& STUDY OF THE METHODS U3ZRD IN THE PURCHASTNG, STORING,
BUDGETING, ACCOUNTING, DISTRIBUTING, AND INVENTORYING
OF INDUSTRIAJL ARTS WOOLWORKING MATERIALS 1IN

SELECTED HIGE SCHOCLS IN THPE STATE OF TEXAS

M{ﬁéx Professor

. _Z,_i/ _JJ_.Z@/%‘DL

(uakrman of the Reparutment of

Dearns of the Craduste School



Gomez, Hervey, A Siudy of the Maethods

chasing, Storing, Budgeting, Accounting, Distributing, aod

>

inventorying of Industrial Arts Woodworking Marerials in

e =ttt o A " ——— A MPAML AAREY M mkedwiraan By R 3 4V AV A A § T aamrg e o et (s 5 1 Tt

selected figh Schools ju the Staite of Texas. Master of Science

kS

(Industrial Arts), May, 1973, 123 pp., 26 tables, bibllography,
22 titles.

This study was conducted to deternine the methods used
in the purchasing, storing, budgeting, accounting, distribui-
ing, and inventorying of woodwcrking materials by industrial

rts instructors in secondary schools in the

P p g Tl S .
Sale 0L rexas.

@

13

The study was limited to fifty-cight woodworking iunstrue
tors in geographically dispersed secondary schoovls in the

state of Texas selected from the list of Texas Schools Having

Industrial Arts Teachers During 1970-71 provided by the Texas

Education Agency.

Data for the study were cbtained from a research instiru-
ment formulated te provide the needed information. It was
mailed to ninety-one instructors. Fifty-eight responses, or
63.7 per ceni, were received.

Chapter i incliudes a statement of the problem, the back-

ground and signiificance of the study, definition of terms,

Limitation of the study, a review of related studies, souice
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of data, the procedure uvsed for colleccion of the data, and

an organization of the study. Ceptained in Chapter 11 are
important facls velated Lo ithe purchasing, storing, budgeting,

'

accounting, stributing, and inventCoryiug of industrial erts
woodworking materials. A study of the methods used in the pur-
chasing, storing, budgeting, accounting, distributing, end in
ventorying of industcial arts woodworking materials in selected
Texas high schools is presented in Chepter ITI. Chapter IV
contains the summary, findings, conclusions, and recommenda-
tions of the study.

The following conclusions are presented ag a result of
the study:

1. 1In the majority of the cases the instructor was the
person essentially responsible for most phases of laboratovy
operation involving the purchasing, storing, budgeting, accourt-
ing, distributing, and inventorying of industrial arts wood-
working materials.

2. There was 1little if any standardization of procedures
inveolved in the purchasing, storicg, budgeting, accounting,
distributing, aud inventoryving of woodworking supplies.

3. Since a majority of the instructors did not believe
any of thesc phases of cperation took an excessive amount of

their time, it was assumed ihat the wajority of the
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respondenis sperd & sariefoctory amcunt of time on actusl

classroom instruction.

4. The majority of the instructors were conscientious
about the collecticn of money, checking of chop Linances,
keeping of records, and ordering of supplics in their labora-
tories.

5. The fact that a majority cf the regpendents lLad a
salable supplies deficit did not keep students who could not
pay for their supplies from ewnrolling in a woodworking clase.
This points out the fact thal in the majority of the cases
no discrimination was made against the poorer students as far
as being given an equal eaucational opportunity in the wood-
working laboratories of the participating Texas schools.

6. Unless they have deviscd a means other than a safety
deposit box for the safekeeping of money collected from stu-
dents druing the day, the majovity of the instructors were
left with the responsibility of carryingz an unknown amount of
money on tleir person for an ankuown zmount of time each day.

7. A majority of the instructors were given a "carte
blanche' as far as collection of money from students and when
this money was to be turned into the office or the like.

8. Ac shown by the responses of the ingtructors, a ma-

%

jority ofl the woodworking labovatories in the participatiug

fesa
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sacrifice the time and oiicri necded for ectosl lahoratorny

instruction in directing hic attention to the worrisows, yel

.

necessary, cetails involved in the purchasin storing, bud-
geting, accounting, distributing, and inventorying of fndug-

trial arts woodworking supplies and mzterizsls.

Statement of the Problem

This study was concerned with the mathods used in the

areas of purchasing, storing, budgeting, accounting, distuibut-

(&S]

ing, and inventorying of woodwerking meterials by industrial
arts instructors in the seccndary schools in the state of
Texas. Relative to the problem, answers to the following
questions were sought:

1. What are the wost fregaently used methods for purchas
ing industrizl arts woodworking materials?

2. What are the practices vsed by the industrial arts
teachers in storing woodworking materlials?

3. What are the budgeting policies that the indusirial
arts instructor must follow?

4. What are the accounting practices confronted by the
industrial arts teacher in the various selected Texas schools?

5. What methods are used to distribute wocdworking

supplies to the studentc?
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6. What praciices =ve vicod in the taventory of woed-

working suppliesg?

1
5

Jackgrouvnd and Sienificance of the Stwdy

Industrial arvis in eduvcaiion has progressed considerably
since the early twentieth century when Bonser and Mossman de-
fined industrial arts with vefercrce to education as "a situdy
of the changes made by man in the forms of materials fo in-
crease their valuen, and of the problems of life related to
these changes" (3).

Although no one person is credited with the development
of the industrial arts program, it hos been generally estab-
lished that industrial arts as a significant part of education
came inio being between 1906 and 1917. It was after World
War I that the industrial arts program really began to spread,
and only after 1930 that it really grew a2t a more rapid pace
(10).

At first, only a few giaple items were used and the cost

of thesa supplies was generally swall. Because industrial
arts classes entailed ihe use of few supplies, genecally the

problems were few. The items used were often limited to clays,

construction papexr, {lour paste, carvdhboard, zad wood. Baslketry

work involved the usge of reeds, rattan. cord, and yarn.
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nd thirty-
four givls ipcurcing & total shoual expendituvre of eighty-
four dollars and seventy-elght cants ().
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Precently, tho indusirial nrts laboratory is larvge and
often tocated in the most accessible area of the schocl build-
ing. Becausc thev have kept trend with the times and expanded
in the number of people they serve, industrial arte lebora-
tories now require a wide variety of special materisls of in-
creasing cost for effective operation (7). Thus, the industriel
arts instructor finds himself with the multiple duties of having
to manage and supervice the purchasing, storing, budgeting,
accounting, distributing, and inventorying of the materials re-
guired to run an efficient indusitvial arts class

D= R I

The methods used for purchasing of materials vary and

involve a wide range of neads. A study conducted by Smith in

1927 shewed that great diversity of

1

purchasing methods can
exist even within one city. Answers received from instructors
ranged from statements that the jnstructor himself made all

purchase reguisitrions besed on actual classroom need, to
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of industrial art
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itself bas reached greater proportions in
the last thirty yesars.

In distributing materials to his students, an instructor
f

ig

e
r
bmln
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has te cheoose a determined method for distribution
to be utilized well. 1In general, two methods for getting the
distribution accomplished essily are fthat of using a monitor
system or that of using a '"student-divected organization™
(10). 1However, with the present and growing volumes of materi-
als used in a woodworking laboratory, practices may vary from
distribution of supplies by a shop foreman to random securing
of materials by individual students as they find a nesed for
any item. This in turna leads to the guestion of when the
student sheuld pay for materials. Should he pay for them when
they are issued to him, shouald be pay a shop fee, or should
he pay for matevials when he coupletes his project and is ready
to take it home?

These guestions point out the importance of an accurate

~
i

accounting system. Collection of money Trom students could
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vacying from ehop tickecs 1, Fixed vhop fecs have been formui-

lated to poy for the materisls a grudent uses within once wood-
workiing course. Tt has been stated ot the ideal situation
is one in which the teacher never handles money (12). However,
iiferent cities finds that, al-
though most schools have a different accounting system, it is
the teacher who invariably handies the money at one time or
another. The important thing to remember is to keep accurate
records, for it is these records which "protect the teacher
against any question concerning financial accounting' (3).
lecords also play an important role in the keeping of
laboratory inventories. When few meterials were used, inven-
tories were sinmple tasks. Presently, methods used for keeping
inveniory of supplies are numerous. Random inventory by an
instructor lcads to inaccuracy. However, where each item is
given a code wumber, an inventory can be conducted easily and
can be a useiul tool to the instructer in accounting to school
officials for all marcrials and supplies (2). The importance
of the inventory also iies in the fact that it enables the
industrial arts teacher to know what and how many supplies

he has on hand and how much he needz to purchase.



A study of e praciicss ool grenasdoroes vtllized in
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en attompl wos mods to bying Lo the fore preobless confronted
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by industrial arts instructors throughout the state of Texas
in the areas invelving the purelmsing, stoving, budgeting,

accounting, distribution, and invenforying of industrisl avts

supplies.

Definition of Terms
For the purpose of this study, the meaning of certain

terms needed clavification. The definition of these terns

1

are as follows:

Materials or surplies are used svnonymously and refer to
T e et e e et bl A - o

the nonpermanent materials that are used for instructional
purposes and are eaciually consumed in use.

ADill of maiervials refers o a record of supplies kep:

by vha ciudent and/or instvactor of all maieriale used in the
construcition of & projoct.

o~

A project refers to the object the student is constructing

B e

in a woodworking class.

or supplies on hand at a certain time.
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of macerials to the

studenis.

Accounti

1

ng reicrs to dhe Ffinel disposition of funds from

the sale of insuructiconsl wmateriols.
in achieving each of the studied procedures.

Selected high schools refers to high schools chosen from

a list of industrial arts teachoers compiled by the Texas
cation Agency.
Shop bill refers to the total cost of materials which
must be paid by the student for construction of a project.
Shop, as used in the study, pevtains to the industrial

arts woodworking laboratory; shop and laboratory are used

synonymonsly.

Limitztions of the Study
Certain limirations weyre necogsary in order Lo conduct
the study. They are gz follows:
1. The study was limited to the woosdworking arca of

industrial arts at the secondary school level, 1972,
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2. Only the vhaosos of laborsiory oscrolion Invelviag
PUTC ST Sloat s Tyvi e #5ingr ae iyt e diatribuisinge and
PUXCNaABLTE, SLOX,, O LAY . HOTOUN LN, QLS DLDWGILANE,  and

3
1

inventorying of industvial avis metericls were studied,
3. The study was limited to o selected group of geographi-
cally dispersed schools in the state o
L. Tt was further limited bo fiity-cight responses, or

63.7 per cent of the ninety-one instruments mailed to indus-

trial arts woodwoxking teachers.

Related Studics
Emerson conducted a study entiiled “Problems of Purchas-

]

i1

He ™

ing, Issuing, and Accounting Relating to Supplies Usec
Industrial Arts Clesses in Oklahoma™ in 1940. Cne of the

findings resulting from this study was that in large classes

a persomnel program which includes provision for student help

iv fasuing materials in the indusirial arxte shoy was considered
I i

a necessity (O).

i

In 1250, Eoyd conducicd 2 study entitled "A Study to
Nevelop and Tropese a Systam of Industrial Arts Accounting
and Bookkeeping for the Secondary Schools of Fort Worth, Texas."
Some of the conclusions drawn are as follows:

1. Records weve not kept according to 2 standard system,

2. Most Leachers neod further praparation i accountinz.
I 3 &



A0 Adwmindstuators wore spslugi collacidng the money in

the busin. os of fice of oo mebool,

&, A good syetom of sccounting for industrial arts shops
would De one that would enzble the wnsirvctor to record the
desired information with a mianimum of time and effort (4) .
Anderson's study in 1951 entitled MA Study and Bvaluation
of Certain Practices of the Financial Administration of Indus-
trial Arts Departments in Class VA" High Schools of Texas"
concluded that many different f{inancial systems were being
used in the state of Texas. As a result of this study, it
was recommended that more teacher preparation during college
study was needed in the arca of financial administration.
Auderson also concluded that persons entrusted with public
funds and who are paid by the public are subjected to criticism.
He recommended that standards of practices and procedures should
be adopted by the Division of Iandustrial Arts of the Department
ofl BEducation, and be published in a bulletin available to all
incustrial arte teachers (1).
A study entitled "Proccedures of Industrial Arts Teachers
in Providing Supplies in Sclected Southern Caliiornis High
11

Scheols"™ was conducted by Dowley in 1954. The following are

some of the conclusions reached as a result of this study:



were prepared for

2. The m

fal}

inventoxy.

aeficient, measured by con-
veniernce and adequacy.

4. A lerge wajority of teachers were not satdsfied with
their distribution sysiem and wany of these ewpected to change
their system soon.

5. In generzl, the accounting [or the issuing of supplies
required too much of the teacher's time.

6. In the wajority of instances, the industrial arvy
teacher kept the student account records. This responcibility
required too much of the teacher's tiwe {(5).

In 1956 Rublin presented a study entitled "Methods of
Lssuing and Accounting for Supplies in Industrial Arts Sheps
in Washington.' Several recommandetions made by Rublin are
as Follows:

L. Teucher education schonls should devoie a minimum of

three class periads per "methcds' course to discussion of

shop supplies arrangement and acccount handling.
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2, Gwenty pec cent of Uhe teotal suwm should bo devied
to the final cost of the student projects dn an eifort Lo
delray the cost of waste.

3. Supplies disburgemeni shoulid be handled by siudent
shop foremen or student supply clerks, subject to the instruc-
tor's guidance.

4, The office of the purchagsing agent should be fully
utilized by the industrial arts department.

5. A one dollar tool breakage fee should be levied against
each student, with any unused amount returned at the year's
end (9).

The related studies presented cuf across the purpose of

this study, but ncne provide answers to the subquestions listed

under the statement of the problen.

Source of Data

Data for this study were obtained from the following

sources:
-~ “ . .
1. The 1970~71 list of Texas Schools Having Industrial
i

Arts Teachers compiled by the Texas Education Agency was used
for the seiection ¢f the nanes and addresses of the teachers

N

included in the study {(1Z).



2. An insiyverent wee developad Lov vee in the gathering
of data for the siudy.
1

3. 1Informaction way arso cathered frow various hooks
O bd

yreviocus research, and periodicals.
) 3

Procedurcs of the Study

The idea for this study oviginated in the problems faced
personally in carrying out the everyday opecrational procedures
essential in the woodworking laboratory.

The following procedures were used to conduct this study:

1. A search was made of studies conducted in Texas and
other states which bore relation to the problems faced in the
operational procedures encountered in most industrial arts
laboratories.

