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The benefits of education and of 
useful knowledge, generally diffused 
through a community, are essential 
to the preservation of a free gov
ernment. 

Sam Houston. 

Cultivated mind is the gu~rdlan 

genius of democracy. . . . It is the 
only dictator that freemen acknowl
edge and the only security that free
men desire. 

Mirabeau B. Lamar. 



PREPACE 

This little pamphlet is not intended to be a syllabus of th€ 
high school course in bookkeeping. It is intended rather to an
swer some of the questions that are most frequently asked by 
school superintendents, principals, and teachers who are re· 
sponsible for the organization and conduct of high-school classes 
in bookkeeping. 

'l'here is room for differences of opinion as to the most ef
fective methods of teaching bookkeeping as well as other sub
jects of the high school curriculum. In writing this pamphlet 
there has been an attempt to avoid making arbitrary statements 
as to right and wrong methods of procedure, and to state diver
gent views when there is a diRtinct division of opinion on the 
subject. 

A study of these pageR will show the basis on which the work 
of schools applying for one unit of affiliation in bookkeeping will 
be judged. The final basis for judging the merits of the work 
done in any school will be the effectiveness of the teaching done. 
It is possible for a school to comply with all the suggestions 
made for organizing the bookkeeping class and still not to merit 
credit. On the other hand, affiliation will not be withheld from 
a school in which there is really effective teaching of the sub· 
ject merely because not all the suggestions made have been fol
lowed, either because of disagrC'ement as to their merit or be
cause of inability to carry them out completely. 

Correspondence is invited regarding the suggestions made 
herein. It is the wish of the writer to make the Department of 
School Visitation a cl earing house for information regarding 
the teaching of bookkeeping ::ind other business subjects in the 
secondary schools of Texas. Suggestions and criticisms are wel
comed, and new ideas will be passed on to the teachers of Texas 
as rapidly as possible. If all interested in furthering business 
education will pull together for the common good, the goal of 
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efficiency in teaching will be r eached much sooner than would 
otherwise be possible. 

JOHN E. TRELEVEN, 

Professor of Business Administration a: 
Assistant Visitor of Schools. 

THE DEPARTMENT OF SCI-IOOL VISITATION 

THE UNIVERSITY OF TEXAS 

NOVEMBER, 1916 



THE PLACE OF BOOKKEEPING IN THE HIGH SCHOOL 
CURRICULUM 

Its Vocational and Educational Value. 

Bookkeeping has been taught in the high school for a longej• 
time than any of the othel' studies in the group commonly 
spoken of as vocational. There are a number of reasons fol· 
this. The demand for vocational training had resulted in the 
establishment of a large number of business schools for the 
training, of bookkeepers and stenographers. The teaching of 
bookkeeping had already been proved practical in these schools, 
and the problem of adjusting the methods of teaching the sub
ject to the needs of public schools was not a difficult one. Text 
books were already prepared; the methods of teaching book
keeping did not differ widely from those used in other high
school subjects; there was no need of elaborate equipment for 
the teaching of bookkeeping; and, it is to be feared, it was 
thought that no particular preparation was needed for the suc
cessful teaching of this subject. 

Because of the wide appeal which this subject makes to va
rious classes of students, the number of schools in which book
keeping is taught is eonsta1itly increasing. Bookkeeping is the 
technical study of business records, and as such it has had '.l 

distinct vocational value which should by no means be over
looked. It should be the aim of every teacher of bookkeeping 
to train his students so carefully and thoroughly in bookkeeping 
technique and accounting principles that they will be able to 
record business facts accurately and neatly and to interpret 
intelligently the results of business processes. The high 
school should offer thorough vocational training in bookkeeping 
Students completing the high school course in bookkeping should 
be ready to enter business employments with such a knowledge 
of bookkeeping operations and methods that they may be pre
pared to hold positions requiring some degree of technical ski.ll 
in bookkeeping, and with such an understanding of the basic 
principles of accounting that they can understani the business 
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processes they are recording and can grow in ability as oppor
tunities present themselves. 

The study of bookkeeping and accounting principles alone. 
even though they are taught in the best possible way, cannot 
constitute a complete education for business. Bookkeeping is a 
fundamental subject for a student of business, however; because 
the ability to understand and interpret financial reports anc! 
business data required of all persons in business positions can 
be secured only through familiarit~r with bookkeeping practice. 
Furthermore, the ordinary terms of business, suC'h as income. 
expense, asset, profits, and the like, can be clearly understood 
only when their accounting significance is explained. It is not 
to be expected that students who have completed a high school 
course in bookkeeping will become at once proficient businesf; 
men. Much of the knowledge of business operations must come 
through experience in business itself, but students who ihave 
been taught to think in business terms and to analyze busines" 
operations are 'prepared to pass an intelligent apprenticeship 
in the business of their choice and to grow more rapidly in bus
iness activity than those who have not had such training. 

A large percentage of the young people in high schools, par
ticularly in the hig·h schools of commercial and industrial cities, 
will enter some business occupation. A goodly portion of these 
students will become clerb and bookkeepers in employments for 
which bookkeeping is a direct preparation. Some of these book 
keepers will use their bookkeeping· as a stepping stone to execu
tive positions in business houses, and others will engage in bus
iness enterprises for themselves. For these students, training 
in bookkeeping is essential and the study of bookkeeping and 
accounting is the nucleous around which the business curricu
lum is formed. The study of bookkeeping is highly desirabh 
also for students who are preparing for stenographic and other 
office positions. In many of the smaller offices stenographers are 
required to keep the office books. Most stenographers have ot• · 
casion to handle business papers of various sorts and to do work 
in which a knowledge of bookkeeping proves helpfnl. Stenog. 
raphers who hope to advance to such executive positions as that 
of secretary find the ability to interpret business facts from th!' 
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business books indispensable. For all students of business, then, 
the study of bookkeeping is of vocational importance. 

The vocational training which prepares a student to hold a 
clerical position in a business house is not, however, the only 
purpose of the study of bookkeeping. When bookkeeping is 
regarded as a means of studying business processes and prac
tices and of interpreting business phenomena through the rec
ords of business activities, the scope of the subject is broadene<l 
and its usefulness in an educational program is increased, In 
addition to its direct vocational bearing bookkeeping is of ser
vice to the general student. 

A very large number of students who do not enter bnsines.;; 
employments directly will enter other vocations in which :1 

knowledge of business procedure and the ability to interpret 
business facts will be a material aid to success. The farmet· 
has need of business training because he is a business man ; his 
farm is as much a productive unit as a factory. The engineer 
and the lawyer should know how to keep business records an -.l 
how to draw conclusions from them, for both these professions 
are intimately associated with business. Even the housewife 
finds a knowledge of bookkeeping principles of no slight value in 
the management of her household affairs. Bookkeeping, then. 
is a useful subject of study not only for the prospective clerk 
and the futnre business man, but for the general student as well. 
Many of these students may never have occasion to put their 
knowledge of bookkeeping technique to the practical test of 
keeping a set of books, but on many occasions they will surely 
find the ability to understand the form and meaning of commer
cial transactions of great value. 

Because of its practical value for a large number of student.~ 
bookkeeping is taught in many high schools which do not pro
vide a complete course in business. In Texas, bookkeeping i<> 
taught in fully three times as many high schools as offer com
plete business curricula. In many instances the successful 
teaching of bookkeeping for a few years has led to the establish · 
ment of a department of business in the high school. Book
keeping has proved its value as a high school subject whether 
it is the only business subject taught or it is but one subje<'t 
in a full business curriculum. 



8 Bulletin of the University of T exas 

In addition to its utilitarian purposes, bookkeeping has a dis
tinct educational value. It gives valuable training in analysi~ 
and classification. It is unsurpassed as a medium for devel
oping the mechanical habits of accuracy, neatness, and order
liness, and the moral habits of promptness, reliability, an:d alert
ness. If bookkeeping is studied with the idea of discovering 
the fundamental principles upon which it is based, it provides 
the mental discipline which results from conscientious applica
tion and study. 

Exprience has proved the educational and vocational value o r 
bookkeeping as a high-school subject. The fact that, after the 
teaching of bookkeeping is begun, the subject is seldom willing
ly dropped speaks well for the favor in which it is h eld by 
school men and students. There is no reason to doubt that 
bookkeeping has won a permanent place in the high-school 
program of studies. 

College Entrance Credit for Bookkeeping 

Bookkeeping has for some time been recognized as a sub
ject for which entrance credit could be obtained at many of 
the leading univer sities and coll eges. A number of years ago 
bookkeeping was placed on the list of snbj ect<; for which credit 
would be given for entrance to the University of Texas, and the 
co-operating institutions which use its list of affiliated schools. 
Previous to 1915 only one-half unit of credit could be obtained 
in bookkeeping. In the spring of 1915 the amount of cr edit 
which could be obtained was increased to one unit, and at th•J 
same time the affiliation of schools for one-half unit was dis
continu ed. 

The major considerations which led to this change of policy 
were (1 ) the belief that the subject of bookkeeping is worthy 
of study for at least one full school session; (2 ) the belief that 
it requires at least a full year's course in this subject to en ablr~ 
a student to use his knowledge of bookkeeping vocationally to 
advantage; (3) the fact that a one-half year's course does not 
give time for a thorough presentation of bookkeeping princi
ples and practice as found in modern business; and ( 4) the 
fact that in the great majority of high schools in which book
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keeping is taught the course extends through one full session at 
least. 

When these changes were made it was r ecognized that some 
schools which had previously been affiliated for a hal.f unit 
might find it difficult to plan their work on the new basis at 
once. For this reason the new plan was not placed in full opera
tion until the fall of 1916. Since September 1916, a half unit in 
bookkeeping has not been recognized for college entrance, and 
all candidates presenting bookkeeping have been required to 
offer a full unit in the subject. 

Should Bookkeeping B e Taught In Every School? 

. As would naturally be expected, the teaching of bookkeep
ing is more common in city than in town and village schools. 
The concentration of business in cities opens a large number 
of business positions to young people, and a large percentag1.· 
of city high-school students ultimately find employment in some 
business. The majority of students in rural districts look to 
some other employment than business for a livelihood, but thE 
interest which bookkeeping holds for the general student has 
caused its introduction into many of the smaller high schools 
A tabulation of the subject taught in the schools of a typical 
Northern state shows that almost without exception a complete 
business curriculum is included in the program of schools in 
towns of 5000 population, and that bookkeeping is t aught in most 
of the schools in towns of 3000, and in about one half of those 
in smaller plar,es. It would seem natural to suppose that the 
business interests of a town of 5000 are sufficiently numerou<> 
and varied to warrant the teaching of business subjects in the 
high school, and that the teaching of bookkeeping would be jus
tified in many schools in which business training on a large plan 
could not be undertaken. The omission of bookkeeping from 
the program of city schools should be the exception, not the rule. 

