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i . _ AND TEXT TYPE ON ADULT PRODCESSING OF o
b A INSTRUCT TONAL TEXT '
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/ N -

d“u o 'l“he pr_eser;t study examined the effects 9~F a graphic

,“ organizer, str;a.tegy and typographical\spat’igl and cbeingjaids

“,' e f ‘ on adul t processing of insthuctional text. Textual |

i ",}‘"" organization (congruen‘t and incongruent) was also \exa;l;ined,

DA Th{s study was designed to 1ooK at an approach which "wbu'ld
influence the design of téxtbooks wi th respect to the <>

- learner’s retention oF the con{ent. In Experiment 1, ‘ /

. subjects read a 6 1/2 paqe text extracted from a

mar:‘agement textbook that was presented in‘logical order or

random order ‘and had mno typographical and spatiai cueing

aids. A gr“aphi;c' lorganizer was providea with or.without a

strategy. For the str;ategy'condition; subjects performed

bett‘er on’.a posttest than the without strategy condi tion. 1In’

i Expem‘meﬁt 2, subjects read the czame text. However, a cued H

e

text condition was included in addition to cu‘eihg the

£

subjects in the "without stra£egy" condition as to the
importance of the graphic organizer. The results produced an |
aptitude—~treatment interaction with learﬁe; ability, strate‘gy
‘_ v e . ,  and cuéing. High reading level learners given a stratégy and
B L , )

v, cueing, performed better on the dependent heasurés and middle
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' _ level learners in the cueing condition performed better than’
o : ‘ those in the no cueing condition. The results of these
. experiments add 'support for the contention that retention and
A ’ - ) .
o § retrieval of instructional content is not merely a function
) . , .
" c " of either the text or the reader, but in fact may be due to
Y . strategies, ¢i.e. prompting) which exert interactive effects
on text and the reader simultaneously.
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CHAPTER 1
" .I.n_t.cndun‘t.i..o:: . )
3 . ,w
.1t is commonly acknowledged among educators and learners
that instructional textbooks have been and still are the
major source of instruction used in our schools and training
centers. In view of the fact that textbooks are the primary
means of Ingtr;uction in all subject matter areas, cons,i der~
able research has been invested in the déngn of instruc-
tional textbooks to improve. learning. l-foweuer', des;pite_‘the
'\{ast amount of research in this area, there are still no . 0
perscriptive notions for building better textbooks. It is
argued 1b;' Reigeluth and Sari (1980) -that most of the
materials on the marKet today are poorly desig'l:ted and

' ) ‘ o ] I3
organized from an instructional er learning perspective and

lack conceptual clarity and integration.

———rt

Furthermore, Reigeluth and Sar i¢ (1980> consider concep-
C e
tually ambiguous and badly formated instructiona) m,a{or'ials

i

to be a major cause of poor learning. One of the reasons for
this (Dwrer’, 1978; Levin & Lesgold, 19;8.; Winn & Holiday,
1982) is that the form of, instructic:nal .text has be;n
controdled by bopk publishers who are interekst_ed more i.n
attractiveness and sal eabil ity of the product/than in effec-
tiveness. 4;
Consi&ering that text ®ig still a relatively chéap ’

accessible and flexible source of learning. . - and will

probably continue to be a major source of instruction for a

™




ol - -
PO - . - - - [ U v
. . .

long time to come? (Gagne, . 1978, p.é2%), instructional

technologists: are now dirocilng their research to isolating /
those variables in teitual materials which contrlbute.t%“ *
improbed learn[pg (Jonésson, 1980). Among the variables
‘'which have emerged as central, are‘prgénization, textual
\ ! -

cueing, and the strategy that the learner brings to and uses

q . < .
durjng the learning process.. -

However , recent research indicates that it is the

interaction of these variables with the. learner that is of

Importanfe in order to_enhance the communiqatiue effective~-

ness of textbooks (Alvermann, 1;81; Reder, 19803 Bovy, 1981

»

Readence et alf, 1981; Brody, 1981; Jonassen, 1980; Winn,
Note 10 & 12). 6Le to the “universality of instructional
tex tbooks* (Brody, 1981) and the fact that our educational
institutions depend én textbooks for instruction, Herber
(1981), Reigeluth and'Sari (1980) and Shebilske and Rotondo
(1981) encourage educational and instruqtional technologists
to pursue this area of research in order to provide altern-
ative theoretical and empirical methods of instructional
design to improve the instructional quality‘of textbooks.

One area that has provided us with a eonsiderable»amount
of research within the realm of improved text design, is the-

role of pictures for prose learninge This research which

encofipasses all aspects of pictures from size and placement 4

’ me and value shal] bé briefly discussed in the follow-

ing section. ;////
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Role of Picturss

Over the years, research has examined the effect and

value of pictures for prose learning. However, this research

seems to be more concerned w{th the question of whether or
ﬁgt pictures help, as opposed to *how pictures help® (Brody,
1981; Gombrich, 1;?2; Weintraub, 19463 Gellner, Note 4).
"One of instructional technology’s basic tenets", states

Brody (Note 2), "implies that a medium (i.e. pictures) or

" techniques is effective because it fulfills a basic communi-

!

cative or }niiructional requirement, rather than as a con-
sequence of any inherent magic" (p. 8)>. As of yet, little
research has surfaced focusing on how pictures affect learn-
ing from instructional texts. Dwyer in 1978, reported that

W

"there is littie available evidence supporting the contention
that visual iltlustrafions in textbo;ks currently on the
marKet add proportionately to learning . . . " (p. 118),
Likewise, Brody in 1981, expressed the same concern, "in
spite of the fact that instruction#l textbooks are a most
common fOWM of instructional media® (p.97). Today, the
question ;hat remains is how p}ctures can best be utilized to
assist instructional designers and teachers (Brody, Note 2).
Brody (Note 2) has proposed one approach which would
assist both researchers ;na practicioners with the study of
pictures and text. In his view, one should examine the.

functions served by pictures in terms of their contributions

to the instructional process.
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“Levin (19815, Duchastel (1978) and Levie and Lentz  °

(1982) have provided us with some potential functions which
can be applied’to p;xture research. Levin (i1981) has stated
explicitly that there are seven funcfions served b; pictures.
These are: dec&r&tivg, motivational, reiterative, represent-
ative, organizational, iéterpretational and fran?&ormational.
However, only“the last three functions appear to contribute

to the instructional process. The organizational function

assumes that well-organized text informat;on will be better

recalled than only loosely organized or fragmented text

information (i.e. providing a graphic organizer .of lhe to-be~
Tearned ma£erial). The intrepretafﬁve function basically
enhances the student‘’s understanding of the content by makKing
difficult t;;jﬁzprehend information more intelligible. The

1]
transformative Pnctlonﬁassists the learner with remembering

'difficuli,gﬁgjﬂgfamiliar terminology (i.e. the graphic

organizer directs the learner’s attention to Key vocabulary
terms).

ﬁuch&stel (1978), on the other hand has'suggested three
major functional roles of pictures: ' the attentional,

gxplicative and retentional, The attentional rble is

_primarly motivational, while the explicative role enhances

the content oﬁ the passage which cannot be explained by w&ﬁ&i
alone. 'Illustration§ in the retentional role are presumed

to act somewhat as do section headings, " suggests Duchastel., -
In’otﬁer words,“ﬂetdontlnues, "they form a conceptual plan Of.
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the sublject matter'for the learner” (p. 38), c

' Finally, Levie and Lentz (1982) pfopoée four possible -
functions of text illustrations: attentional; affective,
cognitive and compensatory. , The attentional function attracts
attention to the material as well as directs attention within

the material. The affective functions enhance enjoyment and

"affect emotions and attitudes. The cognitive function

sugbests that illustrations might function to provide a
fcontext' for understanding the text‘material by imprbqlng
comprehen;ion and improving retention. The last function is
the compensatory function which basically accomodates poor
readers. \

Regardless of the amoupt of’{unctions available that
pictures can serve, the issue at hand is that educational
technologists and instructional designers must be able to
Justify thg inclusion of pictures in a text. According to
Brody, (Note 2, p.4), "each function must be represeptative
6f‘those planned or unplahned elements of the instructional
treatment which have the ability to increase instructional
effectiveness (i.e, during instruction previous and
appropriate Knowledge and sKills may‘be recalled, content R

organiied, specific points emphasized énd appropriate

cognitive ekille emphasized>".

!
,

Bcaphics _as Picturces

»~

Pictures are defined “"as any relevent, two dimensional

representation in which the stimulus array contains at least

. [,
R L . 1,1)- E
.. . .
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one element that is not alphabetic, numeric or arithmetic®

e P Tr

(Alesandrini, 1962, p. 125). As well, it is claimed by

- Duchastel (1980) that "illustrations are not a unitary set of

e

components in instructional texfs and that the term illustra-
X .

tion or picture is a generic one which covers such diverse

’

elements as phqtographs,lscﬁematic drawings, diagrams, maps,

etc. (p. 2). o >
. The term “"graphics®, reports Macdonald-Ross (1978) @

""ig not exéct, but it is still the wbest word to describe

P SN BRSSP PR A S S

alternatives to prose” (p, 350). This is because while prose v J
_ has a spatiaf character to it, it is processed sequentially.
Graphics, particularly when the learner chooses to do €0, may
be processed statiéally as well as séquential)y (Winn, ¢981).
The purposes of graphics, proposed by Levie and Lentz ’
(1982>, Winn (1981b; 1982; Note 11), Merrill and Bunderson
(19819, Macdonald-Ross (1978), Sless (1981) and Winn and

Holliday (1981) can be summed up into three major areas:

1. then provide organization Ci.e. sequencing of

'

content) to facilitate the storage and retrieval of

information,

[P RPELN B S e R

2., they show conceptual relationsﬁips between Key
concepts of a content areé, and

3. they convey meanings through (a) pictorial elements

. they contain and (b)> the paéterns and segquences

formed by the placement of the elements on the page.
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The instructional offectiQeness of diagraﬁs sudbests
Winn (Note 11), "can be attributed precisely to their
encoding of conceptual information spatially rather than
syntactically as in the case of prose®” (p. 15). Support for
this pﬁoceps of encoding information in graphics can be found
within the. framework of schema theory, whlch»es;entlally

‘links a reader’s previous knowledge to incoming verbal
information. "If designers and instructors realize that
arrangement of the eﬁements in graphics on the page or screeﬁ
is itsélf%meaningful, then they will have at their disposal a
powerful instructional tool. Both learners and instructional
designers will benefit" <(Winn, Note 11, P 25).
BnapthTﬂnganlzen

Recept research indicates that one of the ways that
pictures can function to aid :ompr?hension is throuqh ‘b
providing a context for organlzind textual information (Levie
& Lentz, 1982; Stone et al., Note 8; Alesandrini, 1982
Merrill & Bunderson, 1981; Bernard et al., 1981; Boothby &
Alvermann, Note 1; Staley & Wolf, Note 7>. The mechanism

‘which provides a context for organizing information will be
referred to as a ‘graphic organizer’. The term ‘graphic
oragani?er’ derives from Ausubel’s (1940, 1968) work on
advance organizers.

In a summary of Ausubel’s work (1968), Mayer'and :
Bromﬁage ¢1980) report the definition of an advance organizer

as "appropriately reltevent and inclusive introductory
w




y

materials . . . introduced in advance of learning . . . and

presented at a higher level of abstraction generality and
inclusiveness®” (p. 209). For the purposes of this study,
Mayer’s and Brommage’s (1980) broader definition of advance

organizer will be used. They define an adv;ncé orgahizer as |

‘a stimulus that is presented prior to learning and contains

"a system for logically organizing the incoming information

\

3

into a unified st;ucture' (p.v211). Winn and Hollid;y (1981)
conclude that "diagrams can help in this respect (i.e. ;
organ[zation) by showing which concepts go with whlch‘others,
aiding generalization and discrimination and by.replacing

v

critical verbal information with graphic devices such as .

“

lines and arrows" (p. 22).

L)

\ Braphic organiZers have many of the essential character-
iséﬁcs of diagrams (Macdonald-Ross, 1978; Levlé & Lentz,
1982 in that they are schematic representations of the
relaQXonships between concepts (usually the Key uécapulary-
ferms &orh a text). In addition, they may perform tﬁe
function of an advance organtzer'which ls designed to
actiuat;:the reader’s prior knowledge‘(Leuie & Lentz, {982;
Aluefman;\ 1981; Readence et al,, 1981; Herber, i9?8; Mayer,
19783 Snowﬁan & Cunningham, 1975; Boothby & Alvermann,

Note 1). \\, |

To ¥urther substantiate the graphic organlzer as an

advance organﬁ er, Mayer (1979) has listed five character~

‘istics of an advance organizer which can be applied to a
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‘oraphic organzer. These are:

°

1. it (the advance orgqnlzor} contains a short set of
. . verbal or visual informatlon\
2. it Is presented prior to lea?njng a larger body of

to-be-learned information,

3. it contains no ;poclflc content from the
to-be-learn:d information,

4. it provides a means of generating the logical
relatlonshlpsramong the elements of. the
to-be~tearned }nformation,.and

9. it influences the learner’s encoding process.
The two functions in this area are (a) to- )
5rovide a new general organization as an

assimilative context that would not have been

normally present and, (b) activate a general

organization frop parner‘’s existing knowledge

that would not/have normally been used to

assimilate thet
~

The use of a graphic organizer as an ‘instructional

new material.

tool’ to assist the learner with textual material is not new.
Both ReaQencé et al., <1981 and Herber (1978) recommend the
use of and implementation of a graphic organizer in books
written for content area teachers (i.e. as a strategy to dse
while reading). .

Moore and Readence (Notc.6> have concluded that there is

a lack of evidence in support of adquce/graphic organizers.
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Nevertheless, miny researchers continue to advocate the
inclgslon of an aduanc;73F!Fl'i organizer in instructional
materials (Mayor: 1978; Mayer & Brommage, 19803 Boothby &
Alvermann, Note 1j; Alvermann, 1981; Weisberg, 1970).

Mayer’s (1978) assimilation encoding theory supports the
ugse of an orgQanizer because it “provides a‘meaningful context
(or anchors ideas) and encourages learners to integrate new
information within this context® (p. 881). This theory
predict; that tq;‘graphic organizer should provide the
learner with the necessary sKills to integrate the incoming

material and to improve the overall retention (or transfer)

. of information.

.
The current study will attempt to provide additional

evidence in support of the graphic organizer as an ‘instruc~
tional tool”’ within the framework of Mayer’s assimilation
encoding theory.
lostructional Strategies

*Graphics need to be translated and abstracted in order
to become useful to the learner" (Winn, Note 11, p. 5% and to
assist in the retehtipn of information. Ma;er suggests two
important questions to consider: (1) is the organizer
learnable (i.e. is it easy for the particular learner to
acquire and use) and (2> would the learner fail to normally
use an organizing assimilatve set for the incoming matcri;l

due to stress or inexperience?
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. Alesandrini, 1982).

11

Several methods have been suggested and used to
influence a reader’s learning from expository text. Of
slgnificancgdare those researchers who now believe that the
way .information is pro;essed, depends upon,wﬁat the learner
perceives the task to be and the amount of effort s/he should
invest in it (Winn, Note 10; Salomon, 1979; Mayer, 1979).
Unless the [earners are highly aple, they may need to be
informed of 1iKely processing strategies by the[instructlodal
system (Bovy, 1981; Winn, Note 10). it is not suf#iclent‘
simply to show a learner a diagram and expect her/him to
process It (Bovy, 1981; Winn, Note 10; Levie & Lentz, 1982}
Merrill & Bunderson; 19813 Gagne & Britton, 1982; Snowman &

N

Cunningham, 1975; Reder, 1980; Dean & Kulhavy, 1981;

\
Kosslyn (1980) suggests that bringing the mental sklllsa

- associated with creating and manipulating imagery to bear on

particular tasks can be initiated by giving direct

‘instructions to learners. These direct instructions to

1

learners are referred to as a learning strategy,‘whlch in
effect is a device or condition. ghrough whlch the learner is
Iinformed as to the most effecuent proc ssing set. Directing
the learner to create a menta] image of the structuro of the
organizer and then to use the structure as a referent iq
remembering the structural characteristic of the téxt, should

improve peFformaﬁé:\\n reference: to ‘the learning task

(Readence et l]-, 19813 WInn Notes 11 & 125 Diekhoff, 1982;

+

~~a
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Brezin, 19803 Rigney, 19783 Dean & Kulhu@y. 1981 Bov§, 1981

Boothby & Alvermann, Note 1; Alvermann, {98f; Levie & Lentz,
1982). Moreover, supplying readers with‘lnfofaﬁtion about the
rolations%lp064 the graphic organizer and the organizational
structure of the passageoshould facilftate the retention of

that information.

>
3

Recent literature onolnstrbctLonal ‘strategies has been
genératéd from Rigney’s (1978) research on cognitive
strategio?. A cognitive strategy, he reports, "is usgd to
' signify operations~and procedures that the student may use to
acqui}e, retain and retrieve different Kinds of knowledg; and
;erformance' (p. 165). It is composed of two parts:

1. a cognitive grienting task; which designateé
methods for inducing the student to perform
particular Kinds of operations, and

2. one or more representational (i.e. reading,
imagery), selectional (i.e. attention) and/or

- self-directional capabilities (i.e. self-
programming) .

Cognitive strategies (Rigney, 1978), which are performed
‘ by the learner, can emanate from either the instructional
system (instruction system assigned) or from the student’s
self (student-assigned?. As well, Rigney (1978) makes the
distinctioﬁ be tween a “detached’ and ‘embedded’ cogni tive
strategy, which refers to the relationship of the strategy to

the text. A detached strategy is one that is independent of

B
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¢ ~ the subject matter (i.e. instructions on how to use a2
cognitive process). The embedded strategy is not independent
of the subject matter, but lns.toa|d is incorporated within the
instructiona) system (i.e. insertion o:f & question). v
Recent strategy research has suggg;tod that instruc-
tional strategies are effective in pro;:csslng information \ =
‘ef{octiuélyl(winn, Note 12; Winn & Holliday,"Note Note 13}
Boothby & Alvermann, Note 1; Reigeluth & Darwazeh, 1982).
However, -there still remains some controversy as to whether
ins-l_:ruct;onal strategies that omp;oy various types of advance
organlie‘rs (or graphic organ'izo‘r's) are effective in sdpplying

readers wi th the necessary information about passage

_?&wctur_e. {Alvermann, 1981).

[
°

Therefore, a primary focus of the cuv;r'ont investigation
is the combination’ of a strategy to induce spatial processing
of thb< graphic organizer. ‘

Text Design , -
' " Dreganization. T’he organizational asbect of prose i:s an
important 'variable to consider when examining textbook design
(Staley & Wol¥f, _Note 73 Jonassen, 1982; Reynolds, 1966;

. ?himerlik, 1978>. Perimutter and Royer (19?3) discovered
tha‘t well oﬁga‘nized text information will be better recal-led

}:han only loésely organized or fragmented text information.

addition, Shimmerlik (1978) argl::es that under certain

well organized manner, the level of free recall is higher -
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than it is when |tems are proseﬁtod‘“n ;nndom arder.

Therefore, when the content.is orga/izod; the material to-be-

" . . f

to the learner (Winn,

\

.remembered, will become meaningful |

{981a).

1t has been propqgﬁd by Shimmerlik (1978 that when

information is encodod through two different organizatlons, ;
the recall of the to-be-remembere¢d material would bf higher . ‘
thaﬁ would -the encoding of information through one form of s

onganization. However, Marer (1978) predicted that posttest

y

performance should be improvec
[y

the material is randomly (poorly) organized but not when it L

by an advance organizer when

! is logically organized, .

- 3

.is logical. When the materi

subjects may be able to integrate the material on their own ,

Al

but when the material is not pr%sented in the optimal organ-
ization, a meaningful learning set can serve as a context for

ihtegrating and holding together the incominy material.

*

: &
According to Ausubel’s /Q?ée) subsumption theory, the advance ,
organizers may be especially important for the learning of

technical, unfamiliar /or poorly organized material because

-

they serve the following functions:l(a) availability: . .
meaningful context i's provided to which new material may be
" assimilated and (by/activation: encoufages1encodiﬁg strategy

(p. 880). ° / * _ .
4y / o f ¢

Mayer‘s (l97b) results indicated that the advance

e - A n

organizer resulted in better performance when the text was in

'rand&n order but not when it was in logical order. As well, i

L4
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Alvermann’s (1981) results confirm Mayer‘s ;indlngs.
Consequently, organizers aided performance when ghe’ﬁeador
was required to reorganize the iﬁfdrmation but did not help
when reoFQanizatlon was not needed.