Z. A study was made of documented facts pertaining to
the purchasing, storing, budgeting, accounting, distributing,
and Inventorying of materials from varilous books and magazine
articles.

3. The ﬁames and addresses of ninety-one jindustrial arts
Woodwarking teachers were selected from the 1970-1971 list of
Texas S5chools Having Industrial Arts Teachers. The names and
addresses were chosen se as to include geographically dispersced

secondary schools in the state of Texas.
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Ge A letter explaining the nature and purpozse of the

study was mailed to the selected indusirial arts Lescliers

[
1
¢

along with an instrumwent containing & check-and-answer list
designed to obtain dats neccessary to complete the study.

5. The data thus gathered were compiled, analyzed, and
presented in tabular form.

6. Corresponding swasaries, findings, conclusions, and

recommendations were presented {yom the data collected.

Organization of the Study

Chapter I contains a statement of the problem, the back-
ground and significance of the study, definition of terms,
limitations of the study, a review of related literature,*source
of data, the procedure used for the collection of data, and
the organization of the study.

A vreview of important facts related to the purchasing,
storing, budgeting, accounting, distributing, and inventorying
of materials is preseated in Chapier 1.

A study of the methods used in the purchasing, storing,
budgeting, accounting, distribufting, and inventorying of in-
dustrial arts woodworking materials in selected high schools

in the state of Texas is presented in Chapter II1.
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CHAPTER 1T

IMPORTANT FACTS CONCERNING PURCHASING, STORING, BULCETING,

ACCOUNTING, DISTRIBUTING, ARD INVENTORYING OF

IRDUSTRIAL ARTS MATERTALS

Parchesing
Without materials and supplies &n industrial arts wood-
working laboratory could not function. The anount of supplies
used in woodworking is great and the purchasing of these sup-
plies should be done in an orderily manner so as to avoeid con-
fusion and waste of the instructor's valuable time. Severél

factors to be considered in purchasing materials arc as follows:

1. A legitimate reason for requesting supplies
and equipment.

2, A thorough description of the items, including
o] 3 [we]
name, size, grade, quantity, and guality.

3. befinite specifications.

4, Personal knowledge regarding materials
desired.

5. Desirability of ordering supplies on a yearly

6. Desirability of local dealers whenever pos-

£)
[



7. Anelysis of all needs wo far ss poassible,
TMAKING

2 an allowance for emsrgencies (9).

Purchasing of waterigls is a continuing task which can
lead to probleme if noit adeguately ovgenized. Three problems
which often avise in purchasing of supplies ave

L. Determining the kind of materials that
will best serve the needs.

2. Setting up proper specifications.

Al

3. Determining the most economical and effi-
cient methods of purchasing (1).

Determining the kind of materiale that will best serve
the needs fs a problem which does not concern the shop teacher
alone., 1t also involves the supervisocr, purchasing agent and/
or the business office. Selection of supplies should be based
on the following:

1. Curricular offerings of the department.

2. Methods of presentation and use fco be
carried on . . . .

3. Simplicity and ease of uvse . . . .

4. Uniformity of quality and cconomy in
use (1).

Proper and complete specifications insure the guality of
the materials to be purchased. Four steps to be considered in

praparing specificaticns are
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1. The aims andd objectives of the program.

2, Shop organization and activities se-
lected,

3. Size of roows and classes.
L, TFunds available for purchase {5).

Determining the most economical and efficient methods of
purchasing is a problem which involves many factors, and it
usually varies with different school districts. There are
several methods which are used for purchasing materials. In
larger schools a purchasing agent in a central office directs
the purchasing of materials. The items are purchased through
this central office or purchased with funds placed in accounts
by this office for the individual schools. 1If the decentralized
plan is used, each school purchases many, but not all, supplies
directly after negotiation for the best prices. In smaller
schools, the responsibility for planmming and purchasing of
supplies is left to the industrial arts instructor with allo-
cation of funds for fhis program depending on the teacher’'sg
need and careful requisitioning. 1In the large centralized
systems, requicition forms are used for ordering the supplies
needed. A list of materials is furnished for the teacher, and

he in turn selects from this list those materials he needs and

the quantity which be needs (7). Which method of purchasing

o
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is selected by a school system depends on which method best
serves its needs and the needs of the school and/or class as

a whole.

Storing

Storage of woodworking industrial arts materials and sup-
plies is a time-consuming function which all woodworking in-
structors must face and organize in a way which will insure
proper operation and therefore insure effective instruction of
students. That adequate storage space is usually not available
"is further pointed out by Svendsen when he stated, "'Inadequate
space seems to be a way of life for teachers" (8). Storage of
materials affects other phases of the woodworking class in that
it also affects the amount of materials which can be purchased,
the method of distributing materials, the inventory of materials,
as well as safety in the laboratory. 1In general, the articies
for which storage must be provided are as follows:

1. Large materials, such as lumber . . .

2. The smaller supplies, such as screws,
nails, and sandpaper.

3. Paint, varnish, pumice, oils, and other
finiching materials.

4, Materials needed for special projects

5. Materials to be sold to students.
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6. Student projects under construction.
7. Teaching aids . . .

8. Books, pamphlets, catalogs, and other
reference materials.

9. The teacher's plans . . . .
10. Records .

11. Teacher's personal clothing, such as his
coat, hat, apron, or smock.

12. Students' personal belongings . . . .

13. Salvage material: wire, tin cans, auto
parts . . . . (7).

Since it appears that most schools do not have ample stor-
age space, it is the teacher who must use his ingenuity and
experience in organizing the space that is available. 1In or-
ganizing for storage, he should keep the following in mind:

1. Security. Loss of supplies through pil-~

fering by students or other school personnel must be

safeguarded against through use of locks and super-

vision.
2. Safety. All stocking of materigls must be
accomplished in a way which will prevent student

injury.

3. Protection. Materials must be stored su as
to prevent them from being damaged.

4. Accessibility. Materials should be arranged
so as to avoid unnecessary stooping, reaching, re-
shifting or restocking.
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5. Ease of inventory. An organized storage

area facilitates inventory in that the amount of

supplies on hand can be counted with minimum time

and effort (2).

Storage of materials is different everywhere, and it is
the instructor who must adjust. Silvius and Curry stated,
"There is no standard system that would be satisfactory for
storing materials in all shops. The system needs to be tail-
ored to the teaching situation. Each teacher needs to deter-
mine the storage facilities needed for his type of shop'" (7).
What is evident, however, is that proper storing of materials

must be accomplished if the woodworking class is expected to

be a smooth-running and efficient operation.

Budgeting

Availability of funds for the purchase of woodworking
supplies and materials is accomplished in several ways. 1In
larger schools, funds are placed in accounts for individual
schools by the central purchasing office for use by the indus-
trial arts program. In some schools, however, funds for use
by the industrial arts department are raised through various
school projects (7).

The industrial arts instructor has great responsibility

in the matter of the budget. If he is to get the funds he
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needs for his classes, he must make whoever is responsgible

for the allocation of funds aware of his needs for the school
year., In a survey made to determine those problems which
teachers face freguently in industrial arts, the budget ranked
high on the list. It was found that "budget allocations place
a limit on quality, quantity, and availability of supplies and
equipment'" (10). The following are suggestions which Jones
believed would aid an instructor in getting the funds he needs
for supplies and equipment:

1. Tell the school board your azims and how the
supplies and equipment contribute to these aims.

2. Display attractive pupil work.

3. Don't be extravagant.

4, Build and repair things for the schools.
5. Adjust projects to supplieé on hand.

6. Salvage spoiled material by changing
specifications on projects (3).

Since in many school systems the instructor is a major
factor in determining the budget for his department, it is
important that he be able to estimete how much material is
required for the successful operation of his classes. Again,
Jones suggested the following in estimating the materials which

a class will use in one school term:
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1. Estimate from records kept in past.

2. Calculate the material needed from the
average per pupil multiplied by the number of
pupils.

3. Determine from the course of study what
materials the average pupil will need (3).

The major problem concerning budgets is that they are
generally too limited. It is extremely important that the

industrial arts teacher learn to operate within his budget.

Accounting

The collection of money from students in payment for the
materials used in the building of woodworking projects is a
chore which can be worrisome. The instructor must, therefore,
set up a system for keeping an accurate account of the supplies
used by the student. The ideal situation is one in which the
instructoeor can refrain from personally handling any of the
money and from delegating this detail to any student. 1In such
a case, it would be better to have the money paid directly to
the finance office or to the person designated by the school
authorities to handle school funds. Such a procedure would
not only eliminate a time-consuming task, but would relieve
the industrial arts teacher cf any possibility of personal

criticism (2).
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However, several other methods for the issue and sale of
materials are practiced, such as the following:

1. The school provides all of the supplies
without charge.

2. Students are required to pay for a portion
of the supplies they use.

3. Students are obligated to pay for all of
the materials expended.

4. Students are charged a flat fee for the

course regardless of the amount cf materials con-

sumed (2).

The instructor also needs to decide when to collect money
for the use of materials. The student could pay for materials
before he starts the project, as each item of material is
issued to him, or after he completes his project.

Silvius and Curry discussed four plans for handling funds
from sale of materials. Selling all materials from a central
store involves the sale of supplies directly to the students.
Although it makes the teachers' job easier because he handles
no money, the disadvantage to this plan is that students who
come to class without their materials must leave during class
time to obtain theilr supplies. The second plan involves the
teacher selling materials directly to students from the supply
he has purchased for the school term. A receipt is given to
the student as he purchiases materials, ail receipt copies

being turned in to the central office by the teacher at regular



27

intervals. In plan three, numbered material credit cards are
sold to students from the school store. When he neceds materials,
the student gives his card to the teacher and he in turn punches
out from this credit card the amount of purchase cost of the
material. At terms' end, a refund is made to the student of

the amount of credit left on his card. Here again, the teacher
handles no money. In plan four the teacher purchases all ma-
terials directly from dealers and in turn sells these materials
directly to the students. This method places heavy responsi-
bility on the teacher. Receipts must be kept of all trans-
actions (7).

Although instructors would like to do as Minter suggested
when he stated, '"The shop should be more than just a 'help
yourself' establishment where cash is paid and accounts are
balanced for privileges of using equipment and materials," (6)
it is an impossibility if the instructor is to give his superi-
ors an accurate accounting of all monies involved in running

a woodworking class.

Distributing
Distribution of woodworking materials to students can be
a wearisome operation which can foreshorten the time which the

instructor has alloted for actual tcaching. Three techniques
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used for dispensing materials to students are: (1) the closed
control system, (2} the open control system, and (3) the super-
vised closed-opened control system (2).

The closed-control system requires that all supplies be
kept under lock and key. All items needed by the student must
be requested from the teacher. This provides a minimum waste
of materials and assures accurate accounting of all materials
used. However, it is time consuming to the teacher.

With the open-control system, the students help themselves
to what they need when they need it. The advantage of a sys-
tem such as this is that the teacher has more time for teaching.
However, it may lead to poor utilization of materials and poor
attitudes on the part of students as to economy and sense of
value. It does not work well in systems where the funds avail-
able are limited.

The most effective of the three systems has been found
to be the supervised close-open control system. With this
system, small supplies such as bolts and nails are obtained
by the student as the need arises. The larger and more ex-
pensive materials are dispensed by the instructor alone. If
a student personnel organization is maintained, a supply fore-

man is responsible for issuing supplies.
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inventorying

An inventory is an invaluable tool to the industrial arts
teacher, for it is through the use of an inventory that he is
able to ascertain expeditiously and with accuracy two important
facts. First, what materials are available to the students
at present? Second, what gsupplies need to be purchased and
in what amount? Littrell declared his thoughts on the need
for an inventory when he stated, "An annual inventory is of
special interest to the administration and is necessary for
the teacher since it gives an accounting of equipment and
supplies in each room' (4).

An effective inventory can be assured threough simplicity
and accuracy (2). One method used in large schools in taking
inventory is through the use of inventory books containing
published lists of supplies used for ordering materials. Col-
umns in these books list all items received. Through periodic
review of these lists, the instructor is able to present
an accurate inventory of supplies to the administration at
regular intervals. Another method is that of using the
flexible card system. A card is kept on each item of material,
listing how much is on hand, how much was ordered and received,

and how much was used or lost, and the dates for all these

dealings (7).
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Two systems of inventory used by industrial arts instruc-
tors are the perpetual system and the periodic system. The
perpetual system involves making a record of each item as it
is used. 1t is advantageous in that the teacher usually knows
how much he has on hand, how fast his materials are being used,
and how much he needs to purchase. One student can be asked
to help in recording the materials which have been issued to
students, thus relieving the teacher of having to cope with
that detail. With the periodic system, a count of supplies
is made just before purchasing. A visual inspection is made
of each item and the quantity is marked on the available form.
A student can aid the instructor in this work (2). Whichever

method is used, the inventory of salable supplies and materials

should never be neglected.
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CHAPTER III

METHODS USED IN THE PURCHASING, STORING, BUDGETING,
ACCOUNTING, DISTRIBUTING, AND INVENTORYING OF
INDUSTRIAL ARTS WOODWORKING MATERIALS IN

SELECTED TEXAS HIGH SCHOOLS

Contained in Chapter III is a presentation of the data
pertaining to the various methods used in the purchasing,
storing, budgeting, accounting, distributing, and inventorying
of industrial arts woodworking materials in selected hizgh
schools in the state of Texas. Of ninety-one jnstruments
mailed, fifty-eight responses, or 63.7 per cent of the total,

. were received., Thirty-six tables are presented in an attempt
to facilitate interpretation of the data collected.

Presented in Table I is the number of woodworking classes
taught daily by the respondents. The majority, or 37.9 per
cent, of the teachers taught five classes daily. Only four
instructors, or 6.9 per cent, taught one woodworking class,
and only two, or 3.5 per cent, taught six woodworking classes

daily.
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TABLE 1

NUMBER OF WOODWORKLING CLASSES TAUGHT DAILY

Woodworking Classes

Respongse of Instructors

Taught Daily

OV e N

No answer

Total

Number Per Cent
4 6.9
g 15.5
13 22 .4
7 12.1%
22 37.9
2 3.5
1 1.7
58 10G.0

Table 1T concerns the average size of woodworking classes

taught daily by the respondents.