There are many instances in which the teaching of bookkeep
ing in the smaller towns is justified. But before bookkeeping 
is introduced, the superintendent should assure himself that the 
demand for instruction in the subject is sufficient to warrant 
the formation of a class of reasonable size, that the demand for 
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bookkeeping is likely to continue from year to year, that he can 
be reasonably certain that the teaching will be as effectively 
done as in the other subjects of the school program, and that 
the introduction of the new subject will not impair the 
efficiency of work done in other subjects. 

About forty high schools in Texas now offer bookkeeping. 
There are not fewer than forty other schools which should pro
vide for the teaching of this subject if they are to serve effec
tively the needs of the communities in which they are located. 

0RGANIZATION OF" THE BOOKKEEPING COURSE 

Year of Coiirse in Which Bookkeeping Is Offered 

An examination of the programs of study of a large number 
of schools shows that there is no settled practice as to the years 
of the high-school course in which bookkeeping. is offered. In 
different schools bookkeeping is listed as a study of every yea •· 
from the first to the fourth. In very few schools, however, is it 
offered to first-year students, and the general opinion seems to 
be that it should not ordinarily be taught to students below the 
second high-school year. Students below this grade are not of 
sufficient mental maturity to study bookkeeping advantageous 
ly or of sufficient age to appreciate the vocational aspect of th(' 
subject. The position of bookkeeping in the program of studies 
must be determined largely with reference to the other sub
jects taught. 

There are many reasons why bookkeeping would better be 
given in the third or fourth year than in the second, especially 
if bookkeeping is the only business subject taught. If it is 
taught late in the course the students profit more by the teacl1
in~ and are usually more anxious to become proficient in the 
work for the sake of its vocational uses than if it is taught in 
the earlier years. When a complete business curriculum is of
fered, it is the usual practice to spread the vocational subject:. 
of the curriculum over a number of years. For various reasons 
it is considered best to teach shorthand and typewriting in the 
third and fourth years. This arrangement throws elementary
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bookkeeping into the second year if it is considered inadvisable 
for a student to carry bookkeeping, shorthand, and typewriting 
concurrently. 

Jn some schools the plan of concentrating all business work in 
the last year of the course has been tried with varying success. 
but the other plan of organization is far more commonly founLl 
When bookkeeping has been assigned a definite place in the cur
riculum, there should be an earnest attempt to have students 
who wish to take the work study it at that time in their eoursl' 
when it should regularly come. 

Special Students 

Nearly every school superintendent or principal is asked to 
admit special students to the bookkeeping class. Most of these 
students are young people who have been out of school for some 
time and who nre or have been employed in business work, or 
boys and girls who for one reason or another wish to stndy 
bookkeeping before the regular time for doing so. The advisa
bility of admitting special students must be determined on the 
merits of each case. In cities where night schools are helcl, the 
special students can be accommodated in the night classes to 
better advantage than in the day classes. In other towns the aJ.. 
mission of special students may prove a valuable means of ex
tending the school influence in the community. There is no jus
tification, however, for abandoning all standards of admission 
and throwing the class open to any who may wish to enter. 

It should be borne in mind that the regular students have the 
first claim on the facilities of the school, and the admission of 
special students should never be permitted to interfere with the 
organization of the school program or the plans for the course. 
Immature, lazy, or indifferent students should never be admit
ted, as their presence would undoubtedly detract from the effi
ciency of the work done. Students so deficient in preparation 
as to retard the progress of the class work should also be barreLl. 
On the other hand, ambitious special students who devote more 
time to the work than could be reasonably asked of regular stu
dents should not be allowed to set a pace that will break down 
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the class organization and prevent the holding of class exer
cises. The conclusion must be that the admission of special 
students has so many dangerous possibilities that such students 
should be allowed to enter the class only after thorough inves
tigation of the merits of each case. 

Length of the Course 

The accounting principles upon which elementary bookkeep· 
ing processes are based are comparatively :;;imply and are mast
ered without great difficulty. The fundamental proce:;;st>s in 
bookkeeping can be learned in a comparatively short time, so 
that in a few months a student can learn to keep simple books, 
using the forms which have been used so long in bookkeeping 
work that they are called standard forms. When bookkeeping 
was first taught as a high-school subject no attempt was made 
to go into the subject more thoroughly than to teach these fun
damental principles and the use of the books in standard form. 
Under these conditions, a half-year devoted to bookkeeping 
study was sufficient. 

Since that time, however, conditions have changed. The use 
of the fundamental books, the journal and the ledger, with pos
sibly a division of the journal into a cash book, a purchase 
book, and sales book, all of simple form, has given place even 
in small business enterprises to systems of accounts especially 
designed to meet the needs of each class of business. Multi
columnar books, subsidiary ledgers, direct posting, and similar 
improvements in bookkeeping technique have so changed the 
appearance of books and so altered the bookkeeping processes 
that one finds it difficult to realize that after all the changes 
in method have been made, the new processes are based on ex
actly the same principles as the methods formerly used. Ac
·counting principles more difficult of application than those 
which were formerly considered sufficient for the interpreta
tion of business facts are now being generally applied. It is 
common in business now to make allowance for depreciation, 
to take into account accruals and deferred charges to operation 
in closing the books, and to tr;v to distinguish carefully between 
the elements affecting trading profit and net profit in the busi
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ness. These more complicated principles and the use of modern 
bookkeeping methods cannot be taught satisfactorily in a half
year course. If a course in bookkeeping is to have any import
ant vocational application, it will require at least one ;vear of 
work. In practically all of the schools which are recognized as 
doing high grade work, a one-year course in bookkeeping is re
garded as the minimum for vocational application. 

In most schools in which training for business is seriously un
dertaken more than this minimum time is given to bookkeeping. 
Courses covering an additional half year, a full year, or even a 
longer time are not uncommon. Complicated bookkeeping pro
cesses such as the use of the voucher system, the formation of 
complex final statements, the application of various accounting 
principles, and the elements of cost accounts usually form the 
basis of this advanced work. When more t11an one year's work 
in bookkeeping is offered it is usual to require all business stu
dents to take one year of the subject and to make the advanced 
work elective. A choice is often given between advanced book
keeping and shorthand. Ordinarily, all bookkeeping courses 
are made elective for qualified students, even though they are 
not enrolled in the business course. 

l\fore than a year of bookkeeping is rarely given in schools 
which do not have a regularly organized business department. 
There is ample material from which to choose subject matter 
for an advanced course, but in the school of average size the de
mand for advanced work in bookkeeping is not sufficient to jus
tify the formation of the additional class; and unless the teach
er has had special preparation for teaching the subject, the 
course is likely to be a disappointment. 

Allotment of Time tn Bookkeeping 

A unit of credit is usually given toward graduation from high 
school or for entrance to college for a subject in which a stu
dent has spent five forty-minute periods in the class room week
ly for a school year, and on the preparation for which he has 
spent an equivalent time. Thus, to secure a unit of credit as 
ordinarily defined, a student is expected to spend the equiva
lent of ten periods weekly in study and recitation. The amount 
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of time r equired for a study is not in itself alone a fair basis 
for determining the efficiency of the work done in that snh
ject. In order to make a fair apportionment of a student's 
time possible, however, the work laid out for ea<'h course in the 
high school nrcessarily has to be determined with reference to 
the time allotted to the course. Some students who are rapid 
workers will accomplish more in a given time than some who 
are slow workers. .Neitl1cr the rapid nor the slow worker should 
be allowed to determin e the progress of the class. A course should 
be planned so that the average student will finish his work in 
approximately the time designated. A bookkeeping teacher who 
assigns so much work that his students regularly work overtime 
on their lessons is infringing on the rights of th e other subjects 
in the curriculum. On the other hand, a course in bookkeeping
which is so planned that stndents regnlarl y complete all the 
work assigned in one class period, when they are expected to 
spend the equival ent of two perioc;Is on every other subject, is 
too superficial to be worthy of one nnit of credit. Such a 
course might be offered, bnt unless th e credit allowed for its 
completion is scaled down in the ratio that the tim e required for 
the work is cut down, it will be considered a cheap credit both 
by teachers and students. 

Th,1 Division of Time B etween 07,a,ss Rooni and Other Work 

'I'he time spent by students on different studies is divided be
tween class-room work and work outside the class room on dif
ferent bases, depending on the nature of the subject studied. 
In the literary subjects of a high-school curriculum the stn
dent. 's time is so divided between study and recitation t hat he 
is usually present in the class room five periods a week and 
spends :five periods in study. Sciences require laboratory work, 
and the time of the student is divided on a different basis. Fre
quently he spends two or three periods a week in recitation, and 
six or four (three or two periods of double length) in the lab
oratory; and is expected to spend two or three in study. In 
manual training and domestic science the work required of a 
student must all be done in shop or kitchen, and consequently 
it is usual to r equir.e class attendance for periods of double 
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length daily, if the same credit is given toward graduation as 
for a literary subject or a science. 

The methods of teaching bookkeeping are in some respects 
similar to those used in teaching science and in some respects 
like those used in manual training, bnt differ from both in that 
the practice work in bookkeeping need not necessarily be done 
in the school room. There arc three possible arrangements for 
the division of time in bookkeeping, ca,:h of which has advo
cate;;, and for each .of which couvincing al'gumcnts can be ad
vanced. 

The plan which is most generally followed is that of holding 
the students in the class room for two consecutive periods daily 
and expecting that all vvork done on the course be clone in that 
time. This arrangement enables the teacher to divide the class 
time at his own discretion between recitation, study, and prac
tice work. It enables him to supervise personally all the work 
done in the course and to give nssistanee to the student at the 
time he needs it mrJst. 'l'hc distinction between work proper 
for a recitation or laboratory period and that suitable for a 
preparation period is not so clear as in the case of a science, 
and there is likely to he consideni ble difficulty in so arranging 
the work that each phase receives its share of attention if the 
student does part of his work outside of the class room. -when 
part of the work is done in the class room and part outside the 
student must carry his outfit with him, for the exercises which 
constitute the practice work of the course arc continuous and 
the student must have his material for work with him. Time 
is lost in getting material ready for work and in putting it away. 
The percentage of waste time from this cause is unduly high 
when the student works for short periods only. When the 
length of the working period is increased, this percentage of 
waste time is materially lessened. 

One serious difficulty results from having the working time 
of the student definitely fixed at two periods daily. It is almost 
impossible to plan a course with such care that all students will 
finish the work required at the same time. Allowances must be 
made for the varying speed of the students and for absences 
from class, which cannot be prevented. Unless a teacher plans 
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his work with particular care, some students will soon be so far 
in advance of others that any class recitation or teaching to open 
up new subjects will be impossible. Under these conditions 
teaching must become solely individual, an arrangement which 
cannot be commended.* The ef-flcicnt teacher can overcome 
this objection partly if not wholly by planning his work with 
reference to the speed of the average student in his class. Extra 
time outside of the class periods should be required of unusu
ally slow students and those irrcogular in attendance, and the 
rapid workers should be allowed to spend the time not needed 
for bookkeeping wOl'k on the study of other subjects. It is usu
ally not necessary to exense them from the class period to do 
this, as they can study other lessons in the bookkeeping class 
room after the work assigned has been completed. The objec
tion frequently made to allowing students to work outside the 
class room on the ground of the danger of dishonesty in work 
does not seem to be valid. The competent teacher can meet thiB 
difficulty as it arises. 