J -

Therefore, the currenf study will attempt to clarify
these seemingly contradictory results and investhgat;
further, if in fact information"t@rough two modes of
onginkzagion (1. t;xtual organizationg c;ngruent and in-~

‘) congruent and 2. a grﬁpﬂic organizer) do in fact ltead to
greater accessibiltity of information. s
Ix;ngnaphical_cqeing. Recent research ?n téxtbook degign

;uggggts that typographical cueing Qnd spatlalicueing can
facilitate learning from te&§~(wa’ler, 1982; Shebilski &
Rotondo, 1981; Frase & Swartz, 1979). "This", repO{ts.waller,
"may beid;ne through text headings, contact cues, Q:ction
numbers, page numbers, indexes . . . and instructions of
éorts'.(Guthrie, 198}, p. S536). Frase and Schwartz (19792
‘report five experiments which suggest that bhrase
segméntation and indentation can be used to facilitata
comprehension. : .
However, there is little available research in existence
that integrates typographical cueing with other variables in
o textual matérfals. The;efore, the current study wili examine

the effects of txpogfaphical,cueing coupled with textual

organziation {éongruent and incongruent), a learning strategy

~
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and a graphlc.orgnnjzer to improve learning from "
instructional texts. . L e ,
Statement of the Prohlem

The primary purpoio of the studies reported here was to ’

provide addi%lonal megkods and/or approaches to deslgninh

N ‘
instructional/ texts to improve their instructional quality-
A

Specifical ¥, the present study (1) attempted to clarify the

con&{tions under which a graphic organizer was a useful .

ﬁesign option; (2> compared the effectiu?ness of eméloylng a
strategy C(informing the learner as to a likely strategy toF

apply IA fully utiltizing the graphic organizer) verses no
strategy (proceduré of not informing the learner); (3)

explored the ef{ectiveness‘of providing students with 0

typographical cues embedded in the text and; (4) evaluated

the function of the graphic organzier, strategy and @

typographical.cbes when combined with congruent and in-

cangruent text.

e
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CHAPTER 2

Reuisw nf the literatuce
- | 3
The Stanford Learning Assistance Center has roportoq
"that one of the most common deficiences of students is an
inability to select the important passaéos from textual
materials (Rigney, 1978). These results may be attributed to
the_learner'g lack of skills required for "selective

¢

attention" (Rigney, 1978) and/or the design of textual \
materials. Despite the abundance of information "in the form‘
of isolated principles of instructiohal design and better
strategies to mé&e instruction more effective, effecient and
;ppea1ing', Réigeluth and Sari (1980, p. 5) criticize the
potential and usefulness of this information for textbook
writers and instructional designers.' Perﬁ#ps one factor that
has influen%ed these seemingly inconclusive results is the
direction or focus the research has taken. Adapting the
instruction to the learner has thus far not proven effectjve.
Recent research has concentrated its efforts on the inter-
action of the learner, the text and the task. Winn (Note $3
for example, has focused his efforts on instructional ﬁ?
strategies to enable the learner to pﬁocess information _ -
and/or pictures more effectively. These instructional
strgtegies, reports Winn (Note 12) can be used to (a) He)b
‘theclearner develop the mental skills they will need in order

to learn, or (b) indicate to the learners, directly or

indirectly, which learning strategy to ﬁse, ‘or (c) help

3
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learners develop their own metacognitive skills.,

In addition, t;xt desién research has shifted its
emphasis from the format of the content to strategies and
the structure of the coniont as gell as the format (Jonassen,
1980>. It is the psychological approach to }nstructional\
development (cognitive psychology) that can provide us with a
foundafion on which to build a theory of instuction and/or
guidel ines for the design of text (Bo#y, 19813 Jonassen,
1980>. Adapting instruction to the learner is the wrong A
approach. Instead, we should direct our efforts to the o
interactive prbcesses between the learner gnd the text (Winn,
Note 12)., '

Of gpecific interest ie the question of how we can
design textbooks to aid students toc use selective reading
strategies (waller} f982). One approach that reflects this
new dimension to developing guidelines for the design of text
is suggested‘by Waller (1982). He proposes ﬁhaﬁ these guide-—
lines will most likely result from a combination of -
approachesy speciflcafly. "an appreciation of'the cognitive
ﬁrocesseé used by the readers in tackling the study of text,
and a iiterary tradition of practical experience and exper-—
iment with real texts and innovative formats” (p. 165).,
Lognitive Approach

The cognitive appreoach to )earnlnq emphasi;es the N

psychological prdcesses that intervene between the stimulus 7z

display and learning (Bovy, 1981). In other words, the

¢
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cognitive approach is conceﬁnod with the lnteractlon\of the
learner’s information processing skills @ith the ingtuctional
material. Many respected researchers (Rigney, 1978;Lwinn,
Note 103 Bovy, 1981) now believe th;t it is possible to
improve the manner in which learners process information by
gaining better control ou;r the kinds of information
processing they do while acquiring, retaining, and retrieuf;g
inform;tlon. lf is suggested that this control might be
achieved by (1) instructing the learner on effective
processing strategies so that they are more aware of her/hts
learning operations, (2) instructing learners on how to use
these operations and/or (3) ac@{uating a particular
processing sKill (already present in the learner), directed
through the instructional material (Rigney, 1978; Bovy, 1981}
Brezin, 1980; Readence et al.,, 1981), Bouy,(1981) suggests
that.the *directed’ cognitive proeessing may be.operatlbne
al:;ed not only by use of various orienting tasks

(i.e.adjunct questions) but in a more subtle way by manipula-

tion of features in the instructional display (material)

ftself, ‘Cer}ain researchers have fodnd some evidence that
Jearners could be better equipped to become independent
learners if they developed a sense of %tructurea(Shavelson,
1972; Herber, 1978; Reynolds, 1948; ﬁoreira & Santos, 1981;
Winn 1980>. These studies have resulted in further research

°

within this paradigmn of cognitive psychology and the design

‘of textual materials. However, Winn (1980) reports that
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there s stil1 a need to apply tbofe.‘techniques’ to the
study of dl;grams if their ability té ho{p learners organizi
.concepts is to be understood.
Aduance/Beaphic Organizer
Advance/graphic prganizgr Eesoarch,like the ;;ctbﬁe
prose research, has in the pa;t, examino? advance organizers
within the context of (1) orgaﬁ}zerstuerses no-organizor,
(2) organizer before the prose, after the prose or with the
prose, and (3) types of organizers, such as written verses
.pictorial versus graphic. This realm of research has
produced positive results as well as contradictory results.
Barnes and Clawson (1975) for example, have reported
that "the efficacy of advance organizers has not been
established. Of the 32‘stuaies reviewed, 12 reported tK{:—
advance organtiers f;cilitéte learning and 20 r?ported that
they did not" (p. é51)>. However, it has been argued by
others (Luiten et al., 1980; Maver, 19?8; Jackson, 1980> that
Barnes and Clawson’s analysis of advanceé organizers does .not
substantiate their conclusions that "advance org;nizers as
presently constructed do not facilitate learning” (p. 651).
Upon examination of their evidence, -Jackson (1980) indlcatodj
that Barnes and Clawson d!d not report h many of the 20
7 studies that reported no'effect vielded each type of findingy

statistical (+) findings, zero differences, nonsign]ficant

(-) findings and perhaps significant - (-) findings. 1f these

studie?’ﬂgg/statlstically gignificant (-) findings, reports
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Jackson (1980)>, then Barnes au"\d Clawson’s data would suggest
that advance organizers do haﬁe & smatl ;;ositlue effect on
learning.

Moore and Readence (Note &) in a metaanalysis of graphic
organizers found that subjects in a graphic organzier
condtition do achieve about two-tenths of a standard
devjation better than those in the no organizer condition.
As well, Luiten et al.’s (1986) Hndinés Iindicate that
graphic organizers do.in fact facllitate learning in all
cpntent areas. They do however suggest that the seemingly

témall positive findings could be the result of the short
duration of treatment. Nonetheless, researchers in this area
are disposed to the notion that advahce/graphic organizers do
act as an assimilative tool to gid in the learning and
Tetention of prose.

Oegapizer_uerses _no_organizer, Researchers have
examined wﬁether or not the p;*esence of an organizer
facilitates learning.,. Staley and Wolf (Note 7) for example,
tested the effe_cts of an outline as a means of an
organizational aid. In the first phase of the ‘expgriment,
half of the subjects received the outline and half did not,
while studying the p;ssage. These subJécts were then
rand&n-ly divided into two more ;:onditons for the second phase
of the experimen't such that half of the outline condition and

half of the no outline condition received the outline as they

attempted to recall the passage. The remaining two halves
-

-
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\ ’ :
(outline and no outline) did not receive the outline during

recall. Their results encobrage the use of an organizational
aid in the learning and retention from prose. Those subjects

“provided with a meaningful context of the structure o,
remembered more from the studylthan those not provided wltﬁ
the structure. Performance was even greater when tﬁe outline
was. provided at the time of retrieval. Upon visual
examination of ihe means of the #our conditions, all groups
given an outline (before or after) perforged better than
those not roceiviﬁg the outline. (;ee also Bernara et al.,
1981)., T !

One very extensive study conducted by Mayer (1980)
suggested that elaboration techniques, such as advance
oréanizers, when abplied to ‘real world’ materials can result
in more integrated and broader learning outcomes. 1In a
series-df'fi?e exﬁeriments, Mayer examined the effects of -
reading a text on computer pﬁogramming when engaged in one of
the following'learningnstrategies: advance organizer, model
elaboration, comparative elaboration and normal reading
(control). The advance organizer group was given a concrete
model prior to reading, ?or use in reading the text. The
mode ) flaborat‘oﬁ condition was given & sheet (after each
page) asking the reader to explain in writing how the new
material related to a concrete model of the computer. The
comparative elaboration condition was given a sheet of paper

asKing the readgﬁ to explain in writing how the statement
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Just learned was Iearnodglmilar to and different from some

other statement. The 1a éo‘nditlon, the. control group,
received onlywtho text. The first two experiments resul ted
in an overall effect in which the advance organizer §roup
performed better than the control g>oup (60% v.s. 41%
respectively). His results qf‘the recall tests (on 211 S5
experiments) indicated a greater proportion of the conceptual
idea units recalled in the groups containing elaborative
techniques than those in the| control groups.
Dnganim_heiocg_uannsj_mgapizen_u.tu.. The results
of studies on the placement ‘of the organizer before or'after
the prose matérial has ylglded posi tive results for placement
o.-f the organizer in the precondition as well as th; ‘
postcondition. Mayer and Brommage <(1980) conducted two
exper iments witih subjects who read a te.xt concerning computer

programming lan’guage, with an advance organzier given either

before or after reading. The data of both experiments

3

e

supported the idea that quali tatively different.recall
patterns were produced by subjects given the mc;del
Corganizer) heforce verses after learning.

Contrary to Mayer and Brommage’s resul ts, Brody and
Legenza (1980) reported that the picture (organizer) positioﬁ
was also a significant variable. However, their findings
indicated that pla'cing the picture after reading the passage
seemed to be more beneficial than placing it before the

passage. This suggested that this process helped or

- o
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couraged the reader to review n'uterials that were related

to but not necessarily included in the pl'cture (organizer).

Unmgn_nnganlzgn._ugnsgs_ulsuaucgauzg'c_. In addition
to the placement of the oranizer and its use, picture
organizer) trpes have &lso been examined. Various types of
organizers have been constructed: expository and outline
form, map-like features and graphic, and pictorial realistic
and unrealistic. As well, the resultf; are indicative of the
other areas of organizer research, mainly no contlusive ‘
support in favour of one organizer type over the other.
Bernard et al., (1981) tested two types of organizers, an
image-and its verbal counterpart. No suppo;t was found for
the distinction between t-hg two types.l However, earlier
research conducted by We isberg (1970) compared the u;se'of
three types of advance organizers, two of which were visual
In nature (a graph and a map) and one written. His study
pellforfmed on 8th graders, indicated that learners in the
v | sual organlzer; condi ti ons performed better than thoée in
the written organizer copditlon. -

fraphic _organizer _rcesearch ftoday. Despite the contra-

dictory results of previous advance/graphic organizer

3£resear~ch, it is apparent and suggest'ed by researchers that

advance/graphic organiiers do play a significant role in the
assimilative process of learning from prose. However, the

notion of providing organizers or not {(as with earlier

picture prose research), does not provide instructional

J}l
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A

&esignwls' with substantial prescriptive notions in the design
of lnstructior;al materials. Instead, thi's area of research
has taken on a new dimension, mainly one in which
’instructionaf design,ors or tnchors.can best use
advance/graphic oraganizers as an organizational ald or
assimilative tool, to facilitate learning. Recent
researchers (Alvermann, 1981; Boothby & Alvermann, Note '1;
Mayer, 1980; Dean & Kulhavy, 1981)>, have acéepted the
advance/graphic organizer as an assimilative tool. Their
research has now focused on combining the organizer with
other variables, such as strateg\l es and textual organization
(see strategy and organizationy.

Therefore, this study assumes that advance/graphic
organizers do facilitate learning. Of primary importance, is
how the instructional designer or teacher can implement the
organizer to produce the m‘ost positive results in recall of

material. Hence, the gra.p'hic organizer is not‘ to be a

manipulated variable, but will be present in all conditions,

used before and during the studring process.

As.s.im.llmnn_Egcndlng_Ihgm ~—
Recent research on advance organizers offers a great

deal of evidence in support of Mayer’s (1979) assimilation

.encoding theory. The assimilation theory, as reported by

Mayer, ﬁuggests that meaningful learning depends on the
following conditions:  the material to be learned must be

received (reception), the learner must have a meaningful set

[
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of past oxpiriences that can be used as an assimilative

- context (availability), and the learner must actively use an

assimilative context during learning Cactivation). The Key
to assimilation theorylrouoloes around the active iptegrat;on
of new Information with the learner’s existing Knowledge.

The organizer would then trigger the learner’s prior Know-
ledge C(if present) and integrate the new material with t

old, or act as an assimilative tool to conceptualize the
information to be learned. The theory predicts that broader
learning outcomes would result from the inclusion of the
organize: before the learner encodes the new information. As

per Mayer’s condition of activation, the organizer must

encourage the learner to actibély integrate the new

information. For example, . if an organizer is constructed in

such a way that it is unfamili;r to the.\earner, then the
learner may fail to realize that the org&nizer is part of the
subsequent material. Consequently, the learner needs to be
informed of the purpose of the organizer as well as
instructed in its use, in order for the organizer to be
effective. For the purpose of this study, providing the
learn;r with the aforementioned information will be referred
to as "instructional strategies" (see Winn, Note 12).
lnstructinnal Strategy Research

Instructional strategies can be either visual in nature
or non-pigtoria]. Those that are visual ln\nature woyld

aliow the learner to process the information "visually

"i
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internally”. Those that are non-pictorial in nature, would"
. .

serve as verbal instructions to the learner to form images so

as to help the learner integrate features of the to-be-

l%arncd information (see perceptual’ strategies, Winn,

1982a) .

There is a body of research that supports the contention
that instructional strategies (i.e. cognitive strategies) can
faciliate acquistion, retention and retrieval of information
when properly used (Rigney, 1978; Winn, 1981a & Note 9;
Reder, 1980; Herber, 1978; Diekhoff, 1982; éoothby &
Alvermann, Note 1; Alvermann, 1981; Levie & Lentz, 1982),

In two experiments conductég by Winn (Note %), the’
interact}on of Knowledge of task, learniné strategy and
mental ability were studied. Al) instructions and the

material (geometric figures constructed from line segments)

were presented on the screen of a Commodore computer. In the

first experiment, subjects were instructed to either draw

‘(using the computer) a figure created from(line segments, or

they were instructed to draw each line separately in- the
order it was shown on the screen. Strategy instructions were
given next, according to the group the subject was in. The
results of this study suggestsd that Knowing what was
expected (precueing) facilitated learning of the material.

The precued subjects scored -significantly higher than the

postcued subjects. ) - ' , .

The results of the second experiment also indicated that

\
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precueing subjects to the task improved their performance and - /.

when Ioarningﬁ;tratogios were modelled in addition to
precueing, performance was improved even further. ‘Winn’s

results support the research on pre-instructional stRategies -

(Ausubel, 1963; Mayer, 1979) and confirm that approprijate ) 3

learning stratgies can be taught to learners so that .their - e

‘performance will improve.

/‘ Similarly, Dean and Kulhavy i{981) tested thg\off.ctiuo- ’ ;
ness of a str;tegy aﬁd a map-likKe organizational device, in |
'the comprehension of an extended pr%se passage on an
imaginary Africdn tribe. Thé strategy empléyed, wag in the

form of a forced-processing strategy (telling the subjects to "1£:T"

fill in a composité map from.thé projected map). Three - Coe

groups were formed; the fbrc?ﬁ processing group, the self-
processing grouﬁ which had the features already filled in,
and a control group which had an unr@latgd map. Their
results indicated that the forced-processing group out- ,
performed both of the‘o;her,groupg and that map-1ikKe ‘ s ;
org#n[zqtional devices facilitated the comprehension and

remembering of prose materials., It is most likKely the

combination of the map-1ike ordpnjzer and the instruc&iontll.

K}

‘strategy that cognitively linked ‘the knowledge structures

already present to the incoming verbal informafldn. There

were no differences found between the no organizer group and

the self-processing group. !

¢ 1

Alesandrini_il?Si) tested the effects of having learners f'

3
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use a hoiistlé or analytic str;tegy whilo'drawfng pictureslpr
writing paraphrases to study scientific mqforial.‘ She found
that the leazpers.wore apparently able to follow direction

to éraw p!cturos and write sentences, but were not able tg,
successfully draw the analytic or holistic dirsion. This
study further substantiates that learno}s cannot process a
gtritegy unlé;s instructed in its use and purpose.

One of the few studies to instruct students Cin a

classrobm situation) on a strategy is the experiment

‘conducted by Boothby and-Alvermann (Note 1). They tested the

effegtlueness of the graphic organizer as a strategy for
fa;llitating comprehension and retention of information in\
4th grade;s social studies text. Two conditions were |
established, one wiih graphic organizer instruction and

practice and the other without. Both groups read the same
’ BRI

v

material qnd took ¥R#& .same tests. Their results indicated

that the group which received the éraphic or'ganizer

Inﬁiruciion recalled a gre;ter number of total idea units
(the dependent measure) than the control group for both the
}mmediate testing an?_48 hours later.

In summary, the research in the area of iﬁstructional
strategies istencouraging}‘ Ther; are indications that
retention and retrieval of instructional materials i? not
exclusively a'fwnction of the t?xt or the reader.
Conversely, other experimental variables such as strategies,

can interact with the text and the reader to influence the

L NGRS
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learner’s p;rforman;o.'

Ocganization. Comﬁrghensioh of textual materials
involves the organization of the text in some way which can‘’
relaic the new information to existing knowledge already
present in the learner (see graphic organizer and stra}egy).
In addition, the structure of theitext, its clarity of
purbose and salience, combine to produc; more effecilient
learning from text (Guthrie, 1981). “The importance of
é;ganlz;tion of te;t cannot be denied, the stronger the
organization of text, the moré likely it will be assimilated
by the reader" (Jonassen, 1982, p. 100,

Shavelson (1972) looked at the correspondance between

content structure and cognitive structure in physics

Iinstruction. "He designated cognitive structure as a

‘hypothetical construct which refers to the organization

(relationships) of concepts in memory. He concluded that the
content structure of the passage, considerably changed the
cogni tive structure of fhe subjects.

Moreira and Santos (1981) also investigated the
influence of content organization on the learner’s cognitive
struc ture, Th;y took the Ausubelian approach to content

organization (hierarchically) on the student’s cobnitibo

‘structure to provide evidence that this approach enhanced

concept learning.’ Two approaches were used: the traditional

(found in most textbooks) and the Ausubelian. Their results’

% ‘ !

1

|

s .
- - s e . - - . - B e T



W mweTar e

2,0 STHN NI e e

R

vy

JRAPEVE

IR DN L S - ey . L

o

31

for the traditional approach showed lltlle'difforonce before
.and after instruction. However, the Ausubelian approach did
produce some differences in the way in which the concepts,
were clustered. They found that the student’s cognitive
structure was altered by the/conteht structure of the
Au;ubel{an approach, in such & way that thei} conceptual
hierarchies were more coherent with the basic laws and the
con&eptual structuro of physics.

Mayer (1978) oﬁ the other hand, persued the idea that
poor text organization could be compensated for by supplring
an adqa;ce,organizer to integrate the incoming material. He
examined the effects ;f a graphic organizer (placed before
and after the passage) with textual organization (in logical
or random order). No differences were found in the overall
performance between subjects who were given the aauance
organizer and subjects who were not. However, there was a
significant interaction between text orﬁanization and the
advance organizer, with the before groupAperfdrming better
thaﬁ the after group on random organization, but worse when
the text was presented in logical organization. Maye; -
suggests that the advance qrganizer allowed the subjects to
asgsimilate the new material thus forming a broader learning

outcome. ’ -

The second experiment e%amiﬁed the effect of the advance

organzier with text that had a good means of remembering the

information and text thaf was organized differently -from the
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test. These results supported experiment one and iuggosfed

that when information is presented in & logical manner and
N @

the test quostions‘reflect the presentation organization, an
advance organlzer has no positive effect. But when the
‘matorial\is presented in‘an Qrder incongsistent with the test
quo:flon, then advance organizers do have a facilitative
effect. As @ell, Mayer found that organizers tended to aid
low'abilfty Jearners more than high ability learners.
In conjunction with Mayer’s study, Alvermann (1981)
in;estigated_the use of graphic organizers to compensate for
4tex$ that was less than optimal in its organi;ation. Two
;ersions of text were designed} a comparison verfion
(considered well organized) and a_déscriptiué version
(listing of ideas of the topic) on the subject of lhe loss of
body water: for 10th graders. Each of these groups %ég’glv;n
a graphic organizer with a verbal strategy (classroom
instruction) *or two conditions and the control condition had
the §’he material but with no grgphlc.organ}zer or verbal
strategy. Her results confirm ﬁayer's (1978) findings that
organizers facilitated recall performance when readers were
roquiﬁed to reorganize information found in text,hbdt had no
effect when réorganizatigq wase unnecessary. Contrary to
Mayer‘s (1978) findingsbéith'learneriability, Alvermann found
that both the upper and lower levels of the reading compre~
‘hension continuum appeared to benfit from the use qf graphic

organizers. Y
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b To the best of the author’s Knowledge, there is still an
. ' ] .
absence of research available within this paradigm of textual

design} the manipulation of not only text variables, but

organizers and strategies combined. Therefore, this present

study is intended to contribute to the literature on text
design td/improve the clarity and effeciency of iﬁstructlonal
texts.