TABLE II

Twenty-four instructors, or

AVERAGE SIZE OF WOODWORKING CLASSES TAUGHT DAILY

Average Response of Instructors
Size of Class Number Per Cent
10 - 15 9 15.5
16 - 290 24 41.4
21 - 25 16 27.6
26 - 30 7 12.1
31 - 35 i 1.7
No answer 1 1.7
Total 58 100.0
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41.4 per cent cof the total, taught classes averaging between
sixteen and twenty students. Only one tecacher taught a class
containing more than thirty students. Twenty-three respon-
dents, or 39.7 per cent, taught classes averaging between
twenty-one and thirty students. OCne instructor did not indicate
the average number of students in his classes.

Data concerning the practices used in purchasing wood-
working salable supplies are presented in Table 1YII. Forty-
nine of the respondents, or 76.5 per cent of the total, indi-
cated that it was the woedworking teacher himself who puvchased
the supplies needed in his laboratory. Six respondents chose
mote than one answer, bringing the total number of responses to
sixty-four. Four of these indicated that a purchasing agent
was also involved in purchasing, while one tesacher indicated
that the department supervisor was involved along with him
in the purchasing of suppiies. One instructor indicated thzat
a practice other than those listed was used in his school by
specifying "purchace orders" as his answer. Only two instruc-
tors indicated that the school superintendent and the principal,
respectively, were responsible for the puvchase of supplies.

In the case of ten respondents, or 15.6 per cent of the total,

a purchasing agent was responsible for the purchase of supplies.



TABLE II1

PRACTICES USED IN PURCHASING WOODWORKING
SALABLE SUPPLIES

Response of instructors
Practice Listed
Number Per Cent
Purchasing agent 10 15.6
School superintendent 1 1.6
Departmental supervisor 2 3.1
Principal 1 1.6
Woodworking teacher 49 76.5
Other 1 1.8
Total 64 100.0

When asked if they considered the amount of paperwork in
the purchasing of salable supplies to be excessive, forty-
nine of the instructors, or 84.5 per cent, disclaimed an ex-
cessiveness, while only nine, or 15.5 per cent, affirmed.
Forty-eight teachers, or 82.8 per cent, did not purchase sup-
plies out of their own pocket, while ten, or 17.2 per cent,
answered that they did. Fifty-one respondents, or 87.9 per
cent, pointed out that students were allowed to furnish their
own supplieg, while four, or 6.9 per cent, stated that such
a practice was not allowed. Three instructors, or 5.2 per
cent, did not answer this question. The existence of a stan-

dardized list from which to order supplies was not used by
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or 20.7 per cent, stated that a standardized list was indeed
used to order supplies. One person did not answer this ques-
tion. Previously drawn specifications with reference to quality
which must be met by all materials purchased were not used by
eight, or 13.8 per cent, of the respondents; fifty respondents,
or 86.2 per cent, however, stated that specifications must
indeed be met by all purchased materials.

Table IV presents data concerning the average amount of
time used monthly in the purchase of materials. TFourteen of
the respondentg, or 23.4 per cent, indicated that {two hours

a month were needed to purchase supplies. Eight instructors,

TARPLE IV

AVERAGE AMOUNT OF TIME USED PER MONTH
IN PURCHASING MATERIALS

Average Amount Response of Instructors
of Time Number Per Cent
1 hour 9 15.0
2 hours 14 23.4
3 hours 9 15.0
4 hours 8 13.3
5 hours b 6.7
6 hours 2 3.3
7 hours 0 0.0
8 hours 6 10.0
Other 3 13.3

Total 60 100.0
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or 13.3 per cent, indicated that six hours or more were neces-
sary. Two respondents chose two answers, bringing the total
number of responses to sixty. Eight instructors chose an
answer other than those listed. Of these, the majority indi-
cated that purchasing was done only once a year and that the
time used in the purchasing varied. One teacher indicated
that he used 2 conference period to take srudents to a lumber
yard where each student bought his own materials.

Presented in Table V are data dealing with the requisition
forms used in the various schools in the purchasing of wood-
working supplies. Thirty-nine of the respondents, or 64 per

cent, indicated that a standard requisition form used by their

TABLE V

REQUISITION FORMS USED IN PURCHASING
WOODWORKING SUPPLIES

Requisition Response of Instructors

Forms Used Number Per Cent
Standard system form 39 64,0
Dealer's form & 6.5

5
Individual school form 3 5.0
Random teacher form 7 11 .4
Other 8 13.1

0

Total 61 100.
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TABLE VI

PRACTICES USED IN PURCHASING SUPPLIES
IN AN EMERGENCY

Practices Used by Raesponse of Instructors
Instructor

Number Per Cant

Purchases with later

reimbursement 9 13.8
Purchases and later fills
requisition forms 18 27.7

Cannot purchase unless
purchasing agent called

first 11 16.9
Uses emergency fund set

by instructor 5 7.7
Other 22 33.9

Total 65 100.0

The only explanation which can be coffered is that possibly one
of the instructors did not answer both quesgtions with the same
answer. Seven respondente chose more than one answer. This
brought the total number of responses to sixty-five. Three
instructors indicated that the instyructor purchased supplies
in an emergency with later reimbursement or later £illing out
of requisition forms. One instructor stated he purchased
with later reimbursement and also used an emergency fund he
had set up. Another instructor stated he purchased and later

filled out requisition forms plus using an emergency fund he
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had set. A third instructor stated he purchased and later
filled out requisition forms plus he gave the unlisted answer
thart he could uge the '"room's coke fund.”™ 7The wmajority of
the respondents, or 33.9 per cent, chose ancwers other than
those listed. One such answer was that emwcrgency or not, the
instructor must go through channels o cobtain the materials
needed. Several respondenﬁs indicated that an emergency pur-
chase order could be approved by the departmental supervisor,
or principal, or school accounting office. OCne instructor
indicated that he could "charge it," while two stated that zn
activity fund would be used. Several instructors stated that
a revolving fund could be used in emergencies. Another in-
structor revealed that the student needing the material could
purchase the materials himself. A unique answer was that of
writing a "'check off" a bank account provided by the school
for the department. In this case, the instructor could use
this checking account whenever needed for purchase of materials.
Table VII concerns the methods used to determine the

amount of woodworking materials purchased yearly. Twenty-

w2

seven respondents, or 42.7 per cent, agreed thiat the amount
of materisls purchased yearly was based on an estimation set

by the tcacher based on previoug purchase records. In only
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three, or 4.7 per cent, of the cases was the departmental
supervisor involved in setting a pre-estimated limit., Five
respondents chose two answers, and one chose three answers.
This brought the total number of responscs to sixty-four., Of
these, two stated that a limit was placed by the purchasing
agent on the amount of materials purchased yearly, plus also
basing the amount on the estimation set by the teacher based
on previous records. Another instructor indicated these same
two answers plus a limit based on actual need. Yet another

instructor indicated that the estimation was based on previous

TARLE VIT

METHOD USED T0O DETERMINE THE AMOUNT OF
MATERTALS PURCBASED YEARLY

Response of Instructors
Methods Used
Number : Per Cent
Limit placed by purchasing
agent or centval office 16 25.0
Pre-estimated limit set by
departmental supervisor 3 4,7
Estimation cet by teacher
based on previous pur-
chase records 27 42.7
Other 18 28.1
Total 64 100.0
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records plus actual need at the time. A fifth instructor
declared that the amount of materials purchased was.éetermined
by a limit placed by the purchasing agent and by amount of
money in the revolving fund. Eighteen instructors, or 28.1
per cent of the total, chose answers otlier than those listed.
Of these eighteen, ten indicated that actual need was the de-
termining factor. The rest indicated that their budget or
revolving fund determined the amount of purchasing done.

When asked if a limit was placed on the amount of ma-
terials that could be purchased for the school year, thirty-
eight of the instructors, or 65.5 per cent, said there was
a limitation, while twenty, or 34.5 per cent, stated such a
limit did exist. Thirty-eight respondents, or 65.5 per cent,
disclosed that they were allowed to purchase supplies at the
end of the school year for the ensuing school year, while
twenty, or 34.5 per cent, indicated that such a practice was
not allowed.

Storage practices used in caring for woodworking salable
supplies were delved into to determine what facilities, if any,
were available to the instructors. When inguiry was made as
to whether a storage area for most of their salable supplies

existed in their laboratory, fifty instructors, or 86.2 per
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cent, stated such an area was available; yet eight instructors,
or 13.8 per cent, stated that no such storage area existed.
Centained in Table VIII are data involving storage facil-
ities for laboratory supplies. Forty instructors, or 41.7 per
cent, indicated that a store rcoom was provided for their stor-
age of supplies while thirty-five, or 36.5 per cent, stated
that a locked cabinet was used for storage. Only two respon-
dents, or 2.0 per cent, stated that no particular area was
provided for the storage of their supplies. Thirty-eight of
the respondents chose more than one answer, bringing the totel
number of responses to ninety-six. O0Of these, twenty-one indi-

cated that both a store room and a locked cabhinet were provided

TABLE VIIT

STORAGE FACILITIES FOR LABORATORY SUPPLIES

Response of Instructors
Storage Area

thanber Per Cent

Locked cabinet 35 36.5

Store room 40 41.7

Open shop aresa 16 16.7

No particular place 2 2.0

Other 3 3.1

Total _ 96 100.0
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for storage, while eight indicated that in addition to a

locked cabinet and a store room, they alsc used the open shop
area for storage of some of their supplies. Three respondents
chose three answers from those listed, while two chose four
answers and one chose four answers plus an unlisted cne. Three
respondents, or 3.1 per cent, chose an answer other than cne

of those listed. One stated that a storage space above his
office was used; another indicated that an area above his tool
room was used; and the third stated that he used his office
along with the open shop area for storage.

The question of whether or not the storage arca in the
laboratory was conveniently located was asked. Of the regpon-
dents, forty-four, or 75.9 per cent, gave an affirmative answer,
nine instructors, or 15.5 per cent, gave a negative answer, and
five, or 8.6 per cent, gave no answer at all. Twenty, or 30.8
per cent, of those who answered affirmatively disclosed that
the siorage area was convenient to the service entrance, and
forty-five, or 69.2 per cent, stated that the storage area
was convenient to the shop area. FRighteen chose two answers,
indicating that the storage area was convenient to both the

service entrance and the shop area.
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When asked if their storage area provided for separation
of different types of wood, fifty-one instructors, oxr 87.9
per cent replied affirmatively, while seven, or 12.6 per cent
indicated that no separation for the different types of wood
was available. Thirty-one instructors, or 53.4 per cent,
pointed out that their storage area provided ample space for
wide pieces of wood,while twenty~seven, or 46.6 per cent,
stated that no such space was present. Fifty respondents,
or 86.2 per cent, indicated that separate storage facilities
were provided for smaller supply items such as screws, nails,
glue, and sandpaper, while only eight, or 13.8 per cent, denied
the availabjlity of these separate facilities. Of the respon-
dents, thirty-eight, or 65.5 per cent, did not allow students
in their store room, whereas twenty, or 34.5 per cent, did
allow them there.

When inquiry was made as to whether woodworking materials
were stored according to any particular system, code, or dia-
gram, thirty-seven of the instructors, or 63.8 per cent, gave
a negaitive answer, wvhile only twenty-one, or 36.2 per cent,
indicated that a particulsr system was employed. Thirty-two
instructors, or 55.2 per cent, affirmed having sufficient

storage space fo

2

all supplies needed for the school year;



however, twenty-six respondents, or 44.8 per cent, denied
that sufficient space was available. Of the respondents,
thirty, or 51.7 per cent, disclosed that they stored supplies
in excess of what was necessary for the school year and twenty-
eight, or 48.3 per cent, disclosed that such a practice was
not the rule at their school. Forty-one instructors, oxr 70.7
per cent, reported that no other instructors stored supplies
in their store room but themselves, but seventeen, or 29.3 per
cent, reported that other instructors did indeed use their
store room for storage of other supplies. Use of student assig-
tants to help keep supplies in their store room in order was
found to be true in the case ol forty-three of the respondents,
or 74.1 per cent, while fifteen instructors, or 25.9 per cent,
declared that student assistants were not utilized. Tt was
interesting to note that of the respondents, twenty-nine, or
50.0 per cent, declared that their storage facilities were in-
adequate, while an equal nuwber, or twenty-nine, indicated that
their storage facilities were adequate.

Table IX presents data concerning suggestions to remedy
inadequate storage facilities. Twenty-five respondents, or
26.6 per cent, disclosed that a larger storage area would

remedy storage inadequacies; fourteen, or 14.9 per cent,



&7

TABLE IX

FACTILITIES SUGGESTED TO REMEDY INADEQUATE
STORAGE FACILITIES

Response of Instructors
Remedy Suggested
Number Per Cent
Individual storage space 13 13.8
New location 8 8.5
Larger size 25 26.6
Smaller size 0 0.0
Separate storage 8 8.5
Cabinet space 14 14.9
No answer 26 27.7
Total 94 100.0

indicated that cabinet space was needed, while eight, or 8.5
per cent, stated that a new location or separate storage,
respectively, would help. Twenty-six of the instructors, ox
27.7 per cent, indicated that they had no answer to the problem.
Fighteen respondents chose multiple answers to this question.
This brought the total number of responses to ninety-four.
Eleven of these eighteen respondents indicated that both in-
dividual storage space and a larger storage area would help;
twelve indicated that the two afore-mentioned factors plus
cabinet spaces would provide more adequate storage facilities.

Six respondents indicated that a new location needed to be
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included as a remedying factor, while seven included separate
storage space along with their other answers.

An effort was made to determine the budgeting policies
confronted by instructors in the various schools. When asked
if a fixed annual budget for the purchase of salable supplies
was established at their schools, thirty-nine, or 67.2 per cent,
indicated that no such budget existed. Only sixteen, or 27.0
per cent, disclosed that such a budget did exist, while three,
or 5.2 per cent did not respond.