Practical difficulties often stand in the way of adopting the 
double-period basis for the bookkeeping class. The time re
quired of the teach\~r when double periods are given to book
keeping is often felt to be too great for the added benefits ob
tained from the arrangement. In some schools which are 
<iramped for room, it may seem impossible to assign a class room 
:for the exclusive use of the bookkeeping class for two periods 
daily. Most of the advantages of the double-period plan of 
work can be obtained by giving two consecutive periods to the 
work of the bookkeeping class, in one of which the teacher has 
charge of the class and in the other of which the students are 
at work on their books. During this period the teacher in 
charge of the room would hold a recitation in some other sub
ject, and the bookkeeping class would be at work without super
vision excepting such disciplinary i;;upervision as comes from 
having a teacher present in the room. It would not 
be possible to follow this plan when the classes are ;;o 

"It is not individual work on the practice sets to which objection 
Is made. It is the plan of conducting the entire work of the course 
on the individual basis which is criticised. The question of indi
-vidual versus class instruction is discussed on page 35. 
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large that two classes can not be accommodated in the sam~ 
room at once. Typewriting is a subject which lends itself very 
well to this system of holding two classes at once, because the 
teacher's time is not so .fully occupied that he cannot find time 
to give help to the bookkeeping· students in case of need. It is 
not impossible, however, to arrange for a doubling of periods 
with other subjects. 'l'his method of providing double-length 
periods for the bookkeeping class is not to be recommended 
when it is possible to secure double periods for work in any 
other way. Under no circumstances is it desirable to conduct 
other recitations in the class room during both of the periods 
devoted to bookkeeping. The teacher should always be free to 
devote his attention to bookkeeping exclusively during one 
period, and there should be nothing to interefere with the hold
ing of class exercises. Although it is not desirable to hold 
another recitation in the class room even during the working 
period, there is one advantage which results from doing so. 
The bookkeeping students are thrown on their own resources 
during that period and must work independently of the teacher. 
This naturally prevents their becoming too dependent on his 
help and explanations to develop initiative. 

Sometimes it is hard to arrange a school program so that 
the bookkeeping students can work for two consecutive periods. 
If two periods at different hours of the day are assigned to 
bookkeeping work, the advantage of having all the work done. 
under the supervision is retained, although many of the ad
vantages of the double-length period are lost. 

There is much to be said for the second plan of class organi
zation, that of having the class meet for double periods on 
certain days of the week and for single periods on the other 
days. If this plan is carried out ideally, the double-length 
periods are used entirely for individual work on the continuous 
practice sets of the course. The teacher spends his time in giv
ing individual assistance where it is needed and in checkng the 
correctness of the work done. The single-period days are used 
for class exercises, drills, recitations, and the teaching of new 
subjects. For the days in which the class meets for a single 
period, home work in the nature of supplementary problems 
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and exercises, and text study, is assigned, The particular ad
vantage of this plan of work is that it distinguishes clearly be
tween the portion of the work which should be the subject 
of class discussion and teaching and that which should be the 
individual work of the student, It provides definitely for the 
inclusion of supplementary work and study as a portion of the 
course. An efficient teacher will see that all phases of the teach
ing of bookkeeping are given proper attention, no matter what 
plan of class organization is followed; but some teachers have 
a tendency to stress certain phases of teaching and to neglect 
others unless definite arrangements are made for the inclusion 
of all in the course. 

A practical difficulty is found in the operation of the combi
nation of single and double periods, 'rhe teacher must antici
pate the troubles which the student will have in his work and 
teach him how to overcome them some time before the student 
reaches them, There is a question as to whether second-year or 
third-year high-school students are sufficiently mature to profit 
as much by teaching which is separated by a considerable time 
from the practice work in which it is applied as by teaching 
which is more directly connected with the practice. This ob
jection to the plan is not so serious as may appear at first, if 
it is remembered that in any case the new subject is opened up 
at the time the more rapidly-working students reach it, and the 
others must hear the subject discussed some time before they 
are ready to make a practical application of it. The difficulty 
of arranging recitations and home study for definite days may 
not prove a disadvantage in that it may lead to the prepara
tion of a more carefully worked-out plan of teaching than would 
otherwise be made. 

A combination of both plans which have been presented 
is sometimes found. On four day:;, of the week all students 
meet for double periods for recitation and practice work. The 
:dfth day is given over to ''catch up'' work. Those who have 
completed the work assigned for the week are not required to 
work on their books at this time, but those who for any reason 
are behind with their work are expected to use this time to 
catch up with the rest of the class. All students are assigned 
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supplementary work for home preparation on this day. 'l'his 
plan makes it possible to keep the class near enough together in 
the practice work for effective teaching and recitations. 

When the advantages and the disadvantages of the double" 
period plan of work are summed np, the conclusion must be 
that the advantages far outweigh the disadvantages and that 
the plan of double periods for work either daily or on the days 
devoted to work on the practice sets is desirable and adds to 
the effectiveness of the teaching. 'l'he double-period plan is 
used in by far the larger number of schools. 

Under the third plan of organization the class is in session 
for but one period daily. '!'here is a da·ily assignment of work 
to be done outside of the class hour. In many schools in which 
this plan is followed the teacher uses most of the class period 
for teaching, testing, drilling, and supplementary work, leav
ing the work on the practice sets to be done outside the class 
room. 

Any of the plans of class organization descriuecl can be 
used effectively by an efficient teacher. 'l'he choice among them 
must depend upon the conditions in each case. None of the 
plans of organization will in itself insure effective teaching; 
they are all merely devices which aid competent teachers to 
develop satisfactory courses. 

EQUIPMENT FOR 'l'EACHING BOOKKEEPING 

Class Roorn 

No elaborate changes are needed in a class room to fit it fol' 
the teaching of bookkeeping. Needless to say, the room should 
be particularly light to avoid eye strain. It should contain 
sufficient blackboard space for the teacher's demonstrations. 
Squares of blackboard ruled in white paint in journal and 
ledger forms are useful time-saving devices. Each student 
should have sufficient working space to enable him to work com
fortably at his books without crowding. 'l'he ordinary school 
desk does not have a sufficiently large surface to enable a stu
dent to work to advantage. 'l'he desks especially designed for 
bookkeeping classes are very satisfactory, but somewhat ex
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pensive. If special desks are purchased, the choice between 
high desks and desks of ordinary height is a matter of personal 
preference. Flat-topped tables provide an excellent working 
surface and cost little. If it is possible, each student should 
have his own table for work. When that is not possible, each 
student should be given enough space to allow him to spread 
out his work. Overcrowding at tables should by all means be 
avoided, a.'i it is a very common cause of poorly kept books. 

Mechanical Dev·ices 

The use of adding machines and similar mechanical devices 
should not be encouraged in elementary classes. It is import
ant that students secure the training which comes from balanc
ing their books without mechanical aid. 

The Stiident's Equipment 

Practice outfits are provided by all publishers of bookkeeping 
texts. These outfits contain all the books and materials which 
the student needs for working out the exercises in the text. 
These outfits usually contain files for keeping the working 
papers. Each student will need black and red ink, a good 
ruler, sharp pencils, preferably somewhat harder than those 
ordinarily used, and pens. He will also need scratch paper 
and extra journal and ledger paper for working supplementary 
~xercises. 

Some publishers provide boxes in which students can keel' 
their outfits when they are not working with them. Others 
supply only large manilla envelopes. In any case the outfit 
and the necessary ink bottles and other equipment are not 
handily carried from place to place. It is advantageous if lock 
drawers are provided either in the tables or in a specially built 
case in which the material can be kept when not in use. When 
the work is not all done in the class room, the outfits must 
necessarily be carried about, and there is then no advantage 
in providing a place in which to store them. 
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The Content of the Conrse 

It is not the intention to give a detailed syllabus of the conrse 
in bookkeeping. Teachers will find it advan tagcons to follow 
the outline of the t ext used in the course more or less closely. 
The subjects indicated as des irable for study in a first course in 
bookkeeping arc all covered in the standard texts, but they are 
not always presented in the same order or developed in the same 
way. For this reason a detailed syllabns based on any one 
text would be of little value to t eachers using other texts. 

T ext 

There has bePn no state adoption of a text in bookkeeping, 
and teachers are free to choose the text they wish to nse. Affilia
tion in bookkeeping is based on the quality and character of the 
work done and not on the text used. There are a number of 
texts published by "\arious houses which present the subject 
matter in admirable fashion. Choice among them is a matter 
of individual preference rather than a distinct superiority of 
one text over the others. Each text has its group of snpportcrs 
who point out the particular advantages of that text over all 
others. Every text is also subject to criticism, and no text can 
be considered ideal. The final choice should be that text which 
each teachers feels he can use most advantai:rconsly in hi8 work. 
The matter of text selection is of greater importance in book
keeping than in many other high-school subjects, because the 
material to be used in the practice work, as well as the order 
and method of developm ent of the subject matter, is determined 
almost absolutely by the text selected. 

A partial list of the books that have been nsed in Texas 
schools with satisfactory results follows. 'I'his list is not in
tended to be complete, particularly with regard to texts pub
lished privately or by some of the less widely known publishing 
houses. A number of such texts have been found satisfacto1~v 
by teachers. The position of a book in the list does not in
dicate a preference for that text. 

..American Bookkeeping S eries : Goodycar-Tv1arshall Publishing 
Co., Cedar Rapids, Iowa. 
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Ellis, Practical Bookkeeping: Allyn and Bacon, Boston and 
Chicago. 

l.iyons, Bookkeeping : J,,yons and Carnahan, Chicago. 
Miner, Bookkee[J'ing : Ginn & Co., Dallas. 
Rowe, Bookkeeping and Accountancy or Commercial and In

diistrial Bookkeeping : the H. 1\1. Rowe Co., Baltimore. 
Twentieth Century Bookkeep1:ng and Accounting: the South

western Publishing Co., Cincinnati. (Note: This is the text 
on which the examinations for the teachers' certificates are 
based at present.) 

