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INTERVIEWS OF 239 BUSINESSES OF THE BAY CITY STANDARD
ME TROPOLITAN STATISTICAL AREA OF MICHIGAN PROVIDED
INFORMA TION ON (1) THE TYSE AND NUMBER OF MACHINES USED 1IN
= BUSINESS, (2) THE TRAINING DEMANDED BY EMPLOYERS FOR
‘. B PERSONNEL USING THIS OFFICE EQUIPMENT, (3) THE EXTENT OF
L ~ ON-THE-JOB TRAINING GIVEN BY EMPLOYERS, (4) THE IMFLICATIONS
FOR VOCATIONAL EDUCATION, AND (5) A SURVEY RESEARCH
ME THODOLOG Y WHICH WOULD POSSIBLY BE USEFUL TO OTHER
COMMUNI TIES IN OBTAINING ACCURATE LOCAL DATA. AN ANALYSIS OF
DATA FOCUSED ON EIGHT MACHINES~-ADDING-CALCULATING,
g s BILLING -BOOKKEEPING, COFYING, DICTATING, DUPLICATING,
L ELECTRONIC ACCOUNTING, ELECTRONIC DATA PROCESSING, AND
TR TYPEWRI TERS. SOME CONCLUSIONS WERE--(%) ELECTRIC MACHINES,
EXCLUDING TYFEWRITERS, WERE MORE POPULAR THAN THEIR MANUALLY
OPERATED COUNTERFARTS, (2) BUSINESSMEN DID NOT DEMAND THAT
R THEIR EMFLLOYEES HAVE TRAINING AND EXFPERIENCE IN OFFICE
g : MACHINES WITH THE EXCEFTION OF TYPEWRITERS, AND (3)

g .. APPROXIMATELY ONE-THIRD OF THE COMPANIES REFORTED THAT THEY
k. © ADMINISTERED SOME TYPE OF ON-THE-JOB TRAINING. IT WAS
SR RECOMMENDED THAT NO ADDITIONAL STATE OR FEDERAL FUNDS BE

ALLOCATED FOR THE PURCHASE OF OFFICE MACHINES WITH THE
£ EXCEPTION OF TYFEWRITERS, AND THAT FUNDS EXPENDED SKOULD BE

* SUNE A USED TO RENT, NOT PURCHASE, EQUIPHENT. THE INSTRUMENT WAS T0O
€ COMPLICATED FOR OPTIMUM ANALYSIS, AND THE USE OF AMATEUR

Eo INTERVIEWERS PRESENTED FROBLEMS IN COLLECTING DATA. THE
INSTRUMENT AND TABULAR DATA ARE INCLUDED. (FS)
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PREFACE

Delta Pi Epsilcn, e national honorary graduate busin

fra.te_rnity , through it's National Research (crmittee suggested that a

stud& be mede concerning t_he types of office machines used by vusiness '

andi industry.

Kappe Chepter (University of Michigan) agreed to conduct a pilot
study for the fraternity. Drs. Fred 5. Cook and Elesnor Maliche
(members of Kappa Chepter) prepared and submitted & research proposal
which was funded in 1964 by the Michigan Depertment of Education.

Members of Kappe Chapter working with Drs.. Cook and Maliche
collected the data. However, Dr. Maliche had the primary responsi-

bility for seieg:ting the survey site and sample of companies, superitif

sion of the interviewing and coding persomnel, end preliminary .

enalysis of the data. The responsibility for the £inal content as

well as any errors of 6ﬁission or commission are the responsibility of

' Pr. Cook.




- . » e =

TABIE OF CONUENIS

SWY * L 4 [ ] L] L] L] L] L] L 4 [ ] L 4 L] L] .. L 4 L] L] [ ] L] .‘ [ ] [ ] L] L] L 4

STATEMENT OF FROBIEM

.
[
L]
.
.
.
L]
[}
.
.
B
L]
-
L]
]
]
.
L]
.

G&ECTIVES [ 4 * ) L] L] L] L] [ 2 L 4 L 4 L L] _. [ J [ 4 L] L 4 [ ] L] L 4 ' [ ] L] L 4 [ ]

m&;‘m‘ms L 4 e o L 4 1. & e © [ 4 L] L] e o o . » .. [ ] L] [ 4 L 4 * [ 4 [ 4

I IMITATIONS OF THE STUDY
meGS [ ] [ ] ® * L J [ ] [ ] [ ] [ L ] [ ] [ ':l [ 2 [ ] ® ; [ ] . [ ] [ ] [ ] [ ] [ [ -]
CONCHISIONS [ [ J [ ] [ ] ® [ [ L [ J [ ] I{ ".:,O * ; > [ '. [ ] [ [ J [ ] [ ] [ ] [ ]

*

VIIIO mcmmTIoNs [ ] L [ ] [ ] [ ] L] e o 0( * e o ' .. 0 '. [ ] [ ] L] [ ] [ ] [ ]

APPENDICES

<

APPENDIX A: PILOT STUDY INSTRUMENT o « o o o ¢ o o o o o o
APPENDIX B: PROPOSED INSTRUMENT FOR POSSIBIE FUTURE STUDIES

© * APPENDIX C: OTHER STATISTICAL DATA FROM PILOT STUDY EEEEE




e
.
B
»
2
¥y
P
“
o

)

PP I AYS A
n:,‘ﬁw.n‘r‘.:f“{ & Y, 82

il

&

s
o A
AN

o by s
(e X MK G v
(IR R s qouiy

i A
K 207 Jhidh

o
et

3
i
n
>
%)
a
’
tad
Y

. A—— S\ Sy o o oy

Teble l.--Distribution of Companies by Type and Size of Business . .

LIST OF TABIES .

]
[ ]

fable 2.--Number and Percent of Companies Having Machines Studied . « .

Tabie 3.-~Total Number of Machines Owned by Manua.l and Electric . .

Table 4.--Number of Companies by Size Demanding Pre-Eaploynent

Training and/or Experience by Types of Machines Studied

‘mable 5.--Methods Utilized by Companies to Determine Skills of

Prospective Employees by Types of Machine's Studied . e '.(

Tab}.e 6. --Distribution of Companies by Size ‘That Utilize Methods

Table T.

Table 8.

to Determine Skills of Prospective Employees for Seven

of the Eight Types of Office Machines Studied o o o o o o o

~-On~the-Job Training by Size of Company « « « o o ¢ o o o « o e

~-Distribution of Companies That Gi;re On-the~Job Training .

byTypesofMachinesStudied. e o o o 6 s o s e 6 o 8 5 o &

APFENDIX C:

Tadble

Table
Table
Teble
Table
Table
Table

Table
Table
. Table

" Table

I. Size and Type of Compenies That Have Adding/ _
) Calc‘l}.ating MaChineS [ ] &« ® ® o [ ] ® ® e o . .. i. [ ] [ J L J & [ ®

IT. Size and Type of Companies That Have Bookkeeping Mechines . ‘

IIT. Size and Type of Companies That Have Copying Machines . . .

IVL Size and Type of Companies Thaf Have Dictating Mechines

V. Types and Number of Typewriters by Size of Company . .

v. Types of Dictation Machines by Size of Company o e o o .

VII. Types of Duplicating Machines by Size of cOmpa:ny c o s e o

VIII.Distribution of;, COmpanies by Type That Do Not Have Type-
'W'riters [ ] [ ] [ L\ 4 ® [ [ [ [ ] [ o [ [ J o ® - [ ® [ ] e e ~. [ ] .. L]

IX. Pre-Employment Training and Skills Demended for The Nine
TypgsofMachinesStud.ied. e o o 6 o o o6 o o o o o o o o

X. Where Training Should be Provided by Types of Machines
StudiEd.........o..‘..........o.o.

}C[." Size of Company and Plans to Add Machines Within Next Year.

iii

It

-

10




OFFICE MACHINES USED IN BUSINESS TODAY

SUMMARY

Introduciion:

This pilot study of implications for business and distributive educe- . .

tion of the current and projected use of* machines in business, . and of

g the neces
. Bay City,
.

14
3 Findings:
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sery in-school training for these machines was conducted .in
Michigan. Survey research techniques were utilized and 239

companies were interviewed.

