing 

courses and in the reported adequacy of these courses. For example, School 

A of Table 17 considered six weeks adequate, with additional filing in the 

other subjects. The course in School C extended through a school year and 

additional instruction was given in other subjects, yet this school recom- 

mended an increased time allotment. Both School A and School C reported 

that they make follow-up studies of their graduates each year. This could 

mean that the school checked merely on the location of its graduates each 

year since the follow-up study in neither School A nor School C provided 

any information about the filing duties performed on the job. 

Schools A and C were comparable in total pupil enrollment, in number 

of pupils taking the business subjects, and in number of pupils enrolled in 

filing courses. School A had one full-time and one part-time business 

teacher, and School C had one full-time business teacher. Offerings in busi- 

ness courses in the two schools were similar except for business correspondence, 

business law, and principles of selling in School A, ana clerical practice in 

School C. However, the heavy teaching schedule reported by School C gives 

rise to a question as to how the filing course was administered throughout 

the 36-week period. Perhaps multiple courses, with identical pupil personnel, 

were scheduled at the same time, since the figures recorded for different 

courses were found to be duplicates in pupil enrollment, grade level, and 

number of weeks of instruction. It is possible, too, that the office machines 

course, with only two pupils enrolled, was administered as a part of or com- 

bined with a related course. 

School A, with the shorter course, included instruction in all five 

methods and cross referencing, indexing, and coding; and, in addition, the 

pupils were given an opportunity to apply their filing knowledge in the 

school office. School C reported more types of filing supplies, but 
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limited its filing instruction to alphabetic, subject, and geographic 

methods, with no instruction in numeric or chronolo ;ic filing, or in 

indexing and coding. 

TA3LE 17 

COIIPARATIVE DATA OK SCHOOLS A AND C 

iiirollment and Offerings 
School 
A 

School 
C 

Total Enrollment   
No. of Business Pupils 

in one business subject . . . 
in two or more bus. subjects . 

No* of pupils enrolled in filing 

No. of business teachers 
Full-time   
Part-time   

Courses Offered: 

First-year Bookkeeping 
Second-; ear Bookkeepin- 
Business Correspondence 
Business Law   
Clerical Practice . . 
Filing   
Office Machines    .   .   . 
Principles of Selling 
First-year Shorthand  . 
Second-year Shorthand 
First-;, ear Typewriting 
Second-year Typewriting 

Additional Filing Instruction 

Clerical Practice     .   .   . 
Business Correspondence 

200 

bQ 
Ifi 

30 

1 
1 

1 yr. 
1 yr. 
1 yr. 
1 sem. 

6 wks. 
1 sem. 
1 sem. 
lyr. 
1 yr. 
1 yr. 
1 yr. 

6 wks. 

200 

31 

30 

1 yr. 

1 yr. 
1 yr. 
1 yr. 

1 yr. 
1 yr. 
lyr. 
lyr. 

8 wks. 
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Filing Units Within Other Courses 

Courses in Which Filing Is Included 

One hundred tv<enty-two schools reported ^ivinj some filing instruc- 

tion as a unit in one or more business courses. General business, according 

to the data shown in Table 38, led in frequency of the courses containing 

a filing unit. Of the 8U schools offering general business, 73 provided 

some filing instruction. A unit on filing is specified as a part of the 

general business course in the revised Curriculum Guide and Courses of 

Study issued in 19U7, and filing; units are included in the content of the 

state-adopted textbook and in the previously adopted textbook, which might 

have been in use by some of the schools at the time of the survey. It is 

possible that the 11 schools offering general business but not including 

a filing unit were using a textbook other than the state-adopted text, or 

nad modified the content of the general business course in considering the 

total program. Four of these eleven schools offeree a business practice 

course in whicn filing was included. Two other schools of the eleven having 

a general business course in whicn filing was not included offered filing 

in tne first and second year of typewriting two placed the filing unit in 

tne second year of shorthand. 

It will be noted from Table 18 that although few of the schools 

offered courses of applied practice, such as secretarial practice, clerical 

practice, and office machines, filing instruction was included in each of 

these courses. 

Filing was found to be included in various other courses also, and 

so..ie schools included filing units in more than one course. Thus, for 

individual pupils, the instruction in filing might be extended or duplicated 

in particular combinations of courses selected. 
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TABLE 18 

COURSES IN YffllCH FILING WAS INCLUDED AS A LEARNING UNIT 
IN 122 SCHOOLS 

Course 
No. of 

Mentions 

General Business    73 

Typewriting 

First-year   23 
Second-year   29 
Year not specified   

Shorthand 

First-year   H 
Second-year   11 

Bookkeeping 

First-year    -- 
Second-year   
Year not specified   15 

Business Arithmetic   
Business English & Corrosponaence k 
Library Science    
Distributive Education     1 
Business Adninistration .... 

Practice Courses 

Office Practice   
Secretarial Practice   
Clerical practice   
Office Machines   

No. Schools 
Offering 
Course 

81» 

119 
96 

9k 
38 

90 
n 

25 
17 
1 
7 
1 

3 
6 

3 
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Length of Tine Devoted to Filing 

From five to ten class periods ,vere        .Lin; instruction in 

the majority of the schools, according to Table 19. Table 20 shov/s that the 

50— minute and the 60-minute class ■     prevailed, with the 60-minute period 

having the highest frequency, ".'ith two exceptions (one school with h3^ninute 

periods and one with 70-minute periods), all schools report I class periods 

.in the ran?;e of fron h$  to 60 minutes.  Only ?8 of the 122 schools fur- 

nished data from which Taole 21 could be compiled to show the amount of time 

devoted to filing instruction. The obtained clock—hours for total tine 

allotted to filing ranged fron less than two hours in two schools to more 

than 3b clock-hours in four schools. 

I'pini ons .te;;ardin;j Increase of Time for Pilin-; Instruction 

The teachers were asked to express their opinion as to whether 

ching time for filing should be increased. Eighty-nine respon -nts did 

not indicate a desire for an increased time allotment, for the filing units. 

Thirty-three respondents wanted the time increased. Most of hese were 

devoting from 8 clock hours to 13 clock hours to filing. In addition to 

increased tine for filing instruction, some re. >nd nts wanted more equip- 

ment, more teachers, and more materials. One w:    a workable plan for 

fitting a filing course into an already crowded pupil schedule of required 

courses. One teacher, whose time would not permit the addition of another 

course, nevertheless expressed a wish for a separate nine-month course 

instead of only a filing unit within the office practice course. 

Equipment, Supplies, and Learning Materials Available 

The data concerning equipment and supplies, presented in Table 22, 

were furnished by the respondents in £2 schools. Forty-four schools 

provided the data for instructional materials shown in Table 23. The 



TABLE 19 

NUMBER OF CLASS PElilODS DEVOTED TO FILING UNITS WITHIN VARIOUS COUltSES IN 10U SCHOOLS 

Ko. of 
Class 

Periods 

No. of Schools 

Oen. Typevrr.  Bkkp.    Shhd.    Sec.    Off.    3us.Cler.0ff.    Bus. Lib. D.    Bus.3us.  Bus.    Tot&1 

Bus. 1st 2nd ~IsT~ 1st 2nd prac. Prac.  Ar.  prac.?.;ach. Enp,.  Sci.    E.  Cor.prac.Adm. 
yr. yr.    yr.    yr. yr. _____ 

35-36 
33-3U 
31-32 
29-30 
27-28 
25-26 
23-2U 
21-22 
19-20 
17-18 
15-16 
13-lh 
11-12 

9-10 
7- 8 
5-6 
3- U 
1- 2 

no ans. 

Total 

2 
1 

21 
9 

2U 
1 
2 

9 
3 
5 

2 
l 
1 
U 

7 
5 
U 

2 

1 

2 
1 
3 

1 
2 
1 
1 
3 
1 

1 
1 

61*   13    26     1]**    9     9 

1 

1 

1 

1 

1 
2 

* In addition to this number,  6 stated "duration of one chapter." 
«* In addition to this number,  2 stated "with practice sets." 

3 

5 

1 
8 
2 

3U 
ii 
50 
15 
16 
1 

161 

v,.> 



TABLE 20 

LENGTH OF CLASS PERIODS IN WIICH FILING '.VAS TAUGHT IN 108 SCHOOLS 

Length of Time 
No. of Schools 

in Hinutes Gen. Typev/r. Bkkp. Shhd.      Off.    Sec.    Cler. Off.    Bus. Bus. Bus. Bus. Lib.Bus.D.    Total 

Bus. 1st 2r£ ~IsT~ 1st Zna Prac, 
yr. yr.   yr.   yr. yr. 

prac.  Prac. T.'.ac'n. Ar.    Cor. Eng.  Prac Sci.Adm.   E. 

Ii3 

55 

ii 2       3 1 2       11 

22        2      U 

ID        2      h 

2      3      1 

111 

no 
ar.s, 27 

1*3 

21, 

57 

60 21     11   13 2     1*     3 66 

70 

Total 68     17    2U     11       8      9      7 u 1      1     1    167 

\.J 



TABLE 21 

TOTAL CLOCK HOURS DEVOTED TO FILING UNITS WITHIN 
ALL COURSES IN 98 SCHOOLS 

38 

Time in Clock Hrs.-* No. of Schools 

More than 36 hours  h 

35-37  1 

32-31  - 

29-31  h 

26-28  3 

23-25  2 

20-22  5 

17-19  3 

1U-16  7 

11-13  8 

8-10  23 

5-7  1? 

2- U  17 

Less than 2 hours  2 

Total Schools  98 

* Upper Unit of each class interval includes 
the additional minutes through 59. 
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TABLE 22 

EQUIPMENT AND SUPPLIES AVAILABLE FOR THE TEACHING OF FILING 
IN 52 SCHOOLS HAVING FILING UNITS WITHIN OTHER SUBJECT 

LATTER COURSES 

Equipment and Supplies 
No. of Schools 

Pupil " 
Activities 

Illustrative 
Purposes 

Equipment 

Vertical files   
Box files   
Miniature filing sets . . 
Eellovrs files  
Visible files   
Flat files   
Follow-up or tickler files 
Sorting trays   
Transfer cases   
Wheeldex files   
Statement posting trays . 

Spindle files   
Shannon files   

Supplies 

Folders    
Alphabetic guides .... 
Cress '.icference Sheets . . 
Card Guides   
Date Guides   
Requisition Slips .... 
Out Guides or Folders . . 
Labels   
Follow-up Cards   
Substitution Cards .... 

18 21 
9 18 

18 ] 
2 i5 
h :> 
1 0 

3 6 
h 2 
1 1: 
1 3 
1 — 

3 15 
2 12 

17 18 
16 15 
11 3 

7 5 
7 3 
5 3 
i. li 
I* li 
It 3 
3 fa 
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other schools did not state what equipment was available. It is obvious 

from these tables that there was a scarcity of equipment and materials for 

the pupils to set experience in filing activity. The equipment in the $2 

schools included 39 vertical files, only 18 of which were used by the 

pupils. Twenty-seven schools reported the use of box files. Thirty-five 

schools reported the use of folders, and 31 schools the use of alphabetic 

juides. Nineteen schools reported the use of miniature filing sets, but 

only lU schools reported the use of miniature letters. 

TABLE 23 

INSTRUCTIONAL L2ATERIALS USED IN FILING UNITS IN Wl SCHOOLS 

Materials 

No. of Schools 

Illustrative Pupil  
Activities Purposes 

Cards   
Paper cut in card size   
printed miniature letters .... 

South-Western Publishing Co. 8 
Remington Itand 3 
The ii. :i. Howe Co 2 

Standard-size letters   
Business papers   
Teacher-prepared materials . . . 

Filing Manuals   
Job Sheets    
Others    

2S 
21 
13 

12 
9 
6 

13 
2 
5 

1; 
2 
1 

2 
1 
2 

The meager data reported on instructional materials in Table 23 

show that cards and paper cut in card size were the materials most often 

used in filing units. Other instructional materials included miniature 

letters published for school purposes, used by pupils in lU of the kh 

schools and for illustrative purposes in one school. Standard-size 

letters were in use in 12 schools for pupil activities, and in 2 schools 
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for illustrative purposes. Eusiness papers were used by pupils in 9  schools, 

and were available for demonstration in one other school. 

Teacher-prepared materials were reported by 8 schools. These 

materials were gathered from a number of sources, and consisted of letters 

or carbon copies of letters typed in the classroom, correspondence of 

various clubs, business letters and business papers obtained from local 

firms and from the school, library materials, papers provided in  the 

general business workbook, and a collection of papers saved specifically 

for use in teaching filing. Job sheets were used in two schools. In 

one of these schools the job sheets were the same as those used in the 

clerical practice course. 

Thirteen schools reported the use of a filing manual for pupil 

activities, and one reported use of a manual for illustrative purposes 

only. The filing manuals are specialized texts giving tne rules govern- 

ing the various methods and systems of filing, and problems for the 

application of these rules. These manuals and other references cited by 

the respondents are listed in Appendix III. 

Filing Methods Taught 

Five methods—the alphabetic, subject, numeric, geographic, and 

chronologic-and three special activities-coding, indexing, and cross 

referencing—were listed on the questionnaire. No other methods or 

special activities were adaed by the respondents. Of the 122 schools in 

tnis group, only Ul supplied information about the filing methods in 

which instruction was given. Table 2U shows that all Ul schools provided 

pupil activity in the alphabetic method. One school reported instruction 

in no other method. Numeric filing was presented in hD  schools, but was 

limited to discussion in 21 of the schools. The various combinations of 
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TABLE 2U 

METHODS AND SPECIAL ACTIVITIES IN THE FILING UNITS 

Methods Ho. of Schools 
Special PUJJ11   discussion 

Activities             Activities   only 

Alphabetic  Ill 
Numeric  19      21 
Subject  23       16 
Geographic  18 
Chronologic  12       17 

Indexing  27       11 
Cross Referencing  18 
Coding  10 
Others   1 

Rapid Finding 1 

the several methods with the alphabetic method are shown in Table 25. 

Twenty-one schools reported instruction in all five methods of filing. 

Thirty-eight schools offered instruction in indexing, and one 

school specified that rapid finding was emphasized in pupil activities. 

There were three schools that provided no pupil activity in filing. 

TABLE 25 

METHODS OF FILING TAUGHT IN ADDITION TO ALPHABETIC METHOD 

IJ^od       ~~~ ;;o. of Schools 

Numeric, Subject, and Geographic   10 
Numeric, Subject, and Chronologic    2 
Numeric, Geographic, and Chronologic ....  1 
Numeric and Subject .   
Numeric and Geographic   j- 
Subject and Chronologic   * 
Chronologic   
Geographic   
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Measurement of Achievement 

Only U3 of the 122 schools reported measurement of pupil achieve- 

ment in the units on filings the remaining 79 failed to respond on this 

matter. 5,:easurement of pupil achievement was not limited to a particular 

type, but liC of the schools used teacher-constructed tests, as shown in 

Table 26. Performance tests were reported in use in 29 schools. Certifi- 

cates of proficiency were awarded in only three schools in the -roup. The 

remaining JjO respondents stated that their schools „'ave no certificates. 

One of the three schools awarding proficiency certificates included 

the filing unit in one-half of each of twenty-five 60-minute periods of 

instruction in second-year shorthand. This school used miniature filing 

sets.  Instruction in all methods was given, but only the Dewey Decimal 

system was used by the pupils. Pupils worked in the principal's office. 