Table X contains data pertaining to the approximate annual

budget alloted for woodworking salable supplies. Fourteen, or

TABLE X

APPROXIMATE ANNUAL BUDGET FOR SALABLE SUPPLILS

. Responses of Instructors
Approximate budget
Numbex Per Cent

§ 50 - 149 0 . 0.0

150 ~ 299 1 1.7

300 - 499 13 22.0

500 - 1000 14 23.7

No answer 8 13.7
Other 23 38.9
Total 59 100.G

23.7 per cent, pointed out that their annuvel budget ranged

between five hundrad and cnc thousand dollars, and thirteen,
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or 22.0 per cent, indicated their budget ranged between three
hundred and five hundred dollars. One instructor chose two
answers, stating that three hundred dollars was the budget
and then specified, under other answer, that he meant three
hundred dollars per class. Only one, or 1.7 per cent, revealed
that their budgel was between one hundred and fifty and two
hundred and ninety-nine dollars. There were no budgets under
one hundred and forty-nine dollars. Eight, or 13.7 per cent,
gave no answer. Twenty-three, or 38.9 per cent, gave an answer
other than those listed. Of these twenty-three respondents,
five indicated that their budget ranged between one theouseand
and fifteen hundred dollars; five declared the budget between
fifteen hundred and two thousand dollars; one respondent indi-
cated the budget was allotted three hundred dollars per class;
one instructor declared twenty-six hundred dollars were allotted
for five classes; another instructor disclosed that four thou-
sand dollars were alloted for seven high school and two college
classes; one respondent indicated his budget was twenty-nine
hundred dollars; and nine respondents declared that the budget
was based on need.

Data pertaining to the factors which determine the depart-
ment's budget are presented in Table XI. Eleven of rhe respon-

dents, or 18.4 per cent, indicated that a fixed amount set for
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TARLE X1

FACTORS WHICH DETERMIRE THE DEPARTMENT BUDGET

Response of Instructors

Determining Factors

Number Per Cent

Fixed amount for each
student enrolled 11 18 .4
Lump sum allocation 10 16.7
Previoug annual budget 20 33.3
No answer 2 3.3
Other 17 28.3
Total 60 106.0

each student enrolled was the determining factor in the budget,
whereas ten, or 16.7 per cent, declared that the determining
factor was & lump sum allocation. A majority of twenty resoon-
dents, or 33.3 per cent, stated that a pfevious annual budget
was the essential factor. Only two, or 3.3 per cent, had no
answer. However, seventeen instructors, or 28.3 per cent, nad
an answer other than those listed. _Of these seventeen respon-
dents, ten declared that actual need determined the department's
budget, one stated no budget was allocated, and another de-
clared shop fees were the determining factor. Other factors
revealed are as follows: anticipated enrollment, administra-
tive decisions, current school district budget, and budget

sheets prepared at the scheol year's end. One respondent
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answered with "none.' Two instructors chose more than one
answer, bringing the total number of responses to sixty. Both
declared that the determining factors were a previous annual
budget plus a fixed amount for each student enrolled.

When asked if they checked the financial status of their
woodworking laboratory, forty-nine instructors, or 84.5 per
cent, indicated that they did. Two instructors, or 3.4 per
cent, did not give an answer. However, seven respondents, or
12.1 per ceat, did reply that they did not check the financial
status of their laboratory.

Table XII presents data concerning the frequency with

which the financial status of the woodworking laboratory is

TABLE XI1T

FREQUENCY OF CHECKING T'INANCIAL STATUS OF LABORATORY

Frequency of Response of Instructors
Financial Check Number | Per Cent
As needed 20 30.3
Regularly 20 30.3
Upon request & 6.0
Annually 12 18.1
No answer 5 7.6
Other 5 7.6
Total 66 100.0
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checked. Twenty respondents, or 30.3 per cent, stated that

they checked on finances as needcd and an equal number, ox
twenty, stated that they checked on fiuvances regularly. Five
instructors, or 7.6 per cent, did not answer the guestion. Only
four respondents, or 6.1 per cent, checked shop finances upon
request, and twelve, or 18.1 per cent, checked finances annually.
Five respondents,or 7.6 per cent, did not answer this question.
Five, or 7.6 per cent, had an answer cther than those listed.

Of these five respondents, two stated that the '"school"' and not
the instructor checked on the financial status of the laﬁora—
tory. One instructor stated that he checked finances semi-
ammually; another stated he checked finances at the end of

each school year, and yet another stated he checked finances at
all. times to keep records as exact as possible. Seven instruc-
tors gave more than cne answer. Three stated that they checked
finances both regularly and as needed. One chose the afore-
mentioned two answers plus adding a financial check upon request,
too. This brought the total number of responses to sixty-six.
Three chose the annual check for their answer along with a
regular check, a check as needed, and a check upon request,

respectively. One instructor chose a reguiar financial check
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for his answer aleng with the statement that he kept hie
records as exact as possible at all times.

In answer to the inquiry as tco whether or not they had
ever experienced a salable supplies deficit, thirty-five re-
spondents, or 60.3 per cent, indicated that they had; twenty
instructors, or 34.5 per cent, declared that they had not ex-
perienced such a deficit, while three respondents, oxr 5.2 per
cent, gave no answer at all to this question.

Data on the management of a salable supply deficit are

presented in Table XITI. A majority of thirty-one respondents,

TABLE XIIT

MaANAGEMENT OF SALABLE SUPPLY DEFICIT

Management Methods Used Response of Instructors
Number Per Cent

School absorbs the

expense 31 51.7
Cost of student projects

is hiked 13 21.7
Instructor must make up

deficit 2 3.3
No answer 4 6.7
Other 10 16.6

Total 60 100.0

or 51.7 per cent, indicated that the school system absorbed

the expense if a deficit was experienced. In thirteen of the



cases, or 21.7 per cent, hiking the cost of the student pro-
ject was named as the remedy for the deficit. Four respondents,
or 6.7 per cent, did not answer this question. Only two in-
structors, or 3.3 per cent, declared that they had to personally
make vp the deficit. Two instructors chose two answers each,
bringing the total number of responses to sixty. In both of
these cases, the instructors indicated that they hiked the cost
of the student's projects and also that the school absorbed
the expense of a deficit. Ten respondents, or 16.6 per cent,
gave an answer other than those listed. Of these ten respon-
dents, six indicated that the deficit was carried over to the
ensuing year and an attempt was made to make up or balance out
the deficit. Two instructors indicated once more that they
had experienced no deficit. One instructor indicated that the
industrial arts budget absorbed the deficit, while yet another
instructor declared that the deficit percentage was figured
from all the material bills and that each student was charged
a per cent of the deficit on his bill.

When an inquiry was made as to whether or not a profit
was usually made from salable supplies, forty-two respondents,
or 72.4 per cent, veplied that no such profit was made. How-

ever, sixteen respondents, or 27.6 per cent, disclosed that

such a profit did indeesd exist.



Table XIV presents data dealing with the various metheds
with which a salable supplies profit ig managed. Twenty-six
respondents, or 44.8 per cent, did not answer this guestion.

Only twelve instructors, or 20.7 per cent, indicated that any

TABLE X1V

METRBODS OF MANAGING PROFITS FROM SALABLE SUPPLIES

Management of Salable Respense of Instructors
Supply Profit

Number Per Ceont

Amount is absorbed into
school district fund 10 17.2
Surplus is spent on
needed laboratory

equipment 3 20.7
No answer 26 44 .8
Other 10 17.3

Total 58 100.0C

profit monies were spent on neecded laboratory materials and
equipment. Ten respondents, or 17.3 per cent, had answers
other than those listed. Of these ten respondents, four stated
once more that no profit was made, while one mentioned that
little or no profit was ever made. Two instructors skated that
profits were used to make their accounts balance, while two

other respondents stated that if any profit was made, the money
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was carried over to the ensuing year's industrial arts budget
for future use.

When inquiry was made as to whether or not a record was
kept of the money spent ordering salable supplies, fifty-seven,
or 98.3 per cent, of the respondents gave an affirmative answer.
Only one respondent,; oxr 1.7 per cent, did not answer this ques-~
tion.

Presented in Table XV are the data pertaining to the type

of budget provided in the schools selected. Thirty instructors,

TABLE XV

TYFE QOF BUDGET PROVIDED IN THE SCHOOL

Response of Instructors
Type of Budget
Number Per Cent
Fixed yearly budget: 30 51.7
Flexible budget changed
according to need 20 34.5
Other 8 13.8
Total 58 100.0

or 51.7 per cent, indicated that their's was a fixed yearly
budget, and twenty instructors, or 34.5 per cent, indicated
that they had a flexible budget changed according fo need.

Eight instructors, or 12.8 per cent, chosce an answer other
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than one of those listed. Of these eight instructors, four
indicated that they had no budget for salable supplies. One
instructor indicated that the budget was based on need, if the
need could be justified. One instructor stated that the in-
dustrial arts department was provided a certain amount per stu-
dent, but did not indicate the amount, while another instructor
indicated that three dollars per student were provided. Yet
another instructor indicated that a miscellaneous expense bud-
get was provided for his department.

Forty-seven respondents, or 81.0 per cent, indicated that
a separate budget was kept for maintenance of equipment, emer-
gency requirements, and non-salable supplies; ten instructors,
or 17.3 per cent, stated that in their case no such separate
budget existed. One instructor, or 1.7 per cent, did not an-
swer this inquiry. When asked if they were allowed to exceed
the yearly budget as far as ordering salable supplies for their
laboratory, twenty-eight instructors, or 48.3 per cent, dis-
closed that such a practice was allowed. However, twenty-one
instructors, or 36.2 per cent, indicated that they were not
allowed to exceed their ycarly budget. Nine respondents, or

15.5 per cent, did not give a reply,.



Data pertaining to the approximate vearly expenditures
for supplies and materials are presented in Table XVI. A
majority of twenty instructors, or 41.4 per cent, disclosed
that their yearly expenditures ranged between six hundred and

one thousand dollars. There were no yearly expenditures under

TABLE XVI

APPROXIMATE YEARLY EXPENDITURES FOR
SUPPLIES AND MATERIALS

Regponse of Instructors
Yearly Expenditures -

Nuwnber Per Cent

$ 10 - S9 0 0.0

100 - 199 3 5.2

200 - 399 1 1.7

400 - 599 10 17.2

600 - 1000 24 41.4

No answer 1 1.7

Other 19 32.8

Total 58 100.0

ninety-nine dollars. Only four respendents, or 6.9 per cent,
claimed their expenses ranged between one hundred and three
hundred ninety-nine dollars. Nineteen instructors, or 32.8
per cent, chose an answer other than those listed. The fol-
lowing are the answers given instead: (wo instructors stated
their expenditures ranged between seven hundred and one thou-~

sand dollars; two stated thelr expenses were slightly shove
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one thousand dollars; scven stated their expenses ranged be-
tween fifteen hundred and two thousand dollars; six stated
their expenses were between twenty-one hundred and three thou-
sand dollars; one stated his cxpenses were based on what was
needed and did not indicate air amount; .a last one indicated
he had no budget and did not indicate the amount of expenses
incurred by his lsboratory.

Methods of accounting, with reference to wocdworking sal-
able supplies, used by the industrial arts woodworking teachers
who participated in the study were also delved inte in an ef-
fort to see just what practices were being used.

Table XVIL is comprised of data regarding the praciices

used in the collection of money and keeping of receipt books

TABLE XVII

PRACTICES USEPR IN COLLECTION OF MONEY AND
KEEPING OF RECEIPT BOOKS

Response of Instructors
Person Responsible
Number Per Cent
Instructor 52 76.5
Student assistant 1 1.5
Clerk in adminictration
office 6 8.8
Clerk in principal's
office 9 13.2
Other 0 0.0
Total 68 100.0
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in the woodworking laboratory. A wajority of fifty-two re-
spondents, or 76.5 per cent, disclosed that they were the only
persons responsible for the collection of money and keeping
of receipt books. Only one ianstructor, or 1.5 per cent, stated
that a student: assistant helped him in these matters. Fifteen
respondents, or 22.0 per cent, indicated that a clerk in either
the zdministration office or principal’s office had anything
to do with collection of money and keeping of receipt books.
Eight instructorsg chose two answers each and cone instructor
chose three answers to this questicn. This brought the total
number of responses to sixty-eight. Of these, four stated
that they were regponsiblie and also received help from the
clerk in the principal's office. Three stated that they were
responsible, but also mentioned that the clerk in the adminis-
tration office was involved. One instructor, as mentionad,
stated that he had a student assist him., The one instructor
who chose three answers indicated that heIst'responsible for
collection of money and keeping of receipt books, but he also
included the clerks in both the administration office and in
the principesl’s office as having a share in this responsibilicy.

Data regarding which materials students were required to

pay for are presented in Table XVIII. Forty instructors, or
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TABLYE XAVILL

MATERIALS STUDENTS ARE REQUIRED TO PURCHASE

Response of Instructors
Materials Purchased -
Rumber Per Cent
All materials used 40 66.7
Only finished project
taken home 8 13.3
Only items such as 1um-
ber and finishing
materials 8 13.3
Other 4 6.7
Total 60 i00.0

66.7 per cent, declared that students were required to pay fovr
all materials used. Eight instructors, or 13.3 per cent, indi-
cated that the students were required to pay for only such
items as lumber and finishing materials. Four respondents had
~answers other than those listed. Of thesoe four respondents,
one indicated that students were required to pay for the total
project plus 10 per cent ior waste, while another indicated
that his students must pay for the lumber in addition to pay-
ing a shop fee. A third instructor stated that students must
pay for lumber plus a little more for sandpaper. The fourth
instructor stated students were required to pay for the lumber
and for metal if any was used in the project. Two responderts

chose more than one answer to this question, bringing the total
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number of responses to sixty. One instructor indicated that
his students were required to pay for both the finished projeét
taken home and for items such as lumber and finishing materials.
A second instructor stated that students needed to pay for lum-
ber and finishing materials along with having to pay a shop
fee.

When asked if they allowed students to take projects home
before paying for them, thirty-five respondents, or 60.3 per
cent, indicated that they did not. wenty-three respondents,
or 39.7 per cent, revealed that they did indeed allow students
to take projecis lhome before the students had paid for them.