© Ixpogeaphical cueing. The ‘way in‘w\jfh a text.is
perceived by the reader is Jjust as important as the
information contained in it. This theme, pursugd by
researchers today (Shebilske & Rotondoj 1981; Jonassen, 1982
Frase & Schwartz, 1979; Pepper, 1981) has provided
significant evidence to warrant giding special consideration
to the typographical design of textbooks and mgterials.

In a series of five experiments, Frase and Schwartz
(1?79) examined two typographical manipulations, segmentation
and indentation, to see if either of these manipulations coyld
éacllitate the compreheﬁsion of text., They found thataboth
indenting and meaningfui segmentation affected perfbrmance,
with segmentation being a more powerful factor in formai
improvement. As well, they confirmed that effective cues can
be designed into meaningful prose materials. )

A second study which concern;d itself with typographical
and spatial .cues was conducted by Shebilske and Rotondo
(1981>. They compared a standard typographical layout to one

containiﬁg.typographica] aﬁd spatial cues. Their resultf




LLY ’ ~

34 : :

r
!

indicated that students who read the special layout learned

and remembered the text better without spending more time
1

- studying, and improved learning and memory of important

—

_the format and content if they could. The results indicated

infomation without reducing the arning and memory of
unimportaht information. On all dependent measures,
p’raphrasatlc ﬁsca!l, multiple-choice and an attitude
quostionphire, learning and memory were facilitated by
typbgraphical and spatial cues.

Contrary to Frase and Schwartz (1979) and ShebilskKe and
Rotondo (1981), Johnson and Otto (1982 In'studying the
effects of altering prose style (word frequency and sentence
structure), found no significant differences with the treat-
ment of style of text. Howeuir, their results appear to be
indicative of the fact that subJectﬁxdid not underétand the
text, nor was it relevant to the sJLJects’ curriculum. Thus,
their co&clusions, that the readability of textbooks 'may be
unresponsive to changes in style, is unwarranted.

?ina]ly, Pepper (1981) approached the problem of text
design from the student’s perspective. In the first of tw;
experiments, comprehension was tested on two different styles
of programming textbooKs on Pascal, an outline format
approgch and an informal conversational approach. In
addition, subJect; were asked to.}ate the style of the text '. S
as to what they liked and dis)iKed and how they would changp'

’

no preference for either condition, but the student’s
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evaluation did suggest th;t nejther of the two style
provided them with the necessary skills to undgrltan the
material (i.e. examples).

The second experiment conducted was based on the
students’ preferences for what makes a better text. Peppeé
chose a new text on programming, which was populgf and
intended to be easy to read. As well, since this text lacked
spo&ificatlons provided by the students in the first *
experiment, he rewrote the same text according to thﬁse
specifications. lnco;porated within this experimental t;xt
was an extensive use of graphical and tex tual aids, as well
as an outline and brief introducti&n in the beginning. A
third text was used which was clearly written and contained

lots of examples, but lacked textual and graphical aids. His

. results confirm Frase and Schwartz’s (1979) and Shebilske and

RotonQp£€§;ég§1) results of the importance of typographical
aids. ' Pepper found that the group reading the exﬁerimental
chapter perforhe& better and ratedlthe chaptsr higher than
the other groups. '

Collectively, thesé findings reinforce soﬁe common’
beliefs in the field of textbook design; namely,'that “a text
will be more readable and more effective if one avoids

technical jargon, writes in a clear and unpretentious eiyle,

‘and incorporates various graphical and textual aids into the

body of the text" (Pepper, 1981, p. 267).:
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Summacy of Hypotheses

The primary purpose of. this experiment was to examine

the effects of a strategy combined with a graphic organizer

and typographical cueing aids embedded in the text, on the

retention of expository text. A secondary purpose was to

investigate those effects with textual organization

{congruent and incongruent). The following hypotheses were

gen;rated from the above literature to guide the experiment:

H 3

1

It was expected that the strategy treatment
group€ would display greater overall learning
than the no strategy conditions. The notion of
‘informing the learpor ’f to a likely processing
strategy (Bovy, 1981; Winn, Note 10) was
expected to ensure superiority as well as the
combination of the graphic organizer and strategy
that would cognitively 1inkK the Knowledge

structures already present to the incoming

information (Dean & Kulhavy, 1981).

It was expected thﬁt the %ypographical cueing

would have a significant effect on all treatment
groups. The notion that what.a reader seeslln a
text is as important as what the author writes

in It iShebllské & Rotondo, 1981;‘Jon;sson, 19823
Peppér, 1981) brouides support for this ’

prediction.

A significant interaction was exhected be tween

'
i

o Y et e e e 3



" A

S T b WA ALY

P

S
L Rk et s e -y .

Wt e Farar 5

XTPRIYDEL SN

P e e Ed

R s e

37
the strategy treatment groups and the textual
oéganlzatlon treatment groups (congruent and
incongruent). This hypotheses was derived from the
studies by Mayer (1978> and Alvermann (1981), which
have shown that the facllitailoe effects of
advance/graphic organizers are best seen when the
textual material is in random order (incongruent).
"H1 It was expected that there would be a significant
main effect for strategies, org;nization
(incongruent) and typographical cueing on an
‘immediate posttest.

These hypotheses were formulated to determine the source

[
-

of the interaction hypothesized in H . Post hoc analysis was
3
planned in the event the hypotheses were accepted.

°

AP
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! ‘ CHA%TER 3
' EXPERIMENT 1 .
Methad
Sample )

The experimental sample consisted of 92 subjects,
enrolled in a first year m;nagement course at Vanier College
in Montreal, Quebgc. _Subjects consisted of English speakKing
males and females ranging in age from 18-25 years.
Participation in the experiment was on a volunteer basis.
ExpgnhnentaL_QesLon

The des?gn of the experiment constituted a 2x2
factorial with 2 between group variables. The level; were
strategy (with strateéy ve., without strategy) and textual
organization (congruent vs. incongruent). The dependent
measures consisted of a cued recall . and multiple-choice test
to assess student pe;formance in terms of recall and
comprehension. -

Instcumentation

Multiple—choice test. The instructional yatorlal was to
be evaluated by a multiple-choice recognition test composed
of 30 items. Two different\}andomized versions of ghe test
were produced (A & B) from a pool of 30 question items
created by the author. Each test had 15 identical items.anq
15 different items that seemed to best evaluate the learning

text. A1l muitiple-choice questions consisted of a main stem

with four options including only one correct choice.
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Coefficient alpha for the tests were .Sé and .50. Due to the
low Tevel of reliability, the multiple-choice test was
eliminated from further analysis, and instead redesigned for
experlm;nt 2. k

‘nugd_ng:a%l. A cued recall test of 11 items was
produced and administered yo all subjects. These questions
preceded the admjnistratlon of ihe multiple-choice test and
were worded in such a way that subjects wcfe requird to write
‘'a specific answer.

. Scoring of the recall protocols was carried out by ghe
main experimenter. On? other judge was contracted to score
the pqotocols, without the assistance of the main ;
experimenter. An analysis of variance approach to interrater
reliapilitr (Qiner, 1971) was Lsed to assess the reliability
of the raters. The reliability was calculated to be .94.

Nelson=Denny. reading test (Nelson & Denny,. 1$23). In
view of the fact that the experiment was concerned with the
learning of exposi tory text material, the Nelson-Denny test
was administered. It was felt that these test results would
serve as good predictors of subsequent reading performance.
The wvocabulary section (Special Adult Cut-time Version - ?7
172 minutes) and the Comprehension section (cut-time voréion
- 15 minutes) w;s completed,

Materials R
Expository text. The six aﬁd one-half page text was a

chapter entitled "Budgeting®” extracted from the textbook
A ]

.y o

-
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Hospltallty Managepent ércounting(Michael Coltman, 1978).

It was typed double spaced t_:‘n»seuon‘ 8 1/72 x 11 inch pages
of white paper with typographu.:al cueing stratcgigs removed,
displaying a strictly narrative styl’\'e. Information for the
text content discussed the Kinds of budgets, tl;e purposes of
budgeting, wh"o prepares the budget and when, the‘ ;avantages
and dlsadt}ahtages of budgeting and the budget cycle.

The text was then divided into the aforementioned
sections and subsequently randomly disorderd to produce two
condi tions of textual organziation (congruent vs.
incongruent). ,

insinucnmal_stna.gagx‘ The instructional strategy was
a set of three concise prose paragraph‘s typed double—spaced
on white 8 1/2* x 11* paper. At the top of the page in bold
lettéring were instructions to "Read This First®. The
strategy stated the purposes of the graphic organizer and
included instructions on how to use it. ﬁl‘he importance of
the 9raphic organizer was emphasized. )

A placebo instructional strategy was produced to ensure
that the total amount of'time spent reading the strategy by
each subject was not uar:ied from‘ condition to condition.
That is, when subjects in the with strategy condition were

being askKed to read the instructl"onuqstratolg)‘f, the subjects

in the without strategy condi tion were spend'i ng the same time

Y

reading the placebo. In that manner, they were both equally

occupied before they began to read the text.
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The placebo produced, was about the same length as the .

with strategy condition and was identical in format. It was .

not expected to provide any useful information in addition to

the main text, nor material which would distress or otherwise

‘distract the learners.

Braphic._ocganizer., A g?aphic organizér entitled
"Budgeting® was deslgned by the author and printed on 8 1/2*
x 11" blue paper. It resembled a fiow chart in that it used
boxes, lines and arrows to depict visually the main topics to
be covered in the text. The sequence of the topics was
identical to the congruent text. All conditions received the
graphic oﬁg&nizer which was inserted after the instructions,
unattached, intended to enab}e quick accessibility for thé
learners perusal.

Eualuaiiua_quasiinnnn4ng‘ The evaluative questionnalre
consisted of 20 questngns to indicate subject’s subjective
response to the condltoon they were in. It was typed double-
spaced on 8 1/2‘ x 11" yellow paper. In total there were 20
quest{ons relat;d to the study, 13 of which peﬁtained to the
use of the graphic organizer, The responses were rated oh a

1~-5 scale with | being strongly agree, 3 agree a;;LS strongly

&isagrée. Several items had negative polarity to dlscourage

response set. These items were;analyzed by the analysis of
variance. .

Intecpnlated task. In order to ensure that subjects in

the expgriment were not using merely short-term memory to

t
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respond to the posttost questions, an interpolated task was
adninjstered immediatoly following the roadlng/studylng of
the text. This task consistod of a series of demographic
questions and porsonal study habits. It was typed double-~
spaced on blue 8 1/2' x 11" paper.

Expgnimgnial.packagg‘ For the experiment, each subJoct
receiued four pre—coded enue\opes stapled together at one end
and numbered from 1 to 4. The coptents of each package are
lndicatoa below: "
Enuelape e Contentg

1 ... .'. « « « » « Nelson Denny Answer Sheet

2 . ¢ 5 s s s s - . Expository Text .

'3 e« » » o s o » = s « « Interpolated Task and

Part 1: -Cued Free Recall

4 . + 4« <« 2 s s« ¢« « Test Part II: Multiple-
Choice Test and Evaluative

Quesilénnaire g .

A

The contents of envelope H2 were specifically determined
by the treatment condition randomly assigned to eaéh subJo&t,

Procedure

Experiment. 1. Experiment | was conducted approximately

oRe month prior to Experiment 2. This study was used to .try
out experimental procedures an& materials.and to assess theq

~reliability of the multiple~choice test and the cued recall

test to be used in the bbsttest of Experiment 2. Particular

attention was paid in this study to establishing the :

"
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approximate timings necessary for the various tasks.
The experiment took plice.dunjng normal class time on -

thr‘o successive days. The experiment began with the

researcher pr%vidingla brief general introduction to the,

research area that she was currently.tnvestigatlng. Subjects .

were advised at that.time that scores collected would in no

-

way. influence their mark in their class.

‘ Packages were distributed fn random order. The pre-

- *

coded packageshpergrpreviously separated into eight

~scohditions and randoﬁly collected to maximize the numerical

equality of treatment conditions for. those who did take part.

4

"The Nelson-Denny Reading Test was administered first

using
thg directions laid down in the examiner’s manual. /The -
were

reading booklets were then handed out and subject
instructed to remove the answer sheet froﬁ envelope #1 and '
£i1l1 in their name or student number. Upon completion of the
two ‘tests, subjects were;orailr P#iefe& onv;pét was about to
thp pecjfically during ihe expgp}ment. The experimenter
emphasized 'in her'commeﬁtary.thaz‘subjectslshould not

continue to another envelope unless instructed to do so. The

reading booklets were collected and,6 the subjects were

instructed to—put their answer sheet baqk'int; envelope # 1
and wait for further Instfuﬁtions. . ' ”?
éhbgecés were thed‘direcke& to remobeJthe‘contents +ru;
Tenvelope # 2. They were told to read the instructions first

(to ensure that those who had the Iqstructional strategyr.pead

~
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it) and then proceed to the textual material. They were told
that they could.have as long as they needed, but when
finished to note the time completed and to placé all the
material back into env lope # 2. The ‘t[me completed’ was

written clearly o e chafkboard at the front of the class.

Subjects who ed early were askKked to wait quiet)y while
the remainder of the class was etill working. When all were
finished, subjects were inftructed to remove only the blue -
sheet from envelope # 3, entltled;'Demographic fnformaiion‘
and tolfill it out; When cgmpletod, théy were instructed to
Eeplaﬁe the blue sheet in envelope # 3 and to rem ve the cued
recall sheet., Again they were told that theﬁé w£Z no time
limit, but to note the tjime complefed at the bottom oé the
sheet.
] :
Upop completion of this task, su?Jects were informed
that the; were on the.last section. They were told to work
’p‘oq their own time (notind the time for completion of the
'mult}ple—choice tesl). They were instructed to remove the
mul tiple—-choice questionnaire, and aqswer'sheet from envelope
# 4 -and when_l£~is qomplefed, to fill ou} the evaluative ™

questionnaire located on the yellow paper. Subjects were

thanked for their participation and were told they could J

‘ ~
«

leave ae they finished.

~
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CHAPTER 4
EXPERIMENT 1 .
Besults _and Discugsion

The purpose of ‘the study was to determine the
effectiveness of the combination é? a strategy and a graphic

organizer and, the organization of text (congruent and

. incpngrueﬁt) on adult learning of expository instructional

~

text. .
Analysis _nf _covariance. Analysis of covariance 5&5 used

to account for variation due to indiv]dual differences in

reading ability: The Nblson;Denny Reading Test was used for

this purpose. Prior to conducting the analysis, a check ,was

t

made of, the assumption of homogeneous‘regreséign coefficients,

-~

.wit@in treatment conditions (Huitnma,_l?BO). Thig test
ascertéins whether an interaction has occurred between levels
of the independent variable and the interval :‘level
me;surement scale of the predictor. Violation of this
assumption would invalddgte the adjusted means which are

produded as .an outcome’of the analysis. This preliminary test

indtcated that the ;ssumptlon of equal regression slopes was

tenable {see Table 1), thus. permittlng the uge of analysis of

covarlance. The dependent variable for this analysis was the

~cued recall test. The firsszndependont'variable, %trétegy,

consisted of two leveli: with strategy and witthout strategy.
The second independent variable was textual organization

which consisted of two levels: cohgruent organization aﬁd -

37
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Table 1

Test of Parallelism:

446

Regression of Reading Ability on Cued Recall

ACross Téoatment Leve!l

\

Experiment 1

Source ss. daf MS F P
Within & Residual 3430.37 82 42.83 :
Nelson-Denny - 458.63 1 458.63  10.96  .001
Organization .09 1 .09 .002 .93

\ ' ' :
-Strategy 265.94 1 245.94 é.36 .014
Organ x Strat 3.10 1 3.10 .074  .786
N.D. x Organ x Str §7.45 1 57.435 1.37

¢
N = 87
\
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incongruent organization. The an(lysis.of,cooariance was
cond;ctod to test the significance of the main effects,
stragtgy and organization and their lnter;ctlon. Ne i ther the
interaction nor the main effect for organization were

stati;tically significant (see Table 2).. However, stratog}

was significant, as predicted, F(1,93)=4.33, p = .014. The.

A
\

Qbservod and adjusted means and standard deviations of the
cued recall test and the means and standard deviations of the
Nelson-Denny Test are gld;n'in Table 3. i
Enaluaiiug_quhsiinmnaJne‘ Follow-ub analysis was
conducted using an analysis of variance on the evaluative
questionnaire. Twenty—one cases were invalid due to missing
data, and therefore were eliminated. In\togal, 41 cases were
analyzed. The results of tha analysis of variance disclosed
(see Table 4) that there was no significant interaction
between strategy and organization and no main e;fect for
qrgaﬁlzation. However, there was a significant main effect
for stritegy. in favour of the strategy condition,
FC1,81)=11.98, p = .001. -
One purgpse of the present study was to determineh
whether a strategy and a graphic organizer serve to
counteqact the effects of poor text organization. For
example, if the organizer and strategy sorvea as a‘contoxf
for Integrating‘and unifying the incoming materlai (as an
assimllatfve tool, Mayer, 1978>, then one would predict ﬁhat

the graphic organizer and strategy would have no positive

.
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Table 2 / -
7 " Analysis of Covarlance ~‘,i3’
. (7;4/
Experiment 1
Source SS df MS F B
COVARIATES 458,63 | 458.63 10.91 .001
N. Denny 458.43 1 458.463 10.91 .00}
MAIN EFFECTS " 266.03 2 133.01 3.17 .047
Organ . .54 1 .54 .01 .910
Strat T 265.94 1 245.94 4.33  .014
2-WAY INTERACTION 3.10 1 3.10 .07  .786
Organ x Strat - 3.10 1 3.10 .07 . 786
EXPLAINED 727.77 49 181 .94 4.33 .003
RESIDUAL 3487.82 83 42.02
TOTAL 4215.5% 87 48.44
N = 87
]
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Table 3 .
Observed and.AdJustod Means and
' Standard Deviations 1 T
Experiment 1
A\ /
t /

CONGRUENT INCONGRUENT

b 4 sd X adj

X sd X adij

]

N v3
With Strategy 12.13 7.99 12.06
Without Strategy 8.58 5.17 8.22

11.62 9.01 11.53

7.85 3.80 8.43



. .
Table 4
Analysis of Variance of !
Evaluative Questionnaire
Experiment { '
Source ' SS df MS F s
MAIN EFFECTS 541 .657 2 270.82% é4.006 .004
Organ 1.512 1 1.512 034  .855
Strat 340.145 | 540.145 11,979 001
. {

é-ﬂAY INTERACTION 27 .013 1 27.013 599 .442
Organ x Strat 27.013 1 - 27.013 399 .‘442
EXPLAINED '568.670 3 189%.557 4,204 .009

RESIDUAL 2615.217 S8 45.0%0

TOTAL 3183.887 &1 52.195

2
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effect for logically organized text, rather, they would have
an effect for randomly organized text, resulting an |
interaction between organization and strategy.

The results (see Table 2) ;:Io not coincide with Mayer'.s
(1978)> findings that the facilitative effects of-a graphic
organ izer are most prominent with randomly organized text,
mainly because Mayer was testing the effects of including an
advance organizer Jwrsg“s not including it. This study
concerned itself with 't"he inclusion of a strategy wﬁlch was
different froﬁ Mayer‘¢ (1978> advance organize; research. 1t
was however, presumed that the strategy would only 'qn;ourago
emphasis on selecting concep tual information that fit in with
the context (selection)" (Mayer, 1980, p. 782). Thus,
similar resul ts could be expected with Mayer’s (1978
findings on randomly organized text. Perhaps the uncued
format of the textpal‘ material in this experiment resulted in
poor processing of the text so thaf the gr‘a‘phi;: orgQanizer and
strategy added no additional facili tation to ei'thor of the
text treatment condi tions.

