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FOREWORD

Colleges and universities across the United States are
currently faced with an unprecedented demand for higher educa-
tional opportunity. This increasing pressure for admission to
our institutions of higher education can be traced to three

main trends: (1) A general population growth with specific
emphasis in that segment of the populace under 25 years of age;
(2) Greater portions of those citizens eligible to pursue a
college education are choosing to do so; (3) College students
are continuing their education for a longer period of time.

In attempting to meet this increasing demand our insti-
tutions of higher learning are attempting to enroll larger num-
bers of students. This has put considerable strain on physical
facilities. One specific area where these pressures are most
noticeable is that of housing. The additional influx of students
and the accompanying staff has caused numerous administrative
problems for housing officers. While continuing to provide the
traditional dormitory accommodations, many schools have turned
to off-campus housing and institutionally-owned apartments to
provide largely, but not exclusively, for married students and
staff members. The University of Massachusetts is one such
institution.

Administrators faced with the many problems of provid-
ing adequate off-campus housing (up-to-date listings, priority
assignments, liaison between tenant and landlord, etc.) con-
stantly seek a system of operation which will provide the proper
information to the proper individual at the proper time with
the least amount of unnecessary effort. Cost factors and staff-

ing must also be taken into consideration when housing office
budgets are prepared.

Robert Van Vliet, Assistant to the Director of Housing

at the Amherst campus of the University of Massachusetts has
applied the Keysort technique to the administration of off-campus
housing. His system, while inexpensive to maintain and fairly

simple to operate, does provide the proper information to the

right clients within reasonable time limitations. This publica-

tion provides a simple, concise explanation of his approach to
off-campus and university-owned hcmsing which any college or
university, regardless of size, may find helpful in solving its

own housing problems.

Additional copies of this publication may be obtained
from the Office of Institutional Studies, University of Massa-
chusetts, Amherst, Massachusetts

Raymond Castelpoggi
Assistant Director
Office of Institutional Studies

April 1967
Amherst
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Introduction

The administration of off-campus housing and the manage-

ment of university-owned apartments by a university housing

office can often become bogged down by the varied and complex

requests for housing that are received from its students and

faculty clients. This task can be likened to managing a "lonely

hearts club". The administrator must consider a variety of

faculty and student housing requirements and then match these

requests with the many variables of available housing. Excessive

paperwork and clerical staff is frequently required to accomplish

this initial mating of prospective landlords and tenants.

Dissatisfaction with past, time consuming administrative

procedures prompted an investigation of the methods used by other

universities to administer their off-campus and university-owned

apartment assignments. With off-campus housing, most universities

use either a periodical "list" of available housing, or else

current rental information is displayed on a central bulletin

board. These methods have the disadvantage of requiring much

clerical assistance to keep the rental lists up-to-date. In

addition, it is difficult to prevent the many clients that use

such a listing service from contacting landlords who prefer to

be selective as to a specific type of tenant (faculty, married

students, single undergraduate men, etc.). Also, much time is

wastA because it is necessary for clients to review all rental

listings when their requirements are for a specific type of hous-

ing, at a maximum rent, at a specific location, along with other



such variables.

The administration of university -owned apartments at

other institutions usually involves the copying of pertinent

information from the application onto appropriate "waiting

lists". If an applicant is eligible for several types of

housing and/or if his desired occupancy date is at various

times throughout the year, then these requests have to be

indicated on several different "waiting lists". The clerical

complexity of such a system is increased whenever an appli-

cant reports a change in his status or interest because all

"waiting lists" then have to be changed.

After much investigation and comparison, there began

to develop a management system of off-campus housing rentals

and university-owned apartment assignments by using a common

business aid, a Keysort Card.

The Keysort Principle

Actually, Keysort is not a new procedure. In fact,

it has had many varied applications in business for many years

and, more recently, it has been used in the field of education.