Companies had about the same nuuber of typewriters amd
adding/calculating machines. : S

Most of the add.ing/ca.lculating ma.chines ‘were electric; .
most of the typewriters were menual. .

The larger the company the greater the variety and
mmber of office mechines that are used.

e

Twenty seven percent of the companies had copying and
duplicating machines. : :

Eighteen percent of the companieé had béokkeepmg mechines
end approximately 14 perceat hed dictating equipment. 7.

Most companies did not require training ‘on office machiﬁes‘
prior o employment with the exception of typevg::_'i"ber's. _

Most compenies did not administer skill-tests as & prere-

" quisite for hiring.

Approximately one~third of the companies administer some
type of on-the-Job training. The larger the company the
more likely the employee will receive some type.of on="
the-Jjob training. ' )
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OFFTICE MACEINES USED (N BUSINESS TODAY

Fred S. Cook and Eleanor Meliche I

STATE’MENTGF THE PROBIEM: . . i

Statement-' This pilot study is concerned with the. implica.tions for o

business and distributive educa.tion of the current and projected use ot

machines in business a..;ﬂ of the necessa.r*y in-school training “for thcse

. l mhine$o ." i . R

¥

S

}At

3 .~ . Significance: The types of ma.chines and their re'!.ative use in
' busiress are undergoing constant chtmge. Of impor‘cance to curricule.
* . planning is +he knowledge ‘of what machines are being used in business 3 |

the degree of training demanded, and whether this dema.nd will’ continue

-

. ko existp
Kachines have been an integral part of the business program for
many years,. - Investments in educational . time a.nd equipment are heavy.

It is appropriate that the most current a.nd accura.te d.a.ta. be ma.de availw

.

. able so that optimum instruction ma.y result. =
o pm fculer significance for our- conside ation are the _fofl,‘i.owing "
o :i ,fpoints:'\
1. Up to this time no scientific survey has been ma.de of
" this problenm.
o 2. Machines are being taught today in schools even though B e
oY the demand has declined. For examyle, : ‘

\_‘ N
,L»A

P e. The key-dxiven calcuators are still 'being taught
U " . 4in the schools despice the fact that they are being
- replaced by 10-key adding machines in the buSIness

.office.  The dema.nd for key-driven cs.lcula.tors has
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diminished to such an extent that both major manu-~

g Ll S L

training programs.

Pacturers have closed out their extensive private

One survey showed that not a single company s tudied
vas using the hectograph or stercll process. In»'!'ead
companles were using an offset process. At bhe sanme .
time, the school districts serving these coumpanies "
had only the hectograph and mimeograph and no. off‘set.

3. There is no evidence from business concerning the degree
of training that is demanded for people who usec common
cffice appliances such as the adding ma.chines ’ _voice
recording machines, duplicating machines, etc.

A " 4. More and more schools toda,y are equipping their business
k- departments with office appliances. We neéd research
' I evidence to present toc school districts ‘concerning the
pe desirability of providing business machines training a.nd
.- . of the rationale for equipment purchases.

-

. P " Prineciple reasons for initiating this pilot study were the needs

S ' ""I. Develop & systematic, sccurate method of collecting
R significant data regarding the use of office machines

DUS1HESS .«

- - 2. Determine the feasibility for: ' L
a. Expanding the study to obtain nation-wide data, and "

| Repeating the study in five years us: Lng the researcb

design developed in this pilot study in order to- ‘ob~ "
serve the change, if any, in the use of machines in

the office.

::} ‘ ' . Specifically, the intent of this study was to ohtain the following

L. Type and number of machines used in business..

. - 'j_ 2. . Training demanded by employers (by tipe and s:.ze of busineas)

for personnel using this office equipmem.
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ent of on-the 1ob training given by employers.

2 n
e daas v
%, Tmplications for vocational ed'uca.tion. .

5. A survey research methodology which would provide & methoa
for other communities to obtain accurate local data.

PROCEDURES :
The Interview Schedule. A survey 1nstrmnent previously constructea'. o

by a Resea.rch Committee of Delta Pi }':.'ps:tlon1 formed the ba.sis for the

finterview scheduls used in this study. At an_ d.nitial meeting of. a.

"Kappa.n“2 Research Committee, this instrument was revised, and wacbines

were groupedu’oy type for ease in interviewing. Subsequently, this instru-
' ment was refined, tested, and revised until the instrument was in .’;.’c.s

current form (see Appendix A). The pre-testing was done by’v“.‘Kappa.ns“,‘

with companies in the Detrolt aresa. Each pr;a;testiﬁg was precede'ifﬁy a
briefing on the use of ‘the instrument in in‘cerviewing. |

Selection of Sample Community. The S*anda:rd Metroyolltan Sta.tistical

A.rea. (SMSA) of Bey City, Michigan was selected as the communi ty in which:

the study was itc te cond.ucted. because of:

--------ﬂﬁ--‘---‘--------------n-("'--

1p national honorary graduate tusiness education fraternity.

. 2) ngappan” is a member of Keppe. Chapter of Delta PL Epsilon at the Uni-
versity of Michigan. . .

3he population of Bay City, Michigan is 107,0k2; the BCSMSA rank is
192 (Source: United States Buresu of The Tensus Statistical Abstract,

- 86th Edition, 1965, D. L().

'




- s sema o

‘ | ) - ll- -
| .. 1., size of Commnitys -
e _ . a. We wented a commnity size we could hendle with the

avallable finencisal resources since we wished to
+aks 5 semple of the business and industrial commmity.

Dw.hl-l-v o=

o " b. We wanted & city in wkick the business community was -

. _ concentrated (i.e., not spread cut over a large area.) '

since the time our interviewers would have avallable

2 ‘ wes very limited. -
' » ° 2, Diversity of Business and Industry: :

: According to %he Michigan Employment Security Commission
S ‘ (MESC) end to vericus economic reports, there is a good
. representation of business and industry as to type.

: 3. Typlcal Community: .
g The Bay Clty Standard Metropolitan Statisticel Area is :
' : feirly representetive for an area of its size. Indications ‘
that Bay County closely paraliels the state pattern is- . "7
j found hy comparing the following selected economic and S .
2 socisl characteristics:™ : - )

- - .State Bay County

2 ' Characteristics o Pattern - Pattern
\'* . ’ Percent Ru.ra]. Fa.rm aoooooo;oocoo 5.6 ;‘J 9.5 \(

::1 . . Meaian School Age sces0000IVLOIOLROE 1908 10.0

:_’;: NO&-Worker R&’tio TEEEEXEXEXEXNEN NN NN/ 1.7 ' ..‘, l.T

- Peicent Employed in Manu- - ’

factu’?ing 8...00000000-0000’40;0 3800 l'-l.o ~.
Percent Employed in White ‘ e E
Collar Occupations eesseceeses 40,0 37,0 -

S ' Medien Income of Families ...... $6,256 $6,041

S L. Cooperation of lLocal Pusiness and Civie Officials: o )
" Persons representing the Chamber of cénnnerce , Development

Council, and private business were most cooperative ard

. receptive. They generously offered facilities and services.

‘:::; A‘A'--...-“-..,----.-—-qu-..----“----—----‘--.»-.

R %‘Michigan Feonomic Development Department. Economic Déta Sheet, 1962.

st O T PRl P 4 -y T AT ]



2 l ’ 5. Tocation in The State:

Bay City is easily accessible by freewvays from all parts of |
E the Stote. This accessibility was important for "Kappans™
* 4 who had to come from diverse areas of the State to partici-~
. pate in the interviewing field operation. .

Selection g_i_‘_ Sample. Ore of the major problems in ‘drawing & sample
of companies in a ;:ommmity is to obtain a complete lis;t of businesses‘
in that commnity. Several sources were consjldered; however, all were
] incomplete in one or more aspects, in addition +o being impractical to
use.

We decided to experiment with the “yellow pages™ of the Bay County
telephone directories. This approach was used when we determined that
f a very his.. percentage of usinesses that have telephones are auto=- ‘
~ matically listed in the "yellow page" section of the telephcne directory.
| T+ was felt that the very small percentage of businesses without tele-
F: phones would not éffect ovr findings. .

