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BOOKKEEPING and ACCOUNTING

Comparatively few people are able to distinguish between book-
" keeping and acceounting. As a matter of fact, the two terme ars
often employed synonymously by the business man. Despite the ab-
gence of a clearly defined line of demarcation betwesn the work of
the bookkeesper and the sphere of the re=al accountant, an attempt
will be made to clarify ideas regarding these terms.

Joeseph J. Klein, in his preparation} "Accountancy and the Bus-
iness Professicns", to the High School Teachers Association of New
York City in 1811, eaid

"The accountant is not an expert bookkeesper, though

every accountant knows bookkeeping thoroughly. He

devises and installes systeme of accounts, and having

done 8o, the bookkeeper continues the task of keep-

ing the booke - that is, recording the transactions

of the business. Then the accountant reviews or

audite the work to establish ite correctness., In

times of uncertainty, or whenever unusual conditions

arise, he is called upon to act as an investigator

and as a commercial or business councellor."
The bookkeeper, knowing that the basic prineciple of his science is
the maintenance of debit and credit eQuality, is satisfied by an
entry for any given transaction which results in such an eguation.
The accountant, while also observing the fundamental principles,
goee & step further. He not only inslists upon the equality, but
also upon the charge or credit to the correct account or class of
accounts. In cother worde, the accocuntant is always on the alert
for a distinction between capital and income. An illustration or
two will he of assistance now.

It is found that the factory needs p&inting? The expenditure
amounts to £§300., The bookkeeper would credit cash and, in many

cases, would be satisfied with a debit to some such capital or real

4 Elements of Accounting, Joseph J. Klein, Page 19.
& Accounting and Office Methods, J.W. Shaw, " B5.



3.
account as Building, Plant, or Real Estate, The charge of the account-
ant would be to an income or nominal account, as Repairs of Expenses.

In another case% the cost of shoeing or stabling horses is sometimes
charged to an account called Horses and Wagons, whereas it should be
entered in the Stable Expenses account, We may thus sum up the great
distinction between bookkeeping and accounting as residing in a dif-
ference in the ende aimed at; the former striving for a trial balance,
and the latter for a hbalance sheet,

In this paper, I shall discuss, not accounting but tookkeeping

ag it should be taught, its place in the curriculum, and other details

concernsd,

Accounting Practice and Procedure, A.L.Dickinson,Page 14



JUSTIFICATION of the IMPORTANT POSITION of BOOKKEEPING
in the

Secondary School Curriculum

Does bookkeepling deserve the high position whieh it occupies
in commercial education? It surely does in view of its recognized
importance in the businese community. Modern educators are agreed
that not because of its utilitarian value, but also because of its
disciplinary value, bookkeeping deserves the position of major sub-
ject in the commercial course, which 1t now nccupies.l

Ecﬂkkeeping holdsite place also by virtue of the fact that it
affords the best poseible opportunity for giving the pupil an all-
round knowledge of business, It furnishes the varv best means of
teaching business -- why and how it 1is carried on, and ite classi-
fication into retail, wholeeale, wanufacturing, and so ferth, In-
cidentally, it enables the teachesr to develop in the student business
hanits such as punctuality, neatness, accuracy, and courtesy. It
affords also a valuvable means of emphasizing the all-important trait
of character known as initiative. Through bookkeeping, thes student
can be taught the absolute necessity cf attention to minor tut vital
detaila.3 He can be made to feel what it means to assume resconsibil-
ity, to execute orders, and to work consistently and mtiently for a
final result, The habit of sustained effort on on= task is no mean
aeset to any worker, and to the young business employee, it ia of
vital importance,

Conner T. Jnnea3 justifies the position of bookkeeping, saving

that no subject can be admitted to a course of study unless it has a

lPrinﬂiplas and Methode in Commercial Education. Kahn & Klein Page 153,
chaching Business Subjects in Secondary Schools. Conner T.Jones P, 104,

Spractical Bookkseping. J.B.Griffith, Page 3.



large meaesure of =ducational value, During the last few years there
hag been a tendency in some school systems to attempt to evaluate the
variocus subject in the curriculum on the baslis of their educaticnal
value, and to assign credit unite on the btasis of such evaluation. In
order to determine ite importance, let us study first the aims of a
bookkeeping course. Conner T. Joneal{see foot-note on previous page.
page 108 in this book) gives the aims of the bookkeeping course as
follows:

1. To develcp the fundamentale of accounting.

3. To teach the art of bookkeeping,

3. To glve instruction concerning business practice.

4, To develop the mind, rarticularly the analytical and
imaginative abilities,

Thues the course in vookkeeping may bes made highly vocaticnal
and ueed as the means of training bookkeapers? or it may be used as
a means of approach to the study of the administrative problems of a
business. In the one place the emphasis of the course will be placed
on training in technique for those who expect to follow bookkeeping
as a voecation, In the other case, while not disregarding the voca-
tional aspect, the m jor emphasis is placed rathar upon the uses to
which the information furnished by the bookkeeping record will be
put, than upon the technique involved in making the record. There
certainly cannot be many who will dieagree to the relative value of
the two points of emphasis,