Another purpose of this study was to invo'stigate whe ther
the strategy in combination with the graphic organizer had a
facil i tative effect on learning from instructional text. As~ ,J
expec ted, the subjects in the ‘with strategy’ condition’
scored significantly higher than those in the *no strategy”’

condi tion. These results support Mayer’s (19?@) assimilation

encoding theory, which in effect states that ‘/tho organizer
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encourages the learner to actiuely integrate the new

information and Winn’s (Note 15) notion of instructional
strategies, which inform the learner (through direct
instructions) as to a l1ikely processing s’tratogy to use while
studring the text. This main effect for strategy supports
the resul'ts of previous studies (Winn, Note 9?3 Mayer, 1979;
Dean & kulhauy, 1981>. As in those studies, a reasonable
conclusion is that a strategy can help the learner to
integrate features of the incoming In-Formatlc_m (i.e. the
" graphic organizer) that they receive, to .faci Titate
aqqu'lsition, retention and retrieval of the incoming . *
information, . ' /
A similar pattern of resul ts was obtained on the ' %
evaluative questionnaire, which measured subjects’ attitudes !
or opinions as to the effectiveness of the strategy . \
instructions across the design of the experiment. The self-—
report ratings indicated that the use of the graphic \
organizer did effect the groups as expected. Learners
reported that they were able to integrate the gr_aphlc
organizer when they were instructed to do so by the stll*ategy.
One problem with this study was that the format of the
textual material was:unlike that found in most instructional
te;cts; the absence of typographical and spatial cues. As
well, it ig conceivable that the strategy effect (similar to
instructions) was due to cueing the learners as to the

importance of the graphic organizer instead of providing the i

iR
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learner with an effective strategy’for using the graphic
organizer. Therefore, a second experiment was conducted to
test the effects of the strategy and the effects of the
strategy and gra.phic organizer with more “text—])ikKe’
instructional materials. 1In addition, the no str;hgr
group’s introductory sta‘tomont Ci.e. similar in {ength and
'fo‘rmat to the organizer strategr statement) was modified to
inc'lude a statement which was expected to provide a cueing
function. In the subsequent experil;ient, no di fferences

between strategy and no strategy conditions would indicate

that the strategy effect observed in Experiment 1| was due

primarily to cueing.

w?

-
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CHAPTER S
EXPERIMENT 2 -

Method

The experimental sample consisted of 158 subjects,

/
_—

enrolled in a first year hotel/business manadement course- at

Algonquin College in Ottawa, Ontario. Subjects consisted of

English speaking males and females ranging in age from 18-24

vears. Participation
basis.
Experimental Design

in the experiment was on a voluntary !

The design of the experiment consititued a 2x2x2

factorial with three between group variables. The

independent variables were Strateqy (with strategy vs. ’

without strategy), Textual Cueing (cueing vs. no cueing) and

Organization (congruent and incongruent). The dependent

measures consisted of a cued recall and multiple-choice test

to assess student performance in terms of recall and

comprehension, as well as a self-report inventory.

Instoumentation

Three instruments served as dependent measures in this

follows,

Muyltiple-choice, :The test of 25 questions consisted of

& main stem with ‘four options including only one correct

choice.

A

study. A description of the development of these instruments

The 25 questions were chosen from the:pool of 30 ;

¢
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qﬁe;tions in experiment #1, based ﬁn indexes - of
discrimination and difficutty. The standard{zed alpha for-
.the multiple~choice igst was .é1. ‘

Lued recall. This test, administered b;fore the
multiple-choice test, consisted of 11 items. Th;se questlong i
were worded in such a way that subJec&s were required to
write'a specific factual answer (e.g. List two disadvantages
bf‘preparing a budget).

Scoring of the recall proto;éls was carried out by the
main experimenter. Two other judges wergvcontracted to score
fhe recall protocols without the aid of the experimenter.
The i;terrater reliability for the cued recall test for the
two Judges was .95 and the estimate of a single judge’s
reliablllty was .90. The reliability coefficent fore the
} evaluative questionnaire was also calculated. The

l\standarciized item alpha was .84.
\K Nelsnn_Dennx.nezmng_ias.t..LNelsnn_&.Dnnnx.,_lizm..
(Re#er to this section in Chapter 3, Experiment 1). »
Matsrials ) —

The 6 1/2 page tex? was a chapter entitled "Budgeting®
extracted from the textbéok Hdspltailtx.ﬂanagementqéccnuntlng
" (Michael Coltmén; 1978>. It wasotyped double~spaced on seven
8 1/2* x 11" pages of whi te paper. Information fﬁr the text
content addressed ghe Kinds of budgets, the purposes of 1

] /
" budgeting, who prepares the budget and when, the advantages

and disadvantages of budgeting and the budget cycle. Two

. | ¥

T S e
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types of text were céeated; the unpcued text (uéed in
experiment 1) and a cued text with exactly the same content .
and of the same length as the uncued.text. The cued text was
& restructured version of the uncued text wi}ch employed
typographical cues such-as-indeniéiion, spaéing, Polnt form,
underlining, headiﬁgs, etc., ¢(see Appendix B). These two
types of texts were then;placed ?ﬁ'two additional conditionsy
congruent and incquFuent organiza;ion Ci.e. organizea
congruently and incongruently with the organizer). The
incongruent text was formulated by ra&domly disoFdering the
sections of the congruent text. ' |

lnstructiopal sirategy. The instructional strategy was
the same as in experiment 1, with one exception. It was felt
from the results of e;periment } that the subjects In'khe
stratigx condft{on were giuen in addition to the strategy, a

L r
cue as to the importance of the graphic organizer. -

.
Therefore, to remedey this situation a cue was alseo Qdded to
the placebo condition, informing the no strategy éonditioﬁs

of the importance of the graphic organizeﬁ (see Appendix B).
It was hoped that differences that arose between the effects

of these two conditions (strategy with cueing and placebo

. . \
with cueing) would then be based on the effectiveness of the

strategy and not the cueing.

Giaphi:_nnganlzan. (Refer to this section in Chapter 3,

Experiment 1)>. o ]

»
w

.
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Eualuative questionnaice. (Refer o this section in
Chapter 3, Experiment 1). - *

LN

Interpolated task. (Refer to this section in Chapter 3,

Experiment 1),
Beacedurce .

The experiment took place during normal class time /
(approximately 2 hours), for one class period. The prfc’edure

fcoliwed the same pattern of events as described in

experiment #1, with one exception; the time completed 'was, hot

asked for. The average times for completion were 20 minute%

Ve

“ . D
for the textual material and 12 minutes for the cued recall

and for the mult‘)iple-'-choice test, totalling 24 minutes for

Q

the testing period. After completing the tests, subjects

completed the eualu;ative questionnai‘re and left as soon as

they were finished. - ’
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Results and Discussion
’ | o
Results ‘ &
The purpose of the s tudy w;s to determine the -

effectiveness of the combination of a strategy and a grapnhilc
organizer and typographical cueing on adult processing of
expository text. A secondary purpose was to test the effect

of textual organization (congruent anﬁyincon'grue_nt) wi th the

strategy and graphic organjzer. . ' 9/

Ana.lxs.:..s_n.i...c.ouar_l.an.ce.. Prior to using analysis of

“ e e p————r——T .

A

-~

_covariance, a checK was made of the assumption of homogeneous

e

regression coefficients. The preliminéry test on both the

-

L4

> \
mul tiple-choice and cued recall tests indicated that the
assumption of equal régression slopes was not tenable (see

Table 5 & é)3 that is tﬁe regression lines for the treatment

S
conditions were not paralle)l. This suggested that an
. -

aptitude. x treatme;\ interaction existed in'i:he data. The
test of homogenei ty of regression indit“:aﬂted ) Y

F(1,147) = S5.165, p <.05 for the cued recall and’
. ) ' ot
F¢1,143) = 5.179, p <.05 for the multiple-chpoice. ~ Cronbach

-

,ar}\d Snow (1977) ar*gugx{tat when such a condition occurs, the

r
vir:teraction should be investigated using either step-wise A/

Degrees of freedom differ for these tests of homogeneity of
regression because -the multiple—choice test included all
possible main effects and rinteractions while the cued recall
test did not (n is 158 in both cases). -

- M ©
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(Tl'est of Parallelism for Nelson-Denny

©

Table 5

and Cued Recal)

e b 2 et

! Ex;{erimont 2
' o s -
. :
=
Source - df MS F P
— \
™~

Within & Residual 1047348 154?‘ 71.25 ‘
Nelson-Denny 1889.57 1 1889.57 26.52 .00
* Organ ) "o 7.30 1 2,30 ..10 .75

Strat 48.24 1 48,24 .68 .41
Tue ing ‘ 1386.43 1 1384.43 19.46 .002

Qpoan x Strat. .12 1 o2 a2 .72
-Organ x Cueing 33.17 1 3347 .46 .50
Strat x Cueing ' ,_§.46: 17 646 09 .76

ND x Strat x Organ ¢,137.’oe' 1 '137.08 1.92 .17
ND x Org;n x Cueing .83 1 ‘ K 83 .01 "9{'
ND x Sbtrat x CueingL 349,39 1 - 369.39 S5.18 :02‘ !
NO x Organ x Strat x Cue 46,75 . g | 46.75 .66 .42

‘ k]
N = 159 b ‘

P AN
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. Table 6 "'
Test of Parallél ism for Nelson-Denny
. . and Multiple-Choice
¢ ‘ & Experlmenf &\ ~ s
. y
. ' ’/{ / | N
Squrce . . 13- df MS F B
N .
Within & Reskdual 1370.67 143  9.59
Nelson—-Denny , - 424.04 1 424.04 44.249 .001,
Organ ) - .23 1 23 .02 .87
Strat L 13.64 1 13.64 1.42 .23
Cueing . ’ '38.19 .1 38.19 3.98 .04
Organ x Strat 5 18.79 1 18.79 - 1.96 .16
Organ x Cueing -, 210 1 .21 .02 .88
ﬁ;rét x Cueing 75 1 .75 .08 .78
&elson—Denny x Oréfn » . l0.5 1 10.52 1.09 .30
Neison—oewgy‘x Strat 17.42 \_1." 17.42 1.81 .18
Nel son‘-Denny";r’Cueing . 46.83 1 46.83 4.88 .03
ND x Organv(,Cueiﬁg - 4.85 - 1 4,85 .51 .48
ND x Organ x Strat . 005 i . «003 .00 4).95 '
ND x Strat x Cueing - 49.45 1 49.65 S5.18 .02
ND x Organ x Strat x Cue 7110 1. 7.1 .74 .39
- . o o f‘/};"':/ S
! /
N = 159
e A o
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regression or post hoc blocking, because of the probability

of meaningful‘interpretatiop. It was determined that
. n &

blocking of. the Nelson-Denny test was the most appropriate
means of determining the locus of-the interaction.
” Therefore, three levels were formed BP\dividing the sample

into thirds to the nearest whole number on the Ne)son-Denny

test, designating these low, medium and high. In addition to

b ) . the blocking, it was evident (see Tables 5 & &> that the
g : ' organization variable and its interaction with other
variables accounted for virtually no variance. Therefore,

L)

foé simplileity sake, the design was collapseq ;cross it. The
; means and sta;dard deviations for the cued Eecall and
“multiple-cﬁoice tests are given in Tabl;s 7 and 8.
Since post hoc bleocking on the design of the experiment
cannot be assumed to produce equal variance in all cells of

the newly formed design, a test of homogeneity of variance -

was deemed‘appropriate before the design was actually

a

analyzed., Two tests were performed; F max (Kirk, 1968) in

1 4

X which largest and smallest variances within the design
A2

E ) F max = g lest are compared ana a teét designed by
3 , Cocthran (19:1) in which largest variance within cel:s is
| compared with the total variance of all cell%ﬁc = K &2
{ ) o Lv TQg hypothesis of no sié?iiicant differnces among %;ll

uariances‘is accepted if F or C fail to wJach the critical

‘<, ; . ;jablad valuye. Both tests resulted in no significant

P

AN
differehces” among cell variances (F max = 3.88, p > .05 and 0




N

é2

i gy s gt o

o anos ik

\ fable 7 ‘ ¢
Means and Standard Deviations
< for Cued‘Recall |
.
. Experiment 2
'r 1
\\
CUED. ‘ ‘ NOT CUED
X sD n X sD n
LEVEL 1 |
Strat- - 8.50 Sea 14 9.93 7.3 14
No Strat 12.20 5.51 10 c 5.0 5.78 10
LEVEL 2 |
Strat 18.87 .81 15 11,00 6.89 18
No Strat 17.54 10.06 13 11.00 6.50 16
LEVEL 3 i
Strat  30.00 10.14 10 - 15.33 .48 9

Ne Strat 19.18 952 17 15.77 6.33 13

]
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Table 8

Means and Standard Deviations

for Multiple-Choice

_Experiment 2

\

é3

, .. CUED NOT CUED.
X SD n x sD n
LEVEL 1
Strat 9.43 3.96 14 10.14 2.18 14
No Strat 10.00 2.2t 10 8.20 2.35 10
LEVEL 2 "
Strat 12.80 3.45 15 11.22 2.67 18
No Strat 12.77 4.21, 13 11.88 1.96 16
’ /
LEVEL 3
Strat 16.30 3.34 10 13.33 2.98 ¢
No Strat 13.29 3.62 17 13.15 3.02 13
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C'= .14, p > .05). It was assumed, based on these results,

that the cell variances for th; cued recall test across the
new bliocked design were homogeneous. Likewise, a test of
homogéreity of variance for thé multiple~choice test produced
very similar results (Fmax.= 4{60, p > .05 and
C= .13, p > .05, ' : . !
Iest of aptitude x Treatment Interaction
A;\a recult of the blocking, the design became a 3x2x2,
where ali factors were between groups. Reading ability had
three 1eQels; h;gh, medium and low. Cueing h;d two levels;
cued aﬁd uncyed text. Strategy had two,levels; with
- strategy instructions and without strategy instructions.
' This design applied to both.thelcued fecall and the multiple:
choice dependent variables: -
Cued cecall. The omnibus test of the design péoduced a

significant three-way interaction of level by cueing by
stratégy, and ; main effect for level apd a main effect for
cueing (see Tabie $)>. There was no elgnifikant main effect -~ .
for strategy. Means and standard deviations for the’
12 cells in the design are shpwn in Tables 7 and 8 and the
interaction is graphically represented in Figure l:

Post hoc analysis:of the'cueq_recall data for each level
(see Figure {) revealed that there'wa; no significant effect
for ‘strategy verses nolstrategy at cueing for level 1.~ There

was a significant effect for cueing verses no cueing at level

2, and for strategy verses no strateéy at cueing for level giﬁ\ .

Y

[N - e m ot e ke im e e ey e ot 2 e =

n Puke P e e e e N
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Table ¢
Analysis of Covariance

3-Way Main Hypothesis for Cued Recall

Experiment 2

&5

[ ' P
Source SS df MS ' F p W
/
MAIN EFFECTS 4266.48 4 1066.67 17.22 .00%
Strat 161.94 1 161.94 2,62 .108
- Cueing 1318.37 1 1318.37 21.28 .001 .09
Level 2779.92 2 1389.96 22.43 .001 .19
4
2-WAY INTERACTIONS 482.30 5 96.46 1.56 .176
Strat x Cueing 19.05 1 19.05 .31 ~.580
Strat x Level 206.96 2 103.48 1.67 .192
Cueing x Level 267.31 2 133.65 2.16 .119
3-WAY INTERACTIONS 550 . 68 2 275.34 - 4.44 ,013
Strat x Cue x Lev 550 . &8 2 275.34 4.44 .013 .03
EXPLAINED 5299.65 11 481.79 7.78 .00 .37
RESIDUAL 9108.17 147 61.96
TOTAL 14407.82 158 91.19
i
N = 159




_ 66
351 v
* = == =& = = "~ High Readers
Middle Readers
) ~—— -—-— Low Readers
30 ay [ With Strategy
| Without Strategy
\\\‘
\§ ‘
o 251 \\
[72]
Q
[ e
n
[§]
Q
[+'4
2
& 20/
=
o
m ©
E [
[=]
(8]
[72]
=
;-] -
2
10; ~< S = |
.____,._-—-—\—-”"‘“"——\<—’
. ) \\'\\\
\\\
~,
a0]
5 - -
Cueing Without Cueing

f-"igure 1: Three way interaction of reading level x textual cueing x
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Mul:ipla::hnlge* Analysis of variance was conducted to
test the significance of the main effects, cueing and level
and tﬁeié interaction. The results of the analysis'of
variance on the multiplé—choice test disé}osed tha; there was
a main effect for level and cueing (see Table 10). There
were no significant interactions. The means and standard
dev}ationg for each of the levels is reported fn Table 8.
Eualuaiiue_quesiinnna4n;, Follow-up analysis was

conducted using an ‘analysis of variance on the evaluative

questionnaire. Sevegmcases were invalid due to missing data,

.and therefore eliminated. 1In total 152 cases were analyzed.

The resalts of the analysié of variance disclosed (see Table
11> that there was no significant intgnaction-beiween
strateqgy, organization and cueing and no main effect for
organization or cueing. However, there was a signi%icant
main effect for strategy, in favour of the strategy
condition, 'F(1,151) = 6,05, p = .01,

Discussion ’

The hyéothesis that learners would learn_more from an
instructional text when provided with a strategy, graphic
orggnizer and typographical cueing aids than from no strategy
and no typographical cuefng aids received some “support. A
significant Aptit%de-treatment interaction showing superior

performance of high level Yearners in the wi th cueing with

strategy condition was unexpected. These results suggest ~

/N
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\-that'high level -learners benefit more f?Bm ‘external schema

moéification’ (i.e. stéategf and cueing) than middle or 1ow
level 1ea;ners.i Essentially, external schema modification,
reports Bovy (1981), "provides a 1ink between the instruction

—_and the cogni tive ‘structure of the learner” (p.210).
Further, typographical cueing alone seemed to be sufficient
for middle level learners to improvemtheir performance, but
not‘suffici;nt for low level learners. Since there was a
significant difference between strategy verses no strategy at
cueing for high level learners, it seems that strategy
instructions to utilize a graphic org;nizer in conjunction
with typogﬁaphical and spatial cué; was successful in
improving the pe:formance of only higﬁ tevel ability -
learnersi This could be because high level learners can
;successfully apply more previously “acquired cognitive sKills
to solve specific learning tasks® than low or middle level
learners, "It is presumed,” reports Bovy (1981, p.Z206) "that;
.the actual stages of information processing during "~ |
,instructién and learning vary considerably wi th learning.task—
and learner”. It may be that learners of middle and low
level abilr;y did not have the édeéhate cognitive processing
skil]g to manipulate the graphic organizer to increase their 4
retention of the to-be—learned material. ' In addition, it
seems that low level learners, wha have poor or little
‘internal idoéyncratic proce;sing me thods’ (Bovy, 1981,

~

p. 206>, do not benefit from instructional strategies, .

L4

g S

Y

e e



e e — AL S

69

"~ whether they are ‘detached’ and/or ‘embedded’ strategies.

*  The hypothesis that the presence of typogra%hica] and

spatial cueing would improve the retentfon of expository text
—nreceived support froﬁ|high and‘middle level learners.

Typographical cueing(was unquestionably the most active
variable in this experiment next to reading level. The
results of this stully and previous studies (Frase &’Swartz,
1979; Shebilske & R;%ond.o, 1981; Pepper, 1981) support the
text design hypothesis, which sfgtes that thé way in which a
text is perceived by the reader is Just.;s important as the
information contained in it (Shebilske & Rotondo, 15815.0 As
with the strategy, low reugl learners do not appear to '
benefit from the dse‘qf typographical and spatjal,cpeing;
This as well} may by due to inadequate cognifiue proceésing

skills, enabling the learner to synthesize the incoming

material. .

¢
o

The final hypothesis which étateg }hat the combination
“o? the .strategy and the graphic orqanizqr migh€ éerve to
counteract the effects of poorly organizea t;xtual material
(cong;ueqt and incongruént5 was not supported. Tﬁe lack‘of a

significant interaction for organization (congruent and

incongruent). and strategy could be explained by the “type’ of.

g

textual material used. In other words, the chunks of text

that were randomly ordered into the incongruent condition
were large enough to stand alone as individualized units.

Theﬁeforé, itis presuﬁed that because the text had no

“ . _

4, %
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et

ek



N . X

o S -

"sequential orientation to it,randomization of the text had

virtually no effect on the learner. This is evidenced by the

lack 'of interaction and effect the varaible organization had

o
» r
. N A
on any of the other variables. -
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. ., Table 10 . ,
.-‘.‘. - . . \ 3
’ K Analysis of Variance
3-Way Main Hypothesis for Multiple-Choice
' @ ot
. | , Exper‘iment 2\ , ' e,
‘i{ \\ 5 4
’ o \\
. . . /'}" ,‘-J
i . L4 o * ~
Source ss df MS F P
‘ : " . )
A MAIN EFFECTS . “// 519.13 4 129.78" 1}*.*57 T L.001
) ‘ , - : . . T,
pot ? strat ¢ 13.06 1 13.06 .1.37 - .244
. Cueing / 38.22 1 36,22 3.79 .054
1 {
' . Level 7 .474.70 2 237.35 24.82 001
) ! N ..
" 2 WAY-INTERACTIONS 36.16 S 7.23 76 . 983
' - ) ' . ' ‘?
. ( Strat x Cueing 1.22 Al 1.22 13,721
7 .
' ' Strat x L]..vel 27.15 2 13.58 1.42 . 2435
\‘ Cueing x Level 7.6% 2 '3.81 .39 .672
3-WAY INTERACTIONS 42.(1;3' 2 21.02 2.20 115
\ Strat x Cue x. Lewy 42.03 2 21.02 2,20 115
[ ' ' b C
P i . ‘ ..
EXPLAINED 597.33 11 54.30, 5.%8 - .001
‘a‘\\ “ P ‘ . K/\ .
i \Q ! N . . *
‘" RESIDUAL 1405.63 . 147 ' 9.96 -
\ . ! - ¢ .
- . -t . - » of o
TOTAL 2002.96 158 12,48 . )
. L. I ' : L ' A 1 "
e T - - T
. " N =159 A ' ,
; ' ) * %}'ﬂ‘ - ¢ ? . .
3 . \ // *
, ¢ 1 & ~(
/ h - ‘

™~

=
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. : . Table 11

Y

Analysis of Variance

' o for Evaluative Questionnaire

L . Experiment 2 '

)

| ‘
) | . P ? -~
Source " . SS df MS F X
. MAIN EFFECTS. * - 554.12 3 184.71 '2.98  .034"
‘ Organ ‘ "« 175.80 1 175.71 2.84  .094
Strat ?%th 374.83 7 1- 374.83 6.05 .015
v Cueing " ‘ ’ 9.97 1 9.97 .16 f’.889
" 2-WAY INTERACTIONS 225.94 3 75,31 1.22 307
-7 Organ x Strat - 14.44 1 14.44 .23 .430
&r‘ : Organ x .Cuejng . 178.72 1T 178.72  2.88 092

Strathix Cueing ' 31.65 1 31.65 .51 .476

i " . ‘\\\ \\ ' | RN ot

. " 3-wAY INTERACTIONS  ~ 10.86 1  10.88 .18 .é76
. oOrgan x Strat x Cue . 10.86 1 . 10.86 .18  .676
B - ! e
EXPLAINED 790.97 7. 112.99 1.82  .087
, N ' R
RESIDUAL ‘ 8929.13 144  &2.00., .« . -
TOTAL 9720.09 151 64,37 .- -
L R L 4
N = 152 ’
14
+ - 1. ¥
1 i . T
4 s& -
, , R .
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the body of 1nstructinnal text retention can be facllitated,

in experiment 2. .This’may be explained by the fact that

CHAPTER 7 .