Awards were made on the basis of published tests accompanying the textbook 

(Rows) and the miniature sets. 

A second school provided filing instruction in five periods of 

general business and in 20 periods of clerical practice. All methods and 

special activities were included in the instruction, with special attention 

-iven to the activity of rapid finding. Variacex was the only system 

checked. Miniature filing sets were used. No outside application of 

filing was provided. The 20-period Remington liand certificate was awarded. 

The third school awarding a proficiency certificate reported one 

60-minute period devoted to filing instruction in each of the following 

courses: first-year and second-year bookkeeping, business English, clerical 

practice, office machines, office practice, first-year and second-year short- 

hand, ana first-year and secono-year typewriting. Bach of these courses is 

offered each year with the exception of business English, ana, according 
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TABLE 26 

MEASURES OF PUPIL ACHIEVEMENT IN LEARNING UNITS 
ON FILING IN U3 SCHOOLS 

Frequency of 
jjeasure Mention 

Teacher-constructed tests       W 
Performance tests    
Statement of the rules      
Published tests to accompany text .   .    19 
Standardized tests      
Others             3 

to the information furnished,  is tau ;ht by one part-time teacher of 

business subjects.    No miniature files were reported.    Information was 

not supplied by this school about the nature of the certification. 

provision for Application of Filing Knowledge 

nineteen schools provided experience for the pupils in which 

their filing knowled3e was applied in outside activities.     Twenty-eight 

respondents stated that no provision was made for such experience,  and 

the other 75 respondents omitted the question.    Table 27 shews the most 

common provision to be that of assisting in the school office.    No indi- 

cation was given as to whether all the pupils receiving filing information 

could assict in the office,  or whether this opportunity was  limited to 

selected pupils. 

Systems of Filing Used 

The questionnaire listed 21* systems of filing,  defined ana ex- 

plained in filing manuals ana textbooks.    Few respondents filled in this 

section of the check list.    Table 28 shows the systems that were reported 

by 22 schools.    The 17 schools reporting the Dewey Decimal  system included 

instruction in all five methods,  and in indexing,  coding,  and cross 



TABLE 27 

PROVISION FOR APPLICATION OF FTLI!:G KNOWLEDGE TO OFFICE 
PROBLEMS 

Position Ho. of Schools 

Assist in the office  1° 
Assist in office and library   2 
work in Cooperative work-school program . . 2 
File library cards   1 

Check 5-6 arrangements of office files ... 1 
File classwork papers  1 

Set up files for teaching materials .... 1 
Nature not stated  ]- 

Total 19  

referencing. Two schools reported the use of no other system. One school 

-resented seven systems in addition to the Dewey Decimal; all filing instruc- 

tion in this school was given in five weeks in second-year shorthand. One 

school reported two other systems in filing, with the Dewey Decimal system 

taurfab by the English teacher. Dewey Decimal is a highly specialized 

system from the standpoint of activities in classifying for filing.  Inasmuch 

as these schools reported a relatively short period of time for filing 

instruction and provided no information about the equipment and supplies 

available for teaching filing, it is possible that instruction in Dewey 

Decimal was limited to library orientation and information about the Dewey 

Decimal system. 

Comparison of Schools Offering Filing and Schools not Offering 
Filing 

Comparison of the 177 schools which offered no filing instruction 

of any kind with the schools offering filing units reveals no outstanding 

uifferences in total high school enrolments and pupil enrollments for one 

and for two or more business courses. Tables 29, 30, and 31 furnish 
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TABLE 28 

SYSTEMS REPORTED IN SCHOOLS TEACHING FILING AS A LEARNING 
UNIT ONLY 

System 

Dewey Decimal  
Direct Name    
Variadex      
Numeric Check   
Triple Check   
Soundex   > 
Automatic Index   
Library Bureau Direct 

Alphabetic Index . . 
Safeguard   
Skyline or Direct Vision 
Duplex-Numeric .... 
Kardex   
Expandex   
Wheeldex   

No. of Schools 
pupil Discussion 

Activity es only 

11 6 
6 2 

U 1 
2 1 
i 2 
  2 

1 
1 
1 

comparative data on these two croups of schools. More than three-fifths 

of the schools offering a learning unit in filing and three-fourths of 

tnose offering no filing instruction had fewer than 300 high school pupils 

enrolled. Approximately three-fourths of both groups of schools had fewer 

than 90 pupils enrolled in one business course only, and approximately 

three-fourths of both groups had fewer than #> pupils enrolled in two or 

more business courses. Among the schools with only one business teacher, 

notec in Table 32, there was a greater proportion of departments staffed 

by part-time teachers in the group of schools offering no filing instruc- 

tion. The data of this table are, in general, suggestive of association 

between the size of teaching staff and the offering of filing units. Yet 

the fact that filing was offeree in 16 schools having no business teachers 

other than a part-time teacher indicates that filing instruction can be 

provided by a minimal teaching staff. 
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TABLE 29 

PUPIL ENROLLMENT IN 122 SCHOOLS OFFERING FILING UNITS AND 
IN 177 SCHOOLS OFFERING NO FILING INSTRUCTION 

No. of Schools 
No. Pupils Enrolled 

in School Learning No 
Unit Filing 

1-    U9 1 MM 

50-    99 12 27 
100- 1U? 21 3h 
150- 199 15 y, 
200- 21*9 13 23 
250- 299 12 iU 
300- 3h9 5 5 
350- 399 It 5 
Uoo- WJ9 5 I 
U50- U99 h 2 
500- 5U9 3 2 
550- 599 1 — 
600- 6h9 2 2 
650- 699 1 2 
700- 7U? 2 —— 

750- 799 1 2 

800- 8U9 —   

850- 899 — 1 
900- 9U9 1 1 
950- 999 2 *~"~ 

1000-101x9 — 1 

1050-1099 1 _ — 

1100-llli9 1 —•» 

1150-1199   — — 

1200-12U9 1 
1250-1299 

  *N■ 

130C-13U9 
—— 

1 1350-1399 
___ 

lii00-lUU9 

1900-19U9 1 
9 16 Not stated 

Total number of schools 122 177 
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TABLE 30 

DISTRIBUTION OF 122 SCHOOLS OFFERING FILING UNITS AND 
177 SCHOOLS OFFERING NO FILING, ACCORDING TO THE 

NUMBER OF PUPILS ENROLLED IN ONE BUSINESS 
COURSE 

No. of Pupils Enrolled No. of Schools 
in One Learning No 

Business Course Unit Filing 

1- 11* ]0 111 
15- 29 19 16 
30- hh 18 3fc 
16- $9 16 27 
6D- 7U 11 18 
75- 89 12 9 
90-10U 8 — 

10?-119 i 1 
120-1314 — 3 
135-lu9 3 1 
150-161 3 2 
165-179 2 — 
180-191 1 2 
195-209 — — 
210-22li — 2 
225-239 — — 
2U0-25U — — 
255-269 1 — 
270-289 
•      •      •      • 

1 
~ 

U60-U7U 1 — 

U75-U89 1 — 
Not stated Hi 18 

Total number of schools 122 177 



TABLE 31 

DISTRIBUTION OF 122 SCHOOLS OFFERING FILING UNITS 
AND 177 SCHOOLS OFFERING NO FILING,  ACCORDING 

TO NUMBER OF PUPILS ENROLLED IN TOO OR 
MORE BUSINESS COURSES 

);> 

No. of Pupils Enrolled No.  c f Schools 

in Two or More Learning No 
Business Courses Unit Filing 

None 7 18 
1-    9 12 32 

10- 19 29 38 
20- 29 i; 23 
30- 39 i: ll 
10- l& 12 11 
50- 59 k h 
60- 69 7 1 
70- 79 l 3 
80- 89 2 1 
90- 99 1 2 

100-109 2 1 
110-119 — 2 
120-12? 1   

130-139 —   

Ilj0-lli9 —   

150-159 —— 1 
150-169 — — 

170-179 1 — 

160-189 1 — 

190-199 — — 

200-209 
•      •      •      • 

2 1 

2UO-21i9 1 — 

Not stated 16 25 

Total number of schools 122 177 
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TABLE 32 

FULL-TIME AND PART-TILE TEACHERS OF BUSINESS SUBJECTS IN THE 
122 SCHOOLS OFFERING FILING UNITS AND IN THE 177 SCHOOLS 

OFFERING NO FILING INSTRUCTION 

No.  of No.  of Schools No. of Business Teache rs 

Teachers Learning 
Unit 

No 
Filing 

Learning Unit No Filing 
in 

Bus. Dept. 
Full 
time 

Part 
time 

Full 
time 

Part 
time 

1 77 13U (V 16 98 36 

2 28 36 31 29 29 U3 

3 10 5 15 12' 9 9 

ll U 2 12 u 3 5 

5 1 -- 2 3 — — 

6 1 — h 2 — — 

7 — — — — — — 

8 — — -- — — — 

9 1 — 7 2 — ""■" 

Total 122 177 131 60 139 93 

It is apparent from Table 33 that there were teachers who had had 

formal instruction in filing teaching in the schools offering no filing 

instruction, and from Table 3U that some teachers of courses which included 

filing units were not certified in the business subjects. As shown in 

Table 33, more of the courses in the schools havinS filing units were taught 

by teachers who had had formal instruction in filing. Table 3U shows that 

more of the courses in the schools having filing instruction were tau5ht by 

teachers certified in the business subjects. 



TABLE 33 
>1 

COURSES TAUGHT 3Y TEACHERS HAVING HAD FOIiliAL INSTRUCTION IN FILING 
IN SCHOOLS WITH FILING UNITS AND IN THE SCHOOLS OFFERING NO 

FILING INSTRUCTION 

Course 
No. of i.ientions 

Learning 
Unit 

First-year Typewriting     65 
First-year Shorthand     56 
First-year Eookkeeping    Ij8 
General Business     UO 
practice Courses: 

Secretarial Practice      7 
Office Practice   
Clerical Practice      h 
Office i.:acnines  

Business Arithmetic   
Business Correspondence   
Business English      3 
Business Law   
Consumer Economics   
Economic Geography   
Principles of Selling   
3a:>.in^  
Journalism   

::o 
Filing 

n 
35 
23 
7 

TABLE 3U 

COURSES TAUGHT BY TEACHERS NOT CERTIFIED IN BUSINESS COURSES 
IN SCHOOLS OFFERING FILING UNITS AND IN THE SCHOOLS 

OFFERING NO FILING INSTRUCTION 

Course 

First-year Typewriting 
General Business  .   .   . 
Business Arithmetic 
First-year Bookkeeping 
First-year Shorthand . 
Business English .   .   . 
Business Law   
Economic Geography .   . 
Economics       
Consumer Economics . . 
Business Correspondence 
Distributive Education 
Office Practice . ... 
Business Administration 
Spelling   

No. of i.ientions 

Learning No 
Unit Filing 

,   .        16 28 
.   .         22 16 

7 
8 
C 
2 

.   .           2 1* 

.   .           2 1 
2 
1 

— 
— 
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The course offerings in the two groups of schools were similar, 

as shown in Table 35, with typewriting, shorthand, bookkeeping, and 

general business most frequently offered in each group. 

Attention has been called earlier to trie fact that filing is an 

established part of the content of general business, in textbooks and in 

the state course of study (see page 33). It was shown in Table 18 that 

only 73 courses in general business included filing units. This figure, 

considered in relation to the total of 129 schools recorded in Table 35 

as offering general business, reveals that only 56.6 per cent of the 

general business courses included instruction in filing. 

It will be noted also in Table 35 that there were 2U practice 

courses exclusive of office machines. These are vocational business 

courses in which filing might be expected to be an essential part of 

office procedures. Five of these courses, however, are shown in the 

table to include no filing instruction. Three office machines courses 

included filing; one did not. 

Courses required for the business majors in the 27 schools having a 

prescribed major*? are shown in Table 36. Twenty-eight practice courses 

;vere offered, but only five were requirements of the business majors. 

Sach of these five courses induced instruction in filing. Five practice 

courses were reported in the course offerings in the schools without filing 

instruction, none of which were required of the business majors. All 22 of 

the practice courses in the group of schools offering filing units included 

filing instruction. It will be noted that, although three of the office 

practice courses included a filing unit, only one such course was required 

of the business majors. No pattern for business majors is revealed in the 

•:■ 

17    The other three schools having a business major were  treated 
on page 27 In the lection pertaining to a separate filing course. 
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TABLE 35 

BUSINESS COURSES OFFERED IN 122 SCHOOLS OFFERING FILING UNITS 
AND IN 177 SCHOOLS OFFERING NO FILING INSTRUCTION 

Course 
No. of Schools 

Learning 
Unit 

No 
Filing 

Typewriting 
First-year   
Second-year   
Third-year   

Shorthand 
First-year   
Second-year   

Bookkeeping 
First-year   
Second-year   

General Business   
Business Arithmetic .... 
Business Law   
Business English   
Practice Courses 

Office Practice   
Secretarial Practice . . . 
Clerical Practice .... 
Office Machines   

Distributive Education . . . 
Business Correspondence . . 
Selling   
Consumer Economics   
Cooperative Office Education 
Banking   
Economics-Sociology .... 
Journalism   
Spelling   

119 172 
96 132 

3 

9h lUi 
38 to 

90 108 
11 8 
81) 16 
25 23 

8 9 
6 5 
8 3 
6 2 
$   
3 1 
7 3 
9 — 
5 2 
k 2 
2   
  I 

1 2 
1   



requirements shown in Table 36 other than that the relative frequencies 

of offerings are similar. The data are suggestive of considerable variation 

in the scope of requirements. A third of the schools having majors provided 

no filing in any course offerings. 

TABLE 36 

COUhSES REQUIRED FOR BUSINGS MAJORS IN 18 SCHOOLS OFFERING FILING 
UNITS AND IN 9 SCHOOLS OFFERING NO FILING INSTRUCTION 

No. of Schools 
Course        "—T"J   I Learning        No        Containing 

Unit        Filing Unit* 

Typewriting 
First-year  ld ^ 
Second-year             H 

Shorthand 
First-year    17     ^ * 
Second-year     7 *■ 

Bookkeeping _ 
First-year    ■*-" 
Second-year     7     -        " 

General Business    1Z* 
Practice Courses „ 

Clerical Practice      * 
Secretarial Practice      « 
Office Practice      1 ^ 

Business Correspondence      3 J 

Business Law  , 
Business English   ~ 
Business Arithmetic   
Distributive Education   

* Courses in which filing units were included. 

Opinions on Desirability of Including Filing Instruction 

The opinions from schools relative to the desirability of including 

filing as a separate course and as a unit within a course were sought on 

the questionnaire to the schools. Although questions about the desirability 

of offering filing were not directed to schools where filing is taught, some 
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of the respondents from these schools c^ave opinions. These opinions are 

included in the tabulations. The data of Table 37 show the number of 

schools desiring a separate filing course, and Table 38 the number of 

schools desiring a learning unit of filing. Of the 299 schools included 

here, 157 wanted a separate filing course, and 138 favored a learning 

unit. These expressed opinions indicate that a majority of the respondents 

from the schools felt that filing instruction has a place in the business 

curriculum. In contrast, Table 39 shows that 99 schools are opposed to 

including filing instruction in the business curriculum. Attention should 

be called to the fact, however, that one respondent of the 33 voting against 

a unit includes such a unit of instruction in the existing curriculum. 