The bookkeeping course is the groundwork of commercial training.
When eo used the technicue of the course, while a very necessary part
of the training, is overshadowed by the function of the bookkeeping
record, When so pressnted, the bookkeeping cowse, as largely as any
other in the high school curriculum, will "develop the mind, particu-

larly the analytical and imaginative abilities," and so have large

educaticonal valus, while serving also the minor aims of "teaching the

1Tsaching Business Subjscts in Secondary S8chools. C.T.Jones,Page 106
EAacounting Principles and Practice, G.E.Bennet, Introd. Page 31,

T
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art of bookkeeping," "developing the fundamentals of accounting," and

rociving instruction concerning business practice."



BOOKEEEPING STATISTICS

A recent surveyl ghows that 5,87 of all the commercial workers
are bookkeepers, 2.5% are stenographer-bookkeepers, 31% are doing
work subsidiary to bookkeeping, and E.?% are executives, This makes
a total of 364 who must know the elements of bookkeepinz, either to
hold their present positicns or to advance in their work, The help
wanted data shows that 5% are bookkeepers, 1% stenograyher-bookkeep-
ers, 23,5% are doing work subsidiary to bookkeeping, and 1,8% are
executives, This makes a total of 30,3% whose present or future em-
ployment depends upon their knowledge of bookkeeping.

The survey shows further thag 42% of all the commercial workars
etudied bookkeeping, 2% completed the course in it, while 5,8% are us-
ing it in their vocations. Of those who use it in their vocations,
83% are wen while 85% of the stenographer-bookkeepers are women, 595%
of all who studied bookkeeping did so before going to work, while 41%
of all the commercial workers had studied the subject after going to
work., 43% of all the workers had studied the subject, 18% said it
would be helpful, and 6% were studying, making a total of 664 who had
been brought to a realization of ths need of bookkeeping, With only
one excaption the men executives mentioned scme form of accounting as
being helpful to them,

Bookkeeping 18 thus far from bzing extinet as some surveys would
indicate, It is moet prominent as a wocaticn in small offices and

existe in the larger office as a super-structure, unifying subsidiary

office work. Bookkeeping is interwoven with work of entire departments,

is necessary to the handling of considerable correspondence, and is

invaluable to executives,

1
Vocational Education Magazine, J.0.Mallott. June 1824. Page B25.



CONTENT and SCOPE of the SECONDARY SCHOOL COURSE in BOOKKEEPING

Bookkeeping should be iﬁtrnduccd at the teginning of the s=cond
vear in high school, or even in the second term of the first vear.

The pupll should ordinarily pursue some work in industrial or econ-
omic history, commercial geography, business arithmetic, and so forth,
to provide a suitable background before taking up the studvy of book-
keeping, In the high schocl only the fundamental principles of book-
keeping and accounting should be treated. There is little or no
place for treating specialized phasss such as bank bookkeeping, or
bookkeeping for railways,

The chief source of uniformity in the content of the bookkeeping
courses springe from the fact that many schools use the same t=xt book,
While a great deal of thought has buen given on the part of many
teachers as to how much of the suvject can be handled with good re-
gult in the first course, how much in the second course, and how
much in the other courses, the condition as to uniformity and stan-
dardization is really chactic, 8Since, however, the method must be
rredicated to a certain extent on some hypothesis as to centent, it
becomes neceseary to differentiate as definitely as poesible, the
work of the various courses., The following content for each of the
three one-ysar coursss of study is suggested,

In the first course, the essential technique of the subject
should be covered, This will comprise ths functien and m=thods of
use of the jounal and the ledger, with some indication of the refine-
ments of method, bringing about the saving of labor in the making of
the record; the use of business papers, and documents as supporting
the bookkeeping record; the simpler problems of the balance sheet
and the statement of profit and loss; and the basic relationship bve-

tween these statements and the management of the business,




The second course should develop the further refinements of
the record and methods used in the saving of labor; the relation of
accounting to the form of business organization, that is, the pecu-
liarities of the single proprietorship, the partnership, and the
corporation, and how these peculiarities are reflected in the ac-
gounts; a fuller and broader treatmsnt of the principles of balance
gheet valuation; and the basic eignificance of the balance sheet,
and the statement of profit and loss in the management of a business.