811bjcct Matter of tlie Coursr 

Naturally, since thrre is not uniformity in thP t exts used in 
high-school hookkeeping, there cannot he exact uniformity in 
the material used for instruction or in fhe subject matter cov
ered by different classes. In a more or less general way, how
ever, it is possible to outline the snhjeet matter which every 
course in bookkeeping extending through a year should contain. 
None of these things should be omitted: (1 ) Bookkeeping theory 
and practice as illustrated by the nse of books of original and 
final entry, the trial balancr. and the final statements, all in 
simple and more 01· )<;ss standard form: (2) the use of special 
hooks for cash receipts and disbnrse:ments, purc'lrnses. and sales; 
(3) the form and nse of the varions business papers from which 
accounting information is obtained; ( 4) the nse of such memo
randum books as Note Registers: (;'i) the use of subsidiary 
ledgers and controlling aceonnt.'I as illustrated by Customers' 
and Creditors' J,,edgrrs and their controlling· accounts in the 
General Ledger; ( 6) the use of special columns in the books o E 
original entry; (7) Profit and I1oss Statements and Balance 
Sheets in proprr form for the inforpretation of the business; 
(8) such acconnting topics as allowances for depreciation, asset 
and liability inventories, in cluding accruals ancl expenses paid 
in advance or deferred items, and the di~tinction between trad
ing and other profits and losses, treated in a, simple way; (9) 
the principles of single entry briefly treated. The practice 
work of the course should cover both single-proprietorship and 
partnership enterprises. Some courses may also provide for the 
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teaching of the principles of corporation accounting, but this 
subject is not usually covered in the first year of work. In the 
first part of the course the books used are necessarily of simple, 
standard form. In the later work the books used should be 
patterned after books kept in modern business. 

The material for the course as outlined above is covered in 
the texts which have been listed, as well as in others probably 
equally desirable. Ellis and I1yons are both planned for the 
year of work. lVIiner 's "Introductory and Intermediate 
Courses'' are expected to take a year's time to complete. Parts 
I and II of the "Twentieth Century" together make up a year 
of work. An inspection of other texts will show what portion 
of them shon1d be ccvcred with reasonable diligence in a year. 

Some texts offer aHernative selections of material to be used. 
''The American Bookkeeping Series'' is planned in this man·· 
ner. Selections may be made from Miner's ''Intermediate and 
Advanced Courses'' in the last half year instead of following 
the "Intermediate Course" as it stands. It is quite possible 
that a class can do more work than that outlined for a year. 
If the work as outlined proves insufficient, the teacher has an 
opportunity of making the course more thorough by introducing 
a larger amount of supplementary work than he would other
wise have done, or by having additional exercise sets worked. 
A number of publishers provide detached sets of great merit, 
which can be advantageously used to supplement the work of 
the selected text. 

PHASES OF TEACHING ACTIVITIES 

An examination of the subject shows that there are four 
types of work which a student of bookkeeping must do if he is 
to secure a broad knowledge of bookkeeping theory and prac
tice. He must learn how to keep practical sets of books ; he 
must learn the business practices involved in ordinary business 
transactions ; he must study the principles of accounting upon 
which bookkeeping is based; and he must solve bookkeeping 
problems. Corresponding to these four types of work are four 
aspects of teaching which must be found in a well planned 
course. All four of these activities are €Ssential to good teach
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ing; if any one of them is omitted, the course becomes unbal
anced, and the preparation of the student is deficient in some 
important aspect of the subject. These four phases of teaching 
are found in the laboratory practice on bookkeeping sets, the 
handling of business papers and forms, class room discussion 
and recitation, and supplementary work. 

Bookkeeping Practice 

Bookkeeping practice is discussed first because this phase of 
work is the basis on which the course is built. The selection 
of material for practice will largely determine the nature of 
the class exercises and supplementary work. The first practice 
work must necessarily be simple in form, becoming increasingly 
difficult as the student progresses. In the choice of material 
high-school teachers are practically limited to the text which they 
have adopted. Once the text is adopted, the practice work of 
the course is almost definitely determined. There are a number 
of reasons why this is true. The practice work which accom
panies each text is plr.nncd as a whole following a definite order 
of development and presentation. In the first half of the 
course a teacher would be likely to overemphasize some points 
and to miss others entirely were he to select his material partly 
from one author and partly from another. This danger is not 
so great after the general principles of bookkeeping are thor
oughly taught, so that in the last part of the course the teacher 
should feel free to subsitnte for practice material, provided in 
the text, other work which he considers of greater benefit to his 
students. Some publishers have catered to this demand for 
substitute material by providing sets which are complete in 
themselves. 

Even though a teacher might think that the interests of his 
pupils would be better served by choosing material from various 
sources for practice work, the extra cost might prevent his 
doing so. Practice sets are high in cost, at best. When selec
tions are made from several sources, the cost of material for 
the course is likely to be substantially greater than when the 
work is based entirely on one text. 

It is not a wise policy for the average teacher to attempt 
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to devise practice material of his own. The work contained in 
published texts has been carefully outlined, has been planned 
with reference to standard business practice, has been criticised 
by many expert teachers before publication, and has been re
vised from time to time as defects have become apparent. The 
average teacher does not have the training, the experience, or 
the time to make it possible for him to design practice work as 
good as that which is found in the standard text books. This 
does not imply that a teacher should slavishly follow the text. 
Whenever he feels that alterations in the directions for work 
given in the text would prove beneficial, he should make the 
changes he wishes, but before doing so he should satisfy him
self that the alterations will strengthen and not weaken the 
course. Unless there is a positive reason for making changes, 
the text should be followed. 

The selection of a text is a matter of great import, because 
of its effect on the bookkeeping practice. A text under con
sideration should be tested carefully to see that the practice 
material is carefully outlined, is logically developed, and serves 
the needs of the students both as to general matter and as to 
its application to special forms of business. 

There are two faults which are commonly found in texts. 
One is that there is needless repetition. Elementary transac
tions are repeated in advanced work after the students have 
learned thoroughly how to handle them. It is probably not 
possible to avoid some repetition, but the amount of repetition 
should be reduced to the minimum necessary for thorough teach
ing. A frequent complaint made against bookkeeping texts is 
that the arithmetic computations involved are made unneces
sarily complicated. The bookkeeping class is not the place 
in which to teach arithmetic. Proficiency in arithmetic should 
be presumed of bookkeeping students. The computations neces
sary in bookkeeping should, of course, be made, but there is no 
reason from the standpoint of teaching bookkeeping why they 
should be difficult or complicated. The chief objection to the 
computation of involved sales bills and like features of many 
texts is not that such arithmetic work has not value in itself, 
but that when such computations are constantly required the 
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attention of the student is diverted from the bookkeeping prin
ciples and directed to the computation itself. Time which is 
needed for the teaching of bookkeeping is thus used for the 
teaching of arithmetic. It is true that many, and probably 
most high-school students do not have the ability to use arith
metic processes either so accurate1y or so rapidly as should be 
expected of business stndents. 'I'he remedy for this condition 
does not lie in burdening the bookkeeping course with the teach
ing of arithmetic, but rather in the adoption of the plan which 
is commonly followed of requiring the study of business arith
metic either as a prerequisite to the study of bookkeeping or as 
a concurrent subject . 

A proficient teacher can tell when ~my phase of practic~e work 
becomes mere routine and censes to have an educational value, 
and he ean abridge it to snit the needs of his class. He can also 
tell when it is wise to give students the results of computation 
instead of r equiring them to be found. 

It is in th e bookkeeping prnctice that the stndent learns to 
be independent in his work. H e also learns to apply the prin
ciples he lws been taught to conditions approximating those of 
actual business. It is the portion of the course in which he may 
show his fitness for putting his knowledge to vocational uses. 
Unquestionably, practi ce work is an exceedingly important phase 
of the bookkeeping conrse, bnt unless it is correlated with other 
elements of the course, the student will be one-sided in his 
preparation. 

Bitsiness Practi:ce 

Business practice is closely associated with bookkeeping praC·· 
tice and inextricably mingled with it in most plans of teaching. 
Under the head of business practice the student is taught the 
form and uses of the business papers from which accounting 
information is derived, he learns the usual business proeedure 
in given instances, and he finds out how the information is ob
tain ed from which the business records are made up. It is self
evident that business practice forms an important part of the 
bookkeeping course. There is some disagreement as to how it 
can be taught best. 
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Some teachers advocate the plan which has been somewhat in
correctly named the actual business plan of teaching·. This plnn 
follows the idea of basing all bookkeeping practice on hypotheti
cal transactions involving· the various members of the class, ea.ch 
of whom is supposed to be engaged in some business enterprise. 
The transactions are carried out as nearly as possible as they 
would be in actual business. Sometimes the plan is carried so 
far that goods are bought and sold at the current market quota
tions. :B.,acsimiles of the business papers which are used are 
made out and exchanged. There is undoubtedly some merit in 
this method of teaching: btrnincss praeticc. It ean be used ad
vantageously in sehools where the students are at varying stages 
of advancement in their study, but its adaptability to public 
schools, where students arc grouped into classes and make pro
gress at a more or less uniform rate, is doubtful. 

At the other extreme, some contend that the teaching of busi
ness practice shonld be incidental to the bookkeeping practice 
and that the actual making and handling of business papers is 
an unnecessary burden on the stndents in a bookkeeping course. 
It is probably true that persons of some maturity do not need 
to visualize the business practice by following its routine in 
order to understand its applications. For students of high
school age,' however, there is a real value in actually following 
the business routine. 

The compromise hetwren these opposing views is found in the 
methods recommended by nearly a11 text ·writers. Most texts 
provide for the actual handling of business papers from which 
bookkeeping information is obtained, but they do not reqmrc 
the elaborate machinery of separate business units conducted by 
members of the cla;;;s for the interchange of transactions. Each 
student is provided with pads or budgets of "incoming"' papers 
which give him the necessary information for his work, and he 
writes up his own "outgoing" papers. IIe files the papers 
which would be retained in actual business in appropriate files 
and places those which would be sent out from the business in 
a separate file. This plan necessarily requires the student to 
do things which in business would be done by several different 
persons, and to exercise functions which would ordinarily come 
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within the work of a bookkeeper. There is little danger that 
the student will become confused in his work if his attention is 
called to these alterations of actual business practice made 
necessary by schoolroom conditions. 

There is some difference of opinion as to the proper time at 
which business practice should be introduced into the course, 
and the time during which it should be continued. Some texts 
base all practice work on the budget plan, and some introduce it 
only during parts of the work. It should be said, however , 
that even in those texts in which provision is made for business 
practice during the entire course, the teacher is given the option 
of discarding at his pleasure the business practice and following 
only the statement of transactions. 

As a general prineiple it may be said that business practice 
should not be begun until the student is so familiar with book
keeping methods that the following of the business routine does 
not distract his mind from the bookkeeping principles involved 
in recording the transactions. This means that he should have 
worked on some elementary practice material before his atten
tion is called to the business routine. Better results follow from 
introducing business practice at a t ime when few bookkeeping 
principles are being taught. When the student is trying to 
learn some new bookkeeping principle and trying to pay atten
tion to new phases of business practice at the same time, he is 
not likely to do either well. 

Most phases of business practice are not so complicated as to 
require the great amount of drill provided in some texts . It 
is a mistake to continue any kind of business practice after the 
student has learned thoroughly the form and use of the papers 
involved. Further drill on that point is bnt a waste of valuable 
time. The writing of receipts, statements of accounts, sales 
slips, checks, and like business papers become mere drud
gery after the principles which govern their use have been 
thoroughly mastered. It is possible that the handling of cer
tain papers and forms is so intimately connected with the book
keeping methods followed in the system which is being taught 
that their use cannot be discontinued even after it has become 
purely a routine operation. If a teacher watches his class 
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carefully he can tell at what point different phases of business 
practice should be dropped, and he will conserve the time of 
his students by discontinuing the use of forms which are thor
oughly understood and which arc not a necessary part of the 
bookkeeping system. 