Twelve voted against having either a course or a unit, with some commenting 

that it was impracticable to offer either. 

Some of the cited handicaps to achieving more filing instruction 

were: lack of equipment for pupil activity, lack of pupil time for 

scheduling other than the required courses, and lack of teacher time 

because of heavy teaching schedules. 

Recommendations about courses appropriate for filing units were 

supplied by 97 schools which offer no filing instruction. Some teachers 

mentioned more than one course, including in some instances courses which 

were not given in their schools. Table UO shows that 1,3 teachers preferred 

typewriting as a course for including a filing unit. A total of 33 teachers 

indicated a preference for the various practice courses, but only 5 of these 

schools offered a practice course. General business, bookkeeping and 

shorthand received a sufficient number of mentions to indicate that the 

teachers considered these courses suitable for the filing units. 
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TABLE 37 

OPINIONS FROIJ SCHOOLS FAVORING A SEPARATE FILING COURSE 

Response No. of Schools 

Those offering no filing instruction 109 

Those offering a unit but preferring 
a course instead of a unit,  or a 
course in auoition to the unit h£> 

Total number of opinions 157 

TABLE 33 

OPINIONS FROM SCHOOLS FAVORING A LEARNING UNIT OF FILING 
INSTRUCTION 

Response N°» of Schools 

Those offering no filing instruction 10)j 

Those offering unit and satisfied 
with unit 3u 

Total number of opinions 138 

TABLE 39 

OPINIONS FROM SCHOOLS NOT FAVORING FILING INSTRUCTION 

Response ;;o. of Schools 

Against course  ™ 

Against unit  ■'•' 

Against any filing  12 

Total number of opinions ■ » ?°  

* includes one school already offering a filing unit. 
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TABLE liO 

COURSES RECOMMENDED FOR INCLUSION OF FILING INSTRUCTION 
BY 97 SCHOOLS OFFERING NO FILING INSTRUCTION 

Course i'o.  of Mentions 

Typewriting W 
First-year 1 
Second-year 1° 
Year not specified 32 

Practice Courses   33 
Office Practice   1° 
Secretarial practice   11 
Clerical practice   3 
Secretarial Training   1 

General Business   20 
Bookkeeping f? 
Shorthand  12 

Second-year    U 
Year not specified " 

Business Correspondence   3 
Office Uanagenent   j- 
Business Aritlimetic * 
Consumer Economics   j 
English   
Library   , 
Any general course   
In ail business courses   

' 
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FUJI'S ACTIVITIES IN THE BUSINESS OFFICES 

This chapter presents information concerning filing in the busi- 

ness offices: number of file clerks, methods and systems of filing used 

in the offices, and opinions of businessmen concerning the training of 

clerical workers having filing duties. 

Office Employees Performing Filing Duties 

The data presented here are from 112 business offices with a 

total of 6,li63 office employees, of whom 1,600, or 25 per cent, performed 

some filing duties. These figures include 2!» supervisors who did filing, 

in addition to other supervisory duties. Two hundred twenty-six, or only 

3.5 per cent of the total number of office workers, were classified by 

their offices as file clerksj and these file clerics were reported in only 

50 of the 112 offices. Tables hi and hZ  five the distribution of offices 

according to the number of workers who did filing and according to the 

number of file clerks. 

In the 21 offices having 9  or fewer workers, filing duties were 

performed by approximately 59 per cent of the office employees. In 7 

offices, employing from 1 to 5 office employees, filing duties were per- 

formed by each employee. In the same group of offices, only 5 offices 

reported file clerks, but in those offices, 25 per cent of the total office 

employees were classified as file clerks. 

Twenty-four per cent of the workers in the 10 offices reporting 

from 30 to 3? office employees performed filing duties, however* only one 

£8 

11 
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TABLE U 

DISTRIBUTION OF OFFICES ACCORDING TO NUMBER OF ELPLOYEiS 
DOING FILING WORK 

No.  of No. of Offices 
Employees 

Doing Filing 

1- h U5 
5- 9 27 

10-11* 16 
15-19 6 
20-2U 5 
25-29 1 
30-3U 3 
35-39 l 

above $0: 
5o 1 
60 i 

100 2 

125 2 
225 1 

".Jot stated 1 

Total number of offices 112 

of the ten offices reported an employee classified as a file clerk. 

The office reporting U3 file clerks (Table 1.3) was a large life 

insurance company having a total of U28 office employees, 100 of *hom 

performed filing duties. The proportion of workers performing filing 

duties is 23 per cent, approximately the same as for the entire group, 

but the proportion of file clerks (10 per cent) is higher than the per- 

centage obtained for the entire group. 

Thirty-one offices reported a supervisor in charge of the files, 

as shown in Table 10. With one exception, no office reported more than 

one supervisor, and that office reported a supervisor in charge of each 

section of the files. The total number of supervisors, therefore, 
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exceeded 31> but since the number of file sections having supervisors was 

not stated, the exact number is not knovm. Table hh  shows that 21* of the 

31 supervisors had some filing duties. Table 15 lists the other duties 

of all supervisors. These duties include, in natters pertaining to filing, 

the setting up of filing systems, the supervision of other file clerks, 

the checking of proper distribution of materials, and the general super- 

vision of the filing department. 

TABLE U2 

DISTRIBUTION OF OFFICES ACCORDING TO NUMBER OF FILE CLERKS 

No. of No.  of Offices 
File Clerks 

None 62 
1 19 
2 13 
3 
U 

It 
b 
0 

$ 6, 

6 
—— 

7 
—— 

6 
_„ 

9 
10 
11 

1 
2 
1 

12 
— — 

13 
__. 

111 1 
1$ 
16 -? 
17 
_—. 
Ii3 

1 

Total number of offices 112 
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TABLE ltf 

NUMBER OF OFFICES IN EACH NOHa CHAPTER REPORTING THE E.TLOYMSNT 
OF A FILING SUPERVISOR 

Chapter 

Ho. of Offices 

Supervisor in Charge of Files 

Yes No Total 

Charlotte,  N.  0.   .   .   , 
piedmont    

(Greensboro,  N.  C.) 
Raleigh,  N.  C  
Richmond,  Va  
Greenville, S.  C.     .   , 

Total      

5 15 2C 
8a 

13 21 

£ 12 15 
tf i; 2'J 
9d 22 31 

31 82 112 

a One office reported a supervisor of old filesj one other office 
reported one supervisor in each section. 

b One office reported having only a part-time filing supervisor; 
one other reported a filing supervisor for M. I. B. files only. 

c One office reported a filing supervisor in the sales service 
files only. 

d One office reported a filing supervisor for personnel and payroll 
records only. 

TABLE UU 

SUPERVISORS OF FILES WHO PERFORM SOME FILING DUTIES 

iz r~ NO* of 
ChaPter Supervisors 

Charlotte,   II.  C  jj 
Piedmont   5 

(Greensboro, N. C.) 
Raleigh, N. C  3 
Richmond. Va  ~ 
Greenville, S. C. • •  ° 

Total 2** 
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TABLE U5 

DUTIES PERFORMED BY THE SUPERVISORS OF FILES* 

Duties 
No.  of Tiir.es 

Checked 

Checking of files and supervision       1 
Sets up the files by department as they are trans- 

ferred.    Assists people in finding files.    Indexing ...    1 
General supervision of central file department         1 
Maintain proper distribution and prompt handling of 

files    
Review all cases prior to filir.gj supervise other 
filing clerks -1- 

Supervise and instruct   1 

Verifjing and other miscellaneous duties   1 
Making reports, processing orders 1 
Issuing supplies, proofreading   
Office detail   ^ 
Office Management   3 
Secretarial   ^ 
Stenographer   ^ 
Stenographer-secretary   
Taking responsibility of getting the work to :iove 
expeditiously   

Dictaphone operator   
Head bookkeeper   
Certain duties regarding customer orders   f- 
Supervise Stenographic Department   
Incoming-outgoing mail   
Staff or Line supervision   
Clerical   
Varied   
General   
All office functions • • • •  
Clearing of cases at Social Service Index (clearing 
house'for all public and private agencies in 
Richmond City and vicinity). "This is a check which 
is made so the agency will know if the applicant is 
known to other bureaus in the city before taking 
application. Contacting other agencies anu public       ^ 
by phone and in person."   
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Filing Organization in the Business Offices 

Centralized filing, in which all the files are in one central 

location, was found to be the plan of organization in 19 offices; decen- 

tralized, with different departments keeping their separate files, in 

UG offices; and a combination of the centralized-decentralized plan of 

filing in Ul offices. The last figure includes seven offices for which 

the respondent checked either "centralized" or "decentralized" in addi- 

tion to the combination "centralized-decentralized." Table U6 gives 

these data and includes a column for four offices that wrote "::o," without 

explanatory comment, for all items on this section of the questionnaire. 

TABLE U6 

TYPES OF FILING ORGANIZATION REPORTED BY 112 OFFICES 
IN THE FIVE WXk CHAPTERS 

No. of Offices  

Chapter centra- Decentra- Combina-  Not    Total 
lized    lized    tion Specified  

Charlotte, N. C. . .   $ °       6      3*     20 

Piedmont  h h 13 
(Greensboro,  N.  C.) 

Raleigh,  N.  0.    .   .   . 13 15 

Richmond, Va         h I2 . 10 

Greenville, S. C.   .   .        6 13 H x* 31 

Total       19 U3 ^ U 112 

* .respondents wrote "No" to all three types of filing organisation. 
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Methods of Filing 

The alphabetic method of filing was the most frequently used 

method,  as shown in Table hi, with 99 offices reporting extensive use 

of that method and 10 offices reporting its use to a limited degree. 

Three offices did not indicate any use of the alphabetic method.    Sub- 

ject filing was next in frequency,  with U2 offices reporting extensive 

use and 33 limited use.    Numeric filing was used by 61 offices,  chrono- 

logic by U6 offices,  and geographic by 25 offices.    Specialized methods 

written in on the check list by the respondents were:    Alpha-Numeric, 

3ranch office,  Departmental,  County,  and Banks. 

TABLE U7 

METHODS OF FILING USED IN THE BUSINESS OFFICES 

No. of Offices 
Method Extensive    Limited 

'jse Use 

Alphabetic  10 

Subject  U2      33 

Numeric  ^h 17 

Chronologic   ^ 

Geographic  10 

Others   

Alpha-Numeric    1 
Branch Office   1 
Departmental   1 
County   * 
Banks ■*- 
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Systems of Filing Used in Business Offices 

Thirty-seven systems of filing were reported in use.    Table U8 

shows that the Direct Name system was reported most frequently, with 

extensive use in U2 offices, and limited use in 1+ offices.    Kardex was 

next in frequency,  reported in extensive use by 20 offices and in 

limited use by 18 offices.    The Library Bureau Direct Alphabetic  Index 

was reported by a total of 17 offices,  15 of which used it extensively. 

; one of the other systems listed or. the questionnaire-check list was 

reported by more than 10 offices,  and 16 systems received only one 

mention each.    Items written in by the respondents are  grouped at the 

enci of the  tabulation.    Some of these items seem to designate equipment 

rather than specialized systems.    Since they were reported as systems by 

the offices,  tney are so recorded in Table k9* 

On-the-Job Training; 

The employees in US offices had office manuals for reference on 

the job. (Table U9) Twenty-three of these manuals included filing in- 

structions and are hereafter referred to as filing manuals. In five of 

these offices the workers who performed filing duties were directed by 

a supervisor, and in four offices they participated in on-the-job training 

programs. In five offices, the workers had the combined benefits of an 

office manual for filing,  a training program,  and a filing supervisor. 

(Table £0). 

On-the-job training programs were provided by 22,  or 19.6 per cent, 

of the offices included in the- study.    (Table $1)    Two other offices  re- 

ported "no formal program.'.    This suggests that some phases of training 

are  "iven the employee after he accepts a position,  but may not be 
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FILING SYSTEM USED IN THE BUSINESS OFFICES 
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Systems 

Mo.  of Offices 

Extensive      Limited 
Use use 

Direct Name    
Kardex      
Library Bureau Direct Alphabetic 

Index   
Numeric Check    
VJheeldex  
Variadex      
Automatic Index   
Natural    
Duplex-Numeric    
iixpandex  
Sorter Graf   
Soundex   
Perpetual   
Ready-Mace   
Dewey Decimal   
Skyline or Direct Vision .... 
Tailor-Made   
Space-Saver   
Bee Line   
Nual  
Safeguard   
Tri-Guard   
Triple Check   

Others (added by respondents) 
Pendaflex   
Shaw-Walker 300 Division    .   .   . 
Victor-Visible      
'Gen. Fireproof Direct Alphabetic 
U-MAK-A   
Terminal Digit      
Acme Visible      
Flex-Site Visible     
IBM  
Visible Records    
Decimal •• 
System sot up by own accounting 

method specialists      

L2 
20 

U 
2 
h 

k 
7 
3 
h 
3 

3 
2 
1 
3 
1 

!' 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 

ll 
18 

2 
B 
6 
U 
5 
2 

5 
3 
h 
l 
2 
3 
3 
1 
3 
2 

1 
1 
1 
1 
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TABLE U9 

NUMBER OF OFFICES REPORTING USE OF OFFICE MANUALS 
AND FILING MANUALS 

:;o. or orj'ices 

Chapter                   Office J'ar.ual Office Manuals 
*■                                         -— .— Including 

Yes    l*o        No Instructions 
                                          answer About Filing 

Charlotte,  N.  C  10a 10 — 6 
piedmont  Q n 1 3 

(Greensboro,  :;.  C.) 
italeigh,  M.  C  6 9 — 3 
Richmond,  Va  8b 17 — U 
Greenville,  S.  C  12 18 1 7C 

Total IJ5      65 2 23 

a Includes a "projected" office manual. 
D Includes a ..lanual with filing instructions  for some 

departments. 
c  Includes two other offices with office manuals that did 

not state whether filing instruction is included. 

TABLE   50 

OFFICES WITH FILING MANUALS AMD OTHER AIDS 

Filing Aids Ho. of Offices 

Total number of filing manuals 23 

On-the-job training program and 
supervisor in charge of the 
files 5 

On-the-job training program         h 

Supervisor in charge of the files    .   .    5 



6? 

TABLE $1 

RESPONSES ABOUT PROVISION FOR ON-THE-JOB TRAINING 
FOR FILE CLERKS 

No. of Offices 

Chapter lea No Ho 
answer 

rotal 

Charlotte,  N. ,%   .  •   • < lha ] 20 

Piedmont •   •   • 
(Greensboro, N. C.) 

.     h 13 h 21 

12 2 r: 

Richmond, Va. •      •      •       • .      6 i5a h 25 

Greenville,  S. C.     .   . .      6 20 5 31 

7U 16 112 

a Includes one office reportinc "no formal pro--ran." 

organized into a program.    Ten of the offices having on-the-job training 

program employed 30 or fewer office workers} two offices employed more 

than 200 office workers. 