The third course should treat of the fundamentale of accounting
and manufacturing; ths more difficult problems met in partnership,
and in corporate accounting; and, once again, a fuller treatwent of
the inter-relations of accounting and business manag=ment,

With this arrangement of three one-year courses in bookkeeping
for the commercial high scheol, at least twe years of the bookkeeping
course should be required of all studente, and of course, the full
three years should be required of those students looking toward ac-
counting as a profesesion,

The Committee on the Reorganization of Secondary Educatinn%
appointed by the National Education Association in 1918, suggested,
in its report, the following course in high school bookkeeping,

The Committee feels that it seems best to offer an elementary
cour se in hookkeeping and business practice, in the first vear, so
that the pupil will feel that he is really beginning s business cur-
riculum. To deny him a chance to start this important business sub-
ject is likely to drive the pupll into the private business school
without sufficient academic education to insure future growth and
advancement. However, his immaturity will necessarily limit the
bookkeeping of this year to fundamentals, Formal bookkeeping should

not b= attempted in the first yvear, The pupill ie too immature to

grasp its intricacies, and even if he could comprehand them and become

1 Rerort of Committee of N.E.A. Juns 1918,
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fairly proficient in account-keering, he could secure no desirable
employment in thie field, owing to his youth. This vear's course
should, therefore, ground the purild in the fundamentals of husiness
practice, develop business habits, and interest him in btookk=eping
to which thls elementary work diresctly leads. While one of the pur-
poses is to intsrsst pupils in vocational business training, the
first lessone in business here recommendsd should also be planned

80 as to fit for immediate 2mployment those who cannot, or will not,
g0 into the second year., B8ince it is nelther possible nor desirable
to davalop expert bookkeepers in the first year, it is practicable
to reduce elementary bookkeeping tc the level of a first vear student
and therely start him on the road to ultimate expertn=ss in the
clerical fisll in case economic pressurs foreces him to go to work
before the advanced phasss of ths subject are reachsd,

In the eescond year, formal bookkseping may be introducud,l The
lorg set, howevsr, with infrejuent posting and closing, should give
way to short exercises that furnish better drill material and lend
themsalves to better clase teaching, A connected series of transac-
tions may well be used to test the pupil in the principles taught.
The pupil who hae finished this vear's work should be able to kesp
a simple se=t of books, or to assist with a more elaborate one, He
ghould also he well jqualified to give satisfaction in many clerical
positione for which boys are in great demnd,

In the third year, the bookkeeping course should conting the
practice and drill of the preceding year, using mors complex forms,
columnar books of original sntry and auxilliary ledger., Trading and
profit and loss statzsments, and balance sheets in simpler forms cof
bookkeeping to the more exacting demands of larger and more highly

epecialized business may also be a distinctive feature,

Partnership and corporation forms of business organization

lBuaton 8chool Committee, Document No.7. 1918, Page 3,

=




¢

should be illustrated, Retail, wholesale, jobbing, and manufacturing
businesses should receive attention in so far as th=sy require 4if-
fersntiation, The kind of business used 1s of less importance than
the character of the set of books illustrated. Special entries, ad-
justment entries, and corrsction entries belong in the work of this
year,

The more difficult bookkeeping involved in ths distribution of
profits in business ventures under rartnership ani corporate control
ghould receive att=ntion this year, Problams, short exercis=s, and
other drill materials that lend themsslves to class instruction, as
well as connected s=ries of transactions, ars of vital importance,

As in elementary bookkseping, both class and individual inetruction
should be given daily. The pupil who finishes this year's work
should have a thorough knowledge of bookkeeping practice and should
be able to assume responsibility in connection with fairly difficult
hookkeeping dutizs,

In the fourth year} the more advanced problems in bookkeeping
may be studisd., For those students who plan to enter business through
the bookkeeping channel, and thoss who expect to enter the accounting
field ultimately, advanced bookkeeping should be offared as an s=lec-
tive in the fourth year. The topics and syetems here suggested
should not be treated as exhaustively as in advanced accounting
courses, The instruction should b2 adapted to the class, and nothing
ghould be attempted which is h:ynma.thcir ready compr=hsnsion,

Such a course will reveal and develop latent abllity along
accounting lines; give ths boy or girl the necessary confidence to
attack the work of his first position; hold more students in high
school for the fourth year; and render more effective the earlier

bookkeeping instruction.

lHoaton School Committee, Document No,8, 1530, Page 8,

10U,



METHODS of TEACHING EOOKKEEPING

Various instructors in bookkeseping employ different methods of
teaching bookkeeping to th2ir classes., Ths followlag are the most
common.,

The Account Hethod.l

The account method uses the account as the basis for the deval-
opment of the principles of bookkeeping. The account is taught first
because business transactions affect accounts. A knowledge, there-
fore, of the underlying princigles of accounts is essential. The
pupil must know the mezning of accounts before he can intelligently
understand the relation'ﬁ:ra,nsactinns to such accounts, The early
teaching of bnakkeapihg, then, consists in training the student to
analyze transactions and to determine the acocounts affected. Like-
wise it is a very important factor in teaching bookkeeping that the
student understand the relation of ths hooks of original entry to
the ledger accounts affected by the transaction. It is only a
mechanical process to teach the student to make a record of sales
in a special book known as 2 sales journal, but it is much more im-
portant to teach hiwm the relation between the sale and the accounts
affected by the sals., If the student understands the meaning and
regulte of accounts, it is an easy matter to explain why it is ad-
visable to waks a record of transactions of the sames kind in one

vook and transfer the total or result to a ledger account.