Business practice, bcgnn after the student has a knowledge 
of the fundamental principles of bookkeeping and continued 
as long as there is any real educational value in following the 
actual business operations, is a necessary and valuable part of 
a bookkeeping course. Business practice followed merely for 
the sake of imitating business methods more or less successfully 
is irksome to studentf; and t eacher alike and is an unnecesary 
burden placed on the bookkeeping class.* 

Class Recitations anrl Discussions. 

It is in the classroom discussions that the teacher has his 
greatest opportunity to lead his students to a clear understand
ing of bookkeeping and to help them think clearly regarding 
bookkeeping principles and methods. It is this phase of the 
teaching of bookkeeping that is most often slighted. One of 
the reasons for this neglect is that teachers have often confused 
the teaching of bookkeeping methods with the teaching of book
keeping principles. 'fhey have considered their duty done when 
they have demonstrated the methods of bookkeeping technique 
which it is necessary for the students to know and have shown 
them how the various entries are made. They have been satis
fied if t11eir students have been able to :follow the bookkeeping 
routine, and have not been insistent on their understanding the 
reasons underlying the bookkeeping method. They have kept 
in mind too closely the vocational aspect of the subject, and 
have not sufficiently considered its educational possibilities. It 
is easy for a teacher to drift into the least difficult methods of 
conductng his work. It is easier for him to accept the knowl
edge of bookkeeping routine as an understanding of the subject 
than it is to insist on a real knowledge of the basis of bookkeep

*For a further discussion of the subject, see Kahn and Klein's 
"Principles and Methods in Commercial Education," page 196 and 
chapter 5, especially pages 140 and 141. 
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ing operations. It requires constant watchfulness to prevent 
the substitution of facility in bookkeeping routine for ability to 
apply one's knowledge of bookkeeping principles to the per
formance of bookkerping operations. 

If a teacher is to be successful in helping his students under
stand bookkeeping principles and how to apply them, he must 
himself have a knowledge of the acconnting principles which 
are the basis of bookkeeping. Possibly th eTC have been times 
when the omission of class work has been due to failnre of the 
teacher himself to sec through the routine to the basis on which 
it is constructed. It i.;; probably true, however, that the great 
majority of teachers who have been content with teaching rou
tine have been so because they have not clearly understood just 
what results should be obtained from the teaching of bookkeep
ing, and have accepted the teaching of methods as their goal. 

The activities of the bookkeeping classroom arc no different 
from those used in other recitations. At various times the class 
>vork will take the foi·m of teaching, testing, drill, and review. 
·when a new poii1t is to be presented or a new principle intro
duced, it is necessary for the teacher to kad his class step by 
step to see the basis on whieh the new process rests or the rela
tion of the new principle to thoRc which have already been 
taught. In this connection demonstrations of the methods of 
applying the principles or of nsing the hookkccping device are 
essential, but the teacher should not be satisfied with showing' 
how the work is done instead of leading his class to sec why it 
is done, nor should he accept a knowledge of rules for doing 
work instead of_reasons for iloing it. The g·C'neral principles o.f 
method in teaching apply to bookkeeping as well as to other 
subj ects taught.* 

The students must be tang11t to make general applications of 
the principles they study. Thus, they must realize that all ac
counts with customers arc handl ed in the same way as those 
with which they have happened to work; that all asset accounts 
appear in the balance sheet ns well as those with which they 
happen to be familiar; that if a General Expense account is 

*In this connection, see "Principles and Methods in Commercial 
Education," chapter 3. 
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handled in a certain way, all accounts into which expense 
might be divided are treated likewise. If the students are to 
receive thorough training in bookkeeping, they must be taught 
to think generally and to apply the principles learned to new 
facts and circums\ances. It is in this connection that the teacher 
can well bring to bear on his teaching his own acquaintance 
with business and his knowledge of various bookkeeping meth
ods and devices. 

Drill exercises may be either oral or written. The practice 
work of the course provides drill, but this is not usually suffi
cient to insure a thorough understanding of the points involved. 
After a subject has been taught, a rapid, oral drill on its appli
cations usually shows whether or not it has been well under
stood. It is neither necei'lsary nor desirable for the teacher to 
confine his drill questions to the material which will be met in 
the practice routine. The drill should be of such a nature that 
the student learns how to apply the principle under the condi
tions ordinarily met. If he learns this, he will be less dependent 
on special help from the teacher 'When he is at work on the 
practice routine. ·written drills arc often an aid in fixing 
firmly in mind the principles discussed . 

Formal tests are discussed elsewhere.':; A fow test questions 
on work previously tanght and studied might well be asked in 
the recitation period to determine >vhethrr the work ha.s been 
well done or whether additional teaching or drill would be bene 
ficial. The ordinary recitations made by students come under 
the head of tests. There shonld be topical recitations which 
require the student to organize and present his knowledge as 
well as to answer specific questions. 

Reviews, as distinguished from tests, arc an important phase 
of teaching. They are designed to take students away from 
the details of their work and to emphasize the general features 
of the subject covered. Reviews should be made after a general 
topic or a series of topics have been taught, and should show 
the logical connection between topics and their relation to the 
general subject. They should not be confused with tests, which 
often are mere appeals to the memory. Review should present 

*See page 41. 
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the subjects taught in a new light. If that is done, they be
come a teaching aid of great importance.* 

Supplementary Work . 

There are a great many bookkeeping principles the applica
tion of which can be made clear only by a large amount of 
practice. There are other principles which are more easily 
comprehended. If the routine drill were to give sufficient 
practice in the application of the difficult principles to make 
them entirely clear, it would place on students an unnecessary 
task of repeating material with the use of which they are fa
miliar. Extra drill on the more difficult phases of bookkeeping 
can be secured through the use of supplementary exercises. 

There is another uso of supplementary material which should 
not be overlooked. Difficult points in bookkeeping routine are 
frequently so obscured by the business routine and the mass 
of material presented that they are not clearly seen by students. 
These points can be called definitely and clearly to the atten
tion of students in problems in which irrelevant matter is 
omitted, so that the difficult points stand out and the method 
of dealing with them is made apparent. Still another use for 
supplementary exercises, possibly their most important bear-. 
ing on the teaching of bookkeeping, is for the development of 
initiative and ingenuity in applying the principles learned to 
new facts and unfamiliar conditions. Exercises which develop 
the constructive imagination are at the same time the most in
teresting problems to students and the most valuable aids in 
fixing the principles of bookkeeping firmly in their minds. t 

It is difficult to make a definite statement regarding the 
amount of supplementary work which should be included. in 
the bookkeeping course. There may be a greater need of sup
plementary work in some parts of the course than in others, so 
that it may not seem feasible to assign supplementary work for 
definite days. An advantage of such a plan, however, is that 
supplementary work is thereby made an integral part of the 

*In this connection, see "Principles and Methods in Commercial 
Education," page 19 3. 

tSee "Principles and Methods in Commercial Education," p. 189. 



33 Bookkeeping in the High School 

course, and there is no danger of its being crowded out by the 
exercise routine, for which the need of time may be more ob
vious but no more important. An average of one supplementary 
problem or set of exercises a week is about the proper pro
portion. 

There are many sources from which supplementary material 
can be obtained. Nearly every text contains some exercises 
and problems. If the best exercises are selected from each text, 
a very good group of problems can be arranged. Bookkeeping 
and Acc01inting Exercises, R. J. Bennett (American Book 
Company), is a compilation of supplementary material, much of 
which is too difficult for use in a first-year bookkeeping course, 
but parts of which cDn be used to advantage, and other parts 
of which will prove helpful in suggesting original exercises. A 
resourceful teacher is always able to formulate many valuable 
exercises of his own. If there is a mimeograph in the school, 
exercises from many sources can be distributed to the students 
without difficulty. 

No attempt can be made to give a complete list of the exer
cises which would be valuable in a bookkeeping course, but ref
erence is made to a few exercises and problems which are typi
cal of the sort that should be given. Not all of the exercises 
indicated would be included in any course. The exercises are 
not presented as the best to be found, but rather to point out 
possible sources of supplementary material. 

Nature of Exercise. Reference. 
Cash Trnnsactions ................ TJyons, p. 6 
Personal .Accounts .......... . .....Lyons, p. 16 
Merchandise ......................I1yons, p. 22 
Expense .. .... .. ... . ............. Lyons, p. 25 
Interest ..........................Lyons, p. 25; 20th Cen

tmy pp. 99 and 101 
The Proprietor's Account .......... lJyons, p. 23 
Notes Receivable, Notes Payable, 

and Drafts ....................Bennett, part 1, p. 20; 
Lyons, pp. 10 anJ 14; 
20th Century, p. 92 

Opening Entries ................... Miner, p. 138 
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Nature of Exercise Reference 

Closing the Ledger (Red Ink 
Method) ............. ........ lVIinel', pp. 48 and 55 

Closing the Ledger (Journal Method) 20th Century, pp. 174 and 
178 

Trade Discounts ................... I1yons, p. 124 
Consignments ... .... . .. : ......... Bennett, part 1, p. 36 
Errors in the 'l'rial Balance .. ...... Bennett, part 1, p. 41 
Adjustments ..................... Bennett, part 1, p. 43 
Supplying Explanations .... ........ Bennett, part 1, p. 34 
Design of Books ... ...... .. ... . . ... Bennett, part 1, p. 68 
Depreciation ..... ................ 20th Century, p. 146 
'l'he Subdivided Merchandise AccountT1yons, p. 199 ; 

Bennett, part L p. 83 : 
20th Century, p. 140 

Partnership Opening Entries .. .... . l\finer, p. 197 
Partnership Problems ..............T1yons, pp. 176 and 192; 

20th Century, pp. 133, 
187 and 213 

Statements ....................... l\Iiner, pp. 47, 55, 17fl, 
230 and 246; Lyons, pp. 
64 and 66 ; 20th Cen
tury, pp. 107 and 199 

'l'rading and Profit and Loss State
ments .. ....... ..... ... .. .... Bennett, part 2, p. 28; 

20th Century, p. 170 

Exercises in particular accounts and in journalizing can be 
found in most texts. Short sets to be worked ,either with or 
without the use of the journal can be fonnd in most texts and 
also in Bennett's exercises. 

METHODS OF TEACHING 

It is impossible within the limits of a short bulletin to dis
cuss in detail the methods of presenting the varous topics con
sidered in a course. 'l'o do so in the ease of bookkeeping would 
be largely to repeat what has already been exceedingly well 
done by Messrs. Kahn and Klein of New York University in 
their admirable book, "Principles and Methods in Commercial 
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Education.''* All that will be attempted in this bulletin is a 
discussion of some disputed points in the pedagogy of book
keeping, and the further illustrations of some of the questions 
discussed in "Principles and l\fothods in Commercial Educa
tion.'' 