On-the-job tracing in 12 of the 22 training program  reported 

consists of working under the direct supervision of an experienced em- 

ployee.    Five offices reported a complete training program,  one of which 

was designated as being at the company-a expense.    Other kinds of on-the- 

job training reported were:    a correspondence course and training with 

actual files,  instruction in "how to file and how to keep the files neat,- 

instruction in the use of standard specimen sheets,  and training in filing 

as a part of the general training program for new employees. 
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In 13 of the 23 offices indicating a filing manual,  a combination 

of the centralized-decentraliced plan of filing organization existed,  and 

five of the same 13 offices reported a filing i.ianual.    Three of the four 

offices reporting a completely centralized plan of organization indicated 

filing manuals whereas none of the five offices having a completely de- 

centralized plan of filing organization indic-ted a filing manual.    This 

seems to indicate that the filing processes employed in the offices using 

a combination of the  centralized-decer.tralized plan of organization or 

the completely centralized plan involved a more detailed or more complex 

filing arrangement.    It implies,  also, that whatever training in filing 

arrangements may have been received in the schools nas not been adequate 

to meet tne needs of the particular jobs.    The size of these offices did 

not seem to have any bearing on whether there v/as an office manual nor on 

the opinions relative to the training of prospective file clerks in the 

schools and the phases in which they preferred to train their own.    The 

offices having a filing manual, an on-the-job training program,  a super- 

visor in charge of the files, and a combination of the centralized- 

decentralized plan of filing organization wanted the "basic fundamentals" 

taught in the schools and the "specialiied methods and systems" left to 

be learned on the job. 

Opinions of Businessmen Regarding School Training of Prospective 
File Clerks 

The opinions of the businessmen relative to the adequacy and in- 

adequacy of the schoolB'  training for prospective file clerks are presented 

in this  section.    Of the 112 business offices,  the businessmen from 2? 

offices considered the schools' program adequate;  U6 considered it inade- 

quate;  and 39 gave no opinion.    Table £2 gives these data.    Tables 53, 



TABLE 52 

OPINIONS REPORTED ON ADEQUACY OF SCHOOL TRAINING PROGRAM 
FOR FILE CLERKS 

70 

Chapter Yes    No 

TTo. 51 UiTices 
ROt in a" 

ition position      «u 

lo state ansv;er 
o      Total 

Charlotte,  N.  C  h 
Piedmont   7 

(Greensboro,  N.  C.) 
Raleigh,  N.  C  2 
Richmond,  Va  6 
Greenville,  S.  C  8Q 

Total  27 

1^ 
9 

2 
h 1 

ac 
21 

3 
?' 

lle 

7 
6 
8 

3 
1* 
U 

15 
25 
31 

U6       27 12 112 

a One office seldom employs office clerical help that has not 
progressed beyond the high school level, 

b One office stated that the schools may be overdoin- the 
training. 

c One office prefers to do its own training;  the response from 
another office was "fair," and is included in this ^roup. 

d One office stated "partially" and is  included in this -roup. 
e one office commented that filing is a difficult subject to 

teach. 

TABLE 53 

FILING ORGANIZATION IN 27 OFFICES CONSIDERING SCHOOL TRAINING 
FOR PROSPECTIVE FILE CLERKS AS ADEQUATE AND IN 1*6 OFFICES 

CONSIDERING SCHOOL TRAINING INADEQUATE 

Type of Organization 
—Ho.  of UiTices 

Adequate    Inadequate 

Combination centralized-decentralized 
Decentralized    
Centralized    
Ko answer  

Total    

15 
ID 

2 

20 
Hi 
11 

1 

27 w 
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5U, and 55 give comparative data pertaining to kind of filing organization 

type of business and size of office. Except in the case of the wholly 

centralized filing organization in which a larger proportion considered 

the schools' training inadequate, the opinions as to adequacy seem not 

to have been affected by plan of organization. Of the offices having a 

wholly centralized plan of filing organization and considering the 

schools' training inadequate, two offices had a supervisor in charge of 

the files, a filing manual, and an on-the-job training program} and four 

offices had none of these services. 

The type of business did not seem to affect the opinions expressed 

as to the adequacy or inadequacy of the schools in training file clerks, 

although office outfitters representing "machines and supplies" were more 

critical of the schools in proportion to their number than were represen- 

tatives of other types of business. 

Table 55 Shows that the smaller offices (those offices having fewer 

than 30 office employees) tend to regard the school training as inadequate 

to a greater extent than do the larger offices. Of the 56 offices having 

fewer than 30 office employees, 38 offices responded with an expressed 

opinion. It is possible that the 18 remaining offices expressing no 

opinion about the adequacy of the schools' training program felt that the 

filing problems in their offices were not of sufficient scope to justify 

a recorded judgment. 

Neither the method nor the system of filing in use in the offices 

seemed to determine whether the particular office considered the schools' 

training program adequate or inadequate (Tables $6 and 57). However, two 

of the three offices not indicating the use of the alphabetic method were 

among those submitting a judgment of "inadequacy." 
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TABLE 5U 

TYPES OF BUSINESS REPRESEI!TED IN GROUPS CONSIDERING SCHOOL 
TRAINING PROGRAMS ADEQUATE AND INADEQUATE IN TRAINING 

FILE CLERKS 

Type of Business 
:;o.  of Offices 

Adequate    Inadequate 

Manufacturers 
Textiles,  Textile Specialties    7 
Steel, Aluminum Products      
Hosiery   
Batteries    
Tobacco and Cigarettes      
Biscuits and Crackers   
Business Forms      
Supports and Braces    
Lumber      

Office Outfitters 
Machines Ca Supplies  

Financial & Insurar.ee Offices 
Banking     
Insurance   

Public Utilities u Transportation 
utilities   
Freight Transportation   

TRADE 
Distributors 

Petroleum Products  
Groceries to Retail Stores  
Dairy Products  
Electrical, Heatin; Appliances .... 
Welding Supplies, Equipment   
Parts for ;.lotor Trucks  

Wholesalers 
Cheaicais, Laundry Supplies   
Bearings and Parts   
Hardware and Sends   
Auto Supplies   

Retail Stores 
Depart:sent Store    " 
$f,  to 01 Stores  

MISCELLANEOUS 
Accountants & Auditors      
Employment Service        '   ' " 
Heat Packers       
Tobacco Cooperative   •     
-onorofit Commercial Organization .... 
Trade Assn.—Credit Bureau         " 
Engineers L Architects •   • 

 r-5 ~        27~ Total    

7 
3 
1 
] 

1 

:. 

] 

9 

■:■ 

2 

1 
1 

1 
1 
1 
1 

1 

1 

1 
1 

1 
1 
L 

U6 
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TABLE 55 

SIZE OF THE 27 OFFICES CONSIDERING SCHOOL TRAINING FOR PROSPECTIVE 
FILE CLERICS AS ADEQUATE AND OF THE 1*6 OFFICES CONSIDERING SCHOOL 

TRAINING INADEQUATE 

Ho. of Employees 

1-    9 
10- 19 
20- 29 
30- 39 
liO- U9 
50- 59 
60- 69 
70- 79 
80- 89 
90- 99 

100-109 
110-119 
120-129 
130-139 
1U0-1U9 
150-159 
160-169 
170-179 
130-139 
190-199 
200-209 

above 200 
212 
355 
I4OO 
U28 
U85 

Not stated 

Total 

No. of Offices 

Adequate Inadequate 

2 

h 
3 

2 
2 

1 
i 

27 

13 
9 
5 
5 
l 
2 

1 
2 

l 

1 

1 

1 

16 

'.Vhen the offices with file clerks were  isolated for tabulation 

of opinions in Table 58,  no outstanding differences were noted in the 

proportion of file clerks in the offices considering the school training 

adequate ana in those considering it inadequate.    Of the 73 offices giving 
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TABLE $6 

METHODS OF FILING USED IN 27 OFFICES CONSIDERING SCHOOL TRAINING 
FOR PROSPECTIVE FILE CLERKS AS ADEQUATE AND IN U6 OFFICES 

CONSIDERING SCHOOL TRAINING INADEQUATE 

Method 

Ko. of Offices 
Inadequate Adequate 

Extensive Limited Extensive Limited 
use     use     Use     Use 

Alphabetic   

Subject   

numeric  

Chronologic   

Geographic   

Others (added by respondents) 

Departmental   

Branch Office   

22 3 

11 ? 

1$ 3 

7 10 

li 5 

U3 

17 

111 

5 

7 

1 

10 

B 

9 

6 

1 

1 

opinions,  21 considering the schools-  training inadequate and 13 offices 

reporting the training adequate had no employee classified as a  file clerk. 

The offices having employees who performed filing duties but who 

were not classified as file clerks seemed to be proportionately distributed 

between the "adequate" and "inaaequate" group,  as shown in Table 59. 

Recommendations from 70 businessmen for school training of office 

workers were obtained through two items on the questionnaire: 

i    "Please list any recommendations you may have that will 
"  C£e the training program in ^.^afSrSe^l    *" 

prospective file clerks ana otner clerical workers. 

b.  "in what aspects of filing would you prefer to train your 
own file clerks?" 
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TABLE Si 

SISTBMS OF FILING USED IN 27 OFFICES CONSIDERING SCHOOL TRAINING 
FOR PROSPECTIVE FILE CLERKS ADEQUATE AND IN 16 OFFICES CON- 

SIDERING SCHOOL TRAINING INADEQUATE 

System 

No. of Offices 
Adequate  

Extensive Limited 
Use Use 

Inadequate 
Extensive  Limited 

Use Use 

Direct Name    
Kardcx      
Library Bureau Direct Alpha- 

betic Index    
Wheeldex      
Expandex      
Automatic Index   
Variadex      
Duplex-Numeric   
Numeric Check   
Dewey Decimal   
Skyline or Direct Vision . . 
Soundex   
Tailor-i,:ade  
Ready-iiade  
Perpetual   
Natural   
Sorter Graf   
Bee Line   
Triple Check   
Soace Saver   
Hual  
Safeguard   

Others (added by respondents) 
pendaflex   
U-ILAK-A  
Terminal Digit   
Acme Visible   
Flex-Site Visible   
Victor Visible   
Standard letter-size file 
drawers   

Genl.  Fireproof Direct 
Alphabetic       

7 
h 

h 
2 
i 
1 
1 
1 
1 

5 

3 
3 
1 
2 
2 
1 
2 

1 

1 
2 

1 
1 
1 

12 

7 
1 
3 
3 
2 
2 

■ 

3 
2 

1 
] 
2 
1 
1 

I 
1 
1 
1 

1 
B 

1 
3 

i 
1 
1 
3 
1 
1 

2 
1 
2 

L 

1 
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TABLE 58 

NUMBER OF FILE CLERKS REPORTED IN 27 OFFICES CONSIDERING SCHOOL 
TRAINING FOR PROSPECTIVE FILE CLERKS AS ADEQUATE AID 
IN U6 OFFICES CONSIDERING SCHOOL TRAINING INADEQUATE 

No. of 
File Clor'.:s 

No.  of Offices 

Adequate Inadequate 

13 21 
3 11 
3 6 
■c 2 
] I 
1 "i 

- - 
- - 
- - 
1 - 
2 - 

None 
1 
2 
3 
li 

6 
7 
B 
9 

ic 
ri 
12 
13 
11) 
1;.' 
16 
17 

1 

2 

Ii3 

Total 27 ..-' 

These recommendations, as shorn, in Tables 60 and 61, were compiled from 

the vercatin listing found in Appendix II,  Tables I and II.    The recom- 

mendation given most frequently for both the file clerks and for other 

clerical workers was for more actual practice to supplement the theory. 

Other desirable work habits ana traits have been included in the compila- 

tion and are listed as  "related factors." 

Table 62 suPinari.es the suggestions rrade by K respondents for 

school programs  received in answer to question "What aspects of filing 
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TABLE 59 

NUMBER OF EMPLOYEES PERFORiaNG FILING DUTIES IN 27 OFFICES 
CONSIDERING SCHOOL TRAINING FOR PROSPECTIVE FILE CLERKS 

ADEQUATE AND IN U6 OFFICES CONSIDERING SCHOOL 
TRAINING INADEQUATE 

;:o.   or Employees No. of Offices 
Performing Filing 

Duties Adequate Inadequate 

1- h 6 22 
5- 9 6 11 

10-lJ| 6 5 
15-19 2 3 
20-2U 1 U 
25-29 1 — 
30-3U 1 — 
35-39 - — 

above 50 
60 1 — 

100 1 i 

125 1 — 
225 1 

Total 27 U6 

should be taught in the school?"    Appendix II gives the verbatim comments 

from which the tabulation was compiled.    The aspect most frequently sug- 

gested,  offered by 53 per cent of those responding to this item, pertained 

to the fundamental principles of the various methods.    Specific methods 

v;ere mentioned by other respondents, with alphabetic filing or "teach the 

alphabet" mentioned 10 times.    If the alphabetic method is implied in the 

general statement about the principles of the various methods,  it rates a 

total frequency of Itf,   and appears to be the focus suggested for school 

programs. 

Responses referring to the purpose ana importance of filing call 

for improved concepts of business filing. 
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TABLE 60 

RECCMENDATIONS FROM BUSINESSMEN RELATIVE TO SCHOOLS'  TRAINING 
PROGRAM FOR FILE CLERKS 

Recommendation Frequency of 
Mention 

More actual application ana practice  10 
Teach all filing methods and systems in detail  ° 
An elementary knowledge of filing      ? 
The alphabet  1 

Emphasis on alphabetic filing •   •   •   • J 
Teach to organize daily pro-ram and include the filing 

of all papers;  keep files up-to-date  ^ 
Fewer~mTsc.  folders and more indexing  f- 
Practice on cross reference filing   
Distinguish between adj. and nouns in subject filing ... l 
lecture by competent office equipment representative 

relative to new filing equipment, methous,  systems  ... l 
Schools should work through MOJ.A Ed.  Committee or 

other similar group of practical businessmen  <■ 
"ore adequate equipment to work with  ^ 
Devote more time to all business subjects  •* 
Teachers should make surveys often of actual ^ 

business applications •   •   •   •   •   •   •   ' 
File clerk should train for better position with more^   ^   ^ ^ 

rore^upils'should be'encouraged to'stady filing as it 
now'pays almost as well as stenographic work •••••• 

Set up a strictly business administration course which 
JoSd include filing, typing, shorthand, bookkeeping, ^ ^     ^ 
business machines      

Related Factors   7 

ConceSakon'on ii* at hand*ana'development of fc 

proper attitude toward work            \.   .....   . 3 
Interest and initiative ','.'.'... 2 
Improvement in penmanship  '.'..... 2 
Cooperation with others  ....... 2 
Sense of responsibility •   2 
Improvement of memory .!'.!..•••• 1 
Consistency     '   '.   '.  1 
Neatness in work .'..!..•  1 

Precision '    j  1 
Punctuality         1 
Appearance—what to wear  



TABLE 61 

RECOMMENDATIONS FROM BUSINESSMEN RELATIVE TO SCHOOLS'  TRAINING 
PROGRAM FOR CLERICAL WORKERS 

,: 

1 ;ec ommendation Frequency of 
Mention 

Practical experience to supplement theory •        7 
Course should include a working knowledge cf typing, 

shorthand,  bookkeeping, and various business machines 
used in offices    

Frequent surveys of business to learn requirements    .... 
Fundamentals of various basic nethods ar.ci systems 

of filing ' 
yore training of proper record keeping   
Work through NOMA Educational Com-d.ti.ee or other similar 

organization of practical businessmen   1 
Have^outside clerical workers attend classes and ex- 
plain their job and perform them for the class 1 

Encourage more pupils to study filing 1 

Devote more time to all business subjects including 
filing  ?■ 

Fundamentals of business administration  f- 
Commercial course should have active support of HO: A    ... 1 
Perfection of shorthand transcripts    - 
More emphasis on typing  
...ore practice typing figures  
Filling in forms      

related Factors , 
Efficiency     T   
Accuracy  ■, 
Development of correct attituaes  
Cooperation with other employees • • £ 

Proper telephone technique        „ 
Sense of responsibility   
Neatness    1 
How to receive callers   
Appearance—what to wear   
How to accept instructions • • • • • • • * * 
How to approach problem with reason rather than emotion . . 
Realization that promotion must be earned ••*;;;;;; x 

Regard for company rules '.,',',    1 
How to apply for a job . . • • •  
More emohasis on proper work nabits   • •     x 
Concentration on task at hand ......'.    1 
Promptness '        , , . . . 1 
Thoroughness '         j. 
Personality Development   

More thorough knowledge of basic English^granmw . . • • • 8 
Basic arithmetic         y 
Spelling  ',  '.   .   '.   .   .   •   •   •   •  •    i 
Penmanship      .....    1 
Alphabet •   •  • **.".!".   I  ".••  •    2 
Other rudimentary education .■■-••• 
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TABLE 62 

0PIMI0NS OF BUSINESSMEN CONCERNING ASPECTS OF FILING THAT SHOULD BE 
TAUGHT IN THE SCHOOLS' TRAINING PROGRAM 

No. of 
Opinion Mentions 

Fundamental principles of the various K.ethods 32 

Establish a feeling of ijnportance of having a good 
filing organization   ° 

General purpose of filing; value of finding data 
promptly; what to consider when filing   

Alphabetic filing   

Alphabet   

Alphabetic and numeric filing   

Alphabetic, numeric, and subject filing   

'..umeric or digit filing  

Filing by subjects   

Combination of record-keepin- with filing (unit plan) . . 1 

Centralized filing organization   

Job-level training included in schools' program   1 

Types of equipment and use   

How to move files at end of year  

Related Factors; 

 3 
Accuracy   

 2 
Efficiency   

Concentration on task at hand   

Sense of responsibility   
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A few respondents stipulated technical instruction,  such as cen- 

tralized filing, transferring files,  ana a study of equipment. 