Table XIX contains data which concerns the practices used
by students in the payment of their bills. Thirteen respon-
dents, or 20.3 per cewnt, indicated that students must pay for
materials before they were used, while only eleven respondents,
or 17.2 pex cent, indicated that guarterly or weekly payments
were acceptable. The majority, or 35.9 per centf, indicated
that students mwust pay their bill in full when the project was
completed. nly three instructors, or 4.7 per cent, indicated
that students could pay their bills in installments after the

project was completed. Fourteen respondents, or 21.9 per cent
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TaABLE XIX

METHODS USEDR FOR PAYMENT OF STUDEZRT MATERTALS BILLLS

Response of Instructors
Payment of Bills - e
Nunber Per Cent
Before materials are uscd 13 20.3
In full, when project is
completed 23 35.9
Specific times, as weekly
or quarterly 11 17.2
In installments after
project completion 3 .7
Other 14 21.9
Total 04 100.0

had an answer other than those listed, OFf these fourteen re-
spondents, four stated that students paid their bills as and/
or when they could, while three stated that students paid
their bills at the end of the school year. The following are
some of the other answers received: at mid-term and end of
year; at end of each semester; before credit can be received;
before grades are released; balance over the ten dollars de-
posit is due before faking project home; at first of year and
as year goes on i¥ more is needed; in installments during pro-
gress of project; three dollars shop deposit is charged and
collected any time it is offered. Three instructors chose

two answers and cne instructor chose four answers. This brought
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the toital number of responses to sixty-four. Of these, one
instructor stated thai students could pay for wmaterials before
they were used or in full when the project was completed, while
another instructor stated students could pay in full when pro-
ject was completed or at specific times such as weekly or quav-
terly. One instructor stated his students should pay before
materials were used if the woods were expensive, or in full
when the project was complete, or weekly or quarterly, or
added that they could pay in installments during progress of
the project. Another instructor indicated that students had
to pay an initial fee before materials were used and all amounts
over the initial fee were due before grades would be released.
When asked what procedures were followed when a student's
bill remained unpaid, forty-one respondents, or 54.0 per cent,
indicated that the student's grade was withheld, while twenty-
five respondents, or 32.9 per cent, indicated that the student's
project was retained. Four instructors, or 5.3 per cent, indi-
cated that arc unpaid bill was simply considered a loss; cne
instructor, or 1.3 per cent, did not give an answer. In none
of the cases was a student suspended for not paying his bill.
One respondent, or 1.3 per cent, indicated that a student's

grade was noever withheld. Yet one more respondent, or 1.3
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per cent, declared that a student's project was never retained.
Three instructors, or 3.9 per cent, had an answer other than
one of those listed. O0f these three instructors, one declared
that he made an attempt to sell the project to someone clse;

a second instructor disclosed that the principal and the stu-
dent made a private agreewent with regards to when and how the
bill would be paid; a third instructor stated that he did not
give a student his final exam until he had paid his bill.
Sixteen instructors chose two answers from those listed, while
one instructor chose three answers from those listed. Fifteen,
of the sixteen instructors who chose two answers, indicated
that they withheld both the student's grade and his project if

the student did not pay his bill; ocue instructor indicated that
the student's grade was withheld and the unpaid bill was con-
sidered a loss. The instructor who chose three answers indi-
cated that when a student did not pay his bill, his grade and
project were withheld and the unpai& bill was considered a
loss.

When asked Lf students were allowed to enrcoll in class
even Lf they were unable to pay for materials, Torty-three
respondents, or 74.2 per cent, indicated that such students
were indeed allowed in woodworking laboratory. However, thir-

teen respondents; or 22.4 per cent, disclosed that such
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students were not permitted in the class. Two instructors,

or 3.4 per cent, did not answer this guestion. An inquiry was
made as to whether or not any studenft accounts remained unpald.
Thirty-one respondents, or 53.5 per cent, indicated that some

student accounts did remain unpaid, while twenty-five respon-

dents, or 43.1 per cent, indicated that no accounts ever re-
mained unpaid. Two instructors, or 3.4 per cent, did not an-
swer this question.

When gquestioned, fifty-six respendents, or 96.6 per cent,
indicated that students were required to make a bill of ma-
terials; only two instructors, or 3.4 per cent, disclosed
that students were not required to make a bill of materials.
In response to the question as to whether instructors kept a
copy of the student's bill of materials, forty-two instructors,
or 72.4 per cent, answered in the affirmative, while fifteen
or 25.9 per cent, answered negatively. One instructor, or 1.7
per cent, did not answer this question. When the instructors
were asked 1f they sold materials at cost, thirty-one instruc-
tors, or 53.5 per cent, stated that they did and twenty-seven

instructors, or 46.5 per cent, stated that they did not.
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Whether or not shop tickets were used in their schools
was another question asked. Forty~six respondents, or 79.3
per cent, disclosed that shop tickets were not used; however,
twelve instructors, or 20.7 per cent, indicated that shop tic-
kets were indeed used. Thirty-two instructors, or 55.2 per
cent, stated that a laboratory fee was collccted from all
students; however, twenty-six, or 44.8 per cent, disclosed
that no laboratory fees were collected from students.

When inguiry was made as to whether a safety deposit box
was available in the shop area for safe keeping of money col-
lected from students, forty-seven instructors, or 81.0 per
cent, disclesed that no such safe box existed; only eleven
instructors, or 19.0 per cent, indicated that a safety deposit
box was available. When asked, fifty-two respondents, or §9.7
per cent, stated that they did indeed collect money during
class time. Only six instructors, or 10.3 per cent, stated
that they cellected nc money during class time.

Presented in Table XX are data concerning the approximatce
amount of class time used weekly in the keeping of student
materials records. Twenty respondents, or 36.2 per cent, in-
dicated that only two per cent of class time was needed weekly

in the keeping of these records. Twenty-six respondents, or
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TABLE XX

APPROXTIMATE AMOUNT QF CLASS TIME USLED WEEKLY IN
KEEPING STUDENT MATERIALS RYCORDS

Response of Instructors
Amount of Class Time —
Number Per Cent
2% 21 36.2
5% 15 25.9
10% 11 19.0
20% 2 3.4
50% 0 0.0
No answer 4 6.9
Other 5 8.6
Total 58 160.0

44 .9 per cent, indicated that the amount of class time used in
keeping student records ranged from 5 to 10 per cent. Only
two instructors, or 3.4 per cent, indicated it took 20 per cent
of class time a week for record keeping. Four instructors, or
6.9 per cent, did not indicate an answer. Five instructors,
or 8.6 per cent, gave an answer othgr than those listed. Of
these five dnstructors, two indicated that they did not use
class time at all for record keeping, while one stated he
utilized five minutes per class to this process. Another
instructer stated he used approximately 8 per cent of class
time on a per year basis for keeping of records. One instruc-
tor indicated that he dedicated time to record keeping every

six weeks, but he did not indicate the amount of time.
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Data concesning ihe approvimate amount of time required
daily for the keevine of material vecords are presented in
y » (P4
Table XXI. A matority of thirty-four respondents, or 58.6
A P . 5

per cent, disclosed that i1t took them approximately thirty

TABLE XX

APPROXIMATE AMOUNT OF TIME REQUIRED DAILY
IN REEPING MATERIALS RECORDS

Response of Instructors
Amount of Time
Number Per Cent
30 minutes 34 58.6
1 hour 7 12.0
2 hours 2 2.5
3 hours 0 0.0
4 hours and longer 0 0.0
No answer 2 3.5
Other 13 22 .4
Total 58 100.0

minutes daily to keep materials records. Only nins instruc-
tors, or 15.5 per cent, indicated that it took over one hour
to keep records. ‘There were no respondents who indicated it
took three hours or wors dally to keep records. Two respon-
dents, or 3.5 per ceni, gave no answer. Thirteen respondents,
or 22.4 per cent, gave an answer other than those listed. Of
these thirteen respondents, six indicated that they did not

spend any time at all daily for rccord keeping, while four
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indicated that it took thewm between ten and Lifteen minutes
daily. One instruciior stated it took him spproximately four
hours a year to keep records; two other instructers stated
they spent time on records whenover they received worniey but
did net indicate the amouni of time uvsed doing it.

Table YYII presents data concerning the {requency wik

which the instructor muist turn money collected into the office.

TARLE XXIT

FREQUERCY WITI WHICH MONEY MUST BE TURNED INTO OFFICE

Response of Instructors

Frequency

Nunber Per Cent

Daily 10 16.9
Weekly 7 11.9
Monthly 3 5.1
No answer 1 1.7
Other 38 644
Total 59 100.0

Ten respondents, or 16.9 per cent, stated they turned money
in daily, while seven respondents, or 11.9 per cent, stated
they must turn money in weekly. One instructor did not re-
spond to this quegtion. Thirty-eight instructors, or

64 .4 per cent, had an answer other than those listed. Of

these thirty-cight respondents, eleven stated that they could
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turn money into the office at any time, while six indicated
they turned it in as it was collected. Five instructovs stated
they had nothing to do with collection of woney, as money was
collected from studente at the office. Four instructors stated
they turned money in whenever they hed it. The following are
the various other answers received as to when money was turned
into the office: when there is a need; whenever necessary,
usually when collection exceeds one hundred dellars; when needed
for safekeeping; required at end of year but turned in one
hundred-doliar increments as collected; whenever sizable amount
collected; whenever over five dollars are collectad; deposited
in bank whenever necessary. One instructor chose two answers,
bringing the total number of responsecs to fifty-nine.

Presented in Table XXIII are data concerning the methods
used for collection of money from students. Thirty-nine re-
spondents, or 61.9 per cent, indicated that the money was
turned into the office whenever a sizable amount was collected.
Thirteen instructors, or 20.6 per cent, indicated that the
money was collected by the teacher and turned ianto the office
at the end of each day. One instructor, or 1.6 per cent, indi-
cated that the money was collected and kept by the teacher

until the end of the semester. Two respondents, or 3.2 per
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TABLE XXITL

METHODS USED FOR COLLECTLON OF MONEY FROM STUDENTS

Response of Instructor
Methods Used

Numher Per Cont

Collected and kept by
teacher until end of
semesteyr 1 1.6

Collected by teacher and
turned into office at
end of day 13 20.6

Turned inte office when-
ever sizable amount is

accumulated 39 61.9
No answer 2 3.2
Cither 8 12.7

Total 53 100.0

cent, did not answer this question. Eight instructors, or

12.7 per cent, had an answer other than those listed. Of

these eight instructors, f{ive indicated once more that all
money was collected at the office, while one instructor indi-
cated the money was turned into the office weekly. Another
instructor stated that money was coliected and kept for de-
posit ia the bank. Yet another instructor stated that a clerk
in the principal's office collected money and issued shop cards
to the students. Two instructors chose two answers from those

listed, while one instructor chose four answers from those



listed. This brought the total number of responses to sixty-
three. Of the instructors who chose two answers, both indi-
cated that they collected the money from the students and
turned it into the office at the ¢nd of the day or turned it
into the office whenever a sizable amount was collected. The
instructor who chose four answers indicated that either of
the three choices listed could apply in hisz case and in addi-
tion stated that the ideal answer would be to turn in all the
money collected into the office at the end of each day.

Data concerning the disposition of money ccilected from

students are presented in Table XXTIV. Thirty-£five respondents,

TABLE XXIV

DISPOSITION OF MONEY CCLLECTED FROM STUDENTS

Response of Instructors
Disposition of Money :
Number Per Ceat
Placed in general fund and
not available to the
teacher 15 25.9
Placed in shop fund and
drawn upon as needed 35 60.3
No answer 1 1.7
Other 7 12.1
Total 58 100.0
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or 00.3 per cent, indicated that wmoney collected from students
was placed in a shop fund and drawn upon as needad, In the
case of fifteen respondents, or 25.9 per cent, the money col-
lected was placed in & geworal fund and was nol available to
the teacher. One instructor, or 1.7 per cent, did not answer
the question. Seven instructors, or 12.1 per cent, chose an
answer other than those listed. Of these seven instructors,
two disclosed that the money was placed in a general fund and
was available to the teacher when needed: another instructor
stated that the money was placed in a general industrial arts
fund for the entire school district; a third instructor de-
clared that the money was placed in an activity fund; yet
another insltructor stated that the money was placed in a re-
volving fund in a banking account; the seventh instructor
stated the money was turncd into the office and from there it
was sent to the administration building.

An inquiry was made as to whether or not a breakage fee
was required from students. Only six respondents, or 10.3
per cent, stated that a breakage fee was required. Forty-
eight, or 82.8 per cent, disclosed that no such fee was re-
quired from students. Four instructors, or 6.9 per cent, did

not answer this question.
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Table XXV contains date regarding the wenagement of sbop
fees and breakage fees. Surprisingly, twenty-one instructors,
or 36.2 per cent, did not enswer this guestion. Eighteen re-

spondents, or 31 per cent, declarcd that the fees were absorbed

TABLE XXV

MANAGEMENT OF SHOP AND BREAKAGE FEES

Response of Instructors

Management of Fees

Number Per Cent

A refund is made of
unused amount 4 6.9

Fee is carried into
next term 3 5.2

Fee is absorbed into

district's general
fund 18 31.0
No answer 21 36.2
Other 12 20.7
Total 58 160.0

into the district's general fund, while only four, or 6.9 per
cent, indicated that a refund was made of the.unused amount
collected from fees. Twelve respondents, or 20.7 per cent,
gave an answer olher than those listed. Of these twelve re-
spondenits, ten indicated that no shop or breakage fees were
collected from students. Une instructor indicated that any

unused fees were applied to the cost of the last project made
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by the students. Another instructor stated that unused fees
were placed in the general shop fund.

Presented in Table XXVI are data which concern the f{inan-
cial management of the materials wasted in the process of con-

struction of projects by students. Twenty-six instructors,

TABLY, XXVI

METHODS USED IN MANAGEMENT OF WASTE MATERIALS

Response of Instructors
Management Methods '
Number Per Cent
A percentage is charged
on shop bill 26 b4, 8
Flat amount is charged
to shop bill 7 12.1
Waste is ignored 3 5.2
Compensation is made by
mariking up price of
project 18 31.0
Other 4 6.9
Total 58 100.0

or 44.8 per cent, declared that a percentage was charged on

the shop bill to pay for any waste materials, Eighteen instruc-
tors, or 31.0 per cent, indicated that compensation for waste
materials was made by marking up the price of the project.

Only three instructors, or 5.2 per cent, stated that waste was

ignored. Four respondents, or 6.9 per cent, chose an answer
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other than those listed. Of these four instructors, three
stated that students bought the lumber piece by picce, paving
for all the lumber whether waste resulted or not. The fourth
instructor stated that compensation was made by charging 10
per cent over the cost of the materiasl.

Table XXVIT presents data dealing with the variocus forms

or books usged in asccounting for sajable supplies. Twenty-six

TABLE X¥VIL

METHODS USED FOR ACCOUNTING OF SALABLE SUPPLIES

Response of Instructors
Methods Used
Nunber Per Cent

Receipt books 26 30.2
Bill of materials 24 27.9
Shop record book 20 . 23.3
Mo record kept 4 4.7
student planning sheet 8 9.3
Schoold required form 1 1.2
Other 3 3.4
Total 86 100.0

respondents, or 30.Z per cent, indicated that they used reccipt
books, while twenty-four respondents, or 27.9 per cent, dis-
closed that they ewmployed 2 bill of materials. Twenty instruc-
tors, or 23.3 per cent, indicated they used shop racord booka.