Indivicl1ial Tlistniction vs . Class Instrnction 

For a long time there has been a discussion of the relative 
merits of teaching bookkeeping by individual instruction and 
teaching it by class methods. At one time bookkeeping was 
taught exchrnivcly by individual instruction. The plan of or
ganization of private commercial schools fostered this method 
of teaching, because in these schools classes were rarely or
ganized at regular intervals and students were admitted at any 
time. Under these conditions the use of class methods was im
possible. Each student progressed as rapidly as he could. He 
worked out the principles as best he could from the text and 
wrote up his sets of practice material by himself, relying on 
the teacher to give him help whenever he migh ask for it and to 
check up the correctness of his work. It was considered suffi
cient for a student to become proficient in the routine of book
keeping; its vocational value only was recognized. 

When bookkeeping was introduced into the public schools the 
method of teaching which had been in favor in the private 
schools was naturally followed . It soon became apparent that 
the organization of public school students into classes no longer 
made it necessary to confine the teaching of bookkeeping to the 
individual method. 'l'he r ecognition of the broader possibilities 
of bookkeeping as a school study, and the inquiry made by pro
gressive teachers into methods of teaching bookkeeping, made 
many people question the advisability of teaching exclusively 
by the individual method. The reaction aga inst individual in
struction carried some teachers to the opposite extreme. They 
followed the class method entirely, requiring all students to 

*In chapters 6 and 7 of Kahn and Klein, "Principles and Methods 
in Commercial Education," are found model lessons illustrating the 
methods of presenting many of the important topics in bookkeeping 
and elementary accounting. These chapters are filled with practical 
suggestions on methods of teaching. 
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make entries in their books at the same time, after a c1ass dis
cussion of each transact ion. 

The individual method used exclusively resulted in the prepa
ration of students who might he capablr of kreping books fol
lowing the methods they had studied, but who lacked thorough 
knowledge of the fuEdamental principles of bookkeeping and 
were not able to apply their knowledge r eadily under unfa
miliar conditions. It placed on the student the entire burden 
of the work, leaving it to his judgment to decide when he might 
need help or explanation. It took from the teacher all indi
viduality and initiative in teaching, and made his work largely 
that of answering the questions r aised b:v the students and 
checking their work. On the other hand , the exclusive use of 
the class method took away from th e student8 all im1ividna1ity, 
made them deficient in initiative and too dependent on the di
rections and explanations of the t caclwr to become self-rel iant 
and capable of individual work. 

A careful analysis shows that there arc several phases of work 
required in a well rounded bookkeeping conrse which require 
different methods of presentation and condnct. Neither individ
ual instruction nor class presentation Rhonld be relied on so1ely. 
The teaching of new principles, recitation on subjects previously 
studied, drill on difficul t points, ancl qnizzes on the application 
of principles under different conditions arc clearly matters for 
classroom presentation and disGnssion. Work on the practice 
sets and supplementary work are just as clearly an individual 
matter. When class methods arc required for the best r esults, 
they should be used; individual instruction cannot take their 
place. At these times the teacher must be the leader. He must 
take the initiative and direct. the thonght of the class as he 
wishes. When the students arc at practice work, the individual 
method of instruction is undoubtedly the better. The student 
must assume the initiative and work as independently as pos
sible. The teacher should be in the background, ready to give 
help as needed and check the work done, but the work submitte<l 
should be primarily that of the student working independently. 

An obj ection often r aised to the combination of class methods 
and individual instruetion is that in practice the rapidly work
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ing students outstrip the slow workers, so that it is not possible 
to keep the class working nearly enough together to make class 
instruction on new points effective. This is undoubtedly a valid 
objection, if students are allowed to progress as rapidly as they 
desire, regardless of the average speed of the class. For several 
reasons it is undesirable to allow the students to become widel.v 
separated in their work. Some will work rapidly merely to fin
ish the required work ahead of time. Sometimes this• means 
hasty work without a thorough understanding of the funda
mental principles, and sometimes it means that students who are 
interested in bookkeeping work on this subject to the neglect of 
their other studies. Widely varying rates of speed necessarily 
mean the dropping of class work, which in turn means that the 
practice phase of the course is highly developed and the other 
phases, equally important, are neglected. When students are 
allowed to set their own rate of progress, the class organization 
is abandoned, esprit de corps is lost, and the basis of work be
comes entirely different from that of other subjects in the cur
riculum. Still another disadvantage is that the temptation for 
the slower students to depend upon the rapid workers for illegiti
mate help is increased. 

It is possible to keep the class close together in practice work 
by making daily announcement of the work which should be 
completed and checking up the work done at frequent intervals. 
If such close restriction is irksome or is thought undesirable, the 
assignment may be for a longer period, rnch as a W·eek or even 
two weeks. All members of the class should be expected to hav·~ 
reached the point designated at the time set. Those who work 
rapidly may have finished their work some time before and may 
have been excused from further work until the next assignment 
is made. The slow workers may have to give more than the 
regular time to the work in order to complete it in the time given. 
The assignment should, of course, be made on the basis of the 
time the average student will require to complete it. 

The division of a student's time between individual practiee 
work, study, and class recitation is a perplexng problem. As
suming that ten periods a week are given to bookkeeping, a 
division on the basis of about six for practice, two or three for 
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recitation and study, and one or two for supplementary work 
has been found satisfactory. It is difficult to make any oxad 
division of the work, because at the beginning of the course 
much time must be taken up with teaching and explanation, and 
the amount of supplementary work should increase as the course 
advances. The arbitrary assignment of certain days for teach
ing may not be the best policy, but it does give the assurance that 
class work is provided for in the plan of the course. The nse 
of periods at irregular intervals for teaching may fit into tht~ 

plan of work satisfactorily, but there is always the danger that 
the intervals may grow too long and that class exercises may 
become mere incidents in a course devoted primarily to practic>c. 

The Account JYiethr.,d vs. the J ourna.l JJ1ethod of Teaching 

Originally bookkeeping was . always taught by the journal 
method. That is, the student was taught to analyze business 
transactions into their debit and credit elements, and to make 
the original entries tr• record them before he was taught the 
nature, purpose, or form of ledger account. The classification 
of items and the construction of the ledger was taken up after 
the teaching of the original entries. Jn recent years the method 
of approach to bookkeeping has been materially changed. Prac
tically an texts writtm in the past ten years teach the account 
before the method of making the original entry is given. In 
other words, the final disposition of items is taught before the 
students are shown the process by which the chronological record 
of the business is made and the items are prepared for classifi
cation in the ledger accounts. 

The majority of teachers agree that the account method has 
advantages over the journal method in teaching both theory and 
practice. At the prt>sent time bookkeeping is far more com
monly taught by the account method than by the journal method. 
The great advantage of the former over the latter method lies 
in the fact that the original entry means little to the student 
until he knows the fh:al disposition of items, and the fact that 
journalization of transactions is to him but an exercise in anal
ysis unless he realizes that the journalizing process is but a con
venient method of preparing items for classification in accounts. 
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Although it is generally recognized that the account method 
of teaching is the more logical method to use, a serious draw
back to the extended use of this method has become apparent 
to thoughtful teachers. When a large number of accounts are 
taught as isolated and unrelated bookkeeping devices, the stu
dent will understand the principles which determine the debits 
and credits to the individual accounts, but he will not grasp 
the idea fundamental in double-entry bookkeeping: every trans
action is dual in nature and has equal and opposite effect on 
two accounts. Some of the most popular texts follow the ac
count method of presentation to such an extent that the student 
gets no idea of the relation of accounts to one another until he 
has studied the subject for some time. 

It would seem log·ical to point out the interrelation of ac
counts at the earliest possible moment. Thns, if Cash is the 
first account taught and Merchandise the second , it is possible 
to show the debits J,nd credit<; involved in purchases and sales 
of merchandise for rash at once without waiting for the student 
td become familiar with all classes of ledger accounts before 
teaching him the principle of the interrelation of accounts. As 
soon as a student knows how to keep two accounts, a simple ex
ercise can be intro'.lnced involving the uRe of these accounts, 
and he can begin to nnderstand the double-entry principle by 
making both the debit and the credit entries for transactions 
involving these two a('.COnnts directly in the accounts themselves. 
It is not necessary for him to learn the .function of the journal 
at this point. As additional accounts are taught, the exercises 
can be made increasingly complex until finally the student 
knows how t(I) handle all the classes of accounts and understands 
the principles which determine the debits and credits involved 
in each. When this point is reached in teaching, the introduc
tion of the journal is a simple matter, and its form and use can 
be easily and quickly taught. 

Special 111ethods of Teaching Tapirs 

The model lessons in special methods given in "Principles and 
l\'Iethods in Commercial Edueation," pages 163-192, contain many 
valuable suggestions for teaching special topics. Attention is 
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particularly directed to the lessons on the Trial Balance on page 
175; the Statements, on page 177; and Closing the Books, on 
page 187. The subject of Controlling Accounts is usually ap
proached with some trepidation because of the difficulties in
volved in teaching it. The description of controlling accounts 
beginning on page 213 of "Principles and Methods" will prove 
helpful in clearing up these difficulties. 

The teaching of the use of specialized journals, such as the 
Purchase Journal, the Sales Journal, and the Cash Book is 
often made unduly hard because the teacher does not approach 
the subject in the right way. (See "Principles and Methods,'' 
page 182.) These special jonrnals should not he taught as new 
books involving entirely new principles of bookkeeping, but as 
new forms of the journal introduced for the purpose of segre
gating like items and reducing the labor of: posting. Thus, the 
Sales Book can be tnught as a special journal in which only 
transactions involving the sale of merc'handise are entered. 
Since every item entered in the book involves a credit to mer
chandise, the rewriting of merchandise and the posting of each 
item to the credit of merchandise are made unnecessary, and 
the posting of the total credit is sufficient. IJikewise the Pur
chase Book, the debit side of the Cash Book, and the credit side 
of the Cash Book all have a common debit or credit. 

The Cash Book presents an additional complication in that 
the books as a whole makes up the account with Cash and there
fore may be a part of the Ledger as well as a part of the Journal. 
The simplest method of teaching the Cash Book is to teach it 
first as two special journals, one for cash receipts and one for 
cash disbursements, and to point out its peculiar relation to 
the Ledger later, whm the books are closed. 

Under the journal method of teaching bookkeeping, it was 
considered necessary to give long and extended drill on the use 
of the journal as the only book of original entry, before the 
special journals could he introduced. This Jong drill was neces
sary because the principles of debit and credit were taught 
through the journal. When these principles are taught by the 
account method, the amount of journal drill needed is ma
terially reduced and the use of the sprcial journals can be begun 
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sooner after the use of the journal is taught than was formerly 
thought wise. 