A Keysort Card comes with a series of holes punched

around the perimeter of the card. (See Illustration 1) Each

hole is assigned a specific code or classification which is

printed next to the hole. In the body of the card, space is

provided for typed or written information. When a hole is

notched out, by using a simple hand punch device, the card
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ILLUSTRATION NO. 1 - RENTAL LISTING CARD
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becomes a mechanically sortable document. The actual sorting

process is quite simple; it consists of passing a "sorting

needle", which resembles an ice pick, through a group of cards

at the desired code location. When the sorting needle is

raised all cards that have been notched for a particular classi-

fication fall away from the needle. Those cards remaining on

the needle do not contain the specific information that is

sought and are therefore set aside. This procedure permits the

operator to select from a complete file of information a desired

group of classifications and also to put the entire file into a

sequence.

If information recorded on a Keysort Card changes, a small

gummed sticker is fastened over tine notched area, thus eliminating

the sorting of this card from the file in the future. At a later

date additional or changed information can be recorded by notching

the proper hole.

The filing sequence of the complete file is of little

importance since only positively coded cards (those that are

notched) fall free from the entire file during sorting. This

eliminates the need for any specific filing sequence when the

cards are returned to the file. In effect, the Keysort principle

produces results similar to that which can be obtained by using

an IBM sorter, except that control of the operations remains

with the using authority at considerable savings in costs.

Privately Owned Off-Campus Housing

The housing office administers to the requirements of

two distinct types of clients, landlords and potential tenants,



and is attempts to quickly direct student and faculty clients

to housing that satisfies their requirements. Landlords have

available a great variety of housing (houses, apartments, and

separate rooms) with many distinct features such as size, num-

ber of bedrooms, utilities and equipment provided, location,

distance from campus, furnished or unfurnished, desired rent,

availability date, etc. In addition, landlords usually seek

specific classifications of tenants such as single undergradu-

ate men or women, single graduate men or women, married student

couples, single faculty men or women and married faculty; and

they either do or do not permit children or pets. Similarly,

our student and faculty clients who fit the above classifica-

tions also seek a variety of housing with the aforementioned

factors Briefly the procedure to administer to the needs of

these groups is as follows:

a) The landlord who has a rental available is mailed
a Rental Listing Card (see Illustration 1) plus
other pertinent housing information and instruc-
tions.

b) The landlord completes the Rental Listing Card,
signs the reverse side (see Illustration 2), and
returns it to the housing office in a self-
addressed envelope.

c) A clerk then reviews the Rental Listing Card and
notches the' appropriate holes next to the specific
classifications that have been checked by the
landlord. The card is then placed in an active
file along with all currently available rentals.

d) When a student or faculty client presents himself
at the housing office, his classification and
specific housing requirements are determined by
a staff member.

e) From the active file, those Rental Listing Cards
that reflect the client's eligibility (character-
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ILLUSTRATION NO. 2 - REVERSE SIDE OF RENTAL LISTING CARD
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istics the landlord has indicated as acceptable)
and those that satisfy the specific housing require-
ments of the client are quickly removed by the
Keysort procedure. This process of selecting only
the appropriate rental listings from the entire
active file takes approximately 30 seconds.

f) The client is then directed to a table where
brochures, maps of the community, local newspaper
classified sections, and a telephone are located.
Specific questions are answered and assistance is
given by a housing office staff member.

g) Initial client contacts with the landlord are
usually made by telephone. If the client and
landlord express mutual interest in the available
housing, they arrange to meet and inspect the
listed dwelling.

h) Once a dwelling is rented, the landlord notifies
the housing office by either telephone and/or by
returning a self-addressed postcard that has been
supplied by the housing office.

i) The Rental Listing Card is then placed, by the
landlord's last name, in an inactive alphabetical
file. If the same rental becomes available again
at a future date, the landlord notifies the hous-
ing office and the Rental Listing Card is quickly
transferred from the inactive back to the active
file.

University-Owned Apartments

The administration of university-owned apartment assign-

ment is complicated by many variables that exist within the

apartments themselves and with the applicants who are prospec-

tive tenants. Apartment variables are: the existence of two

distinct apartment developments, the size and rental rate of

several apartment types, the number of bedrooms, the maximum and

minimum number of occupants permitted at the time of assignment,

and the number of apartments available at various times through-

out the year. Applicant variables are: the date the application



is received, rank in a prescrioed student faculty order of

priority, marital status, number of children, the type of hous-

ing desired, the date the housing is wanted, and the date the

applicant joined the university.