Tn order to obtain representative data the sample was to be pro~
3 portionately represented by: |

g. Companies of Varicus Types.

‘gi | b. Companies of Various Slzes.

How the Yello_z Pages were used:

" 1. Companies were assigned SIC5 Codes based upon the index
classification under which they were listed in the

----—--ﬂ----------ﬁ-—------an-un-u—

Sgtandard Industrial Classifications: I. Agriculiure, Forestries, and
Fisheries; II, Construction; III. Durable Manufacturing; IV. Non~ Dureble
Menufacturing; V. Transportation, Commmication, and Other Public -
Utilities; VI. Wholesale and Retall Trade; VIII. Finance, ITnsurance, and
Real Estate; VIII. Business Repair Services; IX. Personel Services;

¥. Professional Services; and, IX, Public Services. ‘ :




3 -t -
‘ Directory of Yellow Pages, In case bf doubt about act;ua,l cla,_séi-;
: fications, references were made to several business directories
~3 for Bay City. ' ‘
3 Coupanies falling vithin each classification vere tabulated. Per-

centages of the toial universe were obtalned for each SIC so that
. A 1t. would be known tc vwhat extent edch SIC 'should be represented
~3 $n the sample if we desired a stratified random Asamplef'(e.g. PR &

' " the total mumber of firms in a commmity equals 1,000 apd construe- . -

s 13 g tion firms constitute 20 of this total, then construction firms
e represent two percent of the total population. Therefore, if the-

B o sample size 15 to be 200 cases, four comstruction firms ghould be
'SR included). ' o o '

| S 2. The time and finances evailable jrecluded the drawing of a .

| _ stratified random sample; terefore, it was decided to draw &.

. 2 straight random sample. We were gratified to discover that
this sample was very close to the desired SIC represeytstion.

N As esch compeny was selected, iis name wes typed on & 3 X 5 card
with i1ts SIC code in the upper left-hend cormer and its locetion.

in the "yellow pages" (i.e., page mumber and column) in the
upper right-hand corner. S e L

Fiqld Procedures.

1. Contecting the companies by mail prior to the interview;

A letier on Heyne State University stationery’

5
2 3% gago e

7 P Ok R R R A Sk i Wt Bn
GRS B N P S S

a. The project: What it was and vhy it was béing done,
b. How the compeny was selected.
6. Who would conduct the interview.

d. The approximate length of the interview (i.e., “how long the -
interview would tske)., ‘ N '

e. A second contact would be made by telephone prior to the
interview. ' '

‘2, Contecting the companies by telephone prior to the interview: '

aagli" company in the seuple was called the week before the-interview
in order that the following could be determined: - S .

ﬂ--ﬂ----ﬂﬂ---ﬂqﬂﬂ-ﬂ ----- “-“~-.P.-‘---
gl'bis pilot study was funded by the Michigan Department of Educ&tion as a
result of & proposal submitted by Drs. Fred S. Cook and Eleanor Maliche
' of Wayne State University. : :

[ U

g e e e s
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. , -7 -
:.a.. ¥ho was to be interviewed (i.e., the name of the respondent).

b. The most convenient time for the interviev.

In several cases, it was necessary to explain the project because the
" person contacted has not seen the letter or the person was dubious as
. 40 the intent of the comtect. A Pew felt tha.t the. project was & ‘
Pgirmick™ to sell machines; some felt that it was the government's
"backhanded" way of investigation. :

~
-

3. Setting up the interviews:

-

.
[ 9

In order to conserve the interviewer's time and to facilitate getting
aromd town, it was imperative that theré be some order as to whet
companies would be assigned to each interviewer. Therefore s

1. The companies were separated according to their geographic
location in town.

2. WVWithin each location the companies were grouped a.ccording
to:

"a. proximity to one another, ‘and ) RS -
b. anticipated lensth of the imterview.’ : -

i+ . fhé Tnterviewers. The interviewers were "Kappans® or prospective mesbers

of Delta Pl Epsilon from the University of Michigan ard Waynei ' §tate Uni-
versity. All were in-service teachers with one exceriion--a gra.duate stu-
dent who had géne directly into full-time graduate wo;k after éompleting |
- the baccslisureate prograi. All were secondary school lteacheré exce;pi‘.' for
five college instructors. The interviewers came from various parts of |
the .8tate and represented many school districts.
Training the Interviewers. Tbe interviewers met in the afternoca of
. the day before the interview field operation was to begin. At this
- gession, the following was accomplished:
' 1. The purpose and nature of the project were explained.

2. A brief explanation was given as to why Bay Clity was chosen.
and how the sample was selected.
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3. The interview instrument was gone over thoroughly question by
question.

4., Types of anticipated answers and the correct recording pro-
cedures were discussed in detail. ) -

5. The interviewers vere instructed how t6. phrase their questions;
how not to invoive themselves in the question, and,. vhen a.nd
how to probe.

'6. The interviewers were also instructed:

a. How to centact the respondent. -

b. How to begin the interview. = - ST

c¢. How.to obtain information for the face sheet. - I

d. How to terminate the interview. o U

e. To notify the project office for ass:.stance with prcblems

' that they might encounter and be. unable to solve vhile
"working in the field.

7. There was scme role playing %o demonstrate techniques of inter-
viewing with cur instrument. ) .

8. Each interviewer was assigned an "exercise" cowpany for tie pur-

: pose of trying out the instrument and the techni q_ues discussed.
All interviews werecompleted priur to the dinner hour and the
interviewers reconverned after d.inner for the -second training
session.

At the second training session the following was accomplished:

1. Interviewers had an c‘>pportunity-_'to discuss and compsare ex-
" periences they encountered in their ™interviewing" exercise.

2. Interviewing assignments were given out.
3. . All necessary materials were distributed:
‘a. The interview instruments. U
b. 3 X 5 cards with machine .Listings. . . -
c. WSU Identification Cards. .- :
d. Clip toards.
e. Red rope envelopes to carry supplies.
A pro,ject office was set up to which‘ :!.nterviewers reported and returned

completed interviews.




' LIMITATIONS OF THE STUIY:

There are several basic limitations inpherent in this study that should
be emphasized:
1. The limitation of selecting a given community as a
"sample” that is representative of the State of

Michigan.
-~

2. Possible sampling errors in the procedures used for
selecting the respondents.

3. The problems in any pilot study whose primary
purposes are to develop methods and procedures.

We found, for example, that the instrument--although it had been
field tested---was too complicated for optimum analysis. Also, the
use of amateur interviewers presented problems in collection of the
data. Finally, the requested funds were insufficient to do the
complete tabulations and computer analysis that might have been done
with the tremendous amount of data that were available from the pilot

study instrument.
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FINDINGS:

of the‘ 27h companies in the sample, datas were céllécted:_ on 239
companies. The remaining 35 companies were not interviewéd due to:
a. 15 refusals | | |
b. 13 respondents that we were unable. to locate.
¢. T.companies that dld not f£it into our‘univers‘e H B
thet is, the company bad gone out of .business, o
had moved out of Bay City,; etc. .
g Tsble 1 below shows the distribution of companies interviewed by type
(standard Industrial Classifications) and size (total number of

. employees).of business.