The Balance Sheet Method. 3
Through the use of the equation of the balance sheet, bookkeep-

ing can oe tied up at once with mathematical princliples with which the

1Teaching Business Subjects in Secondary Schools,Conner T.Jones,P.75.
n " " n i i P‘. 110.
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pupll is already familiar, The three elements of the ednation - assats,
liabilities, and proprietorship should usually be taught first in terms
of the personal poseessione and debts of the student. Once the ids=as
of the terms of the equation are perceived, it is comparatively a
simple natter to expand sach of thes thres terms into the several
titles most freguently used in tusineess,

The concept of proprietorship is fundamental in all business,
and the growth of proprietorship is ths goal aimed at by all business
management, Accordingly, the next toprie in point of developmsnt is
that of the comparative balance sheet, b%&.maana of which, with cer-
tain limitations, the growth in propristorship during a given period
of time ocan be determined. Seeing thes changes in propristorship, the
student d=sires to know the reasons for such changes: This inguiring
attitude of mind brings about the inftroduction, at thie point, of the
profit and loss statement, involving a study of the sources of income
and the causes of expenses., Once the concept of income and expense
is grasped, a detalled expansion of these general terms into thes vari-

ous titles used is comparatively simple,

The Journal Mcthndl
The journal msthod of bookkeering instruction develope th=ories
and principles, using the journal as a basis, recording thersin.all
original entries. Th2 modified journal, the special books, adjusting
entries, financial statements, closing and reversing entries, and

finally the moat advanced complications, are =2tudied in order,

Special Hathodsa

THE GLﬁESRDDy RECITATION - Inasmuch as some part of the work in
bookkesping must be done at home, it becomes of moment to decide what

14
aPrinciplea and Methods in Commercial Education. EKahn and Kline.




division shall be made with class recitation and home tasks, As a
general vroposition, all nsw work should be d:cvelopsd in school., We
know of no greater incentive to serious effort on the part of the
student, than that which comes from the emulation foster=d by the
oral recitation, The problems involved in the transactions should
be solved by the pupils at home or on the blackboard, and thase
solutions should be criticized by the class. The writing of the
books could very properly be done at home, subsequently, No ex-
tended comment need be made regarding the necessity for some indiv-
idual instruction in this subject. It is the opinion that the vicious
rractice of all individual work, so long deemed ths only means of
imparting a knowledge of accounts, will soon give way to the orderly
classroom method which obtains in othsr subjects of the curriculum,
PHEP%R&TIDN AT HOME - Aes was stated above, the home is the
best place for the entering of transactions, the posting, and most
of the routine work, It is true, of course, that all home work ie
open to the possibility of fraud, Whenever it is suspscted, skilful
questioning on the work not done honestly will reveal the futility
of the practicsz and discourags it. The general principle which should
de;ide the tesacher in the separation of home from class taske has al-
ready been given, It may be restatsd in a 4different form, The reci-
tation period is too wvaluable to be taken up for work which way well
be done away from the instruction supervision. But nothing that has
baen said hers must be construed as in apposition to the doctrine that
eternal vigilance is necsssary in order to keep our students in the
right path, Their work must be inspsct=d constantly, so as to nip
carelessness in the bud and error in the making, for all of us rs=cog-
nize how much harder it is to turn over a new leaf than to commence
properly, I.
REVIEWS - Teachers have often admitted that revi=ws are so try-

ing and hard, that they either sat examinations in lieu of them or



elee just continue the course. But reviews are pedagogic necessities;
g0, because of their exceedingly great wvalue to clinch the essentials
of s series of lessons and to enable the instructor to know how effec-
tive his teaching has been, lat us consider further the topic. Let us
firset distinguish between oguizzes and revisws. The fﬁrmcr consists of
a series of guestions cn work previously taught, arranged in a manner
without any neﬁesaary recognition of that which is permansnt value;
and in professional schools, it is usually assoclating with coaching
and cramming. Even under the most ideal conditione, its chief func-
tion is to t=st. On the other hand, the review is a good aid to the
teacher, It 2nables him, by a seriss of well-planned guestions,
graded in the order of logical d=svelopment, to emphasize the prin-
ciples of a tople, and to drive homs the general ideas connsctsd with
a subject rather than the details. It is the means whereby ths last
appeal to the permanent memory is made; it alme to bind the associa-
tion procssses in the final attempt to make this matter an important
organized part of the mind, Hs2nce, it is not enocugh to plan a series
of -uestions to which answers are expected; the tsacher must so slu-
cidate the=ze replies that the subject-matter be assimilated by the
class.