Beneral Discussion | :
° 3

The results of the two experiments lead to the -'F%Hodsing
conclusions: Strategy instructions which ihfo;m the learper
of a likely processing strategy to use (Winn, Néte 13
cbmbined with a graphic organiZer ZZd typographical cueing
Fids can faqyf1:§te the recall of textual information. The
;esults of these experiments confirm what other researchgrs
have reported;lthat rétention and retrieval of instructional

A

cqntegt is not merely a function of either'the text or the

reader, but in fact may be due~to strategies (i.e. prompting)
] ‘ .

which exert inteqactiue effects on text and the reader

simulténeously. The outcome of such effects i found in the

the learner’s performance (Alve;;;nn, 1981; Redeﬁ, 1980

Bovy, 1¥81; Readence et al., 1981; Brody, 1981; Jonassen,

% s ~
1980; Winn, Notes'ﬁo & 12). The type of strategy prompting
AL - .

used in this study appears to help good readers achieve more
successful retention without unduly handicapping mlddle'andl
low level readers. ' The results of expertment‘z also confirm -

tkat by incorporating vardous typographical cueing aids intb :

,',

a propqsutlon that has been frequently studied (Frase & ‘ N

t -
a

Swartz, 19?9; Shebilske & Rotondo, 1981; Pepper,.l?Bl). It

~ v mt
Y T

"is not partlcularly surprnstng to find that typographical

' N 4
7 & , N

cueing was the‘most active variable (next to reading ability)




s
a3

: - 24

[}

. L@
_}yppgraphical spatial "and cueing-aids are the most commonly

encountered forms of organizing structure for textual
mat;rials. The most striking resul’t of this sfudy has to
do with the way learner aﬂility inter;cted\with both the'
stratégy and cueing. In the)second experiment, the level by
strétegy by cueing interaction was significant for all

levels. However, post hoc analysis revealed that,high '

"ability readers profitted significantly from the combination

of strategy prompting(and cueing. This suggests that hi‘gha

level ability learners cah capitalize on their apti tudinal
strengths when they are provided with strategies to improve

thelr retention of textual information. The strategies used

in this study (an instructional or directional strateqy and

ty;ographical cueing), worked simul taneously to increase the
learnérs’ recall of the infarmation presented. The failure
of low leve!llearners in the ‘wiéh strategy wiih cueing”
coﬁdition“to score better on the depeﬁaqnt,méasures than
learners in the ‘without. strategy wikhput gpeing' condit]on
was unexpected. This re;ult seemed to contradiét Bovy’s
- (1981) suggestion, that low level learners require more
external support (i.e. strategies) from the instructional
system than high level lgargjs .
have developed adequate ‘internaf idiosxncrat};\processing
methods”, it is argued, ther should exhibit a decrtase in
peréormanég when dirgcted to use a specific p;ocessipg
strategy (Bovy, 1981). The diffeﬁenées found in this studr,

. { ‘
.
/

) S ’

s, Because hlgﬁ‘léuel learners

4’ !
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with Tow level readers, perhaps do reflect Bovy’s suggesfion
*that the actual stages of informationh processing during
instruction and learhin§ vary considerably wltﬁﬁfearn!ng task
and learner'. . . so that the success or failure of
inGividual Iearners depends to a great extent on wheth;r they
can successfully apply previously acquired skKille to solve
;pecific learning tasks" (p.2048). v

Visuval processing sKills may be one of many previously
acquired sKills learn;rs pPOSSEess. I§ may be that'hiéh level
learners have more effective sk}lls to process visual

”&nformation. One study by Thorndyke and Stasz (1980) on

L, - "training in viébal strategies, revealed that high visual

learners were better able to use the strategies. -However,
}heir level variable, unlikKe that in the present study, was
verbal ability rather than reading-ability. In another
study, Sternberg and Weil (1980) loqfed at trafning'fﬂ the
use 9f visuval learning strategies. Their results produced an
aptitude—~treatment (nteractiAn between verbal and spat}al
abilities, types of strategies used.and the speed with qhich
the solution {b the problems were found. They found that
spatial subjects .tended to use fhe visualizétion strategy’
most effectively. ’

’ Another possible explanatjon for the aptitude—treaiment
interaction in;thfs studyf'is brovidedxin a gfudy by Winn

(1981). The results of‘his study suggests’that'high-oerbal

~learners process spatial Information more effeciently than
\

. o

« \
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low verbal learners. He taught subjects to identify and
classify insects at different stages of metamorphisis by

highlighting criterlaf attributes of the animals on slides

accompanied by\§ taped narration~identifying the highlighted

areas. Results fﬁggested that high lével learners can '
i /

process embedded strategies more effectively. ’Following this
#

speculation, it may be that the typographical and spatial

‘ cue}ng aids incorporated into the textual materijials for this

study acted as ‘embedded - strategies’, thereby allowing the

high level learners to impréve their performance. As well,

one might consider the possiblé effects of prior Knowledge.

It is conceivable that performance on the posttest could be

related to the learners having already been familiar with the
content. 1If thise is the case, then the organizer -did not
merely trigge? the learners’ prior Knowledge, as Mayer’s
(19729 assimilat}oﬁ encodiﬁg theory would gredict (see p. 29
but was in fact a reinforcement of material already learned"
instead of hﬁ ‘assimitative tool~’.

Another gxpfanation for the results found in this study
is the redunaancy ofithe information presented in the graphic
organizer and the textual material. Winn (1980) reports that
low level learners have éreater difficul ty handling-redundant

17 . .
and infoq?ation-laden presentations than high$!eve‘ Jearners.

- )
This Interpretation may reflect the poor performance of “the

lo@ level learnérs in the “with strateéy with cueing"

. condition. . -

PPy o
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The finding that middle level learners in the cueing
copditlon performed betier than those in the no cueing
condition suggests that these learners are able to profit
‘froﬁ‘embédded typographical cueing. Why they were ﬁnablo
to process the strategy with the graphic orgaﬁlzer, may be
due to the fact that they lacked the relevant cognitive
strategies that presumably were present in the high level
lea}ners, enabl ing them to capatalize onktheir learninﬁ,
capabilities. "It appears that once they Know what is//
expected, high ability learners bring to bear relevant
learning strategies in *which, by Qirtue of their high
ability, they are skilled. Low ability learners, lacking
skill in relevant strategies are unable to do this" (winn,
Note 2, p. 25). ’

In contrast to'the’finaings of this study and Winn’s
(Notg 9), other researchers (Dean & Kulhavy, 1981; Mayer,
1980) have found facilitative effeets for low or middle level
learpers when they are given a strhtegy, but not for high '
level learners, as predicted by Bovy (1981). An expianation
can be taken from Dean and Kulhavy’s (1981) study on the
potential of maps as an organizational device to influence
textual recall. They employed a fokced-pépcessing condition
which in effect requiredﬂthf learners to process a spatlai.
organizer. Thqir‘results ind{cated that the learners with
]ow verbal scores in the forced-processing condition

, : /
performed equal to the high verbal learners in ﬁhe same

- 4
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treatment condition., . It appears that the low verbal ability‘
learners benefited more f;od the external sﬁﬁport provided by
the strategy than the high verbal ability learners. In
addition to Dean and Kulhavy’s stady, Mayer (1980) applied

various elaboration techniques Tﬁ‘learning new technical

t

"information. As with Dean and Kulhavy’s, Mayer’s results

indicated that low ability subjects consistently produced a
patiern of superior performance in applying learned Knowledge .

to novel problems when they were instructed in elaboration.

’

techniques. Thérefore, the studies of Dean and Kulhawvy

(19%&)‘and Mayer (1980)‘support gg&f's prediction for the
facilitative effects of instructionally directéd metacognive
me thods fqr low level léa}ners. The current. study failed to
support this contention.

It is clear from this discussion that QOPe questions
were\generated than were ancwered by this study in relation
to prior research. T It must be remembered, hdweven, that the
current rese;rch is not a replication of any of the
previously méntioned studies, and as/such stands on its own
merit. It ie probable that an extrememly complex

relétionship exists among task variables (nature of the

A

learning), the ability of students, material variables arm¥

conditions which prompt, direct or require students to
process information in a particular way. The conflicting ‘ . Y

findings presented here and earlier in the Review of

Literature suggest that it may be too early to express global

' » {
S SRR S
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‘students to isolate those aspects of the text that are
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gxplanations int»olvi'ng these varables. Clearly, more
reseapch is indicated.
Implications _and Conclusions . o &

In summary, this study has suggested the apparent .
usefulness that a strategy and typographical cueing can have
on adult processing of expository text. It is suggested that
this study be replicated, but with some modific.ations‘. Jhese
modifications would include blocking for aptitude before

testing and selecting textual ﬁ\aterials in which the content

is sequential in nature ({.e. learner must learn A before B

etc.>. °

[ ’

* Further retearch could be condlucted to teach more
effective processing strategies to students and to iﬁstruct
them in their use (Rigney, 1978; Herber, 1978). One such
strategy, suggested by w/lnn and Holliday (i982), is‘ to teaqﬁ
students in some form of ‘diagram 1iteracy” . This, they

y

report, would probably.ﬁelp students who are less fémiliar

with 'diagrm’ns.« Another suggeé'ted approach, ) ls to teach

impor tant (Reder, 1980). Whatwer‘ approach is takeq:_,
however;, we as instructional designers and educational
technoliogists, must cbntinua‘lly direct our aftention to
providing al ternative strateglies for learnérs to process

information more effeciently. Which strategies learners of

various apti tude levels and grade levels.possess or are

N .

capable of possessing. remyins unanswered. More research

-
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needs to be conducted within this paradigm, to instruct
learners how to apply their sKills to materials that are
designed for their particula:‘ level of ability., It is ~
sugpes ted that studies 'similar to this one be pursued at an
elementary level (similar to Boothby & Alvermann, 1983),
allowing time for students to actually learn a strategy for
comprehending complex texual materials. Delayed testing
would also' be an asset to such designs. Due to
administrative difflﬁulties, a delayed test of retention was
not conducted here, and so the long-term effects of these.
manipulations are not known.l

In conclusion, this study along with those included in
this paper, have shed some light on some of the Key issues
that educational technologists, instructional designers and
educators have been concerned with} namely the need for the
development of better textbooks and instructional materials
to facil itgt‘e learning, and most importantly, an awarenes; of
the cognitlue_ st'rategies that a learner br_ing; to and uses
during the learning process. Despite the number of textbooks
a\;ailable that do“employ typographical and spatial cueing
techniques, one can still find numerous texts used wi tt:ain our
educational institutions which are cliearly wr i tten by content‘
experts who have a cltear understanding of the content but not
of the learner. As Pepper (1981) points out, "texts nee\d to

be written for the student at the student’s level" (p. 248).

A team effort is needed in the publishing industry (Waller,_

- em amae— = ettt e B Mo g o )
+ s
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19823 Pepper, 19813 Reigeluth & Sari, 1980), with the

educational technologist and/or the instructional désigner

- work-ing together with the subject matter expert. Saleability

of the text and it_s- attractiuer:ess should not be the sple
criterion that publ ishers should apply when designing.
instructional 'textbooks. One car;not' deny the role that this
aspect’serves in the publ ishinlg ind;Jstr‘y, but what one can
begin to do and/or continue to do (as there are now some
excellent gextbqoks a.oailabh) is to encourage publishers and
tex tbook writers to work together‘ with educational
technologists and instructional designers to continually
update apd improve the instructional quality o.f tﬁe texti:ooks
on the market today. The importance of formative and
summative evaluation cannot be overlooked. As Connors (in
Moss, 1983), of th; Open University’s Institute o'fv. |
E,duc;tlonal‘ Techno’log‘y‘reports, 'eva!uattion and improvement
are the driving force for the design of Oself-instructional
m;terials' (p." 116>, 'Teanmor*lf be tween professionals with
different. training a'}1d responsibilities®, reports Moss -~

-

(19832 ,’ ‘relies on mutual respect and a carefully p\/aﬁned
schedule: formative evaluation can be built into sucﬁ a
schedule ‘if"— it is accepted as an éssential contribuHén to
effective design fron the outset of_a‘ team’s c‘c;operatlon'

(p. 117). .
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'~ READ THIS = =
" FIRST

@

On the next page, you will find a graphic.organizer (blue .sheet) that is -
designed to hel® you remember the text you are about to read. Each large
box represents a major topic within the text. The arrowed line

joining these large boxes shows how these topics might best be organized.
The smalier boxes underneath th¢ large boxes show the subtopics of the

text. The foTlowing tips will /elp you use the organizer more effectively |

to remember the contents of the text. .
Before you read: Familiarize yourself with the organizer. Trace the
arrowed 1ine through each large box, reading the topics and subtopics as
you go. Notice the organization of the topics. The topics are more
general at first and become more specific later on. By the time you
are ready to read, you should have a very clear gic#e of the
organization in your mind. s

As you read: You may keep the organizer beside you as you read (it is
not attached). You:will find that each topic from the organizer is
included in the text. When you have identified a topic in the text,
find its location on the organizer. Try to remember the.specific details
in the text as clustered around the appropriate organizer topic.

After you read: Later, you will be asked to remember what you have read.
Try to keep the image of the organizer in your mind as you answer the -
questions. Try to Tocate each question ‘on your "meéntal organizer".

This will help you recall the correct answer. .

©




READ THIS z
" FIRST

The term hospitality embraces not only hotels, motels, and restaurants,
but also resorts, clubs, cocktail bars, industrial and institutional -
feeding operations and many similar and related businesseg»{.

Most, if not-all, of these businesses have been affected over the past
several years by the worldwide growth in tourism. - As governments of
virtually all countries realized the economic benéfits to them of
tourism, they encouraged and actively promoted it. As tourism grew so
did the demand for hotel rooms, restaurants, bars, and related facilities
and services.

With the growth in tourism came an expansion in the scale of hospitality
industry operations. This did.not only occur at the local and national
level, for: many organizations in the hospitality industry are now
muiti-national corporations, operating around the worid. With the
growth in sales, the well-recognized inflationary trend has been a
problem in the hospitality industry no leds than in any other.

For these and other reasons the industry has had to become increasingly’
profit and cost conscious, paying much more attention than perhaps it
previously did, not only to maximizing sale¥, but also minimizing costs

"to maintain traditional profit levels. It has had to adopt techniques

of control that other industries have been using successfully for many
years, and devise other controls of its own because of the industry's !
uniqueness. ( 3
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~- = Budgeting is planning. In orﬁer to make meaningful
R decisions about the future, a manager must look ahead.

' ‘ " ‘One way to look ahead is to prepare budgets or . ‘
fyrecasts. Budgets are not necessarily always
expressed in monetary terms. They coul¥ involve
number of customers to be served, number of rooms

to be occupied, number of employees required, or

some other unit as opposed to dollars. The purposes .
of budgeting are: -

1. To provide organized estimates of future revenues,
expenses, manpower requirements, or equipment
needs, broken down by time period and/or department.

. . 2. To provide a, coordinated management policy both
long-term and short-term, expressed primarily in
accounting terms. -

3. To provide a.method of control so that actual
results can be evaluated against budget plans. and
adjustments can be made. (if necessary)

Budgets can generally be considered to be either long
term or short term. A long term, or strategic budget
would be ?ywhere from one year to five years ahead.
" Such a budget concerns the major plans for the

organization (expansion, creation of a new market,
financing, and other related matters). From such
long term plans evolve the policies concerning the
day-to-day operations of the business, and thus the
short term budgets. '

Short term budgets could be for a day, a week,
a quarter, or a year, or for any period less than a
year. Such budgets involve middle management in
using its resources to meet the objectives of the
long term plans. N

~ 1

Various terms are used to define various types of
budgets. Some of these terms, and how they relate
to the hospitality industry, are described.

The capital budget relates to items that appear
on the balance sheet. A three month cash budget for®
a restaurant would be a capital budget. A five year
replacement schedule for hoted, room furnishings would
also be a capital budget.

* Operating budgets concern the ongoing projections
of revenue and expense items, or items that affect
the income statement. For example, a forecast of
sales for a restaurant for a month would be an
oferating budget. Similarly, in a,multidepartment

e hotel, the forecast of total pa_yroﬁl expenses for
the year would be an operating budget.
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Department budgets would only be of. concern to

a restaurant complex (with a dining room, a bar,

and 2 banquet area) where departmenta1 income
statements are prepared, or to a hotel that, by
design, has a number of departments. A department
budget would therefore be for speeific dep‘rtments ’
and show the foreqp%t sales, less operating experises
for 'that department. - Generally such department
budgets are prepgred monthly, although they could
be prepared for up to a year, month by month.

A master budget is the most comprehensive of
all budgets. Generally a master budget’is )

. prepared for a year's period and would include a

balance sheet for a year hence, and all the
departmenta] income and expense statements for the
next year's.period. .

- A fixed budget s one that is based.on a certain’
level of activity or sales. Expensé estimates are
based on this level of sales. No attempt.is made to
introduce greater or lesser levels of sales revenue,
and thus different expense amounts in the budget.

The disadvantage of such a budget is that, if the
actual sales level differs from budgeted sales level,
because there had been no plan covering this .
possibility, expenses can only then be adjusted in
the short-fun by guesswork. For example, if the
operating costs (such-as payroll, supplies, linen,
laundry) for the rooms department are based on 70%
occupancy and the actual occupancy is dropped to
60%, it would be difficult for the rooms department
manager to know what the new payroll level should be,
and similarly with the other expenses.

On the other hand, a flexible (or variable)
budget would be prepared based on several levels of
activity. In our rooms department sales could be
forecast for 60 percent, 70 percent, and 80 percent

occupancy levels (or as many levels as are appropriate).

As the actual year progresses it can be determined at
which level the operation is best going to fit, and
the appropriate expense levels will have already been
determined.for this level.” In:other words, adjustment
is easier. Although there are three fixed budgets
within the flexible budget; the main issue is that
management is prepared to adjust. Even with flexible -
budgeting it is passible for a particular expense

item to remain fixed. A budget is prepared based on
levels of revenue and expenses are cajculated based

on €ach different saley levels. A ‘really flexible
budget would show expenses that are truly variable

"with sales as a percentage of those sales, and fixed

costs a% a do11ar amount.

.
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« . bottom up. At the very least, the department heads K ’ of

“in preparing their own departmental budgets. ;hey

" coordination of the budget "to ensure that the final

—_member of the budget comiittee, and his task is

- Each year such budgets are revised for the next

- the most part, with monthly projections. Each month,

In a small owner-operated restaurant or mote1 the

owner would prepare the budget. If it were a " formal

budget, the help of an accountant might be useful. -
In a larger organization, a great many ’ «

1nd1v1duals might. be invelved in budget preparation.

In such organizations budgets are prepared from the .

or managers must be involved. If their subsequent -
performance is to be evaluated on the plans
included in the budget, then they should be involved
in turn might well discuss the budget figures with
employees within their own departments.

Above the department heads would be a budget
coomittee. Such a committee is required for overall

budget package is meaningful. The budget committee
must ensure that the food breakfast sales are not
based on an occupancy. that differs from the rooms
department figure.

The formal preparation of the budget is a
function of the accounting department. The .
organization's comptroller would probably be a

to prepare final budget information for submission
to the general manager for approval.

Long-range budgets for up to five years forward are
generally prepared annually by top-level management.
They may or may not involve department managers.

period (up to five years) forward. For coordination
the budget committee would be involved.
Short-term budgets are prepared annually, for " 4

budgets for the remaining months of the year should
be revised to adjust for any changed circumstances. .
Department managers should be involved in such
revisions, as would the budget committee for overall 7(/
coordination :

Weekly or daily short—range budgets are usually
handled internally by the department heads or other .
supervisory staff. For example, the housekeeper 4
would arrange her maid staffing schedule (which
affects the payroll budget) on a daily basis based
on the anticipated rooms occupancy.day by day. %"

[N
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A number of advantages accrue to an organization that
uses a budget planning process. ;

‘1. Since the budgeting process involves department .
heads and possibly other staff within the department,
it encourages their participation and thus improves
communication and motivation. The operating
- personnel can better identify with the plans or
objectives 6f the organization.