‘Teble 1.--DISTRIEUTION (F COMPANIES BY TYPE AND SIZE (F BUSINESS |

: SIZE (F COMPANY , e
- BY TOTAL NUMEER (OF EMPLOYEES JTOTAL ..~
TYPE OF COMPANY a | Iess| | Moref BY = .-
' . 5 | than} L4-| 20~ | 100-| than{TYPE
L | 19 {99 | 499 | 500 LR
Agriculture, Forestries, and
FisherieS.e cceceesscscccccce|l = - 1 - -. - 1
constmctionoooooooooooooooooo )'l' ' 9 l h’ - - 18
Manufscturing: Dureble.......ff - |° 3| -1 5 8 2 19
 Manufacturing: Non-Durable...| - 1 -2 2 5 - 10
Transportation, Communication K .
. and Other Public Utilities..|f - | . 5 1 ‘- 1 - 7
Wholesale and Retail Trades...|| 2 53 31 11 3 1. ~| 100
- Finance, Insurance, and Real : :
ES‘bate..................n... - g - 10 " 9 1 l - 21 -
Business ard Repair Services..| - 1h 4 1 - 14 19
Personal ServiceSceccecccscecssfl = | 10 | 2 3 - - 15
Professionsl ServiceScesesnces || 2 ‘81 -6 1 1 1 19
Public ServiceSececscecscesces|l 1 -1 6 - v 1 10
Total by Size 9 |14 ]| & 28 | 20 4 || 239

p’Size not specified.
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S Severa.l significa.nt 1tems from Teble 1 should be keipt in mind gs. o T

-t

‘ the ﬁndings of th:l.s study e.re a.na.lyzed-

» o 1. There was & hea.vy concentration (ha%) of reepondents in E
& the wholesale and retail tredes. The next largest group
: of respondents (9%) was in finance, insurance, and real

ea+n+a

E ‘2. Almost half of the companies (h8¢) hed fewer than b . PR

- . employees. The next largest group (27%) employed between - - . @
' S ... 4«19 employees; while, less than:2 percent of the companies , -
: ‘ had more than 500 employees. , N "_"‘

Bal

$: . . . 3. 7This concentra.tion by type and size of business is not o

o ‘atypical for Bay City. Most communities wcmld. tave a'high ~ . A
concentration of small businesses as well as a’high con- S P
“3 . . centration of businesses in the wholes,le a.nd retail tra.des. o
" N For example: . . o

» , a. Bay COunty (loca:bion of Bay ¢ity) lies between o } :
o . poprlous Weyn2 County and rural Menis tee County, and _ : SV
3 ' differs very slightly in percent of businesses ems e R

' ' ploying between 1-3 employees: 60. 3 percent for Bay. IR
County, 61.8 percent for Meristee County, and 59.T

for Wayne County.

g b. - Bay County has lts 2 percent of their businesses in T

' the wholesale and retail trades; while; Manistee -

4 SR ' . County has 4}.3 percent and Wayne County 40.5 per- - *'- -

E o ce Mt of thei§ businesses in the wholesale’ and re- - -7
- taal trades. : ' - h

ke «
- e a o - - - - - - - e o - e - - - e o= - - - - - - - . - - - - - e - -

7County Business Patterms: East. North Central States , Michigan and

: Wisconsin (Part 4A, First Quarter 1962, .U. 5. Government Printing N : :
Office, washington, D. C., 1963), pp. 24-9 73-7h and 101-109. ' ]

’; ) "
o .
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Nate ware eallected

on 15 types of office machines:

- 1. BAdding/celculating - - B o
. 2. Billing Bookkezping -
3. Copying : :
k. Dictating
e = 6. Electronic Accounting Machines {EAM) .~ . . =~
S o T. Electronic Data Frocessing (EDRP) Tl
8. Typewriters - e w e

> e

~ ©. Cash Registers R L
10. Miscellanecus: - Coe e

_pur analyses, however, will be focussed on only te first 8 types of
machines because: . o .

1. We found of the T2 companies that had cash registers end . © o
_ : . with only 2 exceptions they did not demand training and/for T
- . experlience as prerequisites for hiring. Conseguently, - ;;-- T

since this machine is not technically office eguipment e
we did not include cash registers in our ‘tebles,”” - .=

2. . Approximntely one-half (135) of the ‘co,vzpa,nies indicated : . o
they had some type of miscellancous equipreat (eog8ey .. - R
.addressographers, check protectors.end writers, PBX. "' R

-~ % -

machines, postage metexs, etc.).  With only a few excep-

-

tions they did not demand training and/ or. :_experiéncec._'as‘
prerequisites for hiring; ard, since there were 80 few of

any single item these machines were not included in our'
tables. . - - :

Table 2 on the rext psge shows the &.{stribution of companies vhich '

d

bave these 8 types of machines.




13 -

Table 2.--NUMEER AND PERCENT tm' com’mnés BAVING MACHINES STUDIED
A COLAREES

- THAT HAVE - TEAT DID NOT HAVE
 TYPES OF MACHTNES | MACHTNES ' “MACHINES .-

Kumber Perceunt Number | . Perceit‘lt' o %

19.7 o
82.0 -
72.8 - . -
86.2 e .
73.2 |
9906 . " s -
22.2 - .

Aéding] Celcelsting -ig2 - 0.3
Billing-Bookkeepingy . 43 , 18.0
COPYingesseossocnee 65 ’27.

PiCtELiNG.vecoesone 33 13.8
Duplicatingeveseessd 26.8
E’m....-ﬁc‘@a..‘.&..! . 3 8

o B

Eplloﬁcbboaeooocoo 3 ‘.,’«,.l}
'Type'ﬁriterﬁ. sceee 0t ; 186 ) 77.8

An czzalysis of Table 2 shows that of 239 companies-- S

a. 192 compenies had addLg/calculating machines and T
‘186 companies had typewriters. . e ’

b. 65 companies had copying machines and 6h »compa,nies X R
duplicating machines. S ‘ R .

¢. 43 companies had. billing—bookkeeping machines a.nd L
33 companies had dictation machines. 7 ST

d. 9 companies had EAM equipment and only l compa.ny ’
had a EDP installation. , . “ e

It is interesting to note t' a% a.lthough more conrpanies had adding/
ca,lculating machines (192) than typevriters (186) , more: compenies
ac:tual],v owned more typewriters (816) than adding/calculating machines

+*

(793) - (See Table 3 for total mumber of machines owned:‘ by the ‘
‘compenies that were interviewed.) It 1s not surprising that relatively
few companies had EAM a.nd EDP installations since a relatively small

percentage of our companies had more than 20 employees.

— e e r——— e e W ©
) > 8 YT TR T e B 7 (e R UNGIREE
RIS a2 TR Y e T e T,




- - - | |
Table 3---TOTAL NUMEER OF MACHINES OWNED BY MAN NCAT, AND EIE"“].'RIC s

. W~

" Number Numoer . - .-
\ Pumber oF . A P
Types of Machines of . EIECTRIC MANUAL. " v .
Machines Machines Mechines ©~ - T -
Adding/Celculating 793 - 509 -7 19%

. Billing-Bookkeeping 110 10k, . .6
c@yingoooooooooo'oo' 98 98 ‘ -, . -"‘a'
Dictating.ececcesse 105 . 105 -2
puplicating.ceceee. 96 - 59 37 -
EAM........OO..QO.. 68 68 -"a

'EDP0000.¢0000000000> 3 . . 3 : - --a'
Pypewritersceecces. 818 .2kl 574
Totel 2,091 1,280 ' 811

Shese machines al;e alwa.ys electrically o;pérated;

Analysis of Table 3 shows that typewriters (818\ sad edding]
calculating machines (793) form the ma,jority of the total number (2, 091)
office mechines owned by the companies tha.t were interviewed;. ‘while 9 e
Table 2 on page 13 shows that of 239 companies, 192 companies had adding/
celeuleting machines snd 182 companies had typewrite:j:';s, This la.tter
£1nding--although we do not have the data--seems to be based on two
‘_rac.tors:

1. The large number of compsmies (lll;) ha.ving less than 4
employees; and,

2. .The large number of wholesale and retail firms (100)
' included in the sample.

It is apparent in every case--excluding typewrifcqré--whére & machine
_can be electrically >r manuslly operated that electrically operated

equipment is more predominent. Although only 29 percgpt of .the

!

e




typewriters were electric » there would be very few schools that would
p&ve this geu.m - 3e {294} of their typeurit ers electrj. ally o*pe'ra.te”d.