Keysort greatly speeds up the administration of this

complex procedure of matching the many variables of apartment

availability and makeup to the varied criteria used to select

tenants from waiting applicants. Without going into great

detail, the procedure is essentially as follows:

a) Persons who inquire about university-owned housing
are given a brochure that describes the apartments
'(including floor plans), the eligibility require-
ments, and the application procedure. Included is
a Keysort Apartment Application (see Illustration 3).

b) The applicant completes the form and signs the
reverse side. He then returns it to the housing
office in a self-addressed envelope.

c) A clerk then reviews the Apartment Application and
notches the appropriate holes next to the specific
classifications that correspond with the information
recorded by the applicant. The card is placed in an
active file along with all current apartment appli-
cants.

d) The reverse side of the Apartment Application
(Illustration 4) provides space to record the date
of any action as well as comments about each appli-
cant. This section is vital because of the necessity
to note continued interest in obtaining an apartment
and also to record, in chronological order, a "case
history" of the contact between the housing office
and the applicant.

e) When an apartment tenant decides to leave, he is
required to complete an apartment vacate notice at
least 30 days before his departure. Along with
related information, this apartment vacate notice
specifically records the apartment number, rental
rate, type of apartment and location, and antici-
pated date of reassignment after allowing for
necessary refurbishing by university maintenance.
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ILLUSTRATION NO. 3 APARTMENT APPLICATION
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1 Carefully read the accompanying "Assignment Procedure".
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ILLUSTRATION NO. 4 - REVERSE SIDE OF APARTMENT APPLICATION
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f) From the entire active file of apartment applications
the apartment assignment is determined by keysorting
the entire file in the following order:

1) Applicants who want an apartment at the
time the apartment to be vacated is avail-

able.

2) Applicants who want this specific type of
apartment (number of rooms, size, etc.).

3) Selection of applicants who are eligible
to occupy this specific type of apartment
as determined by ratio of apartment size

to occupant number.

4) Selection of highest eligible group of
applicants according to a predetermined
hierarchy of priority classification.*
If no applicants are found in the highest
priority group, proceed to the next group,

etc.

Thus from several hundred applications containing a
great number of assignment variables, the most
eligible applicant for a forthcoming apartment vacancy
can be selected in less than one minute.

g) The apartment application and the apartment vacate
notice are then stapled together, thus joining the
apartment that will be available and the person to
whom it will be offered. Appropriate information
about the apartment is recorded on an apartment
registration form which is then mailed to the appli-
cant along with instructions. The applicant provides
the necessary required information, signs the apart-
ment registration, and returns the card to the hous-

ing office.

The aforementioned instructions do not dwell upon several

other related administrative procedures such as keeping the Rental

Listing Cards and Apartment Applications up-to-date, notification

to the treasurer's office to start and stop apartment billing,

*
At the University of Massachusetts apartments are presently

offered to applicants in the following order: married faculty,

single faculty, married graduate students, married undergraduate

students. Married couples with children in the proceeding groups
receive preference over childless couples.
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and coordination with the maintenance department to refurbish

apartments.

Advantages of Keysort

In the operations described and in other applications

of the Keysort procedure, certain advantages are apparent.

Keysort:

1) Provides the right information to the right
clients and it assigns the right people to
the right apartment, both in a matter of
seconds.

2) Requires only a few clerical personnel and
permits a small number of staff to assist
a larger number of clients.

3) Provides the same function as other more
complex data processing equipment, but at
a very modest initial cost.

4) Eliminates routine administrative work so that
personnel are better able to perform more
important tasks, such as advising and coun-
selling.

5) Provides a permanent record of events and sub-
sequent actions.

6) Allows statistical data to be easily obtained
and used.

Other Keysort Applications

The Keysort principle has already been adapted to various

uses in education. Some areas of adaptation are: classroom and

course scheduling, bibliography indexing, student records and

property inventory control, as well as admissions, placement and

financial aid, and residence hall assignments. In fact, many

cumbersome educational management procedures that require the
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manipulation of quantities of variable data may find an effective

solution by the adaptation of Keysort.