2. In preparing the budget, those involved are
required to consider alternative courses of action.
For example, should the advertising budget be.
spent fo promote the organization as a whole, or
would better results be obtained 1f emphasis were’
placed more on a particular department rather than
on another?

-3

‘achieved and the cost involved in achieving these—
revenues. After each budget period the actual
results can be compared with the budgef. In other

" words, a standard for comparison is predetermined,
and subsequent self-evaluation by all those

invdblved in the operation is possibile.

4, In the case of flexible budgets, the organization —— -
as a whole, and.each department within it, is
-prepared far adjustment to any level of activity
between minimum and maximum sales, assuming that

"-.the departments have been involved in developing
. their budgets within these sales lévels.

5. Budgeting forces*those involved to be ¥orward-

looking. This is not to suggest that yhat

"3. Budgets outline in advance the revenues to be - (::j

happened in the past is not important and not to . N

be considered in budget preparation; but from
now on only future sales and future costs are
important to future plans and profits.

\:§:=‘~‘\Jheré are several disadvantages to the budgeting

process which should be considered:

1. The time and cost to prepare budgets can be
" considerable. Usually, the larger the organization
the 1arger is the amount of time, and thus the cost )

of preparing budgets. -

2 The unpredictability of the future... Budgets are
* based upon unknown factors ( as well as some known
factors) that can have a big bearing on what does
actually happen. ¢
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3 The confidentiality of .some matters that top
management, for its own reasons, may want to

" keep confidential. Budget preparation may

" require that these matters be included in
the budget and they are thus no Tonger

confidential.
4. The "spending to the budget" approach can be
a problem. If an expense budget is over-* . -

estimated, there can be a tendency to find
ways to spend the money still in the budget
as the end of the budget period approaches.

- The budget cycle is a process which is describe as
follows:
In establishing a ta.inable goals or objectives,
ghe most dedirable situatifn must be tempered with o
realism. In other words, ere are any factors ’
present ‘that 1imit revenue to 2 certain maximum: level,
these factors must be considered. An obvious example
is that a hotel cannot achieve more than a 100 percent*
room occupancy for overnight purposes. In the short
_run, room revenue -(if full every night) can only be
increased by increasing room rates. But since very
. few hotels do run at 100 percent year-round, it would
be unwise, desirable as it might be, to use 100
percent as the budgeted occlipancy oh an annual basis.
If a restaurant is running at capacity, revenue can
on]y be increased by increasing meal prices or
increasi ng seat turnover. But if meal prices are
ingreased, customers may resist, and if seat tur
is increased, customers -may be rushed thereby
in decling sa1es
Other limiting factors are a Jack of skilled K
Jabor or skilled supervisory persdnnel. Increased
productivity (serving™ more customers per wa1ter)
would>be desirable and wou]d ‘decrease our payroll
cost per customer, but well-trained employees, or
employees who could be trained, are often not
available.  Similarly, supervisory personnel who
could train others are not always available.
. Shortage of capital could 1imit expansion plans.
If financing is not available to add guest/rooms or
expand dining areas, it would be a useless exercise-

" to include expanswn in our long term budget.
: Management's policy concerning, for example, the
market in which the organization will operate, may
1imit budgets. For example, a coffee shop department’
head may propose that catering to bus tour groups -
would help increase sales. On the other hand, the
general manager may feel that catering to such.large
transient groups is too disruptive to the regu]ar

clientele.
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Finally. customer ‘demand and compet1€?%n st
{',' ~ . always be kept in mind when budgeting. In other words,
, - additions to the hotel do not necessarily increase
L . the demand for rooms, and a new restaurant or addition
. of facilities to an existing restaurant, must compete
for its share of business,

. DOnce goals or objectives have been determined, I
plans must be laid to achieve them. At the
" departmental level, a restaurant manager must staff
\ ‘ withiemployees skilled enough to handle the anticipated
’ volume of business. A chef or purchaser must-purchase
food in the quantities required to take care of
. 'anticipated demand, and of a quality that meets the
< . required standards expected by the customers and allows
the food operation to match as c]ose]y as poss1b]e
its buligeted food cost. ¢ .
Comparing actual results with the planned results
is probably the most important and advantageous step
ain the budget cycle. Comparing actual results with
tbe budget allows‘one to ask questions such as: (a) If
. ' the sales revenue for a restaurant was $30,000 instead
of the budgeted $33,000, is the $3,000 difference a : i
- result of a reduction of customers, high prices, a '
competitive restaurant, slow service,or are people
just spending less? (b) Yesterday, the housekeeper
hired two more maids than were required to-handle
the actual number of rooms occupied. Is there a
communication problem between the front office and the
housekeeper? Did the.front office fail to notify the
housekeeper of reservation cancellations, or did the
housekeeper err in calculating the. number of maids
required? These are just a few examples of the types
of questions that can be asked, and for which answers
should be sought, in analyzing differences between
budgeted performance and actual performance.

Step three in the budget process points to differences
and possible causes of these differences. The next step
in the budget cycle necessitates taking corrective action
if this is required. The cause of a difference could be
the result of a circumstance that.no one could foresee or
predict (for example, weather, (d‘sudden change in economic
conditiops, or a fire in-part of the prémises). On the
theg hand, a difference could be caused by the fact that
selling prices were not ipcreased sufficiently to compensate
for an inflationary rate of cost incr@®ases; or that staff
were not as productive in number-of-customers-served or
rooms cleaned as they should have been according to

]
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predetermined standards. Whatever the reason, it should
be corrected i1f it can be, so that future budgets can
more realistically predict planned operations. If the
variance were a favorabte one (for example, guest room
occupancy was higher than budgeted), the cause should
also be determined because that information could help
in making future budgets more accurate. '

Improving the effectiveness of budgeting is the
final step in the budget cycle. A11 those involved
in budgeting should be made aware of the constant need |
to improve the budgeting process. The information
provided from analyzing variances between actual and
budgeted figures, will be helpful. By improving
accuracy in budgeting, the effectiveness of the entire
orggization is increased. .
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Theére are several disadvantages to ,the budgeting
process which should be considered:

1. The time and cost to.prepare budgets can be

considerable. Usually, the larger the organization
the larger is the amount of time, and thus thé cost

of preparing budgets.

2. The unpredictability of the future. Budgets are

based upon unknown factors ( as well as some known
factors) that can have a big bearing on what does:
actually happen.

3. The confidentiality of some matters that top

management, for its own reasons, may want to
keep confidential. Budget preparation may
require that these matters be included in
the budget and they are thus no longer
confidential.

4. The "spending to the budget" approach can be
a problem. If an expense budget is over-
estimated, there can be a tendency to find

" ways to spend the money still in the budget
" as the end of the budget period approaches.

Long-range\budgets for up to five years forward are
generdlly" prepared annually by top-level management.
¢y may or may not involve department managers.
Each y&ar such budgets are revised for the next
period (up to five years) forward. For coordination
the budget committee would be involved.

Short-term budgets are prepared annually, for .

the most part, with monthly projections. Each month,

budgets for the remaining months of the year should
be revised to adjust for any changed circumstances.
Department managers should be ‘involved in such
revisions, as would the budget committee for overall
coordination. -

Weekly or daily short-range budgets are usually
handled internally by the department heads or other
supervisory staff. For example, the housekeeper
would arrange her maid staffing schedule (which
affects the payroll budget) on a dajly basis based
on the anticipated rooms occupancy day by day.

" Various terms are used to define various types of

budgets. Some of these terms, and how they relate
to the hospitality industry, are described.

101
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The capital budget relates to items that appear
on the balance sheet. A three month cash budget for
a restaurant would be a‘capital budget. A five year
replacement schedule for hotel room furnishings would
also be a capital budget. . :

*  Operating budgets concern the ongoing projections
of revenue and expense items, or items that affect
the income statement. For example, a forecast of:
sales for a restaurant for a month would be an
operating budget. Similarly, in a multidepartment
hotel, the forecast of total payroll expenses for
the year would be an operating budget. .

Department budgets would only be of concern to
a restaurant complex (with a dining room, a bar,
and a banquet area) where departmental income
statements are prepared, or to a hotel that, by
design, has a number of departments. A department
budget would therefore be for specific departments
and show the forecast sales, less operating expenses
for that department. - Generally such department
budgets are prepared monthly, although they could
be prepared for up to?g year, month by month.

~ A master budget fis the most comprehensive of
all budgets. Generally a master budget’is

prepared for a year's period and would include a
_balance sheet for a year hence, and all the
departmental income and expense statements for the
next year's period. :

A fixed budget is one that is based on a certain
level of activity or sales. Expense estimates are
based on this level of sales. No attempt is made to
introduce greater or lesser ievels of sales revenue,

and thus different expense amounts in the budget. = /

" The disadvantage of such a budget is that, if the
ractual sales level differs from budgeted sales level,
because there had been no plan covering this
possibility, expenses can only then be adjusted in .
the short-run by gquesswork. For example, if the
operating costs (such as payroll, supplies, 1linen,
laundry) for the rooms department are based on 70%
occupancy and the actual occupancy is dropped to
60%, it would be difficult for the rooms department
manager to know what the new payroll level should be,
_and simiiarly with the other expenses. °
. On the other hand, a ;Texible {or variable)

budget would be prepared based on several levels of
activity. In our rooms department sales could be
*forecast for 60 percent, 70 percent, and 80 percent

occupancy levels (or as many levels as are approPriate)

N
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As the actual year, progresses it can be determined at

~which level the operation is best going to fit, and

the appropriate expense .levels will have already been
determined for this level. In other words, adjustment
is easier. Although there are three- fixed budgets
within the flexible budget; the main issue is that
management is prepared to adjust. Even with flexible
budgeting it is possible for a particular expense

item to remain fixed. A budget is prepared based on
levels of reverue.and expenses are calculated based

on each different sales leyels. A really flexible

_'budgetuwou1d show expenses that are truly variable

with sales as a percentage of those sales, and fixed
costs as a doilar amount.

Budgeting is planning. In order to make meaningful
decisions about the future, a manager must look ahead.
One way to look ahead is to prepare budgets or
forecasts. Budgets are not necessarily always ° ,
expressed in monetary terms. They could involve
number of customers to be served, number of rooms

to be occupied, number of employees required, or
some other unit as opposed to dollars. The purposes
of budgeting are:

1. To provide organized estimates of future revenues,
expenses, manpower requirements, or equipment
needs, broken down by time period and/or department.

2. To provide a coordinated management policy both
long-term and short-term, expressed primarily in
accounting terms.

3. To provide a method of control so that actual
results can be evaluated against budget plans and
adjustments can be made. (if necessary)

Budgets can generally be considered to be either long
term or short term. A long term, or strategic budget
would be anywhere from one year to five years ahead.
Such a budget concerns the major plans for the
organization (expansion, creation of a new market,
financing, and.other related matters). From such
long term plans evolve the policies concerning the
day-to-day operations of the business, and thus the
short term budgets.

Short term budgets could be for a day, a week,
a quarter, or a year, or for any period less than a
year. Such budgets involve middie management in
using its resources to meet the object1ves of the’
long term plans.

|
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. The budget cycle is a process which is described as
follows: . )

In establishing attainable goals or objectives,
the most desirable situation must be tempered with
realism. In other words, if there are any factors
present that 1imit revenue to a certain maximum level,
these factors must be considered. An obvious example
is that a hotel cannot achieve more-than a 100 percent
room occupancy for overnight purposes. In the short
run, room revenue (if full every night) can only be
increased by increasing room rates. But since” very
few hotels do run at 100 percent year-round, it would
be unwise, desirable as it might be, to use 100
percent as the budgeted occupancy on an annual basis.
If a restaurant is running at capacity, revenue can
only be inereased by increasing meal prices or
increasing seat turnover. But if meal prices are @
increased, customers may resist, and if seat turnover
is increased, customers may be rushed, thereby ending
in decling sales.

Other limiting factors are a ‘lack of skilled
Jabor or skilled supervisory personnel. Increased
productivity (serving more customers per waiter)
would be desirable and would decrease our payroll
cost per customer, but well-trained employees, or
employees who could be trained, are often not
available. Similarly, supervisory personpel who
could train others are not always availaghe.

Shartage of capital could 1imit expansion plans. -
If financing is not available to add guest rooms or
expand dining areas, it would be a useless exercise
to include expansion in our long term budget.

Management's policy concerning, for example, the
market in which the organization will operate, may
1imit budgets. For example, a coffee shop department
head may propose that catering to bus tour groups
would help increase sales. On the other hand, the
general manager may feel that catering to such large -
transient groups is too disruptive to the regqular
clientele.

Finally, customer demand and competition must

- always be kept in mind when budgeting. In other words,
additions to the hotel do not necessarily increase

. the demand for rooms, and a new restaurant or addition
"of facilities to an existing restaurant,\must compete
for its share of business. )
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Once goals or objectives have been determined,
plans must be 1aid to achieve them. At the
departmental level, a restaurant manager must staff
with employees skilled enough to handle the anticipated
volume of business. A chef or purchaser must purchase
food in the quantities required to take care of

- anticipated demand, and of a qpality that meets the

required standards expected by the customers and allows
the food operation to match as closely as poss1b1e
its budgeted food cost.

Comparing actual results with the planned results
is probably the most important and advantageous step
in the budget cycle. Comparing actual results with
the budget allows one to ask questions such as: (a) If
the sales revenue for a restaurant was $30,000 instead
of the budgeted $33,000, is the $3,000 difference @
result of a reduction of customers, high prices, a
competitive restaurant, slow service,or are people
Just spending less? (b) Yesterday, the housekeeper
hired two more maids than were required to-handle
the actual number of rooms occupied. Is there a
communication problem between the front office and the
housekeeper? Did the front office fail to notify the
housekeeper of reservation cancellations, or did the’
housekeeper err in calculating the number of maids
required? These are just a few examples of the types
of questions that can be asked, and for which answers
should be sought, in analyzing differences between
budgeted performance and actual performance.

Step three in the buéﬁét process points to differences
and possible causes of these differences. The next step

'in the budget cycle necessitates taking corrective action

if this is required. The cause of a difference could be
the result of a circumstance that no one could foresee or
predict (for example, weather, a sudden change in economic
conditions, or a fire in part of the premises). On the
other hand, a difference could be caused by the fact that
selling prices were not increased sufficiently to compensate
for an inflationary rate of cost increases; or that staff
were not as productive in number-of-customers-served or
reoms cleaned as they should have been according to

predetermined standards. Whatever the reason, it should
be corrected if it can be, So that future budgets can
more realistically predict planned operations. If the
variance were a favorable one (for example, guest room
occupancy was higher than budgeted), the cause shouyld
also be determined because that information could help
in making future budgets more accurate.

105



S

B ey

P

9 - - . -
Improving the effectiveness of budgeting is the
final step, in the budget cycle. A1l those involved
in budgeting should be made aware of the constant need
to improve the budgeting process. The information '
provided from analyzing variances. between actual and
budgeted figures, will be helpful. By improving

N accuracy in budgeting, the effectiveness of the entire

organization d4s increased.

A number of advantages accrue’ to am organization that
uses a budget planning process. ) .

1. Since the budgeting process involves department '
heads and possibly other staff within the department,
it encourages their participation and thus improves
communication and motivation. The operating
personnel can better identify with the plans or
objectives of the organization.

2. In preparing the budget, those fnvolved are
required to consider alternative courses of action.
For example, should the advertising budget be
spent to promote the organization as a whole, or
would better results be obtained if emphasis were
placed more an a particular department rather than
on another?

3. Budgets outline in advance the revenues to be .
achieved and the cost involved in achieving these
revenues. After each budget period the actual
results can be compared with the budget. In other
words, a standard for comparison is predetermined,
and subsequent self-evaluation by all those :
involved in the operation is possible.

4. In the case of flexible budgets, the organization
as % whole, and each department withih it, is
prepared for adjustment to any level of activity
between minimum and maximum sales, assuming that
.the departments have been involved in developing

. their budgets within these sales levels.

. 5. Budgeting forces those involved to be forward-

. looking. This is not to suggest that what
happened in the past is not important and not to
be considered in budget preparation; but from
now on only future sales and future costs are
important to future plans and profits.
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In a small owner-operated restaurant or motel, the
owner would prepare the budget. If it were a formal
budget, the help of an accountant might be useful.

In a larger organization, a great many
individuals might be involved in budget preparation.
In such organizations budgets are prepared from the v
bottom up. At the very least, “the department heads
or managers must be involved. If their subsequent
performance is to be evaluated on the plans

. included in the ‘budget, then they should be involved

in preparing their own departmental budgets. They
in turn might well discuss the budget figures with
employees within their own departments.

Above the gepartment heads would be a budget
coomittee. Such a conmittee is required for overall
coordination of the budget to ensure that the final (
budget package is meaningful. The budget committee
must ensure that the food breakfast sales are not
based-on an occupancy that differs from the rooms
department figure.

The formal preparation of the budget is a
function of the accounting department. The - !
ordganization's comptroller would probably be a
member of the budget committee, and his task is
to prepare final budget information for submission
to the general manager for approval.

"< -
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Please make a tick (J ) or write the response that answers the -following
questfons. = .. . . . )

1. Yoursex- () male - ( ) female
Yor age: ' '

KWhat is your first language?

2
3
4. In which language do you prefer to read?
5. How many years of. education have you had in the fo'i'lowing categories?

_Elementary school
Secondary school

College
University
t
6. Are you a full-time student? . ( ) yes . ‘ () no"
7. Do you study with music playing? ( )'yes "L () no

N 8. Do you take notes while reading a textbook?
yes () no

j 9. Do you underline important information in your textbook?
( ) yes () no

For each of the following questions, circle tLumber which best
corresponds to how you feel. 1

-~
10. How familiar were you with tlie reading material on Budgeting? .
5., 4 3 2 . 1
very familiar familiar not at al
11. How would you describe your reacji/ng/a{ﬂity? '
5 ' 4 3 2 -,
Exce'l'lent ' Average 3 . Poor
12. Do you find it difficult to cancentrate on read1n9 mater‘la‘l when under
pressure? ‘
5 4 3 2 1
1 find 1t hard I don't care .- I prefer t

13.  When you study, does the environment have to be qu1et?
5 4 ) 3. 2 1
Definitely It doesn't matter Mot at all
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CUED FREE RECALL. " . |
- '

Answer the following the questions in the spaces provided. — -

1. How many purpnsecs “of budgeting were presented in thg text? 'Q

2. In one sentence, define: 'budgetigng' as i‘at was defined in the text.:

6

!

3. Llist three possible Hmiting factors that should be considered when
preparing a budget for a hotel or restaurant.
4

‘% Draw a diagram which shows the steps involved in the "budgei: cycle".

Q

5. What terms were used in the text to distinguish between a datly or
weekly budget and a budget of 1-5 years?. - - _ \

L
1

6. The timé period associated with budget preparation falls into three
general categories. What are they? .

[N

1. - How many types of budgets are there?:

B. List the purposes of bhdgeting presented in the text.

.
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9, Ina large organization there are a great many individuals or groups
involved in the preparation of the budget. List the persons or groups
normally involved in.the budget process.

1 i\

10. List four advantages of budgeting.

11. 4t 211 of the various types of budgets. Then list a charactgristic
- of any y three of the types of budgets presented in the text.

\

.

\

12. What terms were used in the text fo distinguish between a budget that

is based on a certain level of activity or sales. and a budget that is
based on several levels of activity? '

. '»
] i . N
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TEST DIRECTIONS

This test consists -of thirtyatao)‘muitiple;choige“

questions which are based on the unit. i

You'shoulq_find an answer sheet 1nc1u3ed in the envelope.

Please use this sheet to record your answers.’
Please answer atl duestions; If you don't know or are

not sure which is the correct response, select the one which

you think is most 1ikely to.be correct. .

h]

[EXAMPLE: , |
Q. 1 The Prime Minister of Canada is:
a. Gary Trudeau
b. Margaret Thatcher
c. Margaret Trudeau o

. d. Pierre Trudeau

¥

Oijously, the correct answer is (d) and you would indicate

111

this by circling (d) beside the appropriate question on the answer

ed

sheet.’

3 ] ' . .
1. af b ¢ () _ .

Should you make a mistake and want to change yout-answér,

Just cross out'your original choice with an "x" and then circle

your new choice: b

©
1. }g& b ¢ ,(] : )
Before you begin....... DO YOU HAVE ANY QUESTIONS?

-
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1. When a budget is prepared which way do decisions normally flow?
» . ‘
. a. from department heads upward

" b. from department heads dowinward -
c. from top management downward

d. from the accounting department and upward through Jepartment heads -

"2. A department budget is one that:

a. i1s prepared for a year's period '

b. is concerned with items that affect the income statement .
¢. has a three month cash budget

d. shows the ;brecast sales less operating expenses

3. Which of the following is not.a purpose of budgeting?

a,, To provide information for corrective action

b. To provide esitmates of future revenues and expenses
c. To provide individual incentive goals for employees
d. To coordinate short and long term goals

A

4. Which of the following is not d/limitat1on to be considered when
setting your goals?

revenii% .

increased productivity \

. shortage of capital N\
supply and demand -

Qoo

\, Which of the following is the best definition of budgeting?

a. Planning estimates of future revenues and expenses expressed
in dollar amounts -

b. Planning for as much as two years ahead as well as day by-day
management decisions ‘

c. Planning for the future which can be expressed in do]lar or .,
non-dollar units

R d. Planning for future revenues and expenses as well as the

number of empldyees required

6. Which of the following is not part of the budget eycle?

. taking corrective action

. establishing attainable goals or objectives
. improving the effectiveness of budgeting
comparing the sales and revenues

a0 oo

-
3

%




7.