It might be essumed--here, agam: , Ve do not ha.ve the da.ta.--’qhat
the larger the compa.ny the more el ectric type wilters ; convez:sely, the
smaller the company the less likely they would. he.ve electric ty:pewri cers.
* This may be direetly related {o the cost of tbese machines 5-vhile, ‘an-
sther factor may be the lerge mmber Of vholesale and reteil firms tn
. cluded' in the sample. ’ . . |
. Ta.‘ble 4 on the mext :-*"e shows the number of coupenies by size
that demand pre-employment training e.nd/ or experier;ee fer each of |
the machines studied in this survey. - H :

Anelysis of Teble b shows that of those companies having 8 epecif:lc
type of mechine relatively few ompenies demand pre-emp...oyment training
a.na/or axperience &s prerequisites for employment ; even for .ty-pewriting
59 compenies reported they did not d.emand. pre -employment experience .
Hewever, it ca.n be noted thagt the 1a.rger the compa.ny the more likely :I.t

18 to demand pre-employment training a.nd/ or experience. For example,

3 of the 4 companies having mqre tha.n 500 employees demand pre a-employment ‘
training for typevwriting. )

In the cace of the EAM machines, only 1 of the T companies havlng
this type of equipment demands pre-employment training end/or exuer;lence
as prerequisites for hiring. It appears “that pre-employment t.ca.inimg -
. anﬁ/o_f experience are not demanded as prereq;uisitee for hiring on any |
br the machines. é.iscussed in Teble 1& beceuse of one or moz‘e of the |

following:
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1. 'I‘hese machines are so simple to operate that no

A A
training is demanded because they can be quickly
R ——————

learned on the job; for example, manufacturers .
of Rotary Adding/Calculators have have con- . o o
sistently advertized that an employee can learn P
to operate their mechines in less than an hour.

2. Companies prefer to train their personnel in the '
use of office equipment. -

3. Companies have found such a shortage of trained
workers that they must train prospective employees
who show an antitude for operating this type of
office equipment.

Analysis of Teble 5 on the next page shows- that m st of the cém;pamieé

have no skill requirements for the machines studied. Of the companies

that have skill requlrements- )
1. The majority determine 1if the applicant has the desired
- gkill(s) during the interview or they observe a new .
employee on the job. SR

2. Previous experience is considered important by those few. -
companies answering this question for employees who will
be operating copying &nd dix.ta.ting-tra.nscrlbing machines.

3. Seventeen (17) of the 176 cospanies having ty'pewriters
demand that the employee had a course(s) in school; and, S
only 8 out of 157 companies having adding/ calculating L
mechines have this requirement. ' ’

k., Formal testing, in most cases, 1s infrequently given or R
. not at all; although, 17 of 176 companies indicate that - ~ . S
they administer formal typewriting tests--this 1s a.pproxiv- .
mately 10 percent of 176 companies. 5
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Table 6 on the next psge shows the distribution of companies in
respect- to their size and to the methods utilized to deiermine -degree
of skill-proficiency of prospective employees b_y the types of machineé
(excluding EAM end EDP equipment) stvdied.. The EAM machines were
ommitted from the ta.bie btecause of seven companies having thi's'-' type '
"of equipment, only 1 company (employing between. 20-99 employees)
administers a formal test to detérmine skills; and, the 1 ccmpany
hav'ing'EDP equipment did not ansx;rer this quest ion. ‘
Analysis of Table 6 shows thet--

1. More companies utilize “previous experience® for
bookkeeping machines that the other three methods
although each method is used by, at leas?, 1
company. ‘

2. Tventy-three (23] of the 35 companies thal require
gkills on adding/celculating machines utilize the
"interview and tryout" prccess. ' '

3. Only 2 out of 4 methods are utilized for copying
mechines and they are almost equally divided by
"interview and tryont" and “previous expe_rience." '

4. Half of the companies--6 out of 12--utilize the
"interview and tryout" method for dictating equip-.
ment, while 8 out of 9 companies use this procedure
for duplicating egquipment. : e

-~

5. More companies are concerned with determining skill-
proficiency on typevwriters (by some method) than
for any other type of office equipment. But, even
here, 72 out of 109 compenies which have a skill
requirement for typevwriting deternmine the level of
gkill~proficiency through the "interview and try- '
out" process. :
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traiping is shown in Table T below.

The distribution of companies by size that give on~the=Jjob

Peble T,--ON-THE-JOB TRAINING BY SIZE OF COMPANY

TENGTE OF "JINOMEER OF ~ TOTAL
TRATHING PERIOD ({{COMPANIES} ' |NUMBER CF.
SIZE COF COMP. THAT " NO ~ |COMPANIES
BY - More thanjIess thanlli DO NOT ANSWER .| INTER-
NUMBER (F EMPLOYEES 1 1° || PROVIDE |- _| VIEWED
Day Day _ TRAINING _BY SIZE .
‘Size Unspecified 3 2 - i 9
less than b - 6 23 22 63 ik
k- 19 23 15 1 25 | - 64
20- 99 15 6 1 6 - 28
100-499 16 2 - 2 : 20
More than 500 )1 - - - . L
Total l 6T 47 coh 100 239 -

of 239 companies interviewed, 11k (48f) indicate that they give
some type of on-the-job training. é.bpa_ren‘cly , most 6:_:‘ .th‘_’-‘ respondents
"that give training do so on an ini’orﬁla.l as needed basis. This |
training mey range from a few minutes up to en hour or more each é.ay
- for several weeks. Since 10 formsl classes were identified, presumably, '_
on~the-~job training consisted of pr:l‘ma:.*ily having the employee- cperate
the machine with an exgerier_lced employee giving instructions as needed.
Here, sgain, it appears that the larger the compeny the longer the
- {raining period. |
The distribution of companies that give on-the=-job training by

h type of office machine studied is shown in Table. 8 on the next page.
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Table 8.~-~DISTRIBUTION OF COMPANIES THAT GIVE ON-THE-J OB TRAINING
BY TYPES OF MACHINES “TUULBD .

w
TENGTH ‘ . .
ar DO NOT NUMEER COF
TRAINTNG PERIOD | GIVE | COMPANIES . . ..
TYPES (FF MACHINES r . (TRAINING THAT Lo v T
' More then|Iess thanf AND [DC WOT HAVE ) )
1 1l NO ANSWER{ MACHIMNE
Day Day b
Adding/caleulating 30 38 12k . b7 o o
Billing-Bookkeeping 31 5 - S 196 .
. COPYIOE.eeearsorsss 10 29 - 26 17h
Dictatingesevecnces 11 6 | - 16 206 ’ R
Duplicating..eeeees 10 25 ! 29 .| 175 o
EAM..0ocaceoccccnas T 1 1 230 L
k= 1 511) S 1 - o 238
e Mypewritersecscese l 1k 8 - 16k 53

The more complex fhe eqp;.pmem;, apperently, the longer the period.

- . -
N A
VY 4 A S0 T

before the respondent feels the employee is competent. For example,
) 31, of 36 companies require more than one days' training for bookkeeping
mechines; whereas, 29 of 39 companies require only a few hours of

training rmm copying machines.

* ok £ e 'ﬂ'a..T'Af)lﬂ" :TEVK}‘JZ.L:';;'.:TEQ}}_ i - Y % ..* 0125 I .
RN SRR

e
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CONCTIISTONS :

Based upon the data collected in this study the following seem ap-
propriate:

Y 1. There appears to be a positive relationship between the .
gize of the company and the types of machines utilized.

1  That is, the larger the company the more likely it will

e utilize copying, duplicating, EAM, and EDP equipment.

3 2., Electric machines (excluding typewriters) are more
popular then their manually operated counterperts (e sy .
i businessmen prefer an electrically operated duplicating
E , machine over one that is menually operated). However,
.1t is suspected that the small proportion of electric
typevriters reported in this study is due to the factor,
that almost half of the companies included in the sample

g had fewer than 4 employees. This seems to indicate that
- the cost of electric typewriters is too expemsive for

the small companies.

3. Businessmen do not demand that their employees have
{raining end/or experience in office mechines with the
- exception of typewriters. This low demand for trained -
3 and experienced personnel seems to indicate. that companies
cen train their employees (in a relatively short period

of time) in the use of office machines.

A4
YT

4. There appears to be a positive relationship between the
size of the company and the length of on-the=-job training
period. That is, larger companies tend to have longer
training periods than smaller companies. S '

Approximately one-third of the compaenies reported that
they administer scme type of on-the-job training. It
arpesrs that this on-the-job training is an informal,
over-the-shoulder type of procedure. This further empha-
E: sizes the ease with which most office machines can be -
A Jeaxrned on the Job. ‘

A (]
.

y 6. Of the companies that administer on-~the~job training, al-
. most half do so for bookkeeping (46%) and adding/
3 calowlating machines (45%).