Only one instructor, or 1.2 per cent, indicated that a form



required by the school was used. Four instructors, or 4.7
per cent, indicated that no record was kept. Three instruc-
tors, or 3.4 per cent, chose answers other than those listed.
0f these three instructors, one stated he used his own form,
while another stated that he uscd a school requisition form.
The third instructor stated that he used a "matcrials forw'
but did not claborate any further. Eleven instructors chose
two answers from those listed, and three instructors chose
three answers; three instructors chose four answers each. This
brought the tctal number of responses to eighty-sis.

Data concerning the procedurcs feilowed when shop supplies
are uscd by other departments are presented in Tabie XXVIIL.
Twenty=-three instructors, or 39.0 per cent, indicated that a
charge was made to ithe correspending department and the bill
was settled at the office. FEighteen respondents, or 30.5 per
cent, stated that a charge was made to that particular depart-
ment and payment for supplies used was expecﬁed immediately.
Only nine, ov 15.3 per cent, stated that the bill was éharged
off to a luss. OCne instructor had no answer. Eight instruc-
tors, or 13.5 per cent, gave an answer other than those listed.
0f these eight instructors, three indicated that use of lab-

oratory supplies by another department was not allowed, while



TABLE XXVITL

PROCELURES TOLLOWED FOR USE OF INSTRUUTIONAL
SUPPLLIES BY OTHER DEPARTMENTS

Response of Instructors

Procedure Foliowed
Nurher Per Cent

Charge is made to partic-
ular department and
payment is expected
immediately 18 30.5

Charge is made to depart-
ment and bill settled

at office 23 39.0
Bill i¢ charged off to

loss 9 15.3
No answer 1 1.7
Other 8 13.5

Total 59 100.0

two others stated that a shop bill was presented to them the
same as was precgented to students. One instrucior stated he
traded his shop materials for materials of equal worth from
the other departments. Two instructors stated that payment
for supplies was expected before they were taken or used by
any other department. One instructeor chose two answers, bring-
ing the total number of responses to fifty-nine.

Table XXIX contains data regarding the procedures followed
with students who canvot afford to pay for shop materials.

Twenty-five respondents, or 41.0 per cent, indicated that
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TARLE X¥X1IX

PROCEDURES FOLLOWEDR WITH STUDENTS WHO
CANNOT PAY FQOR SREOP MATERIALS

Response of Instructors

Procedure Followed : man =
Number Per Cent
Student is allowed to make
project paid for by a
school crganization or
a teacher 25 41.0
Student is not allowed to
enroll in shop class 7 1L.5
Student is allowed to
enroll f{ree of charge 11 18.0
No answer 3 4.9
Other 15 24.6
Total 61 10G.0

students who could not pay for sheop materials were allowed to
construct a project with the shop bill being paid for by a
school organization or another teacher. Only seven instiuctors,
or 11.5 per cent, disclosed that students uneble to pay for
materials were not allowed to enroll in the c¢lass. Three in-
structors did not answer this question. Tifteen respondents,

or 24.6 per cent, chose an answer other than those listed. Of
these fiftreen respondents, two indicated that the school ab-
sorbed the cost; two declared that the student could sell the
project in order to pay the bill; and two stated that they had

never had the experience of krowing a student who ceculd not
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afford to pay his shor bill. The fellowing are the other an-
swers receoived from the instructore in answer to what means
were provided in case a student could not pay his bill: the
student builds a project for the phyecical education department
or the like; the student enrolls but does not work; the stu-~
dent is encouraged to build a very small project; the indus-
trial arts teacher and best students build a project for profit
and pay the bill; the teacher salvages material from a lumbexr
company wnich the student can use; the student builds & pro-
ject on order, usually making a profit from which he pays his
bill; the student's shop bill is paid by anyone who would like
te help out; the expense is eventually made up by the other
students: the student is allowed to "work it out'; the student
can build a project paid for by the school or someone else.
Three instructors chose two answers each, bringing the total
answers received to sixty-one.

Data concerning the approximate number of student accounts
which remain unpaid at the end of the school year are presented
in Table XXX. A majority of twenty~three respondents, or 39.7
per cent, indicated that 2 per cent of student accounts re-
mained unpaid. Only one instructor, or 1.7 per cent, disclosed

that 20 per cent of student accounts remained unpaid. Three



TARLE ZXX

APPROXTMATE PERCENTAGE CF STUBENT ACCOUNTS WHICH
REMATN UNPAID AT ERD CF SCHOOL YEAR

Response of Instructors
Percentage - -
Number Per Cent
2% 23 38.7
5% 9 15.5
107, 4 6.9
207 1. 1.7
50% 0 0.0
No auswer 3 5.2
Other 18 31.0
Total 58 100.0

respondents gave no answer to this inguiry. Eighteen instruc-
tors, or 31.0 per cent, had answers other than those listed.
Of these eighteen instructors, cleven indicated that no stu-
dent accounts were left unpaid. Threce respondents indicated
that only 1 per cent of student accounts remained unpaid. One
instructor stated that less than 1 per cent of the student
accounts were never paid for, while another instructor stated
that only ten or fifteen dollars were not paid for at year's
end. Another instructor stated that the only accounts which
remained unpaid were those of students who dropped out of
class. One instructor gave the unusual answer that whether
student accounts remained unpaid depended on the tvpe of stu-

dents in the class at the time.
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When asked if they werc saiislied with their present shop
accounting arrangements, forty-five instructors, ox 77.0 per
cent, indicated thal they werc indecd satisfied. Thirteen in-
structors, or 22.4 per cent, indicated that they were not sat-
isfied.

In response to the inquivy as to whether they had taken
a college bookkeeping or accounting couvrse, forty-five respon-
dents, oxr 77.6 per cent, disclosed that they had not. Only
thirteen respondents, or 22.4 per cent, indicated that they
had taken such a course. Iowever, when asked if they believed
such a course would be beneficial, only twenty-five instruc-
tors, or 43.1 per cent, believed it would be beneficial. A
majority of instructors, or 51.7 per cent, stated such a course
would not be beneficial. Three instructors, or 5.2 per cent,
did not answer this question.

Practices employed in distribution of materials to stu-
dents were also investigated. Contained in Table XXXI are data
regarding the approximate amount of time required daily for
distribution of supplies. Twenty-six respondents, or 44.8 per
cent, indicated that approximately 5 per cent of daily class
time was required for distribution of materials to students.

Only four instructors, or 6.9 per cent, stated that 25 per cent



TARLE XXX

APPROXIMATE PERCENTACY OF CLASS TIME REQUIRED
i

DATLY ¥YOR DISTRIBUTLON OF

SUPPLIES

Response of Instructors
Percentage e
Numbenr Per Cent
5% 26 44,8
10% 18 31.0
25% 4 6.9
No answer 2 3.5
Other 8 13.8
Total 28 100.90

of daily class time was required for this matter. Two instruc-

tors gave no answer,

an answer other than those listed. Of these

Eight respondents, or 13.8 pcr cent, gave

eight respondents,

three stated that only 2 per cent of class time wag needad.

~One respondent indicated that 1 per cent of class time was re-

quired, while another disclosed that the amount of time nezaded

was 'funknown'’ to him.

Still another instructor disclosed thar

materiais were only distributed every two weeks, while another

indicated that the time needed was '‘very little.' One instruc-

tor failed to indicate the amount of time needed and simply

stated that he distributed materials as the need arose.

Table XXXII prescents data concerning the time allotied

for distribution of supplies to students.

A majority of
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TARLE XXXILI

TIME ALLOTTED FOR DISTRIBUILON CF SUPPLLIES TO STUDENTS

Response of Instructors
Time = o -
Number Per Cent

When class is in

session 12 19.7
At specific time during

class period only 6 9.8
At random throughout

clasg period 38 62.3
Other 5 8.2

Total 61 10G.0

thirty-eight respondents, or 62.3 per cent, indicated that sup-
plies were issued at random throughout the class period. Only
six respondents, or 9.8 per cent, disclosed that only spécific
times during the class period were allotted for distribution
of supplies. Five instructors, or 8.2 per cent, chose an an-
swer other than those listed. O0f these five instructors, all
indicated that they distributed mafterials whenever the need
presented itself. Three instructors chese two answers each,
bringiﬁg the total answers received to sixty-one. Two in-
structors stated that they distributed materials beth when the
class waé in session and at random throughout the class period.

One instructor indicated that he distributed materials when
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class was in scesion, but only at specific times during the
class period.

Presented in Table XXXIIT are data dealing with who is
responsible for the distribuiion of supplies to students.

Twenty~eight respondents, or 42.4 per cent, indicated that

TABLE XXXI1L

RESPONSIBILITY FOR DISTRIBUTING SUPPLIES TO STUDENTS

Response of Instructors
Person Responsible
Number Per Cent
Instructor 28 42 .4
Student helper 3 4.5
Instructor with help of
student assistant 14 21.2
Students help themselves
under supervision 17 25.8
Students help themseclves
as need arises 4 6.1
Other 0 0.0
Total 66 100.0

the instructor himsgelf was the person responsible for issuing
all supplies to the students. Only three instructors, or 4.5
per cent, indicated that a student helper alone was responsible
for material distribution, while four, or 6.1 per cent, indi-
cated that the students helped themselves to the supplies as

the need aroce. Eight instructors chose two answers each



from those ligted, thus bringing the total number of responses
to sixty-~six.

Inventory procedures practiced by industrial arts wood-
working instructors were also studied. When asked 1 they
took inventory of supplies during class time, thirty-six re-
spondents, or 62.1 per cent, indicated that they did not,
while twenty-two respondents, or 37.9 per cent, disclosed that
they did.

Contained in Table XXXIV are data regarding the perceniage
of class time used in taking inventory of supplies. Twenty-

two respondents, or 37.3 per cent, indicated that approximately

TABLE XXXIV

PERCENTAGE OF CLASS TIME USED FOR INVENTORY OF SUPPLIES

Response of Instructors
Percentage
Number Per Cent
5% 22 37.3
10% 2 3.4
15% 1 1.7
20% 0 0.0
25% 1 1.7
No answer 17 28.8
Other 16 27.1
Total 59 100.0




5 per cent of class time was used for this inventery. Only
one instructor, 1.7 per cent, declaved that inventorving took
25 per cent of class time. Seventeen instructors did not an-
swer this inguiry. Sixteen respondents, or 27.1 per cent,
chose an answer other than one of those listed. Of these saven-
teen instructors, seven indicated that they did not take in-
ventory during class time,while one indicated that it took
approximately 1 per cent of class time to inventory supplies.
Another instructor stated that inventorying took 2 per cent
of class time, whereas another indicated that it took "ten
minutes a year.' Other answers received about the amount of
class time required to take inventory of supplies are as fol-
lows: dinventory time comes once annually in February; inven-
tory is taken once a year and usually takes one or two periods;
inventory is taken only when needed; when supplies in an area
are low, an inventory is taken of that area, such as sandpaver,
glue, screws, or nails, and supplieé are reordered. No specific
amount of time was given in the last two cases. One instruc-
tor chose two answers, bringing the total responses received
to fifty-nine.

Table XXXV presents data dealing with the amount of time

other than class time required to take an inventory. Nine
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TABLY, XXXV

AMOUNY OF TIME OTHER THAN CLASS TIME
REQULRED IPOR ITRVIENIORY

Response of Thstructors
Time SR : R
Nunber Fer Cent
30 minutes 8 13.6
1 hour 6 1.0.2
2 hours 9 15.2
3 hours 8 13.06
4 hours G 15.2
No answer 2 3.4
Other 17 28 .8
Total 59 100.0

instructors, or 15.2 per cent, indicated that it took four
hours, other than class time, to inventory supplies. Two in-
structors gave no answer. TIwenty-three instructors, or 49.0
per cent, indicated that it took anywhere frowm one to three
hours, other than class time, for inventorying. Seventeen
instructors, or 28.8 per cent, gave an answer other than those
listed. Of these geventeen instructors, ten indicated that
no time other than class time was needed for inventory, while
one indicated that the time varied between four and six hours.
The following are other answers rgceived concerning this mat-
ter: about seven hours; all the time needed alfter school is

out; at end of school and involving all classes; as required;
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eight hours annually; four hours for amnual inventory. One
instrucitor chose two answers, bringing the rotal rvespornsas up
to fifty-nine.

When asked 1f theyv considered the time required to take
inventory to be cxcessive, fifty-iwo respondents, or 89.7 per
cent, indicated that tho time was not excessive. Only six
respondents, or 10.3 per ccent, considered the amount of time
required to take an inventory to be excessive.

In response fto the inquiry as to whether they had a stan-
dard inventory list to follow, twenty-nine instructors, or
50.0 per cent, indicated that no such inventory list existed;
an equal number of instructors, cr twenty-nine, indicated thst
such a standard inventory list was indeed followed.

When asked if their supplies were classified under specific
code numbers, fifty-three ingstructers, or 21.4 per cent, dis-
closed that such was not the case, while only five instructors,
or 8.6 per cent, indicated that classification of supplies
under specific code numbers was indeed practiced. Only fifteen
respondents, or 25.9 per cent, indicated that they bhelicved
classification of supplies under specific code numbcrs would
facilitate inventory. Forty-two instructors, or 72.4 per cent,

disclosed that such classification of supplies would not
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facilitate an inventory. One instruactor, or 1.7 per cent,
did not answer this question.
Inguiry was made as Lo whether instructors were required
- o

to file copies of their inventory with school officials., Thirty-

nine respondents, or 67.3 per cent, indicated that they were

N

indeed regquired to file their inveniory with school official

AR

Ninetecen instructors, oy 32.7 per cent, indicated that f£iling
invéntory copiles with school officials was not required of
them.

Presented in Table XXXVI are data involving the destina-
tion of inventory copies. A majority of twenty-nine instruo-

4

tors, or 35.4 per cent, indicated that a copy cf thelr

TABLE XXXVI

PLACEMENT OF INVENTORY COPIES

Response of Instructors
Placement of Copies
Number Pexr Cent
Principal’'s office 29 35.4
Superintendent's office 15 18.3
Consultant's office & 4.9
Purchasing agent's office 12 14.6
No answer 7 8.5
Other 15 18.3
Total &2 100.0
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inventory had to be filed at the prinecipal’s office, while

4

twelve instructors di

sclasced that s copy had to be kept at

the purchasing agent's office. Seven instructors, or 8.5

per cent, did not answer this inquiry. Fifteen respondents,
or 18.3 per cent, indicated an answer other than one of those
listed. Of these fifteen respendents, nine disclosed that the
only place where a copy of the inventory was kept was in the
office of the instructor. Feur instructors stated that no
copies of the inventory were kept at all. One respondent stated
that a copy was kept in the supervisor's office, while another
respondent indicated that a copy was kept in the "industrial
=rts building.'" Ten instructors chose two answers each and
seven instructors chose three answers each, bringing the total
number of responses to eighty-two.