Work habits and personal traits, both for file clerks and  for other 

clerical workers  (See Tables I and IT), were additional items mentioned in 

which the businessmen desired further training.    These items have been listed 

as "related factors"  in the tables.    Neatness,  efficiency, accuracy,  a sense 

of responsibility,  and concentration on the  task at hana were mentioned. 

Table 63 presents information from 53 businessmen who stated some 

phases  in which they prefer to train their own file clerks.    Table IV in 

Appendix IT lists the orieinal comments from which Table 63 was compiled. 

Thirty of the 53 business offices employed workers classified as file 

clerks;  20  had a supervisor in charge of the  files;  and 16 hac on-the-job 

training programs.     Five businessmen believe  that each firm should teach 

and train its own file clerks,  ana four others prefer to do their own 

training in the coimaon methods of filing,  inducing alphabetic.    Most of 

the responses,  however,  concerned the application of filing principles 

to specialized methods or systems. 

The added items,  listed in the table as "related factors," imply 

that these respondents impose no responsibility on the  school program for 

the specified personal traits, but prefer to undertake those aspects as 

in-service training. 

There was duplication in the recomendations given for the 

file clerks and for other clerical workers.    For example,  the recom- 

, «       +n thP desirability of including actual application 
mendation relative  to the desiraoiJ.n<y 

an, pr.ctie.1 .xperi.nc. to «M - T - -««~ « «~ 

It .„ th. r.=o«.n«»ti«n nt frequenOy cloned in the 11*. in- 

clude in «,pono±, II,  .l»o.    SO.,0 Of th. business »oulo Ilk.  the 
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TABLE 63 

ASPECTS OF FILING IN WHICH BUSINESSMEN PREFER TO TRAIN 
THEIR OWN FILE CLERKS 

 """" " "~  Frequency 
Aspects of Filing of Uention 

Application to special methods and systems in 
the business and technical aspects or finer 
ooints of application of a system to a specific 
job 3b 

In accordance with present office procedures ....  1 

Relieve each firm should teach and train own file 
clerks    * 

vaintaining a filing system based on present needs 
and not a file to have a filej importance of 
records   

2 
Train them alphabetically   

Alphabetic and numeric filing   

Alphabetic, numeric, and subject filing   

80-period Ren. Rand plus Kardex   

Record-keeping with filing (unit plan)  

Related Factors; 

   1 
Neatness    

   1 
Efficiency   

Good memory and always double check before filing . .  1 

Skill, responsibility and effort   

Prospective file clerk to be taught the various methods and systems in 

detail. Other comments offered such suggestions as: have outside clerical 

, A    „nc+«t9 the filing activities they perform on the workers come in and demonstrate tne IW-UHS 
. .,   u +K» roMi Educational Committee or other job; have the schools "work through the N0I.5A Lducatao 
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similar organization of practical businessmen" to improve its program. 

The matter of personality development was also mentioned.    The 

businessmen suggested that the schools should teach the prospective file 

clerks and other clerical workers to be accurate,  to concentrate on the 

job at hand,  to develop interest and initiative,  to develop a good memory, 

to be neat in doin-? the work,  ana to develop a sense of punctuality.    One 

businessman would like the schools to instill in the prospective employee 

a sense of what is appropriate to wear on the job for correct appearance 

in the office.    Some businessmen would like emphasis placed on developing 

a more thorough knowledge of basic English grammar, basic arithmetic, 

spelling,  and penmanship. 

Comparative Data on head ana Branch Offices 

The individual items on the questionnaires to the businessmen have 

beer, tabulated according to head office and branch office to determine 

whether any distinction should be made in the filing training for schools 

located in areas having a predominance of head offices or of branch offices, 

or whether training for both types should be given consideration.    These 

data are shown in Table 6h,  representing 75 head offices and 37 branch 

ces.    No outstanding differences  in the proportions of the various 

items were noted except in the plan of filing organization,  on-the-job 

training programs,  and filing manuals.    Thirteen per cent of the nead 

offices and 2h per cent of the branch offices used the centralized plan 

•   ,+inn      on-the-job training was reported in 1$ per cent of filin" organization.    un-tne-juu 

of the head offices and in 30 »• cent of the branch offices,  indicate 

. oossioilit, that office personnel m receive Initial training in a 

trancn office tefore heing transfer^ to the „ead office,    this inference 



TABLE 61 

COMPARATIVE DATA OK' 75 HEAD OFFICES AND 37 BRANCH OFFICES 

% 

Filing Data 
i;o. of Offices 

Head Branch Total 

Employees Performin-: Filing Duties  .   .  .  133U 
File Clerks 181 
Supervisors      
Plan of Filing Organization 

Decentralized           35 
Combination       ^6 
Centralized       19 

On-the-Job Training Program       11 
Filing Manuals   
Methods ^ 

Alphabetic        '? 
Subject           W 
Numeric       jj* 
Chronologic       ;?. 
Oeographic •  

Others  (listed by respondents) 
Branch Office      
County   
Alpha-Mumeric   
Departrertal    
Banks      

Systems ,2 
Direct Name      
Kardex , *   *  ' , * 
Library  Bureau Direct Alphabetic Inaex     15 
Numeric Check      
Wheeldex   7 
Variadex   *, 
Auto:natic Index  g 
Natural      
Duplex-Numeric    
Sorter Ciraf  '   j 
Soundex      ^ 
perpetual  •? 
Ready-Hade ' 
Dewey Decimal  
Skyline or Direct Vision  •         « 
Tailor-Made  '  '       \ 
Space Saver  -. 
Bee Line  '   j        i 
Nual ''*,!.        1 
Safeguard '   ' ^ 
Tri-Guard •   "   *,*   ' in 

Others    (listed by respondents)  

221* 
US 
11 

13 
15 

9 
11 
15 

3U 

19 
16 
11 

1 
1 

Lli 
11 

2 
2 
2 
'i 

2 
3 

1 
1 
1 
2 
1 

1608 
226 

31 

M 
19 
22 
23 

109 
75 
5] 
16 
25 

1 
1 
1 
1 
1 

U6 
38 
17 
1C 
10 

9 

- 
8 
V 
6 
5 
5 
h 
h 
li 
2 
1 
1 
1 
1 

16 
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is supported by the finding that I4O per cent of the branch offices had 

filing manuals,  as compared with 10 per cent of the head offices.    It 

suggests,  also,  that  the schools offering such instruction need include 

only the basic fundamentals of filing training, leaving the specialized 

filing activities to be learned on the job. 



CHAPTER V 

SUIOARY,  CONCLUSIONS, AND HECOJ.C.DSNDATIONS 

This  study has presented data concerning; the  status of filing 

instruction in the public white high schools of North Carolina,  and the 

filing activities in a group of business offices.    The data,  obtained 

through questionnaires,  represent 80 per cent of the 379 public white 

iii ;h schools offering business subjects in the state,  and 60 per cent of 

the 105 business offices represented in the membership of Area 3 of the 

National Office Management Association covering North Carolina and parts 

of Virginia and South Carolina. 

SUMMARY 

The 30$ schools responding to the questionnaire ranged from one 

very small high school with 36 pupils to one large school with l,9lU pupils, 

with most of the schools having enrollments of less than 300. Most of the 

schools employed only one business teacher, with some of these teachers 

devoting only part time to business subjects. Data supplied by 26U schools 

showed the number of pupils taking two or more business subjects to be 

3,216; and by 273 schools, the number taking on* one business subject to be 

15,153; with a total of 33,878 reported as the aggregate from partial re- 

ports on course enrollments of 30U schools. 

There were 16 schools offering only one business course, and 33 

mho rpnainin^ 256 schools offered 
offering only two business courses. The remaining 

more than two business courses. 

86 
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A total of 22 different courses was found to be offered in the 

305 schools.     Typewriting, bookkeeping,  shorthand,  and general business 

showed the largest enrollments and were the most frequently offered courses. 

Typewriting was offered in 297 of the schools.    Most ol' the business 

courses were offered on the eleventh and twelfth -.;rade levels,  with a 

sinall number of schools admitting tenth grade pupils in practically all 

of the courses.    General business and first-year typewriting were reported 

on all levels.    General business was most often placed on the  tenth   trade 

level, or tenth and higher. 

This survey included U\2 teachers of business subjects,  of whom 

211 were in one-business-teacher departments.    One hundred fifty-eight 

teachers in one-business-teacher departments were full-time teachers of 

business subjects,  and 53 "fere part-time. 

One hundred seventy-seven schools reported that no filing was 

• ■  t.    One hundred twenty-eight schools reported the teaching of some 

filing,  with six of these offering a separate course.    The 177 schools 

reporting no filing instruction and the 122 reporting filing units were 

found to be similar in most respects.    Approximately three-fourths of 

both groups of schools had fewer than 300 in total pupil enrollment,  fewer 

than 90 pupils enrolled in one business course only,  and fewer than $0 

enrolled in  two or more business courses. 

A larger proportion of the schools offering no filin:; instruction 

reported only one business teacher or one part-time teacher.    One hundred 

thirty-four of the 177 schools not offering filing had only one business 

teacher,  as compared with 77 of the 122 schools that offered filing. 

Sixty-three per cent of the 1*2 teachers furnishing information 

about their formal education indicated that they had had formal instruction 

in filing. 
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The six courses in filing gave varied findings,  ranging in time 

cllotment from six weeks to a year's course,  and varying also in their 

content,   equipment,  and provision for pupil activities.    The 6 schools 

tich filing courses were offered ranged in size from 200 pupils to 

1,300 pupils  enrolled. 

i/hen filing was presented as a unit within another subject,   it 

■was usually in general business or in typewriting.    On the of 

r    lies from ^8 schools, the average tii n to filing instruction in 

all courses was found to be 5 clock hours, with a total range of from 

less than 2 clock hours to more than 33 clock hours.    The majority of 

the schools devoted from five to ton class periods,  ranging fron: h$  to 

60 minutes in length,  to filing instruction.    Respondents from c    schools 

id not consider an increase in time essential in filin    5  ruction. 

rty-three of the  schools offering filing instruction favored an increase 

in the time allotted to filing,    kost of these schools devoted from c 

13 clock hours to the filing units.    Several respondents explaine( 

;: of teachers and the need for more equipment and materials made this 

>ssible. 

Respondents appeared to have been hesitant to reveal the   -  antity 

and kind of equipment available  in their schools.    Some respond nts com- 

mented that the business department -s in tn        rlv   • -    r . dza- 

• ion,  or that there was little equipment;  others omitted responses on the 

check-list.    Vertical files were most often mention-. I      -ols 

supplying data on equipment.    I3o* fil . ■ er    reported by half of the 

: ,1s but were mostly limited to illustrative purposes.    Miniature filing 

s Were reported by less than naif of the schools,  and various  other t:      . 

■     -uioment received infrequent mention. 
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About one-third of the schools were provided with folders  for 

vmpil activities,  and another one-third of the scnools ■ISOG i'olaers  for 

illustrative materials.    Alphabetic guides received about the same fre- 

quency of mention as folders.    Although cards and paper cut in card size 

were reported by IjO schools for pupil activities and for illustrative 

r oses by 6 schools,  card guides were provided by only 7 schools fcr 

LL activity and 5 schools for illustrative purposes. 

The instructional materials reported both for pupil activity and 

for illustrative purposes consisted mostly of caras or of paper cut in 

card size or standard-size letters and printed miniature letters.    It 

was noted,  however,   that there were more instances of "miniature filing 

sets" in use in pupil activities than of "miniature letters" for both 

11 activities and illustrative purposes. 

Although 126 schools reported tnat filing instruction was provided, 

k7 schools supplied information concerning the nature of instruction. 

All of these schools gave instruction in the alphabetic method, with one 

school limiting all instruction to that method;  15 in numeric filing; 

16 in subject filing;  1*2 in geographic filing;   and 3h in chronologic filing. 

. the exception of the alphabetic method, about one-half of the instruc- 

tion was limited to discussion without activity on the part of the pupils. 

Filing manuals were used in about one-third of the schools.    Sue. special 

;>rocesses as indexing, cross referencing,  and coding were reported by some 

but not all the schools;  and instruction here was,  in some instances,  in 

e nature of discussion rather than pupil activity.    The fact that rapid 

finding was added by one respondent as a special activity implies a depar- 

ture in emphasis on the part of that school. 

.1 
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Few respondents filled in information about the filing systems 

involved in their filing instruction.    Seventeen schools reported use of 

the Dewey Decimal system, but the limited time devoted to filing instruc- 

tion and the complexity of the system suggest that instruction in the 

Dewey Decimal system may have been from the standpoint of pupil use of 

the library.    A few other specialized systems,  such as Direct Name, Varia- 

dex,  and numeric Gheclc were checked for both pupil activity and discussion 

by a few respondents. 

Pupil achievement was most often measured by teacher-constructed 

tests,  with some schools issuing certificates.    Of the 128 schools teaching 

filing,   76 omitted an answer to  the question about providing experience 

for toe application of filing knowledge;  31 stated that no provision was 

,aae;  and 21 stated that some provision was made,  usually in the principals 

office. 