7. Of the companies which have skill requirements, the
majority utilize the method of "interview and on-the«job
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- “tryout® to determine the degree of new employees skill-
proficiency on all types of office machines with the
exception of bookkeeping equipment. . -

RECOMMENDATIONS: R

| The findings of this pilot study as well es the gemeral
literature on this topic raise serious ‘questioos concerning the pur- ,
chese of equipment through vocational educational funds. Conse-
quently, it is recommended that-- = L

1. The Michigan Department cf Education is u:rged to co- . .
operate in developing and financing a-state-wide study to = .
determine if the findings in the Bay City area are similar -
in other parts of the state. As part of this proposed .
study, it is rscommended that the instrument in Appendix .

B (an outgrowth of this pilot study and utilized as part
of & research projzct in Detru.t) be uséd as the basic
instrument for collection of the data.’ e

2. No additional state and/or federal funds be allocated for o
the purchase of office ma.chines with the exception of T .
typevwriters. . :

3. If the State should continue to expend public funds for
the acquisition of office machines, these funds shouid"
be used to rent not purchase equipment in order that, the
schools will nmot be "stuck" with obsolete equipment.

12-15-65 :MM
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§ Type of Husiness:

1_-
Y

]

Name :

Total Employees:

F e -~ S—r
P, . -

¥
T

323

Office tmpioyees:

3

.t

;%Jﬁddress:

» .

5
X

x>,
7

i

?fTetephone Numbers -

3

Finlsh’

TimezvaS?arf

g Date Called:

<
p
5]

g - Persons- . |
A Contacted : ] :

g Title

st .
At

S - . L
P L

> Depariment

. 2y o—— e

Exfenﬁ!on ' .

>

LR RN

N
+

5 i
NSt i)
SN L

_Interview Date: Tuesday, March 3!

S

Wednesday,ikpril I

) S
My

A

Preferred Time:

BeMe '

Mo

OAAY

%
Z

:‘Perscn(s) f& see:

(Tiile)

i
5
o
3
%
N
e
o~
e

(name)

Extension:

fg " Department:

where is office? (floor, efc) ' .

E.  Paruing:

v Interviewer:s

Time §f§rfed:_

-~

]

- Date:

Completed: _
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ADDING-CALCULATING 5

7 . .
: .g o e Approximately . . l
ozl A I R how many? . Extent
= Yes gl g |- wk | ox 3 - A f
0 = No 2 ¢ lusg S8l 8 x| gy ~use?
? = Dox't Know 9| 4y ld5 b qé 5 & ok . , '
1 = Maybe g a9 >l ddl T YMachines [Personsil |
o a
L ) w4} 2O .
291 s 1888 93 E -
= aleof =" = : ‘ \
ol T13d™ &o] 3 g %.,*:’,uMan Elec{ M |.F |{pa. |Wk. Mo.
0 0 ~ N} @ 7 84 e~ 3= .
S0 lE 1o B o
Key-driven q
5 0 Rotary
o L
1l Full-bank 5 !
12 10-Key ,
13 Pr:.nting Ca.loula.tor H i!
R
1 Other: | | g | ]{

1. How much skill is required?
o. ‘How do you determine this skill? (‘Interview, test, application, g—ztc.)
If test: (=) Type of test (comtent, length in tme, ete. )
() Standards (how you evaluate)

‘ ( ) At wha’c Jlevel should this training be provmeci‘? (In your opinion)

| . Jr. H,S. Frivate Business School
H. 8. __ Previous employer
College ]

3. If training is given: (a) how much? (b) how long?

(c} on what job (4) how and by wh Nu-z:

Next yr?

L. Do you expect number of pevsons using these machines to jincrease

decrease

emain same




BLLLING BOOKKEEPING

Approximately ~
how meny? Extent
, of

use?

= Yes
0 =No
? = Don't know
1 = Maybe

-

Machines {Persons

.

wrs from now

Mo.

i § o bosmmens L] s pertotts gty

Use Machine Now
to emplogpent**
use machine¥¥#*
within next 5 yrs.

5 Yyet
Demand training prior

fan (Eleci M

Used ). year ago
Will be using 1l-2-
Train employees to
Plan to add machine

~ )y Typewriter
. Keybosxd |

How much skill is required?
How do you determine this skilj_.? (Interview, test, application, etc.)

If test: (a) Type of test {content, length in time, ete. )

(b) Standards (how you evaluate)

f' - (¢) At what level should this training be provided? (In your opinion)

Jr. H.S. Private Business School

| E. 8. Previous employer
3 _ Gollege
i 3. If training is given: (a) how muc:? (b) how ‘long?
(c) on what job (d) how and by who;ﬁ: -
Withis
3 Next yr? |5 yrs’

3 ' increase

k. Do you expect number of persons using these machines to |decrease

‘ o emeln same

P T



COPYING

LS

~4

Yes

= No

Don't know
Maybe

it

5 _years from now

Will be using l-2-
Demand training prior

Use Machine Now
Used 1 yesar ago

to employment*¥*

Approximetely
how many?

Machines |Persons]

use machine¥*¥x

Man

Train employees to
Plan to add machine

Elec

23 Thermofax
¢ (heat process) .

poi Verifex
{dye treasfer)

;-25 Apeco - .

e 06 Xerox ' P

W

.27 Other: , i i

U

R*1.  How much skill is required?

2. How do you determiﬁe thié skill? : (Interview, test, application; etc. )
’ If test; (é) Type of test (content, length in time, ete.)

'. ' {b) Standards (how you evsluate) I .

(c} At what level should this training be provided? .(In your opinion)-

: Jr. H.S. . Private Business School

“ | H. S. Previous employer .
o College | , |

#3, If treining is given: (a) how much? (b) now long?
\ - ( 9) on what Jjob (d) how and by whom:

o Next yr?
L. Do you expect numher of persons using thes{e machines to increase

1 ‘ decrease

a ) é remain same




s

DICTATION-TRANSCRIPTION T
l ¥

how many? , - Extent .

Approximately ﬂ L

————

o
b
2

¥R

Train employees to
c
Plan to add machine

Machines |Persénsfj = .

>, 37 N » S
- e e - LA

- o

Man |Elec] M | F #Da. WR Mo.

ot B

Demend training prior

‘—l
1)
=
P
1]
Use Machine Now:
[Used 1 ycvar ago
Will be using le-2-
5 years frcm now
to employment**
within next 5 yrs.

- [} N ém .
. bk u
28 Dictaphone ] - -

A . N 2

P9 Ediphone = : - b » -

;O Soundscriberxr « ’ . R

k51 T | | I

: 2 Other:

e e
’
N

1. How mmch skill is required? I C _ A0S

j-2. How do you determine this skill? (Intervieizw, test, application, etc.) ‘ B

K- If test: (a) Type of test (content, length in tire, ete.) . -

23 (b) Standards (how you evaluate; ;- ) - . -

(c) At what level should this training te provided? (In your opinion) -
4 Jr. H.S. Private Business Schocl e S

E. S. Previous employer “ - o ..

T“\a‘, it i

College : _ . | X

%3, If training is given: (a) how much? (v) now longt - o
: \ ' s
i (c) on what job (¢ how and by whom: -

ke |
T Within el
-'{f Next yr? 1| 5 yrs.? i

‘ 4. Do you expect rumber of persons using these machines to lincrease x o e
~uEAN ) . . . L «
& . o _ decreass ‘ R
remain same . k

: %




: 6
DUPLICATING
B . |
ot o 9 . Approximately '
dxl Bl how many? Extent
| & .
I < .
, Yes YR AR of ..
¢ 0 = Ne = 3 wgl g ¢ x| H n . use?
& 2 = Don't know 2 | g 158 IER i
@ 1 = Msyhe g ] E : g '§‘ﬁ "é.',g 8§ siMachines Perscms‘
. r : o gl O =
3| a1 88l e
= ol g’ Soelg®
) ol Jaglea 8 g Man |Elec| M : F {Ds. |
jon] s N a & o . .