Tests and Examinations 

In addition to the oral questioning of the recitation periods, 
there are two sorts of formal tests of ahility which should be 
made. As a test of the ability in bookkeeping practice, students 
should be required t0 write up sets of books, being given the 
list of transactions to be recorded without comment or direction" 
for work. Such sets need not he undnly Jong, as a complete test 
of ability can be made with a short series of transactions as wen 
as with a long one. This sort of test should be made once a 
term at least, and many teachers find it po~sible to introduce it 
oftener. The supplementary sets given for the purpose of test 
in many texts are longer than is necessary for the purposes of 
the test and tire the students with unnecessary drudg·ery. Short 
series of transaction.,; given at more frequent intervals will give 
a more satisfactory test of ability to work independently than 
long sets written up less often. 

These supplementary sets may he introdnced as a part of the 
regular laboratory practice of the course and occupy the "time 
of the class for a number of con:;;ecntive working periods. Un
satisfactory results are obtained almost always if the practical 
test is given during the final examination period. At that time 
students are working under such tension that they are not lifoely 
to do themselves justice in a practice test. The time allotted to 
the examination is too short to permit the giving of a thorough 
practical test. If the examination time is given over to a prac
tcal test, there is no opportunity for the teacher to test the 
knmvledge his students have of other phases of bookkeeping. 
A student may be able to pass satisfactorily a practical t,est be
cause it is necessarily almost wholly a repetition of the routine 
which he has followed in his laboratory practice, and yet he 
may have little initiative or ability to think clearly and analyz·e 
busness facts carefully. 

The formal written quiz should test the ability of a student 
to apply his knowledge of bookkeeping principles and processes 
to new facts; it should test his ability to state and apply the 
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principles he ha8 learn ed ; it should test his understanding 
rather than his memory. The <'xamination should consist of 
probl ems and questions which require rareful thinking rather 
than questions which can he nnsw cred from memory only. In 
addition to the formal examinations given at stated intervals 
the teacher mny well give w1·it1rn l l'~<ion8 at oth<'r times. In 
a half-hour q11iz once a month or a ten-rninnte weekly quiz a 
teacher can t<'st his own work as w<'ll a8 that of his students. 
Such quizzes should show him the weak points which need further 
emphasis and shonld assist. him in planning his course. 

Preparrition .for Teaching 

It is difficult to make a satisfactory statement as to the prepn
ration that should be cxp<' (~ ted of a teaehr. r of bookkeeping, for 
the r eason that in this subject as in others good tea ching is not 
a rcsnlt of extensive prcpan1tion nlon c. The personality of the 
teacher and his aptitude for t<'aehing rnnRt he considered, as well 
as his direct prrparation. A man who has made a vel'y careful 
study of accounting theory and prnetic·r . nrnl \1"110 has proved 
his ability as a commer cinl account r. nt, may Jack the qualifica
tions to make him a good teacher of hookkeeping, <'.Ven though 
his technical knowledge is far superior to that of many success
ful teachers. On the other hand , a good teacher of other sub
ects may become a good teacher of bookkeeping, even though his 
technical knowledge is not RO cxtr.nsive as might be desirable. 
However, other things being ecprnL it is the man who has a 
thorough knowledge of the 8ubjer.t he is teaching who will give 
his students a broad view of th e fi eld :md who. therefore, should 
prove the most acceptable teacher. It is a mistake to suppose 
that because the accounting principles involved in elementary 
bookkeeping are simplr, and the technique not diffkult to master, 
any one can teach bookkeeping satisfactory who can himself 
keep books according to the system followed in the text. 

'l'he ideal teacher of vocational subjects should have a more 
thorough preparation for his work than the teacher of academic 
subjects, for in addition to the preparation expected of all 
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teachers he must have an intimate knowledge of his technical 
field. Unfortunately it has not been possible always to require 
the highest standards for the prcpan1tion of bnsiness t eachers, 
because the demand for snch teachers has in the past been 
greater than t11e supply of "·0ll trained teachers, because higher 
educational institutions haYc not been giving the attention to 
the training of vocational teachers which they arc now begin
ning to do, and because most men with a g-ood technical training 
have preferred to enter some other YOcation than teaching. H ap
pily, these conditions arc passing, and the te11ching of business 
subjects is coming: into the liands c1f a body of teachers whose 
general and specific preparation is adeqnate for the work they 
have to do. Even now, more than nfty per cent of the teachers 
of business subjects in the pnblic schools of Texns hold degrees 
from colleges and universities of recognized standing, and more 
than half of the remainder hav·e been in attendance ::it colleges 
for two yenrs or more or are p:raduates of normal schools. Prnc
ti cally all of these teachers have lrnd some special trnining in 
bnsincss subjects. These figures are significant ::is indicating thr: 
growing· demand for adequate training for business teachers. 

There arc three elements tlrnt enter into the training of a 
t eacher of vocational subjects. The first is his academic train
ing. It is desirable that n teacher of bookkeeping hav·e an 
academic training· equal to that of the other high-school teachers. 
The practical difficulty which oft<~n stands in the way of secm·
ing a spc~ial teacher with ndequate academic training does not 
affect the dcsirnbility of snrh preparntion. 

The second element is his profr.ssional training for teaching. 
A teacher of vocational subjects should be expected to have made 
the professional training for teaching that is required of other 
teachers in the school. The third element is his training for 
teaching the special vocational subject. Unfortunately under 
present conditions it is not always possible to secure t eachers 
of bookkeeping, especially in schools where the teacher of book
keeping is required to teach other subjects, also, who have made 
a thorough study of accounting. More frequently than not, the 
teacher of bookkeeping has made a minimum rather than a lib
eral preparation for teaching that special subject. 
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It is difficult to state what might constitute a minimum prepa
ration in terms of the time required for study. A teacher should 
be expected to have covered at least twice the amount of subj·ect 
matter given in the course he teaches. Specifically, this might 
be done in one year at a business school where approximately 
one-half the time is spent on bookkeeping, or it might be done 
in a full year course in accounting at a colleg-e or university. 
This minimum preparation will not give a teacher the broad view 
of his subject which it is desirable for him to have, but it will 
give him a satisfactory working basis for teaching an elementary 
course. 

It is much more important that a teacher be well grounded 
in the principles of accounting, that he understand how these 
principles are applied in modern business, and that he be able 
to apply these principles under varying circumstances, than that 
he have "worked through" a large number of bookkeeping sets 
without making a careful analysis of the principles involved in 
their use or that he be letter-perfect in the methods followed in 
any particular text or bookkeeping system. A teacher whose 
knowledge of bookkeeping is limited to the routine of a par
ticular system has a narrow view of the subject, which will 
be reflected in the work of his class. 

Opportunities for Further Study 

Because of the fact that in many instances minimum rather 
than a liberal preparation is ne0essarily accepted as a qualifica
tion for teaching bookkeeping, it is important that teachers 
whose preparation has been deficient know of the opportunities 
that are available for further preparation without interruption 
of their work. The opportunity most easily grasped is in the 
literature of accounting, which can be obtained and studied by 
one's self. Every teacher should carefully study some of the 
more important books dealing with accounting theory. There 
are a number of satisfactory correspondence courses in account
ing for which one can register at a cost varying from a small 
fee to one hundred dollars, depending on the institution giving
the work and the extent of the course taken. In a number of 
institutions special courses for teachers of bookkeeping, and also 
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courses in accounting, are given in the summer. These summer 
courses have proved highly valuable in supplementing previous 
preparation for teaching. Another form of preparation, the 
desirability of which should by no means be overlooked, is em
ployment at practical work during the summer. A teacher of 
bookkeeping needs to come in contact with practical affairs and 
to see how the theory he has been teaching is actually applied. 
Business experience is one of the most valuable assets a teacher 
of business can have. A teacher of bookkeeping who is anxious 
to increase the effectiveness of his teaching has no cause to com
plain of the lack of opportunities for overcoming deficiencies in 
his preparation.* 

THE USE OF REFERENCE BOOKS 

Reference reading by members of the first-year bookkeeping 
class cannot be extensively done. The subject is not easily 
adapted to the reference method. of teaching. Most discussions 
of bookkeeping theory assume that the reader already hw a 
working knowledge of bookkeeping practice, and they enter into 
the analysis of accounting principles in a way which it is not 
possible for the average high-school student to understand 
readily. Reference work by the students must be limited to 
definite assignments to books which show desirable variations in 
bookkeeping form and method, and occasionally to specific para
graphs in which certain phases of bookkeeping theory are par
ticularly well explained. 

The teacher, however, is not limited in his use of reference 
material by the considerations which prevent its free use by 
elementary students. It is essential that the teacher have a broad 
outlook over the field he covers, a thing which requires him to 
be familiar with the literature of the subject. Familiarity with 
the writings on accounting alone will not give him this breadth 
of vision; he must also know how bookkeeping theory and 
method is practically applied. One sort of knowledge supple
ments the other, and both are necessary to a satisfactory view 

*An extended discussion of the preparation of commercial teachers 
is found in "Principles and Methods in Commercial Education," 
chapter XV. 
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of the bookkeeping field. 'l'he study of accounting books and 
the examination of accounting systems are both to be recom
mended to the teacher. 

It is particularly undesirable that the teacher should be so 
wedded to the methods of the particular text he happens to use 
that he cannot see the good points of other methods. It is not 
to be supposed that he will try to introduce sweeping changes 
of text-book directions for work into his teaching; but he must 
know the methods followed by other texts, so that he can under
stand and sometimes point out to the students the advantages 
and disadvantages of each. 

The reference library which the teacher should have at his 
disposal should contain three classes of books. H e should . have 
books from which to study comparative methods of presentation 
and form of records and from which to obtain material with 
which to supplement the text he uses ; he should have books on 
accounting theory; and he should have books in which the peda
gogy of bookkeeping is discussed. Fortunately, a comparatively 
small number Df books will supply the minimum needs of the 
teacher in all three directions. The list given below is intended 
to give only the books which should be considered indispensable 
to teachers. The list is not a bibliography of accounting, nor 
does it contain a list of works desirable for those who are mak
ing a professional study of accounting. It is intended primarily 
as an aid to hif!;h-scbool teachers and contains only a minimum 
of works on general accounting. 'rhose who wish to become 
thoroughly familiar with the writings on accounting will need 
to supplement this list gr eatly. 

Books on the pedagogy of bookkeeping: 

Kahn and Klein, Principles and Methods in Commercial Educa
cation, (The :Macmillan Company )-pre-eminently desirable 
for the teacher of bookkeeping; should be in the hands of 
every teacher . 

• Johnston (and Others), High School Education, (Scribners)
one chapter deals with the teaching of busine.ss subjects. 

Books for the study of comparative methods of pre.sentation, 

and from which to obtain material for supplementary exercises: 
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All of the texts listed under the head of ''Text Book'' above 
should be available. (Pages 21 and 22.) 

Bennett, Bookkeeping and Accounting Exercises; Parts One and 
Two, with Key (American Book Company)--Graded exer
cises covering all phases of bookkeeping theory and practice. 
Much of the material is too difficult for elementary classes, 
but these books are extremely valuable as a source of exer
cise material. 