Of th. schools that expressed on opinion about the desirability of 

including, filing instruction in the business courriculum, 157 definite* 

wonted a separate filing course and 138 a learning unit.    Fifty-four 

schools did not favor the inclusion of a separate filing course; 33 opposed 

a learning unit, and 12 schools did not desire to include sny filing 

instruction.    Respondents pointed out that soM of the reasons for having 

tittle or no instruction v,as lac* of e,uip.,ent for the pupil, to have any 

filing activities, lach of pupil tin. for scheduling elective courses, and 

lack of teacher tine because of heavy teaching schedules. 

In reco«e„din, business courses appropriate for the inclusion cf 

e filing unit, the teachers gave preference to toting end the practice 

courses, but a sufficient number of teachers .entioned general business, 

+C -hP-i as suitable courses for including 
bookkeeping,  and shorthand to rate  .he... 

filing instruction. 



n 
The 112 business offices participating in this study were represen- 

tative of the various classifications of businesses reported by the 

Employment Security Commission of north Carolina.    Thirty-two per cent 

were offices of manufacturing concerns;  19 per cent were classified as 

"Trade"  industries and included distributors,  wholesalers, and retailers. 

Fifteen per cent were office outfitters.    The remaining offices were 

classified as financial and insurance offices,  public utilities and trans- 

portation,  or construction firms,  and a few were grouped as miscellaneous. 

Thirty-seven of the 112 business offices were branch offices and 7$ were 

head offices. 

The offices ranged in size from tne ones conducted by one individual 

to one large office employing U8£ office employees.    Half of the offices 

employed fewer than 30 office- workers.    Twenty-five per cent of the office 

employees performed some filing cuties,  and 3.5 per cent of the office 

employees were classified as  file clerks. 

All three plans of filing organization-centralized,  decentralized, 

and a combination of centralized-decentralized-were reported,  with the 

completely decentralized plan being reported by the largest croup,  or U3 

per cent of the offices in the sampling,  and a combination of the centra- 

lizea-decentralized plan by 37 per cent of the offices.    A few offices 

reported the  completely centralized plan.    A supervisor in cnarge of files 

was reported by 31 offices.    Filing manuals were provided in 23 offices, 

and on-the-job training programs were found in 22 offices. 

Thirty-seven different systems of filing were reported by the 

offices. The majority of these received infrequent mention, ano some 

systems that were induced in the higher frequencies were reported as 

having "limited use."    The three most often named were Direct Name,  Kardex, 
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and Library Bureau Direct Alphabetic Index.    These were also named most 

frequently by the schools that reported on the systems  in use in their 

filing instruction.    Each of those systems involve the methods reported 

by the scnools.    The frequency ranking of other methods corresponded fairly 

closely with the frequencies tabulated for the methods used in business 

offices. 

Seventy-three businessmen responded to the request for opinions 

about  the adequacy of schools in training file clerks.    The responses came 

from 39 offices having file clerks and from 3U offices with no workers 

classified as file clerks.    Of the 39 offices having workers classified as 

file clerks,  lii offices considered the schools'  training adequate,  ana 2$ 

offices considered the training inadequate. 

The plan of filing organization seemed to have little effect upon 

the opinions regarding the adequacy of school training,  although a sli ;htlj 

lar ;er proportion of the offices with wholly centralized filing arrange- 

ments considered the school training inadequate.    There seemed to be a 

slight tendency on the part of office outfitters and of offices employing 

fewer than $0 workers to consider school training inadequate. 

CONCLUSIONS AND HEOQKiiENDATIONS 

The findings of this study that 25 per cent of the 6,U63 office 

employees sampled in this study perform filing duties and only 3.5 per 

cent are file clerks do not support the opinions reflected in the pro- 

fessional literature that most clerical workers ao filing, and,  therefore, 

filing should be incorporated in all the high school business programs. 

This conclusion,  however,  does not mean that elementary instruction in 

filing should be el^inated from the scnool training program.    The finding 
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that 72 per cent of the teachers in the schools offering no filing instruc- 

tion think such instruction should be included, and that 28 per cent of 

the teachers giving such instruction think the time allotment should be 

extended,  is sufficient basis for serious consideration of the inclusion 

of filing instruction. 

It is the expressed opinion of a considerable number of businessmen 

that  the schools shoulu provide basic instruction in the principles of 

filing.    Desirable objectives evolving from the responses of the business- 

men include:    more emphasis on alphabetic filings  teaching the  fundamental 

principles of the various methods;  provision for more actual application 

and practice to  supplement the theory;   establishing a feeling of importance 

of having a good filing organization;   having the pupil understand the 

general purpose of filing,   the value of finding data promptly,  and what 

to consider when filing. 

Although filing instruction in the schools was most often found 

in the general business course,  a question may be raised in connection with 

the hh per cent of the 132 schools offering general business but not in- 

cluding filing instruction,   inasmuch as the state course of study and 

state-adopted textbooks in general business provide for units on filing. 

It would seem desirable,   in those schools where general business is offered, 

to retain filing instruction unless some other provision is made or unless 

community  surveys reveal no need for such instruction. 

The everyday needs of the individual include general alphabetic 

finding of items in directories,  catalogs,  indexes,  and general library 

use.    A unit in filing could provide  learning in these aspects,  especially 

in such activities as keeping cards and papers in an ordered sequence.    It 

is possible that such learning experiences could be provided  in a reduced 
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period of time,  shorter than the five to ten class perioas usually devoted 

to filing instruction.    General business can provide the learning ex- 

periences necessary for these elementary aspects cf filing for everyday 

needs. 

Filing instruction nay be appropriately included in typewriting, 

especially since some of the activities connected with filing require the 

use of a typewriter.    This fact is emphasized by ...  S.  Barnhart in his 

layout of special business rooms in the Fifth Joint K.  D.  '2.  A.  and 

B.  G.  T.  A.  Yearbook in which he states that "access by the pupil to a 

typewriter is essential in the study of filing." 

A logical place  for filing instruction,  also,  is in the vocational 

or applied courses such as  secretarial practice,  office practice,  office 

..chines,  and clerical practice-not primarily for the preparation of file 

clerks,  but as an essential part of realistic practice  for office work, 

and to provide a basis for developing concepts and understanding of the 

interrelation of office activities and, as stated in responses received 

in this study, an -understanding of the importance of a good filing organi- 

sation."    Those schools having a practice  course and located in a community 

needing vocationally  trained filing onployees should incorporate a filing 

unit.     James K.  Ueehan of Hunter College in New York City emphasi.es the 

necessity for such filing inaction here by pointing out that "alphabetic 

filing is an essential part of all secretarial and clerical practice courses 

*M ,t«n of filing is used in approximately eighty per cent of 
because this system oi ruing  w 

all filing installations."1? 

ness 

18. „. s. ~*ft^.>^ffi(Mg^»aft- 
vacation, Somerset Press, inc., o 

Education, Somerset Press, inc., o 

ness Educatio 



The fact that  filing instruction is usually limited to the five 

basic methods, with the major emphasis placed on alphabetic filing,  seems 

to be in accord with the methods used in the business offices and with the 

opinions of the businessmen about the basic methods needed.    It is recom- 

mended that the major portion of the attention continue to be directed to 

the alphabetic method since that method was almost universally reported by 

the business offices and since the other methods use the principles involved 

in the alphabetic method.    This recommendation conforms to a principle 

stated by Tonne that the schools should not attempt to teach the highly 

specialized and routine office skills.    According to Tonne,  such skills 

should be left to be learned on the job. 2°    It is also supported by 

Potter's recommendation that the first consideration in the general clerical 

training program of the secondary school be Piven to alphabetic filing.** 

It is not recommended that elaborate outlay be made for equipment 

and specialized systems for filing instruction in the schools,  but more 

adequate instructional supplies and working materials for the pupiLs to use 

would facilitate effective learning of the basic principles and would enable 

the schools to offer classroom filing activities to supplement the theory 

in carrving out the recommendations of businessmen for the improvement of 

the school training program.    Simulated cards and copies of business letters 

may be provided at little or no cost for use as learning materials. 

In view of the fact that certain personality traits were mentioned 

„.«i    it is su^ested that the school direct attention 
by the office managers,  it is su^8" 

.   aHt,      The traits mentioned for consideration 
to the development of these traits,    ine trai 

: 

f 

20.  Herbert A. Tonne,  Principles of ^siness ^ucation*  The Gregg 

ishing Company,  New York,  19UY, P- x<Jl. Publishin; 
21. Potter, op. cit., p. 75 



are:    development of a sense of responsibility, ability to cooperate with 

others,  a sense of punctuality, understanding of the proper clothes for 

a correct office appearance,  proper attituce tov/ara the work at hand,  and 

ability to concentrate.    Development of these traits is emphasized by 

.an:'. Harms  in a report by the Hartford (Connecticut)  liC'.A Chapter's 

Committee on Education,  in which recommendation is made for "greater 

emphasis on personal qualifications such, as appearance, attendance, con- 

duct and etiquette." 

(JBEA Forum,  December,  l°li7, P« ll*» 
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APPEilDIX I 

Fejrtmry 9» 1948 

To the Head of thfl Business Education Department: 

The purpose of the study I hnre chosen for ray Master' a 
thesis at the University of Morth Oarolina is to determine 
whether the  schools are preparing potential office employees 
for the filing duties they will perform on the  job.    I need 
to find whether filing is taught, and if it is, to what 
extent,  and what equipment,   supplies, *nd methods are dis- 
cussed and illustrated. 

A lury of businessmen is also to be consulted to find 
what filing skills and knowledges are essential for initial 
office positions,  and their opi.-J.ons in regard to what the 
schools should do about the teaching of filing. 

When the study is completed,  copies will be available 
in the library of the Woman's College. 

A3 one .f the teachers of business subjects in our state, 
will you please take a few minutes of your tlM to ^V* 
Sow Se status of filing instruction in your school °y filing 
5 this questionnaire!    Your cooperation, assistance, and 
suggestions will be appreciated. 

Very truly yours, 

Martha Wheless 

Enclosure 

'■ 



Ill 

Brevard College 
Brevard, North Carolina 
April 16, 194* 

To the Heads of the Business Education Departments: 

A questionnaire to determine the extent of filing taught 
in the North Carolina schools was ;aailed you sometime a^o. 
This questionnaire is to obtain information for a study I 
2 conducting in partial fulfilment of the requxrenents for 
a Ulster's degree frcu The Wccun's College, Greensboro, North 
Carolina. 

So far, there has been no response from you.    I «ould 
appreciate it if you will give rue whatever information you 
cPrr0 Sat your school can be included ^^'J^. 
attention to this matter at your earliest convenience will 
most heartily appreciated. 

Sincerely yours, 

ftlcvtZtuu ltf&&<*s 
Martha Wheless 



fjuestionnaire to Business Education Departments of North C^lina High Selwflg 

| gaoe of high school _ City_  
Lne of person filling in questionnaire_  
position or title  
Jhat is the enrollment of your high school?^ ^^ 

•49 

County 

How many of these pupils are enrolled in only one busings subject? 
How many of these pupils are enrolled in two or more btainess subjects?" 
How many part-time teachers of business subjects do mi have in your schoc 

(If more than one school in your system, report on> for your school) 
[ How many full-time  teachers of business subjects do yu have in your school? 

Has there been any follow-up made of students from yo_r school v.ho secured office 
positions?    Yes     No 

If yes, in what year?  
Does the study give any information about the f.'lirg duties performed on the job?" 

By whom was the study made?_ 
Where may a copy be  secured? 

[Ifrite responses in blanks below regarding subjects taught in your school: 
!Check courses Subject 

[ Bookkeeping 
First year  
Second year . , . . . 

I Business Arithmetic . . 
| Business Correspondence 

Business English     .   .   . 
Business Law    .   .   ,  .   , 
Business Organization . 
Clerical Practice ... 
Consumer Economics    .   .   , 
Cooperative Office Educ. 
Distributive Education    , 
Economic Geography    .   .   . 
Filing        € 

General Business    .   .   .   . 
Office Machines  
Office Practice  
Principles of Selling . . 
Secretarial Practice . . 
Shorthand 
first year  
Second year  

typewriting 
First year , 
Second year  

Others (please list) 

Grade 
Level 

No., pupils 
enrolled 

No. weeks1 required.for bus. Every 
I majors,  if any yr 

-_-.uuy-.is 
Alternate 

yr. 

Which are the subjects taught by teachers who have had formal instruction in 
filing?  

List the subjects which are taught by teachers who are not certified in business: 



■Questionnaire - 2 

|lf filing is taught as a learning unit within any of the subjects below* indi__„ 
Ithe subject or subjects by giving the number and length of periods devoted to filing* 

>'4S 

Subject 
of period 

I Bookkeeping 
First year  
Second year    ....... 

IBusiness Arithmetic    .... 
Business Correspondence    .  . 
Business English  

I Business Law  
Business Organization    .  .   . 
Clerical Practice  
Consumer Economics ..... 
Cooperative Office Education 
Distributive Education .  .  . 
Economic Geography  
General Business  
Office Uachines  
Office Practice  
Principles of Selling . . . 

I Secretarial Practice .... 
Shorthand 

First year ........ 
Second year  

typewriting 
First year  
Second year  

Others (please list) 

l*iiglh of periods 

If no filing course is taught, dc you feel that there is a need for such a course in 
your school?      ____  

If no filing is taught as a learning unit within a course, do you think it should be 
incorporated?   
If so, in what course or courses?  

IF NO FILING IS TAUGHT IN YOUR SCHOOL, DISREGARD THE REMAINDER OF THIS QUESTIONNAIRE. 

What equipment and supplies are available for the teaching of filing? 
Check which are for pupil activities and which for illustrative purposes: 

"Uquipmenfc and Supplies "" Ipuoil ActiviUel        Illustrative Purposes 

Vertical files  
Visible files  
Miniature filing sets    .   . 

(issued by what company) 

'"heeldex files 
Sorting tray , , 

state nature 

y 



Questionnaire - 3 

""Equipment and Supplies  (cont'd) 

f'49 

jPupi.L Activities I .TIJ ustvat i'rp BypncS ?r»j? 
Box files  
Bellows files  
Flat files  
Shannon files  
Follow-up or tickler fil.s 
Transfer cases     ...... 
Clip boards -   >   • 
Statement posting trays  ,   , 

State nature  

Spindle files 
Fo: 
Out Guides or Folders 
Substitution Cardf . 
Requisition Slip* . . 
Foilow-up cards  .   .   . 
Labels  
Cross Reference sheets 
Alphabetical guides . 
Date guides ,   .   .   .   . 
Card guides  
Others (please list) 

Indicate the learning interials used in caching your filing u.it. end state "source" 
where indicated.    Check which are for pvpil activities and flLLch are  for illus- 
trative purposes. 

Materials pupil Activities Illustrative Purposes 

Cards I 
Paper cut in card size  
Miniature letters " 

Published by j 
Regular size letters ' 

State nature ,r 

Business napers  
where obtained  

Teacher prepared materials 
State nature 

State nature 

Tit Jo 
Author 

Publisher 
Others (please list) 

'   
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Que stionnaire - 4 

T„dicate by a check mark the methods of filing and the special activities taught in 
your filing unit.    Indicate whether pupil actually uses each in filing hislaterial* 
IT whether merely the method is discussed. fi materials, 

Uthodi & Special Activities 'upil Activities 

Alphabetic  
Subject  
Itaeric      

I Geographic  
Chronological    .   .   . 