19 Fluid ~

=-

21 Offset — | J

TR
R
=
2
¢

If test: (a) Type of test (content, length in time, ete. )
2 | (b) Standards (how you evaluate)

(c) At what level should this training be provided? {In your cpinion) .

»

Jr. H.S. Private Business School
’ E. S. Previous employer
2 College
3. If training is given: (a) how much? ~ (b) how Llongt
(c) on what job | (d) how and by whoms - o "_‘
E CIEEE

Next yr? | 5 yrs?

Do you e pect mumber of persons using these machines to |increase

decrease

}remain same




ey

EAM (Punch Card Accounting)

?

Approximately
how many? ’ Extent
: - of
use?

Se.

Yes

Yo

Don't know
Maybe

a1

UL S Y

Machines {[Persons

e —

Mazn {Elec| M | F }Da. [WK.}Mo.

5 years from now
to employment**
use machine**#*
Plan o add mechine

Demand training prior
withln next 9

Will be using l-2-
Train employees to

Use Machine Now
Used 1l year ago

y

|

o

37 Reproducing - ,I

ﬁ

How much skill is required?
How do you determine this skili? (Interview, test; spplication, ete. )
1f test: (a) Type of test (content, length in time, ete. ) .

(b) Stendards (how you evaluate)

(¢) At what level should this training be provided? (In your opinion)

Jr. H.S. Private Business School 3
H. S. Previous Employer

College

;: 3. If training is given: (&) how much? (b) how long? |
(¢} on what job (d) now and by whom: &

T Withih 3

Next yr.? | 5 yrs? 3

Do you expect number of persons using these machines to |increase

58

decrease

remain same




EDP
8
o o 18 Approximately
Cgl gl oy L oig how many? Extent

A EREHE o

= & wEld gl 28 = use? -

¢l BladisEaalR _

- ol 3 _1u0oladg 8 HIMachines }Persons

- ws - - F Tt w2
1o ol o 81 Q || :
t g1 ~128|98 =517 '

’ \ @ e gm g 3 Lt 2 § Man [Bleci M { F {Da.|Wk. Mc:.i
§ I R I - - - ' o — -
B> Computing Systen N SR ' d -
® —TEUT PERIPRERAL: )
M3 Cptical Scanner J
. TNPUT Miscellaneous NEEEEE R Rk | |
¥ OUTPUT PERLPHERAL: = 1 , »
$15 0ff-line printer - | |
EL6 OUTPUT Miscellaneous “ ) A#

How mich skill is required? _ ‘
How do you determine this skill? (Interv:;’.ew, teéis, spplication, ete.)
It test: (a) Type of test (content, length in time, ete. )

(b) Standards (how you eveluate) |

7 S (¢) At what level should this training be provided? (In your opinion)

%
&
o

Jr. H.S. Private Business School
% | o H. S. | Previous Employer

‘  College ' |

3. If training is given: (a) how much? (b) how long?

& (¢) on what job -(d) how and by whon:

Next yr?

-

k. Do you expect numwber of persons using these machines to increase

decresse

remaln saume
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4‘:@"‘ ; .. bl
el 1
TYPEWRITERS -
y .
, % o g Avproximately o
SN E :g ) how meny? Exbent
= Yes xl g = SRR ERA TN ot
= Ko 21§ wgld g oxl = use?
= Doa't ko SERELEL EEEL e -
1 = Mayb e a $4
= Maybe '§ o z A & % %,g’ ni Mechines {Persons
gl~ile d 'g B 8l - g
51 9 19> 8ol F 8! &aliMen |Elec] ¥ | F {iDa. [Wk.IMo
, _ 21 9 l1dnwlB3E5Ba% Iy
y DI D = =R ISR . :
 Elite {Small) .. . : .
 Pica (Big) ~
3 Executive S - -
£ (Proportionsl Spacing) ~
7 Selectric (Type Sphere- - - . i
; Stationary Cerriage) : - -
h Flexowriter - L
{Tape) ] ' :
5 Vsri-Typer
f;.Teletyper A
kS other: | ' -
$x1. How much skill is requirea?
3 How 'do you determine this skill? (Interview, test, spplication, ete.)
E Tf test: (a) Type of test (conbent, length in time, ete.) ,
¥ 4 (b) Standards (how do you evaluate) ‘
E (¢) At what level should this training be provided? (In your cpinion)
- - © Jr.E.S. Private Business School
o o | H. S. " Previous B}nployer
? College ‘
g 3. -If training is given: (a) how much? (b) how Long?
‘i  (e) on what job? (4) how and by whem? .
4 Next ¥r? |Within 5 Yril

¢ b, ‘Do you expect the number of perscns using these
increase

. machines to
dec_rease

yemain
+he same




MISCELLANEQUS

i

éyh

& |
N A P ¢ all Approximately
Nz ‘; pelal how many? Extent
Q

S N CES E ot
= ¢ 125 E I ST use?
o y HalEg e s R -
2|y EYEERD Y '
o 0 13, 18215 = ShMachines [Persons '
S oHIBd 0 g {9 ,
g | " PIkEIE T
> s BrEC RS % e b b |
2 Yl o ~ Zl{Man |Flec| M | F.]Da. [Wk.
= o = g-p é:'l 53 .

?9

52 Projector

L (Reader)
3 Automatic

Retrieval

£56 Other

1

. How much skill is required?

How do you determine this skill? (Interview, test, application, ete.)

If test: (a) Type of test (content, length in time, etc.)

(b) Standards {how you evaluate)

(c) At what level should this iraining be nrovided in your opinion?

Jr. .S, _ . Private Business School
H. S. Frevious employer

If training is given: (a) how much? (b) how long?

(d) now ard by whom:

(¢) on whet Job

Next yri{W

increase

decrease

remain same




Would you hire high schnool gradustes if they have kad ro preyious work

experience? (Ages 16-22) Yes
~No (Go to quest. 2) -
- Other
If yes, how many: Mele
Female
Both

(a) Within the past two years have you hired any high school graduates who have hsd

no previous work experience? Yes
No (Go to quest. L)

(v) If yes, how many: Male
Female

For waet specific Jobs were they employed? (Title end descripbion of ,job)

a 0 you éxpec, o hire any high school graduaies wio no previous worx ex-
(a) D t to hi high school graduates who had k

perience during the next year? (and why) Yes -
- No (Go to quest. 6)

(b} If yes, how many: Male
Female

For what specific jobs?
Dontt know

How important do you feel these business subjects sre as prerequisites for employment:
(1-very important; 2-some valuej 3-doubtful value) \

Feonomics Merchandising

Consumers Economics Office Practice

Business Law - Salesmanship

Business Organization & MEmT. Shorthand

Genersal. Business Typing -
Bookkeeping Retailing ‘ o
Economic Geography Other busiress machines’ 5

Pusiness English ' .
Business Math .

T your opinion, how adequately axe h.s. graduates prepared?