EXAMIUATIONS - The subjsct of formal examinations has been much
discussed of lats, Many arguments have besen advanced against them;
precbably as many have been offered in their favor, The evils of
cramming may bé avoided, and some sort of tests are almost universally
acczptad as neceasary.

T=achers of bookkeeping are fortunats in that thsir subject
lends itself to examination which really tends toward devsloprment
of power on the part of the student., It is well to have some exam-
inations come unexyectedly so as to prepare puplls fer the emercency

calls of real lifs, but with these we 40 not now concern ours=lves,

L,
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Formal examinations should come after revisws, They thsn maks
posegivle the expression without which the impresssion is alwavs more
or less vague and indefinite. In this sense, they are a positive
teaching ald, The guections should not conslst of dafinitions and
rulss because preparation for theses foster the cramming procsss. They
should consist of problems which resuire real thought., For example,
the preparation of statemente from trial balances calls for discus-
sions -- discriminations and comparisons. Such questions as "Why
doeg the expsnse account show a dsbit balance?" is of greater value
than "Name two accounts which always show & d=bit balance.,” The
first calls for re=asons, the sescond may be guessed at or easily
crammed for, Instead of setting -uestions on journalizing transac-
tions which are familiar, make puplls apply their general and fun-
damental knowledge,

The relative weight which the final examination rssults should
have in comparison with that allowed for class recitation and book
work cannot be decided eaeily. It appears that it is unwiss to give
the former greater importance than is attachzd to the term's work,
This subiect, however, is more a matter of school policy than of
class managemeént. In all test work the teacher should look for prin-
ciples and understanding, mather than ekill, If principles and
methods are well understood, skill will naturally follow,

In all bookkeeping teachinglit has been proved that the deductive
method is stultifying, but the inductive was found fruitful of good
results, Rules should be evolved by a process of diauovﬁgh and mere
memoriter work should be discouraged,

"That which ons understands, cne needi not memorize,m

lﬁaport of Reorganizing Comnmittee, N.E.A. July 10,1834, Page 3,



THE TEXT BOOK in BOOKKEEPING

Inasmuch as the subject of bookkeeping is receiving serious
attention on the part of educators who ars probably compet=nt to
produce texts of more vermanent merit than those now in uee, author-
ities refrain from recommending any books, There can be no doubt,
howaver, that a text embodying the pedagogic doectrines would f£111l
a real want, If, then, no ideal work is available, shall all texts
be abandoned? Mecst smphatically no! Every practical teachsr knows
that for purposes of efficlent review, texts are necessary, They
ar: also valuable time savers in that a student may employ them
for generil reference in the matter of forms, commercial paper,
definitions, and so forth; and they give abundant drill material,
also furniehing the over-worked teachzr with a list of transactiOns,
The text book should give photographic reproductions of bookkeeping
forms. It should also give problsms that are r=al,

The text book should not be used as a basis of teaching, but
rather as a reference and a guide., Its principal uses should he
as discussed above and in addition, to give drill exercises, thus
saving time in the dictation of problems, and, in the newer texts,
to furnish illustrations of bookkeeping forms and commercial papers
not easily obtainable elsewhere, Finally, the good text serves to
cerystallize the classroom discussion of a topic and affords the

best m2dlum for revisws.

10,



MACHINE BOOKKEEPING

‘ It is essential that a course in wachine bookkeeping should
have a place in the high scheol ccurercial curriculum} At what
roint in the curriculum, who should take it, and whether it
ghould be taught as a part of the regular bookkeeping course or
as a separate course, are problems which must be solved.

The problem confronting the heads of the commercial depart-
ments when introducing a course in machine bookkeeping, is dif-

erent from that which confronts the heads of departmsnts in
pesdeses business schools or office managere when thev install
bookkeeping machines., In the high schoel, the work must fit

in with the regular program of the school, and of the pupil. A
plan must be provided to give the pupil the nescessary training
on the machine and at the same time not intarfers with the other

. subjects which must be taken.

Machine bookkeeping is a senior occupation, ecalling for a
mature, well train=d operator with judgment and skilfﬁ Tha po-
sition carries with it responsibility, calle for intelligsnce,
and the pupil should have a good all around praliminary train-
ing before taking up this work., It is not advisable to give
the course to young and immatvre pupils, since thev have nect
sufficisnt foundation on which to work, and wovld nct be able
to secure employment after complsting the course, For the younger
pupils, for those who go into the junior occupations, a course
should be given in junior business training in the firet vyear.