Indexing  
Coding  
Cross referencing    . 
Others (please list) 

It you use any of these  systems; Yes 
If yes, please check: 

Systems 

Autoiatic Index  
Bee Line  
Direct Name  
Dwey Decimal  
luplex-Numeric  
::.-;.■:.-.".>;  

Xardex  
Leader  
Library Bureau Direct Alphabetic 

Index  
Natural  
N'ineric Check  
Dual  
Perpetual  
Ready-Mada  
Safeguard  
Skyline or Direct Visi«n  
Sorter Graf  
Soundex  
Space-Saver  
Tailor-Made  
rri-Guard  
Tride Check  
Variariex •   • 
Iheeldex  
Others (please list) 

Discussion only 

Ho 

Pupil Activities Discussion only 
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questionnaire - 5 

If filing is taught either as a learning unit or as a separate course, please 
answer the following: 

(1) Is any provision made for actual application to office problems outside 
class other than homework assignments?                                      If yes, please 
explain  

(2) Are the pupils measured by testinc on the filing unit?    Yes_ 

Source: 
Published tests to accompany textbook  ___________ 
Teacher-constructed tests  
Standardized tests  

No 

Other published tests_ 

Nature: 
Performance       
Statement of the rules_ 
Others   

If none of these methods of  vesting are used, what measure is used?_ 

(3) Are certificates of proficiency awarded?    Yes. 

If yes,   state nature  _______ 

No 

(4) Would you like to increase the length of time allotted to teaching filing 

in your school? -—. — 
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POSTAL CARD FOLLOV/-UPS 

(Llarch 10) 

I.:arch 10, 19U8 

To the Heads of the Bus. Ed. Departments: 

On February 9 I mailed you a copy of a questionnaire on 
filing which was to be filled in by the head of each business 
education department in the North Carolina hi^h schools.    To 
date,  I have had no response from your school.     [ would 
certainly appreciate it if you would help me by filling in 
and returning this questionnaire. 

Sincerely yours, 

L.artha V.heless 

(May 13) 

May 13, 19U8 

To the Heads of the Bus. Kd. Departments: 

for this information as I just recent y sent tnem togu    * 
case they nave been gsp acca,   I JtaUJJ* £ ^^  : 

with another copy.    H "•Lino iB 

would like to know that. 

Anything that you    can help me with this ;oattor will be 

heartily appreciated. Sincerely yours, 

!.!artha V.heless 

I 
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February 25, 1948 

Dear Sir: 

As a partial fulfilment of  the requirements for a Master's 
degree  a? thVSuan'. College,  I an making a study of the.status 
of filing in North Carolina.    This study is to be aPP™^* 
Som t£ standpoint of both business and the  secondary school. 

In order to find what the businessman thinks,  I am submitting 

more than one representative in il. 0. a., A.I x 

listed. 

in addition, a questionnaire is MM "ZS&Xg" 
of the business *"*ft«y£3ft5J5  aSSSt7b.ii* taught 
to find the ^atus of ^**JS Aether filing is 
this year.    From this I am •g^J^S, and What equipment, 
a&Stt ^hoaslreVs^ed and/or illustrated. 

vour cooperation, -i-tance. suggestions and recommendations 

will be appreciated. 
Sincerely yours, 

•49 

Martha Whelees 

Enclesure 
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Brevard College 
Brevard, N. C. 
April 28,   1948 

I Dear Sir: 
sometime ago I mailed  you a questionnaire pertaining Jo 

filinfin o?de? that  I might determine what the businessman thinks 

| Carolina. 

So far,  there has been no »««^Sft&U»^ can 

appreciate  it  if you will give me ™"[" gg*    Any information 
I  that your firm can be included  in this study^   Jjy J 
you may give will be  £f ^J^ie^ SiU not be names of individuals  and  of tneir  reaper 
listed. 

**.,.,. at  vmiT earliest convenience Your attention to this matter at your earo-ie 
will be most heartily appreciated. 

Sincerely yours, 

Martha vfheless 

Enclosure 



.lies tionnaire to the Businessmen 

laaa of firm, City_ 

>'-e of person filling in questionnaire  

Kind of firm   

Head office_   

Hew many office employees do you have in the office of your local firm?_ 

How many of these employees perform soue filing duties?  

Branch office 

How .nany of these employees are  file  clerks (have  filing for the major part of 
their job)?     — _ _  

Does your firm haw a centralized filing department only (main division of files 
" which serve for all offices of the local firm)?   

Do you have an entirely decentralized filing department (each office keeping its 
own files)? __  _ —  

Does your firm have a combined centralised-decentralized plan*! 

Do you have a sunervisor in charge of file3?_ _  

If yes, 
(a) Does the supervisor actually do any filing?— 

(b) What are the other duties of this simervisor?. 

Check here the method or methods of filing uaed in your firm: 

Used extensively Limited use 
Methods 

Alphabetic 
Subject    . 
itoeric    . 
Georraphio 
Chronological 
Others (please list) 

iv firm: 
Please check bel.v: the  system or systems of filing used in your 

Used extensively limited use 
Systems 

Automatic Index  
Bee Line  
Direct iJame  
Ee»:ey Decimal  .....•••• 
Duplex-Numeric  
S^pandex  
Kardex  
Leader     
Library Bureau Direct Alphabetic 

Index  



**4 
Questionnaire - 2 

Systems (cont'd) 

gatural  
jiaeric Check  
Jiuai  
Perpetual •• 
-s^dy—-lade    •   ••••••••••• 
Ssferuard •  
Skyline or Direct Vision  
Sorter Graf  
Soundex ,••••••   •   ••••.. 
Space-Saver  
Jailor-.—08  •••••••••••• 
Iri-Guard  
Tride Chock  
Vsri'dex  
Bheeldex  
Others (please list) 

Used extensively Linited use 

Do you think the schools are  doine an adequate job of training prospective file 
clerks?  

Please list any recommendations you nay have that will improve the training 
program for prospective file clerks and other clerical workers in our secondary 
schools: 

File clerks:   ._  

Other clerical workers: 

.'ihat aspects of filing  should be taught in school?_ 

In what aspects would you prefer to train your own file clerks?_ 

>» you offer an on-the-job training profran for the employees who do the filing 
in your firm? , _ —— — 

If yes, v/hat is its nature and extent?  _____ —  

0° you have an offico manurl?    Yes  . . 

If yes, does it include instructions about filing?    Yos_ 

No 

No 

.1 
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POSTAL CARD FOLLO.V-UP SENT TO NOLA LM.1BERS OH APRIL 6 

April 6, 1?U8 

To N.  0. 1,1. A.  Members: 

On February 2$ I mailed you a copy of a questionnaire 
in order to  secure information about the filing in your firm 
for a study I an conducting.    I feel sure that your neglect 
in answering this has not been intentional.    If you would 
look into this matter and help me by giving this ^.forma- 
tion as soon as possible,  I would certainly appreciate it. 

Sincerely yours, 

Martha Wholess 
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APPEllDIX II 

TABLE I 

COUilENTS FROM BUSINESSMEN FOR THE IMPROVEMENT OF THE TRAINING PROGRAM 
FOR PROSPECTIVE FILE CLERKS IN OUR SECONDARY SCHOOLS 

. 

2. 

. 

6. 

n 

10. 
11. 

12. 

13. 
11. 
15. 
16. 

17. 
1   . 

20. 
21. 

resulting in careless- 

22. 
23- 

Young people do not show much interest in filing, 
ness 

...ore actual application 
Should be taught in more detail 
T^arh alphabet and usual divisions of proper names 
ipoarenilyfno filing is being taught in local schools.    Think students 
Should have  elementary knowledge of filing wf ^nte'^^/nost 
Devote more time to all business subjects,  including filing, with most 

emphasis on English, Math and Typing. frequent 
Teachers and those who plan training courses shoulo. make frequent 

surveys of actual business applications. «.,_4«+    <.+„„„,.. 

I^M ming-above all it should be co^ulsoW Mr ev.r» .tu*»t 

to take typing. 

Cooperation} punctuality. cierks who did not even 

Teach the above systems ana methods. 
Need more training on ^^"^JJSJJ^        at least a eood under- 
A commercial high school ^^™ "J^?found this to be the case. 

standing of the basic methods,    we na 
Thorough training in alphabetic iiV*. absolute accuracy, 
Not many file clerks rea1*« *£ ££ T'ood memory is the  greatest 

especially with the Soundex sjstem.    A Oo 
asset one filing can have. alphabetical filing ana "charge 

More emphasis on spelling,  *»*«££ Jand out of the file. 
out"  system for control of all pap r 

More actual practice ana use of *^      accumulation of actual 
Have schools secure at least a ^"^ firsms (small 50 to 200 

naterial filed by a group ^^S study system used by firm 

improve system. 
Actual experience be trained so that they could take 
I would suggest that fi?*?* f!!« necessary for them to do,  instead 

care of any filing g^JjStSl* of filing itself. 
of being trained solely on the zun 

■ S 
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TABLE I (Cont'd.) 

21» 

25- 
26. 

27. 

2?. 

30. 
31. 
32. 
33. 
3u. 

35. 

36. 

37. 

39. 

ItC. 
Itl. 

. 
13. 
lilt. 

16. 

U6. 
U7. 

ltd. 

50. 

Companies as large as ours must do a lot of cross filing—should stress 
that filing should be done the simplest way to find data. 

Alphabet and spelling 
Consistency of position of filing material;  consistency in labeling 

names of file" folders; sequence of filing material relative to 
alphabetical index. 

Teach more sense of responsibility 
paoers should be filed each day,  not left to accumulate.    Also, more 

individual folders should be used,  and less miscellaneous  folders. 
Indexes should be subdivided. 

How to concentrate the mind upon the task; how to approach a problem 
or a job with reason rather than with emotion. 

Ho difficulties experienced 
Commercial course 
Extreme accuracy should be stressed 
Adequate equipment and more trained teaching in filing 
Piling is a simple function in our business and requires no specialized 

tecoSend^hat the Board of Supervisors check closely with industry, 
in order to lecrn their requirements. 

Many" students have learned the alphabet by recognition instead of 
' alphabetic order.    Former do not make adequate file clerks. 

i;one ,   . 
The oresent method is too  general in scope. nathematics, 
Secondary schools J^,^*^^,^^^^^^ 

S?S2 SSt-d^JSS^^ - ^iven in high 
school and colle-es-not secondary schools. 

Teach responsibility to the job rudimentary education 
Better basic courses in fingiisn, aawi,  <u 
Better penmanship 
Carefulness .,,,„. ,11  naners regardlcs:: of their 
Stress the imnortance of properly filingall papers 

apparent unimportance to tj^gjgj*^ it now pays almost as well 
Encourage more students to stuay filing ^^   ^^m that 

as stenographic work.    See^tha^they 1 ^ , ^^ .p filing# 

are usea most often,    irain WHMI
w 

Practical training to suppleme*t ™eory. hools  that uon,t 

^ffS&'lES LEtrJS* S. credit bureaus 
D-X^JMSTtS;^ is-. — - — 

numerals,    Appearance,^SSo^Slng" while stuoent still 
Pore extensive campaign for «on-tne jou 

in school.                     .          VnHness administration course which would 
believe we need a strictly business w                  shorthand,  bookkeeping, 
,__-,.....  «-i4«„    o+.r..    Course to induce  »yP"'t.»     „„+.,„- s,irroort 

51. 
52. 

include filing,  etc.    Course to include typi^,  -~-—^ support 

accounting,  business machines, also, 

by NOK1. .nW„ oVer the matter to be filed 
Care and caution by looking over u 
Pone 
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125 

?->• 

■ 

. 

57. 

. 

L. 

■;. 

6h. 

65. 

66. 
67. 

Teach them,  by some method, any method, where to find information 
after it is filed. 

;;ore time and complete stud;.    Create more interest.    ;.:ore actual 
exoerience—for example, allow stuuents to set up and be responsible 
for school's files 

practice on cross-reference filing 
familiarize then with methods and systems,  and the importa ice ox 

efficiency in filing.    Let then know before taking a job how     ich 
employers dislike carelessness in filing. 

Emphasis on initiative,  adroitness and the art of exercising tact 
with fellow workers 

.'rain in varied types of filing ,   ....   3 
Iiroortance of keeping files up to date at all t      s~< no not filing 

only when other jobs are up to date.    Teach that the correct place 
for everything is in its proper place ana not in one ^ «?» 
time and in the other the next time.    Be sure that the Alphaoet is 
known in correct order, „„mt™Hrai 

FaHnar^y"T»Kh-The-aTFhabet.    Memory course ana concentration. 
Think it would be well for schools to call in a competent office 

equipment representative occasionally for class lectures m order 
S keep teaching up-to-date regarding new filing systems and 

SchoSnf I usual thin3 do not include filing in their courses. 
Co not know,  as unfamiliar with program of "hools. 
Teach all possible systems so stuoent will be auaotacle to any 

also be able to offer improvements organizat 
Work through NOi.A Educational Committee oi  other similar      g 

of practical businessmen. 
Teach need for organization of daily work. «nn» 
io ois't^uish between adjectives and nouns m subject. tOi     . 

' 
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TABLE II 

CO'MENTS FROM BUSINESSMEN FOR THE IlTilOVEHENT OF THE TRAINING PROGRAM 
FOR PROSPECTIVE CLERICAL WORKERS IN OUR SECONDARY SCHOOLS 

"... 

3. 

It. 

Realization 
Give the.-n some practical experience. 
personality development.    Cooperation with other eraplo; 

that promotion must be earned. 
Devote more time to all business subjects, includin ; filing, with the 

b emphasis on English, Kath and typing. 
Teachers and those who plan training courses shoulc make frequent surveys 

of actual business applications.    :.:ore emphasis on correct attitudes. 
Should train for better positions such as typist, stenographic or 

secretarial, as file clerk positions are not very remunerative. 
Should be compulsory to take typing. 
Tpt   them do office work on part-time basis. 
£Lanship!4yping, elements of bookkeeping with emphasis on distinction 

of debits  and credits.    Fundamentals of business aoministration. 

H invSoryllSei records, personnel records, payroll accounts 

receivable,  etc. krovrin<- the "why" behind the figures Instill in them necessity xor knowing w.e    "j 
they work v/ith. weakness in fundamentals—poor 

: portance of •**>*?*'     ,d ,    Dlaceci on development of proper work 

rules,  importance of cooperating with others. 
16. More actual practice and use <*»*»«•      , business school .graduates 
17. Place more emphasis on P^^^etiS nor spell accuratel,. 

of today cannot work otn graue cui 
Tin .roved spelling and English. 

11. 

12. 

16. , 
19. Alphabet, spelling and grammar. 

20. 

21. 
22. 
23. 

2h. 

2?. 

26. 
27. 

. 

.ing ™*fn^-rt  ^ punctuation; actual experience 
Setter courses in spelling,  B™^*^ tele-/none technique,,  check 

in the most common work in olxxce 
writing,   etc. 

Wore sense of responsibility. 
i ore mechanical bookkeeping proceJ^es. roach a problem 
now to concentrate the **J*%^£to^ 

or a job with reason ;^%^v0 practical training during summer 
If possible,   students shoulc receive y 
™nths. .achiiies-probably dictating-transcription 

Duplicating and computing machines    i 
equipment and work experience. 

Commercial course. 
Give sample job training. 
None 
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TABLE II  (Cont'd.) 

ZQlik. 