Strengths

Wesaknesses

Inberviewer's general comments on interview: (State attitude, degree of cooperativeness,
etc., of person(s) intervieved; ss well as your reeling regexding the adequacy of the in-
formation obtained). ‘ ‘
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WAYNE STATE UNIVERSITY
College of Education
Department of Business .
~ and Distributive Education
Detroit, Michigan 48202

OFFICE MACHINES INVENTCRY

Harr Tmhare Interviewer:

Aﬁdress:
-
Telephone Number: " Extension:
Contact; Mr. Mrs. Miss - .
Tﬁepaz’w‘sment) e TTii}le)

? Tadustrys ) '

TF RESPONDENT DIFFERENT THAN CONTACT: "
. Wrs.  Mise ) — - (Titie)
’ - {Depertment)
Report? Yes No

. : " . AM
Appoiniment: Date o _ Time PM

) AM ; AM
Dete of Interview: Time Began _PM  Time Completed ™M
Editing Time: " ' . : : .
CALL BACKS

DATE TIME : EXPTANATION




Pica
Menal

Stanizrd Electric

E.  Fxecutive (P:oportional
b Spacing)

Selectric {(Type Sphere,
- Stationary carriage)

Rotery (no tape, moving car- -
! riage 3 e.8. Fr.r.aen) '

Tenn Key Aadiné

. Ten Key Frinting Calculators

-Other (Specify Kind):

;. TOTAL NWMBER OF BILLING-BOOK-
&~ KEEPING MACHINES (Do not

2 include sttachments to
lectroni«. data processing
equipment }

. TOMT NWMBER.OF DUPLICATING
- MACHZNES:

Fiuid (Ditto)

Stencil (Mimeograph)

offset (Multilith)

Other (Specify Make):
T
- TOTAL, NUMEER OF ADDING-
. . CATAVLATORS: -
Key-Driven (Comptometers, Bur~
roughs--no tape)

- q——-—\--ro-

3
LYY A S, TV

OFFICE MACHINES INVENTORY

9

-

6’ TOTAL NUMEER OF DIC‘EATION-‘IIRANbCRIP-

8ULD YOU TELL ME HOW MAKY OF THE FOLLOWING MACHINES YQU BAVE IN THIS COMPANY:

TOTAL NUMBER CF COPYING MACHINES:

(Identify by Trade Name)

TION MACHINES

(Identify by Trade Name)

=

Card Punch aud Verifyers

Sorters

'San

Collators

Renroduc<rs

Accc;ﬁnting Machines (Tabuié.tops)

Computers (Not Separate Parts)
(Identify by Name and Nt:nm‘ber

of Mein uomponent On..y, €.8.,
Tid 1hOL)

\
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¥ - o
E N Table I | |
: ’{."‘;» ' ) ' ’ -i!;
_ Size and Type of Companies that huve Adding/ Caloulators N
4 ' oo Y
3 4 . ~ Size of Compary I
X e T oaa b . MAara : g
Type of Company oize | lebs » T e sore -
. o : Unspeci- | then | 4-19 { 20-99 [100-499| than }. TOTAL =~ -4
fled . L : - 500 | .
. - . & 4}#: L

% Agriculture, Forestries, and - . : _ o
'S Fisherles - - '

1
Qonﬂﬁmction P2 7 1 L - - EURERE
~ Menufacturing Dureble o ' - 1.2 1 p) 8 2 18 =
" | Mapufacturing Nondurable - - ~;' = 2 2 5 -~ - A 9 -, X

k- Transportation and Sowmunica- ’ - - SR P

e R I I TN TR R R -
Wholesale and Retail Trade 2 | 36 28 10 3 - 19 |
Finance, Insurance, and Reel - . S C -
Fitate . - T 9 1 1 ¢ - | 38
Business snd Repair Services - 11 3 1 S N T B
" Personal Services | - L 2 3 N 3 9

' " Professional Services | 2 T .5 1 (S i :
:'.:' ‘Public Services ' 1 1 é - 1 | 1 10 f ﬁ&

TOTAL 1 on 2o | 2| s .1 |7 [ T8
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B v
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< .
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L3 - 2
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Y Teble XI
Size and Type of Companies that have Bookkeeping Mschines
» Size of Company - -
Type of Company ) Size Less o More g
Unspeci-| than | 4-19 |} 20-99 |100-499 § than TOTAL
fied Y ) S 500
- Agriculture, Forestries, and ,

" Figheries ' - - - - - - -
Construction 1 - - 1 - - 2
Manufacturing Dureble -, - - 1 T 1 9

Mamufacturing Nondursble - . 1 - & - 3
Transportation and Commnica- - .

tion : - 1 - - - - 1l
. !
Whoiesale and Retail Trade 1 -3 T 5 3 - 19
Finance, Insurance, and Reel _ L
Estate B - 2 1 1 - L
Business and Repair Services - .- - .- - - -
Personal Services - l- - - - - - 1l
Professionzl. Eervices - - 1 - - 1 m 2
Zublic Services l - - o - 1 2
T -y -
TOTAL - 3 5 i1 8 13 - 3 L3 .
[ " - 2 =
Ly . ,
EMC'?‘?":‘T?*' T M ::,::” R - g -




P
Tebie IIT , - -
Size and Type of Compenies that have Copying Machines o o }
B
Size of Comyanv by Number of Empioyees U 4
4 : Type of Company , | Tess | - | More ! Total | ;
- (Stenderd Industriasl Clessifi- } 07.f . then. 4- § 20- | 100- | than by e
e cations) .o b1 99. | 499 500 Type - ...
2 . ’ ’ o S ' 7 ) L}

Agriculture, Forestries, and o RS B | P © A
"G Fisheries . - © o 1 - - - i

) Constrﬁc’cion : 1 i 1 1 o . | ’+ .
f . Menufecturing Durable = - 1 5 8 2 16 - »

Mamufacturing Nondurable - o R Y - b B

f; Transportation and Communica- o RETINE ) ) |
i3 £ior - - 1 - 1 - 2 o

Wholasele and Retaill Trades 1 - k 3 2 | - 30, - - o

'Fina.nce, Insurance, ‘end Real ) _ - ,
Estate ' - 1 I s | 1 1 o 8 = -

1
'
]
¢ .
(F V]

Business and Repelr Services - 2

- Personal Servicss - -1 - - - g - - R

4

I ;:“;‘m
W
A
-
H .
s
&

Professional Services

-Pablic Services.

Iro
1

-

|+

wn
O
2
'—-l
’-l
{,—A
"
=
O\
1

Total by Size

3
A 1 i
;: por o2 \am— N » m—— -y A i - St € .‘\f"‘-'
3 " a - . .v.;
< - “Size not specified. . i,
=, } ( _ !
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Teble IV.

avammmcnd am delead lemers

PGG1SS unadv nave

‘e
’
.
awm Wanladmmamn
Vid MiSviisliC O

P -
CLw, et
o .
g )
ot .
- - . 7
t
~
.
-
Sparamm

Type of Company
(standard Industrial Clessifi-
" catiogs)

Size of Compeny by Number of E:ﬁployee's‘, » -

' Less
0% | then | k-
l 19

st

20-
99

-

199

16C-

“Potal -
ey
Type Tt

More
“than
500 -

Agriculture, Forestries, and ' .
Fisheries i - L. - - -

Construction 1 - - - -

Manufacturing Durable N 1 3 6

Manufa.cturing Nondureble

Transportetion end Communica-
tion

Wholesale and Retail Trades

'Finahce, Insurance, and Reui
Estate

Business and Repair Services
Personal Services
Professional Services

I':ubiic; Services

Potel by Sire

o w

19
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Table VI. )

5ize of Company by Number of Employees B

, L N More
Machines Iess 4.19 20-99 | 1€0-499| then
. fied than b 2 500
Comptometer - - B 2 8 1
Di.ctaphone T 5 10 9 Vo | 5

_ Ediphone Y- - 2 - 3 12
IR - - - 1 - -

* Soundscriver - - - 1 - - |
Stenoretie | - - 5 1 - i |

Unidentified & - .1 - 1t 2
TOTAL . 13 2 -18 iy 1 37 21
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Table VII.

—— ‘ﬁ"—':z‘-—-r—‘
. Stencil Offset

~pt

PTypes of Duplicating Machines by Size of Company

Fluid

Size of Company by
Fumber of Fmployees
' 2 1

Size Unspecified
1

fess than b4
4-19 | 13
5 2

20-99
. -300-499 : 22 3
More then 500 - 9 ‘ 2. . .1
1
' Total 51 38" T
' . -7 - o -
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_ Table IX
- pre-Buployment Training erd Skills Demsnded for the = = . e
. ' Nine Types of Mazhines Studied - SALL T
o  NUMBER OF COMPANIES .~ -
- No ‘ DO ¥ L
' . : . Companies Training | Yraining Have .. N - B
- Answering Regunired Required Machines Answer .. .

‘ L4

A2ilpg/Caleulators 168 13 36 47 e - e

 Billiug-Bookke@ig 357 . 25§ . 12 196 | 6% 5
~ Copying 58 E s . T 174 7T ..
Dictation ) 31 1 | 1 1 206 2 :
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