Some educators feel that machine work can be suucc;sfully

" gaught in connection with the regular bookkseping work; others

' fael that it is de=sirables to handles it aes a separate course, The

plan adopted will depend somewhat on the time that can be given

to the course and the eguipment one has at his disposal,
lyocaticnel Education Magazine, Jan.1935 P.33 Bsapt.1934 Page ©17



Hadﬁnc bookkeeping ie taught in connection with the regular
bookkeepring course. After the pupils have been taught and are well
grounded in the fundamental principles of bookkeeping, they ars as-
signed to werk on the nachines. Pupils are firet given, individually,
a sufficient number of lesaons to become thoroughly familiar with the
manipulation of the machine. After they have acquired a working know-
ledge of the machine, they take up the commercial work, feor which only
the Accounte Receivable are used, since the handling of Accounts Pav-
able ls very eimilar to Accounts Receivable and presents no difficul-
tiese., Accounts are kept with customers, involving the handling of
galee and receipts of payments on account. After the commercisl
work is completed, bank work is faken up. This involves the handling
c¢f checks and deposits, and statement and ledger sheets, The method
employed for thie work is ildentical with that used in the banks.

Each day's work is posted and proved in both the commercizl and the
kank work, The proper method of filing the ledger shests is also
taught.

From ten to twelve weeks eshould ba amrle time for the courss,
From ten to fifteen periods are nscessary to0 teach the puril the
rroper manipulation of the machins, The average pupil completes
the commercial work in from ten to twelve periods., The bank work
usually renulres a little less time as the pupil becomes mcre pro-
ficient as the work progreeses, We make provision to give additicnal
time when necessary., A sufficient suantity of work is given for a
good knowledge of the machine and for developing accuracy, neatness,
and skill, Pupils finishing this course become very efficient opera-

tore, and are in demand by banke and commercial institutions,



COMMERCIAL ARITEMETIC and BUSINESS TRAINING
in the

Bookkeeping Course

—_——— .- - —

Commercial arithmetic and business tralining should be correliatad
with the bookkeeping couree in the secondary school, As outlined in
the report of the Committee on the Reorganization of Ss=condary Educa-
tion, such courses should be given in the first year s¢ that the
pupil will feel that he is really beginning a business curricu1Um}

The Committee alao suggestsd that such courses be given during the
first vear so that pupile who are forced to go to .work befere the
advanced phases of bookkeeping are reached, will at lsast bs prerared

to accept a position calling for the understanding of general businsss

rrinciples,
Many school svestems give a course in commercial arithmetic and

bueiness rractice during the first vear, labelling the course,

Bookkeeping I. An outline of such a course fﬂllnwa?

1, Percentage (Including a general arithmetic review).
3. Profit and Loss.
3. Interest and Discount.
4, Stocks and Bonds,
5. Partial Pawvments (In soms schools).
6, Business Forme (The most common).
7. Foreign Exchange.
8. Other Aprlications of Percentage,
a, Taxes.
b. Customs (Including tarriff),
S. Compound Intereet and Its Applications(If time permites).

METHODS OF TEACHING - There is 1little to say about =gecial
methods in connection with thie course that has not alre=ady been
eald above, In this connection, it will only be necessary to make

a few brief remarks, Should the inductive m=thod be used in this

1Eulletin #55, U.S.Bureau of Education, 18189.

3Commeme: Monogram 6., Denver, Colorado,Public Schools, 1224.
(Also suggested by several other sources which I have compiled)



course, in view of the fact that many of the topics have already been
presented in the lower grades? It should be used, by all mesans, be-
cause it is the only concrete approach to the subject, and because it
brings out the better relation between the concrete experience of the
rupil and the numerical work. The Herbartian formal steps lend them-
gelves very nicely to the presentation of the subject. In the prepar-
ation stage, we should emphasize motive or purrose, The stages of
presentaticn and generalization do not involve much effort, The stage
of application is perhape the most important one in connection with
drill, from the standpoint of results, A continued, liberal, and
varied use of the blackboard is favored for twe reasons:

l, Teacher c¢an inepect more work easily, and
2. Students enjoy thie kind of sxerciese,

The teacher should at all times aim to inculcate accuracy, speed, and
akbility to tackle new problems.

O0ffice practice and routine should also be studied in connec-
tion with the bookkeeping course, In many cities, such a course
covers & whole y=&r and is given as a separate course. It may, how-
ever, be studied in conjunction with a course in Business Training.

At what point in the curriculum, and whether it shculd be taught as

a rart of the regular bookkeeping couree or as a separate course, are,
as was discussed in "Machine Bookkeeping", problems which must be
solved by the various schcol departments, These courses ar=, however,
important and should be taught in connection with other commercial

coursss.