An inquiry was made as (o whether or not the instructors
believed their method of inventory to be concise. Forty-three
instructors, or 74.1 per cent, indicated that the method they
used was concise. However, fifteen instructors, or 25.9 per
cent, disclosed that the method they used for inventorying was
not concise. When asked if the arrangement of supplies in
their laboratory was such that it facilitated the taking of

an inventory, thirty-six respondents, or 62.1 per cent, gave
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an affirmative answer; twenty inctivuctors, or 34.5 per cent,
indicated that no such arrangemant of supplies existed. Two
instructors, or 3.4 per cent, did nof answer this question.

Thirty-two instructors, or 55.2 per cent, indicated that
they did allow students to assist them in taking thelr inven-
tory, whereas twenty-six respondents, or 44.8 per cent, dis-
closed that they did not allow this.

The instructors were asked if their inventory of salable
supplies included a section for the smaller items, such as
nails, screws, and sandpaper. Thirty-six respondents, or 62.1
per cent, disclosed that their inventory did not include a
section for the smaller items; twenty-two respondents, or 37.9
per cent, indicated that such a section was indeed included
in their inventory of salable supplies.

When inquiry was made as to whether the instructors kept
a copy of each inventory for reference at a later date, forty-
five respondents, ox 77.6 per cent, disclosed that they did;
twelve instructors, or 20.7 per cent, indicated that they did
not keep a copy of their inventory for future reference. One
instructor, or 1.7 per cent, did not give an answer to this

question.
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Only ten respondents, or 17.2 per cent, did not believe
an invenfory to be adveniagecus. A majority ol forty-soven
respondents, or G1.1 per cent, indicated that they did indeed
believe an inventory to be advantageous. One instructor, or
1.7 per cent, did not answer thig quaestion.

!
In sumnary, fifty-eight instructors puavticipated in this
study. The data collected were recorded, presentod ia tebular
form, and discussed. Findings, conclusicnc, and recommenda=
tions were formulated as a result of these Juta.
Presented in Chapter V is a summary oi itne study plus

.

the findings, conclusions, and recommendatiovns formulated.



CHAPTER LV
SUMMARY , FINDINGS, CONCLUSTIONS, AND RECOMMENDATIONS

Swimnary

This study was concerned with the methods used in the
purchasing, storing, budgeting, accounting, distributing, and
inventorying of industrial arts woodworking materials by in-
structors in selected secondary schools in the state of Texas.
In essence, the primary aims of this study were as follows:

1. To determine the most freguently used methods employead
in the purchasing of industrial arts woodworking materials.

2. To identify the practices used by the industrial aris
teachers in the storing of woodworking materials.

3. To bring to the fore the budgeting policies to which
the industrial arts instructors must adhere.

4., 7o identify the accounting practices confronted by
the industrial arts teacher in the selected Texas schools.

5. To determine the methods used to distribute wood-
working supplies tc the students.

6. To present the practices used in the inventory of

wendworking salable supplices.
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The study was limited o the ivndustrial arts woodgorking
area of geographically dispersed scceondaxry schools in the state
of Texas.

The data for this study were collected through an instru-

ment containing questions pertinent to the phases of labora-

tory operation involving the purchasing
{2 .

o, storing, budgeting,
accounting, distributing, and inventorying of industrial arts
woodworking materials. Of ninety-one instruments mailed to
geographically dispersed secondary schools in the state of
Texas, fifty-eight responses, or 63.7 per cent, were received.
This study was compiled from the data thus collected, recorded,

and analyzed.

Presented in Chapter I is the introduction to the study,

“

the statement of the problem, and the background and signifi-
cance of the study. Also contained in this chapter are the
following: definition of terms, limitations of the study,
related studies, and sources of data. DProcedures of the study
and organization of the study are also included in this chapter.
Contained in Chapter II are various and important facts
related to the purchasing, storing, budgeting, accounting,
distributing, and inventorying of woodworking materials, with
emphasis placed on those factors which might enable an instruc-

tor to accemplish successfully each of these procedures.
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Chapter TIT consists of a presentation of the methods
used in the purchasing, stoving, budgeting, accounting, dig-
tributing, and inventoryving of industrisl arts woodworking
materials in selected Taxes high schools. Thirty-six tables
are presentced which contain the numerous deta collected from
fifty-eight instructors. These tables present data dealing
with the following, to name a few: number and gize of wood-
working classes taught daily; practices and amount of time
used in purchasing woodworking salable supplies; storage fa-
cilities for laboratory supplies; annual budgets for salable
suppliee; factors which determine the budget; managenment of
student bills; amount of time required in keeping records;
management of shop and breakage fees; methods used for accownt-
ing of calable supplies; percentage of class time reguired for
distribution of supplies; and amount of time required for io-

ventory of supplies.

Findings
The folicwing findings are based on limited data presented
in the study:
1. The instructor is the person usually responsible for
the purchasing of woodworking supplies, as was shown by 76.5

per cent of the respondents.
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2. Accordivg to 77.6 per cent of the instructors, there
was no standardized Jlisgt frowm which to order supplies in a
majority of Texas high schocle.

3. All materials purchesed must meel previously drawn
specifications in a majority cof the schools as indicated by
86.2 per cent of the respondents.

4. A majority of instructors did not believe purchasing
materials required an excesgive amount of time or paperwork.

5. Sixty-four per cent of the respondents stated that a
standard reguisition form musi be used in purchasing woodwork-
ing supplies.

6. A total of 42.7 per cent of the respondents indicated
that the teacher estimated the amount of materials purchased
vearly from previous purchase records.

7. A wajority, or 75.9 per cent, of the respondents
claimed that a conveniently located storage area was available
for their salable supplies; either a storercom or a cabinet
were the most freqguently used storage facilities.

8. A majority of the respondents indicated that storage
facilities were available for separation of different types

of wood and smaller items.
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9. A total of 63.8 per cent of Che instructors indicated
that woodwnrking naterials were not sitoved according fo any
particular system.

10. A total of 74.1 pexr cent of the respondents indicated
that they used student asgistants o help keep storeroowm sup-
plies in order.

11. The respcondents were egually divided in their opinion
about whether adequate storage facilities were available to
them.

12. Only thirty-nine of the respondents, or 67.2 per cent,

hat a fixed yearly budget existed at their schools.

indicated t

13. A totel of 38.9 per cent of the respondents indicated
that their annual budget for salable supplies exceeded one
thousand dollars.

14, The data collected revealed that a majority of the
instructors checked the financial status of their laboratory
regularly and/or as needed,

15. A total of 60.3 per cent of the respondents indicated
that they had experienced at one time or another a salable sup-
plies deficit.

16. Thirty-one respondents, or 51.7 per cent, indicated
that the school system absorbed the expense in case a deficit

was experienced.
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17. A total of 72.%4 per cent of the instructors indicated

o
o

that o profit on supplies was never experiencoed.

18. A majority of 98.3 per cent of the respondents indi-
cated that they kept a record of all money spent in ordering
salable supplies.

19, A total of 51.7 per cent of the instructors disclosed
that they had a fixed yearly budget.

20. Forty-seven respondents, or 81.0 per cent, indicated
that a separate budget was kept for maintenance of equipment,
emergency reguirements, and non-salable supplies.

21. A total of 41.4 per cent of the instructors had an
approximate yearly expendjture of six hundred to one thousand
dollars.

22. A majority of fifty-two respondents, or 76.5 per
cent, disclosed that the person responsible for the collection
of money and keeping of receipt books was the instructor him-
self.

23. A total of 60.3 per cent of the instructors indicated
that students were not allowed to take projects home before
paying for them.

24, TForty-one respondents, or 54.0 per cent, indicated
that a student's grade was withheld when his bill remained

unpaid.
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25. A total of 74.2 per cent of the respondents indicated

that students who woere wnable to pay for naterials were still

allowed to envoll in a woodworiing class.

26. A total of 53.5 per cent of the respondents indicated
that some student accounts did remain unpaid.

27. The study revealed that fifuy-siz respondents indi-
cated that students were required to make a bill of matevials.

28. A total of 72.4 per cent of the respondents indicated
that they kept a copy of the student's bill of materials.

29. A majority, or 79.3 per cent, of the respondents
indiceted that shop tickets werce not used.

30. A total of 81.0 per cent of the instructors disclosad
that no safety deposit boxes were available in the shop area
for safekeeping of money collected from students even though
fifty-two respondents, or 89.7 per cent, stated that they col-
lected money during class time.

31. The study revealed that a majority of the instructors
used 2 to 5 per cent of weekly class time in keeping student
materials records and approximately thirty minutes daily.

32. The data collected revealed that the majority, or
64.4 per cent, of the instructors were not required to turn

money into the office at any particular time; instead, this

matter was left entirely up tc the instructor.
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33. A majority of thirty-nine respondents, or 0L.9 per
cent, indicated that all money was collected by the teachor
and turncd into the office whencver a sizable amount was col-
lected.

34, A total of 60.3 per cent of the instructors indicated
that money collected {rom students was placed in a shop fund
and drawn upon as needed by the instructor.

35. 1t was found that 82.8 per cent of the instructors
did not collect a breakage fee from the students.

36. Only twenty-six instructors, or 44.8 per cent, indi-
cated that a percentage was charged on the shop bill to cover
the cost of waste.

37. The study revealed that a receipt book, a bill of
materials, or a shop record book were the three main mecans
used in accounting for salable supplies.

38. A total of 41.0 per cent of the instructors indicated
that students wiiw could not afford to pay for shop materials
were allowed to make a project paid for by a school organiza-
tion or another teacher.

39. The data collected revealed that the largest percent-

age of student accounts which remained unpaid at the end of
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the school year ranges
collections.

40, A mejority of forzy-five instructors, or 77.5 per
cent, indicated that they were satisfied with their present
shop accounting zrrengemenis,

41. TForty-five respondonts, or 77.6 per cent, discloscd
that they had not taken a college bookkeeping or accounting
course; yet, when asked if they believed such a course would
be beneficial, 51.7 per cent stated that they did not belicve
so.

42, A total of 44.8 per cent of the respondents indicated
that the approximate percentage of daily class time required
for distribution of supplies was 5 per cent.

43. The most frequently used method for distribution of
materials to students was found to be distribution at random
throughout the class period by the instructor himself.

44, 1t was found that a majority, or 62.1 per cent, of
the instructors did inventorying of supplies during class time.

45. The study revealed that 89.7 per cent of the instruc-
tors did not believe the time required to take inventory to

be excessive.
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46, TVifty~three insirvctors, or 91.4 ner cent, disclosed
that rheir supplies were nof clasgsifiecd under gpecific code
NUMBOTS .«

47. A total of 67.3 per cent of the respondents indicated
that they were reguired to file luventory coples with school
officials; the majority of these copies were filed in the
principal's office.

48. Revcaled by the study was the fact that forty-three
instructors, or 74.1 per cent, belicved their method of inven-
tory to be concise.

49. A wajority of respondents, or 77.6 per cent, disclosed
that they kept a copy of each inventory for reference at a
Jater date, and the majority believed an inventory to be advan-

tageous.

Conclusions

Based en the findings of the study, the following conclu-
sions are pregented:

1. In the majority of the cases, the instructor was the
person easentially responsible for most pbases of laboratory
operation involving the purchasing, storing, budgeting, ac-
counting, distributing, and inventorying of industrial arts

woodworking materials.



2. There is littice, if ooy, stondacdization of procedures
involved jn the purchasing, storing, budpeting, acoounting,

distributing, and inventoerying of woodworking supplies.

[

3. Since a msjority of the instructors did not believe
any of these phases of operation tesk an exzcesgsive amouai of
their time, it can be ascumed that the majority of the respon-
dents spend a satisfactory amovni of time on actual classroom
instruction.

4. The majority of the instructors are conscientiocus
about the collection of money, checking of shop finances, keep-
ing of records, and ordering of supplies in their laboratories.

5. The fact that a majority of the respondents had a
salable supplies deficit did not keep students who could not
pay for their supplies from enrolling in a woodworking class.
This points out the fact that in the majority of the cases,
no discrimination is made against the poorer students as far
as being given an equal educational opportunity in the wood-
working labowvatories of the participating Texas schools.

6. Unless they have devised a means other than a safety
deposit box for the safekeceping of money collected from stu-
dents during the day, the majority of the instructors are left
with the responsibility of carrying an unknown amcunt of money

on their person for an unknown amount of time cach day.
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7. A maiovity of the inslyuctors were given a "carte

blanche™ as far ss collection of movey fiwn studeats

on

aivd when
this money was to be turmed into the office or the ITike

8. Az shown by the responses of the inetrucliors, a ma-
jority of the woodworking labeoratories in e participacing
Texas schools appear te have adequate pucrchasing arrangements,
inventorying and budgeting systems, and shop accounting arrangoe-
ments,

9. Taking a college bookliceping or accounting course
could prove to be beneficial to the malority of respondente
who indicated that they had net taken such & course.

10. The instructors who had nothing to do with collection
of mouey from students, appeared to have more time to devote

to other operational procedures in their laboratory.

Recommendations
The following recommendations are based upon the findings
of the study:
1. An extensive study should be made as to the feasibility
of adopting standards of operational procedures for industrial

arts laboratories in the entire state of Texas.
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2. A study should be made of how teachers would accept
and/or react to the star »§ eperational procedures

in the industrial arvis lat

3. A study should be made to detarmine if financial wrolb-
aress

lems such as salable supply deficits are wore common in

where a larger number of students come from low income families.

4. A study should be made of the possilbilities of im-

Jlementing a standard financial procedure whereas sitvdents
[

could pay all shop bills in the schiool office, leaving the

industrial arts instructor free of the vesponsibility of coli-

Jecidineg anv money.
L o~ 7

5. A study should be made of the need and feasibiliry

of placing a safety deposit box in the woodworking laboratory

for safeguarding of monies collected frowm students.
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APPERDIX A

2301 Dalford
Fort Worth, Texas 76111L
September 12, 1972

Dear Industrial Avts Teacher:

I am presently engeged in a Master's degree program in
the area of industrial arts at Novrth Texas State University.
My research study is concerned with the current trends of
operating procedures used in the industrial arts laboratorics
at the secondary level in the Staite of Texas. The purpose
of the study is to determine the various practices uscd by
industrial arts teachers and to provide ingight in improving
those procedures.