10.

1.

12.

Mhich of the following is an advantage of budgeting?

a. it provides an index of spending -
b.-it improves employee motivation

c. it makes the future more predictable

d. ‘it ensures that performance goals will be met

113

A forecast of sales for one month or a forecast of total payroll

expense for a year is called

a. a department budget
b. a flexible budget
c. an operating budget
d. a capital budget

Who normally submits the budget to the general ménager for apbrova]?

a. the-comptroller

b. the budget committee

c. the department heads

d. the accounting department -

If a restaovant wants to increase. its revenue, what would
the owner to do?

a. expand the restaurant
b. increase productivity -
c. increase meal prices

d. none of the above

Policies and day to day operations of the business evolve
a. a short term budget . ’
b. a capital budget ¥ '

c. a long term budget
d. a master budget . . L. "

A budget that is prepared month by month or up to a year,

’

-y

A,
\

you advise

'from

showin% the

forecast of sales less operating expenses is called

a. 3 department budge}
b. a flexible budget
¢c. a capital budget
d. an operating budget

v rae K e e g b ko aen e s
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15. As a- manager of a restaurant you have to prepare the budget.

o, :
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13. If a flexible budget contains fixed expénses such as adv r:;sing

costs, how would the fixed portion most likely be expres
a. as a dollar amount

b. as an adjusted dollar amount

c. as a percentage of total expenses _
d. as a percentage of category expenses :

14. A coffee shop manager wishes to increase sales by catering to bus

tour groups. However, the idea is rejected because the general
manager feels it would be disruptive to the regular clientele.

Which Timitation is being considered?

a. revenue

b. shortage of capita‘l .
c. management's policy concerning the market -

d. the answer.cannot be determined from the information given
s &
Which

would you consider when setting your goals?

a. that enough revenue is available to pay salaries until the

"'restaurant makes money
b. that the restaurant's c¢apacity is large enough to meet the

long term budgetary demand

c. that you have enough s;ﬂled employees to handle the anticipated
volume of business

d. all of the above .

A

16. Using this type of budget makes payroH and other expense forecasts
difficu]t :

a strategic budget

a fixed budget

. a short tgrm budget
a flexible budget

»

S
a

nn.o'n

17 Th$ most comprehensive budget that is prepared for a year's period is
called ‘ . _

a. a capital budget
- b. a department budget .-
. c. an.operating budget A
d. a master budget ' o
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18. A budget that is based on a certain 1eve'l of activity or sales

is called

a. a department budget
b. a fixed budget

c. a capital budget

d. a flexible budget

19. Who has the responsibility for formal preparation of the budget?

the comptroller
the -budget committee

an ow

. the department heads

20. A three month cash budget for a restaurant or a five year replacement

the accounting department

schedule for hotel furnishings is.called

a. a capital budget
b. a department budget
c. an operating budget
d. a master budget

Y

3

21. A budget that includes a balance sheet for a year ahead and all
departmental income and expense statements for the following year

is called , .

a. a master budget
b. a fixed budget

c. a capital budget
*d. an operating budget

22. A cocktail lounge had sales in May of $40 000.

Budgeted sales were'

$42,000. Which is the best possible answer to account for the

$2,000 difference?

. a. there was a reduction of customers

b. economic conditions were poor -

c. a new restaurant opened next door

-

d. the answer cannot be determined from the information given

-

23. What is meant by the term control as it was used in describing
the purposes of budgeting?

a. protecting the profits of the estab]ishment

b. corrective action, based on an analysis of differences
c. setting and evaluating employee performance standards
d. regulating the flow of customers in a restaurant
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24. Which of the following is a disadvantage of budgeting?

25,

26.

27.

28.

29.

30.

d. a capital budget

a. a short term budget )

a. it often makes lower level employees feel manipulated
b. 1t creates competition among department heads
c. it tends to increase unnecessary spending

d. it tends to create unreasonable expectations for future productivity
, . .

When setting your budgetary goals which factor will most dramatica'ny
1nf1uence your decisions?

a. last year's profits and/or losses

b. the labor force in your local area

c. the limitations of future revenue - _ -
d. the state of the general economy

A budget is referred to as flexible when:

a. several levels of revenue activity are used in preparing it
b. a certain level of revenue or sales is used in preparing it
c. it shows the forecast sales 1ess operating expenses

d. it is prepared monthly. v

Long range budgets normaHy are:

a. prepared semi-annually by top management
b. prepared up to five years in advance

c. coordinated through the budget comn1ttee
d. none of the above

‘wm ch budget specifies how midd1e management will meet its long term

objectives? _

a. a fixed budget

b. a strategic budget .

c. a short term‘budget ' ¢
d. none of the above .

o

Which of the following is not a budget"ing consideration?

a. number of cystomers to be served

b. number of rooms to be cleaned. ,

c. number of employees reaquired .’

d. amount of supplies required ’

» “- » ' ‘v - L3

Which of these budget types is planned from one.to five years in advance?

-

b. a strategic budget
c. an operating budget

* Completed Time:__» . . ’~A




d. none of the above

anooo
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MULTIPLE-CHOICE TEST

\

a. setting realistic goals ’
b. improving the effectiveness
c. analyzing differences

-

When a budget is prepared which way do decisions normally flow?
a. from the accounting departsient and upward through department heads
b. from top management downward .

c. from department heads upward
d. from department heads downward

. Which of the'fo1lqwing is not a purpose of budgeting?

. To provide ¥ndividual. incentive goals for employees

. To provide information for corrective action

To provide estimates for future revenues and expenses
To coordinate short and long term goals

cooa-

2 .

. A budget that relates to the 1fﬁns that appear on the balance sheet

is called . .

an operating budget
. 2 department budget
a strategic budget
a capital budget

\

\

. Which of the fo]{owfhg is not part of the budget cycle?

a. improving the effectiveness of budgeting

b. taking. corrective action ’
c. comparing the sales and revenues '

d. establishing attainable goals or objectives

Which of the following is an advantage of budgeting?

-a. it makes the future more predictable

b. it ensures that performance goals will be met

- €. it improves employee motivation

d. it provides an index of spending

~

. A forecast of sales for one month or a forecast of total payrol1

expense for a year is called __ e .

A
. an opefating budget
. a flexible budget '

. a department budget
. a strategic budget

[« N o B = o -
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. What is the most important and advantageous step in the budget cycle?

-
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If a restaurant wants to increase its revenue, what would you advise
the owner to do? R

a. increase meal prices
b. increase productivity
c. expand the restaurant
d. none of the above

Policies and day to day operations of -the business. evolve from which
type of budget?

a. a department budget .. -
b. a long term budget .
¢. a capital budget

d. a short term budget °

\J

A budget that is prepared month by month or up to a year, showing the

forecast of sales less operating expenses is called

a. a department budget
b. an operating budget
¢. a capital budget

. d. a master budget

. If a flexible budget contains fixed expenses such as advertising costs,
. how would the fixed portion most 1ikely be expressed?

a. as a percentage of total expenses '

b. as a percentage of category expenses
c. as a dollar amount

'd) as an adjusted dollar amount

12.

As a manager of a restaurant you have to prepare the budget. Which
would you consider when setting your goals?

. a. enough revenue is available to pay salaries until the restaurant

13.

makes maney .

b. that you have enough skilled employees to handle the anticipated
.volume of business .

c the restaurant's capacity is large enough to meet the long term
"budgeting demand:

d all of the above

At the end of the year it was found that sales revenue for a restaurant
was $32,000 instead of the budgeted $30,000. What steps should the
management take? x
none, because there was a profit

spend the extra profit

invest the profit

find out the causes for the pro¥it

oD oo
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17.

18.
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Using this type of budget makes payroll and other expense forecasts
difficult.

a. afstrateg1c budget . : :

b. a fixed budget . L

¢c. a flexible budget ' ‘ '
d. a short term budget ,

' [y

A budget concerned with ongoing projections of revenue and expense

_1tems, or items that affect the income statement is cal‘led

a. 'an operating budget
b. a master budget
c. a capital budget
d. a’ department budget

You are the manager of a restaurant and have started to prepare your -
second year budget. You have so .far.established your goals and planned
to achieve them. What is the next step you must take?

. analyze the differences een planned and actual resu1ts
communicate your plan gf action to the staff .

compare your pricing gchedule with that of your competi tor s
take necessary steps

The most comprehensive budget that is prepared for a year's period
is called .

a. a master budget
b. an operating budget .
c. a capital budget
d. a department budget

!
r

A budget that 1s based on a certain level of ‘activity or sales is
called ) .

(

a department budget

a flexible budget .
. a fixed budget '

. a capital budget

|

Who has tha responsibility for formal preparation. of the budget?

a. the budget committee

b. the department heads

¢c. the comptraller

d. the accounting department

A0
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20.

21.

22.

23.

24.

25.

. 120

When fluctuations in occupancy rate are the basis for staffing
decisions, what time period is normally used?‘

; . short term : Y

A

daily short-range

c. long range

d.

flexible short-range

A budget that includes a balance sheet for a year ahead and a1l
departmental income and expense statements for the following year
is called .

L4

a. a fixed budget

b. a.department budget
c.

d. a capital budget

a mas ter budget

L4

What is meant by the term control as it was used in describing
the purposes of budgeting?

a. setting and eva]uating employee performance standards

b.
c.
d.

)
Which of the foHowing is a disadvantage of budgeting?

Qoo

regulating the flow of customers in a restaurant ) .
protecting the profits of the establishment
corrective action based on an analysis of differences

-

. it tends to increase unnecessary spending

. it often makes lower level employees feel manipu'lated
. it creates competition among department heads

. it tends to create unreasonable expectations for future productivity

%

a

In which type of budget would you expect to find plans for the
expansion and financing of the organization?

a. a long term budget
b. a department budget

c.
d.

a capital budget .
a fixed budget -

When setting your budgetary goa1s which factor will most dramatically
infiluence your decisions? :

b
c.

d.

~

. the'labor force in your Tocal area
the 1imitations of future revenue
the state of the general economy

last year's profits and/or losses.
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- 1pvel-as the budget year progresses?

a.
b.
c.
d.

a master budget

a strategic budget
a flexible budget
a fixed budget

27.. A budget is referred to as flexible when:

a.
b.
c.
d.

it is’ prepared weekly

it shows the forecast sales less operating expenses

several levels of revenue activity are used in preparing it
-a certain level of revenue or sales is used in preparing it

28. Long range budgets normally are:

a. revised every two years

b. “coordinated through the budget cormﬁ ttee

c. prepared semi-annually .
d. prepared up to five years 1in advance

1

29. Which budget specifies how middle management will meet its long term
objectives? .

o a.

‘ b.

c.

d.

a strategic budget
a fixed budget

a capital budget

a short term budget

-730. V{h'ici\ of the following is not a budgeting consideration?

number of customers to be served
amount of sypplies required
number 6F rooms to be cleaned
number of employees' required

a.
b.
c.
d.

* Completed Time:
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ich budget type allows the manager to choose the appropriate expense'
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Name:
MULTIPLE-CHOICE TESf
ANSWER SHEET
1. a b d 16. a
2. a b d 17. a
3. a b d 18, a
4., a b d 190 a
5. a b d 20. a
6. a b d 2. a
7.2 b cd 2. a
8. a b d 23. & -
9. a b d 24. a
10. a b d 25. a
11. a b d '26. a
‘12. a,b ~d "2]. a
13. a b ‘d 28. a
14. & b d ™ 29. a
15. a b d 0. a
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For each of the following statements, circle the number which best corresponds

IX
EVALUATIVE OUESTIONNAIRE

?

_to how you feel.

—
.

10.

1.

2.

13.
14.

15.

16.

17.

]8.
19.

20.

| Disagree

I spent a 1ot of time examining the graphic
organizer.

1 found the graphic organizer confusing.
I found the text confusing.

I found the graphic organizer helpful in remembering
the material.

When I answered the multiple-choice test, I tried to
visualize in my mind the graphic organizer.

I ignored the graphic organizer.

1 did not need to study the graphic organizer to
answer the multiple-choice questions.

When 1 answered the cued free recall test, I)tried
to visualize din my mind the graphic organizer.

Generally, v1sua]1z1ng the mater1a] helps people to
remember things.

I spent more time trying to study the text than
the graphic organizer.

I thought the graphic organizer was interesting.
I thought the graphic organizer was too complicated.
I have used a-graphic organizer before.

1 found the graphic qrganizer difficult to use as
a nmmory aid. .

More instruction in the use of the graphxc organ1zer
would have been he]pful

1 did not need 1nstruct1ons on how to use the
graphic organizer. .

In order for the graphic organizer to be helpful, -
I would need more time to practice.

I found the text too difficult.

I found that the graphic organizer helped me to
organize the text._

. Graphic organizers should be regularly. provided ¢

-

in textbooks.

&',_ . ‘. o 9.’:‘
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Neutral
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APPENDIX B

‘ I. .. . . . No Strategy
| 11 . . . . . Cued Congruent Text
I1I. . . . . Cued Incongruent Text
IV.. . . . . Section 1: Cued Recalf Test
U... e e e Sec;ion II: Multiple-choice Test

VI .. . «+ « Multiple—choice Answer Sheet
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READ THIS . °
FIRST

} NS
The term hospitality embraces nbt only hotels, motets, and restaurants,
but also resorts, clubs, cocktail bars, 1ndustr1a1 and 1nst1tutiona1
feeding operations and many similar and re]atedigysinesses. \
Most, 1f not all, of these businesses have been affected over the past
several years by the worldwide growth in tourism. As governments of
virtually all countries realized the economic benefits to them of
tourism, they encouraged and actively promoted.it. As tourism grew so
did the demand for hotel rooms, restaurants bars, and related facilities
and services.

.

With the growth in tourism came an exp?ﬁsion in the scale of hospitality
industry operations. This did not only occur at the local and national
level, for: many organizations in the hospitality industry are now °
multi-national corporations, operating around the@orld. With the
growth in sales, the well-recognized inflationary trend has been a
problem in the hospitality industry no less than in any other.

The text you are about to read concerns a special aspect of the hotel

and restaurant industry. You should read it as you would read any
textbook in this course; to learn the content. A flowchart (blue sheet),
is included to help you remember the material in the text.
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;. - THREE PURPOSES OF BUDGETING

Budgeting is planning.. As a manager you must be able to
, look ahead and prepare budgets or forecasts. Budgets are
b , not necessarily expressed in monetary terms, but may also
i , . involve numbers of customers to be served, number of roefis
' ' to be occupied, number of employees required, or some other
I unit as opposed to dollars. Budgeting can involve decisions
- concerning the day-to-day management of/an operation or,
on the other hand, involve plans for as far ahead as five
years. The three purposes of budgeting are: .

* 1. To provide estimates of future revenues and expenses

Wi

2. To provide short and long-term coordinated management

i policy

1 .

é 3. To provide & control by comparing actual results with

£ budgeted plans, and to take corrective action if
§;g§ necessary.

PrIS—————
-~

.LONG-TERM VS. SHORT-TERM BUDGETS

.
EUSIFRREEN

Now that you are aware of the purposes of budgeting, you
' must also know the various types of budyets. A1l types
C . of budgets can be either a long-term or a short-term
budget. They can easily be classified, as their names
imply, by their length of planning time.

oy P

% . -
Long ‘fm ~ Short-term
. (strategic) ‘
: - lyr. to 5yr. ahead - day, ‘week, quarter, year, or
; less than a year
- concerns major plans - concerns middle management
i for organization: - to meet objectives of the long-
; ’ a. expansion term plans. ‘
N b. financing
_ ¢. creation of new -
% : . . market ‘ . ¢
] - po]iciés and day-to-day ’ ‘ . .
; ‘ operations of the ' .
i - -business evolve from
R
i

these

.
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Various terms are used to define various types of budgets.
As a hotel manager, you must be able to fdentify and

describe the five types of budgets.
be easily remembered by thinking o
to their function. The five types

Captial Budget
Operating Budget
. Department Budget
. Master Budget

BN -

Capital Budget: --relates to the items that appear on the

balance sheet

‘Each of these can
f how their name corresponds
of budgets are:

4

. Fixed vs. Flexible Budget

(example): a 3 month cash budget for a
restaurant or a 5 year replacement
schedule for hote] furnishings.

Operating Budget: - concerned with

ongoing projections of

revenue and expense items, or items that

affect the inc

ome statement

‘ . (example): a forecast of sales for 1 month,
- or a forecast of total payroll

exp

Department Budg_; - concerned wit

bar, banquet
~ shows the for
expenses
- prepared mont
a year.

Master Budget: - most comprehensiv
- prepared for a ye
- includes a balanc
all departmental
for the following

‘Fixed Budget Vs,

--based on certaih -level
of activity or sales-
(1.e. 60% of occupancy
sales)

- the disadvantage is that
if the actual sales level
differs from the budgeted
sales level, expenses can
only be adjusted by
guesswork (difficult to
- forecast payroll, supplies,
etc.)

ense for a year.

h a specific department

within a restaurant complex (dining room.

area)
ecast sales, less operating

hly, month by month or up to

e
ar's period

e sheet for a year ahead and
income and expense statements
year.

'Flexible Budget

- based on several levels
of activity
(i.e. 60%, 70% and 80% of
occupancy sales)

- the advantage 1is that
adjustment is easier; so
as the year progresses, the

appropiate expense level can-

be chosen.

g
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. Note: You may have noticed that there are three fixed
. buddets within the flexible budget. The main issue
is that management is prepared to adjust. Even with
*flexible budgeting, it is possible for a particular
expense item to remain fixed. Remember, a budget is
prepared based on levels of revenue. Expenses are
talculated based on each different sales levels. A
really flexible budget would show expenses that-are

truly variable with sales as a percentage of those °
sales, and fixed costs as a dollar amount.

HHO PREPARES - THE BUDGET?

Budgeti ng is an essential part of the hotel 1ndustry.
‘If you own your own restaurant or motel you would
have to prepare the budget yourself or you could hire

. an accountant. However, if you are working in a
large organization, you will discover that many
individuals are involved in the budget preparation.
Because of the number of people involved, a stepping
order has been devised, to ensure that everyone's

o ‘contribution is inc'luded in the budget. The order is

as follows:

1. First, the department heads must be involved in
preparing their own departmental budgets. (They
may discuss it with their emp'loyees g

2. Next, they, the department heads discuss thefr
budgets with the budget committee. The committee
ensures that the final budget package is meaningful.

3. They ‘in turn, 'give the budget to the accounting
department, for the formal preparation.

4. The organization's comptroller, who is probably a
member of the budget committee, would then prepare
the final budget information.

5. Finally, the comptroller would submit the budget
to the general manager for approval. .

WHEN ARE BUDGETS PREPARED? ' . ' B

)

The time period assoc:latéd with budget preparation
falls into three general categories:

1. long range ’
2. short term
3. weekly or daily short range
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1. Long rénge: - prepared annuall by'top-'teve‘l management .
. . ~ o for up to 5 years ahead.

- each year's budget is revised

- the budget coomittee is involved for,

| coordination. ;

.8 2. | Short term: - prepared annually w*lth’ monthly projections ‘ 5

v ( " - involves department managers and budget !
. committee. -

3. Weekly or daily shortdranée:
. - handled internally by the department
. heads or other supervisory staff. -
(Example: the housekeeper would arrange
- staffing schedule on a daily basis based '
on the occupancy.) .

ADVANTAGES OF BUDGETING

® They involve participation of employees in the planning
process, thereby improving motivation and communication.

® Those involved in preparing the budget are- reqmred to
consider alternative courses of action.
(Example: is it better to place emphasis on th&s‘gdvertising
or on another department instead?)

® They allow a goal and a standard of performance to be
established, so the results can be compared with the
/ budget. It creates a standard for comparison.

. ®Flexible budgets permit quick adaptation to unforseen,
changed conditions.

oBudget'ing forces those 1nvo]ved to look to the future
sa]es and futur9 costs.