PENMANSHIP

—

Penmanehip is aleo included ir the first y=ar course in book-
keeping. It is sometimes continued for two years, being spread as
a rart of every bookkeeping leseon, the first five minutes given to
thie work., The aim of such instruction is to develop legitility and
speed, so that it may be applied efficiently in bookkesping work,

A legible, neat hand, quickly and easily executed, should be devel-
oped. The cramped finger writing of the past decadee no longer ob-
tains. Educators are now qui t® unanimously in favor of free-arm,
muecular-movement writing., By free-arm movement writing, all do
not me=an the very same thing, Upon one point, however, all are
agreed, It signifiss a more general use of the arm muecles and a
corresponding decrease in the emplovment of the fingere,

Iﬁ this work the teacher must be a leader., He should teach
by example. He should emphasize correct position, proper models,
and suffieienﬁ practice, The first sasential 1s to break ur the
cramped style too frequently characteristic of the gramwar school
child, For this purpces large ovals, loops, and straight-line exer-
cises have proved themselves most serviceable, Exerciees involving

ovals and straight linss, gradually decreasing in size, give control

After the principles have been mastsred, moet difficult phases should

be worked upon. Home work should be assignsd, and both sides of a
foclecap sheet will be about sufficisnt in amount. For particularly
weak puplls, extra wcrk may be neceesary.

A marking scheme whereby each pupll 13 given credit for each
letter or figure as soon as acceptable, and where extra drill is

reguired upon work not satisfactory, has often proved helpful,

3l,



THE TEACHER OF BOOKKEEPING

Besldes those qQualificaticne inherent in the make-up a very
good teacher, certain other factors are almost essential for the
best results in the teﬁching cf bookkeeping, No such teacher can
be a bookwerm, He must have first hand knowledge of the world out-
gide the schoolroom, For this rsason it is best that he should
acquire some actual office experience. The man who has nothing
else to offer excspt his practical experience cannot teach the sub-
ject; the bookkeeper or accountant is not the person for the class-
room,

The ideal instructor, then, is he who, in addition toc the
culture and training-of the college and university, has had the

benefits of rractical experlence in the world.of buesiness,

s



THE NEW COURSE OF STUDY

What, then, shall constitute the new course of study? Thomas
H. Sanders, Professor of Accounting, Harvard University, School of
Business Administration, in the January, 19236 issue says,

"The opinion is widely expressed that the teaching of book-
keeping in high schools has been a somewhat staticnary affair for
gome —-- too many yeare, that little of the progress which has taksn
place in the presentation of accounting to college students has besen
reflected in the analogous field of high-school bookkeeping, and that
the time is ripe for advance in the handling of this important sub-
ject. Indeed, some changes are believed to be imperative if book-
kesping is to contime to hold a substantial place in the curricu-
lum. What shall these advances be? In what dirsction should they
aim?

In answering such questions it is necessary to fall back on
first principles. The discussion on the objectives of comrercial
education has revealed a consensus of opinion that, along with a
substantial vocational training, there can and should be developed
f"gertaln Qualities of mind," "a forward-looking attitude and under-
standing of the basic principles of economics and science," an
ability in the student "to take his place in the community as a
productive factor," and "business intelligence through reflective
thought. "

Can bookkeeping be made to serve these purposes? If thess
objectives come to be generally accepted as the aims of business
education, bookkeeping will have little alternative in the matter;
it will =ither measure up to these high demands or it will gradually
cease to be an important element in the commercial curriculum. The
friends of bookkeeping have little doubt as to which of these
results will ensue: they hold that it can be organized in such a

1Sp0tlighta on Commercial Education, Volume 3, Jan.l1l238. Page 8.

S0



way that it will serve as one of the leading instrumentalities for
this broader education. One of the leading educational administra-
tione in the United States has already announced a bookkeeping prog-
ram which coincides in a singular degree with the above summary of
aims for commercial education as a whole. The new High School Syl-
labus for the State of New York prescribes that, in addition to
presenting the customary technique of the subject, bookkeeping must
teach students to understand assets, liabilities, capital, and
profit and loss sufficiently well to enable them to interprst the
condition of an individual business; must show the value of business
statemente to the management; must give some idea of the reasons
which actuate prudent men in the conduct of business; and must pre-
sent the fundamentals of business organization and procedure. It

is altogether likely that other educational bodies will similarly
announce themselves in favor of the broader, larger viewpoint, and
that the narrow and immediately occupational aspects of bookkeeping
will be relegated to a place of secondary importance."

What, then, must be the characteristics of the bookkeesping
gourse which shall fulfill thes= r=quirsments? How will such a
course differ from what has been common practice?

In answering these Questions it should first be said that

gome movemant in the dirsction indicated is already under way.
Many progressive teachers, realizing the needs of the times, and
alive to their opportunities, have hers and there cut loose from
the older traditions, and have, in some casss for years past, done
their best, with such material as was available, to offer a higher
type of bookkeeping training. The expsrience of such teachers
makes it possible to point rather definitely to four main fislds
in which improvement can be achieved.

In the first place, the most productive high-school teaching

lAima of Course of Study, High School of Commerce, Eoston, School
Doocument 1€13.
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of bookkeeping will not use the method known as individual instrue-
tion; instead it will be of the type known as soclalized instruction,
combined with individual laboratory experiment and testing. Just as
bueiness men, drawn together by community of interssts, hold confer-
ences in which they discuss their common problems, each contributing
from his own experience, and learning from that of others, so the
students of bookkeeping can and should join in conference over the
gignificant phases of typical transactione and business situations.
Class discussion should be the elixir of the bookkeeping course.