MacFarland and Rossheim, A First :Year in Bookkeeping and 
Acco11ntin.lj, (D. Appleton and Company)-contains much 
material for supplementary use and is helpful in suggesting 
methods of presentation; not adapted for use as a text in the 
ordinary elementary course in high schools. 

Books for the study of elementary accounting theory: 

Klein, Elernents of Accoiints (D. Appleton and Company)-an 
elementary exposition of accounting theory and its relation 
to bookkeeping practice; simple and easily understood by 
those who are well grounded in bookkeeping practice. 

Gilman, Principles of Accoiintinr/, (liaSalle Extension Univer
sity)-a treatment of accounting principles of intermediate 
difficulty; clear and simple style; illustrations of form of par
ticular value. 

Books for the more advanced study of accounting theory: 

The listing of desirable books for the advanced study of ac
counting theory is almost impossible because of the difficulty 
of making selections on any reasonable basis. Advanced works 
are usually written from some special point of view and empha
size some special phase of theory. The four following books are 
recommended as especially desirable for study from the stand
point of teaching, because they all emphasize the connection 
between accounting theory and bookkeeping practice. A knowl
edge of accounting such as would be gained from a study of 
the books listed above is necessary for an intelligent reading 
of these books. 
Sprague, 1'he Philosophy of Accounts, (The Spectator)-proba

bly as good an exposition of accounting theory as has been 
written in English. 
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Hatfield, Modern Accounting, (D. Appleton and Company)
an excellent presentation of accounting principles with espec
ial reference to their legal interpretation. 

Cole, Accoiints, Their Consfrncfion and Interpretation, (Hough
ton-Mifflin and Company)-a standard work on accounting 
theory, especially valuable for its explanation of how account
ing theory is applied in given instances. 

Dickinson, Accounting Practice and Procelliwe, (Ronald Press) 
-a careful statement of the principles of accounting one 
needs to know to interpret satisfactorily business statements. 

SOME MISCELLANEOUS PRACTICAL SUGGESTIONS 

The Use of the K ey 

A published key or answer book is provided for use with all 
texts. The use of the key is essential when individual price 
lists are given different students, because it would be unreason
able to expect the teacher to work out the exercises according 
to all the various price lists. Students understand this, and do 
not consider the use of a key for this purpose by the teacher as 
a sign of improper teaching. The key should not be used before 
the students, however, to answer such questions as ''To what 
account should this be charged?'' Students readily see that 
this use of the key is a sign of weakness. Sometimes it is nec
essary to refer to the key to see which of two or more possible 
methods of recording a transaction the author intended to be fol
lowed. It is wiser to have all such doubtful points decided be
fore the class meets and then avoid the appearance of ignorance. 

The Examination of Bookkeeping Systems 

During the first part of their course, the examination of book
keeping systems in actual use will only confuse the students. 
The form and use of the various books differ so much from the 
standard forms with which they are familiar that they will not 
be able to understand them. IJater in the cour~e, visits to ex
amine books are distinctly beneficial. Complicated books, such 
as those used in system!l of bank bookkeeping, incomplete books 



49 Bookkeeping in the High School 

such as those of a local railroad office, and poorly designed 
books, like thost: frequently found in small retail stores should 
be a voided. A good mercantile set of books is the best sort to 
see. 

Most men, when approached in the right way, will give their 
consent to the examination of their bookkeeping system. It 
should be understood, of course, that no profit or capital figures 
need be shown or any confidential information given the class. 

In preparation for the visit the teacher should see the book!! 
himself and should explain to the class the relation of the va
rious books used and the business practice followed by the firm 
whose system is to be examined. This preliminary teaching 
prepares the students to use the time of the visit profitably. At 
the time of the visit the teacher should be ready to help the 
bookkeeper, or whoever is detailed to explain the system to the 
class, by asking questions and suggesting points for explana
tion. It must be remembered that the average bookkeeper i!! 
not used to explaining his system to young people and is likely 
to take it for granted that they understand points which are 
perfectly familiar to him, but which are not easily seen by stu
dents 1ooking at a system for the first time. 

Omission of Text JJfotter 

When the suggestion was made that teachers would do well 
to follow the text somewhat closely, it was only intended that 
the general outline of the text should be followed. When 
changes in the method seem desirable, they should be made. 
Thus, if the text requires the student to copy all details of sales 
in the Journal or the Sales Book and also to write out a sales 
bill, there is a duplication of work which can be avoided after 
the student has become familiar with the routine by making a 
few entries. He can be taught that the sales slips can be made 
in duplicate, one copy going to the purchaser and the other 
being filed by number. The details can then be omitted from 
the journal or sales book, and reference can be made to the 
number of the sales bill only. If details are wanted at any time, 
they can be easily found by referring to the sales bill on file. 
A great deal of time can be saved for more valuable work by 
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such methods as this. Changes in the text-books directions which 
either improve the routine, cut out needless steps, or avoid rep
etition of work with which the student is familiar, are to be 
commended. 

Omissions of Portions of Text 

Texts are written to meet the needs of all sorts of classes. 
'l'here may be more extended drill provided in the text on cer
tain points than is needed to make them clear to some classes. 
There should be no hesitancy in cutting down the work assigned 
when this is true. Other points may be included which a teach
er may not think it wise to attempt to teach. If there is a good 
reason for omitting these points, they should be omitted. Some 
texts develop in great detail subjects which are comparatively 
unimportant_ When this is the case, the subject can be treated 
less fully than the text suggests. The use of commercial drafts 
is a case in point. The importance of commercial drafts in bus
iness has declined very much in recent years. The older texts 
present this subject in great detail and provide extended drills 
in the use of drafts. Much of this material can be omitted or 
treated briefly without imparing the efficiency of the teaching. 

Corrections in Work 

Scratches or erasures should be avoided in bookkeeping work. 
They mar the appearanc·e of the books, and also help form 
bad habits which must be broken if the students ever do any 
practical bookkeeping. It is to be expected that errors will be 
made in the practice work, but it is much better frankly to 
admit the error than it is to attempt to cover it up by erasure. 
Drawing a single line through the incorrect parts of the work 
and writing in the correction is a good method of taking care 
of errors. This ·enables the teacher to see exactly what sort of 
error was made, so that he can help the student avoid a repi
tition of the error. 
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Acc1tracy, Neatness, Rapidity, and Form 

The :first essential 0f bookkeeping is accuracy. Inaccurate 
work is valueless and should, of course, never be accepted. If 
possible, a student should locate his own errors, but there arc 
times when it would be a waste of time for him to attempt to do 
so. A teacher must use his judgment as to the amount of help 
he should give a student in locating errors. It is seldom wise 
to point out the error directly, unless it comes from a misappli
cation of principle, in which case the student would probably 
make the same .error again in a r echeck of his work. If there 
is a mechanical error in the work, he can be told the nature of 
the error and left to find it for himself. 

Neatness in work is much to be desired. The idea of neat
ness should be firmly fixed in the minds of the students.. Extra 
credit may be given for unusually well kept books, and deduc
tions should be made for sloppy work. Work should be neatly 
done the first time. Students should not be required, or per
haps not even allowed, to recopy portions of their books merely 
to secure neatness unless the work is so badly done that the re
copying is assigned as an exercise for the sake of neatness itself. 
Very few teachers are likely now to follow the practice dis
carded long ago of having all work done first on scratch paper, 
then corrected, and :finally laboriously copied into the perman
ent books. The result was that the books were models of neat
ness, but they were untruthful in that they did not represent 
the real ability of the students, and the waste of time was ap
palling. 

Speed is always a desirable quality for a student to possess. 
Neither accuracy nor neatness should be sacrificed to obtain 
speed in bookkeeping. however. A little extra time spent in 
getting work done correctly often saves a great deal of time and 
effort in hunting and correcting errors. A student who works 
slowly, even though he works diligently, may be forgiven for his 
lack of speed more freely than one who is slow because of lack 
of proper attention to his tasks. 

There are many possible variations in the form in which 
bookkeeping records can be made. Some bookkeepers prefer 
to follow one form and some another. Thus, some prefer to draw 
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a single line across the money columns of a personal account 
that is in balance, and some prefer double lines; some use the 
left-hand column in an ordinary cash book for amounts, and 
some use the right-hand column; some write the explanations of 
the journal entry beginning on the line of the debit item, and 
some use the line below the credit entry for the explanation. 
These variations in form are almost infinite. Forms should 
never be made a fetish, a thing to be regarded as unalterable. 
It should not be taught as an end in itself, for very soon the 
students will discover that forms are not standard and unchang
ing. When it has been decided to follow a certain form in work, 
however, the use of that form should be insisted upon, not be
cause other forms may not be as good, but because the student 
must have some standard for his work. The ability to follow 
a given form must not be mistaken for an understanding of it11 
content. Many a student has been able to draw up a statement 
of losses and gains or a financial statement by following the il
lustrative form given in the text, and yet could not have told 
why c·ertain items appear in one statement or the other, or wh4l 
would not have recognized such statements had they been pre
sented to him in any one of the various other forms commonly 
used. 

The slogan 0£ bookkeeping teachers might well be, ''Absolute 
accuracy and reasonable rapidity, with work neatly done in good 
form.'' 

Penmanship 

Poor penmanship is the bane of bookeeping teachers. Every
where one hears complaints about the inability of bookeeping 
students to write a good business hand. It is unfortunate but 
true that high-school students as a :rule are not good penmen. 
The bookeeping class is not the place for the teaching of pen
manship. If there is a business course in the school, penman
ship is probably taught, and business penmanship should be re
quired as a prerequisite to bookkeeping. If there is no high
school penmanship class the bookkeeping teacher will probably 
be obliged to make the best of circumstances and accept the sit
uation as he finds it. Some teachers have tried the experiment 
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of using the first ten minutes of the bookkeeping period for pen
manship drill. This plan is not ordinarily to be recommended, 
for it steals time from the bookkeeping class which is needed 
for bookkeeping work. 

The Bank 

In the business practice there are many transactions with the 
bank. It is usual to have the student himself act as his own 
banker, placing the money deposited in his outgoing cash, mak
ing the entries in his pass book, and the like. There is always 
the danger that misapprehensions as t-0 the functions of 
the bookkeeper and the bank may result from this as
sumption of the duties of two persons. If a careful distinc
tion is made between the duties of the bookkeeper himself in con
nection with banking and those of the bank clerk, there is little 
danger that there will be serious confusion in the mind of the 
student. Sometimes the teacher undertakes to act as banker to 
avoid the danger of confusion. 'I'he added work placed upon 
him may seriously interfere with his teaching, so that the ben
efits may be more than offset by the bad features of the plan. It 
sometimes happens that there are students in the school who 
have taken bookkeeping and who would be glad to act as banker 
for the class, partly for the sake of the training, but more largely 
for the enjoyment of the work. Ordinarily, such students get 
no real insight into banking by doing the work suggested, but 
it is possible to arrange for them to keep bank books and thus 
to give them some practical training. 
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