DISADVANTAGES OF BUDGETING | - ‘
- . B “ \

) The time and cost to prepare budgets. . : . 3 '

@ The unpredictability of the future for budgets are prepared
upon unknown factors.: 1

® Budget preparation may require ‘that confidential information
be included in the budget .

~~~~~ e e s — o o W e o s o s w3 e g amae . - e -
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® If an expense budget is overestimated, there can be
a tenpdency to. find ways to spend the money still in
the budget as the end of the budggt period approaches.

¢

THE BUDGET CYCLE

The budget cycle is a five-part process that can be
summarized as follows:

s 1
Establishing attainable goals mjectives
Planning to achieve these goals or objectives
Comparing actual results with those planned, and
analyzing the differences
As a result of step three, taking any corrective
action if required . ,
Improving the effectiveness of budgeting

5 steps

[52] o> W N o
- . . L] -

<

Each of these five steps will be discussed in turn.

. 1. Establishing attainable goals or objectives:
{ ,
When you are setting your goals it is important to set them
realistically. In other words, setting your budgeted
occupancy at 100% would be unrealistic, for very few hotels

« run at a 100% occupancy year-round. When setting your goals
you must keep in mind the limitations. There are five
limitations that you should be aware 6f. These are:

a. Revenue: If a restaurant is running at capacity,
the revenue can only be increased by increasing
meal prices or increasing seat turnover. But if
meal prices are increased, customers may resist, and
if seat turnover is increased, customers may be -
rushed, thereby ending in declining sales.

Limitations b. Lack of skilled labour or skilled supervisory
personnel : Increased productivity (serving more
customers) would be desirable and decrease payroll
cost per.customer, but well-trained employees and
supervisory personnel who could train others are

. often not available. -

c. Shortage of capital: If financing is not avai]ab1é.
* it would be useless to include expansion in the
long-term budget. ’

2
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d. Management's policy concerning the market: A
coffee shop manager wishes to increase sales
by catering to bus tour groups. However, -the
idea is rejected because the general manager
feels it would be disruptive to the regular °
clientele. .

e. Supply and demand: Customer demand and
competition must always be kept in mind when
budgeting. In other words, additions to the
hotel do not necessarily increase the deman
for rooms. Also, a new restaurant, or addition
of facilities to an existing restaurant must
compete for its share of business. ¢

2. Planning to achieve goals or objectives:

Once you have set your goals, you must devise a plan to
achieve them. At the departmental’ level, a restaurant
manager must have skilled emplgyees who can handle the
anticipated volume of business. The chef or the purchaser
must also purchase food in accordance with the anticipated
demand and the quality must meet the standards expected '
by the customers. A1l of these must be considered when

planning your budget. ( 4

‘o

3. Analyzing differences bet@een planned and actual results:

\ : ' .
This is probably the most important and .advantageous step
in the budget cycle. Comparing actual results.,with the
budget .would allow you to ask questions such as:

"If the sales revenue for a restaurant was $30,000
insead of the budgeted $33,000, is the $3,000
difference a result of a reduction of'customers,
high prices, a competitive restaurant, slow service
or are the peoplie just spending less?" ‘

“Yesterday the housekeeper hired two more maids .,
than were required to handle the actual number -
of rooms occupied. Is there a communication

probiem between the front office and the housekeeper?

Did the front office fail to notify the housekeeper

of reservation cancellations, or did the housekeeper

err in calculating the number of maids required?"

These are just a few examples of the kinds of questions you
should ask and seek for when you are involved in budgeting.
Analyzing the difference between budgeted performance and
actual performance, as you can see, is an important part of
the budget cycle.

[N S
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4. Taking any necessary corrective action:

This step necessitates taking corrective action from the
results of step 3. The cause of a difference could be the
result of a circumstance that no one could forsee (a
change in economic conditions). However,.a difference
could be caused by the fact that selling prices were not
increased-sufficiently to compensate for an inflationary
rate of cost increases, or that the staff were not as
productive in number of customers served or rooms cleaned.
Whatever the reason, you should correct {t, if possible,
. so that future budgets can more realistically predict
* your planned operations. . .

If the differences were a favorable one (for example,
guest ‘room occupancy was higher than budgeted), the cause

X should also be determined to make your future budgeting
more accurate.

q e vima—y
5. Improving the effectiveness of budgeting:

This is the final step of the budget cycle. A1l those
involved in budgeting should be made aware of the constant
need to improve the budgeting process. The information
provided from analyzing variances (differences) between
the actual and budgeted figures will be helpful to you.

By improving the accuracy in budgeting, the effectiveness

of .the entire organization is -increased.
)&Q , g

’
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.

® The time and cost to érepare budgets.

‘® The unpredictability of the future for budgets are prepared

upon unknown factors.’

~

OBudget preparat’lon may require that confidential information .

be included in the budget

® If [an expense budget is overestimated, there can be
a tendency to find ways to spend the money still in

the budget as the end of the budget period approaches.

WHEN ARE BUDGETS PREPARED?

4 ’

i

. The time period associated with budget preparation
falls into three general categories:

1. long range
2. short term
3

. weekly or.daily short range -

1. Long range:

prepared annually by top-level management
for up to 5 years ahead.
- each year's budget is revised

- the budget committee is.invoived for .
coordination.

- prepared

2. Short\term:
- - involves

" committee.

annually with monthly projections
department managers and budget

’

Weekly or daily short range:

taetinn A
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- handled internally by the department
heads or other supervisory staff.
- (Example: the housekeeper would arrange
- staffing schedule on a daily basis based
on the occupancy.)
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4

Various terms are used to define various types of budgets.

As a hotel manager, you must be able tqtldentify and

describe the five types of budgets. Each of these can

be easily remembered by thinking of how their name corresponds
to their function. The five types of budgets are:

Captial Budget X
. Operating Budget

. Department Budget

. Master Budget

. Fixed 'vs. Flexible Budget

fon & oo —

Capital Budge;: - relates to the items that appear on the

balance sheet

(example): a 3 month cash budget for a
restaurant or a 5 year replacement
schedule for hotel furnishings.

Operating Budget: - concerned with ongoing projections of 3
. . "revenue and expense items, or items that
affect the income statement
(example): a forecast of sales for 1 month,
) or a forecast of total payroll
. expense for a year.

Department Budget: - concerned with a Qec1f1 department -
within a restaurant complex (dining room,
bar,-banquet area)

S - shows the forecast sales, less operating
expenses
- prepared monthly, month by month or up to
\ » -a year.

Master Budget: - most comprehensive

= prepared for a’year's period

- includes a balance sheet for a year ahead and
all departmental income and expense statements
for the following year.

Fixed Budget Vs,

- based on certain level:
of activity or.sales
(i.e. 60% of occupancy
sales)

- the disadvantage is that
if the actual sales level
differs from the budgeted
sales level, expenses can
only be adjusted by
guesswork (difficult to
forecast payroll, supp]ies,

. etc.)’

Flexible Budget

- b sed on several levels
activity
(1 e. 60%, 70% and 80% of
occupancy sales)

- the advantage is that
adjustment is easier; so

as the year progresses, the
appropiate expense 1eve1 can
be chosen.
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Note: You may have noticed that there are.three f1xed 35
budgets within the flerible budget. The main issue '
is that management is prepared to adjust. Even with

flexible budgeting, it is possible for a particular

expense item to remain fixed. Remember, a budget is

prepared based on levels of revenue. Expenses are

calculated based on each different sales Tevels. A

really  flexible budget would show expenses that are

truly variable with sales as a percentage of those -

sales, and fixed costs as a ‘dollar amount.

THE BUDGET CYCLE

5 steps

Limitations

The budget éycle is a five-part process that can be
summarized as follows:

Establishing attainable goals or objectives
Planning to achieve these goals or objectives

. Comparing actual results with those planned, and
analyzing the differences

As a result of step three, taking any correct1ve
action if required

. Improving the effectiveness of budgeting

(3] > L N —~
. o o

Each of these five steps will be discussed in turn.

1. Establishing attainable goals or objectives:

When you are setting your goals it is important to set them
realistically. In other words, setting your budgeted
occupancy at 100% would be unrealistic, for very few hotels ’
run &t a 100% occupancy year-round. When setting your goals
you must keep in mind the limitations. There are five
limitations that you should be aware of. These are:

a. Revenue: If a restaurant is running at capacity,
the revenue can only be increased by increasing
meal prices or increasing seat turnover. But if
meal prices are increased, customers may resist, and
if seat turnover is increased, customers may be
rushed, thereby ending in declining sales.

b. Lack of skilled labour or skilled supervisory
personnel: Increased productivity (serving more
customers) would be desirable and decrease payroll
cost per customer, but well-trained employees and
supervisqry personnet wvho could tra1n others are .
often not available.

c. Shortage of capital: If financing is not ava11able,
it would be useless to include expansion in the
long-term budget. -

P N VS OIOU I
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d. Management's policy concerning the market: A
coffee shop manager wishgs to increase sales
by catering to bus tour groups. However, the
idea is rejected because the general manager
feels it would be disruptive to the regular
clientele. - '

e. Supply and demand: Customer demand and
competition must always be kept in mind when
budgeting. In other words, additions to the
Irotel do not necessarily increase the demand .

* » for rooms. Also, a new restaurant, or addition
of facilities to an existing.restaurant must
_ compete for its share of business.

2. Planning to achieve goals or objectives:

Once you have set your goals, you must devise a plan to

-achieve them. At the departmental level, a restaurant .

manager mus® have skilled employees who can handle the
anticipated &o]ume of business. The chef or the purchaser
must .also purchase food in accordance with the anticipated
demand and the quality must meet the standards expected
by the customers. A1l of these must be considered when

- planning your budget.

3. Anaiyzing dif%erences between planned and actual results:

This is probably the most importagt and advantageous step
in the budget cycle. .Comparing actual results with the
budget would allow you to ask questions such as:

"If the sales revenue for a restaurant was $30,000
dnsead of the budgeted $33,000, is the $3,000
difference .a result.of a reduction of customers,
high prices, a competitive restaurant, slow service
or are the people just spending less?"

“Yesterday the housekeeper hired two more maids

than were required to handle the actual number

of rooms occupied. Is there a communication

problem between the front office and. the housekeeper?
. Did the front office fail to notify the housekeeper -
- of reservation cancellations, or did the housekeeper

err in calculating the number of maids required?"

These are just a few examples of the kinds of questions you
should ask and seek for when you are involved in budgeting.
Analyzing the difference between budgeted performance and

actual performance, as you can see, is an important part of
the budget cycle.
. ¥
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4. Taking‘any necessary corrective action:

This step necessitates taking corrective actxon from the
results of step 3. The cause of a difference could be the
result of a circumstance that no one could forsee (a
change in economic conditions). However, a difference
could be caused by the fact that selling prices were not ;
increased sufficiently to compensate for an inflationary ¢’
rate of cost increases, or that the staff were not as

productive in number of customers served or rooms cleaned.
Whatever the reason, you should correct it, if possible,

so that future budgets can more realistically predict

your planned operations.

If the differences were a favorable one (for example,
guest room occupancy was higher than budgeted), the cause
should also be determined to make your future budgeting
more accurate.

5. Improving the effectiveness of budgeting:

This is the final step of the budget cycle. A1l those
<, involved in budgeting should be made aware of the constant
need to improve the budgeting process. The information
provided from analyzing variances (differences) between
. the actual and budgeted figures will be helpful to you.
-~ By improving the accuracy in budgeting, the effectiveness
of the entire organization is increased.

" ADVANTAGES OF BUDGETING

® They involve partic1pat1on of employees in the planning . — j
process, thereby improving motivation and communication.

® Those involved in preparing the budget are required to
consider alternative courses of action.
(Example: is it better to place emphasis on the advertising
or on another department instead?)

® They allow a goal and a standard of performance to be ’
. established, so the results can be compared with the o
budget. ‘It creates a standard for comparison. . i

® Flexible budgets permit quick adaptatlon to unforseen, o .
changed conditions. - ;

®Budgeting forces.those involved to look to the future o ‘
sales and future costs.
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i THREE PURPOSES: OF BUDGETING

Budgeting is planning. As a manager you must be able to
look ahead and prepare budgets or forecasts. Budgets, are
: not necessarily expressed in monetary terms, but may also
‘ : involve numbers of customers to be served, number of rooms
| to be occupied, number of employees required, or some other
-unit as opposed to dollars. Budgeting can involve decisions
i , concerning the day-to-day management of an operation or,
o on the other hand, involve plans for as far ahead as five
’ : ' years. The three purposes of budgetipg are:

; .7 1. To provide estimates of, future revenues and expenses

2. To provide short and long-term coordinated management
policy

3. To provide a control by comparing actual results with
budgeted plans, and to take corrective action 1f
necessary.

. LONG-TERM_VS. SHORT-TERM BUDGETS 5 :

» Now that you are aware of the purposes of budgeting, you
- must also know the variotus types of budgets. A1l types
v . of budgets can be either a long-term or a short-term
budget. They can easily be classified, as their names
imply, by their length of planning time.

Long-term Short-term
(strategic) ' )
- lyr. to 5yr. ahead - day, week, quarter, year, or

. jess than a year
i - 4 - concerns major plans - concerns middle management
' . for organization: to meet objectives of the long-
to a. expansion term plans. -
; b. financing .

¢. creation of new
market

- policies and day—to-ﬁay.
operations of the
. business evolve fwmﬂ
! these
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.WHO PREPARES THE BUDGET?

e
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Budgeting is an essent1a1 part of the hotel industry.
1f you own your own restaurant or motel you would
have to prepare the budget yourself or you could hire
an accountant. However, if you are working in a

large organization, you will discover that many
individuals are involved in the budget preparat1on
Because of the number off people involved, a stepp1ng ‘
order has been devised, to'ensure that everyone's
contribution is included in the budget The order is
as follows:

1. First, the department heads must be involved in
preparing their own departmental budgets. (They
may discuss it with their employees. ?

2. Next, they, the department heads discuss their
budgets with the budget committee. The committee
ensures that the final budget package is meaningful.

3. They in turn, give the budget to the a ccountlng

department, for the formal preparat1on

4. The organ1zat1on s com tro]]er who is probably a
member of the budget commdftee would then prepare

the final budget information.

5. Finally, the comptroller would submit the budget
to the general manager for approval.
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SECTION o

Answer the following questions in the spaces-provided.

1. The text and graphic organizer (blue sheet) presented'severaI
purposes of budgeting.

a. How many purposes were 1isted?

b. Describe as many- as you can remember.

¢

" 2. Pros and cons of preparing a budget were discussed in the text

and shown on the graphic organizer.

a. List two advantages of preparing a budget.

.
[

~

b. List two disadvantages of preparing a budget.

° . - -

3. Hhich step of the budget cycle was considered the»most 1mportant

- and advantageous?
! " <

8




,‘a‘r:,;,t. -4

4.

7.
*2" two ather ways that a budget-can be expressed.
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What terms were.used in the text to distinguish between a daily or

weekly budget and a budget of 1-5 years?

\

Various terms were used to define various types of budgets. Both

the text and the graphic organizer listed these.

a. How many types, of budgets;were'liSted?

b. What sere thétr-names?
c. Identify one characteristic of;three of them.

The time period associated with the budget preparation falls

into 3 general categories. Name them and describe one
characteristic of each. .

(1)
(11)

(141)

Budgets are not nébessari1y expressed in monetary terms. Name

¢

(1)
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8. Within the text hnd'on'the graphic organizer a

10.

budget cycle
was described. Draw the diagram which shows-onjy the steps
involved in the budget cycle and label each.

v,

Budgeting is an essential part of the hotel industry. If you
are working in a large organiZation, you would discover that
many individuals are involved in the budget preparation. What
does the text 1ist as the "stepping order" which has been

" devised to ensure that everyone's contribution is included in

the budget?
a. List them. ' ‘-

.
Ui

b. Of tﬁe above 1ist, which comes first in the budget preparation.

sequence and which comes last?

"In one of the steps of the budget cycle five limitations were

listed that you as a hotel manager’ should be aware of List :
three of them. ;

4
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11. MWhich step of the budget cycle would allow you to ask a
question such as the following one? .

" 1f the sales revenue for a restaurant was 530.000
instead of the budgeted $33,000, is the $3,000
“difference a result of a reduction of customers,

~.~ high prices, a competitive restaurant, slow service
or are people just spending less? " o
==
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TEST DIRECTIONS .

This test consists of thirty. (30) wultiple-choige- ~

questions which are based on the unit.

You should find an answer sheet included in the envelope\.
Please use this sheet to record your answers. -

Please answer all questions. 1f you don't know or are

not sure which is the correct response, select the one which

you think is most likely to be correct.

/
" EXAMPLE: ‘
Q. 1 The Prime Minister of Canada is:
a. Gary Trudeau
b. Margaret Thatcher;
c. Margaret Trudeau
d. Pierré Trudeau -
. .Onvi‘dusly, the correct answer is (d) and you would 4ndicate

o

this by 'circh'ng (d) beside the abpropriate question on the answer -
sheet. . -
1. a b ¢ @
Should you make a mist;aie and yiant to change your answer,
Just cross out your ;)rig;inal choice with an "x" and then circle

4

yolr new choice:

1. H b ¢ @ .
Before you. begin....... DO YOU HAVE ANY QUESTIONS?

. o>
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. ‘8. 1s ‘prepared for a year's period '
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When a Ludget is prepared wh‘lcn ‘way do decisions normally flow?

a. from department heads upward '

. b. from department heads downward

c. from top managenent downward
d. from the accounting /)jépartment and 'upward through department heads
[ . T / \

A department budget is one that: -
b

b. is concerned with items that affect the income statement
¢. has a three month cash budget
d. shows the forecast sales less operating expenses

Which of the fonowing is not a purpose of budgeting?
a. To provide information for corrective action
b. To provide estimates of future revenues :and 'expenses :

c. To provide individual incentive goals for employees
d. To coordinate short and long term goals

Which of .the following is not a limitation.to be considered when

" setting your goals?

a. revenue

b. increased productivity

c. shortage of capital : .
#*® supply and demand

[}
AN

Which of the foﬂowing is the best definition of budgeting? ~

a. Planning estimates of future revenues and expenses expressed
in dollar amounts

b. Plannifdy-—for as much as two years ahead as well as day-by-day
management decisions

c. Planning for the future which can be expressed in dollar or

non-dollar units

'd. Planning for future revenues and expenses as well as the

number of employees requ1 red .

X -
Who normally submits the budget to the general manager for approval?

a. thg comptroller

b. the\budget committee -
the/department heads :

d. Iné accounting department o :
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If a restaurant wants to increase its revenue. what would you
‘ advise the o\mer to do?.

a. expand the restaurant )

b. increase productivity i
c. increase meal prices .
d. none of the above

- If a flexible budget contains fixed expenses such as advertising

costs, how would the fixed portion, most 1ikel]y be expressed?
a. as a dollar amount, , i
b. as an adjusted dollar amount

c. 3s a percentage of total expenses

d.' as a percentage of category expenses

The most comp;'ehensive budget that is prepared for a year s per1od
fs called ° . '

a. a capital budget
b. a department budget
¢. an operating budget
d. a master budget

A budget that 1s based on a certain 'Ievel of activity or sales
is called .

4

.a. a department budget

b..a fixed budget , : -

‘c. a capital budget

d. a flexible budget

v

Who has the responsibility for formal preparation of the budget?
a. the comptrolier . ' ‘
b. the budget committee:
c. the accounting department
d. the department heads

4

A three month cash budget for a restaurant or a five year
replacement schedule for hotel furnishings is calTed

a. a capital.budget -
b. a department budget % .
c. an operating budget . d ‘ .

d. a master budget ‘ ‘ .

-

. . . . b
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A budget that 1nc'ludes a balance sheet for a year ahead and a1l ~
departmental income and expense statements for the fonwing

year is called . - .

a. a master budget -
b. a fixed budget :

c. a capital budget 3~

d. an operating budget

A cocktai'l Tounge had sales in May of $40,000. .Budgeted sales
were $42,000. Which is the best possible answer to account.
for the $2.000 difference? .

a. there was a reduction of customers

b. economic conditions were poor

c. 2 new restaurant opened next, door

d. the answer cannot be determined from the ‘lnformation given

Which of the following is a disadvantage of bddgeting?

a. it often makes lower level emp10y§es feel manipulated
b. 1t creates competition among depatrtment heads

c. it tends to increase, unnecessary spending

d. it tends to create unreasonable expectations for future productivity

A budget 1is'referred to as flexible when:

a. several levels of revehue activity are used in preparing it
b. a certain level of revenue or sales {s used in preparing it
c. it shows the forecast sales less operating expenses

d. it 1s prepared monthly

Hhich budget specifies how middle management will meet its Tong
term objectives? _

3. a fixed budget

b. a strategic budget
C. &2 short term budget -
d. none of the above

Which of the following is not a bhdgeting consideration? -

a. number of customers to be served
b. number of rooms to be cleaned
c. number of employees required - - .o

- d, amount of supplies required.

. - e o ety



19.

21,

22.

23.

24 L]

. a. an operating budget -

Which of the following 1s not part‘of the b‘udget cycle?

. 8. taking corrective action

b. establishing attainable goals or objectives
c. improving the éffectiveness of budgeting
d. comparing the sales and revenues

Hha% is the most important and advantageous step in the budget
.cycle?

a. setting realis{ﬂ: goals
b. improving the effectiveness

- ¢. analyzing differences

d. none of the above

A budget that relates to the 'ltems that appear on the balance
sheet is called

a. an operating budget
b. a department budget

. €. a strategic budget

d. a capital budget

At the end of the year it was found that sales revenue for a
restaurant was $32,000 instead of the budgeted $30,000. What
steps should the management take?

a. none, because there was a profit

-b. spend the extra profit

c. invest the profit

d. find out the causes for the profit

A budget concerned with ongoing projections of revenue and expense
items, or items that affect the income statement is called a

b. a master budget
€. & capital budget
d. a department budget

When fluctuations 1n occupancy rate are the basis for staffing
decisions, what time period is normally used? .

a. short term

b. daily short-range
c. long range

d. flexible short-range

- Rk
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In which type of budget would you expect to f1nd plans for the

' expans'lon and financing of the organization?

.a.’a long term budget

b. a department budget
c. a capital budget
d. a fixed budget

i
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