29. Hecommend that Board of Supervisors check closely with industry,  in 
order to learn their requirements. 

30. Have outside clerical workers attend classes and explain their jobs 
and perform them for the class. 

31. Teach responsibility to the job. 
"■,2. Better basic courses in English, '.iath and other rudimentary education. 
33.  Better penmanship. 
3h.  Teach them typing and good penmanship. 
35. Encourage more students to study filing,  as it now pays almost as well 

as stenographic work. See that they learn the several systems that 
are used mo'st often. Train them to be neat and accurate in filin ;. 
Add a   -ood foundation in mathematics. 

36. .Tactical training to supplement theory. 
37. Develop proper attitude towards any job.    Legible handwriting and 

clear numerals.    Appearance, what should be worn. 
33.  This course shoula also include typing,  shorthand,  bookkeeping, 

accounting,  business machines, and should have active support by 

10!  practical experience,  from my observation, would be most helpful if 
it could be arranged. 

a. Ilore practice on typing figures.    My office practice class at college 
was carried out as if the professor were our employer ana the students 
were employees.    We had to come apply for our jobs,   anc our   ;ri.es 
came from the  "amounts of money"  she paid us for our work. 
created the atmosphere of a real office and made our classes much 
more interesting.    Applying for a job to our professor,  for which we 
dressed as if we were really applyin.3 for a job, mace interviews 
with employers much less formidable. 

L2. Familiarize them with methods and systems, anu trie importance 01 
efficiency in filing.    Let them know before taking a job nov, much 
employers dislike carelessness in filing. 

Id.  perfection of shorthand transcripts. «„,«,«,    mime in 
;,L  Spelling,  fundamentals of arithmetic,  typing of figures,  fill-  

16.  LefrTto accept instructions, although they have a busing ; degree-- 
work as fast as possible and at the same time be sure t.rat what 
being done is done correctly and in the "*»£•"»£, chines, 

h6.  Snould be trained in a working knowledge of various of ice mac 1 
such as typewriters,  adding machines,  calculators,  aitto macnines, 
addressees, mimeographs,.and^^^^ ^   lsh sh0uld 

Itf. A more thorough knowledge of simple arithmetic anc. oasi 
be stressed. „..,, 

1*8. Efficiency should be stressed rather than speed. 
k9.  Teach basic work thoroughly. similar organization 
50. Work through NOMA Educational Committee or other Slmlia 

of practical businessmen. 
jl.  Improve basic English and arithmetic. ^^___ 

! 
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COMMENTS OF THE BUSINESSMEN IN ANSWER TO QUESTION: 
SHOULD BE TAUGHT IN SCHOOL?" 

123 

"WHAT ASPECTS OF FILING 

'2lI'ulll3u...yiiU.1' i.'l'tllL'ii lcs of various methods 

'. 

. 
11. 
12. 
13. 

16. 
17. 
lo. 

19. 

21. 

22. 

23. 

25'. 
26. 

2Y. 
2d. 
29. 
30. 
31. 

32. 

Che ..lost commonly used filing systems,  alphabetical, numerical,  chrono- 
logical,  and geographical. 

All .methods  should be taught, with emphasis on alphabetical ar.c numerical 
Fundamentals:    alphabetic,  alpha-numeric, alpha-chronological, 

subject,  cross reference. 
Foundation preparatory to using any of above methods. 
Fundamentals 

.   .nreness of the importance of filing modern b'jsiness pa] or:: with an 
understanding; of seme of the different filing systems ana methods. 

Demonstration or description of basic  filing principles as well  ?:; 
tiiose recommended above. 

asis on methods rather than systems. 
Alohabetical,  numerical,  subject 
At least the fundamentals of alphabetical and numerical filing. 
Centralized filing system _ 
Direct name—card file,  subject,  alphabetic,  numeric, visible sysl 

transfer.    Hem.  Hand pretty good course. 
The nore accented methoas,  r.ot just alphabetic. 
;;aior systems'of filing,  and neatness ana accuracy in mechaifcs of filing. 
«asic  principles applicable to wide range of problems in different of-ices. 
Post frequently used systems and a familiarity with others. 
All.    Sena them out as real file clerks.    They will be of more value 

to employer and also be able to command a better salary. 
primarily alpnabetic and subject, but all major phases should ue under- 

stood. . 
Fumeric or aigit filing,  aswsll as alphaoetical. 
The different systems of filing,  now to keep files clean ana neat,    ... 

how to move the files at the end of the ;,ear. 
General purpose of files; value of finding data promptly; what to con 

sider when filing—no day dreamin;. 
Some thought to filing by subjects. i.„nnrtarce of 
Familiarize them with methods and systems,   and the importance of 

efficiency in filing.    Let them know before taking a ,]ob ho^. mucn 
employers dislike carelessner,-  in filing. 

Basic principles of all filing <^*ms. ^ a n 
Importance of filing—several netnoas o± ni "-. «> 

starts a new job filing will not be entirely new to him. 
Alphabetical and numerical since those are the types most in 
General knowledge of filing. 
All respects. ...i,„. 
All mechanical aspects ^^^^l'companies use different 
The entire subject shoula be tausnt oecau^e « 

systems. 
A general survey course. 
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33. 
31*. 
5. 

36. 

37. 

39. 

U. 

I|2. 
.:. 

.... 

li6. 
1*7. 

Types of equipment and use.    Correspondence, alphabetic and geographic. 
Various systems of filing and accuracy. 
Better understanding of filing by subjects ana alphabetically. 
iiore emphasis should be placed on what records are actually used in 

business  today and their relation to each other.    Also essential that 
a file clerk or supervisor have complete knowledge of all work cone 
in an office.     Should be well grounded in clerical work, accounting, 
steno^rarihic  duties,  purchasing and billing procedures. 

Combination of record keeping with filing (Unit plan)* 
[n -j   opinion,   the alphabetic system is the best. 
Fundamentals at  least. 
proper method of labeling folders,  normal alphabetical divisions. 
All possible systems  so student  .'.ill be adaptable to any ana also be 

able to offer improvements. 
All  thej   can in the  time allotted. 
A simple intelligent approach "to put it where you can fine it easily 

when ^ou want it" 
Every aspect in order to have the knowledge ana background. 
] t would appear difficult at the secondary school level to 20 beyond 

the teaching of basic methods. 
For our purposes, training in filing of little value. 
Made no studies  in this respect. 

/q_ :..-:betic lieeds 
.'.'.  Learn the alphabe11 
h?. That "?."  comes after "A" 
?0. Alphabetical 
;1. Alphabet,   or a,   b,   c's. 
52. Alphabetical 

:-:.rco.-.ality Development 
i.3. Accuracy ana neatness 

•. Care and caution 
,. Skill, responsibility and effort 

This comment was made by an office outfitter who offered the same comment 
in answer to "In what aspects would you prefer to tram your own file 

clerks?" 
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TABLE IV 

CO!."- ENTS OF THE BUSINESSMEN ON "IN WHAT ASPECTS WOULD YOU PREFER TO 
TRAIN YOUR OKU FILE CLERKS?" 

1. 
2. 

-. 
12. 
13. 

. 

15. 

17. 

19. 

20. 
21. 
22. 
23. 

25. 
26. 
27. 
28. 
29. 

The application of the various methods and systems to fit our needs. 
Our own adaptations of standard systems. 
To improve their memory and always double check before filing. 
By furnishing a group of subjects to be filed covering wide ran c of 

subjects. 
probably  75i2 of offices in this state have a very simple or practically 

no system.    Many of these offices would no doubt welcome an employee 
who could revamp  or set up a simple practical system suitable for 
their needs.     „e have found that the usual new employee must spend 
considerable time with us before they are able  to do efficient 
filing.    It is also our experience that very few people like to GO 
filing of any nature.    If schools could arouse more interest in the 
fiela ana pat across just how important a good filing system is to 
business,  a definite step forward would nave been made.    By the 
same token,  business should no doubt pay better salaries for tnis 
work tnan are now being offered generally.    The trouble seems to be 
that few offices need a person full time for this work,  consequently, 
it is usually done alon.-; with other duties. 

our   ^articular departmental methods. 
ie      ve  certain accounting procedures which are not  the same as most 

offices so we  train our own fellows on keeping these records. 
Specific methods. 
To conform with our own methods. 
S„ stem 
Subjects applicable to all business. 
Fine points. 
Only how to apply or fit their previous training to our particular sj 
;  ir system only.'   New employees should bring thorough knowledge of 

fundamentals. 
Our system is very different from the regular system. 
Train them alphabetically. 
Technical aspects of business only. 
To use  the methods  and systems used in our business. 
Maintaining a file  system based on present needs,  and not a  file to 

have a file. 
Details of the  systems related to actual filing equipment. 
Record keeping with filing (Unit plan)* 

importance of records.    That filing, not finding systems are wanted. 
It is necessary to  familiarize them with our own metnoas. 
Our system is devised to suit our particular needs. 
All 
Hade no  studies in this respect 
30-period .(em. Hand plus Kardex .«.. «ihHp in 
Knowledge  in alphabetical and numerical  *UAJ£C*U^£^* 

person and by phone re--"™    he confidential informatic 
handled by this agencj 

-stem. 

rardine :~ 
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TABLE IV  (Cont'd.) 

eject 

31. 
32. 
33. 

3U. 
35. 
36. 

39. 

12. 

..... 

:"i. 
52. 

3. 
5U. 
55. 

Aiptiabetic,  numeric, 
In specific company methods 
This will always be more or less necessary 
If properly qualified,  only  necessary to teach our particular methods 

and requirements  to meet our needs. 
Details of our system 
practically 100,; 
Skill,  responsibility and effort 
Any variations neculiar to our own business 
c'i- snecial problems—wide variation in subject    a      e,  cecimal system 

■     | les of over 3A million records 
[n thi     'iner points of application of a system to a specific job 
> train them' to file according to our system, business and neeas. 
believe each firm should teach anc train own file clerks 
;:or.e 
"Around the compass" 
Tr filin- material peculiar to my particular business 
•tu arize  them with methods ana systems, and the importance of 

Sficiencj   in  filing.    Let them know before takino- a job How 
employers dislike carelessness in filing. 

In accordance with present office oroceaures. 
All aspects 
Our snecial  system 

,n ana methods necessary- vary with different firms. 
in alphabetical  filing 
Our system only. 

, *. oo„,,nt „ an inc. out*««^ «&•£££ action U, 
answer to the question "What Aspects of filing a 

School?" 
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APPENDIX III 

•49 

TSXT300KS AND SUPPLE.ENTARY REFERENCES USED IN THE SCHOOLS 

?e::tbooks 

Alphabetic Indexing,  South-Y»estern publishing Company, Cincinnati. 

msincss Filing,   Eassett & Agnew,  Scuth-Western Publishing Company, 
Cincinnati. 

qerical Practice,  Kirk,  Scott,  Lurie,  The 1!. !'.. Howe Company. 

Indexing and Filing Workbook,  The H.  M. Howe Company. 

.traction     )ok for Howe Filing Practice Set, S.  A.  Idee, 
" The H. I.'..  Howe Company. 

of Learning by Doing,  Remington Hand. 

Principles of Indexing and Filing  Cadwallader and .dee, The H. 1.1. 
RowS  Company. 

Progressive Inaexing ana Filing (librae Boreau),  He.dngton liana. 

Secretarial Office Practice  (Filing Unit),  Loso and Agnew, South- 
western Publishing Company,  Cincinnati. 

Supplementary Sources 

ler.eral Business,  Crabbe and Slinker,  Southwestern Publishing 
Company,   Cincinnati. 

Elegants of General Business  (Filing Unit),  Polishook,  Beighey, and 
V.Tieland,  Ginn and Company. 

Secretarial Office Practice,   (Filing Unit),  Loso ana Agnew,  South- 
V.eslero Publishing Company,  Cincinnati. 
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VOCATION COMMERCIAL CURRICULUIS LEADING TO PROFICIENCY CERTIFICATES 
IN ONE II. S.  (WILMINGTON, II. C.) 

vocational Stenographic Cmrlculun 

..,-.:■ ,,an Year        Sophomore Year 

lsh 
■ iCS 

Gen. Science 
One Elective 

junior Year 

Lsh 
U.S.History 

ft    ■ '• ' 

.,   -■ ■ 

Electives 
recommended: 

. Bus. 
. Bkkpi 

English 
Bus.  Arith. 
Bio log;' 
Electives 

recommended: 
Gen.  Bus. 
Art I 

Senior Year 

Bus. English 
Government 
Dict.G Trans. 
O.M.  & C.P.* 
Electives 

recommended: 
Job Tr.   (D.O.) 

Voc.  Pen.  Clerical Curriculum 

an Year       Sophomore Year 

2n 3 ish 

nee 
..". sctive 

Jx'.lor Year 

English 
...   ' story 

Sis, Arith. 
Wmhts 

recommended: 
S]    ..  Bkkp. 
Adv. Bkkp. 

English 
Algebra II or 
Gen. Bus. 

Biology 
Electives 
recommended: 
Art I 
Elfim. Bkkp. 

Senior Year 

English 
Government 
o.:.:. & C.P.* 
Electives 

recommended: 
Typine II 
Job Tr.   (D.O.) 
Adv.  Bklcp. 

Vocational Bookkeeping Curriculum 

Freslunan Year 

English 
Alpebra I 
Gen. Science 
One Elective 

Junior Year 

English 
U. S. History 
Elem. Bkkp. 
Electives 

recommended: 
Typing I 
S!iort'r.and 

So,i'0"or3 Year 

English 
Algebra II 
i'iolc.-y 
lilectives 

reconnaend i: 
:. Arith. 

Gen. Bus. 

Senior Vc r 

Bus. English 
Government 
Adv. Bkk] . 
Electives 

recoixaended: 
Office Machines 
Job Tr.  (D. 0.) 

,c.  Calculator Cz. Curriculum 

^reshman Year       So )i.o:.-.ore Year 

English 
Mathematics 
Science 
One Elective 

Junior Year 

English 
U.S.History 
Typing I 
Electives 

reconasendeu: 
Elem. Bkkp. 

,     lsh 
Bus. Arith. 
Biologj 
Electives 

reccuii .'.ended: 
Gen.  Bus. 

Seidcr Year 

English 
Government 
O.M. & C.P.* 
Electives 

recommended: 
Hyping II 
Job Tr.  (D.O.) 

Students with an average of 85> 

* Office Machines and Clerical 

and Seniors may carry five subjects. 

Practice. 
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The following Table is supplied as comparative data on business 
w.rollments in a neighboring state.    Twenty-five offices in Virginia 
participated in the study of filing activities in business offices. 
en 

NUMBER OF STUDENTS TAKING C01KBRCIAL SUBJECTS 
IN Tl E 

PUBLIC SCHOOLS OF VIRGINIA 
September,  19U7 

Compiled fro:;; Preliminary Superintendent's Heports 
of Virginia 

f schools teaching commercial subjects    
lent of these schools C9,hh9 

iber of Commercial Teachers  

Typewriting I  ll*,U56 

Typewriting II  3*675 

Shorthand I  u,572 

Shorthand II  1,199 

Bookkeeping I  3»9o7 

Bookkeeping II  352 

General Business      3,589 

Business Arithmetic .... 2,679 

Business English      593 

Business Lav;  37J 

Office Practice  Ml 

Economic Geography    .... 

277 Econonucs  '' 

personal Typing   110 

Filing      ^ 

89 Exploratory    ' 

Total 37,361* 

* This figure ooes not include 52 teachers who are teachinn one comnercial 
subject. 