I am soliciting your assistance in bhelping me conduct
the study. A checklist is enclosed for your use which T
trust you will complete and return alt your earliest conven-
ience,

Be assured that you and your school will remain anony-
mous. Only the data provided will appear in the body of the
study.

I thank you in advance for your interest and cooperation
in providing me with the requested information.

Sircerely,

Hervey Gomez
Graduate Student

Enclosure: Checklist
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TO DETERMING FRACTICES USED IN THE PURCHASING, STORING,
BUODGRETING, ACCQOUXL miL , RDESTRIBUTING, AND IRVENTORYING
OF SAUABLE SUPPLIES TN THE WOCHWORIING LABORATORY

General Information:

Instructor's name

Number of woodwoiking Average class
classes teught per cay o size

Instructions:

Listed below are some questions and practices used in the
purchasing, storing, budgeling, accounting, distributing. and
inventorying of salable supplies in the woodworking labora-
tory. Indicate the practice used by placing a check mark (/)
in the appropriate place.

I. DPURCHASING PRACTICES

A. TIndicate the practice used in purchasing woodworking salable
supplies for your laboratory:
( Y 1. A purchasing agent authorized by the administraticn

2. The superintendent of schools

3. The departmental supervisor

4. The principal

5. The woodworking teacher

6. Other (specify)

) . Yes Ilo
B. Do you censider the amount of paperwork involved

in the purchasing of salable supplies to be
excessive? . . . . . 0 0 0 0w w0 e o 0Y ()

109



13

¢

Yes o
Do yvou purchase gupplies out of your owm

pocket? . L L L0 L 0w 0w e e e e e e Yy ()
Are students allowed to fuinish their own

susplies? o 0 0 o 0 v 0 0 e e e e e e ()Y ()
Do you have a standerdized list from which to

order supplies? .+ . . . . . o o . .. Cy ()
Do all materials purchased for vour luaboratory

have to meet previovsly drawn specificotions with
rceference to quality? . . . . o o o o oL L. ( )y ()

Average amount of time used per month in pur-
chasing materials:

( ) 1L hour { ) 2 hours ( )} 2 hours ( ) 4 hours
() 5 hours () 6 hourm () 7 hours ()

Other {(specify)

he form used in purchasing supplies is:

L. Standard reqguigition form uscd by school systoem

2. Requisition form issued by the dealer from which
supplies are bought

. Form issued by individual school

Random form provided by LPdChPr

Other (specify)

7~
S’ N N e’ N (D
o

(
(
(

If supplies are needed in an emergency:

() 1. The instructor purchases supplies out of his
own pocket with reimbursement at a later date

() 2. The instructor is allowed to purchase supplies
and f£ill out requjnwtlul form at later date

( ) 3. The instructor must call purchasing agent before
any purchase

( ) 4. An emergency fund set up by instructor is used
to purchase materials

( ) 5. Other (specify)




B.

( ) l. LLmlt placed on pur*na*x:y by the central

purchasing agent oc office

"

() 2. A pre-estineced limit on materials set by

deparimantal supervisor

( ) 3. An estimation set by the instrucker based

previcus records of purchasze
() 4. Other (speciiy)

’Lz.:.r: amount of nmaterizls purchased for the year is

do-

the

o

can be purchased for the school yeaxr? . . . . .

Are you allowed to purchase supplies at the end
of the school year for the ensuing school year?

IT. STORAGE PRACTICES

Do you have a storage area f{or most all salable
supplies? . . . . L 0L L0 000 0 0 e e

Y 1. In a locked cabinet

) 2. 1In a store room

) 3. 1In the open shop areca
Y 4. In no particular place
) 5

I
(
(
(
(
( . Other (specify)

Is your storage area conveniently located? . . .
If yes, is it conveniently located to:
) L. The service entrance
) 2. The shop work area
) 3. 1Inconveniently located to service
and work shop area
) 4. Other (specify)

Does your storage area provide for separation
of different types of wood? . . . . . . . . . .
Does your storage area provide ample space for

wide pieces of wood, such as plywood? . . . . .

ndicate where your laboratory supplies are kept:

Yes

Are you limited as to the zmount of materials that

()

()

()

()

-

()

No

(

e

)

Newe?
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Ave geparate faeilitics providaed for cwallier
items sveh as screws, nails, glus, and
sandpaper? o . . 0 0 e h e v e e e e e

Are students allowed in the store rooms gt
random? L . 0 0 0 0 e e e e e e e e e e
Are your materials stoved accovding to any

particular system, code, or diagrem? . . . .

Do you have sufficient storage space for all
supplies needed for the school yesr? . . . .

Do you store suppliecs In excess of what 1is
necessary for the school year? . . . . . . .

Do other instructcrs share storage supplies
for their classes in your store room? . . .

Do you use student assistante to help keep
supplies in store room in order? . . . . . .

Do you consider your storage facilities
inadequate? . . . . . . L . . o

If inadequate, check jtems necessary to remedy

the situation:

() L. Individual storage space
. New location

. Larger size

Smaller size

Separate storage

. Cabinet space

-

NN NN N
S N N N N
(o S R

ITT. BUDGETING PRACTICES

Do you have a set or fixed annual budget for
the purchase of salable supplies? . . . .

*

()

()
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H.

Yeq

Whrt are the factors wbhich determine the
2partment budgel’
Y 1. Fixed ovcvnt for each student

enrolled in indusiurial arts
) 2. Tamp s allocation
Y 3. Previcus annual budget
Y 4. Other (spccify)

Do you check the financial staius of your
Laboratory? . . . . . v v . 0 0 v e e e 0D

How often do you checlk the f{inancial ctatus of
your Laborateory?

. As needed

. Regularly

. Upon request

. Annually

. Other (specify)

oW N

NSNS NN
R e

Have yocu experiences a salable supplies deficit?

~~
S

How is a salable supplies deficit managed?
( ) 1. The school absorbs the expense
() 2. The cost of the student project
is hiked
( ) 3. Instructor is required to make up
for deficit
() 4. Other (specify)

Is a profit usvally made from salable supplies? ()

How is the profit from salable suppiies managed?

() 1. The amount is abuorbed into school
district funds

( ) 2. The surplus is spent oan needed laboratory
materials and equipment

( ) 3. Other (specify)

Is a record kept of how much money is spent ordering
salable supplies? . . . . . . . . . . .. ... ()

No

P
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L.

M.

Yes
What type of hudpet is virovided in your
schiool?
() 1. A fixed yesrly budpet
() 2., A flexibie yearly budget changed
according to reed
( ) 3. Cther (spocifyy
Is a sepavate budget kept for maintenance of
equipment, emergency reguivements, and non-
salable supplies? . o . o v o o o o . . o o ()

Are yvou allowed to exceed the vearly budget as

far as ordering salable supplies is concerned? ()
What is the approximate amount of money spent

on supplies and materials during the school

year?

()1l. $10 -8 99 ()
() 2. $100 - $199 ()
() 3. $200 ~ 8399 ()

Lo 8400 - $599
5. $600 - 81000
6. Other (specify)

IV, ACCOUNTING PRACTICES

The collection of money and keeping of receipt
books is done by:
( ) 1. 1Instructor
. Student assistant
Clerk in administrative office
Clerk in principal's office
. Other (specify)

™o

ISNNSTN TN
Sarr? S N N
U I~ W
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Students are required to pay for:

( ) 1. All materials used, including waste

( ) 2. Only finished project taken home

() 3. Only items such as lumber and
finishing materials

( ) 4. Other (specify)

Do you allow students to take projects home before
paying for them? . . . . . . . . . . . .. ..o ()
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No

)

()

()
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Cmemey 5ot reen el dmey 7y s
Studente are required to Day

(
(
(

-

1. Belore matevicls ore
Zo In full, when project completed
3. At gpeoific times, such as weekly
or gquarterly

Tix installmenis afteyw project is
comp Lerad

( ) 5. Other (specify)

S S N’

N

g
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.

When a bill is unpaid:
L. Ts the grade held wntil b1l is paid . . . .
2. Student project is retainved by the school
3. Studcnu is suspended unt_L payment:

is veceived . . o . o 00 L 000 o0 0
4. Censidered a loss .« . .« . . . o .. ...
5. Qther (specify)

PRV . TS e

Are students who ave unable to pay material
costs allowed in vour class? . . . . . . . . . .
Are there student accounts which remain unpaid?

Are students required to make a bill of
materials? . . . . . . o . . L L0 0oL L

Do you, the instructor, keep a copy of the
students' bill of materials? . . . . . . . . . .

Do you sell materials at cost? . . . . . . . . .
Are shop tickets used in your scheol? . . . . .

Is a laboratory fee collected from all
students? . . . . . . . L . L L0 .
Do you have a safe deposit box in
area for money collected? . . . . . . . . . .

2
o
~
&
2
o
3

Do you collect money during class time? . . . .
If yes, the approximate amount of class t
utilized per week in keeping siudent ma teriqls
records is:

(Y 1. 2% () 3. 10% () 5. 50%

S--h

( Yy 2. 5% () 4. 20% () 6. Other (specify}

P WanN

AN TN

N
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The approxinete duily amounit of Ulme, ofhow
than class time, regeiced n kaeoeping students
chal reconds:
Lo 30 minutes
2. 1 hoor

3. 2 hours

TN TN TN
e S N
r
+

How often are you requived to furn in collected
money?

() 1. Daily ( ) 3. Monthly

() 2. WHeekly ( )y 4. Other (specify)

e s 8 - — s

How ig money collected {rom students handled?

( ) 1. Collected and kept by teacher until
end of semester

() 2. Collected by teacher and turned into
office at end of day

( ) 3. Turnced into office whenever sizable
amount is accuuwulated

( ) &. Other (spaecify)

Money collected from students ig:

() 1. Placed in gencral {und and not available
to teacher

() 2. Placed in shop fund and drawn upon as
needed

( ) 3. Other (specify)

Is a breakage fee required from students? .
v are shop and breaksge fees managed?
1. A refund lg PdO of unused amount
is carvied into next term

()
() 2. The fee is
()
()

How

3. Fee is absorbed into district's
general fund
4. Other (specify)
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Yes No

Mow are waste matoriols managed? ,

( Y 1. A percentage ig cherged on shop hill

( ) 2. TFlat awount is charged to shop bill

( ) 3. Vaste iy ignored

() & Cfngon ation ju mode by marking up
])ZJ.C(.. or Ii}.fJ_}Q{.I._

() 5. Other (specify)

What form is uscd for accounting of salable
supplies? '

( ) 1. Receipt book

2. Bill of moterials

3. Shop record book

4 No record kept

5. Student planning sheet

6. School required form

7. Other (specify)

FN N TN TN SN PN
e e S S N s

What procedures are followed for use of shop

supplies by other departments?

( ) 1. Charge is made to particular department
and paynment expected imnediately

( ) 2. Charge is made to deparoment and bill
settled at office

( ) 3. Bill is charged off to loss

() 4. Other (specify)

What procedures are followed for students who

cannot pay?

( ) 1. Student is allowed to make precject paid
for by a school eorganization or a teacher

( ) 2. Student is not allowed to enroll in
shop class

( ) 3. Student is allowed to enroll free of
charge

( ) 4. Other (specify)

Approximately what percentage of student accounts
remain unpaid at year's end?

() 1. 2% () 4. 20%

() 2. 5% () 5. 50%

() 3. 10% () 6. Other (specify)




Ave you satislied with the present shopd

accounting arvangement? . oo . o o .0 e 0 e

Have yvou talken o college bookloeping oy ac-

counting course? . . 0 . 0 v e e 0 e e e e e e

Do you belicve such a course would be
beneficial? o v 0 o 0 0 0 0 e o e e e e e s

V. DISTRTBULLON PRACTICLES

Approximate percentage ol class time required
daily for distribution of supplies:

( Y 1. 5% ()Y 3. 25%

() 2. 10% ( ) 4. Other (specify)

When ave supplies issued to students?

( ) 1. When class is in sessicnu

() 2. At specified time during class
period only

Y 3. At random throughout class period

yY 4. Other (specify)

N TN

Who is responsible for distributing supplies

to students:

( ) 1. Instructor issues all supplies

( ) 2. Student helper issues all supplies

( ) 3. Instructor with help of student
assistant

( ) 4. Students help themselves under
supervision

( ) 5. Students help themselves as the
need arises

() 6. Other (specify)

VI. TINVENTORY PRACTICES

Po you take inventory during clase time? . . . .

Yes

()

~~
S

)



Yes
Percentage of class time used in taking
inventory of supplies:
() l. 5% () & 20%
() 2. 10% () 5 25%
()Y 3. 15% () 6. Other (specify)
Time other than class time required to
take inventory:
( ) 1. 30 minutes () 4. 3 hours
() 2. 1 hour () 5. 4 hours
() 3. 2 hours ( ) 6. Other (specify)
Do you consider the time required to take
inventory to be excessive? . . . . . . . . . . . ()
Do you have a standard inventory list to follow? ()
Are your supplies classified under specific
code numbers? . . 4 . v v v e e e e e v e e O)
Do you believe classification of supplies
under specific code numbers would facilitate
Inventory? + v v v v v e v e e e e e e e e e e )
Are you required to file copies of the inven-
tory with school officials? . . . . . « . . . . ()
A copy of the inventory is kept in the office
at the: -
( ) 1. Principal ( ) 4. Purchasing agent
( ) 2. Superintendent: ( ) 5. Other (specify)
( ) 3. Consultant
Is your method of inventory concise? . . . . . . ()
Is the arrangement of supplies in your labora-
tory such that it facilitates inventory? . . . . ()

Do you allow students to assist you in taking
inventory? . . . . o o i v 0 e e e e e e e ()

Ko
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Yes No
M. Does your inventory of salable supplies
include a section for the smaller items,
such as nails, screws, sandpaper? . . . . . . . ()Y ()
N. Do you keep a copy of each inventory for
reference at a later date? . . . . « . . . .« . « () ()
0. Do you believe an inventory to be advantageous? () ()

If you would like to have a copy of the results of this
study, please check. ()

If yes, please list mailing address.

Name

Mailing address
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