And while clase discussion should be the energizing influence,
so thz bookkeeping problem is the pupil's opportunity for individual
research and experimesnt., Through 1t he learns laboratory procedure;
in it he manipulatss the recording material, acquires facility in
the conventional setting down of fundamental facts, and ability in
associating related factes for the purpose of discovering still other
facts, and learns to draw logical conclusions. or to suspend judgment
until new data are available,

In the second place, it is possible to organize the subject
matter of the course into a more orderly, reasonsd process than the
somewhat plecemeal presentation which results from teaching the
mechanlics of bookkes=ping by rule of thumb. Ths subject thereby
becomes a more valuable educational instrument, more effective in
promoting those qualities of mind, that forward-looking att%;g&ﬁjﬁd-
and that business intelligence which have been accepted aﬂf;hg 0b—
jectives of business training. The balance-sheet int{iﬂﬂ?ticn to
the subject lends itself perfectly to this more orisrly and consecu-
tive devslopment. From a study of the Eﬁ}ﬁlfﬁf;hagt it is possivle
to develop, in logical steps, an undqﬂgtanslng of the principles of
debit and credit, of the accoun* <+ of ;nas pooks of original entry,

sarn the busines: \

and simultaneously to 1 yignificance and uses of




these records and of the statements derived from them,

In the third placs, 1t is necessary to eliminate from bookkeep-
ing courses much of the mechanics, the conaﬁanf repetition of simple
processes, and the lengthy arithmetical computations which have con-
gsumed much of the time devoted to the course. More time is thereby
made available for discussion of the uses and purposes of the records,
qapd for tEF aa?atant application of information derived from the hooks
to the miﬁgéamént of the business. And although it is not maintained
that high-scheool studEnts ean have a mature grasp of the problems of
business management, yvet they can be led to realize what those prob-
lems are, and to take the initial steps in the dirsction of their
golution. They can acquire an appreciation of the things which make
for business success, ani can undsrstand both th=s caus=s and the
.gymptoms of failurs. If bookkeeping be properly taught, the records
will always bring out the full significance of tranaacticns; their
cumalative effect, and the lmplications for the management. The
making of such rscords, moreover, affords opportunity for observing
getandard business practices in planning the season's business in
buying, in selling, in manufacturing, in making banking connections,
and in other activities of business administration.

The fourth fi=ld for improvemsnt is that of the vocational
training proper, the preasentation of a technique which the students
may expect to use in actual business positions., It has already
been said that improvement lies partly in the diresction of elimin-
ating much mechanical work, such as has coummonly been found in the
long practice sets. This voluminous detail diverts the attsantion
of teachers and students from the real purposes of bookkeeping in-
struction; moreover, more concentrated instruction can be given in
such operations as invoice extensions and interest calculations in

commercial-arithmetic courses, It is desirable that the bookkeeping

36.
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technique presented, the forms shown, and the procedure recommended
shall represent good modern bueiness practice and shall be typical
of actual conditions. In this respect it must be admitted that some
of the material found in textbooks is there merely bscause it has
besn inherited from older generations of textbook writers; the later
writere have perhaps feared to drop this material, lest they be ac-
cuegsd of "leaving something out." If the time devoted to techniecal
processes is to be curtailed, however, as is now generally agreed,
it is all the more important that such technique as iz given to the
student should be sound, representative, and usable,

In one respect, however, Wwe shall pereist in being a little
old-fashioned. Our peychological friends inform us that it is no
longer proper to speak of "cultural" and "nencultural® subjects,
that there is no such thing as "general mental training." We accept
this amendment to a cherished doctrine; it requires little ressearch
to discover, for example, that a tralning in the classicse, that
supercultural field, has not always resulted in usuval power, in
minds of excepticnal balance, or in citizens more useful than their
fellows, But it is possible to carry the revelt againet these psy-
chological generalities too far. It i1s still true that some sub-
jects will develop more useful mental qualities than othsre, or
qualities which are applicable over a wider field of human activity.
It is etill true that a subject which is capable of a reascned and
systematic presentation must conduce mors to the inculecation of
logical and methodical habite of mind than one which cannot be so
presented, It is still true that a subject which records many of
the principal activities of men in such a way as to exhibit motives,
causes, and results must give greater exercise to the judgment, and
rust develop a better understanding of affairs, than do subjects

which are lees vital and less widely applicatle, And in particular



it ie true that any one subject will be effective in these respects to
the degree in which 1t is presented with order, logic, sound example,
and vivid application to practical affairs, It must be the aim of
teachers of bookkeeping to accomplish these results; the subject 1is

capable of them if properly handled.
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